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10-1.000 INTRODUCTION 

10-1.100 PURPOSE OF 'IHE TITLE 

This Title to the United States Attorneys' Manual was prepared by the 
Executive Office for u.s. Attorneys as a guideline and resource book for 
administrative practices relating to u.s. Attorneys' offices. It is 
designed to be the repository of administrative information for U.S. 
Attorneys and their administrative personnel. While not meant as a 
substitute for the directives system and other Departmental ccmrnunications 
relating to crlministration, this Title is intended to contain, either 
directly or by use of reference, relevant administrative information 
required by a U.S. Attorney's office. 

This Title will serve as a rep:>sitory where statements of adminis
trative tnlicy and/or guidance are collected and organized as they are 
issued. 'Ihus, subsequent to its issuance, this Title should continue to 
reflect administrative tnlicy and procedures as they evolve. 

This Title, as all the other Titles of the United States Attorneys' 
Manual, is intended to be canprehensive. When the materials in this Title 
conflict with earlier statements issued by the Executive Off ice or the 
Department at large, this Title shall control, except for pronouncements 
of the Attorney General. Should there arise a situation in which a 
Departmental tnlicy statement predating this Title relates to a subject 
not specifically crldressed by the Title, the prior statement controls, but 
this situation should be brought to . the attention of the Manual staff, 
Executive Office for U.S. Attorneys. 

For an explanation of the numbering system of this Title, see USAM 
1-1. 320. 

The appendix to Title 10 contains copies of forms cited in this 
Title. 

10-1.200 DISTRIBUl'ION AND DISCLOSURE 

This Title, like all Titles of the United States Attorneys' Manual, 
is United States government property. It is issued to be used in 
conjunction with official duties and must be returned to the appropriate 
Administrative Officer prior to leaving the Department. I~ is the 
Administrative Officer's responsibility to ensure that this occurs. If 
proper property management techniques are applied to this Title,· there 
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should be no need to request a new copy when one employee possessing a 
copy leaves the U.S. Attorney's office and a new employee enters on duty 
to take his/her place. 

This Title is releasable pursuant to the Freedom of Information Act. 
See USAM 1-5.130. 

Proper distribution of this Title is as follows: all U.S. Attorneys; 
their office libraries; all Supervisory Assistant U.S. Attorneys; key 
administrative :p:rsonnel such as crlministrative officers (and administra
tive assistants in larger offices), accounting clerks, docket clerks, and 
collections clerks; and key support staff supervisors with a copy of the 
index to all Assistant U.S. Attorneys. 

This Title, as all others, is published by the Executive Office and 
is distributed in bulk to the Administrative Officer of each U.S. 
Attorney's Office. 'Il'lese :p:rsons receive all binders and inserts as r,.,ell, 
and distribute them according to "District Distribution of u.s. Attorneys' 
Manual," Form B. 

The requisition of additional partial sets, binders, or other missing 
i terns should follow the same procedure as a request for a new set. 

10-1.300 REVISION AND MAINTENAN:E 

For a fuller description of this area, ~ USAM 1-1. 500. 

In order to keep this Title current, documents titled "Manual 
Transmittals" (composed of additional or replacement Manual pages for this 
Title) will l:e mailed to the Administrative Officer responsible for in
house distribution. 

That :p:rson should acknowledge receipt of the Transmittal by filling 
out "Form for Recording Receipt of Manual Transmittals" (Form C) before 
distributing these materials :p:r Form B. 

Each holder is responsible for inserting these Transmittals, per the 
directions on the covering memorandum accompanying the transmittal, and 
filling out "Form for Recording Insertion of Manual Transmittals" (Form 
A). Initially, this Title is sent canplete with guide cards and binders 
and only Form C need l:e completed. 

When a caranunication affecting this Title is issued, before it is 
sent to the U.S. Attorneys, it will l:e sent to the Execut.ive Office for 
U.S. Attorneys for review, comment, and ultimate inclusion into this 

MAR:H 24, 1984 
Ch. 1, p. 2 

1984 USAM (superseded)



UNITED STATES ATroRNEYS' MANUAL 
TITLE 10--EOUSA 

Title. Chee the affected p::>rtions of the Title have been.identified, the 
communication will be printed by the Executive Office on light blue paper 
(except for pronouncements of the Attorney General, which are printed on 
white p:tper, as are pronouncements of the Deputy Attorney General), and 
sent to all U.S. Attorneys' offices in sufficient quantity to be included 
in all copies of this Title. 'these communications should be inserted by 
all holders cf the Title in a place a:ljacent to the affected area. After 
this canmunication has been reviewed by the Attorney General's Advisory 
Committee of U.S. Attorneys and approved by the Associate Attorney 
General, it will be included in a transrni ttal revising the affected area. 
All these "temporary" cx:rnrnunications are to be considered author i ta ti ve, 
and have a life span of five rronths. If not incorporated into the Title 
within this period of time, they should be discarded, except for 
whitesheets issued by the Attorney General or Deputy Attorney General, 
which do not expire. 

The United States Attorneys' Bulletin, a bi-weekly publication of the 
Executive Office includes information v.hich should be utilized by holders 
of the United States Attorneys' Manual to determine whether their copies 
of the Manual are current. The odd-numbered issues of the Bulletin 
publish a listing of all bluesheets and whitesheets in effect. 
Manual-holders should refer to these listings to -determine if they have 
received all updating material for the Manual. By referring to these 
indices, it can be determined if one's copy of this or any other Title is 
up-to-date. 
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10-2.160 Employee Orientation 

A. 'Policy 

It is the policy of the Executive Office for U.S. Attorneys and the 
Offices of the U.S. Attorneys to provide for a well planned, organized, 
and a systematic program which will orient new employees to the mission of 
their office and to their individual jobs. 

B. Purpose 

The purpose of the orientation program is to assist new employees in 
adjusting readily to their jobs and work environment and in becoming 
familiar with the functions on the Executive Office for U.S. Attorneys, 
the Offices of the U.S. Attorneys, and the organizational unit to which 
they are assigned. 

c. Responsibilities 

1. The Director of the Executive Office for u.s. Attorneys is 
responsible for providing overall policy direction, leadership, and 
"visibility" to the orientation program. The Director is also 
responsible for assuring effective implementation of the orientation 
program. 

2. Administrative officers and first-level supervisors are 
responsible for conducting job orientation of new employees assigned 
to them and for. keeping employees informed of information which 
affects them. 

3. The Personnel Office is responsible for: 

a. The general intent of the orientation program; 

b. Keeping administrative officers and supervisors fully 
abreast of changing personnel policies and practices which may 
affect employees by means of memoranda, letters, teletypes, and 
training sessions; and 

c. Providing guidelines and assisting the administrative 
officers and supervisors in the implementation of a well planned 
and organized program. 
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10-2.161 Orientation Program Requirements and Procedures 

An orientation interview should be conducted as soon as or 
immediately after the employee enters on duty. The orientation interview 
is usually conqucted in two phases. The first phase, conducted by 
administrative personnel, involves presenting an Orientation Kit, DOJ-398, 
to the new employee and explaining the ma.terial in the kit. The second 
phase is usually conducted by the new employee's immediate supervisor. 
This phase involves greeting the employee and discussing with him/her the 
new job and work environment, and office policies and procedures. 

Listed below is material which, in addition to the Orientation 
Handbook, is to be included in the Orientation Kit for permanent and 
temporary appointments. 

Title Form Number Usage* 

Appointment Affidavit SF-61 3/ 

Authorization for Purchase and Request 
for Change United States Series EE 
Savings Bonds 

SF-1192 3/ 

Certification of Membership in the 
Civil Service Retirement System 

SF-105 l/ 

Declaration of Appointee SF-61B 3/ 

Department of Justice Employee Locator 
Information 

DOJ-233 3/ 

Designation of Beneficiary, Civil Service 
Retirement System 

SF-2808 l/ 

Designation of Beneficiary (FEGLI) SF-2823 l/ 

Designation of Beneficiary, Unpaid 
Compensation of Deceased Civilian Employee 

SF-1152 3/ 

*The above forms, as noted under "Usage," apply as follows: 

l/ - Permanent or Term appointments; 

2/ - Time-limited appointments of one year or less; and 

3/ - Permanent or Term appointments and time-limited appointments of 
one year or less. 

MAY 25, 1984 
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Title Form Number Usage* 

Earned Income Credit Advance W-5 3/ 

Payment Certificate 
- State and/or City Employee's Withholding 

Exemption Certificates 
- Nonresident Forms 

3/ 

Employee's Withholding Allowance Certificate W-4 ~ 

Federal Employees' Group Life Insurance 
Program 

SF-2817-A 1/ and/or 
y if eligible 

Federal Facts 2 - Political Activity '}_/ 

Federal Facts 3 - The Civil Service 
Retirement System 

1/ and/or 
21 if eligible 

Federal Facts 5 - The Federal Merit 
Promotion Policy 

1/ 

General Schedule of Annual Pay Rates OF-281 3/ 

Health Benefits Registration Form SF-2809 1/ 

Health Enrollment Information Guide and 
Plan Comparison Chart ·(current) 

BRI 41-331 1/ and/or 
I! if eligible 

Life Insurance Coverage SF-2817 1/ 

Medicare for Federal Employees SSA 
Publication 
No. 05-10033 

1/ 

Race and National Origin Identification SF-181 3/ 

*The above forms, as noted under "Usage," apply as follows: 

1/ - Permanent or Term appointments; 

2/ - Time-limited appointments of one year or less; and 

3/ - Permanent or Term appointments and time-limited appointments of 
one year or less. 
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Title Form Number Usage* 

Request by Employee for Allotment of Pay 
for Credit to Savings Account with 
Financial Organization 

SF-181 3/ 

Request by Employee for Payment of Salary 
or Wages by Credit to Account at a 
Financial Organization 

SF-1198 3/ 

Self-Identification of Reportable 
Handicap 

SF-256 3/ 

Standards of Conduct (28 C.F.R. Part 45) J/ 

Standard Schedule of Disciplinary 
Offenses and Penalties 

D0~-373 3/ 

Statement of Physical Ability for Light 
Duty Work 

SF-177 3/ 

Statement of Prior Federal Civilian and 
Military Service 

SF-144 3/ 

The aforementioned forms and kit folders may be obtained through 
normal supply channels from the General Services Administration Store 
(GSA) or from the Department's Warehouse. You should refer to Department 
of Justice Orders OBD 2730.lB and OBD 2730.2 which detail the location of 
such materials. 

10-2.162 Role of Administrative Personnel 

According to the particular functional organization of the individual 
office, the administrative officer, administrative assistant, or 
personnelist should instruct the new employee in the responsibilities and 
functions of the office as well as the relationship of the employee's work 

*The above forms, as noted under "Usage," apply as follows: 

1/ - Permanent or Term appointments; 

2/ - Time-limited appointments of one year or less; and 

3/ - Permanent or Term appointments and time-limited appointments of 
one year or less. 
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to that of his/her co-workers. This phase of the orientation should 
acomplish the following: 

A. Explain the rights and obligations provided the new employee 
under regulations, legislation, and other pertinent guidelines; 

B. Explain employment benefit programs, as applicable, such as 
health benefits or. leave accrual, and any registration/election 
procedures; 

c. Include an explanation of the administrative practices and 
procedures of the office; and 

D. Introduce the new employee to his/her first-line supervisor. 

10-2.163 Role of the First-Level Supervisor in Orienting the New Employee 

Each first-level supervisor should develop a plan for introducing new 
employees to their jobs and work enviroament. Supervisors should begin 
job introduction by accomplishing the following: 

A. Explain the work of the office by describing its function and 
organization and the relationship of the employee's work to that of 
his/her co-workers: 

1. Explain how the employee's position fits in the organiza-
tion; 

2. Introduce the employee to his/her second-level supervisor 
and to co-workers. 

B. Describe the arrangement of office and available facilities: 

l. Show the employee the layout of the office; 

2. Show the employee the location of the restroom facilities, 
health unit, credit union, water fountain, bulletin board, snack 
bar/coffee shop, parking. lot, and public telephone. 

C. Explain what is expected of the employee by discussing office 
practices and procedures: 

1. Hours of work and pay days; 

2. Punctuality and leave procedures; 

MAY 25, 1984 
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3. Lunch periods; 

4. Proper use of telephone; 

s. Office etiquette regarding smoking, dress, etc.; 

6. Employee suggestion program; 

7. Grievance procedure; and 

8. Training and career development opportunities. 

o. Discuss the employee's duties, responsibilities, and related 
aspects of the job: 

l. Have available an up-to-date position description of the 
employee's duties and discuss them; 

2. Explain the performance appraisal system including work 
plans, probationary appraisals, progress reviews, and annual 
appraisals; 

3. Stress safe working habits and procedures to follow in the 
event of injury; 

4. Encourage the employee to ask questions; and 

s. Assign the employee a definite work area. 

When the orientation is completed, the employee should be taken to 
his/her worksite. The supervisor should develop a clear working 
relationship with the employee and attempt to maintain an open-door policy 
which will assist in determining the employee's progress in his/her job, 
the need for training, promotion, or any other action that should be 
taken. 
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10-2.170 Separations--Resignations 

Resignations are separations in response to employee request. 
Although employees can be asked to resign, their resignations cannot be 
demanded. Employees are free to resign at anytime. However, they are 
encouraged to give reasonable notice to allow for a replacement or work 
adjustment. Employees may withdraw their resignations at any time before 
the effective date. The withdrawal must be allowed unless there is a 
valid reason for denying it (i.e., administrative disruptions or the 
hiring of a replacement). Such denials should be documented. 

A resignation becomes effective at the close of business on the last 
day of the employee's active duty. Terminal leave is not authorized. An 
employee who announces that he/she is resigning or has resigned should be 
asked to complete Part IV of the SF-52, Request for Personnel Action. It 
is important that the statement of reasons for resigning be specific as 
this information may be necessary to determine entitlement for 
unemployment compensation. See USAM 10-2.950. 

A. The following should be submitted to the Personnel Office with 
resignations as appropriate: 

1. SF-52, Request for Personnel Action; 

2. SF-2810, Notice of Change in Health Benefits Enrollment (if 
employee has Health Benefits); 

3. SF-2821, Agency Certifica.tion of Insurance Status (if 
employee has life insurance); and 

4. SF-2819, Notice of Conversion Privilege (if employee has 
life insurance). 

B. The following should be submitted to the Payroll Office: 

1. SF-2802, Application for Refund of Retirement Deductions, if 
employee wishes such a refund. 

If an employee is transferring to another part of the Department or 
is being converted to another position within the office, no resignation 
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papers should be submitted~ If an employee is transferring to another 
federal agency, Form SF-52, showing the proposed effective date, should be 
submitted. 

An employee l)ho. leaves the district due to separation or reassignment 
should also complete Form OBD-123, Employee's Clearance Record. The 
entire form is to be completed by the office of the U.S. Attorney. The 
Personnel Programs Unit will provide current names and phone numbers of 
clearance officials upon request. Clearance officials must be contacted 
if there is any question as to whether the employee has government 
property or other items. 

Every effort is to be made to clear separating employees. The 
following procedures are to be foliowed for each of the four general 
categories of government property, records, and financial indebtedness 
when the employee is unable to clear an item. 

A. Property (No Monetary Value). The employee shall submit a 
memorandum explaining the circumstances which precluded the return of the 
item of property. The memorandum and OBD-123 must be submitted to the 
clearance official for review and coordination with the Board of Survey. 

B. Property (Monetary Value). The employee shall submit a 
memorandum explaining the circumstances which prevent return of the item. 
The memorandum and OBD-123 must be submitted to the clearance official for 
coordination with the Board of Survey. If the employee is leaving federal 
service, the U.S. Attorney's office shall contact the clearance official 
telephonically so that the Justice Employee Data Service (JEDS) can be 
advised to cancel any eXisting check mailing authorization so that the 
final salary check wil.l be routed to the designated agent. The u.s. 
Attorney's office is to hold the check until the property is returned or 
the check's release is authorized by the Board of Survey. 

C. Government Transportation Requests (GTRs). A memorandum is to be 
prepared by the employee in accordance with OBD Order 2200.lA, 
(November 14, 1977). The memorandum and OBD-123 are to be submitted to 
the Accounting Section, Justice Management Division. 

D. Cash. If the employee does not make repayment or submit a 
voucher covering the indebtedness (other than a travel advance), the U.S. 
Attorney's office will immediately notify the clearance official so that 
necessary steps may be taken to reduce the employee's check. The office 
will submit a statement concerning the employee's indebtedness, any 
statement the employee wishes to make, and the OBD-123 to the clearance 
official for coordination with the Board of Survey. If an employee fails 
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to repay a travel advance, the procedures described in OBD-2200. lA 
(November 14, 1977), paragraph 9.22-.24 are to be applied. 

Copies of the OBD-123 reflecting that all items have been cleared 
shall be maintained by the U.S. Attorney's office for three years from the 
date of the employee's separation. They are not to be sent to the 
Executive Office. 

10-2.171 Reassignment/Removal of Assistant U.S. Attorneys 

New Presidentially-appointed U .s. Attorneys are permitted to choose 
their own chief assistants and supervisory Assistant U.S. Attorneys. 
Persons holding such positions will normally be reassigned to another 
position within the office. 

Author! ty to remove Assistant U .s. Attorneys has been delegated by 
the Attorney General to the Associate Attorney General. See 28 C.P .R.. 
§0.19(a)(l); and USAM 10-2.620, infra. -

10-2.180 Personnel Security Regulations 

10-2.181 Designation of Sensitive Positions 

The following pos~tions within U.S. Attorneys' offices are 
"sensitive": 

A. Assistant u.s. Attorneys; 

B. Paralegal Specialists, GS-950; 

c. Legal Technicians, GS-986; 

D. Legal Clerks, GS-986, who are assigned as secretaries to attor-
neys; 

E. Secretaries, GS-318; and 

F. Administrative Officers, GS-341, and related positions. 

Other positions may be designated "sensitive" based on local 
conditions under the guidelines of Deparment of Justice Order 2610.2 
(August 18, 1978). 
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The cover she s of all position descriptions must indicate in block 
f)1~U 12 that the positio is "non-sensitive" or "critical" (l!!.!., sensitive). 

10-2.182 Requirements for Non-sensitive and Law Student Positions 

Employees as signed to non-sensitive positions and all law s tu dent 
employees must have an FBI name and fingerprint check completed prior to 
entry on duty. An NACI (National Agency Check with Written Inquiries) 
will be initiated by the Personnel Office for all permanent employees and 
temporary employees on appointments of more than 6 months. 

In order that these checks can be completed, an SF-85, Data for 
Non-sensitive or Noncritical-Sensitive Position, and 3 Fingerprint cards 
must be submitted to the Personnel Office with the appointment requests 
for non-sensitive positions. Use SF-86 for all law student positions. 

Despite the lengthiness of the process, name and finerprint 
clearances are required before any applicant may enter on duty unless all 
of the following conditions are met: ~ 

A. The position is non-sensitive, as defined in Department of 
Justice Order 2610.2 (August 18, 1978); 

B. The appointment is for 30 days; 

c. It is an extreme emergency; and 

D. The Security Office approves of the action. 

A memorandum requesting the waiver of the name and fingerprint checks 
must be forwarded to the Personnel Office with the appointment request. 
The Personnel Office will secure the approval of the Department's Security 
Office. 

10-2.183 Requirements for Sensitive Positions--Non-Attorneys 

Non-attorney employees assigned to sensitive positions must have an 
FBI name and fingerprint check completed prior to entry on duty. Four 
copies of the SF-86, Security Investigation Data for Sensitive Position, a 
CSC-329-A, Authority for Release of Information, for each school attended 
since high school, and 3 Fingerprint cards must be submitted to the 
Personnel Office with the appointment requests for all sensitive 
positions. 

APRIL 13, 1984 
Ch. 2, P• 8 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

All of these forms must have original signatures. In addition, 
either a full-field investigation must be conducted or a request for a 
waiver of the pre-appointment investigation requirements must be approved 
prior to entry on duty. Please note that these requirements apply to 
current employees reassigned from non-sensitive positions to sensitive 
positions as well as to applicants to be employed in sensitive positions. 

The "Waiver Work Sheet," Form USA-194, dated 7/80, is to be used in 
lieu of memoranda requesting waivers of pre-appointment background 
investigations. Districts are responsible for completing the following 
items: 

A. Name of applicant; Block· 1; 

B. Employing organization; Block 2; 

C. Proposed EOD date; Block 3; 

D. Vouchering: Every effort must be made to contact the applicant's 
current and former employers (at least for the past five years). If the 
applicant has no employment history, appropriate school officials should 
be contacted. In addition, a minimum of three references or associates 
who are well acquainted with the applicant must be contacted.; Block 6; 

E. Justification: Include a brief statement signed by the U.S. 
Attorney or designee specifying why it is necessary to hire the applicant 
prior to completion of .the pre-appointment background investigation and 
stating that the waiver is in the national interest; Block 7. 

Form USA-194-A, Inquiry for Suitability of Applicants, is to be used 
to collect the information necessary to complete item 6, "Vouchering", on 
Form USA-194. The Security Office will not approve the waiver request if 
there is any derogatory information or if the applicant's references or 
former employers are unable to recommend the applicant for a sensitive 
position. 

In the absence of an approved waiver, the background investigation 
must b~ completed prior to the applicant's entry on duty into the 
sensitive position. Employees may not have access to classified 
information until after the full-field background investigation has been 
completed and an appropriate security clearance granted. Access to 
sensitive Department of Justice information should be kept to a minimum 
until the district has been notified by the Personnel Officer that the 
background investigation is completed and the suitability determination is 
made. 
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The Associate Attorney General has imposed special requirements on 
"Schedule C" secretaries. Because the FBI conducts their investigations, 
the same security forms used for Assistant U.S. Attorneys must be 
submitted. Applicants for these positions who are not Department of 
Justice employees will be placed on a temporary appointment not to exceed 
90 days pending completion of the background investigation. They will be 
requested to sign a standard letter (AAG-7) acknowledging that they have 
been informed of the temporary appointment, their employment benefits, and 
the consequence of not receiving a complete and favorably adjudicated 
background investigation within 90 days. See USAM 10-2.221. 

10-2 .184 Security Clearances--Access to Classified Information 

National Security information, commonly referred to as classified 
information, is any information the unauthorized disclosure of which could 
be prejudicial to the national security interests of the United States. 
See Exec. Order No. 11652. A completed full-field investigation does not 
authorize access to classified information. To have access to classified 
information, every employee must be granted the appropriate clearance by 
the Department's Security Officer. Before clearance can be granted, the 
employee must have been the subject of a full-field background 
investigation by the FBI or Office of Personnel Management. 

Requests for clearances must be submitted by the U.S. Attorney to the 
Personnel Office, Executive Office. Requests may be made by telephone, 
but must be confirmed by a memorandum or teletype from the U.S. Attorney. 
Each request must ident.ify.: 

A. The employee requiring a clearance; 

B. The level of clearance required (confidential, secret, top 
secret); and 

C. The reason for requesting the clearance. 

The Personnel Office will review the request and forward it to the 
Security Programs Staff, Justice Management Division. 

Offices will be advised by telephone when a clearance has been 
granted. Written approval will be forwarded later. No employee is to 
have access to classified material until the appropriate clearance has 
been granted. 
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The Personnel Office must be advised when an employee who has been 
granted a clearance no longer needs it or resigns. The cancellation of an 
individual's clearance in no way jeopardizes that person's eligibility for 
receiving future security clearances. 

10-2.185 Access to Sensitive Compartmented Information (SCI) 

Requests for employees to have special access to Sensitive 
Compartmented Information (SCI) must be submitted pursuant to the 
provisions of Department of Justice Order 2660.3 (June 6, 1979). 

The following memorandum shall be used when requesting special access 
to SCI. It. must be signed personally by the U.S. Attorney and sent to the 
Personnel Office, Executive Office for U.S. At~orneys. If classification 
is warranted by the information contained in items 4 and 5, it should be 
appropriately marked at the top and bottom center of the pages and handled 
accordingly. 

SUBJECT: 
TO: 

Special Access to Sensitive Compartmented Information 
Department Security Officer 

FROM: United States Attorney 

Pursuant to the Provisions of Department of Justice Order 2660.3, 
"Procedures For Requesting Special Access To Sensitive Compartmented 
Information," dated June 6, 1979, the following information/justification 
is provided in requesting special access to Sensitive Compartmented 
Information (SCI): · 

(1) Name of Nominee: 

(2) Nominee's Social Security Number: 

(3) Special Access(es) Required: 

(4) Case/Assignment Necessitating Access to SCI: 

(5) Specific Compartmented Material to Which the Nominee Must Have 

Access: 

APRIL 13, 1 984 
Ch. 2, p. 11 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

The above-named individual has been granted a TOP SECRET clearance 
based on a Full-Field Background Investigation dated ---------------------

I certify that there is a clear and compelling need for the 
individual to have special access to the SCI cited above. 

I understand that at the completion of the above-captioned 
case/assignment, this office will advise the Special Security Center that 
special access(es) is no longer required and arrangements will be made to 
effect the necessary formal debriefing. 

* * * 
The Personnel Office will forward the request to the Security 

Programs Staff which will take the necessary act ion to obtain access to 
SCI. 

Full-field background investigations that are more than five years 
old must be updated before access to SCI can be granted. (The Personnel 
Office should be contacted to obtain the date of the most recent 
background investigation.) The Office should allow at least 6-8 weeks for 
a full-field background investigation to be updated. 

The employee must update and complete the following forms before 
he/she can obtain access to SCI if the background investigation is more 
than 5-years old: 

Non-Attorney Attorney 

SF-86, Security Investigation Data for 
Sensitive Position, and original and three 
copies, all with original signatures. 

Same 

FD-258, Fingerprint Card, three originals. Same 

CSC-329A, Authority for Release of 
Information, one for each school attended 
(since the most recent full-field back
ground investigation was completed). 

DAG-67, Authority to 
Release Information. 

DOJ-488, Tax 
Check Waiver 
(Individual). 
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U.S. Department of Justice 

Executive Office for United States Attorneys 

Office of the Director Wa1hington, D.C. 20530 

September 27, 1985 

MEMORANDUM TO: Holders of United States Attorney's Manual 
Title 10. 

United States Attorney's Manual Staff 

William P. Tyson, Director 
Executive Office for U.S. Attorneys 

Grand Jury Reporters 

1. This is issued pursuant to and expires 
unless reissued or incorporated pursuant 
to USAM 1-1.550. 

2. Distribute to holders of Title 10. 
3. Insert at end of USAM Title 10. 

AFFECTS: USAM 10-2.186 

PURPOSE: To conform with the recommendations of the 
Internal Audit Staff and OBD 2600.4 to ensure 
that all Grand Jury Reporters have the proper 
Security Clearance. 

10-2.186 Grand Jury Reporters 

Due to the sensitive nature of grand jury proceedings, all 
grand jury reporters and persons associated with the reporters 
in preparing grand jury minutes are subject to a security check. 

Before any official salaried federal court reporter or any 
contract or free-lance reporter may take testimony before a grand 
jury, the U.S. Attorney's Office must submit Form USA-186, 
Personnel Information Sheet for Grand Jury Reporting, and two 
sets of fingerprints to the Director Security Programs Staff, 
Justice Management Division, and await advice before engaging the 
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r eporters. The same procedures should be used for any persons 
associated with the reporter in turning out grand jury minutes. 

If the contract of a grand jury reporter or persons associated 
with one has lapsed for more than one year, a new security check 
mus t be completed before proceeding with the hearing. In all other 
cases, a new name and fingerprint check should be completed every 
five years. 

In accordance with OBD Order 2600.4 dated August 27, 1980, 
information is required on June 1, annually, to the Assistant 
Director, Facilities Management and Support Services Staff, 
listing all Grand Jury Court Reporters names and dates of their 
initial Department Security Clearance. 
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8. SF-256, Self-Identification of Medical Disability; 

9. OBD-86, Work Experience in the Federal Government; 

10. DD-214, Military Service. 

B. The following forms must be submitted directly to the Payroll 
Office: 

1. W-4, Employee's Withholding Allowance Certificate; 

2. State Tax Forms; 

3. SF-1192, Savings Bonds (per employee's request); 

4. SF-1198, Allotments (per employee's request). 

c. If the U.S. Attorney is reappointed or was serving in the office 
in another capacity immediately prior to being appointed U.S. Attorney, 
only the SF-61 need be submitted. If the new U.S. Attorney was an 
employee of the Department of Justice (but not the office), submit: 

1. SF-61; 

2. DOJ-233; 

3. New tax foi:ms, if appropriate. 

If the U.S. Attorney is court appointed, a copy of the court order 
must also be submitted. 

10-2.220 Assistant United States Attorneys 

10-2.221 Recruitment 

U .s. Attorneys are authorized to recruit and screen applicants and to 
submit nOlllinations of attorneys to serve as Assistant U .s. Attorneys. 

It is important that each appplicant be questioned about any dealing 
with the Internal Revenue Service in the past years, other than routine 
yearly tax submissions. In the event of any such dealings with the IRS, 
the applicant should furnish a letter to the Attorney General explaining 
in detail what occurred. This letter should be included with the 
application papers submitted to the Executive Office. Applicants should 
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also be questioned concerning indebtedness, including unpaid student and 
VA loans. An applicant with any disputed debts should submit a letter of 
explanation to the Attorney General. In addition, former employers or 
professional associates should be contacted to ascertain the quality of 
the applicant's work and his/her suitability for employment. 

Affirmative action recruiting is an integral part of the overall 
recruiting efforts of each U.S. Attorney's office. It is the policy of 
the Department of Justice to provide a quality opportunity for all 
attorneys and law students who may wish to apply for positions in U.S. 
Attorney offices. All applications for appointment as an Assistant U.S. 
Attorney must be reviewed to insure that affirmative action has been 
taken. 

A. Pre-Entry on Duty of Assistant U.S. Attorney Applicants Being 
Re-Assigned within the Department of Justice: This includes attorneys 
assigned to the offices, boards and divisions of the Department of Justice 
and Assistant U.S. Attorneys accepting employment with another U.S. 
Attorney's office. The guidelines and information contained in USAM 
10-2.221 and 10-2.222 apply, and the following forms are required: 

1. FORM USA-191 (Attorney Applicant Data Sheet); 

2. FORM SF-52 (Request for Personnel Action); 

3. FORM DOJ-479(Employment Review Committee Questionnaire). 

B. Special Notes: 

1. Salary: Most of the problems are encountered with 
requesting starting salaries. The following is the rule unless 
stated otherwise. 

a. From office, boards and divisions: The attorney will 
have the salary increased to nearest $100.00 (i.e., attorney is 
presently a GS-13/2 ($33,116). You would request a starting 
salary of $33,200). 

If the attorney is due for a scheduled step-increase within 
a month of the reassignment, then request that upon reassignment 
that the salary be included (i.e., GS-13/2, due for step 
increase to GS-13/3 in April a-ncr-t'he reassignment is March. 
Request a starting salary of $34,200). 

If the attorney is due for promotion, have the attorney 
notify the EOUSA in writing from his/her present superiors that 
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he/she is eligible for and would be promoted had he/she stayed 
with the present employer. It is not always granted, but it 
will be considered. 

b. From U.S. Attorney's Offices: Tile starting salary will 
be the same as he/she is making at the time of reassignment 
unless he/she is due for an annual administrative pay increase. 
Have the U.S. Attorney, where the Assistant U.S. Attorney is 
being reassigned from, include the evaluation and the 
recommended increase and then have your U .s. Attorney either 
concur or explain. 

2. Travel Expenses: ~ USAM 10-3.560, Relocation. This 
section explains in detail the procedures. 

C. Preparation and Submission of Form for Law Clerk Applicants: For 
the purposes of this type of appointment, a law clerk is an applicant 
submitted against an authorized Assistant U.S. Attorney position. This 
applicant has completed law school, but has not been admitted to the bar. 

1. Tile paperwork to support a law clerk appointment is the same 
as that required when submitting papers for an Assistant U.S. 
At_torney position. Additional comment is to be made on the FORM 
USA-191 "Applicant is scheduled to take the State Bar 
Exam on and it is expected that he/she will receive 
the results on ... If the applicant has already taken 
the bar exam, then just report the date he/she will receive the 
results. 

2. A law clerk will not be allowed to enter on duty until such 
time as he/she has taken the bar and the FBI backround investigation 
has been completed and is adjudicated favorably. Tile Department does 
not desire to have law clerks on duty studying for bar exams. 
Therefore, this restriction is not negotiable. 

3. 90-day temporary appointments for law clerks are treated the 
same as for Assistant U.S. Attorneys. However, if a law clerk is 
appointed to a 90-day temporary appointment and is admitted to the 
bar prior to the completion and favorable adjudication of the FBI 
background investigation, the only necessary action is the execution 
of a new oath of office as an Assistant U.S. Attorney. He/she 
remains in a temporary status until such time as the appointing 
letter for an excepted appointment is authorized. When the law clerk 
is admitted to the bar and executes the new oath as an Assistant U.S. 
Attorney, he/she must provide your office with documented proof by 
completing a FORM DJ-54 (Department of Justice Attorney's Bar 
Affidavit. 

APRIL 13, 1984 
Ch. 2, p. 17 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

4. Law clerks are appointed as GS-11/1. When they are 
authorized to become Assistant U.S. Attorneys, their salaries are 
adjusted to the next $100 figure. Special note is made here to 
remind you that judicial law clerks who become applicants have in 
many instances delayed action to either prepare or take their bar 
exams. In cases where the applicant ·is a judicial law clerk and 
could qualify for a higher starting salary than a GS-11/1, the 
GS-11/ 1 is strictly adhered to until such time as the applicant is 
admitted to the bar. Be alert to submitting recommendations to have 
the salary adjusted in cases where it is clear that the applicant 
should receive more than the normal adjustment to the nearest $100 
figure. 

5. The appointing letter authorizing a law clerk to enter on 
duty includes the statement "It is understood that the appointee must 
become a member of the bar within the first nine months of his/her 
service in the Department in order to retain his/her position." 

10-2.222 Preparation and Submission of Forms for Assistant U.S. Attorney 
Applicants 

A list of the following forms is required (original only unless 
specified otherwise): 

A. Required at all Times: 

1. FORM USA-191 (Attorney Applicant Data Sheet); 

2. STANDARD FORM-171 (Personal Qualifications Statement); 

3. FORM SF-52 (Request for Personnel Action); 

4. FORM DOJ-479 (Employment Review Committee Questionnaire); 

5. FORM DJ-54 (Attorney's Bar Affidavit); 

6. STANDARD FORM SF-86 (Security Investigation Data for 
Sensitive Position), Original and Three Copies; 

7. FORM DAG-67 (Authority to Release Information); 

8. FORM DOJ-488 (Tax Check Waiver - Individual); 
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9. FORM FD-258 (FBI Fingerprint Card-USDAGOlAZ), Three 
Originals. 

B. Required when situation dictates (in addition to the above): 

1. Letter to Attorney General explaining dealings with the IRS 
(~ USAM 10-2.221); 

2. Letter to Attorney General explaining any debts owed (See 
USAM 10-2.221); 

3. Salary memorandum when additional information needs to be 
furnished to justify starting salary; 

4. Copy of law school transcript if it has been less than three 
years since the applicant graduated from law school. 

c. Required when requesting 90-day appointment (in addition to the 
above): 

1. FORM AAG-7 (Memorandum of Unders tan.ding) 

2. Letter request from U.S. Attorney including justification 
for the requested appointment to include: 

a. Vouchers from any current employer and former employers 
for at leas·t t:he last five years and a minimum of three 
references or associates. 

The following is an explanation of the forms requested above: 

A. Required at all times: 

1. FORM USA-191 (Attorney Applicant Data Sheet) 

The Executive Office extracts data from this form for use in the 
preparation of other forms required in the Departmental hiring 
process. The Employment Review Committee utilizes this form to 
extract data for its records and the form is ultimately filed in the 
Attorney Hiring Office for the Department of Justice. Particular 
note should be made of the following questions: 

a. Current salary (grade, if government): This informa
tion is necessary to determine the per annum salary the 
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the applicant will be authorized consistent with the guidelines 
for setting salaries of Assistant U.S. Attorneys. The salary 
listed on the Form-191 and Form-171 should be the same. If not, 
you must explain any differences. Make certain that the U.S. 
Attorney and the applicant are in agreement as to the amount. 

b. Have current supervisor and professional associates 
been contacted: If answered no, please explain. In some 
instances, the applicant does not desire such contact until 
he/she feels there is reasonable assurance that a job offer will 
be made. 

c. Recommended salary: Each October, after the 
government-wide salary increase is made known, the Executive 
Office provides each U.S. Attorney with a memorandum entitled 
''Hiring and Promotion of Assistant U.S. Attorneys;" the first 
paragraph is headed "Starting Salaries of Assistant U.S. 
Attorneys." Each applicant should provide in format ion as to 
present salary and other qualifications to be considered. The 
U.S. Attorney should take those into consideration in arriving 
at the recommended salary. It is suggested that, where 
questions still exist, the Staff Assistant for Attorney Hiring, 
Executive Office for U.S. Attorneys, be contacted to resolve 
such questions. In most cases, the problems can be resolved not 
only for the U.S. Attorney but for the applicant as well. This 
practice is encouraged. 

d. Proposed date for E.O.D.: This is the date you hope 
the applicant ~an start work in your office. Please take the 
time to determine a reasonable answer to this question. Such 
dates as "ASAP" or impossible dates, inconsistent with the time 
required for approval of the appointment, leave the Executive 
Office without sufficient information to assist you in 
maintaining your staffing level. Remember, if you allow only 
two months from the submission of your applicant until 
authorization for appointment, you are allowing for the minimum 
time necessary. It could take longer if the background 
investigation requires additional time. Although you cannot 
always recruit and submit applicants three months in advance, ·it 
is suggested whenever possible. 

2. Standard Forui-171 (Personal Qualifications Statement) 

This form is used to extract information to assist in 
determining a starting salary. Particular attention should be made 
to the following: 
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a. Enter exact information and corrections as requested. 
Inclusive dates for employment is where most of the errors are 
encountered. 

b. For the purposes of determining a starting salary, 
please insure that the applicant enters the correct salary 
he/she is presently making and this salary should be that salary 
entered on the FORM USA-191. Many times they do not correspond, 
and lead to phone calls to get it resolved. It is important 
that the two are the same. 

c. There are times when the present salary the applicant 
is drawing will be increased after submission of his/her papers. 
In such cases, please have applicant furnish written 
circumstances from his/her present employer which reflect the 
increased salary (i.e., state legislation passed increase to be 
effective at a later date). 

d. For applicants from other government agencies, it is 
useful to know the exact date of the last promotion and the 
effective date for the next step increase. To preclude a wrong 
interpretation, have the applicant enter in detail in Block 35 
the date of the last promotion and the date of the next due step 
increase. 

e. Under Block 13, please call to the attention of the 
U.S. Attorney the information entered here before (s)he 
indicates a requested starting salary. Many times the applicant 
will enter a sum much lower than what the U.S. Attorney is 
requesting. At other times, the applicant will list a salary 
that will not be approved. The applicant and the U.S. Attorney 
should go over this before submission of any paperwork. 

3. Form SF-52 (Request for Personnel Action). This form 
normally is well executed in the field and only a few items are 
worthy of special attention in its preparation: 

a. Item-4 (Social Security Number): This is the most 
important number you will list. Make sure that it agrees with 
the number the applicant has provided, both on the SF-171 and 
the SF-86. 
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b. Item-A (Kind of Action Requested): Always list "EXCEPTED 
APPOINTMENT." 

c. Item-G (Requested By): Enter the full name of the U.S. 
Attorney. The u.s. Attorney is~ the approving official on this 
document. 

d. Item-H (For Additional Information-Call): List that 
individual who can discuss attorney hiring, not the person who typed 
the form. Please provide an up-to-date phone number. The Senior 
Staff Assistant utilizes this reference for calls concerning attorney 
hiring. 

e. Item-I (Request Approved By): Leave this item blank. This 
inforamtion will be provided after the forms arrive in the Executive 
Office. 

f. Item-27 (Position Title and Number): Enter position 
description number in accordance with USAM 10-2.421. 

4. Form DOJ-479 (Employment Review Committee Questionnaire) 

Some explanation to assist in completing this form is highlighted in 
the areas where the Executive Office has had the most questions from U.S. 
Attorneys. 

a. Number of people interviewed. Generally, you should not 
include interviews conducted more than six months prior to date of 
preparation of form. · If you do include interviews beyond six months, 
please explain why. 

(1) Please list the number of people interviewed in each 
category: 

WHITE MALES WHITE FEMALES 
BLACK MALES -- BLACK FEMALES --
HISPANIC MALES HISPANIC FEMALES 
ASIAN-AMERICAN _MAL_E_S ASIAN-AMERICAN FEMALES ---
AMERICAN-INDIAN MALES·-- AMERICAN-INDIAN FEMALES ------
b. Number of people given serious consideration. Please list 

as stated above. If you fail to give serious consideration to a 
female or a minority, explain why. 
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c. Characteristics of attorneys hired during six months 
prior to date of submission of this applicant or applicants. 

d. What efforts, if any, did you make to obtain applicants 
for this position and what special qualifications, if any, are 
necessary for this position? Be specific; do not provide 
general recruiting information. 

e. List by number your present allocation, the number of 
Assistant U.S. Attorneys on board, and the number of pending 
applications, by the above categories. 

With this information, the Executive Office will be better 
prepared to state your case. The Senior Staff Assistant will assist 
you on this form when requested. 

5. Form DJ-54 (Attorney's Bar Affidavit) 

The importance of this form is not only that it is required to 
complete Department requirements, but the Executive Office needs a 
separate one for each state in which the applicant is a member of the 
bar. 

Please have the applicant complete this form with exact 
information. Applicant should include it as an attachment to this 
form if he/she is not presently in good standing or if there are 
questions from the individual bar associations pending at the time of 
submission. 

6. Standard Form SF-86 (Security Investigation Data for 
Sensitive Positions) 

Please go over this form with the applicant and watch the 
following: 

a. Make sure all questions are answered completely. 

b. Make sure applicant signs and dates the original and 
each of the three (3) copies. 

c. Make sure applicant includes not only the complete 
addresses for both employment and residency, but also the zip 
codes. 

d. Too many applicants fail to list complete names and 
addresses of relatives as requested. This can lead to a couple 
weeks of delay in getting the background request started. 
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e. If the applicant is not sure of any of the information 
requested, have him/her furnish all the information along with 
an explanation on a separate sheet which can be appended to the 
SF-86. 

7. Form DAG-67 (Authority to Release Information) 

This form will be returned to you if not signed and dated. 

8. Form DOJ-488 (Tax Check Waiver-Individual) 

This form causes more trouble and delay than all other forms 
combined. The Tax Reform Act of 1976 requires that the form be 
completed and signed not more than 60 days before being presented to 
the IRS in request for release of the information. Please look at 
the years at the bottom of the form and adjust to the present year. 
This 60-day period is stated in the Act, and cannot be changed 
without amendment to the Act. 

9. Form FD-258 (FBI Fingerprint Card-USDAGOlAZ) 

Type complete identification in the blocks provided. Too many 
times the cards are received in the Executive Office without the name 
of the applicant on them. To preclude further delay in the 
processing: 

a. Check each form to make sure it includes all 
information r,equested. 

b. Check that you have included three (3) cards. 

When all the forms are checked and ready for submission, mail them to 
the Director, Executive Office for U.S. Attorneys, Room 1619 Main Justice, 
10th and Constitution Avenue, Washington, D.C. 2053~Attn: Staff 
Assistant for Attorney Hiring, not to the Personnel Office. By sending 
them to the Director, they will reach the Senior Staff Assistant 
immediately upon receipt in the Department and action will begin on the 
application the same day. 

B. Required when situation dictates: 

1. When the applicant has any dealings with the IRS that have 
reflected late submission and fines and/or outstanding questions, 
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applicant prepare a personal letter to the Attorney General and 
attach it to the paperwork being submitted with the application. 
Indications are that U.S. Attorneys are not screeni~g applicants to 
determine need, which leads to long delays in making the final 
decision for appointment. 

2. When the applicant has known bad debts, especially unpaid 
student and VA loans, have applicant prepare a personal letter to the 
Attorney General and attach it to the paperwork being submitted with 
the application. 

3. Salary memorandum should be prepared when: 

a. It is a normal pract~ce of your office to have the U.S. 
Attorney communicate special circumstances to justify a starting 
salary; or 

b. The U.S. Attorney is requesting a starting salary 
beyond the guidelines provided. 

4. Copy of law school transcript is required and used to gain 
an insight into the qualifications of the applicants who have not 
been out of law school more than three years. If the applicant does 
not have one available, then so indicate with the note that it will 
be forwarded upon receipt. 

C. Required when requesting 90-day appointment: 

l. Form AAG-7 (Memorandum of Understanding) 

10-2.223 90-Day Temporary Appointment Waiver 

There are certain circumstances where Department policy allows for an 
Assistant U.S. Attorney applicant to have the background investigation 
waived for the purpose of appointing them for a 90-Day Temporary 
Appointment. 

A. Criteria for requesting: 

l. Applicant is unemployed. 

2. Applicant has outstanding qualifications and experience and 
may accept another position where the waiting time is not a problem 
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or where there is a shorter waiting period ~n processing a background 
investigation. 

3. When there has been a sufficient reduction in the district 
staff below the proper efficiency level. 

B. Documentation required: 

1. Memorandum from the U .s. Attorney describing the purpose of 
the request, utilizing one of the above criteria. 

2. Vouchers from any current and former employers by the U.S. 
Attorney for at least th!! last five years and a minimum of three 
references or associates. 

3. It is essential for the U .s. Attorney to ensure that the 
applicant is aware of the specific conditions stated in the 
Memorandum of Understanding, especially concerning ineligibility for 
certain employee benefits. Additionally, the U.S. Attorney's office 
and the applicant should understand that during the period of the 
temporary appointment, the applicant has no access to classified 
information and sensitive information will be available on strictly a 
"need-to-know" basis. The applicant, by execution of the Memo rand um 
of Understanding, agrees to safeguard any such information which 
comes to the applicant's attention. 

C. Special Notes: 

1. The Executive Office will take the necessary steps to get 
name and fingerprint requests from the FBI as part of the normal 
request for a background investigation. 

2. If after submission of an applicant for processing it is 
later determined the existence of a need to request a 90-day 
temporary appointment, it should be understood that if sufficient 
time has elapsed to have partial information from the FBI and if, in 
the determination of the head of the Executive Office, sufficient 
problems exist, then the chances of having the request approved are 
limited. 

3. An applicant for law clerk is eligible to have the same type 
of waiver. The provisions that govern law clerk appointments 
continue to apply. 
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10-2.224 Preparation of Forms 

For your information, upon receipt of papers to support the 
application of all Assistant U.S. Attorneys, the Senior Staff Assistant 
will check the forms for completeness and perform the following: 

A. Request the FBI to conduct a full-field background investigation. 
The SF-86, DAG-67, DOJ-488 and 3 OBD-258 Fingerprint Cards are attached to 
a request prepared by the Executive Office to ask the FBI to conduct the 
investigation. This package is delivered by hand to a representative of 
the FBI Background Investigation Office, to initiate the investigation 
process. 

B. Submit the remaining forms to the Deputy Director, for screening, 
determining the starting salary, assuring that necessary affirmative 
action has been taken, and then authorizing submission to the Employment 
Review Committee (ERC). 

C. Once the ERC approves, the paperwork is filed to await completion 
of the full-field background investigation. 

D. When a background investigation begins, the U.S. Attorney 
concerned is so notified in writing by the Deputy Director. The U.S. 
Attorney is advised that upon successful completion of the background 
investigation, and when approved by the Associate Attorney General, a 
letter will be sent advising that the applicant may enter on duty. 

E. When the background investigation is completed and forwarded to 
the Executive Office, it is adjudicated. If favorable, and no further 
investigation is needed, a letter is prepared for the signature of the 
Associate Attorney General authorizing the entry on duty of the applicant 
and stating the approved per annum salary. 

F. Upon signature by the Associate Attorney General, the Executive 
Office contacts the U.S. Attorney and relays the information contained in 
the authorization letter. 

G. A copy of the authorization letter from the Associate Attorney 
General is attached to the paperwork submitted to the Personnel Ofice of 
the Executive Office to await submission of additional paperwork and the 
oath from the applicant. · 
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10-2.225 Appointment Forms 

A. When an Assistant U.S. Attorney reports to work, the following 
forms must be submitted to the Personnel Office: 

l . SF-61, Appointment Affidavits (See USAM 10-2.llO); 

2. SF-177, Statement of Physical Ability for Light Duty Work; 

3. DOJ-223, Employee Locator Information; 

*4. SF-2817, Life Insurance Election; 

*5. SF-2809, Health Benefits Registration Form; 

6. SF-256, Self-Identification of Medical Disability; 

7. OBD-86, Work Experience in the Federal Government; 

8. DD-214, Military Service (if applicable); 

9. SF-61B, Declaration of Appointee; 

10. SF-1152, SF-2808, and SF-2823, Designation of Beneficiary, 
per employee's request; and 

11. SF-181, Race and National Origin Identification. 

B. The following IDL!St be submitted to Payroll Office: 

1. W-4, Employee's Withholding Allowance Certificate; 

2. Local tax forms; 

3. SF-1192, Savings Bonds (per employee request); and 

4. SF-1198, Allotments (per employee request). 

*Do not submit for federal employees transferring from other agencies. 
If the employee is transferring from another DOJ activity (except the 
FBI), submit only the SF-61 and DOJ-233. 

10-2.230 Special Assistant United States Attorneys 

The Attorney General may appoint attorneys to assist U.S. Attorneys 
pursuant to the authority given him/her in 28 U.S.C. §543. The Executive 
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Office for U.S. Attorneys is the management office charged with 
administering the Special Assistant U.S. Attorney program, hereinafter 
referred to as the "program," for the Department of Justice. Requests for 
appointments to Special Assistant U.S. Attorneys, if approved, are 
appointed by letter signed pursuant to the direction of the Associate 
Attorney General. Pursuant to Pub. L. 98-94, military attorneys with 
regular appointments (as well as reservists) in the Judge Advocate General 
Corps (JAGC) are authorized to accept an appointment as Special Assistant 
Attorneys. 

Consult USAM 9-11.352 for the procedures to follow in appointing a 
~on-Department of Justice government attorney for appearance before a 
grand jury. 

Within the Executive Office, the Deputy Director is assigned 
responsibility of the program while the administrative responsibility is 
assigned to the Senior Staff Assistant. 

The program consists of two definite types of appointments: 

A. Without compensation (other than that which the appointee is 
receiving under his/her existing appointment): 

B. With compensation: 

1. Compensation at a daily rate based on 260 possible working 
days in any one given civil service work year. 

2. Compensation based on a per antll,lm salary. 

The administrative organization of the program consists of six main 
steps from requesting the appointment through administering the oath of 
office to the appointee: 

A. Format for Requesting Appointment: 

1. Preferred: Letter; memoranda; telex; 

2. Special Situation: Telephone (followed by one of the three 
above preferred formats). 

Note: 'nle originator of a request for an appointment under this 
program must obtain the concurrence of the official from where the 
attorney is assigned, if other than from his/her own organization. 
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10-2.231 Justification and Supporting Information for the Appointment 

A. Without compensation: 

1. Brief description of the need for the appointment with 
identification of the case or cases involved. 

2. Requested effective date of the appointment and the length. 

3. Note: Normally, the appointments are effective from one 
month to increments of months up to one year with extensions as 
required under the same incrementation. Appointments will be 
terminated only at the end of a month and not on any other day. 

B. With compensation: 

1. Compensated at a Daily Rate: When the Special Assistant 
will be compensated at a daily rate, the U.S. Attorney should provide 
a brief description for the need of the appointment with 
identification of the case or cases involved; requested effective 
date of the appointment and the lengt~; number of working days 
required during the appointment; salary to be compensated for on a 
daily basis, while actually working. 

2. Note: It is understood that the number of working days will 
be estimated. If an appointment becomes effective and it is 
determined that additional working days are required, then a simple 
follow-up request. for the additional working days can be made and the 
Executive Office will prepare the SF-52. The appointee will be 
notified by telephone if and ' when approved. 

3. Note: The salary determination is based on the per annum 
salary of the appointee at the time of resignation from the U.S. 
Attorney's office divided by 260 (i.e., resigned at a per annum then 
reduced to $115.00 which would ~he daily rate of pay while 
actually working. If the cents amount is 50 or more it is taken to 
the next higher dollar amount, otherwise it is reduced to the full 
dollar amount. 

4. Exception: When a retired annuitant is appointed under this 
program, use the per annum salary at the time of resignation minus 
the daily rate of annuity (!:..i.:.., retired at $42, 000. Divide by 260 
just as above and get the daily rate). However, the cents amount 
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remains. In the case where the daily rate comes to $165.38, it would 
stay at $165.38. Next take the per annum annuity_ from the retired 
pay-assumption: per annum retired pay is $30,495.30 divided by 260 • 
$117.49. So the net pay for this appointee would be $165.38 -
$117.49 • $47.89. The retired annuitant must provide a copy of 
his/her latest cost of living increase statement to preclude the 
overpayment and later recoupment that could prove a hardship. If a 
person is recently retired, he/she should make an estimated annuity 
rate. When the correct annuity rate is determined, a correction will 
have to be entered. The appointee should understand this. 

Specific information should include: Date of birth; social 
security number; date of resignation; date of retirement (if 
applicable); salary at time of resignation; salary at time of 
retirement (if applicable); and anniversary date. Note : The 
Executive Office prepares the SF-52 and needs this information. 

5. Compensation on a per annum basis: Appointments, 
compensated on a per annum basis are utilized to signify full-time 
versus a particular number of working days. They are usually for 
increments of three months or more up to and including one year. 
Specific information needed includes those items listed above. 

6. Special note: It becomes very important for resigning 
attorneys to be given the opportunity for a break in service if they 
wish to request payment of their unused leave, to draw out of their 
retirement pay and to terminate their life insurance and health 
benefits. A break of three working days is the minimum necessary. 

7. Inclusion of an restrictive language when applicable: 
Appointments to assist in civil cases are routinely made upon 
request. However, agency attorneys (particularly regulatory 
agencies) are not normally authorized to appear before grand juries 
when assisting on criminal cases. The restrictive language that will 
appear as an alert is as follows: 

"However, you are not authorized to present matters to a grand 
jury or to be present during proceedings before a grand jury." 
Exceptions to the above can be granted in accordance with guidelines 
contained in USAM 9-2.162. 
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10-2.232 Forms Required in Support of Appointments 

The following attorneys require no forms to be submitted when 
requesting an appointment under this program (without compensation): 

A. U.S. Attorneys; 

B. Assistant U.S. Attorneys; 

C. Attorneys from offices, boards and divisions, Department of 
Justice; and 

D. Military attorneys with appointments who are members of the Judge 
Advocate General Corps (JAGC). 

The following attorneys require submissions of forms to support 
requests for name and fingerprint checks from the FBI and, when 
applicable, full-field background investigations: 

A. Attorneys from other government agencies; 

B. Attorneys from state and local governments; 

c. Former members of the Department of Justice who have been 
resigned for over one year; and 

D. Attorneys from the private sector. 

Forms required for name and fingerprint check: 

A. 'nlree copies of OBD-258 (USDAGOIAZ) Fingerprint Card; and 

B. One copy of either the Standard Form SF-171 (Personal 
Qualifications Statement); or Standard Form SF-86 (Security Investigation 
Data for Sensitive Position). 

Forms required for full-field FBI background investigation: 

A. 'nlree copies of OBD-258 (USDAGOIAZ) Fingerprint Card; 

B. Original and three copies of Standard Form SF-86 (Security 
Investigation Data for Sensitive Position); 

C. One copy of DAG-6 7 Form (Authority to Release Info rm.a tion) ; 

D. One copy of DOJ-488 (Tax Check Waiver-Individual). 
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For those attorneys who will be appointed on a full-time, per annum 
compensated basis and who have never been with the Department of Justice, 
submit the same package that would be submitted as listed under USAM 
10-2.122. 

10-2.233 Security Checks Required 

Security checks are not required for the following types of attorneys 
(without compensation): 

A. U.S. Attorneys; 

B. Assistant U.S. Attorneys; 

C. Attorneys from offices, boards and divisions, Department of 
Justice; 

D. Members of the Judge Advocate General Corps (JAGC); 

Security checks are required for the following types of attorneys 
(without compensation): 

A. State, county and local attorneys appointed under the cross
designation of federal and local prosecutors: 'nlese attorneys require a 
full-field background investigation from the FBI. The first three months 
of an appointment can be made on the basis of a name and fingerprint check 
by the FBI and the appointment can be extended to one year after 
completion and favorable .adjudication of the investigation. 

B. Attorneys from other government agencies: An FBI name and 
fingerprint check is requested before the attorney may enter into an 
appointment under this program. 

C. Note: 'nle Executive Office will determine, on a case by case 
basis, if an FBI full-field background investigation will be required for 
appointments beyond the initial three month duration. 

Security checks are not required for the following types of attorneys 
(without compensation): 

A. Former U.S. Attorneys who have been resigned from the Department 
of Justice for less than one year; 

B. Former Assistant U.S. Attorneys who have been resigned from the 
Department of Justice for less than one year; and 
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C. Attorneys from offices, boards and divisions, Department of 
Justice who have been resigned for less than one year. 

Security checks are required for the following types of attorneys 
(without compensation): 

A. All former attorneys employed by the Department of Justice who 
have been resigned for over one year: If the appointment is for three 
months or less, an FBI name and fingerprint check is required. If for a 
longer period of time, the Executive Office will make a determination 
whether an FBI full-field background investigation is required. 

B. All attorneys appointed w~o have never been in the Department of 
Justice: They will be required to have an FBI full-field background 
investigation and the initial three months of the appointment will be on 
the basis of an FBI name and fingerprint check. 

10-2.234 Oath of Office 

Appointments under this Program require the appointee to take the 
oath of office and each appointment letter will contain the following 
language: 

"Please execute the required oath of off ice at your earliest 
convenience." 

Execution of the oath of office is finalized with the completion of 
the Standard Form SF-61 (Appointment Affidavits) and the original is 
submitted to the Executive Office to be filed in the individual's Official 
Personnel Folder or Special Assistant File, if not assigned to the 
Department of Justice. 

When a Special Assistant U.S. Attorney, who is being paid on an 
intermittent basis, reports to work, the following forms must be submitted 
to the Personnel Office: 

A. Appointment Affidavit (~ USAM 10-2.110); 

B. DOJ-233, Employee Locator Information; 

C. SF-256, Self-Identification of Medical Disability; 
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D. SF-181, Race and National Ori.sin Identification; 

£, OHD-86, Work Experience in the Federal Government; and 

F. SF-61B, Declaration of Appointee. 

The following must be submitted to the Payroll Office: 

A. W-4, Employee's Withholding Allowance Certificate; and 

ll. Local Tax Forws. 

10-2.240 Sabbatical Program 

Subject to case-by-case approval by the Director, Executive Office 
for u.s. Attorneys, u.s. Attorneys are authorized to establish sabbatical 
programs with law schools. Assistant u.s. Attorneys may spend no more 
than one full year teaching at a law school and a professor frow that law 
school may spend a similar period of time working in the office of the 
u.s. Attorney. This program will give selected Assistants a break from 
their routine, an opportunity to "rechar5e their batteries," and a chance 
to do some in-depth research in their areas of interest. 

This program has been established under the provisions of the 
Intergoverrunental Personnel Act of 1970 (5 C.F.R. ~334), which permits 
exchanges with state or local governments and institutions of hi3her 
learning. In every case, a formal agreement must be entered into between 
the school and the Director, Executive Office, and the employee must agree 
to the assignment. Optional Form 69 is used to document the agreement. 

To be eligible, an Assistant u.s. Attorney will normally have at 
least 5 years experience with the office of the u.s. Attorney and have 
expressed the intent to remain with the office at least 2 years after 
completion of the sabbatical. Of course, the law school must agree to the 
specific Assistant as well as the courses to be taught. 

The professors selected for this program must be interested in trial 
work, meet any local bar membership requirements, and successfully 
complete a full-field background investigation. The professors must agree 
that inforillation gained during their year with the Departwent will be kept 
confidential and that any articles written about their assignments must be 
cleared through the Department of Justice. 
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Normally, positions will be filled by the detail of employees. As 
such, the Assistant u.s. Attorney's and professor's pay, allowances, 
privileges, rights, seniority, and other benefits are preserved within 
their respective organizations. The professors will be appointed as 
Special Assistant U.S. Attorneys (see USAM 10-2.230, supra). 

10-2.250 Cross Designation of Federal Prosecutors as State and Local 
Prosecutors 

Assistant U.S. Attorneys may be appointed as special state or local 
prosecutors by the Director, Office of Attorney Personnel Management, 
Department of Justice, pursuant to the Intergovernmental Personnel Act of 
1970 (5 u.s.c. §§3371-3376) and the appropriate state and local government 
code. Under the Intergovernmental Personnel Act, assignments are 
authorized upon the request from or with the concurrence of a state or 
local government, and with the consent of the employee concerned. See 5 
u.s.c. ~3372(a). The period of assignment under the Act may not exceed 
two years. An Assistant U.S. Attorney assigned as a state or local 
prosecutor is deemed, during the assignment, to be either: 1) on detail 
to a regular work assignment; or 2) on leave without pay. 

Requests for permission to accept an appointment as a special state 
or local prosecutor should be forwarded to the Assistant Director for 
Legal Services, Executive Office for U.S. Attorneys. Each request should 
include: 1) the name of the Assistant U.S. Attorney; and 2) the full name 
of the state or local office to which the Assistant is to be assigned; 3) 
the length of the assignment; 4) the reason for the assignment (the 
particular case or cases); 5) the name of the county, parish or other 
jurisdiction in which the non-federal authority will carry; 6) the 
acknowledgement that no foreseeable conflict of interest exists between 
the state and federal prosecutors' offices as a result of the assignment; 
and 7) whether the Assistant U.S. Attorney intends to be on official duty 
while acting as special state or local prosecutor, or on leave without 
pay. 

10-2 .300 NON-ATTORNEY RECRUITMENT AND HIRING 

10-2.310 General Information for Non-Attorney Positions 

I. Methods for Filling Non-attorney Positions. 

When filling a permanent non-attorney position, a variety of methods 
which can be pursued simultaneously should be considered, including: 
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A. Merit Promotion Plan Announcement. 

Used to fill positions with applicants currently employed by the 
federal government in competitive positions or with applicants who have 
reinstatement rights (these are "status" applicants). These procedures 
are also used to promote current employees under certain circumstances. 

B. Office of Personnel Management Certification. 

Used to fill positions with applicants who are not current 
competitive employees or who do not have reinstatement rights. Under 
certain circumstances, the Office of Personnel Management (OPM) will 
establish special registers for legal clerks. Assistance in this area 
should be sought from the Personnel Office, Executive Office for U.S. 
Attorneys. 

c. Former Peace Corps, Vista and Action volunteers may be 
non-competitively appointed up to one year after they have completed their 
voluntary service. They must meet the qualification standards, including 
any written test requirements for the position. However, the test can be 
administered noncompetitively. 

D. Former employees of the U.S. Senate and the U.S. House of 
Representatives, who have served for at least three years and former 
employees of the U.S. Courts who have served at least four years as a 
secretary or law clerk to a justice or judge are eligible for 
non-competitive employment under the provisions of the Ramspeck Act if 
they were separated involuntarily and without prejudice. They must have 
passed any examination required for the position and be appointed within 
one year of their involuntary separation. If such an appointment is 
contemplated, the Personnel Office, Executive Office for U.S. Attorneys, 
should be contacted for procedural guidance. 

E. Non-competitive appointment of reinstated or transferred 
employees. 

No Merit Promotion Plan advertisement or OPM certification is needed 
if you fill a position with a status eligible whose former grade was at or 
higher than the top grade of the position you are f illing. Status 
eligibles can be found in voluntary applicant supply files maintained by 
U.S. Attorneys' offices or kept by the OPM area office. 

F. Special appointment authorities for the handicapped. 

G. TAPER appointments for positions for which OPM has no register of 
tested eligibles. 
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Action to fill a vacant position may begin as soon as it is known 
that the incumbent is leaving. However, the new employee may not enter on 
duty until the former employee has resigned and written approval is 
received from the Executive Office. 

II. Pre-employment Interviews 

Interviews may be conducted prior to f illing non-attorney positions. 
The following information is provided as guidance to be used when 
conducting interviews. 

A. General Information. 

Pursuant to FPM Chapter 332, Appendix I, the following guidelines are 
provided for use and consideration when conducting interviews: 

1. Travel time and cost to the applicant should be kept to a 
minimum; 

2. Applicants must be eligible for appointment; 

3. Travel in excess of 250 miles round trip is considered 
unreasonable; 

4. Applicants should receive reasonable advance notice of the 
need for an interview; 

5. Notice regarding the e ffect of non-appearance for an 
interview must be communicated; 

6. Travel outside the commuting area may be made only when the 
level of the position being filled is above the clerical level; and 

7. Alternate arrangements should be made when appearance for an 
interview is considered unreasonable. 

Normally, agencies are not allowed to pay for pre-employment 
interviews; however, the Executive Office has been delegated the authority 
to pay for pre-employment interviews at grades GS-10 through GS-13 for 
unique positions. Part B explains in de tail the type of positions cove r ed 
by this authority and procedures required for its use. 

B. Paid Interviews. 
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The Director, Executive Office for U.S. Attorneys, or his designee, 
has sole responsibility to approve the payment of travel expenses for 
pre-employment interviews. This authority will remain in effect until 
superseded. 

1 • Limitations • 

This authority may not be used in the following situations: 

a. To pay travel or subsistence expenses for the purpose 
of interesting or persuading prospective employees to accept 
government positions; 

b. To pay for pre-employment interviews for the purpose of 
defraying the cost of travel to a designated place to enter on 
duty as a government employee (3 Comp Gen 373); 

c. To advance travel funds for pre-employment interviews; 
and 

d. For entry-level positions, except in rare cases, e.g., 
Research Chemist at the Ph.D level. 

2. Position Coverage. 

In order to use this authority the duties of the position must 
be so unique that an interview is necessary for a final determination 
of the applicant's qualifications. The determination that a position 
is "unique is based on the position's complexity and whether it is 
one of a kind not simply within the organization but within the 
government. 

3. Applicant Eligibility. 

Travel expenses may be paid for pre-employment interviews for 
candidates certified on OPM certificates or for non-competitive 
candidates,~' by transfer or reinstatement. However, the 
authority is to be used primarily for applicants outside the federal 
service. The number of competitive candidates interviewed for any 
one position shall not exceed five. Travel expenses will be paid for 
a reasonable number (3-5) of top ranking non-competitive candidates. 
Applicants should be interviewed only when they are within reach and 
eligible for appointment. If candidates for both competitive and 
non-competitive appointment are considered concurrently, it is 
recommended that the total number of candidates not exceed five. 
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4. Procedures. 

Requests to use this authority must be submitted, in writing, to 
the Director, EOUSA, through the Personnel Officer, and must include 
the following information: 

a. A copy of the position description reflecting the 
title, series, and grade of the position; 

b. Any selective or quality ranking factors appropriate to 
the position; 

c. A brief explanation of why the office is unable to 
complete a review of an applicant's qualifications without an 
interview; 

d. A brief explanation of how the position meet~ the 
criterion of unique; 

e. Proposed number of applicants to be interviewed and 
location from which applicant is traveling; 

f. Location of interview; and 

g. Type of travel requested and estimated amount of money 
required for each applicant. 

If the request is approved, the office may contact the applicant(s) 
to arrange an interview. Since interviews under this authority are 
for the purpose of determining qualifications, a declination of an 
interview will be considered a declination of the position. Upon 
completion of all interviews each office must provide the following 
information to the personnel office: 

a. Actual number of applicants interviewed; 

b. Results of each interview (~, selection, non-selec
tion, declination); 

c. Type of travel used; 

d. Actual amount of money spent for each applicant; and 

e. Location from which applicant actually traveled. 
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10-2.311 Merit Promotion Plan 

A. Policy: It is the policy ~f the Executive Office for U.S. 
Attorneys (EOUSA) and the offices of the U.S. Attorneys to utilize 
employee skills and potential to the fullest in filling vacancies and to 
select, assign, and promote employees solely on the basis of job-related 
criteria and without regard to race, color, creed, age, national origin, 
sex, nondisqualifying physical handicaps, politics, membership in employee 
organizations, marital status, or personal favoritism or patronage. The 
procedures outlined below apply to all competitive service positions in 
the offices of the U.S. Attorneys and EOUSA effective April 1, 1984. 

B. Responsibilities: 

1. The Personnel Officer is responsible for: 

a. Determining that any action to fill a vacancy is 
consistent with the provisions of this plan. 

b. Insuring that all persons involved in the administration 
of thi s plan have the necessary technical competence and 
unders tanding of personnel techniques and regulations. 

c. Advising and assisting the offices of the u.s. Attorne ys 
on competitive procedures, qualifications, and general 
recruitment / placement actions. 

d. Processing placement actions in conformity with this plan 
and maintaining proper administrative records. 

e. Taking the necessary action to fill vacancies within the 
EOUSA and Administrative Officer positions in the offices of the 
u.s. Atto r neys. 

The Director, Offi c e of Administration and Review, EOUSA, ma y 
delega te any of these responsibilities to the offices of t h e U.S. 
Attorneys. 

2. u.s. Attorneys are responsible for: 

a. Insuring that no personal favoritism or preselec tion i s 
involved in a promotion action and that no promis e or gua r a ntee 
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of promotion is made prior to the expressed approval of the 
Personnel Office, EOUSA. 

b. Evaluating a candidate's qualifications, performance or 
potential for performance in a fair, impartial and objective 
manner. 

c. Insuring that all available and interested candidates are 
given the opportunity for application and consideration. 

d. Properly preparing and distributing announcements, 
locating candidates, rating qualifications, referring candidates 
to selecting supervisors, and informing applicants of the results 
of their applications. 

e. Preparing and submitting the total package of documen
tation relating to the action to the Personnel Office for 
approval. 

United States Attorneys may delegate any of these responsibilities to 
appropriate employees in the district. 

Consideration should be given to delegation of authority to 
administer this plan to one responsible individual in the organization 
(i.e., the Administrative Officer). 

C. Covered Personnel Actions: This plan applies to all promotions, 
unless specifically excluded by paragraph D below, and to the following 
actions: 

1. Reassignment, transfer, or demotion to a position with known 
promotion potential greater than that of the position last held 
except as permitted by reduction-in-force procedures. 

2. Selection for details of more than 120 days to a higher
graded position or to a position with greater known promotion 
potential. Prior service under previous details and temporary or 
term promotions during the preceding 12 months is included whether 
competitive or non-competitive in the computation of the 120-day 
limit. 

3. Transfer to a position which is both of a higher grade and 
has more promotion potential than the position currently held. 
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4. Reinstatement to a permanent or temporary positi on which is 
expected ·to last more than 120 days, at a higher grade than the las t 
held in a nontemporary competitive position, except for the 
reinstatement of a former SES employee or a former employee separated 
as a result of a RIF. 

5. Selection for training given primarily to prepare an 
employee for advancement and required for promotion (i.e., when 
eligibility and promotion depends on whether the employee has 
completed training). 

6~ Temporary promotions of over 120 days. Prior service under 
all details to higher-graded positions and temporary promotions 
during the preceeding 12 months counts toward expiration of the 
120-day limit. The following conditions apply to temporary 
promotions: 

a. Temporary promotions must be for a definite period of one 
year or less but may be extended for a definite period not to 
exceed one additional year, subject to prior approval of the 
Personnel Office. 

b. Requests for additional extensions must be submitted to 
the Personnel Office 30 days in advance of the proposed effective 
date. 

c. A temporary promotion may be made permanent withou t 
f urther competition provided the temporary promotion wa s 
orig i nally effected under competitive procedures and the 
advertisement of the vacancy clearly stated that the tempora ry 
position may be made permanent at a later date. 

d. A temporary promotion may not be used for the purpose of 
training or evaluating an employee in a higher-graded position. 

7. Term promotions unless an exclusion under paragraph D 
appli es. 

D. Personnel Actions Not Covered: The competitive procedures of 
this plan do not apply to: 

1 . A promotion resulting from the upgrading of a posit ion 
without significant change in duties and responsibilities due t o 
i ssuance of a new classi f ication standard or the correction of a 
classification error. 
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2. Reassignments with more promotion potential in a RIF 
situation. This provision would apply only to those employees whose 
positions have been identified for abolishment, and only after 
affected employees have been so notified. 

3. Repromotion to a nontemporary competitive service position 
or grade from which an employee was demoted without personal cause 
and not at the employee's request. 

4. Career promotions, which are promotions without current 
competition when at an earlier stage an employee was selected from a 
civil service register or under competitive promotion procedures for 
a position with a career ladder. Career ladders for all positions 
must be documented. See paragraph E below. 

5. Promotion of an employee whose position is classified at a 
higher grade because of additional duties and responsibilities. The 
employee must continue to perform the same basic function, and the 
former position must be absorbed administratively in the new 
position. The addition of the duties and responsibilities can not 
provide one employee with an unfair advantage over other employees 
who are qualified to perform them (i.e., a supervisor may not take 
duties and responsibilities which he or she knows or has good reason 
to believe are grade-enharicing, and arbitrarily assign them to a 
particular employee even though there are other qualified employees). 

6. A temporary promotion or detail to a higher graded position 
of 120 days or less. 

7. An action taken as a remedy for failure to receive proper 
consideration in a competitive promotion action. 

8. Appointment to a position from a civil service register or 
for which OPM has granted direct-hire authority. 

9. Selection of a candidate from the DOJ Priority Placement and 
Referral List to any position for which registered, including 
positions with more promotion potential or at a higher grade level. 

10. Selection of a candidate from OPM's Displaced Employee 
Program (DEP) for a position, including one with greater promotion 
potential, at or below the grade of the position from which the 
employee was, or will be, displaced. 
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11. A career ladder promotion foll o wing noncompetit ive 
conversion of a cooperative education student. 

12. Transfer to a higher grade d position provided the 
candidate's current position has the same or higher promotion 
potential. 

13. A position change made permanent from a temporary or term 
promotion, to a higher grade job provided the action was originally 
made. under competitive procedures and it was represented to all 
competitors that it may lead to a permanent assignment. 

14. Reassignment, lateral transfer, or voluntary demotion of a 
status candidate into a position having no greater promotion 
potential than that offered by the existing or most recent 
competitive service nontemporary position. 

15. Reinstatement to a position at a grade no higher than -one's 
last nontemporary competitive service position regardless of previous 
promotion potential. 

16. Reinstatement· of any former career or career-conditional 
employee who previously converted to a career SES appointment to any 
position and grade for which qualified. 

17. Placement of employees currently receiving retained grade or 
pay may be reassigned to a position with greater promotion potential 
at their retained grade or repromoted to the grade from which demoted 
(or any intervening grade), including a position with greater 
promotion potential. 

18. Any personnel action as directed by the Department of 
Justice, the Office of Personnel Management, the Merit Systems 
Protection Board, or other organization having the authority to 
impose a decision upon the EOUSA. 

19. Reassignment to a position with more promotion potential in 
a reduction-in-force situation. This provision applies only to 
employees whose positions have been identified for abolishment and 
only after the affected employees have been notified. 

E. Career Ladder Positions. Once an employee is selected for a 
career ladder position, he/she may be promoted without further competition 
to the journeyman level indicated for the position, provided: 
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1. The original appointment to the career ladder position was 
made after competition under merit promotion procedures or other 
appropriate means, such as selection from a civil service 
certificate. 

2. All candidates interviewed for the career ladder positions 
were informed of the promotion potential of the position. 

_3. The employee meets qualification and time-in-grade require
ments for the higher grade position. 

4. The employee has demonstrated his/her ability to perform 
more difficult and responsible duties at the higher grade level. 

Promotion or assignment into the listed career ladder positions does 
not guarantee future advancement since that depends on the individual's 
ability to perform at the higher level and management's ability to assign 
those duties. 

Positions covered are: 

Series Title 
Entry 
Level 

Journeyman 
Level 

GS-304 Information Receptionist GS-3 GS-4 

GS-305 Mail and File Clerk GS-2 GS-4 

GS-986 Legal Clerk--whose primary 
responsibility is docketing. GS-4 GS-5 

Legal Clerk--whose primary 
responsibility is to provide legal 
clerical support to one or more 
attorneys. GS-4 GS-6 

Note: Clerk-Typist, GS-322-3, and 4 and Clerk-Stenographer, 
GS-312-3, 4 and 5, may be used as trainee positions in lieu of 
Legal Clerk, GS-986-4 and S as appropriate. 

GS-203 Personnel Clerk GS-4 GS-6 

GS-203 Personnel Assistant GS-6 GS-7 

GS-201 Personnel Specialist GS-5 GS-12 
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GS-322 Clerk-Typist 
(Word Processing) GS-2 GS-5 

GS-312 Clerk-Stenographer 
(Word Processing) GS-3 GS-5 

GS-343 Management Analyst--whose primary 
responsibility is to assist PROMIS 
System Manager. GS-5 GS-9 

GS-343 Computer Programmer--whose primary 
responsibility is to assist PROMIS 
System Manager. GS-7 GS-9 

GS-986 Legal Clerk--whose primary 
responsibility is debt collection. GS-5 GS-9 

Career ladders for other positions will be established by the 
Personnel Officer, or designee, at the time the positions are established. 
These career ladders must be documented in the individual's Official 
Personnel Folder. 

F. Management Options: At their discretion, supervisors may fill 
positions by means other than the competitive procedures described in this 
plan. Options include, but are not limited to: 

1. OPM certificates of eligibles; 

2. Veterans readjustment appointments; or 

3. Reassignment, lateral transfer, reinstatement, or voluntary 
demotion of a status applicant into a position with no known 
promotion potential or a position having no higher promotion 
potential than one's existing or most recent position. Selection of 
a candidate who is eligible for noncompetitive placement can be made 
at any point regardless of vacancy announcement opening or closing 
dates. 

In addition, supervisors have the right to select or not select from 
among the best qualified candidates referred. 

G. Delegation of Selection Authority: In the interest of effective 
management, delegation of selection authority should generally be made to 
supervisory levels close to the position being filled. Whenever 
practical, it should be delegated directly to the supervisor responsible 
for the vacancy being filled. 
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H. Areas of Consideration: 

1. The areas of consideration should be sufficiently broad to 
afford employees reasonable opportunity for advancement and to 
provide an adequate supply· of highly qualified applicants. The 
minimum areas of consideration are: 

a. GS-12 and below: Offices covered by this plan in the 
commuting area; 

b. GS/GM-13: All the offices of the U.S. Attorneys and 
the Executive Office for U.S. Attorneys; and 

c. GS/GM-14 and above: Department-wide. 

2. The area of consideration for positions at the GS-12 level 
and below may be broadened to include either all Department of 
Justice activities or all federal activities in the commuting area or 
region in order to obtain more qualified applicants if it is antici
pated that distribution within the minimum area of consideration will 
not generate a sufficient number of qualified applicants. 

3. Regardless of the area of consideration used to locate 
candidates for a particular vacancy, any status employee of the 
Department may apply and consideration should be given, where 
practical, if ceiling and/or budget constraints do not preclude or 
otherwise restrict the filling of the position from such other 
Department of Justice sources. Concurrent consideration may be given 
to interested and available status candidates who have applied from 
outside the Department depending upon such factors as labor market 
conditions, the availability of qualified applicants from 
Departmental sources, ceiling spaces, etc. 

I. Locating Candidates: 

1. Merit Promotion Vacancy Announcements will be posted on 
bulletin boards throughout the minimum area of consideration and may 
be distributed to other federal activities in the commuting area. 

2. Vacancy announcements, for which the area of consideration 
is Department-wide, will be prepared by the Personnel Office. 

3. All other vacancy announcements will be prepared by the 
selecting office on Form USA-195. They will contain the following 
information: 
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a. Announcement number and date; 

b. Area of consideration; 

c. Title, series, grade(s), and number of positions; 

d. Location of the position; 

e. Deadline for acceptance of applications; 

f. Duties; 

g. Qualification requirements; 

h. Evaluation methods used; 

i. Promotion potential; 

j. Instructions for applying; 

k. Whether the position is supervisory or managerial and, if 
it is, a one-year probationary period is required before any 
initial appointment to a supervisory or managerial position 
becomes final (~ 5 C.F.R. §§315.901-909); and 

1. Whether or not relocation expenses will be authorized in 
the event selection is made of a candidate who applies from 
outside the commuting area. See paragraph I.6. 

4. A vacancy announcement will be open for at least: 

a. 10 calendar days--GS-12 and below; and 

b. 14 calendar days--GS/GM-13 and above. 

5. Applications must be received, if submitted in person, or 
postmarked, if submitted by mail, prior to close of business on the 
closing date, unless otherwise specified in the announcement. 

6. It is Executive Office policy that relocation expenses are 
authorized for employees whose transfer/movement to different 
geographical areas are determined to be in the interest of the 
government. However, there is no automatic entitlement to reim
bursement of relocation expenses upon an employee's change of his /her 
post-of-duty; reimbursement of such expense is conditioned upon sound 
judgment and on affirmative management determination that the 
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transfer/movement is, in fact, "in the interest of the government" 
and is not primarily for the convenience or benefit of the employee. 
In making determinations as to whether a transfer/movement is or is 
not "in the interest of the government," the following guidelines 
will apply: 

a. Mana ement-directed transfer/movements are determined 
to be in t e nterest o the government an accordingly payment 
of relocation expenses is authorized. 

b. A transfer/movement requested by an employee for his or 
her own personal reasons, convenience, or benefit which is 
subsequently approved by management is determined not to be in 
the interest of the government for purposes of entitlement to 
payment of relocation expenses. 

c. Selection stemming from announced vacancies: In 
general, relocation expenses are normally authorized for an 
employee whose transfer/movement results from competitive 
selection pursuant to a merit promotion announcement. However, 
payment of relocation expenses is not automatic in such cases 
and generall y will not be authorized where one or more of the 
following conditi ons / factors exist: 

(1) Skill/grade level considerations: It is 
determined that it is generally not cost effective or in 
the interest of the government to pay moving expenses for 
selectees to positions at the GS-6 level and below or 
equivalent. Skills required for such positions are 
ordinarily readily attainable from among local sources 
through on-site and/or local training facilities. This 
provision is not applicable where OPM has established 
special salary rates for the occupation and grade based 
upon a manpower shortage determination. 

(2) Labor market conditions: Where past Merit 
Promotion recruiting efforts for similar vacancies yield 
sufficient highly qualified candidates (usually five or 
more) from within the local commuting area, it has been 
determined that it is not generally cost effective or in 
the interest of the government to pay moving expenses of a 
selectee who resides outside of the commuting area. 

(3) Relocation to accompany spous e: It has been 
determined that it is not in the interest of the government 
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to move an employee at government expense where the 
employee is relocating to accompany his or her spouse and 
where the spouse's employer will or has covered the costs. 

The provisions of sub-paragraphs c(l) through c(2) may be 
waived to permit the payment of relocation expenses in cases of 
extreme hardship or in light of the totality of the situation. 
Written requests for such waivers are to be directed to the 
Personnel Officer and must include full justification/reasons 
why such waiver(s) should be granted. Further, in view of 
recent Comptroller General decisions, the following statement 
must be included on all vacancy announcements for purposes of 
alerting prospective applicants to the fact that they are not 
automatically entitled to payment of relocation expenses: 

Relocation expenses may or may not be 
authorized. The determination of entitlement to 
the payment of such expenses will be made in 
accord with guidance contained in USAM 10-2.311. 

7. Supervisors may refer employees for promotion consideration. 
This is in accordance with the supervisor's responsibility to assist 
in and further the development of employees. However, supervisory 
referrals may be used only to supplement names obtained by other 
methods of locating candidates; the employees referred must meet the 
same requirements and be evaluated by the same means as other 
employees under consideration. 

8. Employees of the Department of Justice desiring relocation 
to geographical areas outside the commuting area of their duty 
stations should contact in writing the heads of the offices in which 
they are interested. They should specify the types of positions and 
grades in which they are interested and include current SF-171's, 
Personal Qualifications Statements, and OBD-35s, Supervisory 
Evaluations of Performance. Such employees must be given for a 
reasonable period of time full consideration for any appropriate 
vacancies for which they qualify. 

9. Applications from non-Department of Justice applicants may 
be accepted at the discretion of individual off ices and maintained in 
applicant supply files. Applications from the files may be used to 
supplement the candidates generated by Merit Promotion advertisements 
and other methods. 
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10. Offices must ensure that employees within the area of 
consideration who are absent for legitimate reasons (i.e., on detail, 
on leave, at training courses, or in the military service) receive 
appropriate consideration for promotion. 

J. qualification Standards: 

1. OPM Handbook X-118 states the required qualifications for 
each grade and series of positions and will be used, except as 
otherwise approved by OPM, to determine whether employees are 
"eligible" for a particular position. 

2. Selective placement factors applying to specific positions 
or groups of positions may be established if they are essential to 
successful performance in the position to be filled. The need for 
such requirements must ·be clearly demonstrated in the position 
description and must be approved in advance by the Personnel Office, 
EOUSA. 

3. To be eligible for consideration for supervisory positions, 
candidates must meet the supervisory qualification standards 
published in OPM Handbook X-118 in addition to any specific subject 
matter knowledge and skill requirements. It is necessary to outline 
in the Notice of Vacancy the following minimum qualification 
requirements: 

a. First level supervisory positions. 

(1) Ability to motivate, train, and work effectively 
with subordinates who have a variety of backgrounds and 
training ; 

(2) Ability to accomplish the quality and quantity of 
work expected within set limits of cost and time; 

(3) Ability to plan own work and carry out assignments 
effectively; 

(4) Ability to communicate with others effectively 
both orally and in writing in working out solutions to 
problems or questions relating to the work; 

(5) Ability to understand and further management goals 
as these affect day-to-day work operations; and 
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(6) Ability to develop improvements in or design new 
work methods and procedures. 

b. Supervisory positions at second and higher levels. 

In addition to the abilities required for first-level 
supervisory positions, candidates for supervisory positions 
at second and higher levels must possess, or have the 
potential to develop, the following: 

(1) Ability to deal effectively with individuals or 
groups representing widely divergent backgrounds, interests 
and points of view; 

(2) Ability to adjust work operations to meet 
emergency or changing program or production requirements 
within available resources and with minimum sacrifice of 
quantity or quality of work; 

(3) Ability to establish program objectives or 
performance goals and to assess progress toward their 
achievement; 

(4) Ability to coordinate and integrate the work 
activities of several organizational segments or several 
different projects; 

(5) Ability to analyze organizational and operational 
problems and develop timely and economical solutions; and 

(6) Ability to represent the activity both within and 
outside the organization or agency and to gain support for 
the agency's program goals. 

K. Evaluation and Ranking: The Federal Merit Promotion Policy 
requires that selection for advancement be made from among the best
qualified candidates. Therefore, job-related evaluation criteria that go 
beyond the standards for determining basic eligibility are used to permit 
the meaningful, objective ranking of eligible candidates. Identification 
of critical elements of the position may aid in the development of 
evaluation criteria. The following factors will be used in the evaluation 
of eligible candidates. 

1. Experience: Appropriateness of experience will be determined 
in terms of the position to be filled. Length and recency of 
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experience may be considered if it can be clearly shown to be an 
important aspect for the particular job to be filled and if it is an 
indicator of potential to perform in a superior manner in the 
position to be filled. In no case will credit be given for more than 
five years of specialized experience beyond that required to meet 
minimum OPM qualifications. · 

2. Performance Appraisal: Every effort must be made to obtain 
a performance appraisal completed during the past year for each 
applicant. Form OBD-35 must be used for all employees · covered by 
this plan. Appraisal forms from other agencies may be accepted for 
applicants from other organizations. Only those factors (and the 
corresponding ratings on those factors) which are specifically 
relevant to the requirements of the position to be filled are to be 
considered when evaluating the performance appraisal. 

3. Training and Education: Pertinent training, self
development, and outside activities determined to indicate effective 
performance in the position to be filled will be considered only to 
the extent that they are clearly job-related or clearly provide 
evidence of learning ability where this is a requirement for 
successful performance in the job. 

4. Awards: Employees' achievements (i.e., awards and letters 
of commendation) that earned them special recognition will be 
assessed in terms of the requirements of the job to be filled. 

L. Evaluation and Ranking Procedures: 

1. Before carrying out the evaluation and ranking procedures 
described below, all applications should be reviewed to ensure that 
the applicants possess all of the following: 

a. Competitive status; 

b. Minimum qualification requirements, including selective 
factors; and 

c. Time in grade, if applying for a position at GS-6 or 
above. 

2. If there are five or fewer qualified candidates, rating and 
ranking procedures do not have to be applied. In such cases, all 
eligible candidates may be referred to the selecting official as the 
"best qualified" group. See paragraph M below. 
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3. If there are more than five qualified candidates for a 
position with promotion potential no greater than GS-6, candidates 
may be rated by either a promotion panel or by an employee designated 
by the head of the office who is familiar with the evaluation and 
ranking procedure and is at least one grade higher than the position 
being filled. 

4. Applicants for all work leader or supervisory positions, 
regardless of grade level, and for all positions at or with promotion 
potential to the GS-7 level or above, for which there are more than 
five qualified candidates, must be rated and ranked by the promotion 
panels. 

a. Promotion panels must consist of at least two employees; 

b. When possible, members of promotion panels should be at 
least one grade higher than the position being filled; and 

c. In no case will a candidate for the vacancy or the 
selecting official be a member of the panel. 

5. Based on the factors listed in paragraph K, a numerical 
rating plan must be developed and all eligible candidates must be 
assigned a score. When a vacancy is announced at multiple grade 
levels, different criteria are required for each grade level. In 
developing the plan, the following factors should be considered: 

a. The relative weight to be given each factor. This will 
vary from position to position; 

b. The types of experience, education and training most 
likely to produce "outstanding" and "good" candidates; and 

c. The factors in the performance appraisal relevant to the 
job to be filled. Writing skills are not relevant for a clerk 
position and should not be taken into consideration. 

6. The evaluator(s) must determine which of the eligible 
candidates are "best qualified" based on numerical scores, and the 
basis for such determinations must be documented in the promotion 
records. The "best qualified" candidates are normally the three to 
five candidates with the highest numerical scores. There should be a 
meaningful distinction between those candidates who are in the best 
qualified group and the remaining candidates. A meaningful 
distinction is a significant difference in the numerical scores. If 
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the initial rating and ranking exercise defines a best qualified 
group substantially larger than five candidates, then the rating and 
ranking criteria should be modified to more closely evaluate the 
candidates' qualifications. 

M. Referral and Selection: 

1. When all eligible candidates have been evaluated and ranked, 
the evaluator(s) is to prepare a USA-196, Promotion Candidate List, 
listing in alphabetical order the names of the best qualified 
candidates. If the vacancy was advertised at multiple grade levels, 
those candidates identified as best qualified for a particular grade 
level should be grouped separately from those identified as best 
qualified for other grade levels, or a separate list may be prepared 
for each grade level. Individual scores are not to be included on 
the form. 

2. A certificate will normally show the names of three to five 
of the top ranking candidates for the vacancy to be filled with at 
least one additional candidate added for each additional identical 
vacancy. 

3. In cases where rankings do not permit the making of 
meaningful distinctions between candidates even though the rating and 
ranking criteria is modified, additional candidates may be listed on 
the certificate. The reasons for such certification shall be 
documented in the promotion records. 

4. Depending upon the availability of candidates and their 
qualifications, the number of candidates referred to the supervisor 
may be less than three. 

5. Normally, those applicants referred to the selecting official 
should be interviewed. If a selecting official chooses to interview 
some but not all of the referred applicants, the reasons for not 
conducting interviews must be documented in the promotion records. 
If typing and/or stenography is required, the applicants may be asked 
to demonstrate those skills during the interview. 

6. The selecting official is not required to fill a vacancy by 
selecting one of the candidates listed on the promotion certificate. 
He/she may request readvertisement with an expansion of the area of 
consideration or initiate additional recruitment efforts to fill the 
job by some other type of placement action. However, if selection is 
to be made by competitive procedures, the range of selection is 
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limited to those candidates who have been ident i fied as " best 
qualified." 

7. The selecting official's decision to select a particular 
candidate is subject to the approval of the Personnel Officer or 
designee, and such other approvals as may be required by law, 
regulation, or policy. The selecting official shall indicate his/her 
decision and other actions as required on the Promotion Candidate 
List. 

8. The selecting office will announce the selection and arrange 
for release of the employee from his/her current employment only 
after notification of approval of the action by the Personnel Office, 
EOUSA. Employees selected should be released promptly from their 
existing positions, normally within 15 days after selection or at the 
end of the first full pay period after selection. 

9. Position changes within the Department involving changes in 
pay,~, promotions, voluntary demotions, reassignment from 
positions subject to special salary pay rates to positions not 
subject to such rates, etc., will be made at the beginning of a pay 
period as opposed to dates within a pay period. Position changes 
involving pay or a change from one pay plan to another will normally 
be effective on the first day of the first pay period after the 
Personnel Officer gives final administrative approval of the action. 
In those circumstances where a personnel action such as described 
above also involves a change in supervisors, the effective date will 
be the first day of the second pay period following final admin i 
strative approval by the Personnel Officer, or his/her designee, 
unless the affected supervisors (gaining and releasing) agree to an 
alternative date. 

N. Information to Candidates: 

l. Every applicant who files for consideration under a Meri t 
Promotion Vacancy Announcement is to be notified by the selecting 
office of the outcome of each consideration received after approval 
of the action. 

2. Upon written request, the Personnel Officer or u.s. Attorney 
will furnish to any candidate the information specified below: 

a. The qualification standards and rating criteria used for 
the position, including selective placement factors; 
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b. Whether the candidate was considered for the position; 

c. Whether the qualification requirements were met; 

d. Whether the candidate was in the group of eligibles from 
which selection was made; and 

e. The name, title, organizational assignment, and 
geographic location of the person who was selected for the 
position. 

3. · Supervisors are encouraged to discuss with employees the 
reasons for the employees' nonselection and what they might do to 
improve their chances for further selection for advancement. 

o. Documentation and Records: 

1. In addition to the SF-52, Request for Personnel Ac ti on, the 
following documentation must be submitted to the Personnel Office: 

a. Notice of Vacancy (USA-195); 

b. Copies of all applicants' SF-17ls; 

c. Copies of performance appraisals; 

d. Rating criteria; 

e. Rating for each applicant; 

f. Signed promotion candidate list (USA-196); 

g. List indicating distribution of Notice of Vacancy; and 

h. USA-209, Employment Monitoring Report for Non-Attorneys. 

2. Documentation will be maintained by the Personnel Office in 
accordance with FPM Chapter 335. Offices may keep a copy of the 
documentation for two years. Any requests for copies of Merit 
Promotion announcement documentations should be forwarded to the 
Personnel Office. 

P. Emp~oyee Complaints: Employee complaints arising out of the 
operation of this plan are to be handled in accordance with grievance 
procedures prescribed in DOJ Order 1771.lB or as appropriate, the equal 
opportunity procedures prescribed by DOJ Order 1713.4. Nonselection from 
among a group of properly ranked and certified candidates is not a basis 
for a grievance. There is no right of appeal to OPM. 
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Q. Violations: Violations of Merit Promotion polic y or procedure 
will be dealt with promptly, firmly, and fairly. Corrective action may be 
initiated by the Personnel Office, the Department, or OPM. Action to 
rectify a violation may involve the employee erroneously promoted, the 
employee(s) who was not promoted .or who was not given proper consideration 
because of the violation, or the officials who caused or sanctioned the 
violation. The nature and extent of actions taken will be determined on 
the basis of all facts of the case, with due regard to the circumstances 
surrounding the violation and to the equitable and legal rights of the 
parties concerned. The Personnel Office may direct that the wronged 
individual be given priority consideration for the next vacancy. 

R. Disciplinary Penalties: Any official found to have improperl y 
discriminated on the basis of an employee's color, race, religion, 
national origin, politics, marital status, physical handicap, age, 
membership or nonmembership in an employee organization, sex, or on the 
basis of personal favor! tism in the rating of an employee or in making a 
selection may be subject to disciplinary action as circumstances warrant. 

10-2.312 Certification Procedures 

The normal process for hiring a non-attorney applicant on his / her 
first permanent appointment is by certification from the U.S. Office of 
Personnel Management's (OPM) employment registers. Certificates are also 
used to hire temporary employees under certain circumstances. 

The SF-39, Eligibles Request and Certification Form, is the basic 
form used to request a certificate of eligibles. To avoid delays, it must 
be complete ly filled in. The SF-39 and a copy of the position descri ption 
must be forwarded to the Area Office of the OPM for positions at the GS-15 
level and below, except for Paralegal Specialists, GS-950-9 / 11 / 12, 
handling the Victim/Witness Assistance and Law Enforcement Coordinating 
Committee Programs, as noted below. The OPM will provide a list of names 
from an existing register. If there is no register, the OPM will either 
issue authority to hire an employee under a TAPER appointment, or it will 
conduct a competitive examination after advertising for applicants for the 
position and then refer the applicants with the highest scores. 

If an office has a particular applicant in mind for a specific 
position, a "name request" can be submitted to the OPM on the SF-39. OPM 
will refer the applicant if he/she is among those with the highest scores 
on the register. Name requests do not guarantee that the preferred 
appl icant wi ll be referred for employment or that he/she will be selected. 
Therefore, it is i mpe rative that no commitment be made to the appli cant 
prior to com pletion of the certification process and approval by the 
Personnel Management Staff, Executive Office for U.S. Attorneys (EOUSA) . 

MAY 1, 1985 
Ch. 2, p. 52 

D0].l985·Ci 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

For positions whose qualifications require specialized experience, an 
office may request that the OPM use selective or quality ranking factors. 
Selective factors are job related knowledges, skills, or abilities which 
are in addition to or more specific than those defined in the OPM's 
Qualifications Handbook. They are "must have" factors. Any applicant who 
does not have a valid selective factor will be ineligible for the 
particular position. Quality ranking factors, on the other hand, are job 
related knowledges, skills, or abilities which may help to identify better 
qualified applicants. In order for selective and quality ranking factors 
to be accepted by the OPM, they must be job related, be ref lee ted in the 
official position description, and be measurable. An SF-39A, Selective 
Factors and Quality Ranking Factors, should be used to request and justify 
selective and/or quality ranking factors. If the form is not available 
and plain paper is used, a format similar to an SF-39A is preferred. 

The OPM has delegated to the Personnel Management Staff, EOUSA, 
through February 28, 1986, the authority to recruit and examine applicants 
for Paralegal Specialist positions, GS-950-9/11/12, who are to handle the 
Victim/Witness Assistance and Law Enforcement Coordinating Committee 
Programs. The Personnel Management Staff will be required to use the same 
procedures employed by OPM to examine for these positions. All 
certification requests are to be made on an SF-39, Eligibles Request and 
Certification Form, and mailed to the servicing personnel management 
specialist, who will take the necessary action to announce the position. 
The SF-39 must be accompanied by an SF-39A, Selective Factors and 
Qualifying Ranking Factors, and position description. 

As soon as a list of eligibles is received, each applicant must be 
contacted by the U.S. Attorney's office. This can be done initially by 
telephone or with an OF-5, Inquiry as to Availability. Normally, ten days 
are allowed for the return of the OF-5. All declinations should be 
confirmed in writing. 

When working with the certificates, two rules apply: 

1. The Rule of Three. Selections must be made from the top 
three applicants who have expressed an interest in the position 
unless the OPM sustains an objection. 

2. Veteran's Preference. Preference eligibles (normally 
veterans) cannot be "passed over" in order to select a non-veteran 
unless the OPM sustains an objection. (See below.) 

If a certificate states that applicants have been self-certified for 
typing and/or stenography, the U.S. Attorney's office may test all or none 
of the applicants who express an interest in the position. Testing 
material must be obtained from the OPM. 
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A U.S. Attorney's office may file with the OPM or the Personnel 
Management Staff a request to waive either the Rule of Three or Veteran's 
Preference. The office must be able to demonstrate that one of the top 
three interested candidates or the applicant having veteran's preference 
clearly is not capable of performing the duties of the position. All such 
cases must be submitted on an SF-62, Statement of Reasons for Passing over 
a Preference Eligible, in triplicate, stating specifically and clearly the 
reasons which serve as the basis for filing the objection. The SF-62 must 
be accompanied by adequate supporting evidence or information, a position 
description, and the applicant's SF-171, Personnel Qualifications 
Statement. Reasons cited should be stated in such a way that they can be 
released to the applicant. All SF-62s should be reviewed by the Personnel 
Management Staff, EOUSA, prior to submission to the OPM. 

When an applicant has been tentatively selected, the certificate and 
list of eligibles must be completed and returned to the issuing office. 
All applicants who expressed an interest should be sent a courtesy 
rejection letter after the appointment has been approved by the Personnel 
Management Staff, EOUSA. The procedures described in USAM 10-2.320, 
infra, must be followed to effect the appointment. 

10-2.313 Reinstatement 

Former competitive employees (career or career-conditional) may be 
employed without OPM certification. This is called "reinstatement." There 
is no time limitation on the reinstatement of veterans preference 
eligibles or former "career" employees. Other persons may be reinstated 
only within three years of the date of their separation, unless extended 
by other government service. To be reinstated, the employee must meet the 
qualification requirements of the position. If separated less than one 
year, the employee must also meet any time-in-grade requirements. The 
requirements of the Merit Promotion Plan are also applicable. Reinstated 
employees who previously served a probationary period are not required to 
serve new ones. 

10-2.314 Transfers and Reassignment 

"Transfer" means the movement of a career or career-conditional 
employee from one agency to another without a break in service of one full 
work day. Movement within the Department of Justice is a "reassignment," 
not a transfer. Merit promotion must be followed. 
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10-2.315 Veterans Readjustment Appointments 

Veterans Readjustment Appointments may be used to fill positions at 
or below the GS-9 grade level. These appointments are designed to permit 
Vietnam-era veterans to gain needed education and/or training while 
productively employed. No appointments can be made under this authority 
after September 30, 1986. 

A. Basic Eligibility: To be eligible for appointment, a veteran 
must meet all of the following conditions: 

1. Have served 180 days, some between August 5, 1964, and May 7, 
1975; 

2. Have received other than a dishonorable discharge; 

3. Be a U.S. Citizen; 

4. Have completed no more than 14 years of education, except for 
compensably disabled veterans and veterans discharged because of 
service-connected disabilities; and 

5. Have agreed in writing to pursue a training or educational 
program during employment under the appointment. 

B. Conditions of Appointment: In addition to the requirement for 
training agreements, the following conditions apply to Veterans 
Readjustment Appointments: 

1. Appointments must be at the GS-9 level or below. For 
appointments at the GS-4 through GS-9 levels, the veteran must meet 
the appropriate competitive standards, including passing a written 
test, if required. The veteran may receive career promotions while 
serving unde~ this appointment authority. 

2. Veterans with compensable service-connected disabilities of 
10% or more are entitled to priority in consideration for 
appointment. 

3. Appointments are for a period of two years after which the 
appointees are eligible for conversion to career-conditional 
appointments. 

4. Appointees whose performance or participation in training or 
educational programs is unsatisfactory will have their appointments 
terminated. 
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c. Education and Training Requirements: Selectees for Veterans 
Readjustment Appointments must agree in writing to a developmental 
program. Developmental activities may include: 

1. Planned on-the-job traini~g; 

2. Off-job classroom training; 

3. Basic or remedial education, or both; 

4. High school or high school equivalency; and 

5. Education beyond high school. 

A written training or education plan must be developed. A copy must 
be forwarded to the Personnel Office at the time of appointment. The 
written plan should specify: 

1. The veteran's educational or training objectives; 

2. The activities the veteran will undertake to fulfill them; 

3. The support the office will provide to the veteran; and 

4. What constitutes satisfactory participation by the veteran. 

10-2.316 Details 

A detail is the temporary assignment of an employee to a different 
position for a brief, specified period. The Office of Personnel 
Management has imposed the following requirements on details: 

A. A detail should be limited to 120-days or less. Longer details 
must be approved by the Personnel Office, Executive Office, before the 
120th day; 

· B. A detail of more than 30 days must be reported to the Personnel 
·office on an SF-52, Request for Personnel Action; and 

c. A detail of more than 120 days to a higher-graded position or one 
with known promotion potential must be advertised under the merit 
promotion plan. 

Requests to detail secretaries serving under "Schedule C" 
appointments, regardless of the length of the detail, must be submitted to 
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the Executive Office's Personnel Office, in order that the approval of the 
Justice Management Division (JMD) can be obtained prior to the start of 
the detail. The detail cannot begin until JMD has given its approval. 
The request must be accompanied by justification which states why it is 
necessary to detail the "Schedule C" employee. 

Requests for extension of details, including their justification, 
should be submitted to the Personnel Office at least one month in advance 
of the effective date. The Personnel Office is authorized to approve 
extensions within the following parameters: 

A. Details in 120-day increments to the same or lower-graded 
positions for up to 1 year; 

B. Details to higher-graded positions for up to one year during 
"major reorganizations;" 

C. Details to higher-graded positions not during major 
reorganizations for up to 240 days; and 

D. No details to unclassified positions beyond 120 days. 

Many situations found in U.S. Attorneys' offices are not considered 
details under the requirements described above. General Schedule 
employees who are detailed from one position to another without any change 
in duties, or who are assigned additional duties on a temporary basis, and 
Assistant U.S. Attorneys are not covered by these requirements. 

The Comptroller General (CG) has authorized the awarding of backpay 
to employees who have been detailed improperly to higher-graded positions 
for more than 120 days. The following conditions must be met in order for 
backpay to be awarded: 

A. The position to which the employee was detailed must be 
classified as of the effective date of the detail; 

B. The detail must have lasted more than 120 days; 

C. All statutory and regulatory requirements for promotion must be 
met; 

D. The claim must be received "within 6 years after the date such 
claim first accrued" (see 31 u.s.c. §72A); and 
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E. Acceptable documentation to substantiate the detail must be 
submitted. 

Claims must be submitted in writing over the signature and address of 
the employee (or the employee's authorized agent) to the Personnel Office. 
Each claim must identify: 

A. The starting and ending dates of the detail; 

B. The title, series, grade, position description number, and 
organizational location of the position to which detailed; and 

c. All supporting information in the employee's possession to show 
the detail occurred. 

The Personnel Office is authorized to adjudicate outstanding claims 
or to submit doubtful claims to the General Accounting Office (GAO). 
Claims should not be submitted to the Office of Personnel Management 
(OPM). However, employees who do not agree with this office's 
determination may address their concerns to the OPM. 

10-2.317 Priority Placement of Employees Entitled to Grade/Pay Retention 
Benefits 

The Civil Service Reform Act of 1978 provides for grade and pay 
retention benefits for certain employees whose positions are downgraded 
through no fault of the employee as the result of reclassification or 
reduction in force. To the extent possible, agencies are required to 
place employees in positions at the grade of the employees' positions 
before they were downgraded~ (See 5 C.F.R. §536.30l(b)(3)). 

A U.S. Attorney's office shall make every effort to place a covered 
employee into a position at his or her former grade level via a program of 
"priority placement." So long as an employee is entitled to · pay or grade 
retention he or she is to be considered automatically and noncompetitively 
for all vacant positions at the former grade level of his or her position 
or at any intervening grade within the commuting area and under the same 
appointing authority. The employee may be placed in the position 
noncompetitively and qualification requirements may be waived provided 
there is evidence that the employee can perform fully the duties of the 
position within ninety days. 

If the employee is not selected noncompetitively, the vacant position 
may be filled by advertisement, but the covered employee's application is 
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to be considered automatically. If the employee is among the "best 
qualified" group referred to the selecting official but is not selected, 
the selecting official must notify the employee in writing of the reasons 
for nonselection. A copy of the notification shall be included in the 
Merit Promotion package documentation submitted to the Personnel Office. 

If an employee declines a "reasonable offer" of position at a grade 
equal to or higher than the employee's retained grade or at a rate of 
basic pay equal to or higher than the employee's retained pay, grade or 
pay retention benefits will be terminated on the last day of the pay 
period in which the declination is received. To be considered a 
"reasonable offer," the following conditions must be fulfilled: 

A. The offer must be in writing and must include an official 
position description; 

B. The offer must inform the employee that an entitlement to grade 
or pay retention will be terminated if the offer is declined and that the 
employee may appeal the reasonableness of the offer as provided below. 

C. The offer must be of tenure equal to or greater than that of the 
position creating the grade/pay retention entitlement; 

D. The offered position must be f ull-time unless the employee was 
part-time in the position from which he or she gained entitlement to 
grade/pay retention; and 

E. The position is in the same commuting area. 

An employee whose grade /pay retention benefits are terminated for 
declining a "reasonable offer" may appeal the termination to the regional 
Office of Personnel Management (OPM). The appeal must be filed within 20 
calendar days after being notified of the termination and shall state the 
reason(s) why the employee believes the offer of a position was not 
reasonable. Decisions issued by OPM are considered final. 

Grade retention is terminated when the employee assume s a posit i on at 
a grade equal to or higher than the employee's retained grade. Pay 
retention is terminated when the employee receives a rate of basic pay 
equal to or higher than the employee's retained pay. 

10-2.320 Employment Forms and Procedures: Non-Attorney Personnel 

A. When an applicant has been tentatively selected for a permanent 
non-attorney position, the following forms must be forwarded to the 
Personnel Office, Executive Office for U.S. Attorneys: 
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1. SF-52, Request for Personnel Action, original only. 
Indicate whom the employee is replacing (vice); 

2. SF-171, Personal Qualifications Statement, original only; 

3. SF-86, Security Investigation Data for Sensitive Position, 
original and three copies, all with original signatures, if the 
position is sensitive; 

4. SF-85, Data for Nonsensitive or Noncritical-Sensitive 
Position, if the position is nonsensitive; 

5. CSC-329-A, Authority for Release of Information, one for 
each school attended since high school; 

6. OBD-258, Fingerprint Card, three originals. Be sure that 
all information is furnished and that the prints are legible; 

7. The Merit Promotion Package (if applicable); 

8. SF-39, Eligibles Request and Certification, and Candidate 
Roster (if applicable); 

9. Evidence of reinstatement eligibility (if applicable); 

10. Request for waiver of pre-appointment investigation, if 
position is sensitive. Do not delay forwarding other documents while 
preparing this; 

11. USA-209, Employment Monitoring Report for Non-Attorneys. 

B. If the employee is a current federal employee or has had a break 
in service of less than 30 days, an SF-75 should be forwarded to the other 
agency at the same time that all of the other forms are submitted to the 
Executive Office. The form must have the following return address: 

Department of Justice 
Executive Office for U.S. Attorneys 
Personnel Office 
Washington, D.C. 20530 
Attn: (Name of the Servicing Personnel Clerk) 

C. For employees being reassigned from within the Department of 
Justice, items mentioned above need not be submitted as no additional 
security check is needed. 
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D. When an employment request is received in the Executive Office, 
the name and fingerprint checks are immediately initiated. At the same 
time, the request is reviewed by the Personnel Management Specialist to 
insure that the appointment is proper. The office will be ~otified by 
telephone of any deficiencies so that appropriate action can be taken. No 
new appointments will be approved until the security check has been 
completed and the appointment has been approved. No definite commitments 
should be made to the applicant by anyone in the office until teletyped 
approval from the Executive Office is received. 

E. When the employee reports to work, the following forms must be 
submitted to the Personnel Office, Executive Office. 

1. SF-61, Appointment Affidavits (see USAM 10-2.110); 

2. SF-177, Statement of Physical Ability for Light Duty Work; 

3. DOJ-233, Employee Locator Information; 

4. SF-2817, Life Insurance Election; 

5. SF-2809, Health Benefits Registration Form; 

6. SF-256, Self-Identification of Medical Disability; 

7. SF-181, Race and National Origin Identification; 

8. OBD-86, Work Experience in the Federal Government; 

9. DD-214, Military Service (if applicable); 

10. SF-61B, Declaration of Appointee; and 

11. SF-1152, SF-2808, and SF-2823, Designations of Beneficiary, 
per employee request. 

F. The following forms must be submitted to the Payroll Office: 

1. W-4, Employee's Withholding Allowance Certificate; 

2. Local tax forms; 

3. SF-1192, Savings Bonds (per employee request); and 

4. SF-1198, Allotments (per employee request); 
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*Do not submit for federal employees transferring from other agencies. If 
the employee is transferring from another Department activity (except the 
Federal Bureau of Investigation) submit only an SF-61 and DOJ-233. 

10-2.330 Temporary Non-Attorney Employment 

Each fiscal year the Executive Office authorizes temporary 
non-attorney workyear allocations for the offices of the u.s. Attorneys. 
Districts are to use these workyear allocations to meet any unforeseen 
situation that may occur during the year which requires additional 
clerical or paralegal personnel. 

The appointments detailed in USAM 10-2.331, 10-2.332, 10-2.334, and 
10-2.335 can be made and applied against the temporary non-attorney 
workyear allocation. 

Requests for additional temporary non-attorney workyear allocations 
should be submitted in writing to the attention of the Director, Office of 
Administration and Review, EOUSA, and should justify the need for the 
request. 

10-2.331 Types of Temporary Non-Attorney Employment 

The following types of appointments can be used: 

A. 30-Day Emergency: For use when a need cannot be met through any 
other existing authority. Extensions for an additional 30 days must be 
approved by the Director, Office of Administration and Review, Executive 
Office. 

B. Not-to-Exceed One Year: Appointments under this authority can be 
made for any period up to one year (i.e., 3 months, 7 months, etc.). 
Appointments can be made based on applicants certified by OPM from a 
register or based on an applicant's reinstatement rights. Refer to USAM 
10-2.312 and USAM 10-2.313. In addition, applicants can be appointed at 
the GS-12 level and below provided they meet the qualification 
requirements for position, including having passed any written test 
required. When an applicant has not been tested he/she can be tested 
non-competitively. 

These appointments can be extended, in increments of up to one year, 
for a total period of up to four years under certain circumstances. In 
all cases, prior Executive Office approval is required. Extensions may be 
approved provided: 

1. The original appointment was made in good faith; 
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2. The extension is required to complete work in which the 
temporary appointee is engaged; and 

3. The position is not continuing (i.e., permanent part-time, 
seasonal, or one-call intermittent appointments would not be more 
appropriate). 

Prior to filling a position not through certification or 
reinstatement, local State Job Service Offices and OPM Federal Job 
Information Centers must be notified of the vacancy. The notice must 
include the following information: 

1. The period during which applications will be accepted; 

2. The title, series, grade, and salary of the position; 

3. Length of appointment; 

4. Qualifications; 

5. How to apply, including what forms to use and how to obtain 
them; and 

6. Whom to contact for more information. 

A copy of this announcement and listing of where it was sent must be 
submitted with the pre-appointment papers. 

c. Term of Employment: This appointment authority is for use in 
long-term projects (1-4 years). Applicants must be certified by the OPM 
from a register or have reinstatement rights. See USAM 10-2.512. 

D. 1040-Hour Appointments: The 1040-hour appointment authority is 
for student employment in a non-clerical capacity at the GS-7 level or 
below. No written test is required. Employment may not exceed 1,040 
hours in a service year. 

E. "JJ" Authority: The "JJ" Authority is for law students. It can 
be made and extended for periods of up to 1 year or until the student 
graduates, whichever comes first. 

Law students employed under this authority outside the Summer Law 
Assistant Program are paid as follows: 

1. First and second year law students at GS-5; and 
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2. Third year law students at GS-7. 

10-2.332 Forms and Procedure 

A. When an applicant has been tentatively selected for a temporary 
position, the following forms must be forwarded to the Personnel Office, 
Executive Office. 

1. SF-52, Request for Personnel Action, original only; 

2. SF-171, Personal Qualifications Statement, original only; 

3. SF-86, Security Investigation Data for Sensitive Position, 
original and two copies, all with original signatures, for sensitive 
positions; 

4. SF-85, Data for Nonsensitive or Noncritical-Sensitive 
Position; 

5. CSC-329-A, Authority for Release of Information, one for 
each school attended since high school, if appointmerit is for six 
months or more; 

6. OBD-258, Fingerprint Card, three originals; 

7. SF-39, Eligibles Request and Certification, and Candidate 
Roster (if applicable); 

8. Evidence of Reinstatement Eligibility (if applicable); 

9. Copy of teletype approving appointment; 

10. Request for waiver of pre-appointment investigation for 
Sensitive Positions; and 

11. USA-209, Employment Monitoring Report for Non-Attorneys. 

B. After the appointment has been approved by the Personnel 
Management Specialist and the security checks have been completed, a 
teletype approving the appointment will be transmitted. After the 
teletype has been received, the applicant may enter on duty at which time 
he/she should submit the following forms to the Personnel Office, 
Executive Office: 
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1. SF-61, Appointment Affidavits (see USAM 10-2.210); 

2. SF-177, Statement of Physical Ability for Light Duty Work; 

3. DOJ-233, Employee Locator Information; 

4. SF-256, Self-Identification of Medical Disability; 

5. SF-181, Race and National Origin Identification; 

6. OBD-86, Work Experience in the Federal Government; 

7. DD-214, Military Service (if applicable); 

8. SF-61-B, Declaration of Appointee. 

C. The following forms must be mailed directly to the payroll 
office: 

1. W-4 or W-4E, Employee's Withholding Allowance Certificate; 
and 

2. State and/or local tax forms. 

Term Appointees are treated like permanent employees. See USAM 10-2.520. 

10-2.340 Student Employment 

10-2.341 Volunteer Student Employment 

The Civil Service Reform Act of 1978 provides specific authority for 
accepting services from students without providing monetary compensation. 
This authority is to supplement, but not replace, employment programs in 
which students are paid. No other voluntary programs are authorized in 
any U.S. Attorney's office. 

A. Program Requirements: The acceptance of voluntary services by 
the federal government is strictly limited. See 31 u.s.c. §665b. To meet 
the requirements of the Civil Service Reform Act, the following conditions 
must be met: 

1. Such services can not be used to displace any employee or to 
staff a vacancy which is normally a part of the work force; 
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2. The educational institution the student volunteer is enrolled 
in must give its permission; 

3. The student volunteer must be enrolled not less than 
half-time in an accredited high school, trade school, technical or 
vocational institute, junior college, college, university, law 
school, or comparable institution. Students are deemed to be 
enrolled during interims of up to 5 months between school years if 
they plan to continue their education during the next school year; 

4. Such services can not be accepted for periods of more than 
six months on a full-time basis unless the student is simultaneously 
working and attending school on at least a half-time basis; 

5. Students employed under this authority may not be provided 
travel, subsistence expenses, or other reimbursements. (CG Decision 
B-201528, dated May 11, 1981). 

B. Outside Employment Restrictions: Student volunteers are required 
to abide by the standards of conduct for Department of Justice employees 
pursuant to 28 C.F.R. Part 45, see USAM 1-4.000. Student volunteers 
should pay particular attention to 28 C.F.R. §45.735-9 which deals with 
outside employment. 

No student volunteer may engage in any outside employment if the 
activity: 

1. Interferes with the proper and effective performance of his 
or her official duties; 

2. Creates or appears to create a conflict of interest; 

3. Reflects adversely on the Department of Justice; 

4. Will be influenced or appears to be influenced by the 
volunteer's position at the Department of Justice; 

5. Involves assertions contrary to the interests or positions 
of the United States: or 

6. Involves a criminal matter in which the United States (or 
the District of Columbia government) is a party or has a direct or 
substantial interest regardless of whether it is a federal, state or 
local proceeding. 
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Any student volunteer wishing to engage in outside employment that 
could create, or appear to create, a conflict of interest, must request 
permission from the Executive Office for U.S. Attorneys, identifying the 
name of the outside employer, the general nature of the work, and append 
thereto comments of the U.S. Attorney for his or her office. The 
Executive Office for U.S. Attorneys will make a determination as to 
whether the request is justified under 28 C.F.R. §45.735-9. 

C. Agreements: Under the law, the permission of the educational 
institution is a prerequisite to the acceptance of volunteer services. 
Accordingly, a written agreement must be signed by the U.S. Attorney, or a 
designee, and a responsible school official. It must stipulate: 

1. The service is with the permission of the school; 

2. It is limited by statute to a student enrolled in school; 

3. The service is to be without compensation; and 

4. The student is not considered a federal employee except for 
purposes of 5 u.s.c. ~81 (workers' compensation) and 28 u.s.c. 
§§2671-2680 (tort claims). 

Inclusion of the following information in the agreement is optional: 

1. The responsibilities of the school, the student, and the 
employer; 

2. Whether or not such work is to be creditable for educational 
purposes; 

3. A work schedule, if appropriate; 

4. The duration of the service; and 

5. The method of timekeeping. 

D. Hiring Procedures: After making a tentative selection, the 
following documents must be submitted to the Personnel Office, Executive 
Office for U.S. Attorneys: 

1. SF-52, Request for Personnel Action; 

2. SF-86, Security Investigation Data for Sensitive Positions; 
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3. SF-171, Personal Qualifications Statement; 

4. OBD-258, FBI fingerprint card (three originals); 

5. Copy of the agreement with the educational institution; 

6. SF-181, Race and National Origin Identification; 

7. SF-256, Self-Identification of Medical Disability; and 

8. USA-223, Volunteer Agreement. 

No commitment should be made until specific authority has been 
received from the Personnel Office. 

E. Security Requirements: A name and fingerprint check must be 
completed on each student volunteer prior to entry on duty. Since student 
volunteers are not given full-field background investigations, it is 
important that they not have access to any classified information. 
Student volunteers must be advised that they are not to discuss outside 
the office non-public information which comes to their attention. 

F. Notification of Appointment and Separation: The Personnel Office 
must be notified by memorandum upon the appointment of student volunteers. 
Appointment affidavits are not required. The Personnel Office must also 
be informed by a SF-52 of the separation of any student volunteer. 
Include on the SF-52 a statement of the total service in hours or days 
rendered between the appointment and separation dates. A DOJ-50, 
Notification of Personnel Action, will be issued. 

10-2.342 Youth Opportunity Campaign 

The offices of the U.S. Attorneys are continuing participants in the 
Youth Opportunity Campaign (YOC). Each year, the Executive Office for 
U.S. Attorneys is allocated a limited number of positions. These 
positions are then allocated to the individual offices to be used under 
the Summer Aid Program or the Stay-In-School Program. 

A. Summer Aid Program: 

These positions are designed to provide clerical jobs for youths from 
low income families who need income from summer jobs in order to return to 
school in the fall. Their pay is set at the federal minimum wage. These 
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appointments may be effective after May 12 and must be terminated on or 
before September 30. During September, Summer Aids may be converted to 
the Stay-In-School Program (see below). 

Applicants for Summer Aid positions are obtained from the l ocal 
office of the State Employment Service. In those states where there are 
no State Employment Service offices or where these off ices aaviae that 
they are unable to provide referrals, referrals may be requested froa 
other social agencies. 

B. Stay-in-School Program: 

These positions are designed to provide clerical jobs for youth• who 
are enrolled in accredited high schools or institutions of hi&her 
education, no higher than the baccalaureate level, and need the earninas 
to stay in school and for mentally retarded and severely handicapped 
students. 

New appointments to these positions, part-time or intermittent, nay 
be made between September 1 and May 12, inclusive. Student aids aay work 
up to 20 hours per. week during the school year and 40 hours during 
vacation periods. They are paid at the minimum wage, or, if qualified, at 
salaries equivalent to General Schedule rates up to the GS-4 level. 

Appointments under this authority may be made for up to one year and 
extended for additional periods of up to one year if the conditions for 
initial appointment are still met. The appointments 0of student aids in 
their final year of high school or college will terminate at the end of 
the last month of their final semester. They will be extended only if 
they submit evidence that they will be enrolled in another school for the 
next semester. 

Referrals for Stay-in-School Program positions should come frOll state 
employment agencies, local high schools, or the placement or financial aid 
offices at local colleges and universities. 

C. Economic Guidelines: 

Each year, usually in May, the Office of Personnel Manage.ent iasues 
a new set of economic guidelines which is based on the federal poverty 
income guidelines as determined by the Department of Health and Human 
Services. Individuals appointed either to the Stay-in-School or Summer 
Aid Programs, unless mentally retarded or severely handicapped, must meet 
the financial criteria. These guidelines are forwarded each year to State 
Employment Security Agencies which, in turn, forward copies to local job 
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service offices. Copies of these guidelines found in FPM Chapter 308, may 
be secured from the Executive Office for U.S. Attorneys, Personnel 
Management Staff. 

In those instances where applicants for Stay-in-School or Summer Aid 
Programs are unable to obtain a financial eligibility determination from a 
State Employment Service office, an applicant may complete an OPM Form 
1495, Financial Eligibility Statement for Student and Summer Aid Programs. 
The OPM Form 1495 must be certified by the Administrative Officer, 
indicating that the applicant is eligible, and forwarded with the other 
appointment forms. Instructions on financial criteria which must be 
evaluated are detailed on the back of OPM Form 1495. 

D. Submission Requirements: 

The following should be submitted to the Personnel Management Staff, 
Executive Office for U.S. Attorneys with each request for appointment: 

1. DOJ-52, Request for Personnel Action; 

2. SF-85, Data for Nonsensitive or Noncritical Sensitive Posi
tions; 

3. SF-171, Personnel Qualifications Statement (one original); 

4. Three fingerprint cards; 

5. Copy of referral from State Employment Agency or OPM Form 
1495, Financial Eligibility Statement for Student and Summer Aid 
Programs; and 

6. A position description if the standard position description 
is not appropriate (Student Aids are paid GW rates only). Refer to 
USAM 10-2. 241. 

In order to extend an appointment or to convert a student from the 
Summer Aid Program to the Stay-in-School Program, only an SF-52, a 
statement from the school, and the financial determination of eligibility 
are required. The school statement should confirm that the student is 
enrolled (or has been accepted for enrollment) on a substantially full
time basis. As a general rule, students pursuing a bachelor's degree 
should be enrolled for 12 semester hours or the equivalent if the school 
is on a quarter or unit system. The financial determination should be in 
the form of a State Employment Service referral or OPM Form 1495 which 
certifys the appointee still remains eligible for the program. No 
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paperwork is necessary to convert a Stay-in-School employee from part-time 
to full-time and vice versa. 

At the time of appointment, the following should be submitted: 

1. SF-61, Appointment Affidavit (refer to USAM 10-2.110); 

2. W-4 or W-4e, Federal Income Tax forms; 

3. Local and/or State Tax forms; 

4. SF-256, Self-Identification of Medical Disability; 

S. SF-177, Statement of Physical Ability for Light Work; 

6. OBD-86, Work Experience for the Federal Government; 

7. DD-214, Military Service (if applicable); and 

8. SF-181, Race and National Origin Identificat ion. 

10-2.343 College-Work-Study Program 

The College-Work-Study Program (CWSP), which is authorized by the 
Higher Education Act of 1965, as amended, is a federally funded program 
designed to provide part-time and vacation employment for college and 
graduate students, including law students, who need the earnings to 
continue their studies. The Department of Health and Human Serv i ces 
administers this program. Colleges and universities receive grants which 
are used to pay part of the salaries of students employed on-campus and 
off-campus in government agencies and non-prof it organizations. 
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The CWSP is an excellent way to augment the staffing of of fices at a 
low cost and with no charge against personnel allocations. The students 
can perform a variety of duties in either an administrative or law clerk 
capacity depending upon their qualifications. Students need not be in law 
or pre-law curriculum. In fact, their assignments do not have to relate 
to their course of study. 

A. Use of Other Work-Study Programs: In addition to the CWSP, there 
are a variety of state, local, and privately financed work-study programs. 
Although these programs may be equally worthy, they cannot be used by the 
U.S. Attorneys' of fices. Due to appropriations restrictions, only 
federally funded programs are eligible. 

B. Who to contact: At most colleges and universitie5, the financial 
aid officer is responsible for administering the CWSP. In some cases, 
consortiums or off-campus groups such as the Urban League administer the 
CWSP for a group of schools. They are responsible for determining student 
eligibility, negotiating a contract with the office, and referring 
qualified students for consideration. During the school year, offices are 
generally limited to schools within their commuting area. However, more 
·distant schools can be contacted to supply students for the summer. 

C. The Contract: Normally, a contract setting out the agreement to 
hire CWSP students is signed by the U .s. Attorney or designee and by a 
representative of the school. A copy of each contract must be submitted 
to the Personnel Office, Executive Office, for review prior to appointing 
any students covered by the contract. 

If it is impossible to obtain a contract, the Executive Office must 
be advised of the circumstances and of the conditions of employment as 
understood by the office. 

o. Hiring Procedures: After making a tentative selection, the 
following documents must be submitted to the Executive Office: 

1. SF-171, Personal Qualifications Statement; 

2. SP-86, Security Investigation Data for Sensitive Position 
(one original and one copy); and 

3. OBD-258, FBI fingerprint cards (three originals). 

A SF-52 is not required for college work-study students. No 
commitment may be made to applicants until specific authority to appoint a 
given applicant has been received from the Executive Office. 
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E. Security Requirements: A name and a fingerprint check must be 
completed on each student prior to entry on duty. Since CWSP students are 
not given full-field investigations, it is important that they not have 
access to any classified information. Moreover, students must be advised 
that they are to keep confidential non-public information that comes to 
their attention. 

F. Status of Students: CWSP students must be advised that their 
employment in the office does not qualify as federal employment under OPM 
regulations. 

G. Hours Worked: CWSP students may-work up to 20 hours per week 
during the school year and 40 hours per week during vacation periods~ The 
actual number of hours to be worked is established in the contract and is 
frequently less than the maximum. It is based on the needs of the office, 
the availability of funds, and the student's academic program. The 
students must be paid for all hours worked and may not be paid for hours 
beyond those approved under the program. 

H. Salaries: The salaries of CWSP students are set by th.e college 
in consultation with the office. Students can not be paid less than the 
minimum wage. There is no maximum hourly rate; however, salaries should 
be reasonable based on local conditions and the availability of funds. 

I. Office's Salary Contributions: Normally, a U.S. Attorney's 
office pays 20 percent of the student's salary. If a college asks for a 
higher reimbursement rate, the office is authorized to agree to pay up to 
40 percent of the student's salary. CWSP students are covered by Federal 
Workmen's Compensation. Therefore, we norm.ally will not reimburse the 
college for the costs of state workmen's compensation. You are authorized 
to agree to reimburse the school for the employee's Social Security 
contributions. Normally, you should not agree to pay the administrative 
costs of the program to the school. 

J. Payments: Payments must be made on a reimbursement basis to the 
school for services rendered, as students can not be paid directly by the 
office. The office is responsible for notifying the school of the hours 
worked by each student. The school should be asked to submit its bill on 
an agreed-upon basis (bi-weekly, monthly, or quarterly). The following 
information must be included on each bill: 

1. Names of students; 

2. Amount paid to each student; 
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3. Number of hours worked by each student; and 

4. Total amount billed. 

Upon receipt of the bill, the office should complete an OBD-50, 
Voucher Cover Sheet, indicating accounting classification code 1133, 
part-time temporary compensation. The OBD-50 and bill are submitted to 
the Marshal for payment. 

K. Notification of Separation: The Executive Office should be 
notified by memorandum of the separation of a CWSP student. 

10-2.344 Summer Student Assistant Program 

Each year the Executive Office for U.S. Attorneys conducts a Summer 
Student Assistant Program for the U.S. Attorneys' offices. 

Positions are allocated based on the size of the office, with each 
district receiving at least one position. Allocations are made in the 
late fall of the preceding year. 

To be eligible, the student assistants must have (a) completed their 
second year of law school and be eligible to enter their final year of law 
school; or (b) be in their third year of law school, but not eligible for 
graduation until at least the end of the fall semester following 
employment. Students who are the sons o.r daughters of Department of 
Ju~tice employees are generally not eligible. ~ USAM 10-2.130. 

Applicants for the program are generated by the Department's Office 
of Attorney Personnel Management's nationwide announcement to all 
accredited law schools and through a nationwide announcement published by 
OPM in a "Summer Jobs" bulletin. The filing deadline for these positions 
may vary between November 4 and December 15. The filing deadline is the 
date before which no selections can be made and after which the applicant 
may not be accepted. Each office will establish a filing deadline based 
on local needs. 

Each district must take affirmative action to recruit men and women 
of all racial and ettmic backgrounds. Approval will not be given in the 
absence of clear evidence of affirmative action efforts. All applicants 
are to be asked to voluntarily complete OPM Form 138 6, Background Survey 
Questionnaire 79-2, in compliance with USAM 10-2.700. 
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A. All applicants must be formally selected from among those who are 
"best" qualified. The following suggested rating criteria may be used to 
determine which applicants are "best" qualified: 

1. Law School Record (grade point average): 0-20 points 

90%+ 20 points 
80%+ 15 points 
75%+ 10 points 
70%+ 5 points 

2. Academic Awards or Special Acheivements: 0-30 points 

Order of the Coif 10 points 
Barrister (Moot Court Award) 10 points 
Dean's List 5 points 
Scholarship Based on Scholastic Merit 5 points 
Other related awards 5 points 

3. Legal Research and Writing: 0 to 20 points 

Law Review 10 points 
Finalist in Moot Court Competition 10 points 
Participant in Moot Court Competition 5 points 
On Moot Court or other Law Journals 5 points 

4. Prior Legal Experience: 0 to 20 points 

2 points for each month of full time law clerk experience 
1 point for each month as a legal secretary, law enforcement 
experience or investigative journalistic experience. 

These rating criteria may be modified to meet local needs. In 
selecting from among the best qualified applicants, such factors as the 
quality of a writing sample, ability to discuss and defend the sample, and 
similar related criteria may be used. 

Written documentation of selection procedures, including a copy of 
the rating criteria used and the applications received, must be maintained 
in the office for two years. Copies of this documentation should not be 
forwarded to the Personnel Office, Executive Office. 

B. The following must be submitted to the Personnel Office, 
Executive Office, at any time after the filing deadlin.e, but no later than 
February 15, for students that the U.S. Attorneys' offices wish to employ: 
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1. SF-52, Request for Personnel Action; 

2. SF-171, Personal Qualifications Statement; 

3. SF-86, Security Investigation Data for Sensitive Position 
(two copies); 

4. OBD-258, FBI fingerprint cards (three originals); 

5. SF-181, Race and National Origin Identification; 

6. Supplement to Application - Summer Law Assistant Program; 
and 

7. USA-209, Employment Monitoring Report for Non-Attorneys. 

If the student is currently employed by the office, it should be 
noted on the SF-52; new security forms should not be submitted. 

Before a final offer of employment can be made to any student, 
positive telegraphic approval must be received from the Executive Office. 
Students should be advised that such approval is contingent upon a number 
of factors, such as the security check, a review of qualifications, and 
budgetary limitations. It is especially important that the SF-86 be 
completed. In particular, applicants must list any arrest, detention, or 
fines no matter what the disposition of the case. 

C. Summer student assistant appointees may be brought on at any 
time after May 13 and must be terminated by September 30. They receive 
700-hour appointments as Paralegal Specialists, GS-950-07/01. The 
following should be submitted when they enter on duty: 

1. SF-61, Appointment Affidavits (!!!. USAM 10-2.110); 

2. OOJ-223, Employee Locator Information; 

3. SF-256, Self-Identification of Medical D1_sabil1 ty; 

4. SF-177, Statement of Physical Ability for Light Duty Work; 

5. OBD-86, Work Experience in the Federal Government; and 

6. D0-214, Military Service (if applicable). 
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The following forms must be mailed direc_tly to the payroll office: 

1. W-4 or W-4E, Employee's Withholding Allowance Certificate; 
and 

2. State and/or local tax forms. 

10-2.345 Comprehensive Employment and Training Act (CETA) 

The Comprehensive Employment and Training Act of 1973 (CETA) is 
designed to provide job training and economic opportunities for 
economically disadvantaged, unemployed, and underemployed persons. Funds 
are provided by the U.S. Department of Labor to state and local 
governments, and Indian tribes on federal reservations for their use on 
programs designed to meet their own needs. 

CETA enrollees are placed by the sponsoring agency on a short term 
basis (normally not more than one year) in government agencies and 
non-profit organizations. 

The enrollees' salaries are paid by the sponsor from CETA funds. 
There is no commitment to hire enrollees on a permanent basis upon 
completion of their temporary employment. 

CETA enrollees can perform a variety of duties, particularly in the 
clerical and lesser"'."'sk_illed areas, so long as they do not displace 
presently employed personnel. 

If an office is interested in hos ting CETA enrollees, contact the 
local Department of Labor representative or Office of Personnel Management 
area office for the name of the CETA sponsor in this area. The CETA 
sponsor will provide applicants that meet the qualifications requested. A 
letter of understanding should be executed when an office agrees to host a 
CETA enrollee. The letter of understanding should delineate the hos ting 
arrangements, including: 

1. The number of enrollees covered by the letter; 

2. A brief description of the duties to be performed; 

3. The number of hours per week authorized; 

4. Arrangements for reporting time and attendance; 

5. Length of the agreement; 
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6. Procedures for removing unsatifactory employees; 

7. Statement that all salaries will be paid by sponsor with 
CETA funds; and 

8. Statement that employment with the office is not federal 
employment. 

After making a tentative selection, the following documents should be 
submitted to the Executive Office for U.S. Attorneys: 

1. SF-86, Security Investigation Data for Sensitive Position 
(one original and one copy); 

2. Copy of the letter of understanding; 

3. SF-171, Personal Qualifications Statement; and 

4. OB0-258, FBI fingerprint cards (three originals). 

A SF-52 is not required for CETA appointees. No commitment should be 
made until specific authority has been received from the Executive 
Office. 

A name and fingerprint check must be c0mpleted on each enrollee prior 
to entry on duty. Since enrollees are not given full-field investiga
tions, it is important that they not have access to any classified 
information. Moreover, enrollees must be advised that they are to keep 
confidential non-public information that comes to their attention. 

The Executive Office should be notified by memorandum of the 
separation of CETA employees. 

10-2.400 POSITION MANAGMENT AND CLASSIFICATION 

10-2.410 Duties 

10-2.411 United States Attorneys 

The Attorney General has supervision over all litigation to which the 
United States or any agency thereof is a party, and has direction of all 
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U.S. Attorneys and their Assistants in the discharge of their respective 
duties (i8 u.s.c. §547). 

It is the duty of each U.S. Attorney, within his/her district, to 
(a) prosecute all offenses against the United States; ( b) prosecute or 
defend, for the government, all civil act ions, suits or proceedings in 
which the United States is concerned; (c) appear on behalf of the 
defendants in all civil actions, suits, or proceedings pending in his/her 
district against collectors, or other officers of the revenue or customs 
for any act done by them or for the recovery of any money exacted by or 
paid to such officers, and by them paid into the Treasury; ( d) institute 
and prosecute proceedings for the collect ion of f:l.nes, penal ties, and 
forfeitures incurred for violation of any revenue law unless satisfied 
upon investigation that justice does not require such proceedings; ( e) 
make such reports as the Attorney General shall direct (28 u.s.c. §547). 

U.S. Attorneys are not covered by the Classification Act of 1949. 
Consequently, they do not have position descriptions. 

Each U.S. Attorney is authorized to designate any Assistant U.S. 
Attorney in his/her office to perform the functions and duties of the U.S. 
Attorney during his/her absence from office, or with regard to any matter 
from which he/she has recused himself/herself, and to sign all necessary 
documents and papers as Acting U.S. Attorney while performing such 
functions and duties (.!!!_ 28 C.F .R. §0.131). ~ USAM 1-3.510. 

10-2.412 Assistant arid Special Assistant United States Attorneys 

Assistant and Special Assistant U.S. Attorneys are appointed to 
assist U.S. Attorneys in performing the duties of office. They do not 
have position descriptions because they are not covered by the 
Classification Act of 1949. ~ USAM 1-3.530 and 1-3.540. 

10-2.413 Paralegal Specialists (GS-950) 

Paralegal Specialists (GS-950) are non-clerical employees who perform 
those duties traditionally performed by but not reserved to (under the 
Code of Ethics) attorneys. 'nl.eir duties may include: 

A. Performing legal research on particular issues and cases; 
compiling and indexing bibliographies of source materials, research 
notebooks and files on common issues; shepardizing; proofreading; 
checking citations in briefs and memoranda. 
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B. Researching and summarizing factual aspects of cases; analyzing 
reports, testimony, interviews, files, drafting factual memoranda. 

c. Researching and writing pleadings, memoranda of law, trial 
briefs, appellate briefs; drafting summonses, complaint answers, mot ion 
papers, proposed orders, settlements, stipulations, interrogatories, 
affidavits, etc. 

D. Reviewing incoming complaints from agencies and citizens and 
referring such to investigative or other agency for further action, or 
summarizing matter with recommendation for action by U.S. Attorney's 
office; acting as liaison between U.S. Attorney's office and local 
consumer and federal agencies, referring complaints for action and 
responding to inquiries; initiating filing suit based on complaints. 

E. Assisting in discovery: Preparing necessary documents; drafting 
interrogatories, subpoenas duces tecum and ad testifacandum; organizing 
and analyzing answers to interrogatories; preparing do cu men ts for 
production for defense counsel; performing legal research regarding 
d:i.scoverabili ty of information and privileges and immunities; preparing 
papers to defend against demands for discovery. 

F. Trial preparation: Organizing abstract and indexing documents; 
preparing, organizing and indexing exhibits for trial; obtaining, 
analyzing and preparing documents, confidential information; financial and 
statistical informa_ti~n, agency records, court records, other public 
records; prepare summaries, narrative summaries, charts, tables, graphs, 
visual aids, for use in grand jury and trial; assisting in interviewing 
witnesses and government expert witnesses for trial; summarizing 
interviews; suggesting questions for examination. 

G. Negotiating settlements of certain cases, subject to supervising 
attorney's approval; preparing documents to secure default judgments and 
decrees; monitoring and analyzing compliance reports for conformity with 
consent decrees. 

H. Processing case files for release of information pursuant to 
Freedom of Information Act and Privacy Act requests. 

I. Collections and foreclosures: Initiating all correspondence, 
demand letters; negotiating payment schedules; drafting pleadings; 
supervising and managing collections caseload up to trial preparation. 
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J. Supervising and managing land condemnation cases from receipt of 
referral to completion of all documents and pleadings for trial; checking 
title, sufficiency of tract descriptions; collecting and preparing all 
documents for trial; assisting in negotiations for settlements. 

K. Performing projects of special investigation regarding fraud, 
corruption, jury tampering, etc.; acting as liaison with government 
agencies and individuals; preparing reports as necessary. 

10-2.414 Legal Technicians (GS-986) 

Legal technicians must be familiar with laws, rules, and precedents 
and apply this knowledge in providing technical support to attorneys. 
They are responsible for independently determining the appropriate 
procedure necessary to complete an assignment. Normally, legal 
technicians specialize in an area such as collections, land condemnation, 
or foreclosures. They may perform clerical duties. Their technical 
duties may include: 

A. Gathering factual material independently; reading and annotating 
files and transcripts; reviewing incoming briefs to identify the issue 
raised. 

B. Being responsible for the collections function in the office 
(i.e., locations of debtors, review of financial statements, determination 
of ability to pay and advisability of compromise, receipt of payments). 

c. Serving as a contact point in the office for questions related to 
area of expertise from the public, private attorneys, and Departmental 
employees. 

10-2.415 Legal Clerks (GS-986) 

Most legal clerks perform clerical duties in support of attorneys. 
At the GS-6 grade level, the legal clerks should be expected to: 

A. Review case files in order to insure that al 1 necessary 
documentation is present and independently request anything which is 
missing. 

B. Independently prepare (i.e., draft and type in final form) a wide 
variety of legal documents based--on-review on the file. 
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c. Independently monitor the caseload of the attorney(s) to whom 
assigned in order to insure that all deadlines are met. 

D. Act as the point of contact for coordinating all activities of 
witnesses as well as insuring their presence, arranging accommodations, 
and arranging payments of vouchers. 

E. Serve as a contact point for the public and Departmental 
employees concerning the Assistant's caseload. Respond to routine 
inquiries independently. 

F. Handle a variety of clerical duties associated with the movement 
of cases and matters. 

Offices will normally require other clerical support personnel 
including receptionists, docket clerks, clerk-typists, and clerk-steno
graphers. 

10-2.416 Secretaries (GS-318) 

Secretaries serve as the personal assistants to only one supervisor. 
Their grades are based on both the scope of the supervisor's administra
tive responsibility and the extent of the secretary's participation in the 
work of the supervisor. Positions in the U.S. Attorneys' offices are 
normally not classified in the GS-318 series below GS-7 grade level 
because the legal clerical duties and qualifications are paramount. They 
may provide limited clerical support for another attorney when necessary. 

Secretaries assist in the management of the supervisor's programs by 
solving the procedural and management problems which arise. At the 
highest level, their duties should include: 

A. Making arrangements for the implementation of commitments made by 
the supervisor; 

B. Keeping informed of the current status of work in progress 
throughout the supervisor's organization; 

c. Serving as a liaison between the supervisor and other offices; 

D. Interviewing and making preliminary selections of clerical 
employees, making assignments, arranging for overtime work, etc.; and 

E. Independently preparing procedural notices, office manuals, etc. 
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10-2.417 Administrative Officers and Assistants 

Administrative officers and assistants are responsible for providing 
or obtaining a variety of management services and advice essential to the 
direction and operation of the organization. In smaller offices this 
responsibility is normally combined with the function of secretary to the 
U.S. Attorney. 

The grade of the administrative officer or assistant is based on the 
level of responsibility for providing management advisory services; 
improving established methods and procedures; and insuring that people, 
money, and material are efficiently used. Supervisory responsibilities 
generally do not have an impact on the employee's grade above the GS-7 
level. 

Fully functional administrative officers are normally responsible 
for: 

A. Management of the support staff, including recruitment, training 
and awards; 

B. Control of all financial transactions; 

c. Purchase of equipment and supplies; 

D. Design of office space; and 

E. Serving as point of contact for administrative transactions with 
the Department and the Executive Office. 

10-2.420 Position Descriptions and Classifications 

10-2.421 Attorney a Non-Attorney Position Description Numbers 

All ployed in the Offices of U.S. Attorneys are 
compensated according to tn General Schedule or its equivalent and must 
be assigned to position descr hich accurately reflect the major 
duties and responsibilities of positions. Position descriptions are 
management tools which of purposes, including: 

A. The basis for 

B. Determining trainin.· 

c. Analyzing the or · anizational structure and flow of work; 
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D. Evaluating the use of skills and abilities cons stent with 
management needs; and 

E. Determining whether an award is merited. 

Position descriptions are not designed to tell an employee how to do 
a job, but rather to describe major duties and responsibilities. Major 
duties and responsibilities are those which occupy more than ten percent 
of the employee's time and occur on a regular basis. Additional duties 
may be assigned by the supervisor at any time. 

The Personnel Management Staff, Executive Office for u.s. Attorneys, 
has developed the following standard position descriptions: 

Title Series and Grade 
Position Description 

Number 

Clerk (Student Assistant) GW-303-1 81240818 

Legal Clerk (Stenography) GS-986-5 21227728 

Legal Clerk (Stenography) G~-986-6 21227738 

Legal Clerk (Steno) Civil S-986-6 21227748 

Legal Clerk (Steno) Criminal 212277 58 

Paralegal Specialist (Summer) GS-950-7 Nl202878 

These position description may be used if the listed duties and 
responsibilities agree with tho e of the employee. These descriptions 
cannot be used for docket cl rks or for employees assigned to word 
processing centers. 

Assistant U.S. Attorney _/ are not covered by the Classification Act of 
1949 and, therefore, do not ~ave position descriptions. The Executive 
Office for U.S. Attorneys, however, maintains records indicating which 
attorneys handle specialized functional areas, such as criminal or civil 
matters, or those who have supervisory responsibilities. To accomplish 
this, Assistant U.S. or At torneys' position description numbers vary 
according to the type work performed by the attorney. 

The Personnel Management Staff, Executive Office for U.S. Attorneys, 
has developed the fol i owing mandatory position description numbers. These 
numbers are to be ~:id when an Assistant is working predominantly, not 
necessarily exclus~ely, on the type of ma tters indicated. 
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Function 
Position Description 

Number 

Criminal Attorney Pl29CRM8 

Civil Attorney Pl 29CIV8 

Criminal/Civil (General) Attorney Pl 29GEN8 

Collections Attorney Pl 29COL8 

Drug Task Force Attorney Pl29DTF8 

Tax Prosecution Unit Atto r ney Pl 29TPU8 

Some offices may have attorneys who predominantly handle even more 
or other specialized areas such as l ands, gene r al t ax , c ivi l r ights, or 
appellate matters. For t hose offices, the following a dd itional standard 
position description numbers have been es tablished . Us e of these numbers 
is optional. 

Function 
Position Desc r iption 

Number 

Civil Rights Attorney Pl29CVR8 

Appeals Attorney Pl29APL8 

Land/Environmental Protec tion Attorney Pl29LDN8 

Tax Attorney Pl29TAX8 

If an Assistant is recognized by the Executive Office as a member of 
the paid supervisory staff, then the last character in the mandatory or 
optional position description is changed from "8" to "l. " 

The f ollowing posi tion description numbers are mandatory: 

Function 
Position Description 

Number 

First Assis tant /Chief Assistant/ 
Executive Assistant/Administrative 
Assistant 

Pl295AA1 

Senior Litigation Counsel Pl29SLC8 
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A position descript i on number must accompany each SF-52, Request for 
Personnel Action, when an attorney : 

1. Is entering on duty; / 
2. Is being reassigned/p~moted between a formally recognized 

supervisory or Seni or Li t'gation Counsel position and a regular 
Assistant U.S. At torney position; 

3. Is being reass i gned between the off i ce's divisions; or 

4. Will be rece i ving work predomi nately of a different type. 
/ 

/ 

10-2.422 Procedure for Submission 

Position descriptions should be submitted to the Personnel Management 
Staff, Executive Office for U.S. Attorneys, when a review of the 
descriptions reveals that the major duties and responsibilities described 
in an employee's PD are not accurate, when an employee is assigned new 
duties and/or responsibilities, or when a position is established which is 
not covered by an existing position. The following documentation must be 
submitted: 

A. SF-52, Request for Personnel Action, indicating: 

1. Kind of Action, Classification Request; 

2. Proposed title, series, grade; 

3. District; 

4. Whom to contact for information; and 

5. The employee's name.!..!_ the employee will be reassigned 
noncompetitively. See USAM 10-2.311. 

B. De s c r i pt i on cover sheet. The U.S. Attorney's 
office must 

1. Duty ck 5 ); 

2. Posi tion St 
/ 

3. Sensi~~ty s ee USAM 10-2.181; 
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4. Title, series, a d grade reco mended by supervisor (Bl ock 
lSe); 

S. Organizational it s different from lSe (Block 16); 

6. Organizational the position (Block 18); 

The position description which is written in factor evaluation format 
should seldom exceed three pages. The format consists of the following : 

1. Major duties: Briefly describe the major duties performed i n 
plain, clear language. Duties are best described by using ac t ive 
verbs; 
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2. Knowledge required by the position: briefly describe the 
various kinds and levels of knowledge and skill necessary to do 
acceptable work in the position; 

3. Supervisory controls: describe how the work is assigned, the 
employee's responsibility for carrying out the work, and how the work 
is reviewed; 

4. Guidelines: describe the nature of the guidelines for 
performing the work and how much judgment is needed to apply the 
guidelines or develop new guides; 

5. Complexity: describe the nature of the assignment, the 
difficulty in identifying what needs to be done, and the difficulty 
and originality involved in performing the work; 

6. Scope and ef feet: describe the purpose of the work and the 
impact of the work product or service; 

7. Personal contacts: describe the face-to-face or telephone 
contacts which the employee has with individuals other than the 
supervisor. Indicate if the people come from elsewhere or the 
contacts occur outside the Department; 

8. Purpose of contacts: explain the purpose of the personal 
contacts described above; 

9. Physical demands: describe the nature of the physical 
demands placed on the employee; 

10. Work environment: describe the physical surroundings in 
which the employee works. 

There are many positions which combine specialized clerical duties 
with a requriement for a qualified stenographer. In such cases; the word 
"Stenography" is added to the title in parentheses. For example a legal 
clerk position, requiring a qualified stenographer is titled Legal Clerk 
(Stenography). 

The qualification standard for the clerk-stenographer and reporter 
series, GS-312, which is used to determine an applicant's possession of 
the required degree of stenographic skill, requires proficiency at 80 
words per minute for stenographic duties classified at the GS-4 level, and 
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120 words per minute for stenographic duties classified at GS-5. Because 
of this dif fer-ence in qualification requirements, position descriptions 
for positions which have the parenthetical title of "Stenography" must 
show the duties on which the requirement for stenographic skill is based 
and must document the grade levels of these duties. For position 
descriptions in FES format, the level of skill will be included in the 
"Knowledges Required" for the position. For positions written in the 
traditional format, it will be included under "Other Significant Facts." 

This documentation is essential to the recruitment process because 
otherwise qualified applicants for a position may be rated ineligible 
based on their inability to meet an erroneous degree of stenographic 
skill. 

10-2.423 Classification 

Once a position description is submitted to the Executive Office it 
is classified. "Classification" is the process of assigning an 
occupational title, series, and grade to the position description. This 
process is based on two principals: 

A. Employees shall receive equal pay for substantially equal work; 
and 

B. Differences in pay shall be in proportion to differences in the 
difficulty, responsibility, and qualification requirements for the 
position. The basic requ±rments for each grade are defined in 5 u.s.c. 
§5104. 

Requirements H ve been further def i ed in OPM c las sif ica t ion 
standards which have ent-wide use. It should be 
emphasized that classi cation is based o duties, responsibilities, and 
qualification standar It is not ased on such factors as the 
incumbent's longevity, v lume of wo k, efficiency, personality, or 
willingness to work overtim • Some of these factors may be used as a 
basis for a monetary awards s h as pecial achievement award or quality 
within-grade increase (which is o th approximately one-half a promotion 
in terms of dollars). See USAM 2.650. 

In the process of classi ing a osi tion, audits are used to clarify 
aspects of the position de cript ion Audi ts are conducted either by 
telephone or in person wit the employ e supervisor in order to 
better understand how the uties are per 
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Subject Date 

~ 2 1006 
Revisions to Procedural Portions of the 
United States Attorney's Manual (USAM) 

r 2 

To From ()()~~~--
All Administrative Officers Richard L. DeHaan 

Director 
Off ice of Administration 

and Review 
Executive Off ice for 

United States Attorneys 

On March 4, 1986 the Personnel Management .staff announced the 
implementation of an issuance system (PMSI) through which 
new/revised instructions and guidance on personnel procedural 
matters would be transmitted. Matters involving the establishment 
or revision of policy would continue to be transmitted via the 
United States Attorney's Manual. 

Thus far, two Personnel Management Staff Issuances have been 
developed and transmitted to all Administrative Officers: PMSI 
CWA-1, "Guidance on Completion of Optional Form 8", and PMSI 
CWA-2, "Development of Adequate Position Descriptions." These 
issuances modify the procedural aspects of the United States 
Attorney's Manual (USAM) Title 10 as follows: 

~ (a) 10-2.422, paragraph B, 1-9 "Procedure for Submission": 
cancel. This information is r~placed with guidance 
contained in CWA-1. 

(b) 10-2.181, last paragraph, "Designation of Sensitive 
Position": Cancel. 

(c) 10-2.421, "Attorney and Non-Attorney Position 
,_.,..,-- Description Numbers": Cancel. CWA-2 incorporates 

procedural information contained in paragraphs 2 and 3 
on page 82A (dated August 1, 1985). 

(d) 10-2 . 422, "Procedure for Submission": Replaces the 
discussion of the FES format found on pages 84 and 85. 

( e ) 10-2 . 426 , " Des i g nat i o n o f No n-At torney Supervisor y 
Pos i t ions": Repl ac e s paragraphs A a nd B on pages 89 and 
90. 

Future editions of Title 10 will reflect these changes. Please 
strike through these sections on your copy of the USAM and advise 
other holders in your office to do the same. 
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Subject 

Revisions to Procedural Portions ~251~ of the United States Attorney's 
Manual, ~itle 10, Chapter 2 

To From ~v(h 
All Administrative Officers Richard L. DeHaan 

Director 
Off ice of Administration 

and Review 
Executive Office for United 

States Attorneys 

The Personnel Management Staff has issued Personnel 
Management Staff Issuance (PMSI) CWA-3, •procedures for the 
Conduct of Classification of Desk Audits• on August 19, 1986. 
This document modifies the procedural aspects of the United States 
Attorney's Manual (USAM) Title 10 as follows: 

10-2.423 •classification,• paragraph B, 2nd, 3rd and 4th 
subparagraphs, pages 86 and 87: Cancel. 

Future editions of Title 10 will reflect this change. Please 
strike through this section on your copy of the USAM and advise 
other holders in your office to do the same. 
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When the decis e classification of a position is 
made, the servicing ment Specialist will advise the U.S. 
Attorney's office. 

As 
transmitted detailing 
comply fully with OP 

10-2.424 Classification Appeals 

Employees who disagree with the classification of their positi.Ons may 
appeal either to the Department of Justice, Justice Management Division, 
or to the Office of Personnel Management ( OPM). If they appeal to the 
Department of Justice and are not satisfied with the results, they have 
further classification appeal rights to the OPM. If they appeal directly 
to the OPM without first appealing to the Department of Justice, they 
forfeit any classification appeal rights to the Department. These 
classification rights are described in Department of Justice Order 
1511.lA, (October 4, 1972). 

An appeal must be in writing and include the information specified 
below. Failure to provide the required information will render the appeal 
incomplete and will be cause for the nonacceptance of the appeal. 

A. Name and mailing address: In those cases where the employee 
designates a representative, the name and mailing address of the designee 
must also be included; 

B. Exact location of the position within the organization; 

C. Present title, series, and grade of the position; 

D. A statement of the reason(s) why the employee feels the position 
is erroneously classified, relating the position, where possible, to 
applicable OPM classification standards or guides; 

E. A statement that the official position description is complete 
and accurate or that it is not complete and accurate; if the employee 
states that the position description is not complete and accurate, explain 
why he/she believes this to be true; 

F. A statement that no other classification appeal is pending. 
Classification appeals within the Department should be submitted to: 
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Assistant Attorney General for Administration 
Justice Management Division 
Room 1111, Main Building 
10th and Constitution Avenue, N.W. 
Washington, D.C. 20530 

Classification appeals directed to the OPM should be submitted to the 
Personnel Management and Evaluation Division of the OPM regional office. 
The address can be obtained from the Personnel Management Specialist 
servicing the U.S. Attorney's office. 

10-2.425 Designation and Justification of Supervisory ASsistant 
U. S • Attorneys 

Supervisory positions for pay purposes are controlled by the 
Director, Executive Office for U.S. Attorneys, or the Director's designee. 
Normally, a U.S. Attorney is permitted to designate up to one-sixth of his 
or her permanently allocated Assistant U.S. Attorney positions as paid 
supervisors. Numerous factors, including organizational structure and 
complexity of cases, will be taken into account when determining the 
number of supervisors authorized for a district. 

Positions established as paid supervisory positions generally fall 
into three categories: 

A. Positions which have district-wide functional and administrative 
responsibilities but are not necessarily responsible for the direct 
supervision of five or more Assistants. Incumbents of these positions 
assist the U.S. Attorney in the overall operation of the district and are 
typically titled First Assistant, Chief Assistant, or Executive 
Assistant; 

B. Positions which have direct supervisory responsibilities for five 
or more Assistants. These "line" supervisory positions are typically 
titled Chief or Deputy Chief of a legal division; or 

C. Positions which have district-wide functional responsibility. 
For example, an Assistant who is a subject area expert and is responsible 
for the review of all other Assistants' work in that area but does no 
exercise administrative supervision over the attorneys. Rather, the 
Assistants receive administrative supervision from another attorney such 
as a Chief of the Criminal or Civil Division. 
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U.S. Attorneys may wish to establish paid supervisory positions 
having the characteristics of any of these categories. U.S. Attorneys 
should refrain, however, from requesting that more than one-sixth of the 
district's permanently allocated attorney staff be designated as paid 
supervisors. To do so may be an indication of questionable position 
management. 

Requests for the establishment of paid supervisory positions should 
be sent to the Director, Executive Office for U.S., Attorneys. 
Justification for the request must be included. ~ USAM 10-2.513 for 
procedures for promoting Assistant U.S. Attorneys to supervisory 
positions. 

During the first year of appointment under 28 u.s.c. §541, a U.S. 
Attorney should review the district's paid supervisory attorney structure 
and recommend any modifications thought necessary. New Presidential 
appointees may have a reasonable amount of time, normally not to exceed 
twelve months from the date of appointment, to make changes in the 
supervisory attorney structure without having to reduce the salaries of 
his or her predecessor's incumbents. 

10-2.426 Designation of Non-Attorney Supervisory Positions 

Non-attorney positions are designated as supervisory by the Personnel 
Office as the result of classification action. See USAM 10-2.423. 

A. In order for~· osition to be classified as a supervisor, the 
employee must be resp sible for directing at least 3 subordinate 
employees in the performa e of their work and be held accountable for the 
quantity and quality of w k done and for assuring efficient and 
economical work operations. a minimum, the supervisor must: 

1. Have to plan assigned work to meet 
schedules and egular and peak loads and priority 
cases; 

2. Have the authority to determ ne how the work load should be 
assigned, processed, and reviewed in or er to achieve an acceptable 
quality and quantity; and 

3. Have the authority to carry out tabli s bed personnel 
functions and practices and to keep employees and higher level 
supervisors informed of personal matters that affect them. 
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B. Employees who are responsible to their supervisors for assuring 
that the work of a group of at least 3 other employees is carried out may 
be classified as work leaders. Work leaders normally also perform 
clerical duties. Typical duties of a work leader are: 

1. Distribute and balance the work load among employees in 
accordance with established work flow or job specialization; assure 
timely accomplishment of the assigned work load; assure that each 
employee has enough work to keep busy; 

2. Keep in touch with the status and progress of work, and make 
day-to-day adjustments in accordance with es,tabli shed priori ties; 
obtain assistance from the supervisor on problems that may arise, 
such as backlogs which cannot be disposed o~ promptly; 

3. Estimate and report on expected t:Lme of completion of work 
and maintain records of work accomplishments and time expended; 
prepare production reports as requested; 

4. Instruct employees in specific tasks and job techniques and 
make available written instructions, 

I 
reference materials

. 
· and 

supplies; 

S. Give on-the-job training to new employees in accordance with 
established procedures and practices; ; 

I 
. I 

6. Maintain a. current knowledge and answer questions of other 
employees on procedures, policies, directives, etc.; obtain needed 
information or decisions from superfisor on problems that arise; 

7. Check on work in progress or spot check work not requiring 1 
review (i.e., filing or direct setvices); review completed work to 
see that supervisor's instruction on work sequence, procedures, 
methods and deadlines have been met; 

I 

a. I . 
Amend or reject work ;not meeting established standards; 

refer to supervisor questions °Ir matters not covered by standards and 
problems in meeting performance standards; 

I 
9. See to working condf tions such as seating, ventilation, 

lighting, safety, etc; . 
10. Approve leave for a,1 few hours or for emergencies; 
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11. Inform employees of available services and employee 
activities; 

12. Resolve simple informal complaints 
I 

of employees and refer 
others to supervisor; 

13. Report to supervisor about performance, progress and 
training needs of employees, and disciplinary problems; and 

14. Make info rm.at ion suggest ions to supervisor as requested 
concerning promotions, reassignment, recognition of outstanding 
performance, and personnel needs. 

Non-attorneys assigned to supervisory positions are required to serve 
a one-year probationary period and to receive supervisory training. See 
USAM 10-2.642 and 10-2.833. Those assigned to work leader positions are 
encouraged to receive such training. 

10-2.430 Position Management and Review 

It is the policy of the Executive Office for U.S. Attorneys and the 
Offices of the U.S. Attorneys to ensure that positions which are 
subject to its purview are soundly designed, accurately described, and 
properly classified. 

A. Responsibilities: It is the res pons ibili ty of supe rvi so rs to 
participate in classification operations and to keep employees fully 
abreast of the status of any classification action which may affect them. 
Supervisors should be aware of the grade-controlling features of their 
employees' positions and recognize that changes in position content due to 
the accretion, deletion, or modification of duties and responsibilities 
may affect the grade level of the position. Supervisors are responsible, 
however, for initiating redescriptions of duties if changes occur in 
program emphasis or due to the introduction of new technology. 

B. Position Management: Position management is the process of 
designing positions and distributing duties and responsibilities among 
those positions in the most efficient, economical, and productive manner. 
Therefore, each position should be systematically planned so that it 
logically fits with other positions within the office in an orderly, 
productive, and efficient pattern. In part, this means that positions 
should be so planned that there are logical entrance levels and career 
patterns for progression to more skilled and higher-graded positions as 
employees gain the ability to assume greater responsibility. The lack of 
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adequate planning when creating or redesigning a position can result in 
low quality employees, unsatisfactory productivity, high unit cost, 
confusion of responsibility, employee dissatisfaction, grievances, and 
high employee turnover. Therefore, a supervisor should consider the 
following factors in designing a new position: 

1. Whether each duty or function is necessary, is within the 
organization's functional limits, and is assigned to a specific 
position. 

2. Whether duties have been assigned in the most economical and 
efficient manner, ~: 

a. Related work should be assigned to the same position; 

b. Duplication of effort should be avoided; 

c. Time saving equipment and procedures are to be used 
wherever practical; and 

d. 'l'be qualifications of the employees are to correlate 
with the work to be done; i.e., recognize that one does not need 
a stenographer to do work limited to typing. 

3. The effect of changing the assignment of duties of one 
position on the position itself and on other jobs in the same unit. 

4. Whether ~he job description accurately describes the job. A 
good job description should: 

a. Be complete, ~. be able to stand on its own with no 
further explanation; 

b. Neither overstate nor understate the duties and 
responsibilities; 

c. Clearly indicate supervision exercised and received by 
the position; 

d. Note the percentages of time devoted to different 
occupational areas of mixed series positions; and 

e. Distinguish clearly between existing and proposed 
duties. 
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The primary responsibility for position management lies with the 
individual U.S. Attorney and the Director, Executive Office for U.S. 
Attorneys. The staff of the Executive Office is available to assist in 
resolving position management problems and to recommend alternatives. 
Before an~rganization of noo-attorney personnel is undertaken, the 
ersonnel Office Executive Office for U.S. Attorneys, must be contacted 

to ensure that the reorganization will have no unanticipated personnel 
consequence. Any reorganization of paid attorney supervisory positions 
must receive prior approval from the Director, Executive Office. See USAM 
10-2.400. 

C. Position Review: It is the responsibility of the Executive 
Office for U.S. Attorneys and the U.S. Attorneys' offices to adhere to the 
policy, guidelines, and procedures contained in Department of Justice 
Order 1511. 6, (April 29, 19 81), Position Classification and Employee 
Placement Plan. In accordance with the Department's order, every effort 
is to be made to correct any position management problem and to identify 
and correct position classification errors. 'nlerefore, in order to ensure 
that position& in the Executive Office for U.S. Attorneys and the U.S. 
Attorneys' offices are accurately described and correctly classified, the 
following guidelines are to be followed: 

1. All inactive position descriptions classified prior to 1980 
are cancelled. 

2. A review is to be made of vacated position descriptions 
classified since January 1, 1980, for need, soundness of design, 
adequacy of .description, and accuracy of classification prior to 
being filled. Unnecessary descriptions are to be eliminated. 
Positions which are of unsound design should be reconstructed and 
position descriptions should be rewritten where there has been a 
substantial change in duties. The fact that a review has been made 
should be documented by the supervisor's signature in block 23 of 
OF-8, Position Description coversheet. 

3. As of July 31 of each calendar year, a review should be made 
of encumbered position descriptions which are more than four years 
old. 'nle review should be documented by the supervisor's signature 
in block 23 of the OF-8. A copy of the signed OF-8 should be mailed 
to the servicing personnel management specialist by August 31 of the 
same year for inclusion in the Executive Office's annual report. 
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10-2.440 Vacancy Control 

U.S. Attorneys' offices are responsible for insuring that they do not 
exceed their authorized strength. See USAM 10-2.450. For this purpose, 
each office should maintain a position control file consisting of a 
Position Identification Strip (SF 7D) for each authorized position and an 
Employee Record Card, SF 7B, for each employee. 

Cards will be filed in order by salary schedule (AD or GS) and or 
salary, from lowest to highest. Steps should be taken to revise the 
position control file whenever a new allocation is received. 

Action may be initiated to fill a position as soon as it is known 
that a position will be vacated. However, final approval from the 
Executive Office for U.S. Attorneys to hire an applicant will normally not 
be given until a vacancy exists. All SF-52, Request for Personnel Action, 
for new appointments must state whom the applicant is replacing ("vice"), 
regardless of how long ago the former employee left the office. 

10-2.450 Allocation of Positions 

Permanent positions are allocated by the Executive Office for U .s. 
Attorneys based upon the relative work load of the of fices and on the 
number of positions available. 

A. The following factors are used to provide a basis for decision. 
They can not be ranked in order of priority since the impact of each 
varies according to the ·circ':lmstances of a particular district. 

1. Prosecutive Program of a District: 

a. Narcotics cases; 

b. Ft'aud & corruption cases; 

c. Ali en cases • 

2. Number of district court judges (full-time and senior); 

3. Number of full-time and part-time magistrates; 

4. Statistical data from Administrative Office of U.S. 
Courts: 

a. Ranking of districts by weighted caseload (overall); 
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b. Percent of private civil cases; 

c. Ranking of districts by weighted criminal case load; 

5. U.S. Attorney workload statistics; 

6. U.S. Attorney workload ranking by weighted activity and 
manhours in court. 

a. Criminal case weight: 

(1) Declinations; 

( 2) Grand jury indictments; 

(3) Conviction after plea; 

(4) Trial after plea of not guilty; 

( 5) Appeals • 

b. Civil case weights: 

( 1) Closed without action; 

(2) Dismissed as uncollectible without suit; 

(3) Terminated after completion of installment 
payments; 

(4) Terminated by compromise; 

(5) Dismissed on a motion; 

(6) Terminated by entry of default judgment; 

(7) Judgment after trial; 

( 8) Appeals. 

c. Manhours in court and grand jury manhours for each 
district; 

d. 'nlree year comparative analyses of case statistics; 
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7. Legal division recommendations; 

8. Demographic characteristics: 

a. Population size; 

b. Population mix (economic, urban, rural); 

c. Multi-branch districts (amount of travel by 
Assistant U.S. Attorneys); 

d. Prominent federal presence (national parks, 
military bases), international borders. 

9. Evaluation Reports from Assistant Directors:

a. Legal and administrative support operations; 

b. Case allocation and control procedures; 

c. Prosecutive policies; 

d. Professional qualifications; 

e. Comments of judges and representatives of investigative 
agencies. 

10. Continuing dialogue between Executive Office for U.S. 
Attorneys and U.S. Attorneys; 

11. Increases in staffs of investigative agencies; 

12. New Programs and Agencies: 

a. Energy conservation/Federal Energy Administration; 

b. Pollution control/Environmental Protection Agency. 

13. Clerical Allocation: 

a. Number of attorneys; 

b. Steno/typing pool; 

c. Attorney/clerk ratio; 
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d. Administrative complement; 

e. Utilization of automatic equipment. 

14. Experience of professional and clerical staff; 

15. Utilization of paraprofessionals; 

16. Comparison of workload with other offices of similar, 
smaller, or larger staffs 

Requests for additional allocations may be made at any time during 
the year. A general review of all allocations is conducted in late 
September/October and in late March/April. Adjustments are made, subject 
to the availablilty of funds, whenever circumstances warrant. Allocations 
to fill permanent appointments are made on a permanent or a temporary 
basis (next vacancy). 

B. Allocations are made for 3 major types of employees: 

1. Assistant U.S. Attorney; 

2. Paralegal Specialist, GS-950; 

3. Clerical Employees. 

The categor)'. "Clerical employees" includes all non-attorneys 
except Paralegal Specialists. 

Temporary positions are allocated on an as-needed basis. See USA!'1 
10-2.330. 

10-2.460 Organization 

10-2.461 Executive Office for U.S. Attorneys (Organizational Chart) 
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10-2.462 Official Duty Station 

The Attorney General establishes the official duty station of the 
'U.S. Attorney within each district. See 28 u.s.c. §545. Requests to 
change the U.S. Attorney's official duty-$tation must be submitted to the 
Director of the Executive Office. 

10-2.500 COMPENSATION AND PAY 

10-2.510 Standard Compensation 

10-2.511 U.S. Attorneys 

The salaries of U.S. Attorneys are set by the Attorney General. See 
28 u.s.c. §548. U.S. Attorneys are not eligible for annual salar y 
increases (promotions), but generally do receive annual pay comparability 
increases. 

10-2.512 Court-Appointed U.S. Attorneys 

Any person appointed by a court pursuant to 28 u.s.c. §546 to serve 
as U.S. Attorney receives the full salary level of the position, effective 
as of the date the person qualifies (i.e., takes the oath of office). 

When an Assistant U.S. Attorney has served as court-appointed U.S. 
Attorney, and is reappointed as an Assistant U.S. Attorney a f ter the new 
Presidentially-appointed U.S. Attorney has entered on duty, the following 
rules apply: 

A. An Assistant returning to the same position, eithe r superv isor y 
or non-supervisory, shall receive the same salary he/she would have 
received had he/she not served as U.S. Attorney. 

B. An Assistant returning to a higher position (either to a 
supervisory from a non-supervisory position, or to a higher supervisor y 
position) shall be governe d by rul e s of sup e rvisory promotions, in 
addition to what he/she would have received had he/she not served as u .s. 
Attorney. 
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10-2.513 Supervisory Assistant U.S. Attorneys 

Supervisory Assistant U.S. Attorneys generally are recruited from the 
rank~ o~ regular Assistant~ or from a Department of Justice legal 
division. Upon promotion to a supervisory position, Assistants may be 
recommended for a pay increase of up to 6% of their current salary in 
recognition of the additional responsibilities of the supervisory 
position. If a supervisory Assistant is promoted to a higher level 
supervisory position, i.e., from Deputy Chief to Chief of a Division, and 
the Assistant has been a supervisor in his or her current position for at 
least one year, the Assistant may receive up to an additional 6% pay 
increase. The anniversary date of newly promoted attorneys will not 
change for annual administrative pay increases. If a supervisory 
Assistant is reassigned to a non-supervisory position in the same or 
another U.S. Attorney's office, his or her annual salary shall be 
decreased by the amount in dollars he or she received in recognition of 
any supervisory promotions. 

If supervisory Assistant U.S. Attorneys are recruited from outside 
the Department, the starting salary pay scale for regular Assistants based 
on experience will apply, but the Executive Office will recognize au 
increase in recognition of the supervisory responsibility. 

Under these provisions, an Assistant u.s. Attorney shall not be 
promoted to a salary which exceeds the salary of the U.S. Attorney 
appointed pursuant to 28 u.s.c. §541, less $1,000. 

The managerial skills necessary for the successful performance of 
each paid supervisory position shall be identified and the qualifications 
of candidates for those positions must be assessed in terms of th~ 
identified skills. 

The managerial skills of each nominee for a supervisory position must 
be defined with reference to each of the following activities: 

A. Those which reflect the ability to respond to the general publie 
and client agencies; 
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B • Those wh i ch re f le c t the ab i1 i t y to es t ab 1 i s h and ma i n t a i n 
relationships with key individuals and groups and to serve as a 
spokesperson for the organization; 

c. Those which reflect the ability to establish goals and the 
structures and processes necessary to carry them out; 

D. Those which reflect the ability to insure that people are 
appropriately employed and dealt with fairly and equitably; and 

E ~ Those which re fl e c t the ab i 1 i t y to in s u r e th a t p 1 an s a r e 
implemented and that appropriate results are achieved .. 

A request for Personnel Action (SF-52), and a narrative description 
of the Assistant's managerial qualifications should be submitted to the 
Executive Office for U.S. Attorneys whenever an Assistant is recommended 
for a supervisory position, even if no pay increase is recommended. It is 
expected that women and minorities will be affirmatively sought for these 
positions· and that ample opportunity will be provided for them to acquire 
the experience and to demonstrate the skills necessary to assume such 
responsibilities. 

Supervisory Assistant U.S. Attorneys are eligible for annual salary 
increases in the amounts indicated in the memorandum entitled "Hiring and 
Promotion of Assistant U.S. Attorneys." 

10-2.514 Assistant United States Attorneys 

Starting salaries for regular Assistant U.S. Attorneys ar. determined 
based on guidance contained in the annual memorandum ent;itled "Hiring and 
Promotion of Assistant U.S. Attorneys." 

10-2.515 Special Assistant United States Attorneys 

See USAM 10-2.230 for information. 

10-2.516 Support Staff 

Salary rates for non-attorneys are under the General Schedule. They 
are based on the classification (grade) of the position to which the 
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employee is assigned. See 5 U.S.C. §§5101-5115. The actual rates of pay 
are published in the Schedule of Annual Salary Rates by the Grade. 

The salary of each new appointee shall be set at the minimum rate of 
the grade. See 5 u.s.c. §5333. The only exception is for an employe~ who 
is reemployer-Q'r transfers from another federal agency, who may be paid at 
any rate of the grade which does not exceed his/her highest previous 
rate;, 

10-2.517 Merit Pay 

Section 501 of the Civil Service Reform Act of 1978 (5 u.s.c. §5410) 
required that agencies esta~lish merit pay systems (MPS) for all 
supervisors and managers in grades GS-13, GS-14, and GS-15. The 
Department developed the Justice Merit System (JUMPS) (Department of 
Justice Order 1540.1, April 28, 1981). 

Coverage under JUMPS is mandatory for all employees, attorneys and 
non-attorneys, in GS-13, GS-14, and GS-15 positions who meet the following 

·definitions as broadly defined in 5 u.s.c. §7103(a)(l0) and 5U.S.C. 
§7103( a) (11). 

A. Supervisor means an individual employed by an agency having 
authority in the interest of the agency to hire, direct, assign, promote, 
reward, transfer, furlough, layoff, recall, suspend, discipline, or remove 
employees, to adjust their grievances, or to effectively recommend such 
action, if the exerCise of the authority is not merely routine or clerical 
in nature but requires consistent exercise of independent judgment, except 
that, with respect to any unit which includes firefighters or nurses, the 
term "supervisor" includes only those individuals who devote a pre
ponderance of their employment time to exercising such authority. See 
5 u.s.c. §7103(a)~l0). 

B. Management official means an individual employed by an agency in 
a position the duties and responsibilities of which require or authorize 
the individual to formulate, determine, or influence the policies of the 
agency. ~ 5 u.s.c. §7103(a)(ll). 

Each employee identified as eligible for inclusion in the MPS due to 
the nature of his/her position is to be advised of such determination via 
a memorandum from the Personnel Officer, Executive Office for U.S. 
Attorneys (EOUSA). Employee disagreements over inclusion in the MPS will 
be handled as grievances in accordance with Department of Justice Order 
1771.lB (August 30, 1982), and USAM 10-2.610. 
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Briefly stated, employees covered by the MPS receive an annual 
increase which consists of no less than 50 percent of the authorized 
comparability adjustment determined by the President and an additional sum 
which is dependent on the quality of the employee's performance as 
approved by the immediate supervisor. An employee's current performance 
rating must be Fully Successful or better to warrant a MPS increase. 

The additional sum comes from a merit pay fund or pool which consists 
of the remainder of the comparability adjustment and the approximate value 
of within grade increases and quality step increases which would have been 
paid to merit pay employees if they were not within the MPS. Each 
employee's share of the fund is determined by three factors: his or her 
level of performance, grade and relative position in the salary rate 
range. Employees covered by the MPS in the U.S. Attorneys' offices and 
the Executive Office for U.S. Attorneys constitute a single merit pay 
pool. 

10-2.520 Salary Increases 

10-2.521 Assistant United States Attorneys 

Assistant U.S. Attorneys are compensated under an "administratively 
determined" pay system which provides for annual pay increases called 
administrative pay increases (API). These increases are in lieu of both 
the periodic promotions and within-grade increases received by Department 
attorneys paid according to the General Schedule. 

The following tenets apply to Assistant U.S. Attorneys' compensation: 

A. U.S. Attorneys determine annually whether an Assistant receives 
an API; 

B. There is a close linkage between performance and pay decisions, 
although U.S. Attorneys may exercise some discretion in making salary 
recommendations; 

c. Assistants who are rated Excellent should receive salary 
increases equal to or greater than Assistants in the same salary ranbe 
rated Fully Successful; and 

D. Normally, salary increases are effective the first pay period 
following the anniversary of the Assistant's last regular administrative 
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pay increase. If the proposed effective date has "slipped" more than one 
month beyond the Assistant's initial entrance-on-duty (EOD) date within a 
district, the U.S. Attorney may request that the increase be effected the 
first pay period after the month and day of the EOD date. 

There may be exceptions to the one-year period described above, such 
as in the following cases: 

A. An attorney who transfers from one government agency to a u.s. 
Attorney's Office. 

If upon transfer the attorney is granted a pay increase the EOD date 
becomes the attorney's anniversary date. If, however, a transferring 
attorney's EOD salary is no greater than the next higher $100 increment, 
the attorney is eligible for an API one year after his or her last within
grade increase or promotion. Cases such as this are handled individually 
and the first applicable pay increase date will be established by the 
Executive Office and noted on the SF-50, Notification of Personnel 
Action. 

B. An attorney who has time in a non-pay status in excess of two 
weeks since his or her last API. 

The effective date of the API will be delayed one full pay period for 
each interval, or part of an interval, of time in a non-pay status in 
excess of 80 hours. 

c. An attorney who has a break in service. 

If an attorney resigns his or her position and is reappointed within 
52 weeks at the same salary leve l, the time the attorney is not on the 
payroll is not creditable toward completion of the 52-week period between 
APis. The attorney must work the equivalent of the time off the payroll 
plus the remainder of the original 52-week period before being eligible 
for an API. If the attorney is reappointed at a higher salary level, the 
date of reappointment will become the new anniversary date for pay 
purposes. 

U.S. Attorneys are responsible for submitting SF-52s and 
recommendations for APis to the EOUSA three pay periods (six weeks) before 
the proposed effective date. It is important that offices continually be 
cognizant of anniversary dates because of established policies regarding 
when APis may be effected. Refer to USAM 10-2.524, infra. 

The actual allowable increase that may be r e quested is published 
annually in a memorandum from the Director which addresses Assistant U.S. 
Attorneys' starting salaries and salary increases. 
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10-2.522 Non-Attorney Promotions 

A promotion is an increase in grade for an employee covered by the 
General Schedule due to an increase in the employee's level of 
responsibility. Promotions are either competitive or non-competitive. 
See USAM 10-2.311. Most noncompetitive promotions are "career" promotions 
or are due to the "accretion of more responsible duties." The 
determination that "accretion of more responsible duties" has occurred 
must be made by the Personnel Management Staff, Executive Office for U.S. 
Attorneys, based on a U.S. Attorney's proposal. 

In order to be eligible for a promotion, an -employee must meet both 
the qualification requirements of the new position and the time-in-grade 
requirements. Qualification requirements for each series and grade are 
described in the Office of Personnel Management's X-118 Qualifications 
Handbook. Because of differences in the qualifications requirements, an 
employee may not be eligible for a promotion or reassignment to a 
different series, even at the same grade level. For example, a 
Clerk-Stenographer, GS-312-05, must have one year of "legal " clerical 
experience in order to be qualified as a Legal Clerk (Stenography) 
GS-986-05. 

A. The Office of Personnel Management's time-in-grade requirements 
state that: 

1. For promotion to GS-5 and below, the employee can not be 
promoted more than 2 grades within one year; 
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2. For promotion to GS-6 through GS-11, in a single interval 
series, the employee must have served in the next lower grade one 
full year. Most clerical and technical positions are in 
single-interval series; 

3. For promotion to GS-7 through GS-11 in a two-grade interval 
series, the employee must have served one full year in a position at 
the second lower grade. Most professional positions are in two-grade 
interval series. 

4. For promotion to positions at GS-12 and above, the employee 
must have served one full year at the next lower grade. 

The above restrictions apply to transfers and some reinstatements 
involving promotions, as well as to promotions within an office. Time 
served on a temporary appointment at a grade higher than a subsequent 
permanent appointment is creditable toward satisfying the time-in-grade 
requirements of the permanent appointment. 

Employees who have served less than 90 days after appointment from an 
OPM Register cannot be promoted, even if all other requirements for 
promotion are met. See 5 C.F.R. §330.501, and USAM 10-2.312. 

B. In order to effect a promotion the following papers must be 
submitted to the Personnel Office, Executive Office for U.S. Attorneys, 
well in advance of the proposed effective date: 

1. SF-52, Request for Personnel Action 

2. Position Description Number, if established, or 5 copies of 
a proposed position description with an original copy of OF-8, 
Position Description coversheet. See USAM 10-2.311. 

3. Merit Promotion Package, if applicable. See USAM 10-2.311. 

10-2.523 Within-Grade Salary Increases 

Permanent and "term-appointment" non-attorney personnel are eligible 
to advance through the step rates of the General Schedule grade by means 
of within-grade salary increases until the maximum rate is reached. 
Department of Justice Order 1531.lB, (September 9, 1983). To be eligible 
for a within-grade, an employee must have completed the prescribed waiting 
period and have performed at an acceptable level of competence. 
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A. The length of the wa1t1ng period is related to the numerical step 
of a grade in which the employee is serving: 

1. 52 weeks in the next lower step to advance to step 2, 3, or 
4; 

2. 104 weeks in the next lower step to advance to step 5, 6, or 
7· , 

3. 156 weeks in the next lower step to advance to step 8, 9, or 
10. 

Approximately 90 days before an employee is eligible to receive a 
within-grade increase, the U.S. Attorney's office will receive a 
Within-Grade Salary Increase Certificate. If the immediate supervisor of 
the employee is satisfied that the employee's performance i~ of an 
acceptable level of competence, the certificate should be held until the 
last pay period before the increase is due (2 weeks before increase is 
due). At that time the supervisor will sign the certificate and have the 
employee sign it, deliver one copy to the employee and forward the 
original to the Personnel Office, Executive Office for U.S. Attorneys. It 
will be processed and should be reflected in the second paycheck that the 
employee receives after he/she has become eligible for the increase. 

If the immediate supervisor feels that the employee's performance 
does not or may not meet the acceptable level of competence required when 
the certificate is re~eiyed, the Personnel Office, Executive Office for 
U.S. Attorneys, should be contacted immediately for technical guidance 
concerning the procedures for denying a within-grade salary increase. 

In no case will a within-grade increase be effected until the 
certification has been signed and returned to the Personnel Office, 
Executive Office for U.S. Attorneys. If a within-grade increase is 
delayed through administrative oversight and the employee is otherwise 
eligible, it will be effected retroactively. 

B. Quality within-grade salary increases are additional increases 
which will add to basic pay. They are given in recognition of employees 
whose performances are above that found ordinarily in the type of position 
occupied, and normally benefit employees throughout their careers. This 
award may be given to no more than 25 percent of an office's non-attorney 
staff in any one year. See USAM 10-2.656. 
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10-2 .524 Retroactive Pay Increases and Promotions 

As a general rule, the effective date of administrative pay increases 
for Assistant U.S. Attorneys and promotions for non-attorneys is the date 
action is taken by the proper administrative official or a subsequent date 
fixed by that official. The proper administrative official is either the 
Director, Office of Attorney Personnel Management, for attorney pay 
increases, or the Personnel Officer, Executive Office for U.S. Attorneys 
(or designee) for non-attorney promotions. 

Such pay increases and promotions may be made retroactive only when a 
personnel action is not effected as originally intended by the proper 
administrative official because of a clerical error. Delays or oversights 
in the U.S. Attorney's office or at levels below that of the proper 
administrative official will not justify a retroactive effective date. 

The effective date of within-grade increases for non-attorneys will 
be made retroactive when the increase has been delayed as the result of 
administrative oversight on the part of the U.S. Attorney's office or the 
Executive Office, and the employee is otherwise eligible. See 5 C.F.R. 
§531.409. See also USAM 10-2.523. 

10-2.530 Overtime and Compensatory Leave 

10-2.531 Authority 

U.S. Attorneys or their designees are authorized to approve paid 
overtime and compensatory time off for their non-attorney staff. Payment 
for overtime is authorized only within the limits of the U.S. Attorney's 
overtime budget. 

The Executive Office for U.S. Attorneys. makes a quarterly allocation 
of overtime funds to each U.S. Attorney's office based on estimates of 
over.time requirements within overall budgetary contraints. Estimates of 
overtime needs are requested from each .office quarterly. 

Because overtime under 5 U.S.C. §5542 must be approved in advance by 
a person authorized to do so, it is recommended that the U.S. Attorney 
delegate in writing authority to approve overtime. Normally, the 
administrative officer or the supervisors delegated authority to approve 
Time and Attendance Records should be delegated the authority to approve 
overtime. 
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U.S. Attorneys are not authorized to approve overtime for attorney 
personnel. Assistant u.S:-Attorneys are professionals and should expect 
to work in excess of regular hours without overtime pay or compensatory 
time off. 

10-2.532 Payment for Overtime 

Federal overtime requirements are based on the provisions of 5 U.S.C. 
§5542 and on the Fair Labor Standards Amendments of 1974, Pub. L. 93-259 
(FLSA). Those requirements are outlined in the following Department 
Orders: 

A. No. 1500.2 - Pay for Time Spent on Official Travel; 

B. No. 1551.5 - Fair Labor Standards Act; 

C. No. 1551.3 - Overtime and Other Premium Pay. 

The following table summarizes the differences between Title 5 
overtime provisions and FLSA overtime provisions: 

Title 5 FLSA 

l. Covers all employees. l. Covers all employees 
GS-8 and below, referred to as 
"nonexempt," except for certain 
GS-318-8s. 

2. "Hours worked" in
cludes paid leave. 

2. "Hours worked" · does not 
include paid leave. 

3. Overtime after 40 
hours worked during a week or 
8 hours in a day. 

3. Overtime only after 40 
hours worked in a week. 

4. Overtime must be 
approved or ordered in advance 
by an authorized individual. 

4. All overtime worked is 
covered, · including that which is 
"suffered and permitted." 

5. Employees may re
quest compensatory time off in 
lieu of occasional or irregu
lar overtime pay. 

5. Compensatory time off is 
not authorized unless it is taken 
during the same week. 
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6. Travel is normally not 
considered hours of work for 
overtime purposes. Exception: 
travel to court or the 
executive branch of govern
ment. 

6. If the employee drives a 
vehicle, it is considered hours 
worked. Under certain conditions, 
travel as a passenger is "work." 

7. Time spent in training 
normally is not eligible for 
overtime pay. 

7. Depending upon the pur
pose of the training time spent in 
training or in preparation for 
training may be considered "hours 
worked." 

Employees covered by both Title 5 and FLSA receive the greater 
benefit when both statutes are applicable in a given situation. 

If entitlement at the end of a week is solely under Title 5, the 
employee may be granted compensatory leave at a later date, or be paid 
overtime. 

If entitlement at the end of a week is solely under FLSA, the 
employee must be paid overtime. 

If entitlement at the end of a week is under both FLSA and Title 5, 
and is equal, the employee may elect compensatory time by completing the 
appropriate block on the Time and Attendance Sheet or may elect to be paid 
overtime. 

Under the FLSA, management can not accept the benefits of a 
non-exempt employee's work without compensating the employee for that 
work. If the supervisor knows, or has reason to believe that work is 
being performed before or after hours or during the prescribed lunch 
break, that time counts as "hours worked," and the employee may become 
entitled to overtime pay. This has placed a new burden on supervisors and 
administrative officers who must now take positive action to control the 
amount of time worked by non-attorney personnel. 

Employees should be instructed to request overtime from appropriate 
officials if it is needed. See USAM 10-2.531. Employees should also have 
the option of taking compensatary leave when they are eligible. 

Overtime compensation earned while in travel status will be 
controlled by telling the employee when to tr ave 1 and by what mode. If 
the employee travels at a different time or by a different mode than that 
which was ordered, the employee receives the lesser amount of compensation 
based on actual and estimated travel. 
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10-2.533 Time Spent in Training as Hours of Work Under FLSA 

In general, under FLSA a non-exempt employee is paid for all time 
spent learning the duties and responsibilities of his or her current 
position. This includes any time spent by an employee in remedial 
training for the continued performance f the duties of his or her current 
position. Therefore, if an employee is directed to participate in such 
training, the training is primarily for the benefit of the agency, and the 
time spent training is hours of work under FLSA. On the other hand, if an 
employee voluntarily attends a training program to improve his or her 
performance, or attends a training program to enhance his or her 
opportunity for reassignment to another position or advancement to a 
higher grade, such training is primarily for the benefit of the employee. 
Time spent in this type of training is not "hours of work" under FLSA. 

10-2.534 Compensatory Leave 

Compensatory leave is time off in lieu of an equal amount of 
occasional or irregular overtime worked under the provisions of 5 U .s.c. 
§§5542, 5543. See Department of Justice Order, 1551.lC (January 10, 
1977). -

Compensatory leave can not be granted for any other purpose and must 
be substituted on a quarter hour for quarter hour basis. As a rule, an 
employee should not be permitted to accumulate more than 80 hours of 
compensatory time. 

Because overtime is not authorized for Assistant U.S. Attorneys, they 
are not eligible for compensatory leave. The Payroll Office will not 
record compensatory time earned for Assistants, and if an Assistant 
attempts to take compensatory leave, his/her annual leave balance will be 
debited. 

An employee, whose rate of basic pay is less than the maximum rate 
for grade GS-10, may request that he/she be granted compensatory time off 
in lieu of overtime pay. An employee whose rate of basic pay is in excess 
of the rate for grade GS-10/step 10 may be required to take compensatory 
time off in lieu of overtime for irregular or occasional overtime work. 
Compensatory leave will be authorized or approved in total each pay period 
in increments of one-quarter hour. At the end of each pay period, the 
hours and minutes of compensatory leave earned will be totaled on the Time 
and Attendance Report and odd minutes of less than one-quarter hour will 
be dropped from the total. Compensatory leave is always to be taken and 
charged to leave balance in multiples of one-quarter hour. 
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Compensatory leave must be used by the end of the year following the 
year in which it was earned (Le., if earned in 1984, it must be used by 
the end of 1985). If the employee is covered by the Fair Labor Standards 
Act (generally GS-8 and below) and fails to use the compensatory time, 
he/she will receive overtime pay. An exempt employee loses his/her right 
both to the time off and to the overtime pay, unless he/she has requested 
the leave in writing, between September 1 and 30 of the year in which it 
will be lost, and the request is denied. In that case, he/she will 
receive overtime pay. 

As a matter of policy, an office may require that compensatory time 
earned be taken before an employee uses any annual leave. If an employee 
covered by the FLSA initially requests compensatory time off, but prior to 
taking it decides that overtime pay is preferable, the office does not 
have to elect to pay the employee. However, the compansatory time off 
must be granted. 

Employees with unused compensatory time to their credit when 
transferring or being separated must by paid for the time. A written 
request must be made to the Personnel Management Staff, Executive Office 
for U.S. Attorneys. The request should include copies of the employee's 
time and attendance record for the pay periods in which the overtime was 
worked. 

10-2.540 Payroll 

10-2.541 Time and Attendance Reports 

Unless specifically authorized by the Director, Executive Office for 
U.S. Attorneys, only the U.S. Attorney may sign his/her own Time and 
Attendance Report, Form DOJ-296, as certifying official. 

For instruction and assistance in the preparation of Time and 
Attendance Reports, refer to Department of Justice Order 2120.6B, dated 
June 28, 1983, entitled Time and Attendance Report. 

Any additional questions regarding the preparation of Time and 
Attendance Reports which are not answered by referencing the manual, and 
questions regarding non-receipts of Time and Attendance Reports or late 
submissions, should be addressed to the payroll clerk. 
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10-2.542 Forms or Correspondence Mailed Directly to Payroll Office 

A. The following are to be mailed directly to the Payroll Office: 

1. Federal, state, and local tax forms; 

2. Savings bonds (SF-1192); 

3. Net pay allotments and savings allotments (SF-1199A-Revised 
1984); 

4. Applications for Refund of Retirement Deductions (SF-2802); 

a. Under the provisions of the Civil Service Retirement 
Spouse Equity Act of July, 1984, if application is made 
for a refund of retirement contributions, the employee 
must notify his/her current spouse. Notification is 
accomplished via OPM Form 1537, Current/Former Spouse's 
Notification of Application for Refund of Retirement 
Contributions. 

5. Applications for Voluntary Contributions (SF-2804); 

6. Memoranda requesting cancellations for allotments and bonds; 

7. Requests for information on amount of money in retireraent 
fund; and 

8. In order for an employee transferring from another federal 
agency to receive credit for FICA withheld during a calendar year, a 
copy of the FINAL earnings stateraent must be submitted via a 
memorandum which details the employee's name, Social Security nuraber, 
organization code, telephone number, and that the information is 
being furnished to update the FICA data in the Haster file. 

B. The Payroll Office address is: 

Justice Employee Data Service Center 
P. o. Box 2922 
Washington, D.C. 20013 
Attn: (Servicing Payroll Clerk) 

The servicing payroll clerk should be contacted regarding the 
processing of these forms and deductions from the salary check. The 
telephone number is FTS 272-6111. 
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10-2.543 Substitute Checks 

When an employee has not received a salary check, an immediate 
replacement may be made if reported to the appropriate Disbursing Center 
within 15 days from the original date of issue. 

Prior to reporting non-receipt of a check to Payroll Operations, 
please call the payroll clerk assigned to your office to determine if the 
employee has been paid. If payment has not been made, you will be advised 
why and when you may expect the salary check. 

Once it has been established that the employee has not been paid, you 
should take the following steps: 

DO]·l986·0l 
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A. District Does Not Receive by Payday Regular Salary Checks for 
Distribution in the Office: 

Immediately contact the Payroll Operations Unit (FTS or 202) 
633-3605. Payroll Operations will make the necessary arrangements with 
the Disbursing Center for the issuance of substitute checks. At that time 
you will be given the following instructions: 

1. If the original checks are received before the substitute 
checks, you must contact Payroll Operations before distributing the 
originals. After checking with the Disbursing Center, Payroll 
Operations will advise you whether or not you can distribute the 
originals. 

2. If the substitute and original checks are received at the 
same time, distribute the substitutes and return the originals to the 
Treasury Disbursing Center with a cover memorandum stating that 
substitute checks have been distributed. A copy of this memorandum 
should be sent also to Payroll Operations. 

3. If the original checks are received after the substitute 
checks have been received and distributed,- they should be returned to 
the Treasury Disbursing Center with a memorandum stating that. A copy 
of this memorandum should be sent also to Payroll Operations. 

B. All Other Cases: 

The key to getting a substitute check is that the employee never 
received the check. - This may happen in one of two ways: 

1. The check is received in the district for remailing, or 
presentation, to the employee, and subsequently is lost, stolen or 
destroyed prior to the employee receiving it; or 

2. The employee has the salary check mailed directly. 

When a check is not received in the above instances, after allowing 
sufficient time for mail delay, contact Payroll Operations which will make 
the necessary arrangements for the issuance of a substitute check. Once a 
substitute check is requested, follow the instructions in part A of this 
section for determining negotiability of original or substitue checks. In 
addition, you will be requested to furnish Payroll Operations with a 
memorandum, which in turn will be forwarded to the Disbursing Center. 

A substitute check MUST be requested within 15 days of the original 
issue date. 

MAY 25, 1984 
Ch. 2, P• 113 

1984 USAM (superseded)



UNITED STATES ATTORNEYS ' MANUAL 
TITLE 10-EOUSA 

c. Lost or Destroyed Checks: 

Once an employee has received his or her check and it is lost, 
destroyed, stolen or the lS-day deadline for requesting a substitute check 
has expired, it cannot be replaced by an immediate substitute issue. 

The employee must execute a signed statement (memorandum) outlining: 

1. The pay date and amount of the check; 

2. Circumstances surrounding the loss, destruction or theft of 
the check; 

3. Whether or not the check was endorsed. If it was endorsed, 
the way it was endorsed should be described; and 

4. The employee's mailing address. 

This memorandum should be forwarded to Payroll Operations Unit which 
will provide additional information required and then forward it to the 
appropriate Disbursing Center requesting that a Stop Pay Action be placed 
on the check. 

10-2.S44 Supplemental and Manual Checks 

If a new employee does not receive a pay check during the second pay 
period after his/her entry.on duty, a supplemental or manual check may be 
issued at the request of the office. The following procedures cannot be 
used for employees 'Who have been paid an incorrect amount. 

The U.S. Attorney's office must first determine if the requisite 
appointment affidavit had been forwarded in a timely manner to the 
Personnel Office. If it has, the servicing personnel clerk should be 
contacted to determine 'Whether the action has been keyed and an SF-SO, 
Notification of Personnel Action, generated. If so, the personnel clerk 
will arrange for a supplemental check to be issued by the Payroll Office. 
This process takes S-7 days. 

In cases in which an SF-SO has not been generated and the SF-61 was 
received by the second Thursday in the pay period, a manual SF-SO will be 
prepared and forwarded to the Payroll Office. The personnel clerk will 
contact the office to advise that the SF-SO is at the Payroll Office 
(generally one working day later). The office should then tell the United 
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States Marshals Office that the SF-50 is in payroll for their verification 
so that a check can be issued. The employee to whom the check has been 
issued must repay the Marshal as soon as possible after recept of the 
regular pay check. 

10-2.545 Other Problems 

Questions regarding deductions for health benefits, civil service 
retirement, life insurance, and lump sum payment for annual leave should 
be addressed to the Payroll Office. 

Questions regarding the amount of money in the Civil Service 
Retirement Fund should be directed to the Health Benefits and Retirement 
Section on FTS 272-6117. 

Questions regarding the issuance or correction on W-2s, Wage and 
Earning Statement, should be directed to the Payroll Accounting Office on 
FTS 272-6115. 

All other payroll problems not mentioned above or in USAM 10-2.541 
should be referred to the Personnel Office, Executive Office for U.S. 
Attorneys. The servicing personnel management specialist will determine 
the origin of the problem (i.e., within the Payroll or Personnel Office), 
take the necessary actio~ solve it, or refer the caller to the 
appropriate office for resolution. 

10-2.546 Erroneous Payments 

Authority to collect indebtedness resulting from erroneous payments 
to U.S. Attorneys and their staffs has been delegated to the Assistant 
Attorney General for Administration, 28 u.s.c. §0.150. If an overpayment 
is discovered, Payroll will notify the employee and make arrangements for 
repayment. 

10-2.547 Justice Earnings Statement 

Form OMF-44, Justice Earnings Statement, is a two-part form which 
shows all of the data elements on both copies. The office copy of this 
form must be maintained and disposed of in accordance with the Privacy Act 
(see 5 u.s.c. §552a). Specifically, office copies of OMF-44 must be filed 
inlocked cabinets, accessible only to the u.s. Attorney, the 
administrative officer, individual(s) designated by the U.S. Attorney to 
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perform the office's personnel functions, and, on a case-by-case basis, to 
other Executive Branch personnel who in the course of their official 
duties have a need to know. There is no minimum retention period because 
the information contained on the OMF-44 is duplicative of the official 
files maintained by the Payroll Office in Washington, D.C. They should be 
destroyed after the employee leaves or after 3 years, whichever occurs 
first. 

10-2.600 Employee Management Relations 

10-2.610 Employee Grievances 

10-2.611 Authority and Scope 

A. Authority: The Department of Justice Order 1771.lB (August 30, 
1982), and the Federal Personnel Manual, Chapter 771, govern the 
processing of employee grievances within the Executive Office for U.S. 
Attorneys and the U.S. Attorneys' offices. 

B. Purpose: The procedures set forth in these regulations are to 
provide direction and guidance for the Executive Office for U.S. Attorneys 
and the u.s. Attorneys' offices in carrying out their responsibilities for 
implementing governing grievance regulations and for assuring effective 
administration of the grievance system. 

C. Policy: It is ~he policy of the Executive Office for U.S. 
Attorneys and the U.S. Attorneys' offices to administer a personnel 
program that promotes good employee-management relations. Effective 
administration requires that employees be given ample opportunity to 
obtain consideration of their expressions of dissatisfaction with matters 
that are subject to management control and affect them personally. 
W~enever possible, this opportunity should be present in the normal 
day-to-day relatio~ships between employees and their immediate 
supervisors. An employee, his or her representative, and other persons 
involved in grievance matters shall be free from restraint, interference, 
discrimination, coercion, or reprisal in connection with, or because of, 
the presentation of a complaint or grievance. 

D. Definitions: 

1. The term "grievance·" means a written and signed request by 
an employee, or by a group of employees acting as individuals, for 
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personal relief in a matter of concern or dissatisfaction which 
arises during the employment of the employee(s) and which is subject 
to the control of agency management; 

2. The words "Official Time," as used in these instructions, 
mean time during working hours without charge to leave or loss of 
pay; 

J. The term "Order," as used in these instructions, refers to 
Department of Justice Order 1771.lB (August 3J, 1982). 
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E. Employees Covered: This section applies to all current and 
former employees in the Executive Office for U.S. Attorneys and the 
Offices of the U.S. Attorneys for whom a remedy can be provided except 
those defined by paragraph 6 of the Order. 

F. Actions Covered/Excluded: Any matter of concern or 
dissatisfaction that is personal to an employee and subject to the control 
of the management officials of the Department will generally be covered by 
the grievance procedure. The matters described in paragraph 7 of the 
Order and 5 C.F.R. §771.206(c)(l) are excluded. 

G. Responsibilities: 

1. In addition to the responsibilities outlined in paragraph 3 
of the Order, supervisors/managers and employees are responsible for 
the following: 

a. Supervisors/Managers are responsible for: 

(1) Ensuring that employees are aware of the 
provisions of Department of Justice Order 1771.lB (August 
30, 1982), and USAM 10-2.600 and the right to have access 
to these materials; 

(2) Keeping the employee (grievant) informed either 
orally or in writing of any steps management has taken to 
resolve the matter being grieved; 

(3) Contacting the Personnel Office for further 
assistance in processing a case of an unresolved informal 
grievance or at the time it is known a formal grievance is 
being filed, whichever occurs first; 

(4) Maintaining copies of all written material that 
transpired at the informal level and forwarding it to 
Personnel Office; and 

(5) Referring the grievance, if necessary, to the 
appropriate official who has authorit~ to resolve the 
grievance. 

b. Employees are responsible for: 

(1) Being knowledgeable about Department of Justice 
Order 1771.lB (August 30, 1982), and USAM 10-2.600; 
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(2) Attempting to resolve a matter of concern or 
dissatisfaction of working conditions or employment by 
discussing it with his or her immediate supervisor; and 

(3) Maintaining copies of written correspondence 
regarding the grievance. 

2. All parties to a grievance shall take reasonable steps to 
process a grievance as quickly as possible. The timeframes involved 
for processing grievances are contained in USAM 10-2.613. Only in 
unusual cases should 120 days expire between the date an employee 
files a formal grievance and its final resolution. 

10-2.612 Employee Rights 

A. Right to Representation: An employee presenting a grievance has 
the right to be accompanied, represented, and advised by a representative 
of his or her own choosing. 

B. Representation Challange: 

l. The Executive Office has the right to disallow an employee's 
choice of representative. See Department Order 1771.lB (August 30, 
1982), paragraph 8d. 

2. An employ~e has the right to challenge the decision to 
disallow his or her choice of representative. If the employee 
exercises this right, he or she must submit in writing the challenge 
to the head of the Executive Office or his or her designee within five 
(5) days of notification of the dis allowance. The head of the 
Executive Office or his or her designee shall issue a decision, in 
writing, to the employee within ten (10) days of receipt of the 
challenge. This decision shall be final and shall be made before 
proceeding with the grievance. 

C. Utilization of Office Facilities: An employee may request either 
orally or in writing from the U.S. Attorney access to office facilities in 
order to prepare his or her grievance. It is at the discretion of the 
U.S. Attorney whether to grant an employee such access. 

D. Official Time: An employee and the employee's representative, if 
an employee of the Department, are entitled to a reasonable amount of 
official time to prepare a grievance. This time will vary with each case, 
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but shall not exceed eight (8) hours except in the most unusual 
circumstances. Arrangements for the use of official time should be 
coordinated with the employee's supervisor. See Department of Justice 
Order 1771.lB, paragraph 9 (August 30, 1982). --

10-2.613 Grievance Procedures 

A. Informal Grievance Procedure: 

1. An employee shall attempt to resolve a matter of concern or 
dissatisfaction with working conditions or employment by discussing 
it with his or her immediate supe rvi so r. If the matter cannot be 
resolved, the employee may file an informal grievance with the 
immediate supervisor in accordance with the following procedures. 
The grievance must be in writing and be dated and signed by the 
employee (grievant). If the immediate supervisor lacks authority to 
resolve the matter being grieved, the immediate supervisor must refer 
the matter to the lowest level official in the district or the 
Executive Office for U.S. Attorneys who has such authority within 
five (5) calendar days of receipt of the grievance. A perceived need 
to refer the matter outside either of these organizations should be 
coordinated with the Personnel Office. The referral does not, 
however, extend the fifteen ( 15) day timeframe in which a decision 
must be made under the informal procedure. 

2. 'nle informal grievance shall state the employees's name, 
title, grade, org·anization (division, section, unit, etc.), and the 
name and title of his or her immediate supervisor. The employee 
shall also set forth in precise terms exactly what the grievance is, 
all facts relating thereto, including the names of any individuals 
against whom the grievance is made, the perceived reason for his or 
her dissatisfaction, the manner in which he or she personally has 
been adversely affected, and the specific corrective action desired. 
It should also contain specific information concerning any efforts 
made prior to the informal grievance to resolve the matter with his 
or her immediate supervisor. 

3. An employee shall present a grievance concerning a 
particular act or occurence within fifteen (15) days from the date of 
the act or occurrence, or the date he or she knew or had reason to 
know of the act or occurrence. 

4. An employee shall complete the action under the informal 
grievance procedure before a grievance concerning the same matter 
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will be accepted for processing under the formal grievance 
procedures, EXCEPT that a grievance over a reprimand or a suspension 
of 14 days or less shall be accepted at the formal stage of the 
grievance procedure. See USAM 10-2.613, paragraph B. A decision 
under the informal procedure should be made within fifteen (15) days 
of receipt of the grievance. If the decision is not rendered by the 
immediate supervisor, the official who has authority to take act ion 
should communicate his or her response to the immediate supervisor 
who is to inform the employee of the decision. 

B. Formal Grievance Procedure: 

l. If an employee has completed action under the informal 
grievance procedure and is dissatisfied with the decision or if the 
employee is grieving a reprimand or a suspension of fourteen (14) 
days or less, he or she may present the grievance to the next level 
higher than the individual who had authority to take action at the 
informal level. 'nlis action must be accomplished within fifteen (15) 
days from the date of receipt of the written decision on the 
grievance filed under the informal procedure. 'nlis official becomes 
the Deciding Official for the formal grievance. 

In the event a decision has not been issued within the specified 
timeframe (15 days) the employee may also proceed to the formal 
stage. This action does not stay management's obligation of 
processing the informal grievance resolution. 

2. In addition to the information provided at the informal 
stage of the grievance as stated in A.2. of this section, the formal 
grievance shall contain the decision reached during the informal 
stage, if any, and specific information concerning the corrective 
action desired. 'nle formal grievance must also be in writing and be 
dated and signed by the employee (grievant). 

C. Referral Beyond Immediate Office: 

l. The Deciding Official for both attorney and non-attorney 
grievances, in most cases, will be the second-line supervisor. When 
a U.S. Attorney is the immediate supervisor of a grievant, the Deputy 
Director, Executive Office for U.S. Attorneys, will be the Deciding 
Official for attorney grievances and the Assistant Director, 
Administrative Services, for non-attorney grievances. If the 
Director, Executive Office for U.S. Attorneys, is the immediate 
supervisor of a grievant, the Deciding Official is the Associate 
Attorney General in accordance with Department of Justice Order 
1771.lB, paragraph 3 (August 30, 1982). 
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U.S. Department of Justice , 

Executive Office for United States Attorneys 

Office of the Director WaJhington, D.C. 20530 

JLl l 0 9'.16 
(Expires December 10, 1986) 

TO: Holders of United States Attorneys' Manual Title 10. 

FROM~. nited States Attorneys' Manual Staff 
xec~·ve Offics""'lfor United States Attorneys 

I "'tW.. • ............ \ SQ.,~ 
~rr1am P. Tys , Director 
Executive Off ic for United States Attorneys 

RE: Non-Attorney Pe ormance Rating Grievance 
Procedure 

NOTE: 1. This is issued pursuant to and EXPIRES unless 
reissued or incorporated pursuant to USAM 1-1.550. 

2. Distribute to holders of Title 10. 

3. Insert in front of USAM 10-2.614. 

PURPOSE: The purpose of this bluesheet is to delineate a new 
grievance procedure for non-attorney performance 
ratings. This procedure is an approved variation to DOJ 
Order 1771.18, Employee Grievance Procedures. 

AFFECTS: USAM 10-2.614 

The following should replace the material at USAM 10-2.614. 

10-2.614 Performance Rating Grievance by Non-Atto rneys 

Non-attorneys in the Off ices of the United States Attorneys 
(OUSAs) and Executive Office for United States Attorneys (EOUSA ) , 
except members of the Senior Executive Service (SES), who wish to 
contest a performance rating or any aspect of a performance rati ng 
must adhere to the policies and procedures contained in the 
following material. This procedure is an approved variation to 
Department of Justice Order No. 1771.lB, Chapter 5, Performance 
Rating Grievance s . . 
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The Director, EOUSA has overall responsibility for the 
performance rating grievance system for all non-SES non-attorneys. 
The Director may delegate all or a portion of the responsibility 
to a designee. 

A. Representation: An employee who requests a review of 
his/her performance rating has the right to be assisted at any 
stage by a Department employee of his or her choice. If the 
employee's choice of representative creates a conflict of 
interest, or gives rise to unreasonable costs to the Government, 
the EOUSA can require that the employee select another 
representative. 

B. Extensions of Time: The Director of the EOUSA, or 
designee, may grant an extension, not to exceed ten calendar days, 
of each time limit stated in the following procedures. All 
parties are to be informed in writing of all time extensions. A 
request for an extension of time that is not submitted in a timely 
manner may be rejected by the Director of the EOUSA or designee, 
for untimeliness. 

c. Use of Official Time: The employee and his or her 
representative (if a Department employee) are entitled to a 
reasonable amount of official time to prepare the written 
submissions. Appropriate arrangements for the use of official 
time should be coordinated with the employees' supervisors. 
Normally, a reasonable amount of time should not exceed eight (8) 
hours. However, if there is disagreement on what constitutes a 
reasonable amount of time, the issue will be resolved by the 
Director of the EOUSA, or designee. 

D. Submission Procedures: 

1. A request for review of an official performance 
rating must be submitted in writing to the Director of the EOUSA 
or designee, and to the rating official, within 30 calendar days 
of the employee's receipt of the official appraisal. It must 
include the following: 

a. A copy of the disputed performance rating~ 

b. A comprehensive statement of the reason(s) why the 
overall rating or individual element rating(s) should be 
changed or the documentation remark(s) removed, and any 
other supporting documentation, such as a performance 
workplan; and 
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c. A statement certifying that a copy of the request for 
review has been delivered to the rating official. 

2. Supporting documentation regarding work performance 
should relate to the performance standards for each element that 
is at issue in the grievance. In addition, the employee should 
specify the specific relief sought. Matters occurring outside the 
rating period should not be included unless relevant to actual 
performance during the rating period. To prevail, the employee 
must demonstrate to the satisfaction of the Director of the EOUSA, 
or designee, that the rating should be changed. 

3. The rating official must furnish a written reply to 
the employee's request for review to the Director of the EOUSA, or 
designee, within 20 calendar days of the date the Director of the 
EOUSA, or designee, received the request for review. The reply 
should include a copy of the performance workplan, if it has not 
been submitted. Matters occurring outside the rating period 
should not be included unless relevant to actual performance 
during the rating period. The rating official must also provide a 
statement certifying that a copy of the written reply was 
delivered to the employee. 

4. The employee may respond in writing to the rating 
official's reply. The response must be submitted to the Director 
of the EOUSA, or designee, within 10 calendar days of the date the 
Director of the EOUSA, or designee, received the rating official's 
reply. The employee is not permitted to raise new issues in this 
final statement, but may discuss any new matters raised in the 
rating official's reply. At this time, the employee must 
designate the Department employee who the employee has selected to 
serve on the Review Committee. 

5. All written statements concerning the appeal are t o 
be submitted to the Executive Office and within the district, if 
mailing is required, via certified mail. Sensitive and classified 
information or any other material excluded by law (including grand 
jury material) shall not be sent as supporting documentation. 

6. The record consists of the employee's comprehensive 
statement, the rating official's reply, the final statement, and 
the attachments to these submissions. 

E. Review Committee: The final decision on all grievances 
will be made by the Director of the EOUSA, or designee. The 
Review Commi ttee will make a recommendation to the Director based · 
solely on the record. There is no right to an oral presentation 
before the Committee. However, if a majority of the Commit t ee 
determines t hat i t is necessary , the Commi t tee may engage in 
fact-finding. 
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1. The Committee will consist of at least three members 
including: 

a. The Director Office of Administration and Review for 
the EOUSA, or designee. 

b. A Department employee, including any attorney, 
designated by the employee. If the employee's choice of 
representative creates a conflict of interest or gives rise 
to unreasonable costs to the Government, the Director of the 
EOUSA, or designee, can require that the employee select 
another representative. To avoid unreasonable costs, the 
Director of the EOUSA, or designee, may require that the 
employee select a committee member who works in the 
Washington metropolitan commuting area. 

c. The Director of Legal Services for the EOUSA, or 
designee. 

All members of the Committee must be currently employed by 
the Department and may not have participated in the assignment or 
review of the contested rating. The Director of the EOUSA, or 
designee, retains the right to disapprove selection of a committee 
member on the basis of a conflict of interest. 

2. The Committee will have the authority, after 
considering an employee's request, to recommend to the Director of 
the EOUSA, or designee, any of the following actions: 

a. Adjust the overall rating; 

b. Adjust one or more individual element ratings; 

c. Remove one or more remarks; 

d. Leave the overall rating, individual element 
rating{s) and/or remark{s) unchanged; or 

e. Return the record to the rating or reviewing 
official for further consideration. 

3. Committee's Recommendation: 

The Committee will make a written recommendation to the 
Director of the EOUSA, or designee. Issues will be settled by 
majority vote of the Committee and the Committee will prepare a 
written recommendation to the Director, or designee. Any Committee 
member may write a dissenting opinion .which will be forwarded to 
the Director, or designee. 
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F. Decision 

The Director of the EOUSA, or design~e, will make · the fina l 
decision on the performance grievanc~ after reviewing the 
Committee's recommendation. All parties will be notified in 
writing of the final decision. 

D0}-1986.0i 
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U.S. Department of Justice . 

Executive Office for United States Attorneys 

Office of the Director Wa1hington, D.C. 20530 

October 24, 1986 
(Expires March 24, 1987) 

'10: Holders of United States Attorneys' Manual Title 10 

~~ United States Attornevs' Manual Staff 
l/) Executive Office for United States Attorneys 

Willicrn P. Tyson 
Director 

Performance Rating Grievance by "5sistant United 
States Attorneys and Attorneys within the 
Executive Office for United States Attorneys 

NOTE: 1. This is issued p..irsuant to USA~ 1-1.550. 
2. Distribute to Holders of Title 10. 
3. Insert at end of Title 10. 

AFFECTS: USAM 10-2.615 

PURPOSE: Bluesheet 10-2.615 delineates new performance rating grievance 
procedures for Assistant United States Attorneys and Attorneys 
within the Executive Office for United States Attorneys. 

The following should reolace the material at USA~ 10-2.615. 

10-2.615 Performance Rating Grievance by Assistant United States Attorneys 
and Attorneys within the Executive Office for United States 
Attorneys 

Deparbnent of Justice Order 1771.lE (August 30, 1982), and instructions 
issued by the Office of Attorney Personnel Management (O~) establish 
grievance procedures for all Department attorneys, inclliling Assistant U.S. 
Attorneys, who wish to oontest any aspect of their annual performance ratinqs. 
The described grievance is the sole ~inistrative procedure for contestirg a 
dis"PUted performance rating or any aspect of a performance rating. 

The Director, Executive Office for U.S. Attorneys (EXl.JSA) has cwerall 
responsibility for the performance rating grievance system for all non-SES 
attorneys in the Executive Office and the Offices of the U.S. Attorneys. The 
Director may delegate all or a p:>rtion of the resp:>nsibility to a designee. 
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A. Representation: An attorney who requests review of his/her 
performance has the right to be assisted at any stage by a Department attorney 
or other Department employee of his or her choice. If the employee's choice 
of representative creates a conflict of interest, or gives rise to 
unreasonable costs to the goverrnnent, the l'XXJSA can require that the employee 
select another representative. 

B. Extensions of Time: The Oirector of the FUJsa, or desiqnee, may grant 
an extension, not to exceed ten ( 1 O) caleooar days, of each time limit stated 
in the following procedures. All parties are to be informed in writing of all 
time extensions. A r~est for an extension of time that is oot subnitted in 
a timely manner may be rejected by the Director of the En.JSA or designee, for 
untimeliness. 

c. Use of Official 'T'ime: The attorney and his or her representative (if 
a Department employee) are entitled to a reasonable arrount of official tirne to 
prepare the written submissions. ~ppropriate arranqements for the use of 
official time should be coordinated with the enployees' supervisors. 
Normally, a reasonable amount of tirne should not exceed eight (8) hours. 
However, if there is a disagreement on what constitutes a reasonable CITIOUnt of 
time, the issue will be resolved by the nirector of the En.JSA, or designee. 

o. SUbmission Procedures: 

1. A request for review of an official performance rating must be 
subnitted in writing to the Director of the EOOSA or designee, and to the 
rating official, within thirty (~n) calendar days of the attorney's 
receipt of the official appraisal. It must include the following: 

a. A COP.f of the disputed performance ratinq: 

b. A comprehensive statement of the reason(s) why the overall 
rating or individual element ratinq(s) should be changed or the 
remark(s) renoved, and any other supporting documentation, sudl as a 
performance workplan: and 

c. A statement certifying that a cow of the request for 
review has been delivered to the rating official. 

2. Supportinq doctmentation regarding work performance should relate 
to the performance standards for each elenent that is at issue in the 
qrievance. In addition, the attorney should specify the specific relief 
sought. Matters occurring outside the rating period should oot be 
inclt.rled unless relevant to actual performance durin:J the ratir¥J period. 
To y:revail, the attorney must deroc>nstrate to the satisfaction of the 
Director of the EOOSA or designee that the rating should be changed. 
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3. 'ttle rating official must furnish a written reply to the 
attorney's request for review to the Director of the EClJSA, or designee, 
within twenty (20) caleooar days of the date the Director of the EO.JSA or 
designee received the request for review and so notified the rating 
official. The reply should include a copy of the performance workplan, 
if it has not been sul::mitted. Matters occurring outside the rating 
perioo should not be included unless relevant to actual performance 
during the rating period. The rating official must also provide a 
statement certifying that a copy of the written reply was delivered to 
the attorney. 

4. The attorney may respond in writing to the rating official's 
reply. The response must be sut:rnitted to the Director of the BOOSA, or 
designee, within ten (10) calendar days of the date the Director of the 
EXlJS_A or designee received the rating official's reply and so notified 
the attorney. The attorney is not -permitted to raise new issues in this 
final statement, but may discuss any new matters raised in the rating 
official's reply. At this time, the attorney must designate the 
Department enployee who the attorney has selected to serve oo the Review 
carrnittee. 

5 • .All written statements concernirn the appea1 are to be subnitted 
to the Executive Office and within the district, if mailing is required, 
via certified mail. Sensitive and classified information or any other 
material excluded by law (includina grand jury material) shall not be 
sent as supportinq doclJTlentation. 

6. The record consists of the attorney's comprehensive statement, 
the rating official's reply, the final staternent, and the attachments to 
these submissions. 

E. Review Ccrnmittee: The final decision on all grievances will be made 
by the nirector of the EOOSA, or desiqnee. '11le Review CcmTiittee will make a 
recamnendation to the Oirector based solely on the record. There is no right 
to an oral ~esentation before the Camlittee. However, if a majority of the 
carrnittee determines that it is necessary, the Ccxrrl'ittee may engage in 
fact-fiooing. 

1. The Catrnittee will consist of at least three members including: 

a. The Director of the Off ice of Adrninistratioo and 'Review for 
the EOOSA, or designee. 
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b. A Department attorney, including aey Assistant U.S. 
Attorney or other Department attorney, designated by the enployee. 
If the attorney's choice of representative creates a conflict of 
interest or gives rise to l.D'lreasonable ex>sts to the government, the 
Director of the ECJJSA or designee can require that the employee 
select another representative. 'lb avoid unreasonable ex>sts, either 
the employee or the Director of the EXlJSA or desiqnee may select a 
ccmnittee member ""11o w::>rks in the Washington metropolitan cxmnuting 
area. 

c. The Director of the Office of Legal services for the EnJS1\ 
or designee. 

All menbers of the Carroittee must be currently employed b'{ the Department 
and may not have participated in the assigrunent or review of the contested 
rating. 'the Director of the Ea.JSA or desiqnee retains the riqht to disapprove 
selection of a CXJTITlittee member on the basis of a ex>nflict of interest. 

2. The comnittee will have the authority, after considerinq an 
attorney's request, to reconmend to the Director of the ECXJSA or 
designee any of the following actions: 

a • .Adiust thP. overall rating: 

b • .Adiust one or more individual element ratinqs; 

c. Rerove one or more remarks: 

d. r..eave the overall ratinq, individual element ratinq(s) 
and/or rernarks(s) unchanqed; or 

e. Return the record to the rating or reviewing official for 
further consideration. 

3. The Ccmnittee will make a written reccmnendation to the Director 
of the ECXJSA, or designee. Issues will be settled by majority vote of 
the carmittee and the Conmittee will prepare a written rerorrmendatioo to 
the Director or designee. Any carmittee member may write a dissenting 
opinioo which will be forwarded to the Director or designee. 

F. Decision: The Director of the ECXJSA or designee will make the final 
decision oo the performance grievance after reviewing the Ccrrmittee's 
reccmnendation. All parties will be notified in writing of the final 
decision. 
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2. The Personnel Office should be contacted by 1!Ae district or 
Cfxecutive Office for U.S. Attorneys supervisor;-for assistance in the 
case of an unresolved informal grievance or at the time it is known 
formal grievance is being filed, whichever occurs first. It is 
management's responsibility to contact the Personnel Office, to 
maintain copies of all correspondence that transpired at the informal 
level, and to forward , such material to the Personnel Office. 

D. Fact-Finding Inquiry and Final Decision of Grievance: See 
Department of Justice Order No. 1771.lB, Chapter 4 (August 30, 1982). 

10-2.614 Performance Rating Grievance by Non-Attorneys 

Non-attorneys, except members of the Senior Executive Service, who 
wish to contest a performance rating or any aspect of a performance rating 
must adhere to the policies and procedures contained in Department Order 
No. 1771.lB, Chapter 5 (August 30, 1982), Performance Rating Grievance 
Committee (PRGC), as supplemented by the following material. 

A. Function and Authorit of the Performance Ratin Grievance 
~C~omm~~i_t_e_e ___ P_R_G_C..;..: See Department Order No. 1771.lB, Chapter 5 August 30, 
1982). 

B. Membership: Each PRGC will consist of three members: 

l. The Personnel Officer or his or her designee from the 
Personnel Office who will chair the PRGC pursuant to DOJ Order No. 
1771.lB, Chapter 5, paragraph l8b(l), (August 30, 1982). 

2. A member designated by the employee, who: 

a. Is a current employee of the Department; and 

b. Has not participated in making or reviewing the 
contested rating. 

3. A member designated by the Director of the Executive Office 
for U.S. Attorneys or his or her designee who: 

a. Is a current employee of the Department; and 

b. Has not participated in making or reviewing the 
contested rating. 
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C. Procedures for Non-Attorneys Filing a Request for Review of a 
Performance Appraisal: After the reviewing official has signed an 
employee's performance rating form and returned it to the rating official, 
the rating official must discuss with the employee again the individual 
and overall performance ratings. 'nle employee should acknowledge receipt 
of the final rating and sign and date the rating form. The employee's 
signature only acknowledges that the final rating has been discussed; it 
does not constitute agreement with the rating assigned or void any rights 
the employee has to grieve the rating. If the employee is dissatisfied 
with any aspect of the performance rating, he or she may file in 
accordance with the grievance procedure a request for review of the 
official performance rating.- 'nle request must be submitted in writing to 
the Personnel Officer, Executive Office for U.S. Attorneys, no later than 
fifteen ( 15) calendar days after acknowledging receipt of a copy of the 
official rating which has been signed by the rating and reve iwi ng 
officials. If an employee declines to acknowledge receipt of a copy of 
the official performance rating, the employee must submit the request for 
review no later than fifteen (15) calendar days after the rating official 
certifies physical delivery of the rating to the employee. Department of 
Justice Order 1771.lB, Chapter 3 (August 30, 1982), specifies the 
information to be included in a formal grievance. In addition, the 
employee (grievant) should submit a copy of the disputed rating, a copy of 
the performance work plan, a comprehensive statement of the reason(s) why 
the rating (either one or more individual elements overall) should be 
increased or a remark removed, and other appropriate supporting 
documentation. 

D. Procedures for Attorneys Filing a Request for Review of a 
Performance Appraisal: Attorneys who wish to contest a disputed 
performance rating or any aspect of a performance rating must adhere to 
the policies and procedures contained in the USAM 10-2.614. 

10-2.615 Performance Rating Grievance by Assistant United States 
Attorneys 

Department of Justice Order 1771.lB (August 30, 1982), and 
instructio~.s issued by the Office of Attorney Personnel Management (OAPM) 
establish grievance procedures for all Department attorneys, including 
Assistant U.S. Attorneys, who wish to contest any aspect of their annual 
performance ratings. The policies and procedures of the Performance 
Rating Grievance Committees (PRGCs) outlined below represent the sole 
remedy for attorne)S wishing to contest any aspect of a performance 
rating. · 
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A. Function: PRGCs will be convened on an ad hoc basis and 
empowered to provide an impartial review of: 

1. An attorney's request for review of the overall official 
rating; and/or 

2. An attorney's request for review of one or more individual 
element ratings on the performance rating form; and/or 

3. An attorney's request for review of any remarks that are 
part of the official performance rating. 

B. Authority: A PRGC will have the authority, after considering an 
employee's request, to: 

1. Increase an overall rating; and/or 

2. Increase one or more individual element ratings; and/or 

3. Remove one or more remarks; and/or 

4. Leave the overall rating, individual element rating, or 
remarks unchanged. 

There is no right to an oral presentation before a PRGC. 

C. Membership: Each PRGC will consist of three members: 

1. The Director, OAPM, Office of the Deputy Attorney General, 
or his or her designee, who will chair the PRGC; 

2. A Department attorney (including any Assistant U.S. 
Attorney) designated by the employee, who: 

a. Is currently employed by the Department; and 

b. Did not participate in the making or reviewing of the 
contested rating. 

3. A Department attorney (including any Assistant U.S. 
Attorney) designated by the Director, Executive Office for U.S. 
Attorneys, who: 

APRIL 13, 1984 
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a. Is currently employed by the Department; and 

b. Did not participate in the making or reviewing of the 
contested rating. 

The Director, OAPM, retains the right to disapprove selection of a 
PRGC member on grounds of real or apparent conflict of interest or 
position. 

D. Representation: An employee who requests review by a PRGC has 
the right to be assisted at any stage of the proceeding by an attorney or 
any other representative of his or her choice; however, the representative 
cannot then or later be a member of the PRGC which will decide the matter. 
Neither the employee nor his or her representative has a right to be 
present at PRGC meetings. 

E. Burden of Proof: The employee requesting review will have the 
burden of establishing a prima facia case for the proposition that the 
employee's rating should be changed. This burden also rests with the 
employee when he or she is requesting the removal of a remark from the 
performance rating. If the employee meets this burden in the view of the 
PRGC, the rating official's reply will be reviewed to determine if the 
rating official had a reasonable basis for making the original rating or 
stating a particular remark on the performance rating. 

F. Timeliness of Request: A request for review of an official 
performance rating must be submitted in writing to the Department of 
Justice, Off ice of Attorney Personnel Management, Room 4311, Main Justice 
Building, Washington, D.C. 20530, no later than fifteen (15) calendar days 
after acknowledging receipt of a copy of the official signed rating. If 
an employee declines to acknowledge receipt of a copy of the official 
signed performance rating, the employee must submit the request for review 
no later than fifteen (15) ca-lendar days after the rating official 
certifies physical delivery of the rating to the employee. 

G. Procedures: 

1. Upon receipt of a timely filed request for review, the 
employee will be instructed by the OAPM to submit a copy of the 
disputed rating, a copy of the employee's performance work plan, a 
comprehensive statement of the reasons why the rating (either one or 
more individual elements or overall) should be increased or the 
remark(s) removed, and appropriate supporting documentation. The 
attorney should relate his or her work performance to the performance 
standards for each element involved and should specify the relief 
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sought. Matters occuring outside ~he actual rating period should not 
be included or referred to unless the relevance of such inclusion or 
reference to the actual performance during the rating period is 
clearly established. 'nlis initial submission by the grievant must be 
made to the OAPM within 14 days of the date of the instruction to the 
employee by the OAPM to submit the disputed rating, the performance 
work plan, the comprehensive statement, and appropriate supporting 
documentation. An original and three extra copies of these materials 
must be submitted. 

2. The employee's comprehensive statement will be transmitted 
via the Executive Office to the rating official who will complete a 
written reply, including any appropriate supporting documentation the 
rating official wishes to submit. Matters occurring outside the 
actual rating period should not be included or referred to unless the 
relevance of such inclusion or reference to the actual performance 
during the rating period is clearly established. This submission by 
the rating official must be received in the Executive Office within 
14 days of the date of OAPM' s transmittal memorandum. Three copies 
of this reply must accompany the original. The Executive Office will 
forward the material to the OAPM together with a statement 
designating a Department attorney to serve on the PRGC. 

3. The rating official's reply will be transmitted to the 
employee by OAPM for a final statement and any additional supporting 
documentation. The employee may not raise new matters in this 
document, about which the rating offiCT&l did not have an opportunity 
to reply, but may ·discuss any matters raised in the rating official's 
reply. At the same time, the attorney must designate the Department 
attorney (including an Assistant U.S. Attorney) whom the employee has 
selected to serve on the PRGC. An orignal and three copies of this 
final submission must be provided to the OAPM no later than 14 
calendar days after the date of OAPM's transmittal letter of the 
rating official's reply to the employee. The employee's final 
statement and supporting documentation will also be transmitted via 
the U.S. Attorney for the rating official's information. 

4. All written statements concerning the appeal are to be 
submitted by certified mail. Employees and rating officials are 
cautioned not to submit sensitive or classified information or any 
other material excluded by law (including grand jury material) or 
Departmental security regulations as supporting documentation. 

5. The employee is entitled to a reasonable amount of official 
time, not to exceed eight (8) hours, to prepare his or her written 
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response. The employee's representative, if an employee of the 
Department, is also entitled to a reasonable amount of time to assist 
the employee. What is a reasonable amount of time is to be 
determined by management and will vary with ·each case. Appropriate 
arrangements for use of official time should be coordinated with each 
employee's supervisor. 

6. The three submissions described in G.l, 2, and 3 above will 
constitute the written record on which the PRGC will base its 
determination. 

7. Upon receipt of the final statement, the OAPM will contact 
the two designated members of the PRGC to arrange a mutually 
agreeable meeting date and time. If an attorney whose duty station 
is outside Washington, D.C., is designated as a PRGC member, the 
Director, OAPM, will decide whether the designee will participate in 
person or by telephone and whether the meeting will be held in 
Washington, D.C., or at the location of the designee. In making this 
decision, the Director will consider the ability and willingness of 
the appealing attorney's organization to incur the cost of the 
transportation. 

R. Decision: The PRGC will reach its decisions, settle all 
issues by majority vote, and will issue a written decision on each 
request for review. The decision will describe corrective action to 
be taken, if any, and will briefly summarize the facts which led the 
Committee to its decision. The written decision will be prepared by 
a member of the.PRGC designated by the chair of the PRGC . The 
decision of the PRGC will be final is not subject to further 
administrative appeal. A copy of the decision will be sent to the 
employee by OAPM. A copy of the decision will be sent to the U. S. 
Attorney through the Executive Office. 

I. Documentation of Decision: Where dictated by the PRGC, a 
new performance appraisal form will be completed by the OAPM 
reflecting the decision of the PRGC. That form will be signed by the 
chair of the PRGC and will replace the original rating. The original 
copy of the revised rating and all other documentation will be 
retained by the OAPM and destroyed after the required record 
retention period (3 years). 

10-2.620 Discipline and Adverse Action 
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10-2.621 Removal of an Assistant United States Attorney 

As.sistant U.S. Attorneys are appointed by the Attorney General and 
may be removed by that official or an official to whom the authority has 
been delegated. 28 u.s.c. §542. The Associate Attorney General or the 
Deputy Attorney General will normally exercise the power and authority 
vested in the Attorney General to take final action in matters pertaining 
to the dismissal of Assistant u.s. Attorneys. See 28 C.F.R. §0.15. 

A contemplated removal of an Assistant should be closely coordinated 
with the Legal Services Section of the Executive Office for U.S. 
Attorneys. The U.S. Attorney should submit the recommendation for removal 
in writing to the Director of the Executive Office. The recommendation 
should contain an explanation of the conduct or performance which serves 
as the basis for removal. The Executive Office will process the u.s. 
Attorney's recommendation and present it to the deciding official. No 
action should be taken by the U.S. Attorney to request the resignation of 
an Assistant u.s. Attorney without prior consultation with an appropriate 
official of the Executive Office for U.S. Attorneys (Director, Ueputy 
Director, Director, Office of Legal Services). 

A removal may be effective immediately upon receipt by the Assistant 
of the removal letter or any specified date thereafter. The removal 
letter will be forwarded to the U.S. Attorney for personal delivery to the 
Assistant. Assistant U.S. Attorneys have been exempted from the rights 
which are afforded to competitive service employees with regard to 
removal. Department of Justice Order 1752.lA (April 27, 1981). 

In all instances, a lesser degree of disciplinary action, such as a 
reprimand or suspension should be considered. 

10-2.622 Removal of a Veteran Assistant United States Attorney 

A preference eligible (as defined by the Veterans Preference Act, 5 
U .s .c. §2108) Assistant U .s. Attorney, may be removed for such "cause as 
will promote the efficiency of the service." 5 u.s.c. §7513. These 
rights include 30 days advance written notice and a statement of the 
specific reasons for the proposed action; a reasonable time within which 
to reply to the charges, orally or in writing; and the right to be 
represented. 5 C.F.R. §752.404. There is no right to a trial or formal 
administrative hearing. See 5 C.F.R. §752.404(c)(2); Arnett v. Kennedy, 
416 U.S. 134 (1974). A preference eligible is entitled to written notice 
of the agency's decision, and a right to appeal the action to the Merit 
Systems Protection Board. See 5 C.F.R. §752.405. 
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10-2.623 Other Disciplinary Actions Against an Assistant United States 
Attorney 

The Deputy Attorney General or the Associate Attorney General 
exercises the authority to take the final action in matters pertaining to 
the discipline of an Assistant U.S. Attorney. See 28 C.F.R. §0.19(a)(l). 
The authority to reprimand an Assistant has"-been redelegated to the 
Director of the Executive Office for u.s. Attorneys. 

Disciplinary actions other than removal include written and oral 
reprimands, suspensions, reductions in grade or pay and furloughs for 30 
days or less. These actions constitute either an adverse action for which 
certain procedures must be followed, or an act ion which may be grieved 
through the Department of Justice grievance procedure. Thus, any 
contemplated disciplinary action against an Assistant should be closely 
coordinated with the Executive Office for U.S. Attorneys. 

10-2.630 Labor Management Relations 

10-2.631 Authority 

Labor management relations within the federal government are based on 
the policies contained in Executive Order No. 11491. Departmental 
policies are contained in Department of Justice Order No. 1711.lC (August 
18, 1976). 

10-2.632 Rights of Employee 

Each employee has the right to join or not to join any labor 
organization which does not strike against or advocate the overthrow of 
the government of the United States. Employees must be allowed to 
exercise their rights freely without fear or penalty of reprisal. 

Employees have the right to participate in the activities of a labor 
organization except when such participation or activity would result in a 
conflict of interest or is otherwise incompatible with law or with the 
official duties of the employee. Restricted from managing or representing 
a labor organization are: 

A. Employees engaged in personnel work other than in a purely 
clerical capacity. 
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B. Employees who represent the Department of Justice in consultation 
or negotiations with labor organizations. 

C. Management officials and supervisors. 

Labor organizations have the right to solicit employees and 
distribute during non-work time provided there is no interference with the 
work of the installation. (See Department of Justice Order 1711.lC 
Appendix 2 (August 18, 1976)for detailed instructions concerning 
relationships with labor organizations.). 

10-2.633 Procedures 

If an office receives a petition for exclusive recognition, it should 
be forwarded immediately to the Personnel Officer, Executive Office for 
U.S. Attorneys. The Personnel Officer will prepare management's response 
and advise the U.S. Attorney on appropriate actions. When a labor 
organization has achieved exclusive recognition, a contract is negotiated. 
The Personnel Officer will advise the U.S. Attorney o.n appropriate 
procedures and bargaining position. 

Managers and supervisors of organizations with contracts are 
responsible for insuring that the employees' rights and responsibilities 
are met. Any problems or questions should be immediately referred to the 
Personnel Officer, as the actions of one office may have Department-wide 
impact. 

10-2.640 Employee Performance 

10-2.641 Probationary or Trial Period for New Employees 

New employees appointed to other than temporary posi tons limited to 
one year or less, are required to serve a trial or probationary period of 
one year if they: 

A. Are appointed from an Office of Personnel Management Register; 

B. Transfer from another federal agency and have not completed a 
probationary period previously; or 
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c. Are Assistant U.S. Attorneys or other excepted employees unless 
they transferred from an attorney position in another federal agency 
without a break in service and have completed a previous probationary 
period. 

This period provides a means to evaluate and judge the employee's 
fitness for the position through performance on the job. 

It is critical in the case of a competitively-appointed employee 
because removal procedures become far more complex after the end of this 
period. 

Office of Personnel Management and Department regulations require 
that the supervisor of each employee serving a probationary period submit 
a signed statement certifying that the employee's performance, conduct, 
and general trait of character have been found either satisfactory or 
unsatisfactory. A Request for Review of the Employee's Probationary or 
Trial Period is forwarded by the Personnel Section, Executive Office for 
U .s. Attorneys, at the beginning of the ninth month. If the employee's 
fitness for continued employment is satisfactory, the notice should be 
signed by the supervisor and returned to the Personnel Section before the 
end of the tenth month of the probationary period. 

In the event that a probationary employee is found to be 
unsatisfactory at any time, the Personnel Office, Executive Office for 
U.S. Attorneys, should be consulted for advice and assistance before 
taking any action. 

10-2.642 Probationary Period for Supervisors and Managers 

The Civil Service Reform Act of 1978 mandates probationary periods 
for all competitive employees initially appointed as supervisors or 
managers. 'nlese requirements, which are separate from the requirement 
that new federal employees serve probationary periods, are designed to 
give an organization the opportunity to assess the development of new 
supervisors or managers and to return employees to nonsupervisory or 
nonmanagerial positions without undue formality should circumstances so 
warrant. 

All competitive positions which are classified as supervisors or 
managers according to the Supervisory Grade Evaluation Guide are covered 
by this requirement. These positions have a "l" or "3" as the last 
character of the position description number. Assistant U .s. Attorney 
positions are not covered because they are in the excepted service. 
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Upon initial appointment to a supervisory position. employees will be 
required to complete a one-year probationary period. Upon initial 
appointment to a managerial position employees will be required to 
complete a separate one-year probationary period for managers. When a 
supervisory position requires substantive, recogni~able managerial 
responsibilities which were performed in a fully successful manner, the 
requirement for a managerial probationary period may be waived by the 
Personnel Management Staff. Employees who, as of August 11, 1979, are 
serv i~g or have served in supervisory or managerial positions in the 
f~deral government are exenpt from the probationary period requirement. 

Employees who are temporarily appointed, promoted, o~ re-assigned to 
a supervisory or managerial position will not be required to serve a 
probat i onary period. Service in such a temporary assignment is not 
creditable towards satisfying probationary period requirements unless such 
~ssignment follows, without a break in service, permanent assignment in a 

,~uperv_isory or managerial position in which the probationary period is to 
e served . 

During the probationary period, the immediate supervisor is 
respons i ble for insuring that the employee receives appropriate traini~g 
in or.de r to equip him/her for the demands of the job. This is in addition 
to the long standing requi~ement for 80 hours of formal supervisory 
training or its equivalent contained in Department of Justice Order 
1410.lC (April 28, 1983). See USAf110-2.833. 

The im~ediate supervisor is also required to fully and fairly 
. evalu a t e the performan~e of the employee. Discuss i on s concern ing 
µerfur:-n ;:: n.::t ~ sh'Jl:ld ht' c.ond11<:'ted :: h r ou f;h out th e probation;1ry p.::riod . 
!.; •pr·.:-~:: :.::>t:•: '..y 9•) d.l~"j bo::f,)r(:· t!w c::-id o f the vrobat iona r ::· ;.:it:riod' you w::.11 
r t- ~~ t::L\•t: a ti·:kl<-"r t."!t':;;.J ra nJ;.i:n f ro ru t~1e Personne l Mana~em.::n t Staff . I f the 
emp loyee's performanc e has not been fully successfu l , the Personne l 
Management Staff should be contacted immediately. 

If after a full and fair evaluation, an employee's performance 
reveals supervisory or managerial deficiencies which make him/her unsuited 
for continued employment in the position, the employee is to be returned 
to a nonsupervisory or nonmanagerial position. This action is not 
appealable under adverse action procedures, nor is it grievable. The 
employee is entitled to be returned to a position in the Department of no 
lowe r grade and pay than the one the employee le f t to accept the 
supervisory or managerial action. The Personnel Management Staff will 
assist your office in car rying out such an action. 
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10-2.643 Performance Appraisal Systeia for Attorneys Who Are Not Covered 
by the Performance Management and Recognition System 

The guidelines and instructions contained in Department of Justice 
Order 1430.3 (February 28, 1980), and amendments, and the guidance of the 
Office of Attorney Personnel Management as implemented by the following 
instructions are applicable to all Assistant U.S. Attorneys and attorney 
personnel in the Executive Office for U.S. Attorneys. 

A. The Appraisal Cycle: 

The appraisal cycle foJ:" Assistant U.S. Attorneys is tied to. the cycle 
of admini strative pay increases. Perfor~ance appraisals nonually are for 
the one-year period ending 8 weeks prior to the effective date of the 
proposed adoinistrative pay increase. At a minimum, the appraisal period 
must be 120 days. The Attorney Perfor~ance Rating Form (DOJ-477), dated 
May, 1983, and the performance work plan (DOJ-481) must be submitted with 
the request for an administrative pay increase. 

The appraisal cycle for attorneys in the Executive Office starts on 
July 1 of each year and ends on June 30 of the following year unless it is 
deferr&d for authorized reasons. 

The appraisal cycle for both Assistants and attorneys begins upon 
receipt of a performance appraisal or appointment to the office. In eac h 
case, the Assistant OJ:" attorney is to be advised of the job elements and 
standar ds of the position and is to •eceive a performance work plan 
(DiJ.T-l-31) wit lii:i J D tldys . 

An ,;c:; ,:;LH:.d:it or a: : .1::.toc1e:1 who hs.; :i0t se•ved in his or 11e • currc:nt 
position OJ:" unde• the sa~e supeJ:"visoJ:" foJ:" at least 120 days is to be •ated 
by either the second level supervisor OJ:" by the current superviso• with a 
supplecentary rating from the previous supervisor. In those rare cases in 
which neither alternative is available, an Assistant's rating should be 
delayed until satisfaction of the 120-day criteria, or the Assistant may 
receive a presumptive rating of "fully successful." If the rating is 
delayed, the associated salary increase for an Assistant U.S. Attorney 
cannot be effected retroactively to the anniversary date. Thus, the 
appraisal and pay increase should be delayed only if it is anticipated 
that the rating will be other than "fully successful." If an Assistant is 
to receive a presumptive rating of "fully successful," a memorandum 
describing the circumstances which preclude a normal rating shall be 
submitted with the request for a salary increase. 
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The supervisor of each position in which an employee serves 60 days 
or longer during the appraisal period should provide performance 
information for consideration in the final assessment of performance. 
When a supervisor is reassigned or leaves the office, he or she should 
assess the performance of employees as of that time and the assessment 
information is to be considered in the final assessment of performance. 

All Assistants and attorneys must be rated annually. An Assistant 
who is not be ing r~co:i.::iended for an administrative pa y incr~nse is to be 
rate d S we~ks prior to the date he or she would ha v e re c eive j the 
increase. The rating form and work plan should be submitted to the 
Personnel Mana0ement Staff with a memorandum stating that no 
administrative pay increase is being recommended. 

B. Job Elements and Perfor.:iance Standards: 

Job elements and perfor~ance standards ~ust be identified for each 
Assistant and attorney position. The first step is to identify for any 
given position the si~nificant characteristics, projects, and 
responsibilities. These are the job elecents. 

The second step is to identify those job elements which are so 
important that less than fully successful perfo['11Jance may subject the 
eoployee to disciplinary action. These are the critical elements. 

The third step is to identify those critical elements., if any, .which 
may · substan~iallY·. influence the eValuatioti :Of 0Vera11·· ,,perfo.riaanCe-~ .··The Se <· ...
are the weighted critical elements. The greater weight of these · t!lements, 
as with ,all individual perfo.rmanc.e elements-, ·inust ' be communicated '"to the 
employee at least 120 days in advance of serving as the basis for the 
overall rating. The we i ghted critical eleraent also cust be clearly 
indicated on the work plan. 

The establishoent of a weighted critical element can have a 
significant impact on an employee's overall rating. Specifically, 
performance of a weighted critical element which is at a lower level than 
a "majority" of the critical elements can serve as a basis far an overall 
rating which is lower than a majority of the critical elements. The 
converse is not true. Performance of a weighted critical element which is 
at a hi3her level than a "majority" of the critical elements cannot serve 
as a basis for a1' overall rating which is hi3her than a majority of the 
critical elements. Where the critical elements, whether or not they are 
weighted critical elements, are evenly divided between two rating levels, 
the rating official may select the more appropriate of the two levels, 
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provided other applicable minimum requirements for the level selected are 
met. 

The following critical element is mandatory for all supervisory 
Assistant U.S. Attorneys: 

The incumbent will fully support and implement the 
Department's and Office's affirmative action efforts 
with respect to all positions (attorney and non
attorney) under his or her supervision. 

The performance standards for this job element should be developed based 
on the organizational needs of the office and the eraplo~ee's EEO 
responsibi lities. 

The f.;,llowing job element and performance standards arc raa:ldatory for 
all supervisory and ad~inistrative Assistant U.S. Attorneys: 

The incumbent is responsible for internal control 
systems which ensure that obligations and costs are in 
compliance with applicable laws, regulations, and 
policies; that funds, property and other assets are 
safeguarded against waste, loss, and unauthorized use, 
or misappropriation; and that expenditures are 
properly recorded and accounted for to permit the 
preparation of reports and to maintain accountability 

·· over assets • . . ·· .. ... _ 
. ·. ~ . . ... .· : . . .. . . ~ 

. . . : .

Excellent 

The incumbent has established, distributed, explained, 
and maintained current written office policy which 
describes proc~dures ~o appropri~te directly or 
indirectly funds of any type and to receive or to 
utilize property or equipment. Incumbent has devised 
system whereby the duties of processing, recording, 
and authorizing direct or indirect expenditure of 
funds and receipt of services or property are 
separated. Office records are complete and logical; 
i.e., all transactions are promptly and clearly 
documented, properly classified, and readily available 
for examination. Controls are established to limit 
access to records to authorized personnel. Incumbent 
responds promptly and in a positive and supportive 
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manner to requests for information or to directions to 
take corrective action. 

Fully Successful 

Procedures, although not always written or current, 
are established and have been communicated to 
appropriate office personnel regarding proper channels 
to follow to appropriate funds and to receive or to 
use office property or equipment. Incumbent has 
devised a system whereby there is a check/balance for 
the authorization or expenditure of funds, and receipt 
of services or property. Office records are 
reaso n ably complete and organized; i.e., all 
transactions are dccur.iented, classif"T'e'din an 
understandable manner and are available for 
examination within a reasonable time after request is 
made. Records are kept in a secure area. Incumbent 
responds to requests for information within reasonable 
tLneframes. 

Minimally Satisfactory 

The incumbent is aware of procedures required to 
appropriate funds, but procedures allow a single 

· :S:ndividual · to . process, recor~, . and ·; author_ize 
·· expenditure·. of funds · ot receipt Of SeTvices .·or 

- property. · ·office · ·:records· have "been estab"iisheci but 
.· ar~ not . kept up. to date •. llecords . are stored in common 
areas; access to records is not controlled. Requests 
for information do not receive regularly incumbent's 
fullest~ timely ittention~ 

Finally, the performanc~ standards for each job element must be 
identified. Written standards describing "minimally satisfactory," "fully 
successful," and "excellent" performance must be developed. When 
developing performance standards, it is essential to the integrity of the 
system that they be based on a realistic expectation of each individual's 
level of achievement. Assistants and attorneys should be rated based on 
what is expected of them, not based on a comparison with the performance 
of other government attorneys or attorneys in private practice. 

Another important element in the development of appropriate job 
elements and performance standards is the dialogue between the employee 
and supervisor. This dialogue is a continuing process of both informal 
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and formal discussions. (At least 1 formal meeting must be held during 
the appraisal cycle as required by DOJ Order 1430.3.) Because the 
appraisal process is dynamic, it is anticipated that job elements and 
standards will be modified throughout the appraisal cycle. Any 
modifications made should be noted on the performance work plan. 

The establishment of arbitrary percentages governing the number of 
ratings in each category is not per:uissible. However, it is obvious that 
if inflated ratings are given to increase compensation, the budget will be 
overtaxed and the system will be jeopardized. Evaluations ~ust be made in 
accordanc~ with performance standards and not with compensation in t:lind. 
The succ~ss of the prograro from a budgetary standpoint depends upon 
conscientious application of assigning evaluations based on perfor:uance. 

Accordingly, the higher ratings of "excellent" and "outstanding" 
should not be cheapened by making them the norm. Those ratings should be 
reserved for those Assistants and attorneys whose performance is clearly 
above the nor:n and merit special recognition. 

C. Terminology: 

The following terminology is to be used to rate each individual 
element of an Assistant's -or attorney's performance: 

1. Unsatisfactory. Performance on an individual critical or 
noncritical element of ~he job ·~hich substantially fails to meet the 
perfo~nce standards established at the beginning of or modif.ied 

.:duri·ng . the ·rating -period:~ · Us~lly · th~ employee's "performance will 
sho'W' serious deficiencies in ·terms of ·quantity, · quality, or 
timeliness of work. · 

2. Minimally Satisfactory. Performance on an individual 
critical or concritical element of the job which barely meets the 
performance standards established at the beginning of or modified 
during the rating period. 

3. Fully Successful. Performance on an individual critical or 
noncritical element of the job which completely meets or exceeds to a 
limited degree the performance standards established at the beginning 
of or modified during the rating period. 

4. Excellent. Performance of an individual critical or 
noncritical element of the job which markedly exceeds the performance 
standards established at the beginning of or modified during the 
rating period. 
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5. Outstanding. Performance of an individual critical or 
noncritical element of the job which clearly demonstrates a level of 
achievement which exceeds to an exceptional degree the performance 
standards established at the beginning of or modified during the 
rating period. 

The following terminology is to be used to describe the overall 
performance level of an attorney or an Assistant U.S. Attorney, taking 
into account both strengths and weaknesses on each individual job 
element. 

l. Unsatisfactory. Overall performance deemed to be 
unacceptable. In the individual element ratings, one or more 
critical elements must be rated "unsatisfactory." 

2. Minimally Satisfactory. Overall performance which is 
marginally acceptable. It is demonstrated by "~inimally 

Satisfactory" performance i-.i a "majority". of the critical elem.en ts of 
the position. Perforwance at this level is deficient in important 
aspects of the job and requires improve;;ient. 

3. Fullv Successful. Overall performance in which the attorney 
pcrforuis in a manner which generally meets or exceeds to a limited 
degree the established performance standards. In the individual 
element ratings, a "majori;y" o~ t:he critical elements must be rated 
"Pully Su.ccessful" or higher and .no indi'vidual : performanca element · 

. may ... be ·less that_ '"Minimally Satisfactory.".' ._ . 

· 4. Excellent. Overall performance in which the attorney 
consistently performs in a manner which exceeds to a marked degree 
established performance standards. - In .the ind·ividual element 
ratings, a "majority" of the critical elements must be rated 
"Excellent" and no individual performance element may be less than 
"Fully Successful." 

5. Outstanding. Overall performance in which the attorney 
consistently performs in an exceptional manner with respect to 
established performance standards. In the individual element 
ratings, the attornt!y must demonstrate "Outstanding" performance in a 
"majority" of the critical elements of the position and demonstrate 
"Excellent" performance in all other critical elements of the 
position. No other individual performance element may be less than 
"Fully Successful." 
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D. Finality of Ratings: 

Annual ratings are to be recorded on Form DOJ-477, Attorney 
Performance Rating Form. All ratings must be signed and approved by the 
rating and reviewing officials before becoming final. In those cases 
where the U.S. Attorney or the Director, Executive Office for U.S. 
Attorneys, is the rating official, he or she will also be the reviewing 
official. 

The sole re:uedy f.Jr an attorney or Assistant U.S. Attorney who wishes 
to contest any aspect of a performance rating or associated pay increase 
rating is a grievance. The procedures described in USA~ 10-2.614 are to 
be followed. 

' 10-2. 644 Perfor::iance Appraisal System for ~on-Attorneys Who Are Not 
Covered by the Perforl!larice }tanagement and Recognition System 

The guidelines and instructions contained in De?artment of Justice 
Order 1430.3 (February 28, 1980), and amendments are applicable to all 
no:l-attorneys other than those covered by the Performance and Recognition 
System, whose appoi:ltment is for four months or longer, except as amended 
by these instructions. 

Each covered employee is to receive a copy of the ."Users' Guide to 
the ·Performance .Appraisal ·system for Non-Attorn~ys~. so tl)at he .or .,she. m.ay 
.fully understand '·die principles, . operation~ aiid. ,i.Diplementation of: the new . 
·appraisal· ·sys.tem. · · 

. . 

A. The A~praisal Cycle: The annual performance appraisal cycle 
.normally is: 

1. For a new employee, from the entrance-on-duty date to the 
last day of the raonth preceeding the first anniversary of the 
entrance-on-duty date; and 

2. For other than a new employee, from the first day of the 
month of the employee's anniversary date with the office to the last 
day of the month preceeding the anniversary date. 

For example, if an employee enters on duty November 15, 1983, his or 
her first rating period will be from Nove~ber 15, 1983 to October 31, 
1984. In subsequent years, that employee's rating period will be from 
November l to October 31. 
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An employee who has not served under the same first-level supervisor 
or in his or her current position for at least 120 days is to be rated 
either by the second-level supervisor or by the current first-level 
supervisor with a supplementary rating from the previous supervisor. If 
neither alternative is available, the employee's rating will be delayed 
until the 120-day requirement is met. 

B. Job Elements and Performance Standards: The first stage of the 
perfor~ance appraisal cycle is the developoent of a work plan (DOJ-481) 
which identifies the job elements and performance standards of the 
position. ln developing the work plan, the following should be noted. 

1. There is no predetermined number of job elements. Normally, 
however, there are no oore than 6-10 important job elements in a 
given position, of which 3-5 are critical. 

z. Written performance standards describing "minimally 
satisfactory," '"fully successful," and "excellent" performance must 
be developed. 

3. Work plans may be developed either for individuals or for 
groups of employees with the same duties and responsibilities. 

4. A fonnal discussion between the employee and the supervisor 
must be held when the work plan is prepared. The employee and 
supervisor must sign and date the work plan to ·indicate that a 

· discussion has been . hel.d • . : ".. , : ·· . . . . • · ., :· · · .. · ··' · 
· . . .·· .. 

5. While it is hoped that · the employee and supervisor will . be 
· ·· i ·n agreement concerning the job elements and performance standards, 

the rating and reviewing officials are ultimately responsible for 
establishing and communicating the job elements and . performance 
standards. 

6. When there are t:lllltiple rating officials, it is recommended 
that the reviewing official review all of the proposed work plans at 
the beginning of the rating period to insure internal consistency and 
fairness. 

The following job element is mandatory for all supervisors and 
adoinistrative officers: 

The incumbent will fully support and implement the 
Department's and Office's affirmative action efforts 
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with respect to all positions under his or her super
vision or control. 

The performance standards for this job element should be developed based 
on the organizational needs of the office and the employee's EEO 
responsibilities. 

The following job element and perf or~ance standards are also 
mandatory for all supervisory and ad~inistrative officers or principal 
adrninistrativ~ personnel: 

The incumbent is responsible for internal control 
systems which ensure that obligations and costs are in· 
compliance with applicable laws, regulations, and 
policies; that funds, property and other assets are 
safeguarded abainst waste, loss, and unauthorized use, 
or ~isappropriation; and that expenditures are 
properly recorded and accounted for to permit the 
preparation of reports and to maintain accountability 
over assets. 

Excellent 

The incur:ibent has established, distributed, explained, 
and maintained current written office policy which 
describes procedure~ to appropriate directly or 

: ~ indi~ect1y funds :of anj - typ~ ;a~d · t~ ~ecei~e - or . tci 
··utilize property or equipment~ Incumbent has devise·d 
sys·tem whereby the duties of processing, recording, 

·-and a~th~~izing direct . o~ ind1re6~ expenditu~e of 
funds and receipt of services or property are 
separated. ·.Office r·ecords are complete and logical; 
i.e., all transactions are promptly and clearly 
documented, properly classified, and readily available 
for examination. Controls are established to limit 
access to records to authorized personnel. Incumbent 
responds promptly and in a positive and supportive 
manner to requests for information or to directions to 
take corrective action. 

Fully Successful 

Procedures, although not always written or current, 
are established and have been communicated to 
appropriate office personnel regarding proper channels 
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to follow to appropriate funds and to rece ive or to 
use office propert y or equipment . Incumbent has 
devised a sys te ~ whereby there is a check/bala nce for 
the authoriz ation or expenditure of funds, and r ece ipt 
of services or property. Office records are 
reas onably complete and organized; i.e., all 
transactions are documented , classirrecl i n an 
understandable manner and are ava ilabl e for 
examination within a r easonable time afte r request is 
made. Records are kept in a secure area. Incumben t 
responds to requests for information within reasonable 
timeframes . 

Minimally Satistactory 

Incumbent is a ware of pr ocedu r es required to 
appropriate funds, but p rocedures allow a single 
ind ivid ua l to process , record, an d authorize 
expenditure of funds o r receipt of servi ces or 
property. Office record s have been established but 
are not kept up to date. Records are stored in common 
areas ; access to records is not con t rolled . Requests 
for information do not receive regularly incumbent's 
full est , timely attention. 

Emplo yees must receive copies of their work plans within 30 da ys of 
appointment or reassignment to a new position. 

-.. / ,, - ' / 1# , ,, ' I /," 7 > ... 
C. Terminology : The ,Y>-llowi ng termi nology is to be used t o r at t: 

each indiv i dual e lement of ~;?t' s---Gr-:-attp r-ne:Z::S perfor man.r-e : 
- '"' ' r ~ 

1 . Unsatis factor y . Perfo rmanc e ort an indi vidual critical or 
noncritical e l ement of the j ob which substantially fails to meet the 
pe rformance standards established at the beginning of o r modifi ed 
during t he rating period. Usual ly the employee 's performance will 
show serious deficiencies in ter ms of quantity , qual it y , or 
timeliness of work . 

2. Minimally Satisfactory. Performance on an individual 
critical or noncritical element of th e job which barely meets the 
performance standards established at the beginning of or modified 
during the rating period. 

3. Ful ly Successf ul . Performance on an individual crit ical or 
noncrit ica l element of t he job which completely meets or exceeds to a 

J!.r t r,· ~< I·, , (! 
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limited degree the performance standards established at the beginnin& 
of or modified during the rating period. 

4. Excellent . Performance of an individual critical or 
noncritical element of the job which markedly exceeds the performance 
standards established at the beginning of or modified during the 
rating period. 

5. Outstanding. Performance of an individual critical or 
noncritical element of the job which clear l y demonstrates a level of 
achievement which exceeds to an exceptional degree the performance 
standards established at the beginning of or modified during the 
rating period . 

The followi ng terminology is to be used to describe the overall 
performance level of all non-attorney personnel. 

l . Unsati s factory. Overall performance dee me d to be 
unacceptable. In the individual element ratings, one or mor~ 
critical elements must be rated "unsatisfactory." 

2 . Minimally Satisfactory. Overall performance which is 
marginally acceptable. It is demonstrated by "~ini m ally 

Satisfactory" performance in a "majority" of the crit ical elements of 
the position. Performance at this level is deficient in importaoi 
aspects of the job and requires improvement . 

3. Ful ly Successful. Overall pe rformance which generally mee~s 
or exceeds to a limited degree the establ ished performance standards. 
In the indi vidual element ratings, a "majo rit y'' of the critlc~l 
elements must be rated "Fully Successful" or higher and no individual 
performance element may be less that "Minimally Satisfactory." 

4. Excellent . Ove r all performance tn · which t~-t:-e-o-r-m:; 
cans~st.en.t.l)!_~erLo_rJllS.-in a manne~ wh i ch exceeds to a marked degree 
established performance standards . In the individual elemeo~ 
r a t ings , a "majority" of the critical elements must be rat eil 
"Excellent" and no individual performance element may be less than 
"Fully Successful." 

·, 
5 • . Outstanding . Overall performance which is performed in ru: 

exceptional manner with respect to established performance standard~. 
In the individual element ratings, the employee must demonst r at& 
"Outstanding" performance in a "majority" of the critical elements Df 

~ . J ( 
I.. '-- d I 7/ ,~ 
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the position and demonstrate ·Excellent" performance in all other 
critical elements of the position and no individual performance 
element may be less than "Fully Successful." 

D. Progress Reviews: An important element in the performance 
appraisal system is the continuing process of informal and formal 
discussions. (At least one formal progress review must be held midway 
through the rating cycle.) Because the appraisal process is dynamic, it 
is anticipated that job elements and standards will be modified throughout 
the appraisal cycle. Such modifications must be noted on the DOJ-481. 

E. Finality of Ratings: Annual ratings will be recorded on form 
DOJ-484, Employee Performance Rating Form. All ratings must be signed and 
approved by the reviewing official before becoming final. · If the 
reviewing official disagrees with the rating official's assessment, the 
tentative ratings may be adjusted. It is strongly recommended that the 
rating official not discuss the performance rating with the employee until 
after the reviewing official has approved the rating. After the reviewing 
official has signed the rating form, the employee will be asked to sign it 
to acknowledge receipt. 

If an employee wishes to contest any aspect of a performance rating, 
he or she may file a grievance under the procedures described in 
Depart~ent of Justice Order 1771.lB (August 30, 1982). 

F. Submission to the Personnel Management Staff: Completed and 
approved rating forms must be s~bmitted to the Personnel Management Staff, 

. vithili ·30 days of the end of :the r~ting" period~ . Oftices must also ilub11l1:t 
' the performance work plan · againat which the employee was rated. ·. · --... 

G. Pro5ram Evaluation: Th~ Executive Office will conduct ·periodic 
evaluations of the n_on-attorney performance appraisal system. This 
evaluation will occur at least on an annual basis. 

10-2.645 Performance Appraisal--Performance Management Recognition System 
(PMRS) Employees (Reserved) 

This section is reserved pending issuance of Department of Justice 
Order. 
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U.S. Department of Justice 

Executive Office for United States Attorneys 

Office of the Director Wa1hington, D.C. 20530 

JAN 1 1987 
(Expires June 7, 1987) 

TO: Holders of United States Attorneys' Manual Title 10. 

nited tates Attorneys' Manual Staff 
ive Office for United States Attorneys 

Wi iam P. Tyson, Director 
ecutive Office for United States Attorneys 

NO This is issued pursuant to and EXPIRES unless 
reissued or incorporated pursuant to USAM 1-1.550. 

2. Distribute to holders of Title 10. 

3. 'Insert in front of USAM 10...:2.650. 

PURPOSE: The purpose of this bluesheet is to change the timing and 
method ·of award allocations, provide guidelines for 
distribution of awards, reorganize information presented, 
and delete non-policy information from the manual. In 
order to transition from a calendar year to a fiscal year 
allocation, a nine month allocation for Special 
Achievement Awards for Sustained Superior Performance and 
Quality Step Increases will be issued in January, 1987. 

Procedural information and further guidance regarding 
processing awards will be issued via a Personnel 
Management Staff Issuance. 

AFFECTS: USAM 10-2.650, 10-2.651, 10-2.652, 10-2.653, 10-2.654, 
10-2.655, 10-2.656, and 10-2.657. 

The following replaces the material at USAM 10-2.650, 
10-2.651, 10-2.652, 10-2.653, 10-2.654, 10-2.655, 10-2.656 and 
10-2.657. 

B.5 # 10.013 
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10-2.650 Incentive Awards 

References: DOJ Order 1451.lA, Incentive Awards Program 
DOJ Order 1531.lB, Within-Grade Increases for General 

Schedule Employees 
DOJ Performance Management System (PMS) 
DOJ Performance Management Plan (PMP) for Performance 

Management .and Recognition System (PMRS) Employees 
FPM Chapter 451, Incentive Awards 
FPM Supplement 451-1, Incentive Awards 
5 C.F.R. Part 451, Special Awards 

Additional references may be identified within the text of the 
resource(s) cited above. 

The Department's Awards Program is described in detail in DOJ 
order 1451.lA. The Orde~ contains information on the following 
awards: Attorney General's Awards, Quality Step Increase (QSI) and 
Special Achievement Awards for Sustained Superior· Performance, 
Special Achievement Awards for Special Act or Service, Honorary 
sureau Awards, Suggestion Awards, Career Service Awards,. 
Non-Justice Awards, and Public Service Awards. DOJ Order 1531.lB 
contains additional information on QSis. The PMS and PMP 
integrate the performance appraisal and awards programs. 
Implementation of Performance Awards and Superior Accomplishment 
Award components of the PMS have been deferred until the Off ice of 
personnel Manageme·nt issues final regulation.s. 

A. Program Policy 

Detailed below are policy guidelines regarding awards. 

1. District offices and the Executive Office for United 
states Attorneys (EOUSA) will provide orientation for their 
employees on how they may earn awards and instruct their 
supervisors and managers on the effective use of same. 

2. Awards must be distributed equitably and credibly within 
each district office and within the EOUSA. 

3. The EOUSA, Financial Management Staff, will issue award 
allowances at the beginning of each fiscal year to each district 
and the EOUSA for Special Achievement Awards for Sustained Superior 
Performance. A separate allowance will be established for 
non-PMRS attorney and non-PMRS non-attorney personnel. 

4. Nominations for Special Achievement Awards for Special Act 
or Service will be solicited annually concurrent with the 
Director's Awards to ensure that recognition is commensurate with 
the value of the contribution. Funding for these · awards will be 
absorbed by the EOUSA. 
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5. QSis may be given to no more than 25% of the full-time 
permanent allocation for General Schedule (GS) personnel in a 
district or the EOUSA in any one fiscal year. Nominations for QSis 
may be submitted at any time provided eligibility criteria are 
met. 

6. In accordance with DOJ Order 1451.1A, the EOUSA has 
established Honorary Bureau awards. These awards are called 
Director's Awards and are described below. The Director, EOUSA, 
solicits nominations, at least annually, for these awards. 
Director's Awards may be granted independently or as a supplement 
to a cash award. Unsuccessful nominees for the Attorney General's 
Awards are considered with other nominees for Director's Awards. 

B. Director's Awards 

1. Special Commendation Award 

This award recognizes achievements of district and EOUSA 
employees which do not meet the criteria for Attorney General's 
awards but surpass standards set for lesser awards. To be eligible 
for recognition, achievements or contributions must show one of the 
following. 

a. A significant act, service, or achievement that 
materially contributes to the successful accomplishment of 
the objectives of . the organization; 

b. Accomplishment of a particularly difficult case or 
assignment of above average importance in a manner that 
reflects credit on the individual or the organization; 

c. Innovations in service to the public or improvements 
which are of major importance to the organization in 
communicating its mission to the general community; and 

d. Performance of an act of courage above that expected 
or required for an individual. 

2. The Director's Award for Superior Performance as an 
Assistant United States Attorney 

This award is given by the Director, EOUSA, to honor Assistant 
United States Attorneys whose performances are deserving of special 
recognition. This award is based on the following criteria: 

a. Performance of general duties at a superior level of 
competence so that the performance can be clearly 
distinguished as better than that of other employees 
performing comparable duties; and 
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b. In addition, the nominee should have distinguished 
himself/herself by a significant act or series of related acts 
that materially contribute to the successful accomplishment of 
the United States Attorney's functions - and duties. 

The number of Assistants receiving this award normally will 
not exceed one percent of the total number of Assistants United 
States Attorneys in any one year. 

3. Th~ Director's Award for Outstandinf PerformancE\ in a 
Litigation Support or Managerial Ro e 

This award recognizes outstanding achievements by attorney and 
non-attorney personnel in a district and/or the EOUSA serving in a 
litigation support or managerial role and not personally 
responsible for the preparation or presentation of litigation 

. matters. To be eligible for consideration, the nominee must have 
demonstrated outstanding performance in a legal support or 
managerial role over a substantial period of time. The nominee's 
performance should have involved overcoming unusually diffic ult 
situations, significantly benefiting the successful accomplishment 
of the organization's mission. · 

The actual number of awards given will approximate those 
given for the Director's Award for Superior Performance. 

4. The Director's Award for Equal Employment 
Opportunity _ 

This award is designed to recognize the most significant 
contribution(s) to the Equal Employment Opportunity Program of a 
particular district, the EOUSA, or the Bureau as a whole. 

A nomination may be made for any manager, employee, or group 
of employees in the attorney or non-attorney categories. 
The nominations will be based on significant contributions to the 
Equal Employment Opportunity Program in such areas as leadership, 
training, recruitment, conciliation, and/or any other activity 
that creates/enhances employment opportunities for women, 
minorities, and individuals with handicapping conditions. 

One award will be presented annually in each of the two 
categories, e.g., attorney and non-attorney. If, on occasion, 
there is no qualified nominee in one of the categories, but there 
is more than one in the other category, two awards will be 
presented in the one category. · 
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10-2.650 Awards 

The Department of Justice has an institutionalized awards program 
designed to recognize and reward superior performance by its employees. 
The awards progra~ for U.S. Attorney personnel is administered by the 
Executive Office for U.S. Attorneys (EOUSA), ~nd nominations for awards 
should be fo rwarded to that offlce for further action . The nepart~ent's 
Awards Pro~ram is described in detail in DOJ Order 1451.lA. 

Eac?1 ye:.ir, nominations are requested for the following awards which 
are p r esented at the Attorney General's Awards Ceremo n y: ~ttorney 

General's Awards for ~xceptiona l ~ervice; Oistinguished Service ; Equal 
Employm~nt Opportunity ; Outstanding Service to the Department of Justice 
Handicap~H?".i F.~pl()yees ; :Jpward Hobilit)'; Exce ll ence in Law Enforcement; 
Le3al Suppo rt and Ad::iinistrative Support; and the John Har shall Awards. 

Additionally , the Director, EOUSA, solicits nominations for Special 
Commendation Awards , the Director's Award fo r Superior Perfor~ance as an 
Assistant U. S . Attorney, Director's Award for Outstanding Performance in a 
Liti::;ation Support or '.'!a:iagerial Role, and the Director's Award for Equal 
Employ~ent Opportunity. Unsuccessful nominees for the Attorney General's 
Awards are considet"ed wi th other nomine~~ fo r Special Cocoendation and 
Director ' s Awards . 

Cash awards, except for Quality Within-Grade Increases, a~e not part 
of . the baaic compensation of an _eaployee •. They are, however, subject to 
withholding tax. 

10-2 . 651 The Attorney General's Awards 

As stated in USAH 10-2.650, there are eight Attorney General' s 
Awards . The criteria for the three raost prestigious awards are outlined 
below. 

A. The Attorney General's Award for Exceptional Service 

This is the ~i~hest Oepartrnent of Justice (DOJ) award and is granted 
only by the Attorney Gene ra l . Achievements or contributions must show at 
least one of the followi~g: 
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l. The performance of a special service in the public interest 
which is over and above the normal requirements and of an outstanding 
and distinctive character in terms of improved operations, public 
understanding of the Department's mission, or accomplishment of one 
of the major goals of the Department. 

2. Exceptionally outstanding contribution to the DOJ and/or 
exceptionally outstanding contribution in terms of leadership in the 
administration of major programs which resulted in highly successful 
a ccomplishments to meet unique or emergency situations. 

3. Extraordinary courage and voluntary risk of life in 
perfot'1Ding an act resulting in direct benefits to the Department or 
to the nation . 

B. The ~ttorney Ger.eral's Award for Distinguished Service 

This is the second high~st DOJ award and is granted annually by the 
Attorney General. To be eligible for consideration, the employee's 
achievement, service, or contribu tion must show at least one of the 
following: 

1. The accompl ishmen t of assi~ned duties in such an outstanding 
manne r as co be clearly noteworthy among all those who have performed 
similar duties, or performance of assigned tasks in such an exemplary 
manner as to improve the quality and/or quantity of their work. 

· · 2. The exercise of unusual courage or coepetence 
q 

in an emergency 
• 

·while on official duty. 

3. The re nde ring of professional service of a unique or 
distinctive nature worthy of significant honorary recognition. 

4. Distinguished conduct in the performance of duties over a 
period of years in a position of responsibility that involve s 
exercise of authority and judgment in matters of marked significance. 

C. The John Marshall Award 

Thi s award is designed to recognize outstanding professional 
achievement of attorneys. One award is given each year in each of the 
following areas: Trial of Litigation; Participation in Litigation; 
Support of Litigation; Handling of Appeals; Providing Legal Advice; 
Preparation or Handling of Legislation; and lnteragency Cooperation in 
Support of Litigation. 
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All attorneys employed by the Department of Justice are eligible, 
except for the Award for Interagency Cooperation in Support of Litigation, 
which is designed to recogni:e an attorney or group of attorneys from 
client agencies who have rendered exceptionally helpful assistance to the 
DOJ in highly visible litigation. A nominee must have demonstrated 
outstanding achievement in one of the seven areas, as detenained by the 
Attorney General, in conjunction with a board of review. 

10-2.652 The Direc t or's Awards 

As stated in USAH 10-2.650 there are four Director's awards. 
Nominations are solicited annually. 

A. Special Commendation Award 

This award recognizes the achievements which do not meet the criteria 
of the preceeding Attorney General's a.wards but surpass the standards set 
for le sser awards . To be eligible for recognition, achievements or 
cont r ibutions ~ust show one of the following: 

1. A significant act, service, or achievement that materially 
contributes to the successful accomplishment of the objectives of the 
organization; 

2. Accomplishment of a particularly difficult case or assignment 
of above. average importance in a · manner that ref l ect.a ·credit on the 
indivi.dual .or the .organization; · 

3. Innovations in servi ce to th e public or improvements whi c h 
are of major importance to the organization in communicating its 
mission to the general community; and 

4. Performance of an act of courage above that expected or 
required for an individual . 

B. The Director's Award for Superior Performance aa an Assistant 
United States Attorney 

This award is given by the Director of the Executive Office for U.S. 
Attorneys to honor Assistants whose perfor mances are deserving of special 
recognition. This award i s based on t he following criteria: 
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l. Performance of general duties at a superior level of 
competence so that the perfonnance can be clearly di stinguished as 
better than that of other employees performing comparable duties ; 
and 

2. In addition , the nominee should have distinguished himself/ 
herself by a significant act or series of related acts that 
ma terially contribute to the successful accomplishment of the u.s. 
Attorney's functions an<l duties. 

The nunber of Assistants receiving this award normally will not 
exceed one percent of the total number of Assistant U.S. Attorneys in any 
one year. 

C. The Direc tor' s Award for Outs tanding Perform3nce in a Litigation 
Su~port or Xanaeeri al Role 

This award recogni=es outstanrl1ng achieveoents by 3ttorney and non
atcorney ?ersonnel servinc in a litigation support or manage rial role and 
not person~lly responsible fo r the preparation or presentation of 
litigation l!\atters . To be eligible for consideration, the noainee ruust 
have demonstrated outstanding perfor.nance in a legal support or managerial 
rol~ over a subs tan:ial period of tirue. The norainee's performance should 
hAvc involved overco~ing unusually difficult situations , significantly 
benefitin~ the successful accomplishment of the organization's mission. 

The actual number of awards given will approximate .those given for 
.the Director' B Award for Su.perior . Perf.~>1:aauce~ ._· .. 

D. 7h~· D~ rec tor' s Awa:-d for Equal Employment Opportunity 

This award is designed to recognize the most significant contri
bution(s) to the Equal Emplo)"Jlent Opportuni ty Program of a particular U. S. 
Attorney's office, the Executive Office for U.S. Attorneys, or the Bureau 
as a whole. 

A nomination ~ay be made for any manager, employee, or group of 
employees in two categories : (1) attorney, and (2) non-attorney. The 
norainations will be based on significant contributions to the Equal 
Employment Opportunity Program in such areas as leadershi p , trai~ing, 

recruitment , conciliation, and/or any ocher activity chat creates/enhances 
employment opportunities for women, Minorities, and individuals wi th 
handicapping conditions. 
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One award will be presented annually in each of the two categories. 
If, on occasion, there is no qualified nominee in one of the categories 
but there is more than one in the other category, two awards will be 
presented in the one category. 

10-2.653 [RESERVED} 

10-2.654 (~ESERVED) 

10-2 .655 Quality Step Increase 

This is an additional step increase which increases the basic pay of 
a General Schedule employee . It is intended to reward an employee whose 
performance is a~ove that ordinarily found in the type of position 
occupied. This award t!lay be given to no more than 25 percen t of an 
office's non-attorney staff in any one calendar year. 

A. To be considered for a Quality Step Increase (QSI) the followi~g 
criteri a must be met: 
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1. The employee must perform the duties and responsibilities of 
his or her assigned position at a level that substantially exceeds an 
acceptable level of competency so that when viewed as a whole the 
employee's performance is of a high level of quality; i.e., excellent 
or higher; 

2. The performance rating must be based on the employee's 
current position; and 

3. The peformance being evaluated must have been sustained for 
a minimum of 120 days in the same position which is the minimum 
amount of time sufficient to show: 

a. that a supervisor/employee relationship exists; and 

b. that a sufficient amount of time has elapsed for the 
employee to fully perform the duties of the position. 

B. The granting of a QSI is subject to the following limitations: 

1. The employee has not received a QSI or Special Achievement 
Award for Sustained Superior Performance within the preceeding 52 
calendar weeks; and 

2. At the time the QSI becomes effective, the employee i s 
expected to remain for at least 60 days after the effective date of 
the QSI in the same position and at the same grade level. 

c. A QSI is not appropriate when: 

1. The employee is nearing retirement or separating fro m 
federal employment and would benefit for only a limited period; 

2. The employee is about to r e ceive or just rec e ived a 
promotion which included consideration of the high level of 
performance the QSI would recognize; 

3. The employee is serving on a detail to another position; 

4. The employee is transferring to another position e ither 
within or outside the Department; or 

5. The employee's contribution is so significant that a large 
lump sum payment would be more fitting recognition than a smaller 
continuing benefit. 

AUGUST 16, 1985 
Sec. 10-2. 655 
Ch. 2 , P • 145 

1984 USAM (superseded)



UNIT~D STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

D. The followin6 documentation must be submitted in order to 
nominate an employee for a QSI: 

l. A memorandum must be prepared stating that the high quality 
performance is characteristic of the employee and is expected to 
continue. 

2. The memorandum must state that the employee is expected to 
remain in the same or · similar position at the same grade level for at 
least 60 days after the QSI is effective. 

3. A copy of the employee's most recent performance appraisal 
must support the conclusion that overall performance of his or her 
assigned duties exceeds an acceptable level of competence. 

4. The employee's annual performance appraisal (DOJ-484) may be 
used as documentation for the QSI, provided it is reflective of the 
employee's current duties and responsibilities, except that when the 
appraisal is more than 60 days old, it must be accompanied by a 
written statement giving reason for recommending the recognition. 

5. If the employee's last annual appraisal is not applicable to 
his/her current position, a separate appraisal must be submitted. 
The appraisal of the employee's performance must be documented in a 
memorandum which addresses the employee's specific achievements in 
relation to his or her current job elements and performance standards 
which warrant the nomination for the QSI or these comments may be 
provided on the employee's work plan (DOJ-483) in the column 
designated "Progress Review/Results/Comments/Recommendations." 

6. In all cases, the appraisal of the employee's performance 
must clearly indicate the critical elements of the employee's current 
position. 

10-2.656 Special Achievement Award 

Special Achievement Awaras are lump sum cash awards which may be
granted in recognition of either (a) an employee's performance exceeding
normal requirements that is sustained over a period of at least six
months, or (b) specific acts, service or achievement of a non-recurring
nature connected with or related to official employment. Special
Achievement Awards may be given to an employee or group of employees. The 
number of awards that may be 6iven in any calendar year is limited to no 
more than 10 percent of the office's total authorized full-time permanent 
staff. Nominations may be submitted at any time. 
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DOJ Order 1451.lA Section 29,b,(l) defines specific criteria for 
Special Achievement Awards for Sustained Superior Performance. To 
summarize, nominations for awards based on sustained superior performance 
must: 

A. Briefly describe the employee's major duties; 

B. Describe with specificity how the employee's performance exceeds 
normal standards; and 

C. Recommend the size of award. 

Also, the employee's most recent performance appraisal must support 
the conclusion that overall performance of his or her assigned respon
sibilities exceeds an acceptable level of competence so that, when viewed 
as a whole, the employee's performance is at a high level of quality. 
Form DOJ-484, Employee Performance Rating, may be used as documentation if 
it is less than 60 days old. If it is more than 60 days old, the 
recommendation must be accompanied by a written statement giving reasons 
for granting the recognition. 

The amount of a Special Achievement Award in recognition of sustained 
superior performance may be granted within defined ranges. Th e followin g 
chart follows Appendix 1, Scale #1, in DOJ Order 1451.lA for General 
Schedule (GS) employees. 
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General Schedule Grade Award Range 

GS 1-4 $100 up to the amount of a 
within-grade increase 

GS 5-8 $150 up to the amount of a 
within-grade increase 

GS 9-11 $200 up to the amount of a 
within-grade increase 

GS 12-13 $250 up to the amount of a 
within-grade increase 

GS 14-15 $l:>O up to the amount of a 
within-grade increase 

The amount of award an Assistant u.s. Attorney may receive for 
sustained superior performance is also up to the amount of a within-grade 
increase. The award amount is determined by comparing the salaries of 
Assistant U.S. Attorneys with those earned by General Schedule attorneys 
in the Department. The applicable grade range is determined by rounding 
the salary of step l or grades GS-9 and above to the nearest $100, and 
subtracting $100 from the rounded salary of the next higher grade. For 
example, as shown on the January, 1984, Schedule of Annual Rates, a 
GS-13/l earns $36,152, and rounds to $36,200. A GS-14/l earns $42,722 
which rounds to $42,700. Therefore, an Assistant U.S. Attorney who earns 
a salary of $37,500 would fall in the range between a GS-13 and GS-14 and 
would be eligible for a award up to the amount of a within-grade increase 
at the GS-13 level, or $1,205. 

Merit pay employees are not eligible for a cash award for sustained 
superior performance except t.mder unusual circumstances, such as where 
additional recognition is desired for an employee whose pay has been at or 
near the maximum grade rate over a period of years because of superior 
performance. See DOJ Order 15«l.l, Section 9.b.(l) and (2). 

Nominations based on specific acts, service, or achievement in the 
public interest may be made t.mder criteria set forth in DOJ Order 1451.lA, 
Section 29.b.(2) and Appendix 1, Scales #2 and #3. The nomination should 
include a justification statement emphasizing achievements beyond job 
requirements and identifying benefits which can be measured. The 
nomination must also explain how the recommended amount of the award was 
determined. 
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Note: Award nomination sometimes contain information that should be 
made available only to those involved in the decision process on a need
to-know basis and should be kept confidential during processing. 

An award nomination normally should not be discussed with the nominee 
until the award has been approved. 

10-2.657 Other Awards 

A. Department of Justice Awards 

1. Suggestion Award: This is a lump sum cash award made in 
recognition of constructive proposals that are either outside the 
employee's normally assigned responsibilities or if within those 
responsibilities, sufficiently significant to warrant special 
recognition and which, when adopted, result in direct c~otributions 
to the efficiency of government operations .• 

2. Career Service Awards: Length of service awards to 
recognize significant milestones of an employee's career in federal 
service. On completion of each five years of service, an appropriate 
emblem is awarded. Retirement Certificates are designed to recognize 
the loyalty and devotion of employees who are retiring. Persons 
retiring under any provision of the Civil Service Retirement Act are 
eligible. 
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3. Annual Promotion as "Very Good or Exceptional Assistant U.S. 
Attorney": While not properly an award, the evaluation of an 
Assistant as "very good or exceptional" at the time of eligibility 
for promotion increases the cash amount of the salary increase 
received. See USAM 10-2.521. 

4. Letters of Appreciation: Letters of appreciation may be 
granted to employees by supervisory personnel for satisfactory 
performance or suggestions which would not ordinarily warrant a cash 
or honor award. Such letters, as well as letters received from other 
government agencies or units of the Department, become a part of the 
employee's official personnel folder. 

B. Non-Justice Awards 

Throughout the year, the Department of Justice may nominate employees 
for awards granted by outside organizations. Department of Justice Order 
1451.lA, Appendix 3 (December 14, 1978) lists the most significant of 
these awards with a brief statement about the purpose, requirements, and 
criteria for each one. The Executive Office for U.S. Attorneys will 
solicit nominations throughout the year when the nominations are due. All 
no_minations must be accompanied by a DOJ-387, Consent to Release 
Information for Award Consideration, signed by the nominee. 

10-2.658 Senior Litigation Counsel 

The Senior Litigation Counsel Program was created for the express 
purpose of recognizing truly outstanding Assistant U.S. Attorneys based on 
their overall careers as litigators. To quali fy , an Assistant must meet 
the following criteria: 

A. Have at least five years experience as an attorney, the major 
portion of such experience having been as an active litigator in the 
federal court system; 

B. When nominated, be at a salary equivalent to the GS-15 grade; 
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c. Be recognized as an outstanding litigator in the federal court 
system as demonstrated by awards, letters of commendation, press coverage, 
or other material attesting to the success and quality of the attorney's 
advocacy skills; 

D. Be committed to the active litigation of significant cases and 
not be in a supervisory position established pursuant to USAM 10-2.425; 

E. Be responsible for the in-office training of less knowledgeable 
Assistants in advocacy skills; and 

F. Have the stated intention of remaining with the Department of 
Justice for at least one year after designation as well as the stated 
intention of being available to serve as a rotating faculty member of the 
Attorney General's Advocacy Institute when it will not interfere with 
assigned caseload. 

Upon designation as a Senior Litigation Counsel, the Assistant may be 
eligible for a pay increase of up to six percent of his or her current 
salary. However, in no case may this increase cause the Assistant's per 
annum salary to exceed the highest permissible salary an Assistant may 
attain by an administrative pay increase. This pay increase will not 
affect the Assistant's anniversary date for annual administrative pay 
increases. 

The Executive Office reviews the staffing level of the program at 
least annually (usually in the Autumn) and may solicit nominations from 
the U.S. Attorneys' Offices. 

It is expected that women and minority attorneys will be given an 
equal opportunity to obtain the requisite skills and qualifications 
necessary for such positions and that they will be given an equal 
opportunity to be considered for such positions. 

Assistants selected to serve as Senior Litigation Counsel are to have 
the following "weighted critical elements" included in their performance 
workplans. 

A. Under the general direction of the U.S. Attorney, assumes 
complete responsibility for the preparation and presentation at the trial 
level of complex or difficult cases, often involving significant or novel 
issues. 

1. Minimally Satisfactory: Requires frequent assistance and 
direction with assigned cases involving complex or difficult issues. 
Difficult or complex cases, in fact, may be assigned to other senior 
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attorneys or, when appropriate, to a team which is coordinated by 
other senior attorneys. 

Has difficulty with one or more of the following litigative 
stages/functions: 

a. Developing legal theories and plans; 

b. Overseeing the "discovery" proceedings leading to 
litigation; and/or 

c. Trial representation of the United States' interests in a 
professional and refined style. 

2. Fully successful: Demonstrates a creative style and ability 
in complex and sophisticated matters working under the general 
direction of the U.S. Attorney, to: 

a. Develop appropriate legal theories and plans; 

b. Organize, prepare and direct investigations and 
proceedings leading to litigation; 

c. Effectively represent United States' interest at all 
stages preliminary to trial; 

d. Conduct trials in a refined, articulate, assertive and 
persuasive style, reflecting thorough knowledge of facts, issues 
and substantive law; and 

e. As appropriate, coordinate a team in carrying out above 
functions. 

3. Excellent: In addition to the standard for "fully 
successful," is considered a subject matter expert regarding specific 
areas of the law and is consulted for advice by other U.S. Attorneys' 
Offices and/or the Department's legal divisions. ls occasionally 
requested to assume the responsibility of representing the United 
States' interest by leading other districts or Department legal 
divisions in matters involving complex or novel issues of public 
interest and receiving high visibility. 

B. Under the general direction of the U.S. Attorney, has 
responsibility _for the development and implementation of a litigation-
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oriented "in-house" training program for the district's less knowledgeable 
attorneys. 

1. Minimally Satisfactory: Rarely takes a pro-active role in 
developing or presenting in-house attorney training programs. When 
taking an active role in training development and presentation, 
programs are often less than successful in meeting objectives. 

Has not developed any formal in-house advocacy skills training 
for less knowledgeable attorneys in the past one year. 

2. Fully Successful: Identifies training needs, designs 
training to meet those needs at appropriate levels of lawyers' 
experience in the office, and plans for delivery of training, 
including a series of programs and materials. The training plan 
reflects thorough understanding of substantive issues and best use of 
staff expertise and talent. 

3. Excellent: Identifies training needs and designs a program 
that reflects imaginative use of teaching methods appropriate to 
subject and objectives, including use of video, demonstrations, and 
other alternatives to the lecture format. Presentations include 
experts, judges, and others from outside the office. 

Any performance appraisal effected 90 days or more after an Assistant 
is selected as a Senior Litigation Counsel is to contain an explicit 
evaluation of the "weighted critical elements." Any Assistant selected to 
be a Senior Litigation Counsel is required to be rated at least at the 
"fully successful" level in these elements in order to remain in the 
program. 
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10-2.659 Public Service Awards 

Public Service Awards are designed to recognize private citizens and 
organizations who make a significant contribution to the accomplishment of 
the Department's mission. Departmental employees are not eligible. 

U.S. Attorneys may nominate individuals or groups for Public Service 
Award certificates at any time. Nominations should be submitted to the 
Director, Executive Office, who is the approving official. Nomination 
letters must contain the following information: 

A. A brief biographical sketch of the nominee; 

B. Dates of the achievement or contribution and the place where it 
occurred; 

c. A narrative statement of the endeavor or achievement; 

D. Any newsworthy items which may be used in publicity release; 

E. A factual explanation of how the contributions were reflected in 
the work of the Department; and 

F. For group or organizational nominations, the name and address of 
the individual designated to serve as the representative for award 
purposes. 

Copies of nominations for all approved Public Servie Award 
certificates are forwarded to the Incentive Awards Board which annually 
recommends to the Attorney General one of the recipients for the 
Meritorious Public Service Award which is granted at the Annual Awards 
Ceremony. 

10-2.660 Standards of Conduct 

Under Executive Order 11222, each agency of the federal government is 
responsible for issuing regulations on the standards of ethical and other 
conduct for its employees. It is required that these standards be brought 
to the attention of each employee annually. 
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For the Department, these standards are contained in 28 C.F.R. Part 
45, a copy of which can be found in USAM 1-4.100. These should be 
consulted by all u.s. Attorneys and their staff. 

Every current employee should receive a copy annually, and a copy 
should be given to each new employee when he/she enters on duty. All 
employees should review these standards carefully and bring any problems 
to the attention of their supervisor. Any questions concerning the 
applicability of the Standards of Conduct should be addressed to the 
Director, Office of Legal Services, Executive Office for U.S. Attorneys. 

Copies of the Standards of Conduct can also be obtained through the 
Department's warehouse. 

10-2.661 Misconduct 

Allegations of misconduct are handled in accordance with 28 C.F.R. 
§0.39. 

It is the responsibility of the U.S. Attorney to: 

A. Notify promptly the Counsel, Office of Professional 
Responsibility, of any allegation made against a Department employee 
involving any violation of law, Department order or regulation, or 
applicable standard of conduct, mismanagement, gross waste of funds, abuse 
of authority, or acts of reprisal against "whistleblowers;" 

B. Take no further action on any allegation except to render such 
assistance as the Counsel, Office of Professional Responsibility may 
request; and 

c. Remind employees in writing at least twice a year of the 
existence of the Office of Professional Responsibility; of their right to 
bring allegations of misconduct directly to the attention of the Office of 
Professional Responsibility; and of their obligation to cooperate fully 
with any investigation that Office may initiate. 

Allegations against employees of the U.S. Attorney's office should 
also be reported to the Executive Office for U.S. Attorneys. 

10-2.662 Financial Disclosure Report 

To comply with the requirements of the Ethics in Government Act of 
1978, each U.S. Attorney, and each Assistant U.S. Attorney occupying a 
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supervisory pos1t1on whose pay level is equivalent to a GS-16 or above, 
must file a Financial Disclosure Report (Standard Form 278, Rev. 6/81) 
within 30 days after assuming the covered supervisory position, each May 
15 for the preceding calendar year, and within 30 days after leaving his 
or her position for the period from the date of the last report up to the 
date of termination. Such reports are subject to disclosure to the 
public. 

A court-appointed U.S. Attorney, or an Assistant U.S. Attorney 
occupying a supervisory position (including an acting U.S. Attorney in the 
U.S. Attorney's temporary absence) whose pay level is equivalent to a 
GS-16 or above, who is retained, designated, appointed or employed to 
perform services on all or part of 60 or fewer days in a calendar year is 
not required to file a public financial disclosure report. 

However, a court-appointed U.S. Attorney, or an Assistant U.S. 
Attorney occupying a supervisory position (including an acting U.S. 
Attorney in the U.S. Attorney's temporary absence) whose pay level is 
equivalent to a GS-16 or above, who was initially expected to perform 
services on 60 or fewer days, but who thereafter performs service on more 
than 60 days in a calendar year must, within 15 days of completing the 
60th day of such service, file a financial disclosure report for the 
period from his or her initial retention, designation, appointment, or 
employment to the present, each May 15 for the preceding calendar year, 
and within 30 days of leaving his or her position from the date of the 
last report up to the date of termination. See 28 C.F~R. §45.735-27. 

For information about post-government employment restrictions as they 
apply to a court-appointed U.S . Attorney who was initially expected to 
perform services for 60 or fewer days, but who thereafter performs 
services on more than 60 days in a calendar year, see USAM 10-2.669, part 
II, note 1 and part V. 

10-2.663 Participation by Department Employees in Outside Cases 

Upon entering on duty Department attorneys must, in general, withdraw 
from all cases they are currently handling in private practice. 
28 C.F.R. §45.735-9. The Deputy Attorney General, upon written request, 
may grant an exception to the newly appointed U.S. Attorney for a limited 
number of cases, not involving the federal government, on which he/she has 
completed a substantial amount of work before appointment, provided 
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withdrawal from these cases would seriously prejudice his/her clients. 
These cases should be completed within one year after entry on duty and 
may not interfere with the discharge of duties. Exceptions are rarely 
approved. After entry on duty, the Deputy Attorney General's approval is 
necessary before any cases may be handled. See 28 C.F.R. §45.735-9. See 
also 18 U.S.C §205. 

Assistant U.S. Attorneys must end all work on other matters before 
entering on duty. Requests for approval of outside employment by 
Assistant U.S. Attorneys should be addressed to the Deputy Attorney 
General and forwarded to the Executive Office for processing. The U.S. 
Attorney's endorsement of the request should appear on the request. 

Fees for services rendered prior to appointment as a U.S. Attorney or 
an Assistant U.S. Attorney, but which are outstanding at the time of 
appointment, may be received unless the United States has a direct and 
substantial interest in the matter and it is pending at the time of 
appointment. A specific dollar amount, or a specific percentage of the 
settlement or final judgment in matters that are pending, should be 
determined prior to appointment. A candidate for the position of 
Assistant U .s. Attorney must notify the Executive Office of the financial 
arrangements with regard to these fees. 

10-2.664 Outside Activities 

U.S. Attorneys and Assistant U.S. Attorneys may not engage in any 
outside employment or the private practice of law, except as provided by 
28 C.F.R. §§45.735-9(c)(3), 45.735-6(b) and (d) or by the Deputy Attorney 
General's specific exception (28 C.F.R. §45.735-9(e)). Requests for 
exceptions must be made in writing stating the reasons therefor and shoulc 
be addressed to the Deputy Attorney General through the Applicant's 
superior. Such requests should be directed to the Executive Office for 
U.S. Attorneys • 

One exception is that an employee may act as an agent or attorney, 
with or without compensation, for his/her parents, spouse, child, or any 
person for whom, or for any estate for which, he/she is serving as a 
personal fiduciary, except in those matters in which he/ she participated 
personally and substantially as a government employee (28 C.F.R. 
§§45.735-6(d) and 45.735-~(d)). Specific situations should be determined 
on their own merits and questions in this respect should be brought to the 
attention of the Executive Office of U.S. Attorneys so that its staff and 
that of the Deputy Attorney General .may review the situation as 
appropriate. 
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No U.S. Attorney or Assistant U.S. Attorney should engage in any· 
professional practice or any other outside employment if the activity: (1) 
interferes with proper and effective performance or official duties; (2) 
creates or appears to create a conflict of interest; (3) reflects 
adversely on the Department of Justice; (4) will be influenced or appears 
to be influenced by the employee's position at the Department of Justice; 
(5) involves assertions contrary to interests or positions of the United 
States; or (6) involves a criminal matter in which the United States (or 
the D.C. Government) is a party or has a direct or substantial interest 
regardless of whether it is a federal, state or local proceeding. 
Teaching is not considered the private practice of law under this rule (28 
C.F.R. §45.735-9(f)). See USAM 10-2.665, infra. 

U.S. Attorneys and their Assistants also should freely consult the 
Executive Office on these matters. 

10-2.665 Teaching and Lecturing 

Department of Justice regulations regarding private professional 
practice and outside employment have been amended (46 Fed. Reg. 52358, 
October 27, 1981). Under the previous regulations, teaching by Assistant 
U .s. Attorneys was viewed as the private practice of the profession, and 
required prior authorization of the Associate Attorney General. Teaching 
is no longer considered "professional practice" requiring prior 
authorization (28 C.F.R. §45.73S-9(a)). Employees who wish to undertake 
teaching engagements are directed to consult 28 C.F.R. §45.735-12, which 
generally requires prior approval by the Deputy Attorney General only when 
the use of non-public information is contemplated. Employees should be 
cautious to avoid any conflict of interest with their position and to 
insure that no interference with the performance of their offical duties 
occurs. Assistant U.S. Attorneys must take annual leave or leave without 
pay for any time required for teaching during normal business hours. 

10-2.666 Civic Organizations, Professional Boards and Committees 

While certain activities (e.g. Community Chest) can be easily 
undertaken without creating problems, membership in national and local bar 
committees, state and municipal commissions, corporate boards of directors 
arbitration panels, and similar organizations, with or without 
remuneration, could have the potential for creating a conflict of interest 
or an appearance of a conflict of interest, especially if the organization 
is funded in whole or in part by the federal government. The six criteria 
cited in USAM 10-2.664 with reference to outside activities also control 
this situation. You should contact the Executive Office whenever 
questions arise. 
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10-2.667 Pro Bono Work 

Title 28, Code of Federal Regulations, Section 45.735-9 encourages 
Department of Justice attorneys to participate in ~ bono activities 
without compensation in their off-duty hours or while on leave. Leave 
will be granted for court appearances or other necessary absences 
incident to representation. Attorney's fees for such services may not be 
sought. In determining whether to provide ~ bono services in a 
particular matter the attorney should consider the requirements of section 
45.735-9(f) and, in particular, the prohibition against engaging in any 
profession practice that involves a criminal matter. Any attorney wishing 
to participate in such~ bono work must advise the Executive Office for 
U.S. Attorneys of his/her intention, identifying the name of the 
organization with which he/she will be associated and the general nature 
of the work, for a determination as to whether such activities fall in one 
of the accepted categories of public interest services. These categories 
are: (1) service to an indigent client; (2) service to defend an 
individual or public right in which society has an interest; (3) services 
to further the purposes of the organizational group; and (4) services to 
improve the administration of justice. 

10-2.668 Gifts Received from Foreign Governments 

Public Law 95-105, 5 U.S.C. §7342, governs the receipt and 
disposition of gifts and decorations tendered by foreign governments to 
federal employees, their spouses, or dependents. 

Section 515 of Public Law 95-105 requires the Department of Justice 
to submit to the Secretary of State, by January 31 of each year, a listing 
of all statements filed by employees during the preceding year concerning 
gifts valued over $140, all foreign gifts of travel or expenses for travel 
taking place entirely .ourside the United States and valued at more than 
$140, where the acceptance of which has not been authorized in accordance 
with specific instructions from the Department of Justice. 

Federal Property Management Regulations (FPMR) Par. 101-49 and 
Justice Property Management Regulation (JPMR) Part 128-49, prescribe 
policies and procedures governing utilization, donation, and disposal of 
gifts and decorations from foreign governments. 

In accordance with JPMR §128-49.201, each U.S. Attorney's office is 
required to submit to the Executive Office, Attention: Facilities 
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Management and Support Services -Staff, by January 11th each year, a 
listing of all gifts and decorations, regardless ' of value, received by 
employees, their spouses, or dependents from foreign gave rnm.ents during 
the preceding year. · 

A separate statement, containing the following information should be 
submitted by each employee receiving a gift or decoration: 

A. For tangible gifts: 

1. Name and title of recipient; 

2. Gift, date of acceptance, estimated value, and current 
disposition or location; 

3. Identity of foreign donor and government; and 

4. Circ\imstances justifying acceptance. 

B. For travel or expenses for travel: 

1. Name and title of recipient; 

2. Brief description of travel or travel expenses occurring 
entirely outside the United States; 

3. Identity of foreign donor or governments; and 

4. Circumstances justifying acceptance. 

Negative responses ruay be communicated by telephone to the Executive 
Office for U.S. Attorneys, Facilities Management and Support Services 
Staff. 

10-2.669 Post-Government Employment Restrictions 

A. Ethics in Government Act: 'nle Ethics in Government Act of 1978, 
which amended 18 u.s.c. §207, and the regulations issued thereunder bar 
certain acts by former government employees (including all officers, 
employees and special government employees, both attorney and 
non-attorney, of any U .s. Attorney's Office) which may actually make or 
give the appearance of making, unfair use of prior go~ernment employment. 
Criminal penalties and disciplinary action may be imposed for violations. 
See 5 C.F.R. §737 as amended in 45 Fed. Reg. 7401, 7402 (Feb. 1, 1980); 45 
Fed. Reg. 8544, 8556 (Feb. 8, 1980); 45 Fed. Reg. 75500-01, 75518-19 
(November 14, 1980). 
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The regulations cited above, dated February 1, 1980, contain numerous 
examples of permissible and prohibited post-employment activities by 
various types of forme-r employees. However, the regulations under the 
Ethics in Government Act do not incorporate or supplant restrictions that 
may be contained in other laws or professional codes of conduct. (~ 
discussion in subparagraph G, infra.) 

Requests from present or former employees of U.S. Attorneys' offices 
for the Department's views on prospective, specific factual situations or 
legal issues should be sent to the Director, Executive Office for U.S. 
Attorneys, for a written opinion from the Office of Legal Counsel or the 
Office of Government Ethics, as appropriate (pursuant to 5 C.F.R. §738; 46 
Fed. Reg. 2582 (Jan. 9, 1981). While some research materials and a 
bibliography of pertinent cases are set forth below, requests for 
additional materials not otherwise available may be made to the Executive 
Office for U.S. Attorneys. 

The Office of Government Ethics (OGE) has issued advisory letters 
regarding the permissible and prohibited post-government employment 
activities of former government employees in specific factual situations 
under the Ethics in Government Act of 1978 (Pub. L. 95-521, as amended by 
Pub. L. 96-28) (and the predecessor statute, 18 u.s.c. §207). Copies of 
brief a of the advisory letters which were prepared by the Executive Office 
for U.S. Attorneys may be obtained by contacting the Executive Office. 

B. Summary: The statute and regulations now contain the following 
four major restrictions, against representing anyone other than the United 
States which apply to any person who held a government position after June 
30, 1979: 

1. A permanent restriction on any former government employee 1 s 
(i.e., U.S. Attorney, supervisory Assistant U.S. Attorney, Assistant 
u-:S:- Attorney or other employee) acting as a representative in 
connection with any matter in which the employee participated 
personally and substantially while a government employee (~ 18 
u.s.c. §207(a)); 

2. A two-year restriction on any former government employee's 
(i.e., U .s. Attorney, supervisory Assistant U .s. Attorney, Assistant 
u-:S:- Attorney or other employee) acting as a representative in 
connection with any matter for which the employee had official 
responsibility during his/her final year as a government employee 
(.!!!., 18 u.s.c. §207(b)(i)); 
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3. A two-year restriction on a former "senior employee's" (i.e., 
U.S. Attorney) 1/ acting as a representative or aiding, counseling, 
advising, consulting or assisting in representing any other person by 
personal presence in connection with any matter in which the emp l oyee 
artici ated ersonall and substantiall while a government employee 
see 18 U.S.C. §207 b , and; 

4. A one-~ear restriction on a former "senior employee's" (i.e., 
U.S. Attorney communications with the former agency 2/ on---ati'y 
matter, regardless of prior involvement (See 18 U.s.c:- §207(c)) 
(i.e., a former U.S. Attorney cannot-deal with the office he/she 
headed). 

However, a former Executive Schedule U.S. Attorney (Northern District 
of Illinois, Central District of California, Southern District of New 
York, and District of Columbia) is precluded for one year from 
coDDDunicating on any matter or case involving any other U.S. Attorney's 
office as well as his/her own former office, all United States Marshals' 
offices and the seven other non-statutory components of the Department 
designated under 18 U.S.C. §207(d)(l)(C). Former Executive Schedule U.S. 
Attorneys may, however, handle cases or matters involving the ten 
statutory separate agencies or bureaus of the Department under 18 U.S.C. 
§207(e). · 

C. Limitations on matters covered: The first three restrictions (18 
U.S.C. §§207(a), (b)(i) and (b)(ii)), apply only to matters in which the 
United States or District of Columbia is a party or has a direct and 
substantial interest; the fourth restriction (18 U.S.C. §107(c)) appltes 
only to matters pending before the former senior employee's agency or 
department, or in which the agency or department has a direct and 
substantial interest. 

1/ All U;S. Attorneys (including the 89 non-Executive Schedule U.S. 
Attorneys and the four U.S. Attorneys paid Executive Schedule salar i es) 
are "senior employees"; no Assistant nor supervisory Assistant U.S. 
Attorneys have been designated as "senior employees." Court-appointed 
U.S. Attorneys become subject to the post-employment restrictions after 
serving as U.S. Attorneys for 60 days. 

1./ For the 89 non-Executive Schedule U.S. Attorneys, the "agency" with 
which such contacts are prohibited is defined as being the particular U.S. 
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Representation of the United States by any former government employee 
is, when authorized, of course, e~empted from all of the above 
restrictions. 

D. Restrictions on All Former Government Employees: Subsections (a) 
and (b)(i) of 18 U.S.C. §207 do not depart significantly from prior law. 
Subsection 207(a) retains the permanent prohibition against all former 
Executive branch officers and employees acting as agent of, attorney for, 
or representing in an appearance, or making oral or written communications 
with the intent to influence, on behalf of another party not the United 
States (hereinafter, "appearances be fore or communications with") the 
government or in court, in a case or other particular matter in which the 
United States or the District of Columbia is a party of has a direct and 
substantial interest, and in which the former government employee 
participated personally and substantially while a government employee. 
See 5 C.F.R. §737.5; 45 Fed.~ 7409 (February 1, 1980). 

The new subsection 207(b)(i) merely extends from one to two years the 
period of disqualification of all former · Executive branch employees from 
"appearances before or communications with" the government or in court in 
matters in which the United States or the District of Columbia is a party 
or has a direct and substantial interest and in which the former 
government employee did not actually participate while in government, but 
which were under his/her official responsibility as an employee within one 
ear rior to the end of such res onsibilit See 5 C.F.R. §737.7; 45 
~ ~ 7411 February 1, 1980 • 

The term "official responsibility" as used in 18 U.S.C. §207(b)(i) is 
defined in 18 U.S.C. §202(b); 5 C.F.R. §737.7(b). 

Attorney's office (and the United States Marshal's office in that 
district) and the parent Department of Justice, with the exception of: 
(a) ten separate statutory agencies or bureaus of the Department, under 18 
U.S.C. S207(e) (.!,!!· 45 Fed. Reg. 75500-01 (November 14, 1980)); and (b) 
the other U.S. Attorneys' offices and United States Marshals' offices in 
the 93 other districts and the seven other non-statutory components of the 
Department of Justice, designated under 18 U.S.C. §207(d)(l)(C) (see 45 
Fed. ~eg. 75501 (November 14, 1980)). Thus, the former U.S. Attorneyfor 
the District of "A" normally would not be precluded by 18 U.S.C. §207(c) 
from handling a matter or case involving the U.S. Attorney's office or the 
United States Marshal's office in the District of "B" or before one of the 
ten statutory s.eparate agencies or bureaus or the other seven non
statutory components of the Department of Justice. 
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E. Restrictions on Former Senior Government Employees: The Act also 
added two new restrictions in 18 U.S.C. §§207(b)(ii) and §207(c) which 
apply only to certain former senior-level government employees who are 
defined under 18 U.S.C. §207(d)(l). That definition includes the U.S. 
Attorneys in four districts who are statutorily included in the Executive 
Schedule under 18 U.S.C. §207(d)(l)(A); and all non-Executive Schedule 
U.S. Attorneys, who were designated under §207(d)(l)(C) as "senior 
employees" by the Director of the Office of Government Ethics (45 Fed. 
~ 75519 (November 14, 1980)) and are therefore covered by the 
restrictions of both §§207(b)(ii) and 207(c). No Assistant U.S. 
Attorneys, supervisory Assistant U.S. Attorneys, nor any other employees 
o f U . S . At torn e y s ' o f f i c es were des i g n a t e d as " s e n i o r em p l o ye e s . " 
Court-appointed U.S. Attorneys become subject to these post-employment 
restrictions upon serving as U.S. Attorneys for 60 days. 

Therefore, all former U.S. Attorneys who left their position after 
June 30, 1979, as "senior employees" are prohibited under 18 U.S.C. 
§207(b)(ii), for two years from representing, aiding or assisting in 
representing another person other than the United States by personal 
appearance before the government or in court in a matter in which the 
United States or the District of Columbia is a party or has a direct and 
substantial interest and in which the "senior employee" is personally 
barred because of his or her personal and substantial participation in the 
matter while in government. See 5 C.F.R. §737.9; 45 Fed. Reg. 7412 
(February 1, 1980). ~ ------

In addition, all former U.S. Attorneys, as "senior employees," are 
barred by 18 U.S.C. §207(c) for one year from appearances . or 
communications on behalf of any person other than the United States before 
the department or agency in which he/she was employed, or before any 
officer or employee thereof, in any case or particular matter pending 
before that department of agency or in which that department or agency has 
a direct and substantial interest, regardless of the "senior employee's" 
prior involvement with the case or matter while a government employee. 
See 5 C.F.R. §737.11; 45 Fed.~ 7413 (February l, 1980). 

The one-year restrictions under §207(c) on certain "senior employees" 
has been li~ited to less than the entire Department of Justice by two 
methods provided in the statute. By the discretionary designation of the 
Director of the OGE, pursuant to §207(d)(a)(C), administratively created, 
unrelated component agencies or bureaus within the parent department or 
agency may be designated, if they have separate and distinct subject 
matter jurisdiction from the parent department or agency, and the OGE has 
determined that there exists no potential for use of undue influence or 
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unfair advantage based on past government service. The Director of OGE 
has designated the fol lowing as such separate agencies: al 1 U. S. 
Attorneys' offices, as well as all U.S. Marshals' offices and seven other 
non-statutory components of the Department of Justice.3/ Therefore, with 
the exception of former Executive Schedule U.S. Attorneys,4/ former U.S. 
Attorneys are not automatically prohibited, pursuant to 18 U.S.C. §207(c), 
from appearances before or communications with U.S. Attorneys' offices or 
United States Marshals' offices in districts other than the district in 
which they served as a "senior employee," nor with the seven separate 
non-statutory components of the Department. All former U.S. Attorneys are 
still prohibited for one year from making appearances before or 
communications with the U.S. Attorney's office and the United States 
Marshal's office in the district which they headed. 

All former U.S. Attorneys from all districts may handle matters and 
cases otherwise prohibited under 18 U.S.C. §207(c) before the ten 
statutorily created separate agencies and bureaus of the Department of 
Justice which the Director of OGE has designated pursuant to 18 U.S.C. 
§207(e).5/ 

In addition, all former U.S. Attorneys' appearances before and 
communications with the government, other U.S. Attorneys' offices, other 
components of the Department of Justice, and in court are still restricted 
by §§207(a) and (b)(i), which apply to all former employees. 

3/ Antitrust Division; Civil Rights Division; Land and Natural Resources 
Division; Tax Division; Civil Division; Criminal Division; and the Off ice 
of Leg a 1 Po 1 icy ( fo-rmer l l y the 0 ff ice for Improve men t s in the 
Adm in i s tr at ion of Ju s t ice ) 5 C . F . R . § 7 3 7 • 1 3 ; 4 5 Fed . Re g . 7 4 1 5 - 1 6 
(February 1, 1980); 5 C.F . R. §737.32; 45 Fed. Reg . 755-1 (November 14, 
1980). ---

4/ Although the Director of the Office of Government Ethics included 
the four Executive Schedule U.S. Attorneys in the designation of "senior 
employees" under §207(d) (1) (C), the Office of Legal Counsel has concluded 
that the Ethics Act does not authorize such designations for Executive 
Schedule employees covered under §207(d)(l)(A). The Department's Office 
of Legislative Affairs has previously determined that an amendment to the 
statute would be appropriate in order to eliminate the disparity among 
U.S. Attorneys. The Executive Office for U.S. Attorneys is urging the 
Department to submit such an amendment to the Congress. 

5/ Bureau of Prisons (including Federal Prison Industries, Inc.); 
Community Relations Service; Drug Enforcement Administration, Federal 
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F. Sanctions: The statute provides criminal penalties of up to two 
years' imprisonment and/or a $10,000 fine for violations of §§207(a)-(c) 
by former employees. Disciplinary action by a department or agency for 
violations by former employees may also include up to five years' 
debarment from appearances before or communications with the Department, 
pursuant to §207(j). See 5 C.F.R. §737.27; 45 Fed. Reg. 7418 (February 1, 
1980); 28 C.F.R. §45.735-7a; "Disciplinary Proceedings Under 18 U.S.C. 
S207(j)" (Order No. 889-80, 45 Fed. !.!i.:. 31717 (May 14, 1980)). (In 
add it ion , 18 U. S . C . § 2 0 7 ( j ) provide s pen a 1 t i es o f up to one ye a r 
imprisonment and/or a $5,000 fine for certain violations by partners of 
present employees of the Executive Branch.) 

A review of the criminal sanctions appears at USAM 9-85.240. 

G. Other Post-Government Employment Restrictions, and Restrictions 
on Partners of Former Government Attorneys and Employees: In addition to 
the Ethics in Government Act, the American Bar Association Code of 
Professional Responsibility (ABA Code), rules of state bar associations 
and court decisions restrict the conduct of attorneys who are former 
government employees and their firms and affiliates. There is nothing in 
18 U.S.C. §207 that prevents courts and bar associations from holding 
former employees of the federal government to standards more demanding 
than the minimal requirements of the criminal law. 28 C.F.R. §45.735-7 
(1979), which paraphrases the predecessor statute to 18 U.S.C. §207, makes 
plain that a former employee is not free to disregard other, more 
demanding standards of professional conduct. 

18 U.S.C. S207(c) by its terms raises no obstacles for the fellow 
lawyers of a former U.S. Attorney or Assistant U.S. Attorney in a private 

Bureau of Investigation; Law Enforcement Assistance Administration; 
National Institute of Justice; Bureau of Justice Statistics; Office of 
Justice Assistance, Research and Statistics; Immigration and 
Naturalization Service; and the United States Parole Commission. 5 C.F.R. 
§737.13(c); 45 Fed.~ 7415 (February 1, 1980); 5 C.F.R. §737.31; 45 
!'.!!:_.!!.&.:. 75500-01 (November 14, 1980). 
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law firm. Moreover, the ABA Code does not contain a provision that, like 
18 U.S.C. §207(c), prohibits an appearance in a matter in which the form.er 
government lawyer had not participated or for which he/she had no official 
responsibility. As to these types of matters, therefore, absent a 
restraint of that kind in a disciplinary rule, there is no 
disqualification to impute to the partners of the lawyer in regard to such 
matters. 

An attorney is personally disqualified from representing a client on 
a particular matter in which the attorney had substantial responsibility 
as a public employee. See ABA Code, DR 9-lOl(B). 

The definition of "matter" as used in ABA Formal Opinion No. 342 
(November 24, 1975), 62 ABAJ 517 (1976) (copy, infra) is usually limited 
to activities related to litigation between identifiable parties. 

The definition of the term "substantial responsibility" which 
activates Canon 9 of the Code of the Professional Responsibility is not 
firmly established and depends on the specific facts. See ABA Formal 
Opinion No. 342. Some circuits hold that DR 9-lOTfB) permits 
disqualification of the former government employee only in matters in 
which he/she had a direct and substantial personal involvement. In 
others, a more restrictive standard based on state law may be imposed 
where, in addition to actual knowledge, responsibility exists over the 
subject matter, whether exercised or not. DR 9-lOl(B) has been applied 
even when the attorney had no active or direct participation in a case 
while a prosecutor, or acted in only an advisory, not supervisory, 
capacity. 

Likewise, the form.er government attorney's partners, associates, and 
any other lawyer affiliated with his/her firm are disqualified by 
imputation from employement on the same particular matter for which the 
form.er government employee is personally disqualified. See ABA Code, DR 
5-105(D). However, this is not an absolute disqualification. The 
imputation of the form.er government attorney's knowledge of privileged 
information to the entire firm and its affiliates may be rebuttable by an 
adequate screening mechanism. And, absent an appearance of significant 
impropriety or taint of the underlying trial or matter, the government may 
waive the law firm's imputed disqualification, if there are adequate 
screening procedures by the firm to isolate that attorney from direct and 
indirect participation in the "matter" and the fees attributable to it. 
See ABA Formal Opinion No. 342. Bowever:-inasmuch as it is the court's 
responsibility to ensure that attorneys practicing before it maintain the 
highest standards of professional conduct, any waiver filed by the 
government is not binding upon the court. 
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In order to max1m1ze its ability to recruit able attorneys who may 
later leave the government for private practice, the Department of Justice 
has opposed an automatically imputed disqualification of the 
personally-disqualified attorney's law firm and has adopted an 
administrative practice to allow waivers in appropriate screening 
situations, as discussed in the Department's comments on the ABA Proposed 
Model Rules (May 23, 1980), and Armstrong v. McAlpin, brief of United 
States as amicus curiae on rehearing en bane (2d Cir. 1980), in which the 
government endorsed the procedures for-screening. A law firm that employs 
a former Department of Justice attorney and that has instituted screening 
procedures may request the Department's consent to the firm's 
representation in matters with which the former government attorney was 
involved. Procedurally, the firm should make its written request to the 
head of the appropriate Department office, board or division, identifying 
the matters involved and detailing the screening measures used to insulate 
the attorney from involvement in the matters. Department components may 
then consult the Depart~ent's Office of Legal Counsel, which has 
responsibility for ethical considerations under 28 C.F.R. §§0.25(k) and 
45.735-26(b). U.S. Attorneys and Assistant U.S. Attorneys should forward 
their requests to the Executive Office for U.S. Attorneys. 

Some of the factors which have been considered in government waiver 
determinations, and in the courts' acceptance of the adequacy of a firm's 
screening on motions for disqualification are: 

1. Screening measures were utilized by the firm ab initio, 
prior to the government or other party's motion for disquaTification; 

2. 'nle attorney derives no remuneration from funds obtained by 
the firm for the representation; 

3. 'nle attorney is excluded from participation in the action 
and has never participated in any fashion whatever in the firm's 
representation of the client; 

4. 'nle attorney has not imparted any information concerning the 
matter or the adverse party to the firm nor discussed the action with 
other firm members; 

5. No one at the firm is permitted to discuss the matter in the 
attorney's presence or allow the attorney to view any document 
related to this litigation; and the attorney has no access to 
relevant files (which should be locked); 
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6. There is no indication that the attorney, while employed by 
the government, formed an intent to prosecute this action as a 
private attorney, nor that the attorney's official actions, while a 
government employee, were affected nor his authority misused by 
contemplation of subsequent employment or action in the matter as a 
private attorney; 

7. The attorney did not facilitate the client's engaging the 
firm, nor was the attorney hired away from the government by a firm 
in order to defuse the government's representation in a matter 
handled by the firm; 

8. The screening is "specific and inflexible;" and 

9. The presence of the former government employee attorney will 
not taint the [underlying] trial, nor affect the outcome of the case. 

In addition, in deciding whether a proposed screening mechanism is 
likely to be effective, the government or the court may consider the 
relative size of the law firm; the proportion of the firm's resources 
devoted to, and income derived from, the particular litigation; the 
protracted nature of the litigation; and whether, in multi-district 
litigation, involving the same law firm and issues, the United States is 
or may become a direct party or third party in other cases. Although 
disqualification under DR 9-lOl(B) and DR 5-lOS(D) is often used to 
prevent a former government attorney from switching sides on a matter as 
well as to prevent the attendant violation of attorney-client confidences 
and the appearance of impropriety, the imputed disqualification of the law 
firm may be equally applicable where there is no switching of sides. This 
applies, for example, when the former government attorney's former agency 
and present firm would mainta~n actions adverse to the same party in (two) 
related matters with which the attorney was involved while in government. 
(The screening mechanism does not apply, however, to attempts to create a 
"Chinese wall" within a law firm in order to allow simultaneous 
representation of two parties with adverse interests.) 

Judicial review may be available to the law firm employing the former 
government attorney in the case of an agency's arbitrary or capricious 
denial of a waiver. Judicial review may also be available to another 
party in the case of the agency's arbitrary or capricious determination 
granting a waiver. 

The granting of a motion for disqualification is usually appealable, 
but the denial of such a mot ion is not appeal able in all circuits, 
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H. Briefs of Advisory Letters: The Office of Government Ethics 
(OGE) has issued advisory letters regarding the permissible and prohibited 
post-government employment. activities of former government employees in 
specific factual situations under the Ethics in Government Act of 1978 
( the E th i c s Ac t ) , 18 U . S • C . § 2 0 7 . ( F o r p e r s o n s w h o s e go v er nm e n t 
employment ended prior to July 1, 1979, the OGE has also interpreted the 
predecessor statute, 18 U.S.C. §207.) 

Copies of the full texts of the letters may be requested from the 
Executive Office for U.S. Attorneys, Room 1629, Main Justice, 10th Street 
and Pennsylvania Ave., N.W., Washington, D.C., 20530 (FTS 633-4024). 
Briefs of these and of future advisory letters will be published in the 
United States Attorneys' Bulletin. 

The OGE's advisory letters concern the following issues, as applied 
to the specific factual situations presented by individual former 
employees of various government agencies: 

l. Whether an attorney in a private law firm who is a former 
"senior employee" (for purposes of 18 U.S.C. §207(d)(l)(C)) may, 
during the one-year time ban of §207(c), represent a private client 
in court in a civil suit against the attorney's former government 
Department, involving the interpretation of a Department regulation, 
but not involving a particular matter involving specific parties 
which would trigger any prohibitions of §§207(a) or (b). This would 
be prohibited, because the attorney's representation and arguments to 
the court would unavoidably involve "oral .•• communication" to the 
Department "with the intent to influence" it (i.e. , to persuade the 
Department to change its position, or in r:e<i"°uired settlement 
negotiations). Based on the legislative history of §207(c), such 
contact by the former official with his/her former agency is 
proscribed, not only on the matters pending before the agency, but on 
matters in which the former agency has a "direct and substantial 
interest" (i.e., where it is named as a defendant), even though the 
matter is pending elsewhere (i.e., in court). 

2. Under the definition of the term "particular matter" (18 
U.S.C. §207(a)), whether an attorney who is a former government 
employee (Administrative Law Judge (ALJ) assigned to an agency) may 
represent claimants at hearing before law judges of the same agency 
in three situations where: 

a. The claimants are new and present new claims. Here 
there is no general prohibition because "particular matter" 
applies to specific cases or matters and not a general area of 
activity; 
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b. and c. In hearings over which the former employee 
presided as an AW, the claimant had his original application 
for benefits denied and, in lieu of an appeal, now files a new 
application, or the claimant's application was granted, but the 
agency has since reexamined it and terminated benefits. 

In these two situtations, the representation is prohibited, 
because under the Act's implementing regulations, the same particular 
matter may continue in another form or part, and the agency should 
consider the extent to which the matters involve the same basic 
facts, related issues, the same or related parties, time elapsed, the 
same confidential information and the continuing existence of an 
important federal interest. 

3. What is the effect of the re-employment [as a Special 
Government Employee] of a former government employee who originally 
had resigned prior to the effective date of the Ethics Act, July l, 
1979? 

The restrictions of the new Ethics Act apply only to the matters 
upon which the re-employed person works subsequent to re-employment 
after July l, 1979. However, as to the previous period of government 
employment (pre-July l, 1979), the former provision of 18 U.S . C. 
§207 predating the Ethics Act covers the particular matters in which 
the former employee was either personally or substantially involved 
or which were pending under his/her official responsibility. 

4. What is the effect of the re-employment of a former 
government employee as a re-employed annuitant in the same agency but 
in a different non-"Senior employee" position, where there are no 
operational responsibilities regarding the former position, and where 
the former position was designated as a "senior employee" position 
under §207(d)(l)(C) effective one day after the employee originally 
terminated employment with the agency? 

Because this particular re-employment in a non-senior employee 
position is not viewed by OGE as a "shifting position" under 5 C.F.R. 
§737.25(i), the re-employment will not subject the employee to 
restrictions on a "senior employee." 

5. What is the application of the definitions of "personal and 
substantial" participation in a "particular matter involving a 
specific party or parties," under the former pre-Ethics Act statute, 
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18 U.S.C. §207, in the following situation: Whether a former 
government employee who left the government prior to the effective 
date of the Ethics Act, and is now an employee of a corporation, is 
barred from representing the corporation in conjunction with any of 
the four "phases" of a government program [to deliver aircraft to a 
foreign airforce], where the former employee had worked on only one 
of the phases of the program in government. 

There is no prohibition of representation as to the three other 
separable phases of the program, because they are separate 
"particular matters" for which the former employee did not have 
"official responsibility." 18 U.S.C. §202(b). 

Section 207 covers the one program phase in which the employee 
had participated "personally and substantially" as a government 
employee. The phase was a covered "matter" involving specific 
parties, even though the work was preparatory and preliminary to an 
actual contract, similar to an employee's participating in an 
investigation to determine whether the government should file a 
formal action, or recommending such formal action be undertaken. 

The limitations on the proposed duties of a former government 
employee as to matters covered under §207 vary according to the type 
of representation, and §207(a) does not prohibit contacts or 
co11D11unications with the government that do not involve potentially 
adversarial or controversial matters with respect to a particular 
matter (i.e., a contract). 

6. Under the two-pronged standard of 18 U.S.C. §§207(a) and 
(b)(i), defining "a particular matter involving a specific party or 
parties," former government employees who were involved in the 
development of a matter (i.e., request for proposals for a contract) 
are not prohibited from representing a specific party before the 
government on that particular matter, where the party was not 
identified as a party to the matter in question at the time the 
employees worked on the matter in the government. 

7. Under the definitions of i•[personal and] substantial" 
participation and a "particular matter involving a specific party or 
parties" in 18 U.S.C. §207(a), an attorney who, as a former 
government employee, drafted or amended specific clauses in documents 
(i.e., contracts) or reviewed the documents for legal sufficiency is 
b-;rred genreally from representing parties in the particular matter 
(the contract) in toto, because such documents cannot be divided into 
clauses to mitigate the post-employment restrictions of 18 U.S.C. 
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§207, nor can passing upon the legality of a matter be separated from 
the substantive merits of th~ particular matter. 

However, as to such documents (contracts) which were amended or 
reviewed for legal sufficiency subsequent to the termination of the 
attorney's responsibilities therefore, §207 does not bar later 
involvement, because to the extent that the primary substance of the 
documents (i.e., rates and benefits of contracts) change yearly, they 
are new "particular matters," despite certain continuing generic 
clauses with which the attorney was involved while in government. 

8. What are the limitations of 18 U.S.C. §§207(a) and (b)(i) on 
a former "senior employee" who, as director of a federal office, had 
a broad policymaking role (in science, technology, energy, national 
security, and research and development issues) and official 
responsibility for certain particular matters (contracts) involving 
the government office and the new employing organization? Most of 
the policy activities, being of a general rather than specific 
nature, result in no post-employment restrictions, because 
"rulemaking, legislation, the formulation of general policy, 
standards or objectives, or other action of general application" are 
not a particular matter involving a specific party or parties. 18 
U.S.C. §§207(a) and (b)(i). These restrictions would require a 
discrete and isolatable transaction between identifiable parties, and 
do not apply to a general area of activity. 

However, there is a restriction on particular matters (i.e., 
contracts) in which the former government director participated 
personally and substantially, where "personally" means directly, 
including the participation of a subordinate when actually directed 
by the former government employee, and where to participate 
"substantially" means that the director's involvement must have been 
of significance or form the basis for a reasonable appearance of such 
significance to the matter and requires more than official 
responsibility, knowledge, perfunctory involvement, or involvement on 
an administrative or peripheral issue. 
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IO"C1"11..,..t -1h1 tin v~ct-..0 1f !NI 
~1.1a1- .;11,,......d to die fim •tl. wt.a 
k -- UloOCWllt"d-diit \llC'l:f~ cit f/'9> 
...... fO"ts'J\-ftl W'l"Vicc w'lll • 100 11"'1! b 
_. - IO -irr As for 111cnt l'M"ll "W•fhft& •o 
-.kc rhnc -nrocn. moc Oftlt wiD fl'W> 11'd 
dllrc &.. ..,,..er 1 rnt.ric1cd "'""'';.:' Uwrul'· 
lier, ._ dtltt1t1 •ill ftlld ii td'l"ocvl1 10 o&111• 
muwwl. ll&"Cula.!1y i9 dlov lfll"Udlft .,.I 
..a1 6ealina wilh lk IDnft-111··1. K•f 
... T.,. ,_, c .. ..,.,.,.,..,.., Alt_,•"" 
,_ C-• O'/ f't'lfl/ru-.1 £11.;n, 'Jiii H••"' 
L. lll't U'7 t1"7l C"Thl l"ftll"ici-• ... "°" 
.,.. (lk io•cno•c•I 1nonu1:ytl fwiwrr 
c:arwr In. llftelir&r '""' lftaf br Ml ..... ,. .. , .... 
1Mt ..... lllf ia mMplirtclr 1111•.,.,. hr w41 
lleaitatt IMfort acup11n1 l•"tl"ll11tU• 
-.io, ... ··); C-lllOtc. 61 H ... .,, L. It• ,.. ti"" llUJl'Ctt.iftl ,... • •• ..,.., ....... 
.. .. ~li(lff ii I CAM ........ !IC hn .... 
?il'J -'"• I i.t...;n,. we• •• IA M CMIWl"I 
....,.. • ...,..., 1a a r••111 1ha1 t11c •CS'l'fl• ...... _... ,,_ * ctir•t • - ... I* 
.,_._.. '7 .. -a. l'ftearr•J. ~~. 
,.,,,....,,.,. lf,,.htffl, JI ... ¥ .U L Ill., ••• 
(W)ll, C•~ ... YAU L. J "' 11 .. ,. r· ,.,. .. ~, thr ll10f'lllCJ I npi lo*""'*°' 
I """"'-' alil frt.r "- .. .,.,,...... h-1• ....... , ... .,,.. .. ......, .... .......,.1 

IS. a ..... ,.,,..,,..,, lw . ... ,._,.. 
1-~ di f. Jiii '62.. JM Oil Cir. lf7JJ. 

APRIL 13, 
Ch. 2, p. 

1984 
17 3 

Ptef !IMca 0.'r ...... 
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_....iCll tniAiltl and open.ct ... 
0 l . ,_IOHll iu.err. whik ,,ntt-Wy 

;Jwd irl ~ lirfl I al tk abo~ poitcy_ 
C'f"l•«rat10fl1. dor' "°' embody M)' ol 
~"' u • llHI . T1'c iuwc ol C.CI llO .. 

*"rmincd in a •iaciphM'1' actio11 91 
•~'~' 1hc lawyrr hu tccesited ",riYalf 
rml"ll") mcn1" ilt a "inaeter .. ill wh"ll he 
llYd · ·1&1~1an1al rupon•ibih1y· wtlilc he 
•:a' a· 'pybhc employtt •• IAlt~cauon 
llflNtrtttly i\ 11eedcd 111 ~prd lo each of 
dlt quoted word\ or pfl,_~,. aftd each 
IMNld ~ 1111Crpn1~ 10 as '° be COMit· 

~· · '"'or.r ., poniblc. w11h t!lt underly· 
-~ policy cornidcraliorn di•cuncd 
lltol••·t ." 

As uwd ill D .lt. ,_IOICI). ··,n ... 11 
""plO) m~I .. reftn to employment n a 
pr•• :ate pr;actitioncr Ir one 11ndcrt,,;n1 
con,idcra1ion i1 10 avoid the •ituation 
whrrt 1c•crnrntn1 la•ytn 111ay k 
11rmpled to handle uw1nmcnli '° a• ro 
CftCOu,..,c 11'1ei1 own r~11un: cmployme'll 
ii resard 10 theu inancn. the dupr it. 
aaa a l.;W"ycrma) .rtcmpl to dcriYt Wtdwe 
5-lncaal bcnc(11 ~ fcc1 i11 conn.::t»ri 
-'ti\ 11&1b\Cq\ltnl crnplo)llWftl, and Ml 
.. I he IN) C han1c from OfW ..u.rird 
IO"trnment po\i1ion 10 anottwr. The 
._!11ncin1 ;or-tidcral10n su~rtm& our 
CDfl\tl'\IC:tiOfl ~ lhal IQYCr'ftlftCftl &ICftQcl 

APRIL 13 I 
Ch. 2 I p. 

1984 · 
17 4 

...... .c ...... lyha~i11NCNit

... la•,,.n prncatl) tmplofd ~ oct.er 

.. ~"""""' bodin •• 
Att~t- a ~iv Mrlftitiotl ti .. _.. 

ter" .... i,a the •iteipli!W) ,,. • 
~It IO fOl'Wlulatc. ck lct'lll lfttlll IO 
coas.cmplalt a d1Kre1c and ilolatable 
G'UYCliOfl Of' ~I of UM YCtiofti brtwcftl 
hMltft1ir~ ,_nic,." Pcrhapt tht acopc 
fl&Jw lenll "IMlltr" 9'8J be iRdicatcd by 
HUDpw,. llw 1iamt laW1uii or lili1a1ion 
ia lht tame "'8ttcr The IAIM istM al'rtct 
ilt"'Vlviaa cJw..,,. parties and rht unw 
litul.ioft or conduct it die MN aaucr." 
ly COlllrasl. •orll H I pnnuntnt 
eaployec ill ~ft&. cwfarci"I. or imwr
'"'i"I 10..,enunc11t or .. ttteY ff'Oct· 
duru, resulations. or laws, or ia bricfin1 
e1Ktr'9Ct princip&o of law. dots ftOC di.
.-Jif'y the lawytr wndtr D l . ,_IOI (I) 
6'orn wbtequcnt pr; ... atc cmploymcnt in
•olvina tht a.amt rcavl•liOftS , pl'OCC· 
dana, or poinri of Lt•. die IAmc .. _,. .., .. ii.,, i11\00lvf'd bcnuw then ii Lick
.. tJlc diKJTtc . idu1ifiablc nrn.actioftl 
or =nd~cr irlvolvina a ~w licaaasioe 
mid ...,ci(IC ~- II 
n. clement or O l. ,.101(1) MOit dil· 

&cull 10 inttf"P"I in li&ht olthc 11Nlt11yi"I 
cm11 idcra tictU. pro Md C'Oft. D tMI ti 
"111buantial rupqr11ibili1y." Wt 111m 

JDI F :ad 61' !2d Cir lf7•1 I• tMr rat ii 
.,,an &Mr tJw la•ytr r. 1M -11ic1p•hty 
- P" .... C'I) ITlaiMd. Md Ult l""llalt ttllll'I 
liirld !Ml IJll~ tll\fMor-111 ~\IAUlrd "fll'iWllC 
caploy-nt"· .nu.111 rk _.,. .. ol D.a. 
•10lt81 

rt. s- M•"'"I· FtClllUL C:O..P'UC'T Of 

lwn11 n LA• JIM < '"">· 

h .. 6ir ..,....., eltt. pc•ceaw 
c... ~ '--' ..... ifw . 

C_. Ji. forwwr A.I .A. CMOe1 or 
,,,.rcuioital E1hic1, 11a1ed that the 
..,_, 10Ytmmcn1 ••1tr s.hould nar K· 
ape elllp&oyrntftl ilt COflMCtioll wrth a 
IMtter "li.t Illas in"'ftlipred or .. u.ed 
..... wf\iJc in IO"cnuftC"t c...,&oy lur 
..... led Upofl- ll"O'fWd IO be IDO broedly 
e9COfftpaHift1; for c.umplc, ii .. , held 
Meler Cafton )6 t!lal a lawyer CllMlld not 

acccp1 ""''°""""' iat CDftltCCf ioft wilti a IMd title •tlich ht Md paned"'°" in a 
"""'"ctar) man•r, lht tide heYi,. bern 
Won hie for couidcraaiotl •ly be· 
cautt tide rw:ports were -.de ill hit MIM 
M auiltan1 d\;.r" title caalftiMr or in rht 
aunc of the chief 1irlc t:umina." Alld ~ 
lilqualifyin1 a lawyer because ol 1 tM~ 
"~r 1&.amp" mppron! ol lhc wort ol 
..,Cher.,., not b1lld cnoup, thia commie· 
'8r 9'8' conrrOflltd wirh !ht •c:nsity of 
either disrc1ardin1 tltat lat11ua1c or 
CMOfl )6 or holdiftl tJ\al a lawrcr who 
..... fc=nwr aovenw:w ... di.,.Wif'ted 
fraai lit ip I ion iD •ol """a lfl y "sit.la II Oft 

lit Md paned upo~~ by~. 
"'1ti"I. or permifti"I ic lo ~ a.w 
without 1;1naturc--eJ IO"'trnor. 11 

hmaps .,. utnnw in tlw int~w1ion 
el~ laftcuaac was ruchcd wlllce the 

...._. witfl him awd ift&o llw fl'ISft'lhp 1 ~· 

....i tftC!Wtrdcr of a ,.,,ic..C.1 -.._,:· .. 
t.ncr killl 1tiou1111 10 bt _...," IM Ill'~ 
-.. olr-Ca- M ;A61,../ llr•ltr .fl*• 
r..t w ur,..11,r fY•1i1-f •"-" •!C"•K•fu, 
:zl>F.Supp ... <0 M- 19Ml. illrf.a& F. 
2lf 1("9 (Ith Car 1'69) Sft lhoo I ..... i"J. 
FlDfl4L CoNFUCT OF lwnun LA• »ii 
( ... ). 

A COfltrwy iltic~ioa -Id ....,,,, ;. 
llff«n -"ti tllt °"'°""'"'} ol 1 fon111r •• ~ 
• .. i.ie U,_.., IKIUuc:al lllpl lkill. _. t• 
fl"Olpecf ol IMC!t .,.MCftlolll( .....,.,., Oii 

...... " ,..,ic, ....-..t>tr -ld iaMWa-..biy 

...., the "K'Vtl ... JIO'f1 ol ........... 
*''· ... kodcnl p..n-.1 ..-:in ... ........ 
Ow•~•• la'lrft ,.,.er-..,,,,.. 

tn!N11ral CD11fi•t1Ca Of illfOl"IMrion ..,.dy 
• die .acipliMrr ,..... .t c- '· wtw:ti 
..,.,. IO IO"~ &...,.n •_.a ,n.. 
"9Mly _..,,,.., ... ,_; ..... ... .,,.... 
~ rftMfl D tOllloillftll wif• !Ilic .... ....... -,.._,.,ill tlw __.._ .......... ~ 

..... " • dlr FIWdoM "' lllf~ Act; 
d . fli•i--' "6'- ff,,.,._, •--' " s-r 
• ...._, • C-,.•J. GI U.S. 112 (rt7St. 
w4lidl diKVt'" tlw ~- GIG.c st _, 
Ila camp1io.1 IO tlw .cirt .t ... ~ .... 
la.,cn 81114 ICM"ltr ,.-.eta ~ 
lwld "' .. ~ ..... , la...,-en....,. , .. ..,_ 
... ra.11, ... 11 .. llllr cluairoca&iont .,. uwwy 
-' ~. ·~ prt..iA191. 

Z2. ,__, Opi.imi J7 (ltJI). 

ZJ. n.~..tnwc~, , ...... ,.._ ..... ---~"'- ,_,~. 
(ltJOI I• ik °"""- ii ._ -~ 11w dis 
iwnl laapeer a/f_, c-.,...., ...... 
""'.., .. .....,,. ~ ic,;.i..., ,,_ - ...... 
..... -- .. ,. IM;rcf ............ ia fll. .. ··n.,~--c-.--.......... ~ ... c«~-- ... -......_ .. ...,.-

_.,,.,. .-...... m 
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,.., ...... i.... °' $ •••• 

ES -'°*' ....... tllll • 
'-'"" ..... c:::u- " wka .. .,... . ....,"._~,......_-.... ................... ,.._., .. .. ,. 

DiMM•-· "',,...., ea-. ' (llfoa6-
_... • C:U.. S). M ~ear•~ IO 
• ._..,_,.,. rWt isl .-atioe). u4 J7 
~ .. CMoft J) ~i-•.,.. 
..,., ill tc,,.. cit ••ITt.inablc ,,. • .,.,,_,. 
...,.,,.. ••mbu11ablc '"'""'pt*•· .. 
-..1iwnaw, Wcra ... a. •• .. ...,;.IAMIJ&Dy 
._,.,,., t•wlcdsc;• ''Wftic.aDy i... 
,.1c.r laowled1r.'' .. &Mrtcd •itla 
l.- ladtc ... .ct MNr ~tiont w 
.,_, Ml 1k ~ cit U.Ow pro ca· 
- ., 9 lie IMC\"~ f!I dlr ~· 
~ Nie•., To U1 UWIU, die dil• 

•uioaJ" •c c:orit\nin, and .. m 10 COfto 

llialflc a bi! al a tour • ~. It ia 9Cll 
dmr. for rumple, whethrr thr p~t\llnP
lliD•• ia 41"Htioo arc il\iendicd 10 ha~ \lie 
,,__,II "1 elf er1 of UN,;_, it. IUff'.
~ f!I cvidmcc Of\ I f.c1 ia-. fl' t1f 
~ .. a bwdcfl al '°"" rorwanJ ..n111 
.. . dm:c.c , ar ofaU'l.IQ& the~. a/pet· 
.....-.. or. a fact . ot'ccmnih1ti111a M• 
..,.IAl!ti~ r\IK ddTc r-nt tr'Olll \Aat sa1ed 
.. dw c::i.N>fl or dnc1pliur')' rvlr ill qi.c .. 
lilla. • 7'lcitlc ia it clt&I wll> kao•1-d1c 
...w be .. ..,puled" ., "c:hat)lllll'' ... 
.-noe. DOt , ~. wfly bo-lrd~ ii· 
•f'. ,."-er ~ ' '9\•nUplt'd or ,..Kd 
.... :· ii c•c• rclr•lf't i9 ...,., ilt· 
llUc.n '"' after rw.ldin, wcfl di.c111· 
tiou OtW wn1e1 tMI there n diu•tiafac· 
.... -"" )la..;"'_, 91UC lindina• o( CCf• 

.... r.n1 "''" u , '°'ca.ample . whrther 
• II'"') er i11 ~ u ti Ofl pe!""OftaD > did in 
... ... ~11ip1c or pu1 .,.,. •• lk .,.,. 
- it ,~.llioa ... 
A~nllr It. ww ~· ol D .ll . 

•10 1< &1. · · .,ttt1a111w lftponaibiliry." 
-·~1o&Dc...;...r WNN of\lw dif· 
~ cliKM1wcf ..... Tiie - .. 

.-sell . ................ ... 

--cwill-. Al .,..4 a D.L ,_IOl(a), .._....___, ......... ,.y- .......... •id cm.. 
... ..,. Uw! rd9&ioft~· thaa IM& e/a 
~" pcrfvttC10t)' a.ppro•al • fiaa,. 
,,......, alilic .. ncr ia .,r1iioa." le_.. 
~,-tn I '",_.Wily ... w.a Gs 
elrcial lo buconc ~Y 9"91-..d a. 
., ilftpol'\&"1, .. ,en., "-.v• ••he a. 
'"'tip'l"" ., •1i"bc,.1iw proccnca re· •"'in• the ll'MUC'lioft•. Car:b ....... 
•• Tiwa, ....,!McwfotricalillMWM 
.... fllf.cc fl' a'pNuiMa 4oc$ llOf t,MI 
/«• Ji•• , .. , ,.-CnllMlll etr~iaJ -
.. ,ao>'" Uir .. .,..1&aati.r re~l
ttr··con11mplat.S br tJlc "91c •,..,,,a. 
aD U. mirtUliac fllfK'la laidpd wftllin lhal 

elrcc." Yeti ii llOI MUllAr'J a.1 dw 
public cmplorec M official shan ha~ per· 
toNny u4 ia • 111Mcanti.i 1Mnncr n.-.~ 
t>aa~d or 1aucd 11po11 the ,.,,icvler !Ml· 
la, fer it ;, wffcicat lhal he Md wcla a 
i.ca") rt1pclft1ib&Jity fot Ow .. ctcr is 
.,ntion t hat ii is valilcly llir U "°' be· 
comr prrwufty and ukw.t&arty a. .._,....,in Ille i9..fttipti•c or ~ti-. 
fl"lall•O ~pntina tha t l'Wlt l.a.• With I 
re1po11,~ili11 to "'°"' •ftd compcni111 
11191 k ,..obably became 91¥0f~d in &k 
ilt""1ip ti•c • dcc;.ionaJ P'f\1CHK'$, a 
law,cr 11po11 ka"'-a the 10..cnunrat tcr· 
Yicr ah!Mlld Mt rrpftMal ano«hu •re
•"' IO thl t mat'IC'r . To• IO ...ad i.c 
Mia lo switdliac sidra. •iaht jropardi&c 
roonridrnt ial IO"'"'IM .. inforMafioll, 
aftd si•ri Ow app1::anu1u of prvtuaioul 
irn,..oprit1y ia 1hat aa:rpe"-a i&lkeqYCftt 
1mploynwn1 rr1ardi11& Ill.II .. ,,. -ncr 
crutcs 1 11npicio11 tl\ar tJlc &.~r ~ 
~td hit JO"CnllNfttaf ..tin I .. '1 IO 
faciln11c bis...,.~ Ulploy911Cftf a 
LNI Nftft'. 

l1w 1lt111a1t .t .. ..,bl&arcial rn,...,V. 
"1ily,"' M 10 c:onlVW'lf. t.llouid aoC ... 

..., ....., 1k eo•11•1 eat iu ~. 

....,... .. ltt ...... ~~ •c.d 
lllMlt ...... f'icllt ff/ ........ le ""PIO) 
llCIMMullr akfUcd --' ~ f•.,~ r ..,...,.. •. "~" .. ..,,,_t .,."' 

?"- &u1 fectHI efc1•11"1 ef D . l 
• tOl(I) ·~ up1-a1;.. ii lba1 uf 
-,..Wic ....,. . ... Jl k aipj(caflf l~I 

• ~ le~r was llOt wwd i,..rcad o! 
..,ao,,_ 4"ordmal>' . &M ifl1nu drarl1 .., rot D .l . .. IOl(l) 10 be ap,Wicablt 1., * .. WJ'Cf ...,., (onM1 pubk Of 10•· 
cnlM'ft&al C~)'me'fll _, ie all)' c.apM . 

•1 .,4 ..00..t rcprd '10 whc1he1 it ,,, 

...... ""'"°""'"'~by ... 
""' 'nc u1u1iaa "1 D. ll. S. IO~CDI Ill 
'~•firic:.1iotl to an alfihatrd •• "")'r~ " 
lo IJ"WCM circum"l'ftliOfl by 1 lawyrr ol 
dir diacipfo1.1ry rvlci. ""' &0•cmm<nr 
e111plo7fftenl CftalU a111n11n1.1.1I1it ....a l1<•e 

.. •hi<• mftuilllc applic11i0fl of 0 It 
J..os(D) -Id ~tuan)' thwal"I "'' poloc t 
Ct1W1•idc,.tio1u \lodrrlyinc 0 . 9t . ,. 1011e1 

Tiit ~~ oft~ anlic.a1iofl al D -
J.IOSCO) lo lM 1i1ua1ioa i11 wh ich 1 
..._, .,..cni~lll nnplO)'ft - Id br 11 

riolatioft ol O. ll. t-10 1(1 ) 11\ould br co" 
aidcM ia the Jicht a/\llcuc policy CDn\•d· 
cntiofl1, 'ri&.: Cli',.,,,llnilin ror 1ovcrr>-
9WIM l'eCl'\liuncnt lfld lht 1•.,1ab1lil) al 
..,11.d -4 CBwd la•J'O"' for li~!:ll 
..._141 90f lilt llftrnaonably limi1cd 111 

etdcr &e prc•cal rhc ap~ara11cc of 
twilc~ lidu, yet conf.St'ftri.al inrorma· 
- dloukf be urcsw~. Md ro·c~ 
_.,., la wym •'--Id bt di""°",,.. C'd from 
11Mdti111 ,.,,ic'vlw u1ian~11u ill 11Kh • 
••)' .. lo CllCout-at their OW1'1 fv111rr 
e.,Noynwnl iii rqard '° t~ p.rtic11J11 
..tun al\cr iu¥i111 ,O•C""11M111 '-C~i<t 
~ lcUrt IO l•Oid t)af llPJ'C&rUICr o/ 
rt'G, t"'11 lhc.lsfl lcu i111por.an1 . ""'" be 
CM11idcftd. A tali,tic C1P111tn.(1ion ol 
D :l . }. HtS<O) ahould rcc:Of'liu and 1 i"f 
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fll«t a. GI • .,..., ,.,ic7 ....w.,. 
.... , ..... ...,.,_,. ..... ,_.a ii 
..... ed. 

Wliirfl ... f i tciphlYll") ~'tic •• , 
I -4 ' llWldacr !ht d1•alil'.:alio11 ef a 
pvel'tl!M'" aiaw.,cr •ho "-' ~ ~ 
,,, .. It f"WIC t, lilit 10¥C"""'°"&al • · 
,.,,IM"I, ., ''""iofl cal\IHlf ,,.cbcably 
• ~Mr-l"td 9'c:a1able Ill ~ ... ,._.. 
._, a~ciri< .-111er. C•arty. tf D a. 
,. ,OS.OJ -~ IO eottlt~. Lht IO¥C"'• 
.,,., •• .W&11 I• fwwtioft wo..Jct.., • · 
•W\Nbl) -~ Hecsu.iit)' .C\aln 
.. , ao •cnuM rtt ectiofl not bt haal~rwod 
., w ch • C'Oll•trwtioll ol D I.. S.10)10 1. 
nc ,_laltORstu~ &lftOlll la~ willilia 
1 .,,..mment •'"C )' an flfttTat froftl *"' al'IO"I ~f'\•1'1 al\d auoc:iaa.n o/ 1 
a• firlft . Tll r aalar icd 1o• tr.,ftc11t 
1111ployH ~ not ha•c the fi•l\Cial i• 
.,."ill tht ""''"' ol ~p.61111Wfllal ~ 
"w: nta1io11 tllat ia •rrnl i11 pn•alr 
flVliCC Thi• Unpof'tlll l dift'ttTMt iift t~ 
"'Yr""1 J "'"' " ' ' or l hc IO"n'IUllt l\l 

. ••)'ct ia reotor"~d b> CMo" 7 . • 
• I) of Ult Jlllblo< pl"OWtYIO" !O ..... >'I• 
tft . 901 fte~I) '° COf'l• icl. """ UR lvly 
~ all IO"'n'ft"''"' lawycn lO .... Jl'tl 
'""h' "-' '-• I.ha" tllr ru " lt dni,..., by a 
diintt Tht dl.aMrh rta of ad• cc.ac)' ~ 
Rrd a ju JI mull u oppow-d to vWtd"•· 
-., of a pa1'iail11 clai rr. Intel! \ tht ttmp••iofl to c ;rc\lm• ntt tht cliw:ipl•f\airy n.6ts *°"'" 1ht tctior1 ofanociatr' Accord· 
tlsfy. - C.ll lW 0 .. ~·~D) IO ... 
INP'Pl~Mr IO ~r ao•tm-•• S.wy1n 

•tocWlted w'idl • ,.""'"'• ' '°~"""'"I 
••yrr wtlo it Jlim~lf drwa1aa 1tr~d by 
-.W)" al 0 ~ 4- 10 1, 0 R S- 105 . Dk. 
,. 10 1(1 1 . ., _.,,,.., cln opl•"at')' Nlca "~ 
~ ... ..;unoui '"q11 &J1fica t io11 or • 
111"~""11Wfl 1 •p.nl!Wl\I il ftOC IW'C',., .. f') 
• Mv . U. md1""4ut.l law yer ,..,_,\cl be 
WTWfl..d r""'9i "'Y cLren or 1.tnct ,.,. 

• 1if ip.aticm m ~~ tr.a::rr . • ~ dn.cuuio11 
.Ch a.;, collnc•t• c.oft(c"i" dio& nUc
..,., t"11w.in;Oll ar ac1 of~' i• 
llFotl ibiw-d b.,. ttlOM n.lcs 

ubwiM, DI. Y. IOl( a)'a CCllll'llMflcl 
~~MJ orr~loy -..111 b y .. i.-di•idwJ 
a...,.u ~' IOI MU' .. ,;1y .cti•atir 
D.l . ). J05(0l"s ~11et11ioft ti ~t clit
._,ir<.aO- Tlw ,,_.~ ollifttiaa the 
9Mdatc C.O INl'tcn in wtlich * fan1111tr 
,..bliit c""'°""" had a wbt&urial ~ 
llfiDllli~tf) art IO inhibit I0"""1Mftl ~· 
Ir\! it IM" I 111 li1lJt u pon ibl t ..er "'ha it cc 
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vacated sub nom, Firestone Tire & Rubber Co. v. Risjord:-449 U.S. 
368, lOlT Ct. 669, 66 L. Ed. 2d 571 0981). 

Musicus v. Westinghouse Electric Corporation, 621 F.2d 742 (5th Cir. 
1980). 

O'Reilly v. The New York Times Company, 692 F.2d 863, (2d Cir. 1982). 

Schloetter v. Railoc of Indiana, Inc., 546 F.2d 706 (7th Cir. 1976). 

Sierra Vista Hospital, Inc. v. United States, 639 F.2d 749 (Ct. Cls. 
1981). 

Tax a ers, Homeowners and Tenants Protective Association, Inc. v. 
Haber, 634 F.2d 182 5th Cir. 1981 • 

Telos, Inc. v. Hawaiian Telephone Co., 397 F. Supp. 1314 (D. Hawaii 
1975). 

Traylor v. City of Amarillo, Texas, 335 F. Supp. 423 (N.D. Tex. 
1971). 

Trone v. Smith, 621 F.2d 994 (9th Cir. 1980). 

Unified Sewerage Agency v. Jelco, Inc., 646 F.2d 1339 (9th Cir. 
1981). 

United States v. Agosto, 675 F.2d 965, (8th Cir. 1982). 

United States v. Birdman, 602 F.2d 547 (3rd Cir. 1979). 

United States v. Caggiano, 660 F.2d 184 (6th Cir. 1981). 

United States v. Cunningham, 672 F.2d 1064 (2d Cir. 1982). 
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United States v. Curcio, 694 F.2d 14 (2d Cir. 1982). 

United States v. Kitchin, 592 F.2d 900 (5th Cir. 1978), cert. denied, 
444 U.S. 843 (1979). 

United States v. William G. Miller, 624 F.2d 1198 (3d Cir. 1980). 

United States v. Phillips, 699 F.2d 798 (6th Cir. 1983). 

United States v. Smith, 653 F.2d 126 (4th Cir. 1981). 

Westin house Electric Cor oration v. Kerr-McGee, 580 F.2d 1311 (7th 
Cir. 1978 , cert. denied, 439 U.S. 955 (1978). 

Woods v. Covington County Bank, 537 F.2d 804 (5th Cir. 1976). 

Periodicals and Miscellaneous: 

Administrative Conference of the United States, Recommendation 
79-7, "Appropriate Restrictions on Participation by a Former Agency 
Official in Matters Involving the Agency" (Dec. 14, 1979), reprinted 
in Legal Times of Washington, December 31, 1979, at 27. 

American Bar Association Formal Opinion No. 342 (Nov. 24, 1975), 
62 ABA 517 (1976). 

Association of the Bar of the City of New York, Committee on 
Professional and Judicial Ethics, Opinion No. 889, 31 The Record 552 
(1976). 

Kaufman, The Former Government Attorney and the Canons of 
Professional Responsibility, 70 Harv. L. Rev. 657 Cl957). 

Lacavora, Restrictin the Private Practice of Former Government 
Lawyers, 20 Ariz. L. Rev. 369 1978). 

Murphy, William L., Vicarious Disqualification of Government Lawyers, 
69 ABA 299 (1984). 

Note, Ethical Problems for the Law Firm of a Former Government 
Attorney: Firm of Individual Disqualification, 1977 Duke L.J. 512. 

Note, Conflicts of Interest and the Former Government Attorney, 65 
Ga. L.J. 1025 (1977). 
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Note, The Chinese Wall Defense to Law-Firm Disqualification, 128 U. 
Pa. L. Rev. 677 (1980). 

10-2.670 Office Hours of Operation 

10-2.671 Hours of Duty 

The official hours for all offices of the Department of Justice, 
including U.S. Attorn~ys' offices, are 9:00 a.m. to 5:30 p.m., Monday 
through Friday. Any other tour of duty for the general staff of the U. S. 
Attorney's office must be approved by the head of the Executive Office. 
U.S. Attorneys may authorize variations in the tours of duty for 
individual employees, provided they do not work between 6:00 p.m. and 6:00 
a.m. 

10-2.672 Flexitime 

Flexible work hours, popularly called flexitime, is a concept which 
has gained popularity because of its potential for improving productivity, 
expanding the hours of service to the public, and providing greater 
employment opportunities for those who cannot work standard, fixed hours. 

Under flexitime, fixed hours are replaced by a working day composed 
of core time and flexible time. Core time, which normally comprises 4-5 
hours per day, is time which all employees must be present unless on 
approved leave. Flexible time is periods designated as part of the 
schedule or work hours within which the employee may choose his/her time 
of arrival and departure. 

Flexitime, as the name implies, can be very flexible. All employees 
must work 8 hours per day. However, they can determine their own arrival 
and departure times on either a daily or weekly basis. In any case, the 
authorized day should not begin prior to 6:00 a.m. or end after 6:00 p.m. 
because of an employee's potential entitlement to premium· pay for night 
work. 

A. Two possible arrangements are: 
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Example l: 

Flexible Band Core Time Flexible Band 

6:30 a.m. 9:00 a.m. 3:00 p.m. 6:00 p.m. 

8 hours + 1/2 hour lunch 

In the above example, the core time has been established at 5 hours 
to include 1/2 hour for lunch to be taken at some time within the 
established core. Flexible time bands extend for 3 hours on either side 
of the core. An employee, therefore, might come to work at 6:30 a.m. and 
leave as early as 3:00 p.m. Alternatively, he/she may begin as late as 
9:30 a.m. and leave at 6:00 p.m. He/she may, however, begin at any other 
time between 6:30 and 9:30 a.m. and his/her departure time will be 8 1/2 
hours later. 

Example 2: 

Flexible 
Band 

Core 
Time 

Flexible 
Band 

Core 
Time 

Flexible 
Band 

6:30 
a.m. 

9:00 
a.m. 

11:00 
a.m. 

l :00 
p.m. 

3:00 
p.m. 

5:30 
p.m. 

8 hours + 1/2 hour lunch 

In the above example, an analysis of the workload revealed a 
requirement for the entire workforce to be present between the hours of 
9:00 and 11:00 a.m. and again between 1:00 and 3:00 p.m. 

B. Flexitime must be approved by the Assistant Attorney General for 
Administration. Requests must be submitted throught the Executive Office. 
They should include: 

1. Proposed core and flexible time; 

2. Whether arrival and departure time will be set on a daily or 
weekly basis; 

3. Plans for maintaining time and attendance records; 
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4. Additional building costs resulting from flexitime, if any, 
and potential savings in overtime or other expenses; and 

S. Proposed effective date. 

The Personnel Office, Executive Office for U.S. Attorneys, will 
provide offices considering the use of flexitime with further guidance on 
development and implementation. 

10-2.700 (RESERVED) 

10-2.800 TRAINING AND CONTINUING EDUCATION 

It is the policy of the Executive Office for U.S. Attorneys and the 
Offices of the u.s. Attorneys to provide equal opportunity for handicapped 
persons in all of its programs. This includes training programs, such as, 
workshops and seminars sponsored by the Offices of the U.S. Attorneys and 
the Executive Office for U.S. Attorneys, where handicapped persons who 
attend may require special accommodations. Effective May 1, 1984, the 
following blurb should be included in all announcements of training 
sponsored by the Executive Office or any district office. 

The Executive Office for u.s. Attorneys makes every 
effort to assure that its training programs are 
readily accessible to handicapped employees. Any 
official nominating a handicapped individual for 
training should contact the office sponsoring the 
training at least ten (10) working days in advance of 
the nomination to discuss any special provisions 
needed to accommodate the handicapped nominee(s), 
~, sign language interpreters for the hearing 
impaired, etc. 

10-2.810 Attendance at Meetings 

Employees and officials of the Department of Justice may attend 
conferences, conventions, professional meetings or other meetings at 
government expense provided: 

A. The conference or meeting is directly related to the individual's 
work in the Department; or 

B. They have been invited to participate in their official 
capacities; or 
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c. They are to take an active part in the conference or meeting and 
such participation will benefit the government; or 

D. Attendance will improve conduct, supervision, or management of 
job duties. 

Fees for attendance at meetings which meet the above criteria may be 
paid for pursuant to Department of Justice Order 1410.3C (July 6, 1982). 
The U.S. Attorney may authorize travel expenses at these meetings in 
accordance with the provisions of USAM 10-3.510. Pay for attendance and 
travel to meetings at government expense is a privilege, not a right. 
These expenses are charged against the district's travel budget and 
requests should be denied if funds are not available. 

When the above criteria for attendance at the conferences, 
conventions, or professional meetings are not met, attendance under these 
circumstances is at the participant's expense in accordance with 
Department of Justice Order 1410.3C (July 6, 1982); however, annual or 
adiministrative leave may be granted at the discretion of the u.s. 
Attorney in accordance with the Department's leave policies. 

Before authorizing attendance at any meeting, whether or not it is at 
the Department's expense, the u.s. Attorney should consider: the nature 
of the meeting; the amount of time the employee will be out of the office; 
and the impact on the district's travel budget in relation to the benefit 
to the office and the employee. Title 28, Part 45 of the Code of Federal 
Regulations regarding standards of conduct must also be followed. (See 
USAM 10-2.660.) 
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10-2.820 Attorney Training 

10-2.821 Attorney General's Advocacy Institute 

The Attorney General's Advocacy Institute (AGAI) sponsors courses 
designed to instruct Assistant U.S. Attorneys and division attorneys in 
techniques of trial and appellate advocacy. The Institute also has 
responsibility for authorizing training for all attorney personnel and for 
training materials used by those offices. 

The AGAI offers the following courses: 

A. Criminal and Civil Trial Advocacy Courses: 

1. ~tudents: These basic trial courses are offered for 
Assistant U.S. Attorneys and legal division attorneys with little or 
no trial experience. Forty students attend each session. 

2. Course of Instruction: These courses consist primarily of 
small group workshops in which the students make opening statements 
and closing arguments, and conduct direct and cross-examinations of a 
variety of types of witnesses. Rach student's performance is 
critiqued by the attending instructor, who also leads discussion of 
the evidentiary or procedural problems that arise during the 
exercise. The workshops are supplemented by lectures and 
demonstrations on topics relevant to trial practice. The course 
culminates in two days of full mock trials before federal district 
court judges and a jury. 

3. Frequency and Duration: The Criminal and Civil Trial 
Advocacy courses are offered six times yearly at the Advocacy 
Institute in Washington, n.c. A course schedule for the cale ndar 
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year is sent to the U.S. Attorneys each fall, and each course is 
announced individually by teletype approximately eight weeks in 
advance. The courses are three weeks in length, with the third week 
approximately six months after the first two weeks. In the first two 
weeks, the classes meet Monday through Saturday of the first week and 
Monday through Friday of the second week. The third week is Monday 
through Friday. 

B. Appellate Advocacy Course: 

1. Students: The appellate course is designed for Department 
attorneys and Assistant U.S. Attorneys with little or no appellate 
experience. Class size is limited to 15-20 students. 

2. Course of Instruction: The appellate course consists of 
small group workshops, lectures, demonstrations and panel 
discussions, all designed to teach the rudiments of both written and 
oral appellate advocacy. The course culminates in oral arguments 
before U.S. Circuit Court judges. 

3. Frequency and Duration: The appellate course is held in 
Washington, D.C., four times a year, and lasts one five-day week. A 
course schedule for the calendar year is sent to the U.S. Attorneys 
each fall, and each course is announced individually by teletype 
approximately ten weeks in advance. 

C. Special Seminars: The Advocacy Institute sponsors a number of 
specialized seminars on topics such as program fraud, criminal tax, 
controlled subtances, and white collar crime. These are held at various 
times and locations throughout the year. They are intended to provide 
continuing legal education for Department attorneys. U.S. Attorneys and 
section chiefs are notified of these seminars and are responsible for 
nominating participants. Suggested topics for future seminars are 
encouraged. 

Instructors for AGAI courses are experienced and talented trial 
attorneys from the Department, either Assistant U.S. Attorneys or 
litigating division attorneys. As the number of courses increases, so 
does the need for experienced faculty. U.S. Attorneys and section chiefs 
should submit names of Department attorneys who would contribute 
significantly as an instructor. Interested attorneys should submit a 
resume to the AGAI, including such information as trial experience, 
teaching experience, and topics in which they would be interested in 
lecturing (i.e., grand jury, opening statements, summations, direct and 
cross examination, trial preparation, damages, TRO's, etc.). 
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Federal judges play an integral part in AGAI courses. In the civil 
and criminal trial courses, district court judges preside over fullday 
mock trials. In the appellate course, circuit court judges hear oral 
arguments in moot court proceedings. The judges give detailed critiques 
of the student attorneys. U.S. Attorneys should submit the names of 
judges who might be interested in assisting the Department in its training 
efforts. 

10-2.822 Training Outside the AGAI 

To meet the varied training requirements of the U.S. Attorneys' 
offices, the Executive Office has established attorney training budgets. 
These funds are to pay for training conducted by both government and 
non-government agencies (except AGAI) and include the cost of tuition, 
books, travel, and per diem. 

Annually, the AGAI, in conjunction with the field offices, will 
determine training fund allotments for each office. The U.S. Attorney is 
responsible for recommending employees for training within these 
allocations. 

Determinations of which employees should be nominated for training 
opportunities should be guided by budgetary constraints and such factors 
as: 

A. Is the training mandatory as in the case of certain supervisory 
and EEO training? 

B. Will the requested training improve the efficiency of the 
employee's job related skills? 

C. Does the requested training substantially duplicate that which is 
already offered by the Department: 

D. Does the benefit to be derived from this training justify its 
expense? 

10-2.823 Training Resource Lending Library 

The Attorney General's Advocacy Institute maintains a Lending Library 
of educational and instructional materials for the use of the U.S. 
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Attorneys' offices. The Lending Library has audio and video tapes of 
Irving Younger's lectures on evidence and trial advocacy, which were made 
specially for the Department, and audio ·tapes of lecturers sponsored by 
AGAI and other continuing legal education organizations on various topics 
of litigation. Tapes can be borrowed from the Advocacy Institute for a 
period of 30 days by submitting a request in writing to the AGAI Director. 
An updated listing of available tapes is regularly sent to the U.S. 
Attorney's offices. 

Requests for training materials (i.e, brochures, books, publications, 
films, tapes, etc.) should be submitted to the AGAI Director for 
consideration. If it is determined that the materials are valuable to the 
overall training needs of the U.S. Attorneys' offices, they will be added 
to the AGAI Lending Library. Suggestions of such educational materials 
are welcome. 

10-2.824 Executive Development 

It is the policy of the Executive Office for U.S. Attorneys to 
encourage formal executive training for senior personnel in the U.S. 
Attorneys' offices and the Executive Office for U.S. Attorneys. 

Senior personnel are defined as individuals in the Senior Executive 
Service (SES) or who are in SES-equivalent positions (GS-16 and above) and 
who are: 

A. Responsible for directing the work of an organizational unit; 

B. Are accountable for the success of one or more specific programs 
or projects; 

C. Monitoring progress toward organizational goals; 

D. Supervising the work of employees other than personal assistants; 
and 

E. Otherwise exercise important policymaking, policy determining, or 
other executive functions. 

Senior personnel are encouraged to pursue developmental activities 
including formal training in managerial theory and practice; a broad 
orientation within which the federal executive operates; and a more 
specific orientation involving executive management in the Department in 
the areas of policy development processes, budget, personnel management 
program goals and management philosophy. 
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Such training can be found in the Department's Attorney General's 
Management Seminars course offerings. Each fiscal year the Executive 
Office for U.S. Attorneys sends a solicitation memorandum to all U.S. 
Attorneys' offices and the Executive Office for U.S. Attorneys for the 
following year's seminars. 

Individuals who are interested in additional types of executive 
training which may be available from other sources should contact the 
Personnel Office, Programs Unit, for more specific information. 

10-2.830 Non-Attorney Training 

10-2.831 Identification of Training Needs 

It is the policy of the Executive Office for U.S. Attorneys to 
provide employees with whatever training is necessary, within limits of 
practicability, to perform their official duties. Managers and 
supervisors in the Executive Office for U.S. Attorneys and the U.S. 
Attorneys' offices are responsible for developing a well-trained staff by 
assisting employees to achieve their highest potential consistent with 
Departmental needs. 

A. Supervisors and managers are to evaluate periodically their 
organizations to improve the efficiency of operations. One major facet of 
this evaluation involves the review of the employes' knowledges, skills, 
and abilities. This review should consider: 

1. The organizational needs; 

2. The employees available to address the needs; and 

3. The employees' performance that may need to be enhanced 
through training and development. 

B. In identifying whether a need for a particular knowledge, skill 
or ability merits training, consideration should first be given to other 
possible ways to meet the need. Specifically, perhaps job restructuring, 
detailing of other employees or on-the-job training can satisfy the need. 

If, however, it is determined that training is the most viable means 
of improving office efficiency, the following points should be considered: 
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1. Concentrate on training opportunities that may improve both 
the immediate performance of employees and the overall efficiency of 
the office in the foreseeable future. 

2. Determine what method(s) of training are available and 
should be used, giving consideration to cost, total time needed, and 
the degree of correlation between the training and the goal of 
improving office efficiency. 

3. Schedule training in advance to avoid conflict with known 
periods of peak workload requirements. 

4. Design an individual development plan (!DP) for each 
employee who is to receive training. Consider the requirements of 
the position and performance expectations. !DPs are useful in: 

a. Formalizing the commitment of management to improve the 
efficiency of operations through employee development; 

b. Monitoring efforts to provide employee development; 

c. Developing a training budget by forecasting costs; 

d. Evaluating the benefits of training; and 

e. Aiding the manager to plan an employee's career based 
on reasonable goals within the current organization. 

5. All training should be evaluated to determine the extent it 
enhances job performance and improves the efficiency of the office. 

10-2.832 Training Sources 

There are three major sources of training available to employees of 
the Executive Office for U.S. Attorneys and the U.S. Attorneys' offices; 
the Department of Justice, interagency training, and non-government 
training facilities. 
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A. Department of Justice: At the beginning of each fiscal year the 
Justice Management Division (JMD) publishes a training course calendar 
which lists training to be presented in the Washington, D.C., area for 
that fiscal year. The calendar typically offers specific courses in the 
following general subject areas: 

1. Executive Development; 

2. Management Training; 

3. Supervisory Training; 

4. Paralegal Training; 

5. Legal Support Training; 

6. Records Management Training; 

7. Clerical Training; 

8. Communications Training; 

9. Word Processing and Computer Training; 

10. Special Emphasis Training; and 

11. Upward Mobility Training. 

Unfortunately, many of these courses are impractical for employees 
assigned outside the Washington, D.C., metropolitan area because the 
courses are presented over an extended period of time for only a few hours 
per week. One popular course, however, offered several times each year is 
the three and one-half week paralegal training course. The Personnel 
Office solicits nominations for this course from the U.S. Attorneys' 
offices approximately four to six weeks prior to its commencement. 

The Executive Office for U.S. Attorneys also periodically offers 
specialized training conferences to non-attorney personnel. Topics 
covered in the past include debt collection, PROMIS, procurement, 
Administrative Officer, EEO for supervisors and managers, EEO counselors 
and investigators and special emphasis program manager conferences. 
Nominees for these conferences are solicited by teletype or selections are 
made by the Executive Office component sponsoring the conference. 

B. Interagency Training: Other government agencies constitute a 
second major source of training; particularly, the Office of Personnel 
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Management (OPM) and the General Services Administration (GSA). Both of 
these agencies offer courses to federal employees on a space available 
basis. Both also issue annual training catalogs and offer courses at 
various regional facilities. 

1. OPM offers specialized courses in the following general 
areas: 

a. Labor and Employee Relations; 

b. Office Systems; 

c. Management Sciences; 

d. Supervisory Development; 

e • Ac count in g , Bud g e t in g , and Ge n e r a l F i n an c i a 1 
Management; 

f. Information Management and Automation; and 

g. Personnel Management. 

2. GSA offers courses in the following topical areas: 

a. Automated Data Processing; 

b. Records Management; 

c. Procurement and Supply; 

d. Property Management; 

e. Space Management; and 

f. Travel and Transportation. 

C. Non-government Training: A third source of training is 
non-government facilities such as colleges, universities or private 
vendors. Training of employees through non-government facilities is 
subject to certain prohibitions, limitations, and requirements. Specific 
information regarding these restrictions may be found in Department of 
Justice Order 1410.3C, paragraph 12 and 13, (July 6, 1982), and USAM 
10-2.851. 
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10-2.833 Supervisory Training 

All non-attorney employees who are assigned to supervisory positions 
are required to receive at least 80 hours of formal training or its 
e~uivalent within their first two years in a supervisory position. At a 
minimum, 40 hours of this training must be completed either immediately 
prior to or not later than one year after the individual assumes the 
supervisory pos1t1on. See Department of Justice Order 1410.lC, (April 28, 
1983). This is in addition to the requirement that new supervisors serve 
a probationary period. See USAM 10-2.642. 

A. This training must cover the following areas: 

1. Personnel policy, practices, and procedures; 

2. Equal employment opportunity responsibilities; 

3. Labor-management relations; 

4. Supervisory responsibilities; 

5. Communicative process in management; 

6. Human behavior, motivation, and interpersonal relations; 

7. Work planning and productivity; 

8. Theories of supervision and management; 

9. Concepts of organization; 

10. Problem solving and decision-making techniques; and 

11. Methods of performance appraisal and evaluation. 

when an individual's background provides skills and knowledge 
e~ui~alent to those which would be acquired through portions of the 
required training, the 80 hour training requirement may be reduced 
accordingly with the approval of the Personnel Office. 

Form DOJ-346, Individual First-Level Supervisory Training Record, is 
used to document mandatory supervisory training. An original and three 
c,:>pies must be prepared before or no later than one month after the new 
r.upervisor assumes the job. The original and one copy of the completed, 
:igned form must be submitted to the Personnel Office, Executive Office 
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for U.S. Attorneys, for review and approval. One copy must be retained by 
the new supervisor and one by the office. Each office is required to 
submit to the Personnel Office, Attention: Programs Unit, by August 31 
of each year a completed and up-to-date DOJ-346, for each non-attorney 
supervisor in the district. Individuals occupying these positions have a 
"l" as the last character of their position description number. When the 
training is completed, the original is placed on the permanent side of the 
Official Personnel Folder by the Personnel Office. 

B. Supervisory training is available from a number of sources, 
including: 

1. Regional offices of the Office of Personnel Management: 

2. The Personnel and Training Staff, Justice Management 
Division; and 

3. Local colleges and universities. 

10-2.840 Upward Mobility Program 

It is the policy of the Executive Office for U.S. Attorneys to 
effectively utilize the personnel resources of the U.S. Attorneys' offices 
and the Executive Office by increasing the opportunities of lower level 
employees to attain their full employment potential. To that end, the 
Executive Office has established an Upward Mobility Program which consists 
of three components--career and educational counseling, basic skills 
training, and job restructuring. These efforts are designed to supplement 
the Merit Promotion Plan. 

A. Program Eligibility: Employees of the U.S. Attorneys' offices 
and the Executive Office who meet the following criteria are eligible for 
participation in the Upward Mobility Program: 

1. Presently serving under a permanent competitive appointment; 

2. Have at least one year of service with the Department; and 

3. Are assigned to a single interval series job at or below 
GS-8. 

B. Career and Educational Counseling: Career and educational 
counseling is an important part of the Upward Mobility Program. It is 
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designed to provide employees with the opportunity to explore their career 
interests and to assist them in formulating realistic career plans. 
Offices will provide career counseling for all eligible employees. Upon 
request, counseling will be provided by the Personnel Office, in concert 
with the employee's supervisor. 

C. General Education and Basic Skills: All eligible and interested 
employees should be afforded training opportunities designed to provide 
them with an understanding of the world of work, skill in dealing with 
others, and improved communications skills. Offices are encouraged to 
utilize local training facilities, including the Office of Personnel 
Management, to provide basic skills courses for all interested employees. 
These might include telephone techniques, basic filing, typing, shorthand, 
office procedures, and legal secretarial skills. This training is in 
addition to other training provided to employees, to improve their current 
performance. If training is primarily provided to qualify an employee for 
promotion, all eligible employees must be allowed to compete for the 
training opportunity. See USAM 10-2.311. 

D. Upward Mobility Program Positions: Each U.S. Attorney's office, 
to the extent possible, will identify positions to be included in the 
Upward Mobility Program. These positions may be ones which are suitable 
for redesign, may be "tagged" as trainee slots, or may be new positions 
that will be created as the result of new allocations or employee 
resignations. 

In each case, a ''bridge" position and a "target" position must be 
established. A "bridge" position is a transitional position that provides 
qualifying experience which may enable an employee to move from a dead-end 
position into a different occupation with greater growth potential. 
Usually, a bridge position is one in which a professional or 
administrative position has been converted to a technical level job by 
combining lower level tasks from the professional occupation and higher 
level tasks from the appropriate clerical or support occupation. The new 
position, or bridge position becomes an interim or preprofessional job 
which has the related two-grade interval job as the target position. 

A "target" position is a position for which an Upward Mobility 
Program participant will qualify upon satisfactory completion of a 
prescribed period (usually one year) in a program of formal and on-the-job 
training. The grade level(s) of the target position will be specified in 
the upward mobility position merit promotion announcement along with its 
known promotion potential. The target position must be identified and the 
position description prepared prior to filling the Upward Mobility 
position. 
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E. Filling Upward Mobility Positions: All positions filled under 
the Upward Mobility Program must be advertised under the Merit Promotion 
Plan. The area of consideration may be limited to the U.S. Attorneys' 
offices in the commuting area. See USAM 10-2.311. The vacancy 
announcement (USA-195) will be clearly labeled "Upward Mobility Position." 

Applicants must be Department of Justice employees who meet the 
criteria for program eligibility described above. In addition, applicants 
must meet OPM qualification requirements for the bridge position. In some 
instances, employees may have to accept a lower grade because they do not 
meet the minimum qualification requirements at their current grade level. 
In such cases the Executive Office, to the extent permitted by applicable 
regulations, may adjust the employees salary to maintain the present 
salary level. 

When ranking applicants for an Upward Mobility position, the greatest 
weight should be given to the supervisory appraisal of present performance 
and assessment of the candidates potential to assume higher level 
respon~ibilities. To that end, each applicant's supervisor will be 
requested to complete an Upward Mobility Program Appraisal Form (OBD-169). 
No other form is to be used because the OBD-169 is designed to measure 
performance potential. 

F. Career Development Plan: Each employee assigned to an Upward 
Mobility Position must have a formal, written Career Development Plan 
which outlines the on-the-job . (OJT) experience, formal education, and/or 
training necessary to prepare the employee for successful performance in 
the target position. It is to be written within 30 days of placement in 
the bridge position. The plan is prepared jointly be the trainee, his or 
her supervisor, and the servicing Personnel Management Specialist. The 
plan is will be reviewed and approved by the Chief of the Personnel 
Programs Unit in the Personnel Office, Executive Office for U.S. 
Attorneys, to verify that the planned OJT is sufficient to provide 
qualifying experience for the target postition. 

Generally, most of the training involved in each Career Development 
Plan will be OJT. Formal training will be scheduled on an individualized 
basis to meet specialized training needs. This training may be provided 
by the Department of Justice, Office of Personnel Management, of local 
educational institutions. 

G. Length of the Upward Mobility Program: Generally, each trainee 
has one calendar year from the date of placement in the bridge position to 
demonstrate the knowledges, skills, and abilities necessary to perform the 
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duties of the bridge position as well as the potential to successfully 
perform in the target position. This period can be extended for an 
additional year. 

Upward mobility trainees who successfully complete the training 
outlined in the Career Development-Plan will be assigned non
competitively to their target positions at the end of the training period. 
Once in the target positions, advancement will be through non-competitive 
career promotions. 

Trainees who are unsuccessful in completing the training outlined in 
their Career Development Plan or who in other ways do not demonstrate that 
they are able to perform the duties of the target position will be 
returned to their most recent former positions, if they have not been 
filled, or to positions of the same grade as their most recent former 
positions. 

H. Evaluation of Trainees' Progre'ss: Supervisors of Upward Mobility 
Program trainees will monitor the participants' performance and 
development. Written appraisals will be provided to the Chief of the 
Personnel Programs Unit, Executive Office for U.S. Attorneys every three 
months. In addition, the trainees will submit progress reports, including 
an appraisal of the training experience, to the Chief of the Personnel 
Programs Unit. The due dates of these evaluation reports will be noted on 
the Career Development Plan. 

I. Program Evaluation and Reports: Each office is required to 
submit to Personnesl Office by September 15 of each year the following 
information. 

1. Accomplishments during fiscal year: 

a. Number of employees given formal career counseling; 

b. Number of employees covered by the Upward Mobility 
Program who received formal basic skills training; and 

c. Number of employees selected for Upward Mobility 
Program positions. 

2. Plans for upcoming fiscal year: 

a. Number, position title, series, and grade level of the 
position(s) to be designated as target positions for the upward 
Mobility Program. 
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b. Plans for providing career counseling and training to 
employees covered by the Upward Mobility Program. 

This information will be used by the Personnel Office to prepare required 
reports and to assist it in its coordination role. 

In addition to the report described above, offices w1 th 100 or more 
employees will be required to conduct formal analysis of their Upward 
Mobility Programs as a part of their Affirmative Action Plans. 

10-2.850 Authorization and Paym.ent 

10-2.851 Authority to Approve Training 

Authorization for training and payment of expenses such as tuition 
and books for both government and non-government training is accomplished 
by execution of Standard Form 182 (formerly OF-170), Request, 
Authorization, Agreement and Certification of Training. 

A U.S. Attorney or, in his or her absence, an individual designated 
Acting U.S. Attorney (28 C.F.R. §0.131), is authorized to approve the 
expenditure of training funds for Assistant u.s. Attorneys and 
non-attorneys in the district within the following guidelines: 

A. Expenditures may not exceed the district's training budget; 

B. The Office of Personnel Management (OPM) regulations described 
below must be met; and 

c. The following training is excluded from this authority: 

L Training sponsored or coordinated by the Executive Office 
(including the Attorney General's Advocacy Institute and the Legal 
Education Institute); 

2. Training outside the district or a contiguous district; 

3. Office-sponsored training which is subject to procurement 
procedures due to the cost of speakers and/or facilities; and 

4. Training for which the total cost, including travel, is 
greater than $1,500. 
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U.S. Attorneys, or their designees, are not authorized to approve 
their own training. Only the u.s. Attorney or, in his or her absence, the 
individual acting in his or her stead, may sign block 29A of the SF-182 or 
OF-170 (Request, Authorization Agreement and Certification of Training). 
In the absence of the u.s. Attorney, it must be clearly stated in block 
19A that the individual approving the SF-182 or OF-170 is the "Acting 
United States Attorney." 

In accordance with OPM regulations, the u.s. Attorney, or his or her 
designee, is responsible for making the following determinations prior to 
approving non-government training: 

A. That adequate government facilities are not available or are more 
expensive than the non-government training program; 

B. That, if the program exceeds 120 hours, the functions for which 
the training is needed cannot be assumed by other employees; 

C. That, if training is for the purpose of being promoted regardless 
of the course's length, no other employee is equal in suitability and 
ability, fully qualified for the position, and available within a 
reasonable distance from the position's location (does not apply to 
employees in grade and/or pay retention); 

D. That the purpose of the training is not to provide an employee 
with the opportunity to obtain an academic degree in order to qualify for 
appointment to a position for which an academic degree is a basic 
requirement; 

E. That the facility or instructor does not advocate the overthrow 
of the government by force or violence; 

F. That the facility does not, as a substantial part of its 
activity, carry out propaganda or other attempts to influence legislation 
and does not participate or intervene in any political campaign on behalf 
of a candidate for public office; and 

G. That the facility does not discriminate because of race, 
religion, color, sex, or national origin in the admission or subsequent 
treatment of students. 

Training expenses may not be authorized if they are solely for the 
purpose of providing an employee the opportunity to, obtain one or more 
academic degrees. This does not prevent the approval of training co.urses 
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designed to improve an employee's ability to perform his or her official 
duties when the employee is enrolled for degree purposes. If an 
institution charges a higher tuition rate for a degree candidate than a 
non-degree student, only the lower rate may be paid. 

Employees having less than one year of current continuous civilian 
service in the government generally are not eligible for training by, in, 
or through non-government facilities. U.S. Attorneys or their designees 
are authorized to approve such training only if: 

A. It is essential to law enforcement activities; 

B. It is of little or no cost to the Department other than salary 
expenses; 

C. It is relatively short (40 hours or less), highly specialized, 
job related training with immediate job application; or 

D. It is an integral part of a formal, entry level, development 
program. 

Finally, OPM regulations require that merit promotion procedures be 
followed when selecting non-attorneys for training required before an 
employee may be considered for promotion or as part of an Upward Mobilit y 
program. (~ USAM 10-2.145, supra). 

All attorney training requests (OF-170 or SF-182) must be submitted 
to the Office of Legal Education and all non-attorney training requests 
must be submitted to the Personnel Office for review prior to the 
commencement of training. (Do not remove any copies of the form prior to 
submission.) The Director, Office of Legal Education, and the Director 
for the Office of Administration and Review will continue to sign those 
OF-170s and SF-182s for which approval authority has not been redelegated 
to the U.S. Attorney. 

The exercise of this delegation will be monitored closely to insure 
that training budgets are not exceeded. and that OPM regulations are 
applied. This delegation will be withdrawn from those districts found to 
abuse it. 

10-2.852 Completion of Training Request 

An SF-182 or OF-170 must be completed for all training of eight 
hours or more which meets either of the following criteria: (a) all or 
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part of the cost is paid by the government or (b) training occurs during 
duty hours. For training of less than eight hours, an SF-182 or OF-170 
must be completed if there are any direct costs. If training is being 
requested for two or more employees, a group training request must be 
completed if the following conditions exist: 

A. Employees are from the same office; 

B. Employees are attending the same course, on the same date(s), at 
the same location, and for the same cost; 

c. There are no indirect costs involved such as travel, per diem, 
etc.; and 

D. The Authorizing Official (space 29A) is the same for all 
employees listed on the group training request. 

For all "in house training," including the AGAI, the five-part OF-170 
or SF-182 is required. Use the ten-part form for any training not 
provided by the Department of Justice. When submitting the OF-170--;r 
SF-182, forward all copies of the form to the EOUSA. All copies are 
needed prior to approval. 

The following instructions have been developed to assist in the 
completion of the SF-182 or OF-170: 

A, B, and C, refer to spaces on the form. 

A. Leave blank; 

B. Leave blank; 

C. Leave blank. 

SECTION A - Trainee Information 

l. The applicant's name, as requested in the block, followed by 
the first five (5) letters ·of the applicant's last name. 

For group training requests this item should read "SEE ATTACHED 
LISTING." The listing should include each employee's name, social 
security number, position title, pay plan, series, and grade. 

2. The applicant's Social Security Number. 
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3. The applicant's date of birth, year followed by month as 
requested in ·the block(.!.:..!.:.., March 20, 1950, shown as 50/03). 

4. The applicant's home address, as requested in the block. 

5. The applicant's home telephone number. 

6. The position level of the applicant, as determined by the 
applicant or his/her supervisor. 

7. The organization mailing address, as requested in the block 
(!.:!.:_, the U.S. Attorney's office and its mailing location). 

8. 'nle office telephone number. For commercial numbers, insert 
the area code. When using the FTS number, the area code block should 
include the capital letters "FTS." The FTS telephone number should 
be used when training is provided by government vendors. 

9. 'nle applicant's continuous Civilian Service, meaning the 
number of years and months from the applicant's Federal Service 
Computation Date. 

10. 'nle number of prior non-government training days which the 
applicant has attended, if known. If not known, leave blank. 

11. 'nle applicant's position, title or function (i.e., Assistant 
U.S. Attorney, Administrative Officer, Legal Clerk (steno), etc.). 

12. The applicant's Pay Plan, Series, Grade and Step as 
requested in the block. For General Schedule employees, use "GS;" 
for Assistant U.S. Attorneys, use "AD." 

Examples: 

Administrative Officer, GS-341-0X/OX 
Assistant u.s. Attorney, AD-905 
Clerk-Stenographer, GS-312-0X/OX 

13. The type of appointment under which the applicant is 
serving; for an Assistant U.S. Attorney "Excepte~;" for other 
persons, either "Career-Conditional" (CC) or "Career" (C). 

14. 'nle applicant's educational level. This is not simply the 
number of years of schooling. The following codes are to be used: 
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01 - Some Elementary School - Did Not Complete: Elementary 
school means grades l through 8 or equivalents. 

02 - Elementary School Completed - No High School: Grade 8 or 
equivalent completed. 

03 - Some High School - Did Not Graduate: High School means 
grades 9 through 12 or equivalent. 

04 - High School Graduate or Certificate of Equivalency. 

05 - Terminal Occupational Program - Did Not Complete: Program 
extending beyond grade 12, usually no more than 3 years; 
designed to prepare students for immediate employment in an 
occupation or cluster of occupations; not designed as the 
equivalent of the first two or three years of a baccalaure
ate program. Includes cooperative training or apprenticeship 
consisting of formal classroom instruction coupled with 
on-the-job training. 

06 - Terminal Occupational Program - Certificate of Completion, 
Diploma or Equivalent: Two levels are recognized: l) the 
technical and/or semi-professional level preparing 
technicians or semi-professional personnel in engineering 
and non-engineering fields; and 2) the craftsman/clerical 
level training artisans, skilled operators and clerical 
workers. 

07 - Some College - Less than One Year: Less than 30 semester 
hours or 45 quarter hours completed. 

08 - 1 Year College: 30-59 semester hours or 45-89 quarter hours 
completed. 

09 - 2 Years College: 60-89 semester hours or 90-134 quarter 
hours completed. 

10 - Associate Degree: 2-year college degree program completed. 

11 - 3 Years College: 90-119 semester hours 135-179 quarter 
hours completed. 

12 - 4 Years College: 120 or more semester hours or 180 or more 
quarter hours completed--no baccalaureate (bachelor's) 
degree. 
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13 - Bachelor's Degree: Requires completion of at least 4 but no 
more than 5 years of academic work; includes bachelor's 
degree conferred in a cooperative plan or program which 
provides for alternate class attendance and employment in 
business, industry, or government to allow students to 
combine actual work experience with college studies. 

14 - Post-Bachelor's: Some work beyond (at a higher level than) 
the bachelor's degree but no additional higher degree. 

15 - First Professional Degree: Signifies the completion of 
academic requirements for selected professions, which are 
based on programs requiring at least two academic years of 
college work for completion (i.e., Dentistry (D.D.S. or 
D.M.D.), Law (LL.Dor J.D.), Medicine (M.D.), Theology 
(D.D.)~ Veterinary Medicine (D.V.M.), Chiropody or Podiatry 
(D.s.c. or D.P.), Optometry (O.D.), Osteopathy (D.O.)). 

16 - Post-First Professional: Some work beyond (at a higher 
level than) the first professional degree but no additional 
higher degree. 

17 - Master's Degree: For liberal arts and sciences customarily 
granted upon completion of three (sometimes two) academic 
years beyond a bachelor's degree. In professional field, an 
advanced degree beyond the first professional but below the 
Ph.D. 

18 - Post Master's: Some work beyond (at a higher level than) 
the Master's degree but no additional higher degree. 

19 - Sixth-Year Degree: For example, Advanced Certificate in 
Education, .Advanced Master of Education, Advanced Graduate 
Certificate, Advanced Science, Certificate of Advanced 
Study, Advanced Degree in Education, Specialist in 
Education, Licentiate in Philosophy, Specialist in Guidance 
and Counseling, Specialist in Art, Specialist in Science, 
Specialist in School Psychology, Licentiate in Sacred 
Theology. 

20 - Post-Sixth Year: Some work beyond (at a higher level than) 
the sixth-year degree. 
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21 - Doctorate Degree: Includes such degrees as Doctor of Educa
tion, Doctor of Juridical Science, Doctor of Public Health, 
and the Ph.D. (or equivalent) in any field. Does not 
include doctor's degrees that are first professional degrees 
per code 15. 

22 - Post-Doctorate: Work beyond the doctorate. 

SECTION B - Training Course Data 

15. A. The name of the training vendor must be specified (i.e., 
a section of the Department of Justice, another government agency, a 
private firm or institution) with the proper mailing address as 
requested in the block. Any internal training should list as the 
vendor, the app~opriate office providing the training, which building 
that office is located in followed by Washington, D.C., and the 
•ppropriate zip code: (i.e., EOUSA, Main Justice Building, 
Washington, D.C. 20530). Any outside vendor would have similar 
information such as the University of New Mexico, Albuquerque, New 
Mexico 87103, or Office of Personnel Management, Chicago, Illinois 
60604. 

B. The location of the training site. 

16. The course title and training objective. The course title 
is self-explanatory; for the Training Objective, a brief note on why 
the applicant is taking the training and the expected benefit derived 
by the government. This information should not be put on a separate 
sheet of paper. 

17. Leave blank. This block will be completed by the training 
office. 

18. The training period requires six digits on each line, as 
requested on the form. The info·rmation in the block is self 
explanatory, but note that the sequence of dates is year, month, and 
day. 

19. The number of course hours requires four digits on each 
line. Again, the information in the block is self-explanatory, and 
the information for Sections A and B should be provided by the 
training vendor; Section C is simply a total of Sections A and B. 

OCTOBER 19, 1984 
Ch. 2, P• 202 

1984 USAM (superseded)



UNITED STATES AlTORNEYS' MANUAL 
TITLE 10-EOUSA 

20. Training codes for a, b, and c should be determined by the 
applicant or the supervisor from the instructions on the back of the 
OF-170 or SF-182. Training codes for 20d are: 

0 - No special program 
l - Executive Development 
2 - Supervision 
3 - Upward Mobility 
4 - Mid-Management Development 
5 - Paralegal Training 
6 - Litigative Training 
7 - Occupational Safety and Health Administration (OSHA) 
8 - Equal Employment Opportunity 

SECTION C - Estimated Costs and Billing Information 

21. Information for Blocks A, B, and C should be provided by the 
applicant by referring to information in the vendor's brochures, or 
teletypes received. Line D requests that the dollar total include 
four digits in the "Dollar Column" on line "D". For Attorney 
training the appropriation code is OE 40-72; for non-attorney 
training the district's appropriation code is used (i.e., 
OE40-99-XX) • 

Standard Form 1164, Claim for Reimbursement for Expenditures on 
Official Business, should be used to claim reimbursement of training 
costs or books paid directly by the employee. A copy of the approved 
SF-182 and the receipts for expenses being claimed must be attached. 
The claim is submitted to the Accounting Operations Group, Justice 
Management Division for payment. 

22. Information for Blocks A, B, and C will have to be provided 
by the applicant through consultation with airlines, travel agents, 
computing mileage where authorized, etc.; computing per diem or 
Actual Subsistence expenses based on the length and location of the 
training; and what other incidental expenses may occur such as taxis 
or limos. Line D and appropriation codes are completed the same way 
as in Section 21. 

Note l: Approval of the SF-182 does not authorize the expenses 
shown in Section 22. Authorization for travel, subsistence or per 
diem, and other related travel expenses must be authorized by use of 
an Official Travel Request and Authorization, Form DOJ-501 (fot'111erly 
OBD-l). 
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Note 2: The first digit of the appropriation code changes with 
the fiscal year. For example, training in FY 1979 read 9E 40-72; 
training in FY 1980 read 2! 40-72. 

Note 3: For Items 21 and 22, if the training does not have any 
associated cost in one of those two blocks, enter four zeroes in the 
amount column on line D for whichever block does not have the 
expenses. 

23. Leave Blank. To be completed by the training office. 

24. The eight digit station symbol for offices of the U.S. 
Attorneys is 15-01-0004. 

25. Billing instructions should have the following address: 

Accounting Operations Group 
Post Office Box 7405 
Ben Franklin Station 
Washington, DC 20044 

SECTION D - Approvals 

26. A. The name, title and telephone number of the applicant's 
immediate supervisor. Leave blank if the U.S. Attorney is being 
trained. 

B. The supervisor's signature and the date of the signa-
ture. 

27. If the u.s. Attorney is the immediate supervisor, there is 
no need to duplicate his/her name and signature in this block. Leave 
blank if the U.S. Attorney is being trained. 

28. The training officer is the Personnel Officer, and the 
telephone numbers are FTS 272-6818 or (202) 272-6818. 

SECTION E - Approval/Concurrence 

29. A. For any training for u.s. Attorneys, the signature block 
should read: Director, EOUSA. Mail to: 

Executive Office for u.s. Attorneys 
Room 1338 
10th and Constitution Avenue, N.W. 
Washington, o.c. 20530 
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B. For any Assistant U.S. Attorney training, refer to USAM 
10-2.851. Mail to: 

Executive Office for U.S. Attorneys 
Room 1338 
10th and Constitution Avenue, N.W. 
Washington, o.c. 20530 

c. For any training of non-attorney personnel, refer to 
USAM 10-2.851. Mail to: 

Executive Office for u.s. Attorneys 
PAT Building 
Room 9322 
Washington, o.c. 20530 

SECTION F - Certification of Training Completion 

JO. Leave blank. 

SECTION G - Employee's Agreement to Continue In Service 

On reverse side of page one of the 10 part OF-170 and SF-182 is 
an Employee's Agreement to Continue in Service. If any non
government training is to exceed 80 hours, have the employee read, 
sign, and date this agreement prior to submission. 

After approval has been given, the copies of the SF-182 or OF-170 
are distributed as follows: 

For the 10-part form: 

Copy 1 - Held by the Personnel Office until after the completion 
date of the course at which time it is filed in the 
Official Personnel Folder. 

Copy 2 - Retained by the training assistant. 

Copies 3, 4, 5, and 6 - These are the training vendor's copies. 
For interagency training, the Personnel Office will 
forward these to the agency conducting the training. 
For non-government training, these copies will be 
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forwarded to the U.S. Attorney's office for 
distribution. 

Copy 7 - For'Warded to the Accounting Office. 

Copies 8, 9, and 10 - Forwarded to the u.s. Attorney's office. 
Copy 8 is to be submitted with the voucher for payment, 
if necessary. Copy 9 is to be completed and returned 
to the Personnel Office after completion of the course. 
Copy 10 is for the office's files. 

For the 5-part form: 

Copies 1 and 2 - Same as above. 

Copies 3, 4, and 5 - Correspond to copies 8, 9, and 10 or the 10 
part form. 

If travel expenses are incurred during training, such as subsistence 
or per diem, an Official Travel Request and Authorization, Form DOJ-501 
(formerly OBD-1), must be attached to the Travel Voucher, OBD-157. 
Vouchers are submitted to the Accounting Operations Group, Justice 
Management Division, for payment. The usual procedures should be followed 
if a travel advance is required. Travel advances for AGAI courses must be 
charged against the district's appropriation, not the AGAI's 
appropriation. Vendors should be advised to submit their bills along with 
Copy 4 of the OF-170 or SF-182. 

10-2.853 Cancellation of Training 

Every effort should be made to see that employees nominated and 
authorized to attend training do so. If an employee is unable to attend 
authorized training or if the training course is cancelled by the vendor, 
the following information should be sent to the Executive Office: 

A. A copy of the approved SF-182, Request, Authorization; Agreement 
and Certification of Training; and 

B. A brief memorandum explaining whether the training cost 
obligation was cancelled (in whole or part) so that the funds for the 
training may be deobligated. 

If an employee authorized to attend training is unable to go and the 
office wants to send another employee as a substitute, the Executive 
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Office should be telephoned immediately to obtain approval and to 
tentatively record the change. Although verbally approved, the following 
information must be submitted to the Executive Office as soon as possible 
thereafter to document the training and to pay the vendor. 

A. A copy of the approved SF-182 for the employee who was originally 
authorized to attend the training; and 

B. An SF-182 requesting authorization for the employee designated to 
attend the training course as a replacement. 

This applies to both attorney and non-attorney training. 

The requested information related to attorney training should be 
directed and submitted to the Office of Legal Education. Information 
regarding non-attorney training should be directed and submitted to the 
Personnel Management Staff, Attention: Programs Unit. 

10-2.900 EMPLOYEE BENEFITS 

10-2.910 Attendance and Leave 

The Department's policies on attendance and leave are contained in 
Department of Justice Order 1630.lA, (September 20, 1978). 

Presidentially-appointed U.S. Attorneys and intermittent employees 
are excluded from the provisions for earning leave described below. 

U.S. Attorneys or their designees are responsible for developing 
leave policies for their offices to meet the needs or their organizations. 
Leave policies should include such information as who is authorized to 
approve leave on scheduled and emergency basis, when documentation is 
required, what documentation is acceptable, timeframes for requesting 
leave, and how tardiness will be handled. 

Normally, authority to approve leave requests should be delegated to 
the lowest supervisory level having personal knowledge of the work 
requirements and the employee's leave record. It is good practice to 
designate a primary and alternate approving authority. When the 
day-to-day recording of leave usage is assigned to a time and attendance 
clerk, it is essential that the approving official be advised when a 
problem or questionable situation arises and that the approving official 
assume responsibility for any necessary action because the Payroll Office 

AUGUST 16, 1985 
Sec. 10-2.853-.910 
Ch. 2, p. 206a 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

will assume that leave on the T&A is appropriate and has been approved. 
Denial of a leave request or cancellation of approved leave normally needs 
to be based on the necessity for the employee's services. Leave may not 
be denied or cancelled for arbitrary or capricious reasons nor is it to be 
denied or cancelled as a punitive measure. 

All employees should be required to schedule annual leave throughout 
the year. Unless there have been bona fide efforts to schedule all excess 
annual leave throughout the year, and only if there is the likelihood that 
the scheduled leave actually will be taken, requests for extended periods 
of annual leave during the latter months of the year should not be 
approved. 

Court-appointed U.S. Attorneys are authorized to approve their own 
leave for periods of up to two weeks. Periods of more than two weeks must 
be approved by the Director of the Executive Office. 

Each U.S. Attorney, Presidentially-appointed and Court-appointed, is 
encouraged to designate an Acting U.S. Attorney (28 c.F.R. 0.131) if 
he/she plans to be absent from the office for an extended period of time. 
The Director, Executive Office for U.S. Attorneys, is to be notified of 
such a designation. 

10-2.911 Annual Leave 

A. Earning Rates: Employees serving on appointments of more than 90 
days earn annual leave as follows: 

1. Full-time Employees Earning Rate 

Less than 3 years of service 4 hours each full biweekly 
pay period (13 days a 
leave year) 

3, but less than 15 years 
of service 

6 hours each full biweekly 
pay period plus 4 addi
tional hours for the last 
full biweekly pay period 
in any calendar (20 days a 
leave year) 

15 years or more years of 
service 

8 hours each full biweekly 
pay period (26 days a 
leave year) 
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2. Part-time Employees Earning Rate 

Less than 3 years of service 1 hour for each 20 hours 
in pay status 

3 years but less than 15 years 
of service 

1 hour for each 13 hours 
in pay status 

15 years or more of service 1 hour for each 10 hours 
in pay status 

B. Requesting Annual Leave: Annual leave shall normally be planned 
and requested a sufficient period of time in advance to permit careful 
scheduling of leave for all employees and in order to promote the 
efficient conduct of the work. The taking of annual leave is the right of 
the employee contingent upon the right of supervisors to establish the 
time when leave may be taken. Use of Form SF-71 is encouraged for 
requests for all annual leave and may be required by all supervisors for 
all annual leave requests. 

C. Granting and Advancing Annual Leave: 

1. Annual leave may be granted as of the first day of 
employment. 

2. If an initial appointment is less than 90 days, the employee 
is not entitled to annual leave. However, if employment continues 
without a break in service under successive appointments for a period 
of more than 90 days, the employee will earn the annual leave 
retroactively to the initial appointment. 

3. An employee may be permitted to take the annual leave to 
his/her credit plus the leave that will accrue during the current 
leave year at any time during the year. Annual leave may be advanced 
only if there are no reasons known to the supervisor why the 
employee will not be able to earn the leave advanced. When such 
leave is granted, the employee is to be informed that if such leave 
is not earned later during the year, a refund will be required, 
except in the case of death of the employee, removal for disability, 
disability retirement, or entrance on active military du t y with 
restorat i on rights. 
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D. Restoration of Forfeited Annual Leave: An employee is entitled to 
accrue up to 240 hours of annual leave. Annual leave in excess of 240 
hours may be restored when it is forfeited because of illness or 
exigencies of the public business, administrative error or an unjustified 
or unwarranted personnel action. The annual leave an employee potentially 
could forfeit is indicated on his/her OMF-44, Justice Earnings Statement, 
as "use or lose" leave. 

There are only three circumstances under which forfeited annual leave 
can be restored: 

1. The correction of an administrative error (i.e., incorrect 
service co~putation date, failure to change a leave accrual rate, 
incorrect calculations on time and attendance records, etc.) which 
results in the forfeiture of annual leave otherwise accruable after 
June 30, 1960; 

2. A period of sickness of at least one day which occurs during 
a period of "annual leave scheduled in advance" and results in a 
reduction in charge of annual leave. In addition, the period of 
sickness has to be of such duration or occur so late in the leave 
year that the resulting excess annual leave cannot be rescheduled and 
used prior to the end of the leave year; 

3. "Annual leave scheduled in advance" and subsequently canceled 
by a supervisor because of an exigency of public business (i.e., 
unexpected work situation which clearly requires the services of the 
employee) and the excess annual leave cannot be rescheduled and used 
prior to the end of the leave year. The use of annual leave, 
compensatory time off, or LWOP after a canceled period of scheduled 
annual leav~ (unless covered by a separate period of "annual leave 
scheduled in advance") is considered as rescheduled and used annual 
leave, or as available time for annual leave usage. Therefore, such 
time off is subtracted from any excess annual leave otherwise 
eligible for restoration. 

For circumstances 2 and 3 above, note that there is a strict 
requirement that annual leave be scheduled in advance. The definition of 
"annual leave scheduled in advance" is annual leave that is requested in 
writing for use on specific dates, and is approved in writing by an 
official having authority to approve leave no later than six weeks before 
the end of the leave year. If all or a portion of the "annual leave 
scheduled in advance" is later canceled by a supervisor because of a work 
exigency or is interrupted by a period of sickness, and the excess annual 
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leave cannot be rescheduled and used prior to the end of the leave year, 
it is then eligible for restoration. 

Annual Leave in "restored leave" accounts must be used by a deadline 
date or the annual leave is lost and not eligible for restoration. The 
"must be used by" dates for separateleave accounts are shown on Form 
OMF-14, Master Card, which are sent to the persons who handle time and 
attendance reports. The separate leave accounts are administered as 
follows: 

1. For the first leave year during which the separate leave 
account is established (and possibly the second leave year depending 
on the deadline date on the Form OMF-14), annual leave is not charged 
against the separate leave account until all the employee's regular 
leave account for the leave year (i.e., 104 hours, 160 hours, or 208 
hours) is used; and ~~ 

2. Since any leave in a separate leave account is lost if not 
used by the deadline date, during the last leave year of a separate 
leave account all annual leave used is charged first against the 
separate leave account until it is liquidated. Once the separate 
leave account is liquidated, subsequent annual leave usage is charged 
against the regular annual leave account for the leave year. 

In addition to the strict criteria for restoration of forfeited 
annual leave, Department of Justice Order 2120.11 (April 24, 1974), states 
that requests must be supported by specific documentation. Therefore, 
employees who may be in a position to forfeit annual leave should retain: 

1. Documentation (SF-7l's, Application for Leave, memoranda, 
etc.) showing that annual leave for specific dates was scheduled at 
least six weeks before the end of the leave year. The scheduling 
must be in writing and must show the calendar date this leave was 
approved by an official having authority to approve leave and the 
amount of leave (days/hours) that was scheduled for use. This 
requirement applies to U.S. Attorneys who approve leave for 
themselves. 

2. Documentation showing the supervisor's reason(s) for the 
subsequent canceling of approved leave, or doctors' certificates for 
periods of sickness which occurred during annual leave that was 
scheduled for use. 
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3. Documentation showing why canceled leave or excess leave 
resulting from a period of sickness could not be rescheduled and used 
prior to the end of the leave year. 

4. Documentation showing attempts that were made to reschedule 
the excess annual leave, including the date(s) during which the leave 
was rescheduled for use and the amount of leave (days/hours) that was 
rescheduled for use. 

5. Documentation showing the amount of leave rescheduled and 
used or rescheduled and subsequently canceled. 

6. Copies of all JMD-44s, Earnings Statements, for each pay 
period from the date scheduled annual leave was canceled or first 
interrupted by a period of sickness through the end of the leave 
year. 

Requests for restoration of annual leave must be submitted on Form 
DOJ-364, Request for Restoration of Forfeited Annual Leave. In addition 
to copies of the documentation described above, copies of Form DOJ-296, 
Time and Attendance Report, for each pay period from the date scheduled 
annual leave was canceled or first interrupted by a period of sickness 
through the end of the leave year must be submitted with the request. 
Employees who had forfeited annual leave restored at the end of earlier 
leave years and again forfeit annual leave at the end of the current leave 
year must submit copies of Form DOJ-296 for the entire current leave year. 

Requests for restoration of forfeited annual leave should not be 
submitted until after the leave year. A request will not be processed if 
it is not supported by appropriate documentation. 

10-2.912 Sick Leave 

A. Earning Rates: All employees, regardless of the length of 
appointment, earn sick leave as follows: 

1. Full-time employees: Four hours for each full biweekly pay 
period, regardless of type and duration of appointment or total 
creditable service. 

2. Part-time employees: One hour for each 20 hours in a pay 
status. 

B. Accumulation: There are no limitations on the accumulation of 
sick leave. 
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c. Granting Sick Leave: Sick leave is authorized in the following 
circumstances: 

1. When an employee is incapacitated by sickness, injury, 
pregnancy, or confinement; 

2. For medical, dental, or optical examination; 

3. Prior to disability retirement; or 

4. When a member of the immediate family is ill with a conta
gious disease and requires the care and attendance of the employee, 
or the employee's presence would jeopardize fellow employees' 
health. 

D. Approval of Sick Leave: Supervisors may require a medical 
certificate or other acceptable evidence for use of sick leave in excess 
of three days. It is incumbent upon supervisors responsible for approving 
sick leave to determine that the circumstances of the absence justify 
approval. 

E. Reporting Sickness: Employees who are absent on account of 
illness should notify their supervisors as soon as practicable after the 
time they are scheduled to report for duty. When such notice is not 
given, the absence may be charged to leave without pay or absence without 
leave pending contact with the employee and/or receipt of appropriate 
medical evidence. 

F. Advance Sick Leave: 

1. Advance sick leave may be granted only in cases of serious 
disability or illness and when required by the exigencies of the 
situation. Except for those serving probationary or trial periods, 
such leave may be advanced to employees irrespective of whether they 
have annual leave to their credit. Employees serving probationary or 
trial periods will be required to exhaust annual leave before any 
sick leave may be advanced. 

2. Advance sick leave may not be granted to an employee: 

a. Who is absent because a member of his/her family has a 
contagious disease; 

b. Who has filed application for disability retirement or 
has signified an intention to resign for disability; 
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c. When a separation date has been established which would 
preclude an employee from earning leave to cover the advance 
sick leave; or 

d. When there is evidence that a return to duty is not 
contemplated. 

3. Advance sick leave is subject to the following limitations: 

a. May not exceed 30 days for full-time employees; 

b. Shall normally not exceed 15 full days for part-time 
employees; 

c. Every application for advance sick leave must be in 
writing and supported by a medical certificate from a practicing 
physician; and 

d. Temporary employees may not be advanced sick leave in 
excess of the amount which they will earn during the period of 
temporary employment. Employees who have applied for optional 
retirement may not be advanced sick leave in excess of the 
amount which they will earn prior to the date of retirement. 

4. In the event an employee is advanced sick leave and fails to 
return to duty (retirement or resignation) due to an illness or 
disability, offices must request acceptable medical evidence to 
determine if the failure to return to work is due to an illness or 
disability. 

5. In the event the employee fails to return to work for a 
reason other than illness or disability, offices should inform 
employees of the following: 

a. Failure to return to duty after a period of advanced 
sick leave results in an indebtedness to the government. 

b. Indebtedness may be repaid from an employee's 
retirement funds or annual leave account at the request of the 
employee. This request must be made in writing and should be 
sent to the Justice Employee Data Service (JEDS). The letter 
should include at a minimum, the employee's name, social 
security number, and organization code. The letter must also 
include the following statement: It is requested that the 
indebtedness which resulted from the use of (number) hours of 
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advanced sick leave be liquidated with funds from my retirement 
and/or annual leave account. 

c. In the event voluntary arrangements cannot be 
established to resolve the indebtedness, the Department may file 
a claim against the employee in accordance with DOJ Order 
2120.3A, Collection of Indebtedness Resulting From Erroneous 
Payments to Employees. 

6. Administrative Officers must obtain the written statement 
outlined above from the employee as soon as the employee gives notice 
of his/her intention not to return to duty. The original statement 
should be forwarded to JEDS and copy should be retained with the 
OBD-123, Employee's Clearance Record, for a period of three years. 

10-2.913 Holidays 

A. Designation: The following days are observed as holidays for 
federal employees: 

1. New Year's Day, January 1 

2. Inauguration Day (Washington, D.C. Metropolitan area only) 

3. Washington's Birthday, third Monday in February 

4. Memorial Day, last Monday in May 

5. Independence Day, July 4 

6. Labor Day, first Monday in September 

7. Columbus Day, second Monday in October 

8. Veteran's Day, November 11 

9. Thanksgiving Day, fourth Thursday in November 

10. Christmas Day, December 25 

11. Martin Luther King Day, third Monday in January commencing 
1986. 

12. Any other day designated as a holiday by federal statute or 
Executive Order. 
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If a holiday falls on a Saturday, the preceding Friday will be 
observed as the holiday. If a holiday falls on a Sunday, the following 
Monday will be observed as the holiday. 

B. Procedure for Holiday Work: If a non-attorney employee is 
required to work on a holiday he/she shall receive additional compensation 
equal to his/her regular hourly rate, not to exceed eight hours (i.e., the 
employee is paid double time for the first eight hours worked on a 
holiday). 

Anyone required to work on a holiday must be paid for at least two 
hours of holiday work. Compensatory time off may not be granted for 
holiday work. See 28 CG 431. Holiday pay is charged to the district's 
overtime budget. Work beyond eight hours on holidays should be treated as 
normal overtime and is compensated accordingly. 

Intermittent employees (i.e., Special Assistant U.S. Attorneys) are 
not entitled to premium compensation for holidays. An intermittent 
employee is defined as an employee of less than full-time status with no 
pre-scheduled regular tour of duty and paid at per diem or per hour rates. 

U.S. Attorneys may authorize holiday work in the same manner that 
overtime work is authorized. Holiday work for U.S. Attorneys and their 
regular Assistants should only be authorized in the case of a court 
appearance falling on a holiday. 

Holiday work should be noted in the appropriate space on the Time and 
Attendance Records. 

C. State and Local Holidays: It is the policy of the Executive 
Office that a U.S. Attorney's office may be closed in observance of a 
state or local holiday if: 

1. The building or office in which the employees work is 
physically closed; or building services essential to proper 
performance of work are not operating; 

2. Local transportation services are discontinued or 
interrupted to the point where employees are prevented from reporting 
to work; or 

3. The duties of the employees consist largely or entirely of 
dealing directly with employees and officials of business or local 
government offices, and all such establishments are closed in 
observance of the holiday, and there are no other duties (consistent 
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with their normal duties) to which employees can be assigned on the 
holiday. 

When group dismissals occur because of such a closing, the employees 
are excused without charge to leave and without loss of pay. 

Authority to authorize such closings has not been delegated to the 
U.S. Attorneys. It resides with the Director, Office of Administration 
and Review, Executive Office for U.S. Attorneys. U.S. Attorneys are to 
advise the Executive Office at least two days before the date of the 
proposed closing where they believe such closing would be authorized due 
to a state or local holiday. 

Each employee's Time and Attendance Record should be annotated to 
show "other leave" for the state or local holiday. If an employee works 
on a day when the office has been closed for such a holiday, he/she cannot 
be authorized to receive holiday pay or compensatory time off. Normal 
payment is all that may be received. 

D. Time Off for Religious Observances: The Federal Employees 
Flexible and Compressed Work Schedules Act of 1978 provides that an 
employee may elect to work compensatory overtime for t~e purpose of taking 
time off without charge to leave when personal religious beliefs require 
that the employee abstain from work during certain periods of the 
workweek. 

Under the law, any employee who elects to work compensatory overtime 
in lieu of time off for religious observances shall be granted in lieu of 
overtime pay an equal amount of compensatory time off from his/her 
scheduled tour of duty if modifications in work schedules do not interfere 
with the accomplishment of the office's workload. The supervisor and the 
employee are to determine a mutually agreeable time before or after the 
religious holiday when productive overtime work may be performed. The 
work must be performed within a period of six weeks before or six weeks 
after the time off. 

Time off for religious observances will be charged to object class 
1465. The compensatory time worked will be charged to object class 1466. 

10-2.914 Leave Without Pay 

Leave without pay (LWOP) is solely a matter of administrative 
discretion. Employees cannot demand it as a matter of right, except in 
cases of disabled veterans in need of medical treatment and reservists and 
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National Guardsmen performing military training duties. Such factors as 
whether there is a reasonable expectation that the employee will return to 
government service at the end of the period, whether the individual's 
health will substantially improve, and whether his/her employment record 
is commendable, should be taken into consideration. Consideration must be 
given to the fact that except in the case of an employee on LWOP pending 
approval of disability retirement, the position remains "filled" while the 
employee is on LWOP. This will prevent employment of a replacement which 
may result in additional burdens on the remaining staff. 

Maximum periods of LWOP have been established by the Department in 
Department of Justic Order 1630.lA (September 20, 1978). Additionally, 
except in rare instances, LWOP for attorneys will be limited to a maximum 
of 90 days. 

Employees who enter a nonpay status (LWOP) should be advised that 
they must pay their share of the cost of Federal Employees Health 
Benefits, if enrolled, for each pay period during which their salary is 
insufficient to cover the required premium. Refer to USAM 10-2.932 for 
additional information regarding the effect of LWOP on FEHB coverage. 

LWOP of more than 30 calendar days must be approved by the U.S. 
Attorney and an SF-52, Request for Personnel Action, must be completed and 
submitted to the Personnel Management Staff. A second SF-52 must be 
submitted when the period of LWOP ends. 

10-2.915 Administrative Leave 

Administrative leave refers to an authorized absence from duty with 
pay and without charge to annual or sick leave. Ordinarily, 
administrative leave is authorized on an individual basis, except where an 
installation is closed or groups of employees are excused for other 
general reasons as outlined below. 

A. Emergency Situations: The U.S. Attorney may close an office and 
place employees on administrative leave when it is in the best interest of 
the government to do so or the personal safety of the office personnel 
requires it; i.e., bomb threats, snowstorms, floods, etc. Employees are 
expected to work provided the conditions at their worksite are reasonably 
adequate, even if these conditions are not normal and involve a few minor 
discomforts. Dismissals due to unusual employment or work conditions 
created by a temporary disruption of air cooling or heating systems should 
be rare and emphasis should be placed on the correction of these 
conditions. 
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If an individual employee becomes incapacitated for duty due to the 
unusual level of temperature, he or she may be granted annual or sick 
leave at the supervisor's discretion. 

In the event of a prolonged breakdown of essential building services, 
the U.S. Attorney may close an office or part of an office and place 
employees on administrative leave. In those cases, it clearly must be 
estabished by reasonable standards of judgment that the conditions are 
such as to actually prevent working. The office should consider the 
physical requirements of the positions involved as well as the temperature 
of the work areas. Equity does not require that if a group of employees 
are dismissed, other employees also must be dismissed. 

1. Emergency during working hours: 

a. Employees in a duty status are placed on administrative 
leave for the remainder of the day following early dismissal. 

b. Employees in a duty status who depart on leave after 
official word of early dismissal is received, but before the 
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time set for dismissal, are charged annual leave only from the 
time they departed until the time set for dismissal. They are 
placed on administrative leave for the remainder· of the day. 

c. If employees are scheduled to report for duty after an 
initial period of leave and early dismissal is set before they 
can report, leave is charged until the time set for dismissal. 
The remainder of the day is charged to administrative leave. 

d. If the employee is absent on approved leave for the 
entire day or before official work of early dismissal, the 
entire absence is charged to that leave. No administrative 
leave is to be authorized. 

2. Emergency during nonworking hours: 

a. When federal offices are closed by administrative order 
for an entire workday, that day is considered a nonworkday for 
leave purposes. Employees are to be placed on administrative 
leave even if they were previously scheduled for leave on those 
days. 

b. When federal offices are open as. usual but, due to 
emergency conditions that develop during nonworking hours, 
employees have difficulty arriving at work on time, first line 
supervisors may excuse short periods of tardiness (up to two 
hours), without charge to leave. Supervisors may excuse 
tardiness for longer periods on a individual basis at their 
discretion. Employees who do not report for work at all because 
of weather conditions should be authorized annual leave. 

c. When federal offices open up as normal but, due to the 
varying impact of the emergency situation, a liberal leave 
policy applies, an employee can utilize annual leave to his or 
her credit without obtaining prior approval or providing 
justification. The normal requirement that an employee notify 
his or her supervisor within prescribed time limits is 
suspended. 

B. Voting Leave: Under the following conditions, employees may be 
granted administrative leave to vote: 

1. The polls are not open at least 3 hours either before or 
after the employee's regular work hours. The employee should be 
granted administrative leave which will permit him/her to report 
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three hours after the polls open or leave work three hours before the 
polls close, whichever is the lesser amount. 

2. Depending upon the particular circumstances; i.e., the voting 
place is beyond normal commuting distances, up to one full day of 
administrative leave may be granted. 

C. Admission to the Bar: Administrative leave may be granted to 
employees who have passed a bar examination for the time necessary to be 
sworn into membership of the bar. It may also be granted for travel time 
to and from the ceremony, not to exceed 8 hours each way. .Administrative 
leave may not be authorized for studying or taking bar exams. 

D. Tardiness and Brief Absences: Employees may be excused for up to 
one hour for unavoidable tardiness or brief absences. 

10-2.916 Court Leave 

Court leave is authorized leave for employees serving on jury duty or 
appearing as a witness in court in an unofficial capacity on behalf of a 
state or local government or private party when the federal or D.C. 
government or a state or local government is a party to the case. An 
employee who testifies in an official capacity is considered to be in a 
official duty status. 

An employee is not entitled to court leave when he/she is excused or 
discharged by the court, either for an indefinite period subject to call 
by the court or for a definite period in excess of 1 day. 

If an employee is on paid leave when called for jury service, court 
leave should be substituted for the paid leave. Court leave may not be 
granted to an employee who is in a non-paid leave status. Employees 
called for jury duty usually are paid some fees and/or allowances by the 
court. Employees on court leave are permitted to retain all payments that 
are specifically identified as expense allowances, but all fees, per 
diems, compensation, and other payments that may be classified as payment 
for services must be transmitted via a check payable to the U.S. Treasury 
to the Accounting Operations Group, Post Office Box 7405, Ben Franklin 
Station, Washington, D.C. 20044, Attn: Accounts & Reports Section. 
Employees performing jury duty on non-work days or during periods in which 
they would be in non-pay status may retain all fees that are paid. 

The following is a ready-reference chart for comparison of types of 
absence or duty for court service. 
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EMPLOYEE ABSENCES FOR COURT OR COURT RELATED SERVICES 

Nature of service 
Type of Absence 

Court 
leave 

Official
duty 

Annual
leave 
or 
LWOP 

Fees 

No Yes 
Turn 

Retain in to 
agency 

Govt. 
travel 
expense 

No Yes 

I. Jury Service 
A. U.S. or D.C. court x x x 
B. State or local court x x x 

II. Witness Service 
A. On behalf of 

U.S. or D.C. 
government x x x 

B. On behalf of state 
or local government 
1. in official 

capacity x x x 
2. not in official 

capacity x x x 
C. On behalf of a 

private party 
l. in official 

capacity x x x 
2. not in official 

capacity 
a. when a party is

U. S • , D • C • • or 
state or local 
government X x x 

b. when a party is 
not U.S., D.C., 
or state or 
local government X x x 

(Offset to the extent paid by the court, authority, or party which caused 
the employee to be summoned.) 

10-2.917 Absence Without Leave 

Absence without leave (AWOL) is a nonpay status resulting from the 
supervisor's determination that leave (including leave without pay) will 
not be granted for a period of absence for which the employee did not 

APRIL 13, 1984 
Ch. 2, p. 219 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

obtain advance authorization or for which his/her request for leave on the 
basis of alleged sickness or emergency has been denied. 

All AWOL cases should be specifically documented and should be the 
subject of an inquiry by the supervisor. Disciplinary action may be taken 
when considered appropriate. An employee who is absent without approved 
leave for any cause must explain to his/her immediate supervisor, at the 
earliest possible and practical time, the cause of the absence and the 
reasori for failure to request permission to be absent. If it is found 
that the employee was absent for insufficient cause, or if his/her failure 
to obtain permission to be absent is not satisfactorily accounted for, the 
time lost will be counted as AWOL and pay will be lost for the period of 
such absence. An employee absent without approved leave on the day 
immediately following a holiday will not be paid for the holiday. 

10-2.918 Maternity Leave 

There is no separate category of leave in the federal service called 
"maternity leave." Any absence for maternity reasons is chargeable to a 
combination of sick leave, annual leave, and/or leave without pay. 
Employees can no longer be required to take a set amount of leave prior to 
or after delivery. 

An employee should be requested to advise the U.S. Attorney of her 
intent to request leave for maternity reasons, approximate dates, and 
anticipated duration in order to allow for any staffing adjustments. The 
employee should also be advised to make known whether she will continue 
employment or terminate. The employee has the option of submitting her 
resignation at the expiration of her period of incapacitation or at an 
earlier date, if she desires. 

The period during which the employee is unable to work is the period 
of incapacitation. This period is to be treated like any other medically 
certified temporary disability. Sick leave may be used to cover this 
period and to cover the time required for physical examination. If all 
sick leave is used, up to 30 days sick leave may be advanced at the 
discretion of the U.S. Attorney provided the employee plans to return to 
the office. Annual leave or leave without pay may also be authorized 
during this period. 

After delivery and recuperation, the employee may desire a period of 
adjustment or need time to make arrangements for the care of the child. 
These additional requirements may be taken care of by the use of available 
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annual leave or leave without pay. Approval of both annual leave and 
leave without pay are at the discretion of the U.S. Attorney. However, 
efforts should be made to accomodate reasonable requests by the employee. 

In order to shorten the period of time in which an employee is away 
from the office, it may be appropriate to allow the employee to work 
part-time or to modify her duties. Such changes should be with the 
concurrence of the employee's doctor. 

A male employee may be authorized only annual leave or leave without 
pay for purposes of assisting or caring for minor children or the mother 
of his newborn child while she is incapacitated for maternity reasons. 

10-2.919 Military Leave 

Any employee who is a member of the National Guard or the reserves of 
the Armed Forces and is employed on a full-time permanent or indefinite 
basis can accrue military leave at the rate of 15 days per fiscal year. 
Individuals who are serving on a part-time career employment basis may 
accrue military leave on a pro rata basis based on the number of hours in 
the regularly scheduled workweek. These employees are entitled to a leave 
of absence from their duties, without loss of pay for active duty for 
training. 

The reserve components of the Armed Forces include: the reserves of 
the Army, Navy, Air Force, Coast Guard, and Marine Corps and the National 
Guards of the Army and the Air Force. 

Employees are not eligible for military leave unless the active duty 
is as a reservist or a member of the National Guard. Excluded service 
includes: 

A. Summer training as member of Reserve Officers' Training Corps. 

B. Temporary Coast Guard Reserves. 

C. Participation in parades by members of the State National Guard. 

D. Training with a State Guard or other state military 
organizations. 

E. Civil Air Patrol. 
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F. Time taken on a workday to travel to the place where the training 
is to begin unless military training orders encompass the period of travel 
time required (See unpub. Comp. Gen. Dec. B-138990, April 22, 1959). 

Temporary and intermittent personnel are not entitled to military 
leave. 

Military leave is limited to a maximum of 15 calendar days during 
each year, regardless of the number of training periods in the year or 
whether the active duty is intermittent, one day at a time, or all at one 
time. 

Employees who are unable to use the accumulated leave can carry ap to 
15 days forward into the next fiscal year. 

Intervening non-workdays during military training or active duty are 
charged against the 15 days of military leave allowed during the year. 
However, non-workdays occurring at the beginning or end of the period are 
not counted. 

10-2.920 Federal Employees Group Life Insurance 

10-2.921 Introduction 

Nearly all federal employees are eligible to participate in the 
Pederal Employee Group Life Insurance Program. The main exception to 
coverage is those employees serving appointments limited to one year or 
less. The federal government as the employer pays one-third the cost of 
the Basic Life Insurance, the remaining cost is withheld from the 
employee's pay. 

The overall responsibility for administration of the insurance plan 
rests with the Office of Federal Employees Group Life Insurance which has 
the responsibility for settling claims. 

The Federal Employees Group Life Insurance Program consists of Basic 
Life Insurance and three types of optional coverage. An employee must 
elect Basic Life Insurance before enrolling in one or all of the optional 
insurances. 

A. Basic Life Insurance coverage is based on the employee's salary. 
It equals the employee's salary rounded to the next $1,000 plus $2,000. 
For example, an employee whose salary is $19,205 per annum would have 
$22,000 coverage. Effective October 1, 1981, the Basic Life Insurance 
Coverage was increased for employees under age 45 with no corresponding 
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increase in premiums. This extra benefit doubles the amount of life 
insurance of employees age 35 or younger. The extra benefit is reduced 
10% each year until the employee reaches age 45 at which time there is no 
extra benefit. 

B. In addition to Basic Life Insurance coverage, employees may elect 
one or all of the following insurance coverage options: 

1. Option A: $10,000 insurance; 

2. Option B: life insurance equal to up to five (5) times one's 
annual basic salary; or 

3. Opt ion C: insurance on the lives of one's spouse and 
children. 

10-2.922 New Enrollments 

Every eligible employee must complete Form SF-2817 to enroll or to 
waive enrollment in the life insurance program. An employee has 31 days 
after appointment or after becoming eligible for life insurance to file 
Form SF-2817. Employees who fail to submit Form SF-2817 will be 
automatically enrolled in Basic Life Insurance. Employees who do not 
elect Basic Life Insur4nce and/or one or all of the optional insurances at 
their first opportunity will be eligible to enroll only if they meet the 
requirements described in SF-2817, Federal Employees Group Life Insurance 
Program. 

The Administrative Officer must insure that every eligible employee 
receives Forms SF-2817 and SF-2817A. Form. SF-2817 should be reviewed for 
accuracy and completeness prior to being forwarded to the Personnel 
Office, Executive Office for U.S. Attorneys. This form should not be 
separated. The Personnel Office will certify the completed form and 
return it to the Administrative Officer. 

Copies of Forms SF-2817 and SF-2817A are stocked by the Department's 
warehouse. 

10-2.923 Waivers 

A properly executed waiver of basic life insurance or a declination 
of standard optional, additional optional, and family coverage remains in 
effect until cancelled even though the employee may transfer to another 
agency. 
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An employee who has previously waived basic insurance or declined 
optional or family coverage, however, will have the declination auto
matically cancelled if the employee is separated and has a break in 
service of at least 180 days. An employee whose declination is so 
cancelled must !il~ an SF-2817A within 31 days. 

An employee who previously waived basic or declined standard optional 
or additional optional life insurance may have the cancellation waived if 
the employee meets the conditions described in SF-2817A, Federal Employees 
Group Life Insurance Program, and completes and files a SF-2822, Request 
for Insurance. This form is a combination request to cance 1 a waiver, 
medical certificate, and authorization to insure an employee. The 
completed form must be forwarded by the examining physician to the Office 
of Federal Employees Group Life Insurance which will either authorize 
insurance coverage or deny that coverage and so inform the Personnel 
Office. 

10-2.924 Designation of Beneficiary 

When an employee becomes insured he/she should be informed that any 
life insurance death benefits will be paid to his/her heirs in the order 
of precedence indicated on Standard Form 2823, Designation of Beneficiary. 
If the employee does not wish payment to be made in that order, he/she 
must file SF-2823, which must be completed without erasures or changes and 
signed and witnessed in duplicate. Forward both copies to the Personnel 
Office, Executive Office for U.S. Attorneys. One receipted copy will be 
retained in the employee's official personnel folder and the other copy 
will be returned to the employee. 

An employee who wishes paym~nt to be made to th~ designated 
beneficiary, only if that person survives the employee by a specified 
number of days (up to but not . more than 30), may so stipulate on the 
SF-2823. A statement added on the form following the name of the 
designated beneficiary (beneficiaries) to the effect". . , if he (she) 
survives me by at least days." will alert the Office of Federal 
Employees' Group Life Insurance to hold up payment of the life· insurance 
proceeds until the speeified period has elapsed. It wiU also preclude 
any right of insurance to vest in the estate or the beneficiary. In the 
event the designated beneficiary does not survive the specified period, 
payment of the proceeds will follow the order of precedence as if the 
beneficiary had predeceased the insured. 
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10-2.925 Conversions 

Under the conversion privilege, an employee who resigns or separates 
from the federal government may purchase without a medical examination an 
individual policy from any eligible insurance company. The policy, at the 
employee's option, may be in an amount equal to or less than the federal 
group insurance which the employee had, including optional insurance. It 
may be in any form customarily issued by the insurance company, except 
term insurance, but without disability or accidental death or dismem
berment benefits. Any insurance pol icy purchased under the conversion 
privilege is a private business transaction between the individual and the 
insurance company. 

MAY 25, 1984 
Ch. 2, p. 224a 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

There are two forms which explain fully the employee's privilege to 
convert to an individual policy. Because prompt notice is required and a 
minimum of work is desirable, SF-2819, Notice of Conversion Privilege, may 
be issued to the employee. If the employee desires, he/she may receive an 
Agency Certification of Insurance Status, SF-2821. This form is not an 
application for conversion but merely gives information required by the 
insurance company. 

10-2.926 Retirement and FEGLI 

A. An employee who retires retains regular life insurance (without 
accidental death and dismemberment clauses) without further cost, if all 
of the following requirements are met: 

1. The employee retires on an immediate annuity from a position 
in which insured; 

2. The employee does not convert to an individual policy when 
the regular insurance as an employee would otherwise cease; and 

3. The retirement is for disability or after at least 5 years 
service. 

B. Employees who meet the criteria described above have the 
opportunity to elect one of the three post-age 65 rates of reduction in 
their basic life insurance coverage as follows: 

1. 75% of Basic Life Insurance coverage. At age 65 the amount 
of basic insurance will be reduced by 2% per month to no less than 
25% of the amount of basic insurance in force at the time of 
retirement. This is at no cost to the employee. 

2. The employee has had optional insurance from the first time 
it became available to him/her or for at least 5 years immediately 
preceding retirement; and 

3. The monthly annuity is sufficient after all other deduc
tions, to pay the full cost. 

After age 65, the Option A-Standard Life Insurance will be reduced by 
2% each month until it reaches 25% of its face value. The employee will 
continue to pay the full cost of the life insurance until reaching age 65. 
The Accidental Death and Dismemberment Benefits that are payable under the 
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Option A-Standard Life Insurance are discontinued upon retirement. At age 
65, the Option B-Additional and Option C-Family Life Insurance will be 
reduced by 2% each month for SO months, at which time the coverage will 
cease. The employee will continue to pay the full cost of the insurance 
until age 65. 

Employees must complete SF-2818, Election of Post-Retirement Basic 
Life Insurance Coverage, when filing for retirement. Failure to complete 
this form could delay the processing of the retirement application by the 
Office of Personnel Management. 

10-2.930 Health Benefits 

10-2.931 Introduction 

The Federal Employees Health Benefits Program (FEHB) provides 
protection for civilian employees and their families against the cost of 
illness or accident. The program is entirely voluntary and nearly all 
federal employees are eligible for coverage except those serving under 
appointments limited to one year or less. Dual cover~ge under FEHB is not 
permitted. The federal government as the employer pays part of the cost 
and the employee pays the remainder. 

10-2.932 New Enrollments and Changes 

A. New Enrollments 

When a new employee enters on duty or when an employee first becomes 
eligible for health benefit coverage, he/she should be given the following 
forms: 

1. BRI-41-212, Biweekly list of premium rates for all plans; 
and 

2. BRI-41-331, Enrollment Information and Plan Comparison 
Chart. 

Standard Form 2809-A gives information concerning the program cost; 
types and description of plans available; types of enrollments; conversion 
privileges upon separation from the federal service; conditions for 
continuing health benefits coverage after retirement; and consequences of 
election not to enroll. 
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Each eligible employee must register either to enroll in a plan or 
not to enroll on an SF-2809, Health Benefits Registration Form. An 
employee has 31 calendar days after appointment or after becoming eligible 
for health benefits coverage to file an SF-2809 and have it received by 
the Personnel Management Staff. If an employee has not returned the 
completed form within the 31-day period, and he/she has been contacted and 
urged to do so, a form should be filed for the employee by the 
Administrative Officer with the notation that he/she was contacted but 
declined to register. 

In completing the SF-2809, only the appropriate sections of Parts A 
through E should be completed. DO NOT COMPLETE PART F. This part will be 
completed by the P~rsonnel Management Staff. In the Remarks section, 
include the district and the employee's position title. The complete 
SF-2809 should be forwarded to the Personnel Management Staff, Executive 
Office for U.S. Attorneys. No copies should be removed from the form. 
Offices with delegated personnel authority should process health benefits 
forms in accordance with their delegation. 

Once a plan has been selected by an employee, the Administrative 
Officer should give the employee a copy of that plan's brochure. 

B. Changes in Enrollment Status 

Employees are allowed to make changes in health benefits coverage in 
accordance with the events stated on the reverse side of the carriers copy 
of the SF-2809, Health Benefits Registration Form. One change which 
requires further explanation due to the need for supporting documentation 
is when an employee becomes eligible to enroll or change enrollment for 
health benefits coverage due to loss of coverage under a spouse's 
non-federal plan because the non-federally employed spouse was 
involuntarily separated from his/her employment because of a lay-off. 

Specifically, an employee may change enrollment in the following 
situations: 

a. An employee who loses coverage under a spouse's non
federal enrollment because the non-federally employed spouse was 
involuntarily separated from his/her employment because of a 
lay-off, may register to enroll within the period beginning 31 
days before and ending 31 days after the spouse's employment 
terminates. If the employee enrolls under this provision he/she 
must receive t he same forms outlined in Part I , "New 
Enrollments." 

b. An employee whose spouse loses non-federal coverage 
because the non-federally employed spouse was involuntarily 

AUGUST 16, 1985 
Sec. 10-2.932 
Ch. 2, p. 227 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

separated from his/her employment because of a lay-off, may 
change enrollment from self-only to self and family within the 
period beginning 31 days before and ending 31 days after the 
spouse's employment terminates. 

To effect an enrollment change under the conditions stated in 
paragraphs a and b, the following information should be submitted in 
addition to the SF-2809: 

a. A letter from the spouse's employer stating that the 
person was laid-off, the effective date of the lay-off, and that 
the person had health benefits coverage. 

b. In part C(3) of the SF-2809, the appropriate date is 
the date the spouse's non-federal employment terminated. 

c. Effect of Nonpay Status on FEHB Premiums 

Employees who enter a nonpay status are required to pay the premium 
on their health benefits coverage. Effective August 22, 1982, the Office 
of Personnel Management issued regulations which eliminate free health 
benefits coverage for federal employees who continue their enrollments 
under the Federal Employees Health Benefits program while in a nonpay 
status. Under prior regulations, employees were given free coverage for 
up to 12 months of continuous leave without pay. While this general 
employee entitlement to one year of continued enrollment (before automatic 
termination) remains unchanged, employees must now pay their share of the 
cost of the FEHB enrollment for each pay period during which their salary 
is insufficient to cover the required premium. 

Under the new regulations, an employee is deemed to consent to the 
withholding of past due health benefits premiums from salary or from any 
other monies payable to the employee by the federal government. Also, any 
premiums owed are not subject to waiver by the Department. Therefore, the 
only way an employee can avoid liability for FEHB premiums during nonpay 
status is to cancel his or her FEHB enrollment. 

Cancellation of health benefits enrollment is an action that could 
have serious ramifications and should not be taken without careful 
consideration and consultation with a servicing personnel specialist. A 
cancellation is effective at the end of the pay period following the one 
in which the Standard Form 2809 is received by the Personnel Management 
Staff. Following a cancellation of health benefits enrollment, there is 
no 31-day extension of coverage nor is there a right to convert to a 
non-group contract with the carrier of the plan in which enrolled. Also, 
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after a cancellation, an employee would not be automatically allowed to 
re-acquire health benefits coverage upon return to a pay status. Most 
employees would have to wait until an "open season" in order to re-enroll 
unless there is another event which would permit enrollment. Before 
cancelling, employees should be made aware of the eligibility requirements 
for continuing FEHB coverage during retirement or the receipt of workers' 
compensation benefits. An employee must have been enrolled (or covered as 
a family member in another FEHB enrollment) for the five years of service 
immediately preceding retirement, or for all of the period(s) during which 
the employee was eligible to be enrolled, if less than five years, in 
order to continue FEHB coverage into retirement. 

No action is required in advance for employees who desire to continue 
their FEHB coverage during nonpay status. When an employee has a period 
of at least two pay periods during which there are no withholdings for 
health benefits, the employee will have the option of either paying the 
biweekly premiums directly to the Department on a biweekly or advance 
basis, or having the past-due premiums withheld from salary upon return to 
pay status. All direct payments must be in exact multiples of the 
biweekly premium rate (the ninth listed deduction from gross pay on Form 
JMD-44 or 44A, Employee Earnings Statement). Payments can be made by 
check or money order, made payable to the Treasurer of the United States 
and annotated with the employee's Social Security number. A short 
explanatory memorandum should accompany all such payments and be sent to 
the U.S. Department of Justice, Justice Employee Data Service, Post Office 
Box 2922, Washington, D.C. 20013. Do not send payments to the Personnel 
Management Staff. 
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Employees who return to pay status after only one pay period of no 
premium withholding will automatically and without prior notification have 
the past due premium and regular premium deducted from their paychecks in 
order to liquidate the debt. This procedure is necessary due to 
administrative and cost effectiveness considerations. Those employees who 
return to pay status after two or more pay periods without premium 
withholding and who have not made full direct payment to the Department 
will receive a computer-produced notice from the Justice Employee Data 
Service informing them that one additional biweekly premium will be 
automatically deducted from their paychecks each pay period until the debt 
is liquidated unless other acceptable arrangements are made. Employees 
who are indebted and separate from the Department will likewise receive 
notices that establish premium collection procedures. 

10-2.933 Retirement and FEHB 

An employee must meet all of the following requirements to continue 
an enrollment after retirement (employees should be periodically reminded 
of these requirements, particularly before they elect not to enroll or to 
cancel an enrollment). 

A. The employee must retire under the disability provisions of the 
applicable retirement law or have at least 5 years of creditable service; 

B. The employee must retire on an immediate annuity (that is, an 
annuity which begins to accrue no later than one month after the date of 
final separation); 

c. The employee must have been enrolled (or covered as a family 
member) in a plan (not necessarily the same plan) under the health 
benefits program (a) for the five years of service immediately preceding 
retirement, or (b) for all service since his/her first opportunity to 
enroll, or (c) continuously for the full period or periods of service 
beginning with the enrollment which became effective no later than 
December 31, 1964; and 

D. The annuity must be sufficient to cover the withholding required 
as his/her share of the cost of the enrollment. 

10-2.934 Conversion Rights 

If an employee's enrollment ends for any reason other than voluntary 
cancellation, or if the coverage of a family member ends for any reason, 
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except when an employee cancels or changes to a self only enrollment, the 
person whose enrollment or coverage is ended has a right to convert, 
without evidence of insurability, to a nongroup health benefits contract 
offered by the carrier of the plan. A family member who loses coverage 
because the employee cancels or changes to a self only enrollment does not 
have a conversion right. 

Application for conversion should be made to the nearest office of 
the plan. Normally, the application must be made, and the first premium 
paid to the carrier, within 31 days after termination of the enrollment 
or, for a family member, after termination of coverage under the 
enrollment. 

10-2.935 Open Season 

A health benefits open season is held each year during the month of 
November and sometimes is extended into December. During the open season, 
eligible employees have an opportunity to enroll in a health benefits plan 
or to change their present enrollment. Generally, open season changes do 
not become effective until the first full pay period in January. SF-2809 
is used for making changes in enrollments during the open season. An open 
season change should be stated in the Remarks section of the SF-2809. 
Only Parts A through E should be completed by the riistrict office. Part F 
will be completed by the Personnel Office, Executive Office for U.S. 
Attorneys. 

10-2.940 Retirement 

10-2.941 Introduction 

The Office of Personnel Management (OPM) administers the major 
programs to provide retirement, life insurance, and health benefits to 
federal employees and annuitants. OPM adjudicates all claims arising 
under the retirement laws. The Justice Management Division is responsible 
for the maintenance of individual retirement records and the processing of 
retirement forms for employees in the offices of the u.s. Attorneys. 
Administrative officers or servicing personnelists provide individual 
counselling to employees to include informing employees of their rights 
and obligations under the law, giving assistance to claimants, including 
survivors of deceased employees, and promptly processing retirement 
applications. 
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Whether an employee is subject to the Civil Service Retirement Act is 
governed by the appointment itself, and the individual generally does not 
have a choice as to retirement coverage. Form SF-SO, Notification of 
Personnel Action, indicates whether the employee is subject to t he Act, to 
Social Security (FICA), or to a congressionally established transitional 
system in effect from January 1, 1984, through December 31, 1985, during 
which time a supplemental retirement plan for federal employees is to be 
developed. 

Under the transitional system, employees pay both 1.3 percent to 
Civil Service Retirement (CSR) and 6.7 percent to FICA. The transitional 
system applies to all new federal employees first appointed to permanent 
positions on or after January 1, 1984. 

Employees who were serving under temporary appointments as of 
December 31, 1983, and later appointed/ converted to a permanent position 
are to be treated as "new" employees and are subject to both 6. 7 percent 
Social Security deductions and 1.3 percent CSR deductions. This applies 
to all employees who served on temporary appointments and who were later 
converted to a permanent position unless they had a period of service 
under the Civil Service Retirement System (CSRS) or oth e r federal 
retirement system within one year of the effective date of their 
appointment/conversion. 

All federal employees with appointments subject to CSR deductions 
only, pay 7.0 percent to CSR and have the Medicare hospital insura nce 
portion, 1.3 percent of base pay payable to Social Security, deducted f rom 
their paychecks. 

The obligations, rights and privilege s of membership in the CSRS are 
explained in the Certificate of Membership (Standard Form 105). Every 
enrolled employee should be given a certificate and urged to preserve it 
as a part of his/her valuable personal papers. 

Each office also should have copies of 1) Pamphlet Number 18, Your 
Retirement System; 2) "Medicare for Federal Employees," a nd 3) "Your New 
Social Security and Medicare Fact Sheet," to provide to employees entitled 
to benefits. 

If an employee is contemplating retirement, he/she may be advis e d to 
submit an OBD-45, Annuity Estimate Request, to the Personnel Of f ice, 
EOUSA. A r e tirement computation will be prepared and the employee will be 
advised of the various available options. 
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10-2.942 Designation of Beneficiary 

When an employee enters on duty in a position in which he/she is 
subject to the CSR system, he/she should be informed that any lump-sum 
death benefit under the system will be paid to the person or persons named 
in the order of precedence shown on Standard Form 2808, Designation of 
Beneficiary. A designation of beneficiary is for lump-sum benefit 
purposes only, and does not affect the right of any person who qualifies 
to receive survivor annuity benefits. If the employee does not wish 
payment to be made in this order, he/she must file SF-2808, which must be 
signed and witnessed in duplicate. The SF-2808 should be forwarded to the 
Office of Personnel Management, Bureau of Retirement, Insurance and 
Occupations Health, Washington, D.C. 20415. One receipted copy will be 
retained at the OPM and the other receipted copy will be returned to the 
employee. Do not send the SF-2808 to the Personnel Office. 

10-2.943 Optional Retirement 

An employee under the retirement system is eligible for optional 
retirement annuity if: 

A. He/she has been employed under the retirement system for at least 
one year within the two-year period immediately preceding the separation 
on which the annuity is based: 

B. He/she has had at least five years civilian service; and 

C. He/she meets one of the following minimum age and service 
conditions: 

1. Age 62 and five years creditable service; or 

2. Age 60 and 20 years of creditable service; or 

3 Age 55 and 30 years of creditable service. 

Refer to USAM 10-2.949 for procedures for processing retirements. 

10-2.944 Disability Retirement 

An employee must meet the following conditions to be eligible for an 
immediate annuity because of disability retirement: 
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A. Have completed at least five years of civilian service; 

B. While employed subject to the retirement system, have become 
totally disabled for useful and efficient service in his/her present 
position and be unqualified for reassignment to a vacant position at the 
same grade or pay level within the agency and commuting area; and 

C. The disease or injury which caused the disability must not be the 
result of vicious habits, intemperance, or willful misconduct on his or 
her part within the 5-year period immediately prior to becoming disabled. 

Standard Form 2801, Application for Retirement, is used to apply for 
disability retirement. The employee must make the application for 
disability retirement except where it has been determined that the 
employee is mentally incompetent and a decision has been made to separate 
him/her. The agency, a guardian, a relative, or some other interested 
person then should apply on the employee's behalf. 

Disability retirement, however, should be considered only after the 
office and employee have exhausted all efforts to continue employment. 
Offices are to attempt to accommodate the employee's medical condition in 
his/her current position or to reassign the employee to a position at the 
same grade or pay. Consideration may also be given to reassignment to a 
lower graded position with retained pay to retain the services of an 
experienced, trained employee. 

The U.S. Attorney, or a designee, is responsible for determining if 
there are any available positions to which the employee can be reassigned. 
The office must review all vacant positions within the commuting area 
which are at the same grade or pay level and determine if the employee 
meets the minimum qualification standards. The U.S. Attorney should make 
every possible effort to reassign the disabled employee to an available 
position. However, there is no obligation to create or vacate a position 
for an employee. 

If the u.s. Attorney is able to reassign the employee, the disability 
retirement application and supporting documents must be returned to the 
employee. If an employee refuses to accept such an offer of reassignment, 
the application for disability retirement will be denied by OPM. 
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All applications for disability retirement (SF-2801) must be accom
panied by the following forms: 

1. OPM Form 1503, Applicant's Statement of Disability; 

2. OPM Form 1504, Supervisor's Statement; and 

3. OPM Form 1505, Agency Certification of Reassignment and 
Accommodation Efforts; 

4. OPM Form 1506, Physician's Statement; and 

5. OPM Form 1507, Disability Retirement Application Checklist. 

It is seldom to the advantage of an employee who is eligible for 
optional retirement to retire under the disability provisions. In most 
cases, the annuity is needlessly delayed by the additional time necessary 
to review the disability application. In addition, there is no tax 
advantage unless the employee is totally disabled for all gainful 
employment. The Personnel Office will counsel retirementin their 
particular cases. 

A disabled annuitant may be reemployed in any position for which 
he/she is qualified without prior approval from OPM. If OPM finds the 
annuitant to be recovered from his/her disability while the annuitant is 
reemployed and receiving a disability annuity, the OPM will discontinue 
the annuity effective on the date of its determination. Until the 
disabled annuitant has been found to be recovered, the Personnel Office 
will offset the annuitant's pay by the amount of annuity allocated to the 
period of reemployment. 

10-2.945 Discontinued Service Retirement 

An employee under the retirement system who is involuntarily 
separated from the service is entitled to an immediate annuity if: 

A. He/she has been employed under the retirement system for at least 
one year within the two-year period immediately preceding the separation 
on which the annuity is based; 

B. He/she meets either of the following minimum requirements: 

1. Age 50 and 20 years of creditable service, including five 
years civilian service, or 

2. Regardless of age, has 25 years of creditable service, 
including five years of civilian service; and 
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C. He/she, if otherwise eligible, has not declined a reasonable 
offer of a position in his/her agency for which he/she is qualified. The 
offen~d position must be in the employee's same commuting area (unless the 
employee is under a mobility agreement), have the same tenure and work 
schedule, and not be more than two grades below the employee's current 
position. 

Resignations of presidentially-appointed u.s. Attorneys are 
considered involuntary separations for the purpose of discontinued service 
retirement. 

If the retiring employee is under age 55, the basic annuity is 
reduced by one-sixth of one percent for each full month he/she is under 
age 55. An annuity rate so determined will not be increased when the ----
annuitant reaches age 55. 

10-2.946 Deferred Annuity 

Any employee who is separated from the service or transferred to a 
position which is not under the Civil Service Retirement System before 
meeting the requirements for an immediate annuity is entitled to a 
deferred annuity at age 62, if: 

A. He/she has completed at least five years of civilian service and 
has not been refunded the retirement deductions covering the last period 
of service; and 

B. He/she was employed under the Civil Service Retirement System for 
at least one year within the two-year period immediately preceding the 
separation on which the deferred annuity is based. 

The annuity is computed according to the law in effect on the date of 
the employee's last separation from a position under the retirement law on 
which entitlement to the annuity is based. 

A separated employee who, except for his/her age, is eligible for a 
deferred annuity should be instructed not to file an Application for 
Deferred Retirement (OPM Form 1496 and OPM Form 1496A) earlier than three 
months before he or she attains age 62. At that time, the individual may 
obtain the proper application from the Office of Personnel Management. 
Employees should be advised that, except for employees who leave federal 
employment at very young ages, it is usually financially advantageous to 
wait for a deferred annuity instead of taking an immediate refund of 
retirement deductions, even if the refund is prudently invested and 
interest earnings are considered. 
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10-2.947 Refunds 

It is the policy of the Department that employees not be allowed to 
resign and then return to work sooner than thirty-one (3 1 ) days after 
resignation solely to withdraw their retirement money. 

There are two conditions under which a person may receive a Civil 
Service Retirement refund. The first is if the individual has bee n 
separated from federal employment for at least 31 consecutive days. Or 
second, if ree111ployed within the 31-day period, then there must be both a 
three-day break in service and tt1e reemployment appointment cannot convey 
retirelll.ent coverage. 

An elilployee who desires and is eligible to receive a refund of t h e 
contributions he/she has made to the Retirement Fund should sublll.it at time 
of separation a completed Standard form 2802, Application for Refund of 
Retirement Deductions (revised December 1983), to the Payroll Office for 
processin5 and transmittal. Individuals separated from federal emp l oymen t 
for more than 30 days should submit the completed SF-28J2 directly to the 
OPM. 

Interest computed at three percent, compounded annually, will be paid 
on the refund only if tt1e forro.er eU1ployee had u10re than one but less than 
five years of creditable civilian service . Int e rest is payable o n 
retirement deductions withheld prior to December 31, 19S6, if a former 
employee has more tl1an five years of creditable service. 

Regulations implementing the Interest and Dividend Tax Complian ce Act 
of 1983, require that employees and former employees who apply for a 
refund of their retirement deduc tions, and are entitled to rece i pt o f 
interest on these iaonies, must designate at time of application whether or 
not OPM should withhold federal income tax from the interest payment. 
This designation is to be indicated through comple tion of item 13, Fede ral 
Tax Withholding Election, on the SF-2302. If withholding is elected, t he 
amount withheld will be five percent of the total interest payable. 

Applicants who elect no federal income tax withholding must certify 
on the SF-2802, by checking the appropriate blocks on item 13, t h at the 
Taxpayer Identification Number (Social Security .Number) recorded on the 
applicat i on f orm is correct and that the I nt e r n al Re venue Se rvi ce ( I RS ) 
has not previously notified the applicant of being subject to "backup 
withholding," as defined under the form's instructions for users. Under 
current federal t a x l a w, the OPM must eithe r r e ceive this certification or 
forward to the IRS 20 percent "backup with h olding " of t h e interes t 
payable. To receive the withheld interest, the individual must file for a 
r e fund with the I RS. 

JANUARY 31, 1985 
Ch . 2 , p. 2 32 

1984 USAM (superseded)



~ ~f""•.,,.._.._-r--< llEFUllO 
vt -u--·-.. , ......... ...., ArrllCAllOH FOR OF AEllAEMENI UEUUCllOUS 1 -~·.:.:_

lltw 
~

A,......t' 
~·---

°'"'• 1#11• , • .,., -.. 

-"-
CIVll IEnVICE nl!lll\lM ... 

"" 

--
.......,._... ltt • 

, 
ro •..old dll•r"' ,,.,._.,,, 111 ~ft~ 

... ,_, 
( Hf IY8TEM ,.._.., ''•'"" 

... ....., h u. 111 rn-••"' ,...,, 

·or..,'"~ I' h "''· 

ro·11 tOC\Al •~"'" ~-;;----- ,, Al1( ..,..lfO vc;litiiiitiior ttAtl8 OI AMI,_.._.., Iii- --,·--IYES 
- - • .,,,._ --·--·----

u11 ..u onu1 - '°"' ,..,.. .-~ ' - ruoR- tlO 
----

""YIOUt """-CAiiOHi '1£11no1EHT ANNUll'Y 1~POSR on nEDEPOSlf 
_.,.,, J nEfUNO -~VfflAAY COHffUBVllON! 

--------------------- - - -------------"'--- I IHOIC• ll - 1'~" Cl I HllVf YOU Dt"°"I 

-
USt 
--

lll\Dllf 
-

OU 
- ----------...----------------

OI' -~-...,,_., ~ f'Ofl - UNf1011•rt•OCM- OIOI DllrlOICf OI'-I '"'° 
----r---------- --r M ... ..,l•e«lD 

DllJUCIWJHI on l't 0- l'O·tl I f<lf'I l•J<t 
f"'Oll ~.-00. tQIJOOHO MIU 

P'llllOOS Ol IEAVICI 

... , .. .._,., 
·-- ,,,. .. ~ ..,,, .. , ,

--
OErAlllUtlff 

•llndl.. 
Oft 

-
AOENCY 

-.. 
..-., . LOCATION OP bo9'\.0YMf Hf ·~-· 
....,.,... 

ic-0w1 ic-•0..1 
.. 

tnl.I OF l'09l I ~ ...... ~ .. a..f !Off 
•Oll•..O ll«llt«J 

0411 DM1 __ .. .. ~'::=I .. ,, .. 

=-=~=-~~":'"""~=~~Ans_.-..~· . ..,., t "YOU-" ·-,u" ... lffOIDUCIO.IMHC1~•U1,.i""-lf>11'fM"'m ront,.•.-o.... f(IWC•ll(tnl· tio\lt Of - -'"""' 

,,,.....,.,,,o, .. 1,_n•11c, .. 1°""°"~or~t HO 
HYU , ,. ,.__,_,__

I, 11, tt end ti HIUlt ,_ ""-"' IAlM'f Dl-..i ll.cH IW\.O'l'OIVITT HO 

~.::0,.~~"::~iii I ii U>CAroe c.o - °"°"""'"'/Cit' ...... • IP cWit .. 
Arf'UCAHT «2fttlftcA l!Ott 

I~ 11 .. 1 em no11eottr "11111ed 

,- ______________ __i.__ ______________ --l ,_,. ID t pm111ort mdM poellbl. I •gr" ... CM1 S..W:. lo naltfr OPM At•-lo tee..,.• ••hnt II am ~pd or~ •Uigr>ed 

ar...,..,.., 
SI of M!*•ttrcl lrol'R I I"" emplopd s,-1n1 •'"""*',...,,..,..of. ..-., dfl,. end will,..._ mr mot! 

. n.D£ftAl TAX WllHHOt.0940 B..ICTIOM 1elund,,......, - under 11DM ~. 

~hougll lhe 1tlund of JIU c:onlllluU:lnl lo lht CM l«.tce Ae*9mtnt tund II Ml ·~ 11 Fedt11I ..._ I hlrlbr ~hi 11.......,,..,.. h '*~••-.,.., ... '*• bell of it!r be1it1 ind~.
:o<ne fb, any .,..,... peld Ofl JO'a' ecnrtbullone 11 tadl"-. II )'OU elec:I noll lo....,. Fede<el IM ~. end !NI lie tu wWlddlt• t1ec:t1an mm. relleda mr .W-. 
" II t'°" do not fle\'9 -. Fede<el tall w.,.,..., '°"!NJ be ratCJOntllle lor'pernanll el Mllmeled .... 
n odltlon, JO" mey h: .. ,_..... urld9f l'llt....,.....,, au~ I rour ~ .. end elllrnaled au ~ ...... 1\6'11,,._~ Mrt 
>•r-<ttl ... ""' tutlldenl. 

ndbl• below......,.., rou .W. lo 1wve F..,.. lncame 11111 wllhheld "-Ile"'*"' poi1lon ef flll" 191und: 

•on1 ... 
WAIWIHG-Aho/ lnlanlltonll ,._ .._._... ...... ~er t•llM " ... *P_ntdon,....... 

0 W•~ F..S..al lnoome tall 1n1 ..... por1\or\ ol "'1 refund P'J"*"· ,,.,!Ible. lhenlo II• mletloft el Iha._ punkhelila ~•~ .. nee_.. ltoM 111,000 or ••.-laoo••-.t 
• t'O'I ~ ~ ... ,_.. .......... be .,. d .. ..,... w ..... .. nee _.. flM I ,.-. er Miil. (ti U.l.C. IOOlf 

0 Oo "° llOf1lon ef 1'lf " · ADDAHI FOft llAlllffQ not ""'hhald Fed9tel .._. 11111 hnl REFUHO CHEClt fie '119Bt retwnd ,....,...... 
• .-Md •iaMoldlrlf. ~ ........ Mr9r ... folow4nt: ...-11111HOt1NU ,...,... ,...,......., ...,., .... ....., 
If , ... lodel a.cuty Number ....... 111 I ....... eorred. 0 YH 0 HO 

.. 
an. 11u1. 11HO r• coot 

I) lhe Int....., R..,_t let..toe 9-no11 nollled - !NI I-Nl)ed Ill Mc:•up 0 YH 0 MO 
trilhhotdlnf"" I, ... --· .. l"Fh ....... 

WI CAHHOl AUlHOlllll rAYlll!Hf W lHll ADDflllH It l"AHO Oft OJHlftWIH CtfAHOlD 
POft AQINCY VII ONt.Y Mofl1 t""' ..,_ • .., -W Ml il4 eife.94 te i ~ iiOeiiiwieli if iif* ,..Wii ii i•10.11 .. 

• --. - .... ... ....., .-... .. • ... ... ... ... - ~ · .,--.. _ .. , ........11111 ,,_._.......,..A . , ... ···-... ... ....,....,..,. , ...... c .. . .... - ,." ..,., ,. ................... I" H""'4f ,.,._.., , ......... .... ,., -__ ·-.. 
,_NOil or 

-
-NC\' an--. tm.1 11•i. ~Mii .. - AM ......... er ..... ..._.,.,,_....,, ..... M .... II.I . Ge•-~ ...... --

........ a.. ................... 

.. 
, ....... 14. ............ 

Ad....__ .._, --· ......... ......... ___ ,. ............. ,...,.....,..._..,,_ ,........_ ....... .. , ... ___
. ............. N.ety 

~ ....... ........ --
.. Mal Hiii - .. 

ltP 

"' 111 ·IN 
n 

• N 
(]) 

• I • 

~~ 

1984 USAM (superseded)



Hotw:eio ~11can1 
, • If .,... ,.,. - m.rt 5 ,....,.. al - ~ ,,,.., be -ao.d !O 

-urv rionu ""ter'I will be 1ar1eoc• ~ ~ at ir-. r9futlcl 
~ .,w .,. Leier r~ ~ ID .,_ OW s..W:a 
Aliilai ., ... "-· 

2. lfyau--~on 01altetOc3coer1, 1W,' llan a~ 
..c;.a. ... .,...,.. a. Q,11 • s-- Aoww•~ .... Ill ~·wet • ..,, 

..-3).,...al~--. ,....al_ ,.... °"" ii praftll)lled w"- yow ...... OllCUfNd 
... 'fOAlll 0 $ . 

• 
"M I 19 ,.._,.., Dy 'fOAlll 111.....,.llJ avenc:? Of 0.. 

Qllmol ,, ........ M.ia;s....,. .. -- :ti a,.~""' .... 
.. =••••"*'9 cs.. at ""'MNlllY far Wf*" ~ - ....,... 

3. 

.................. 
,.,.,,.. - ·-···· Oe" .......... ;wufllbMed.,... .. a.-
..., ......... pamlllon ....... cw s-W:ie 111.-.... 
... hN Ol ... b9 911 ..._ jM 'llilftilt ~ CS.,. flam tM dW ol 
.. I p - Oft wfllcft ,... 'fOAlll ..... c:lillilft ,_ lat ,...... ..... _ II ....... ... , ,_,. 
... ~,....,,-.at--. 

s. .. le;;iz••• Jwmy 1, , .... ..,. Pllt.. ... - QlllM .... 

----~~ot_... 1111,,,..,.,. • .,... ,... .. .................. ~
~ llW ..... ..,, .,., mn'llCI 

~-- ........ (lfM .. ,...,. ... o.:lluO ..... 
~flot,,.....,,'11• ••' , ... a..~•< j 
........... Saalll Secuctr ......... . 

1 
To,.....~ ....,,,a1a1a19 ff'alft""' "'--an ymit rwftnt. 
e..,,.. a "'°'*"' naaty OPM at your can.:r ~ suue 1m ,_.. 
W Md .,_in it9"t 13 on IN tronf at Otis form 0. yau 
- nor am,eci 1D t.dc&lp wtn:lOldii i; uncw -=art ~&1(1 )(Cl. 
You - ..ojecr.ID ~ wialtd41c1Q It: . 
( .. You 11111 IO fun.ft yow~ icMndecaian numib9r 10 'fOAlll 

...... OR 
(llt"l'll9 ........ ,__,. s.w:. (IRS) ...... yt/1111 ........ .,... 

fumiMed • ~ ~ idwnlt: tiu Nlllt09r. CA 
(c> You - ......_ ~ 1"91"5 lftml yau - a10i9c:t tea 011c1a.- ..._ 
~ ,....., __,. 360l(aj(1)(C». . 

~ Act 5&.at.ement 
T1ee 5. U.S. Cooe.. OMIGter S3. CMI S--Aeu~. awtnonZ.C 
lllilClllUion al tr"9 lti"°' llWIOfl. The <Salli Y'OU Nm._,, -u be IAMd to 
dMsilN• 'JO#~ IO l'-9 a,_,,., ~ l _W,,.,il oecui;:IQt\S. 

TNa **"" 1h111MY tie~ wftft llOllalo& ..... logj, 0t Qmet 
cawattet11mcm~www1awww•••~io~ano 
-----Wiider U.. P'UOI--. Ot .c1'I 1-. enlOICetNllt aqef'>
c:im ..,__ ~ _.,.. ;e•h!Q • ~« ~ YOO&a' ' ..,, 

NcMl oi~-. 

~ 0tW al7 (1'touwuo"' Z2. 1~ l&IG'lonZM u. 
a.am 

o. .... 
Slaldy ,...., ID~ 'JOI end ~ MVt a11n1lar 

i--. ~ YOlll ~ s-.try numoer. • well unaoaa Ottl•t 
-. II.........,. i:.1111.,.. do• dD lftia. Of'M ,,,.., ~ •• 10 
J ± 1yow._.., .............. a1 .... l'Mll~-

,...., ... a. U.S. Cade. S.allln .,QI, ,...,.. moat l'eCIQientl 

ti ........ i-.., OIClllW PllfftW• IO 9IW cu;iayer ~
... ....... • ..,_..,. - ,....... l'9 P9Y"I .... ID IA$. IRS 
__ ,___.lde::r;d I t~p.,_.'"'*be 9'V•n 

..._...._Ol ... i !! ' ......... 111fllecal'lftUms. 

I "···~ , , , ..... ~-..... wiUWlolc2 20-. OI 
...... 

c.-..,..... 
--. ............ cmrlllill C11Mt ~ 10 a l'llY" 

wftO - ,.. 1'lrnieft a ....,_ ldec•alc:wio.' ""mow to a paY9f. 
ill9f ... ...,.,, 

Wlwe to Fie Tour .._lcdon 
1. I }GU,_. tleelt ...... 30 dllys Of lea. trllS colialiOn 11\CUIC 

tie toe _ _.•.,. offtce in wnil:ft ~ _.. u emOioy.C. 
2. 1.,.. ,_. o.it ..,..il&d marw 1Nl'I :JO csays. rorwans mia &DO~ 

c:mialt 10 lM Ofllc. al P__,.. MelWQement. Civil Serw:. i:I • 
~~ .U,_,..S.W:. ..s Aeccras C«tt«. ~· 
,,,. 1Cl7' 

,,.. •AC:&~..,...., TttC QP9l1CI! °' ~ ••••GaMm"f 
lllSCM. °"' INT'fllleT 111'!.-CO lllfT'CNST CM.OICM" ocuc:noNS ~ 
~IPONG ~ liilC)Nf)!S OATS MTW 

s 

I s 

s. 

s 

s 

s 

s 

s 

s 

s 

I s 

s 

CC!OBE:R l,g I l.984 
Cl. 2. p. 2J2b 

1984 USAM (superseded)



tlNITED STATES AlTORNEYS' MANUAL 
TITLE 10-!0USA 

10-2.948 Deposit or Redeposit 

AD. employee who wishes to make a deposit to cover a period of service 
for which no retirement ~eduction& were made or to redeposit money which 
was refunded from the retirement system, should complete Standard Form 
2803, Application to Make Deposit or Iedeposit, and forward it to the 
Payroll Office for processing and transmittal to the OPM. The OPM will 
advise the employee of the amount due and issue instructions for payment. 
AD. employee should not file an Application for Deposit or B.edeposi t if 
retirement is contemplated within six months. 

Individuals first em.ployed by the federal govermnent under the Civil 
Service B.etirement System on or after October 1, 1982, should be advised 
that they will receive Civil Service B.etirement credit for their post-1956 
military service at time of retirement only if a deposit is paid in the 
amount of seven percent of the military base pay which the individual 
received. 

Individuals who were first em.ployed by the federal government under 
the Civil Service Retirement System before October 1, 1982, have the 
option of either: 

A. Making the seven percent deposit for post-1956 military service-
thereby avoiding a reduction in annuity at age 62 or later, if the 
individual becomes eligible for Social Security benefits; or 

B. Receiving full credit initially, as in the past, and having 
his/her annuity reduced if and when the individual becomes eligible for 
Social Security benefits. Included are individuals who were previously 
employed under the Civil Service Retirement System and who return to 
employment under the B.etirement System after October 1, 1982. 

Employees in receipt of retired military pay may waive such pay and 
receive credit under th~ Civil Service B.etirement System, as appropriate, 
by paying the deposit. Exceptions to the waiver provision apply to 
service-connected disability and reserve retirees. If military retired 
pay has already been Wllllived in favor of a Veterans Administration benefit, 
a waiver of military retired pay must also be made for Civil Service 
Retirement purposes before the military service can be credited. 

The law requires that deposits for military service be made through 
the employee's agency prior to the date of retirement. Administrative 
officers should coordinate requests for computation of amounts owed and 
filing of applications for military service credit wi~h the Personnel 
Office. If a deposit is made prior to October 1, 1985, or two years from 
the date the individual becomes an employee covered under the Civil 
Service Retirement System, whichever is later, no interest will be charged 
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An employee who applies to make a deposit for post-1956 ~ilitary 
service, •hould enter the following statement on Standard Form 2803, 
Application to Make Deposit or Redeposit: ·1 wish to pay the deposit 
necessary to obtain credit for my military service. I understand that the 
entire deposit must be paid to my agency before I retire. I further 
understand that any monies I deposit may be refunded to me only if I 
become eligible for the refuud of civil service retirement deductions or 
retire without having completed the deposit.• 
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UNITED STATES OFFICE OF PERSONNEL MANAGEMENT 
CIVIL SERVICE RETIREMENT SYSTEM 

Washington, D.C. 20415 

NOTICE OF FEDERAL TAX WITHHOLDING FROM REFUNDS 

Under Federal tax law, payments from the Civil Service Retirement Fund are 
subject to Federal income tax withholding if the payment can reasonably be 
expected to be taxable. The portion of your refund consisting of your 
contributions is not taxable. However, if your refund also contains 
interest on your contributions, OPM must offer you the choice of having 
income tax withheld or not having tax withheld from that interest. 

If you choose not to have Federal income tax withheld from the interest 
portion of your refund, you are still liable for payment of Federal income 
tax on this portion of the refund. You may also be subject to tax 
penalties under the estimated tax payment rules if your payments of 
estimated tax, if any, are not adequate. 

Please indicate below whether you wish to have Federal income tax withheld 
from the interest portion of your refund and attach the election to your 
Application for Refund, SF 2802. 

Employee Service and Records Center 
Boyers, PA 16017 

ELECTION OF FEDERAL TAX WITHHOLDING FROM REFUNDS 

[ ] Do not withhold Federal income tax from the interest portion of my 
refund payment. 

If you elect no withholding, you must also complete a Form W-9. 
If you do not submit the W-9, OPM is obliged to withhold 20 
percent of the interest amount even if you elect not to have tax 
withheld. 

[ ] Withhold Federal income tax from the interest portion of my refund 
payment. 

If you elect withholding, the tax withheld will be 5 percent of 
interest amount. · 

Signature Date 

Social Security Number BRI 49-459 
Previous Versions Unus•ble Rev.January 1984 

(For Local Reproduction) 
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10-2.949 Application Procedure 

A. Optional Retirement and Discontinued Service: An eligible· 
employee who wishes to apply for optional retirement or discontinued 
service completes SF-2801, Application for Retirement, and gives it to the 
U.S. Attorney who should immediately submit a SF-52, Request for Personnel 
Action, to the Personnel Office, Executive Office for United States 
Attorneys. After receipt of these forms, the Personnel Office will prepare 
Form DOJ-50, Notification of Personnel Action, and forward it, and related 
papers, to the Department's Payroll Office which is responsible for 
submitting the final retirement papers to the Office of Personnel 
Management. 

B. Disability Retirement: An eligible employee who wishes to apply 
for disability retirement should have the following forms completed and 
forwarded to the Personnel Office, Executive Office, for processing and 
transmittal to the OPM: 

1. SF-2801, Application for Retirement; 

2. SF-2!Jl 1-A, Superior Officer's Statement in Connection with 
Disability Retirement; and 

3. SF-2801-B, Physician's Statement for Employee Disability 
Retirement Purposes. The SF-2801-B must be submitted in a sealed 
envelope marked with the applicant's name and the words "Disability 
Retir~ment-Privileged-Private." 

The employee should be permitted to work or be carried in a leave or 
leave-without-pay status, with his/her permission, until the application 
is acted upon by the OPM. If the OPM approves the disability retirement, 
it will forward a notice of approval to the Executive Office, which then 
will notify the U.S. Attorney. The U.S. Attorney should then submit . a 
SF-52, Request for Personnel Action, with a proposed effective date of the 
day after the last day the employee was in a pay status or, if the 
employee is in a pay status the date on which OPM's notice of approval is 
effective or any date thereafter. 

10-2.950 Unemployment Benefits 
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10-2.951 Introduction 

5 u.s.c. §§8501-8508, states that Unemployment Compensation for 
Federal Employees (UCFi) is administered by the Secretary of Labor and 
provides that state unempioyment insurance offices will accept claims of 
former federal employees and will determine their eligibility to receive 
unemployment benefits under applicable state law. The state eligibility 
and qualification provisions, and the amount of benefits, vary 
considerably. 

10-2.952 Determination 

The major determination in allowing unemployment compensation is 
whether the individual has performed "federal civilian service" within a 
base period as determined under applicable state law. "Federal civilian 
service" includes service performed in the employ of the United States. 
The only excepted category which is relevant to a U.S. Attorney's office 
is that service performed on a contract or fee basis is not included. 
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10-2.953 Employer Responsibilities 

Each U.S. Attorney's office must furnish information to employees 
explaining their rights and responsibilities under the UCFE program. This 
requirement is met by preparation of a SF-8, Notice to Federal Employee 
about Unemployment Insurance, which informs the employee that he/she may 
have rights to unemployment compensation, explains the basic eligibility 
requirements, tells him/her to go to the nearest employment office, and 
describes the documents he/she should provide when filing a claim. 

The U.S. Attorney's office is responsible for issuing a SF-8 to 
employees in the following circumstances, and within the indicated time 
limitations: 

A. Upon termination for any reason, on or before the last day of 
active duty. 

B. Upon retirement, on or before the last day of active duty. 

C. Upon transfer to another federal agency, on or before the last 
day of duty. 

D. Intermittent employees who are placed in nonpay status. The SF-8 
is issued only the first time in each calendar year that such employees 
are placed on nonpay status. issuance of this form is not required for 
subsequent periods of nonpay status during the same calendar year. 

E. Employees to be placed on involuntary nonpay status; i.e., 
reduction in force, furlough, suspension pending action, and disciplinary 
suspension, for a period of seven consecutive calendar days or more, on or 
before the last day of active duty. 

Each federal agency is required to pay the costs of regular and 
extended UCFE benefits paid to its former employees by state employment 
security agencies (SESAs). Because an SESA may pay UCFE benefits on the 
basis of a claimant's statements if the payroll office does not respond to 
the SESA's request for verification within 12 days, there is a paramount 
need for providing prompt, complete and accurate wage and separation 
information. 

The SF-8, Notice to Federal Employee about Unemployment Insurance, 
must list as the address of the office where payroll records are 
maintained: 

Justice Employee Data Service-USA-12 
Post Office Box 2922 
Code 460 
Washington, D.C. 20013 
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If unemployment compensation forms ES-931 or ES-931A are received by 
the office, they should be immediately forwarded to the Justice Employee 
Data Service at the above address. 

10-2.954 Occupational Safety and Health Program 

A. Authority: Department of Justice Order 1779.2A (February 12, 
1982), provides guidance and procedures for the Executive Office for U.S. 
Attorneys and the U.S. Attorneys' offices in carrying out their 
responsibilities for implementing an Occupational Safety and Health (OSHA) 
Program and for assuring effective administration of the Program. 

B. Purpose: The purpose of the OSHA Program is to prevent unsafe 
and unhealthful working conditions and practices which may cause or 
contribute to occupational accidents or illness to employees. In 
addition, the program focuses on reduction of other forms of monetary 
losses caused by accidental property damage to facilities, equipment, 
vehicles and supplies, as well as losses caused by fire. 

C. Pol icy: 

1. It is the policy of the Executive Off.ice · for U.S. Attorneys 
and the U.S. Attorneys' offices to administer an OSHA Program to 
ensure safe and healthful working conditions for its employees while 
on the job. Effective administration of this program requires that 
supervisors, employees and the Safety and Health Manager for the 
Executive Office for U.S. Attorneys develop and maintain a system for 
prompt reports, investigations, and corrections of any unsafe and 
unhealthful working condition. 

2. Employees are encouraged to report immediately to their 
supervisors any condition or situation in any office which they 
believe may reasonably contribute to an unsafe and unhealthful work 
site. No employee shall be subject to restraint, interference, 
coercion, discrimination or reprisal for filing a report of an unsafe 
or unhealthful working condition or for other authorized 
participation in the OSHA Program activities. 

D. Responsibilities: 

1. The Director of the Executive Office for U.S. Attorneys has 
overall responsibility for the OSHA Program. He or she, possibly 
through a designee, shall promote employee awareness of occupational 
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safety and health matters through the normal information channels 
such as publishing information, as necessary, in the "For Your 
Information" news bulletin and distributing pamphlets, handbooks, and 
posters. The Director shall also ensure that the Safety and Health 
Manager for the Executive Office adheres to the specific requirements 
and guidelines to maintain an effective Safety and Health Program as 
outlined in Department of Justice Order 1779.2A (February 12, 1982). 

2. The Safety and Health Manager is responsible for receiving 
and investigating reports of unsafe or unhealthful working conditions 
and to make every effort to promptly abate such matters. The manager 
will effect reasonable actions to abate unsafe working conditions 
within the timeframes set forth in an established abatement plan. If 
a condition cannot be abated within the specified timeframe, the 
manager is responsible for notifying the Director, Executive Office 
for U.S. Attorneys, or a designee, of the condition, the corrective 
efforts initiated, the basis for the delay, and a recommended course 
of action. 

3. The U.S. Attorney is responsible for establishing an 
Occupational Safety and Health (OSHA) Committee in his or her office 
which pursuant to Department policy will be comprised of at least one 
management and one nonmanagement employee. The OSHA Committee will 
monitor and execute safety and health policies of the program. The 
Administrative Officer will serve the role as the OSHA Coordinator 
and will be responsible for reporting to the Safety and Health 
Manager of the Executive Office any unsafe or unhealthful working 
conditions. Additionally, each local OSHA Committee will be 
responsible for the following duties: 

- a. Monitoring and assisting the safety and health program 
at establishments under their jurisdiction and make 
recommendations to the Safety and Health Manager on the 
operation of the program; 

b. Monitoring findings and reports of workplace inspec
tions to confirm that appropriate corrective measures are 
implemented; 

c. When requested by the Safety and Health Manager, 
participating in inspections of the establishment; 

d. Reviewing and recommending changes, as appropriate. to 
procedures for handling safety and health suggestions and 
recommendations from employees; 
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e. When requested by the Safety and Health Manager, 
commenting on standards proposed pursuant to the provisions of 
Chapter 3 of Department of Justice Order 1779.2A (February 12, 
1982); 

f. Monitor and recommend changes, as required, in the 
level of resources allocated and spent on the safety and health 
program; and 

g. Review OBD, Bureau or establishment responses to 
reports of hazardous conditions, safety and health program 
deficiencies and allegations of reprisal. 

10-2.955 Incident Investigations 

Incident investigations are important and necessary if reoccurrences 
of the incidents are to be prevented and if general working conditions are 
to be reasonably free of safety and health hazards. Investigations will 
be conducted of the following incidents: 

A. Any employee injury, occupational disease, or death connected 
with the perfotinance of official duties; 

B. All known public injuries and property damage within the 
jurisdictional administration of the Department where there is a 
reasonable possibility of a tort claim to be filed against the United 
Sta~es; 

C. Any fire, regardless of its cost, involving equipment, building 
structures, or contents of any property under Department control; 

D • . Any motor vehicle accident involving Department or GSA motor pool 
vehicles and those privately owned, commercially leased or legally seized 
when used on official business; and 

E. Any other property under the control of the Department that is 
damaged by accident (repaired or replaced for any reason other than a fair 
wear and tear) irrespective of the cost to repair or replace such 
property. 
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10-2.956 Occupational Safety and Health Committee 

[RESERVED 1 

10-2~957 Occupational Safety and Health Training 

[RESERVED] 

10-2.958 B.ecordkeeping and Reporting Requirements 

[RESERVED] 

10-2.960 Workers Compensation 

10-2.961 Introduction 

The Federal Employees' Compensation Act (FECA), 5 U.S.C. 18101 
provides compensation and medical care for all employees of the federal 
government (including instrumentalities of the United States wholly owned 
by the United States) for disability due to personal injuries sustained 
while in the performance of duty. The term "injury" includes diseaaes 
proximately caused by the employment. The law also provides for the 
payment of funeral and burial expenses and compensation for dependents if 
an injury or disease causes an employee's death. 

10-2.962 Jurisdiction 

A federal employee who is injured while in the performance of duty 
has no right to recover damages from the United States for the effects of 
an injury except through the FECA. The benefits provided by the Act 
constitute the exclusive remedy for work-related injuries or deaths. 

10-2.963 Application.Procedure by Employee 

An employee is required to give his/her official supervisor written 
notice of injury within 30 days after an injury in the performance of 
duty. Compensation may be denied if notice of injury is not given within 
30 days or if the supervisor does not have actual knowledge of the injury. 
An injured employee is required to file a written claim· for compensation 
within three years after the injury before compensation may be paid. 
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Generally. a person may not concurrently receive compensation from 
the Office of Workers' Compensation Programs and a retirement or survivor 
annuity from the Office of Personnel Management, but the beneficiary may 
elect to receive the more advantageous benefits. The one exception to 
this rule occurs when a widow/widower is being paid the balance of a 
scheduled compensation award due a deceased employee. 

10-2.964 Employer Responsibilities 

An employee injured on the job is also entitled to first aid and 
medical care. This includes hospital care when needed. The medical care 
is to be provided by any duly qualified local private physician or 
hospital of the employee's choice. When travel is necessary to receive 
medical care, the injured employee may be furnished transportation or may 
be reimbursed for travel and incidental expenses. 

A. Traumatic Injury: An employee who sustains a disabling, 
job-related traumatic injury is entitled to continuation of regular pay 
without charge to leave for a period not to exceed 45 days. However, 
there is no requirement for continuation of a person's employment beyond 
the date it would have terminated had the employee not been injured. 

Upon receiving notice that an employee has sustained a job-related 
traumatic injury, the supervisor is to authorize medical care promptly, if 
needed. Form CA-16, Request for Examination and/or Treatment, is provided 
for this purpose. In addition, the following steps should be initiated: 

l. Provide the employee with Form CA-1, Notice of Traumatic 
Injury and Claim for Continuation of Pay/Compensation, for reporting 
the injury and, upon receipt of the completed form, return to the 
employee the Receipt of Notice of Injury copy; 

2. Advise the employee of the right to elect continuation of 
regular pay, if the injury is disabling; 

3. Inform the employee whether continuation of regular pay will 
be controverted, and if so, whether it will be terminated, and the 
basis for this action. An explanation of the controversion is to be 
submitted to the Office of Workers' Compensation Programs (OWCP) on 
the supervisor's portion of Form CA-1, or by separate narrative 
report, or both; 
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4. Form CA-1, fully completed by both employee and supervisor, 
and all other documents and pertinent information must be submitted 
to the appropriate regional Office of Workman's Compensation and two 
copies mailed to the Personnel Office, Executive Office for U.S. 
Attorneys. 

5. Notify OWCP immediately when employee returns to work or 
disability ceases. Form CA-3 is provided for this purpose. 

B. Occupational Disease: An employee who sustains an occupational 
disease is not entitled to continuation of pay for the period of the 
illness. The employee may elect annual leave, sick leave, or leave 
without pay. 

Upon receiving notice that the employee has sustained an occupational 
disease, the supervisor, before authorizing medical care, will initiate 
the following steps: 

1. Provide the employee with Form CA-2, Notice of Occupational 
Disease and Claim for Compensation, and upon receipt of the completed 
form, return to the employee the ''Receipt of Notice of Injury" copy; 

2. Advise the empl"oyee to furnish supporting medical and 
factual information requested on the instruction sheet attached to 
the CA-2; 

3. Advise the employee of the right to elect sick or annual 
leave pending adjudication of the claim by the OWCP; and 

4. Form CA-2 fully completed by both employee and supervisor, 
together with all other documents and pertinent information must be 
submitted to appropriate regional OWCP district office and a copy 
mailed to Personnel Office, Executive Office For U.S. Attorneys. 

c. Forms: U.S. Attorneys' offices are expected to maintain an 
adequate supply of the basic forms needed for the proper recording and 
reporting of injuries or diseases. Below is a listing of the basic CA 
forms. 

Form TITLE 

CA-1 Federal Employee's Notice of Traumatic Injury and Claim for 
Compensation 

CA-2 Federal Employee's Notice of Occupational Disease and Claim 
for Compensation 
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CA-2a Notice of Recurrence of Disability 

CA-3 Report of Termination of Disability and/or Payment 

CA-4 Claim for Compensation on Account of Injury or Occupational 
Disease 

CA-7 Claim for Compensation on Account of Traumatic Injury 

CA-8 Claim for Continuing Compensation on Account of Disability 

CA-16 Request for Examination and/or Treatment 

CA-17 Duty Status Report 

CA-20 Attending Physician's Report 

CA-20a Attending Physician's Supplemental Report 

CA-1333 Federal Employees' Compensation Medical Provider's Claim 
Form 

The Office of Workers' Compensation Programs (OWCP) has adopted Form 
CA-1333, Federal Employees' Compensation Medical Provider's Claim Form, 
for payment of medical services and/or supplies. This form should be 
reproduced locally. Use by hospitals of Form CA-1333 is optional . In all 
other cases use of this form is mandatory as of June 2, 1980. Medical 
claims riot S'l,lbmitted on the CA-1333 afte·r June 2, 1980 will not be 
processed by OWCP but will, instead, be returned for completion of that 
form. 

Any employee who is authorized by Form CA-16 to obtain medical 
services and/or supplies should be furnished with two copies of Form 
CA-1333, Federal Employees' Compensation Medical Provider's Claim Form. 
Use of this billing form, with the exception of hospitals, is mandatory 
for payment of medical services and/or supplies. 

D. Leave Buy Back: If an employee has elected to use leave pending 
the settlement of a compensation claim, he/she maybe entitled to the 
"reinstatement of leave" (leave buy back). In those cases, the Office of 
Federal Employees' Compensation will forward a form CA-1207 to the 
employee. Items 1 through 4 of the CA-1207 should be completed by the 
employee. 'nle remainder of the form will be completed by the Payroll 

APRIL 13, 1984 
Ch. 2, p. 242 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE l 0--EOUSA 

Office. U.S. Attorneys' offices should not complete items 5 through 8 of 
the CA-1207. Forward it for completion to: Justice Employee Data Service, 
P.O. Box 2922, Washington, D.C. 20013. 

E. Offices of Workmen's Compensation: 

Region Address Area of Jurisdiction 

Region I - Boston 

Rm. 1800, John F. Kennedy Bldg. 
Government Center 
Boston, Massachusetts 02203 

Connecticut, Maine 
Massachusetts, New 
Hampshire, Rhode 
Island and Vermont 

Region II - New York 

1515 Broadway (at West 44th) 
Rm. 3324 
New York, New York 10036 

New Jersey, New York 
Puerto Rico, and the 
Virgin Islands 

Region III - Philadelphia 

Rm. 15100, Gateway Bldg. · 
3535 Market Street 
Philadelphia, Pennsylvania 19104 

Delaware, Pennsylvania, 
Virginia, West Virginia 
and the District of Columbia 

Region IV - Atlanta 

Rm. 325 
1365 Peachtree Street, N.E. 
Atlanta, Georgia 30309 

Alabama, Florida, Georgia 
Kentucky, Mississippi, 
North Carolina, South 
Carolina, and Tennessee 

Region V - Dallas 

555 Griffin Square Bldg. 
Rm. 100 
Griffin & Young Streets 
Dallas, Texas 75202 

Arkansas, Louisiana, 
New Mexico, Oklahoma 
and Texas 

Region VI - Chicago 

230 South Dearborn Street 
8th Floor 
Chicago,Illinois 60604 

Illinois, Minnesota, 
and Wisconsin 
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Rm. 867 
1240 East Ninth Street 
Cleveland 1 Ohio 44199 

Indiana, Michigan 
and Ohio 

Region VII - Kansas City 

1910 Federal Office Bldg. 
Kansas City, Missouri 64106 

Iowa, Kansas, Missouri 
and Nebraska 

Region VIII - Denver 

Drawer 3558, Federal Bldg. 
1961 Stout Street 
Denver, Colorado 80294 

Colorado, Montana, 
North Dakota, South Dakato, 
Utah, and Wyoming 

Region IX - San Francisco 

450 Golden Gate Avenue 
P.O. Box 36066 
San Francisco, California 94102 

Arizona, California 
and Nevada 

300 Ala Moana Boulevard 
Rm. 5108, P.O. Box 50209 
Honolulu, Hawaii 96815 

All land and water areas 
west of the continents of 
North and South America 
to 60• East Longitude 
(Excluding Iran) 

Region X - Seattle 

4010 Federal Office Bldg. 
909 First Avenue 
Seattle, Washington 98174 

Alaska, Idaho, 
Oregon, and Washington 

10-2.970 Death Benefits 

10-2.971 Possible Benefits 

The beneficiary of a deceased employee may be eligible to receive the 
following benefits: 

A. Federal Employees Group Life Insurance, if the employee was 
covered. See USAM 10-2.920. 
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B. A survivor's annuity under the Civil Service Retirement System, 
(CSRS) or lump sum payment; or Office of Federal Employee's Compensation 
(OFEC) death benefits, if the death is job-related. 

C. Federal Employees Health Benefits. 

D. Unpaid compensation. 

10-2.972 CSRS Survivor's Annuity 

For a deceased employee's survivor(s) to be eligible for an annuity, 
the employee must have completed at least 18 months civilian service and 
have died while employed in a position covered by the CSRS. See USAM 
10-2.940. A survivor's annuity may be payable to: 

A. A widow/widower who was married to the employee for at least 2 
years immediately before the employee's death or, if married less than 2 
years, was the parent of a child born of the marriage. · 

B. A child, including one who is legally adopted, of the deceased 
employee who is unmarried and under the age of 18. A step child or 
illegitimate child is ellgible if the child lived with the employee in a 
regular parent-child relationship. 

C. An unmarried child who is over 18 and is incapable of 
self-support because of a physical or mental disability which began before 
age 18, or an unmarried child between ages 18 and 22 who is a student. 

Survivors' annuities are adjusted for cost-of-living increases which 
occur after the death of the employee. 

If the employee did not meet the basic eligibility requirements or if 
there are no surviving spouse or children eligible for the annuity, a lump 
sum benefit is payable. 

10-2.973 OFEC Death Benefits 

OFEC death benefits cover deaths due to personal injury sustained 
while in performance of duty or due to employment related disease. The 
proximate cause of death must be the employment. Benefits include burial 
expenses and a monthly annuity for the employee's spouse, children, and 
other dependents. These benefits and a Civil Service Retirement annuity 
cannot be paid concurrently. Therefore, the survivors should apply for 
both and elect whichever one is most advantageous. 
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The OFEC has the right to be reimbursed for damages recovered in any 
case of death caused under circumstances creating a legal liability upon 
someone other than the United States. No person claiming compensation 
should attempt to settle a third party claim arising out of the death 
without first obtaining advice and approval from the Secretary of Labor. 

10-2.974 Health Benefits 

A deceased employee's survivors may continue his/her health benefits 
coverage if all the following requirements are satisfied: 

A. The deceased employee was enrolled for self and family at the 
time of death; 

B. At least one family member is entitled to an annuity as the 
survivor of the deceased employee; and 

C. The total survivor's annuity is sufficient to pay the 
withholdings required for enrollment in the plan. 

If there is only one survivor annuitant, the health benefits 
enrollment will be changed automatically to self only, and there will be a 
reduction in the amount of the premium. 

10-2.975 Unpaid Compensation 

The survivor(s) will receive payment for unpaid compensation, which 
includes: 

A •• The final salary; 

B. Any annual leave in the deceased employee's leave account_; and 

C. Any partial contributions for U.S. Savings Bonds. 

Any money owed to the government for such items as travel advances 
and excess leave will be deducted from the compensation payment. 

10-2.976 Responsibilities of the Employing Office 

The U.S. Attorney's .office is responsible for contacting the 
Personnel Office, Executive Office for U.S. Attorneys, immediately upon 
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the death of an employee and providing the following information: 

A." Date of employee's death; 

B. Whether the death was job related; and 

C. The name, current address, and telephone number of next-of-kin, 
designated beneficiaries, and executor of the estate, if one is appointed. 

The office may be asked by the Personnel Office to assist in 
transmitting information to the beneficiaries and assisting the 
beneficiaries in submitting the required forms. 

10-2.977 Responsibilities of the Personnel Office 

The Personnel Office, Executive Office for U.S. Attorneys, will 
inform the beneficiaries, next-of-kin, or executor of all benefits and 
entitlements and will supply them with the necessary forms and 
instructions for their completion. Upon receipt of the completed forms, 
the Personnel Office will take the necessary action to process them. 
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10-3.000 OPERATIONAL EXPENSES 

10-3.100 INTRODUCTION - ECONOMY OF OPERATIONS 

In all instances, expenses of operating the U.S. Attorneys' offices 
should be kept to a minimum. 

Among the economies which should be effected by U.S. Attorneys are: 

A. Reducing the number of Assistants and support personnel traveling 
to places of holding court, and reducing the number of autos used in 
transporting personnel to such places. 

B. Keeping under control the number of witnesses subpoenaed, and 
limiting the number to those without whom the case could not be litigated 
success fully. 

C. Notifying witnesses promptly of postponement 

D. Calling cases to triaI as promptly as the· state of the docket and 
legal problems permit, particularly actions involving seizures. 

E. Using every expedience available to ·reduce storage expenses on 
seized automobiles, foodstuffs, and the like. 

F. Utilizing government physicians whenever possible for medical 
examinations. 

G. Limiting transcript purchases to essential needs. 

H. Negotiation of fees of expert witnesses, to keep them as mo.derate 
as possible. 

I. Using the most economical means of communication for transaction 
of official business. 

J. Centralizing procurement activities in one officer, to insure 
that equipment and services are purchased only when needed and at the 
lowest possible costs. 

· K. Utilizing annual position reviews to eliminate unnecessary 
positions or reduce grades when appropriate. 

L. Planning travel to minimize layovers and the number of nights 
spent away from the district. 
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M. Requesting parking spaces only when absolutely necessary and only 
for those in need. 

N.. Ensuring that available space is used as efficiently as possible. 

O. Limiting the use of commercial telephone networks for long 
distance telephone calls. 

10-3.200 CONDITIONAL EXPENSES 

10-3.210 Depositions 

Depositions should be taken whenever possible, to reduce 
expenditures. Depositions should be taken before notarial officers or 
other officer authorized for administering oaths. Depositions before 
magistrates should be taken only when other such officers are not 
available. 

U.S. Attorneys are authorized to incur the necessary expenses of 
taking depositions. Whenever a salaried federal court reporter takes a 
deposition, the reporter is entitled· to compensation for the production of 
transcript, but no attendance fee may be paid. To pay an attendance fee 
to a salaried federal court reporter would be considered a violation of 
the prohibition against dual compensation. 5 U.S.C. §5533. The salaried 
federal reporter is not controlled by the court-reporting law (see 28 
U.S.C. §753) as to charges for work not regulated by that stat'Ute. 
Payment to stenographers for services should be in accord with prevailing 
local rates. 

Payment for reporting or transcribing depositions, expenses of 
notaries, etc., will be made from the appropriation "Salaries and 
Expenses, United States Attorneys and Marshals, Department of Just ice." 
Payment can be accomplished by completing a Voucher Cover Sheet (OBD-50) 
in accordance with Department of Justice Order 2110.27 (August 31, 1973). 

All expenses, including witness payments, should be coded to the 
district in which the case requiring the deposition is being conducted, 
even though the deposition may have been taken in another district. 

Stenographic and notarial charges related to depositions for indigent 
persons are paid by the Department of Justice only in the case of fact 
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witnesses. In these cases, such charges should be vouchered in the same 
manner as expenses for depositions of government fact witnesses. They 
should be signed by the district judge as required by statute. 18 U.S.C. 
§1825. 

Depositions to be taken in a foreign country must be channeled 
through the Department of State in the same manner as subpoenaing a 
witness who resides in a foreign country to appear in court. If a foreign 
witness must travel to the place designated for taking the deposition, 
proceed in the same manner as meeting travel expenses for bringing such a 
witness to trial. Authorization can be obtained to pay for the services 
of interpreters and stenographers, if none are available in the embassy or 
consulate, by notifying the Financial Manager, Administrative Services', 
Executive Office for U.S. Attorneys, approximately one week in advance, so 
that that office may authorize the consular officer to pay for the 
services. 

The Office of International Affairs in the Criminal Division, or the 
Office of Foreign Litigation in the Civil Division, should be consulted in 
the case of ~epositions to be taken in the United States at the request of 
a foreign court. 

If, in connection with depositions to be taken abroad, witnesses are 
to be examined on the premises of the diplomatic or consular mission, 
arrangements should be made in advance with the Special Authori.zation 
Unit, Justice Management Division (JMD), to provide advance authority to 
the consular official to reimburse these witnesses in the same manner as 
those appearing in federal courts. 

U.S. Attorneys' offices desiring to send letters rogatory, 
depositions, service of summons, or other court orders abroad should 
forward them to the Office of Special Consular Services, Department of 
State, Room 4800, 2201 C Street, N.W., Washington, D.C. 20520, which will 
send the documents to the country involved in diplomatic pouch. Should 
further assistance be desired regarding letters rogatory, they should be 
forwarded to the Civil Division, Attention: Office of Foreign Litigation, 
for transmittal to the Department of State. It is necessary in this case 
to indicate the desired method of handling for the consular officer 
performing the service. Certain foreign countries do not permit consular 
officers to perform these services; in those countries, public officials 
or local attorneys are required to effect the service or conduct the 
examination. Letters rogatory should be addressed "To the Appropriate 
Judicial Authority in (name of country)." 
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10-3. 211 Depositions Taken for the Purpose of Discovery 

Expenses incurred in the taking of depositions of expert witnesses 
who will not be government witnesses may not be charged to the Department 
of Justice's' "Fees and Expenses of Witnesses" appropriation, since this 
appropriation may only be charged for the expenses of government witnesses 
and not for depositions taken to discover the testimony of expert 
witnesses who will testify for opposing counsel. 

Such expenses are considered litigative expenses and should be 
charged to "Salaries and Expenses, U.S. Attorneys and Marshals." 

10-3.220 Extradition 

Fees and expenses, including travel expenses for witnesses who are to 
testify in foreign extradition proc~edings may not be charged to the 
appropriation "Fees and Expenses of Witnesses," sincethat appropriation 
refers specifically to witnesses before U.S. Courts. 

If the witness is employed by a United States government agency which 
has investigative or law enforcement power and will testify as to the 
witnesses' official duties, his/her costs, including travel, are properly 
chargeable to the agency. 

If the witness is a United States government employee but does not 
fit the criteria in the preceding paragraph, the witness/employee should 
travel in accordance with the costs charged to the office securing the 
extradition. 

If the witness is not a United States government employee, the 
witness may be paid a fee and expenses, with such costs chargeable to the 
office securing the extradition. The Assistant Attorney General for 
Administration is responsible for setting the rates for fees and expenses 
of witnesses and, since schedules have not been established, it is 
necessary to obtain approval from the Assistant Attorney General for 
Administration in each case. 

For any extradition proceeding, immediately contact the Criminal 
Division, Office of International Affairs, which will provide specific 
guidelines, and suggestions, as well as the necessary clearances. All 
other information relating to extradition should be obtained from the 
Executive Office, as well as the other relevant sections of other titles 
of the U.S. Attorneys' Manual. 
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10-3.230 Foreign Counsel and Witnesses 

10-3.231 Foreign Counsel 

After the necessity for such counsel has been approved by the head of 
the division or office, the United States embassy or consulate in the 
country involved should be requested to furnish a list of qualified and 
suitable counsel. The letter should explain the nature of ~he suit and 
the type of special qualifications, if any, which may be required. As a 
general policy, consular officers do not rec~end a particular attorney 
with respect to private matters. However, in government cases, consular 
officers will recognize the government's interest and will be prepared to 
give information. These officials maintain lists of qualified counsel 
based on their experiences with such counsel. They know which counsel 
have previously represented the United States and the rates they have 
charged. 

Upon receipt of the above list, the various attorneys should be sent 
a uniform letter explaining in .detail the facts and issues involved and 
requesting that those interested submit a daily fee for preparation of the 
case, a daily fee for courtroom attendance, and travel and other 
miscellaneous expenses. 

After it is determined which counsel is most suitable on the basis of 
both qualifications and cost, and before any final commitment is made, a 
written request explaining the purpose for which foreign counsel is 
required and providing an estimate of the cost should be submitted to the 
Executive Office for U.S. Attorneys. The Executive Office will review the 
request and inform the U.S. Attorney's office what expenses have been 
authorized. It will also inform the U.S. Attorney of the arrangements 
made to procure services of foreign counsel and the procedure for payments 
of the foreign counsel's fee. Foreign counsel may be reimbursed in either 
U.S. currency or foreign currency. Payment may be made either through the 
Departm~nt of Treasury or State. 

10-3.232 Foreign Witnesses 

In most cases, consular officials will serve subpoenas on American 
Citizens (including American Nationals who, while not citizens, owe 
permanent allegiance to the United States, as well as alien residents, who 
have been lawfully admitted for permanent residence in the United States, 
although not citizens) residing abroad, except in those countries (such as 
Switzerland) which prohibit foreigners from serving legal documents. In 
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these cases, the Off~ce of International Affairs in the Criminal Division 
or the Office of Foreign Litigation in the Civil Division should be 
consulted, as appropriate. 

American citizens are entitled to compensation for travel and 
expenses in these cases. The Consular Mission can make such payments 
directly from Department of Justice funds when effecting service of the 
subpoenas, provided the Assistant Attorney General for Administration 
gives disbursing authorization. To guard against possible misuse of funds 
or failure to appear, it is urged that court orders be drafted and 
employed which call for the provision of a ticket, as opposed to cash. 
Attendance expenses may be in cash, on the basis of rates prescribed in 28 
U.S.C. §1821, for the first two or three days' absence from home. There 
may also be a cash allowance in an estimated amount for incidental 
expenses such as transportation to and from terminals. 

U.S. Attorneys and their Assistants should: 

A. Secure a court order in accordance with above and 28 U.S.C. §1783 
least two weeks prior to trial, if possible. 

B. Send the original and one copy of the subpoena and court order to 
the Office of Special Consular Services, Department of State, Room 4800, 
2201 C Street, N.W., Washington, D.C. 20520. In the letter of 
transmittal, advise the consular officer that the return may be made on 
the reverse side of the subpoena or on a separate paper, and indicate 
where the return should be forwarded. 

C. Send one copy of the court order to the Assistant Attorney 
General for Administration, attention: Special Authorizations, to serve 
as a basis for disbursing authorization. 

Si~ce foreign nationals residing abroad are not subject to the 
subpoena power of United States courts, their attendance can be only 
voluntary. Obtaining such testimony is often a delicate matter, and care 
must be taken during negotiations not to offend the sovereignty of the 
nation involved. When the testimony of the employee of a foreign 
government is contemplated, it is imperative that the attorney submit a 
request directly to the Office of International Affairs in the Criminal 
Division, or the Office of Foreign Litigation in the Civil Division, prior 
to communicating with the witness or the foreign government. The 
appropriate office will request the Department of State to obtain the 
approval of the foreign government involved. 

Payment for subsistence, witness fees, and actual cost of travel, for 
both American and foreign citizens, is fixed by 28 U.S.C. §1821. This 
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payment can be made on the basis of the witness attendance certificate, 
and additional forms are not necessary. If the witness requires an 
advance of travel funds from the embassy or consulate, the U.S. Attorney 
should notify the Assistant Attorney General for Administration one week 
in advance, if possible, so that the consular officer can be authorized to 
furnish a ticket and, if necessary, the first day's witness allowance. 
The U.S. Marshal will be notified of such authorization and will adjust 
witness payments accordingly. 

For assistance on witness matters, call the special Authorization 
Unit, Administrative Programs Management Staff, Justice Management 
Division. 

10-3.233 Payment of Travel Expenses of Defendant and Counsel to Attend 
Depositions Taken at the Instance of the Government 

As provided in 18 U.S.C. §3503(c), whenever a deposition is taken at 
the. instance of the government, the court may direct that the expenses of 
travel and subsistence for the defendant and his/her attorney for 
attendance at the deposition be paid by the government. A November 26, 
1975, Decision of Administrative Counsel (Justice Management Division), 
Department of Justice, stated that such ~osts are rightly the 
responsibility of the prosecution and should be paid by the division or 
office within the Department responsible for litigating the particular 
case. 

Thus, in those instances where a U.S. Attorney's office is the 
prosecuting office and is directed by the court to pay such costs, the 
expenses will be considered to be litigative expenses chargeable against 
the U.S. Attorneys' appropriation and payable through the U.S. Marshals. 
Defendant and his/her counsel will be reimbursed for "reasonable 
expenses"' i.e.' only those expenses for which a government employee 
traveling under government travel regulati~n would be reimbursed. 

10-3.240 Interpreters 

The Court Interpreters Act of 1978 requires the Director, 
Administrative Office of the U.S. Courts (AOUSC) to "establish a program 
to facilitate the use of interpreters in courts of the United States.'' The 
AOUSC will prescribe standards for interpreter qualifications and will 
certify the qualifications of individuals who may serve as interpreters in 
bilingual proceedings and in proceedings involving persons whose hearing 
is impaired. All costs for interpreter services necessary to enable a 

MARCH 28, 1984 
Ch. 3, p. 7 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

party to comprehend the proceedings in the courtroom or in chambers, to 
communicate with counsel in the immediate environs of ' the courthouse i n 
connection with ongoing judicial proceedings and to communicate with the 
presiding judicial officer are payable from funds appropriated to the 
judiciary. Interpreter services required by a criminal defendant to whom 
the government furnishes representation under the Criminal Justice Act are 
payable from funds appropriated to support that Act. The U.S. Attorney is 
generally chargeable only for interpreter services necessary to interpret 
the testimony of government witnesses. Although testimony situations are 
the most common occasion for the use of interpreters, interpreters may 
also be engaged for services necessary to determine the course of 
litigation. They may be paid for, or provided transportation, facilities, 
equipment or materials as necessary and appropriate to satisfy the U.S. 
Attorney's requirements. 

Interpreters are required to execute a written oath as prescribed by 
AOUSC. The rate of compensation should be fixed by agreement with the 
interpreter before the interpreter renders the service required by the 
U.S. Attorney. Rates of compensation should correspond to rates paid by 
the court. The AOUSC regulation (Sec. 1.72) currently permits the 
presiding judicial officer to fix reasonable compensation according to the 
prevailing rates at the location where the designated interpreter 
regularly works. 

Payment for interpreter services caQ be accomplished by obtaining a 
bill from the interpreter and completing a voucher cover sheet (OBD-50) in 
accordance with Department of Justice Order 2110.27 (August 31, 1973). 

10-3.250 Subpoenas 

10-3.251 Compliance with Subpoenas Duces Tecum 

Whenever such a subpoena is served on a U.S. Attorney or any other 
·Department of Justice officer or employee, he/she should proceed in 
compliance with Departmental policy regarding property management, 
disclosure of information, and records management. 

In lieu of subpoenas duces tecum involving Armed Forces documents, it 
is urged that letter requests be forwarded for certification and 
authentication under the seal of the branch of the service. See Rule 44, 
Fed. R. Civ. P. and Rule 27, Fed. R. Crim. P. As much noticeas possib l e 
should be provided prior to the date of trial. In the request, the U.S. 
Attorney should indicate the purpose or use of the documents to give the 
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service the ability to supply the exact evidence required. In exceptional 
cases where production of official documents or records by a represen
tative of the Armed Forces is required, the attendance procedure for Armed 
Forces witnesses should be followed. See USAM 3-2.510-2.520. 

To expedite production of fiscal records, a letter should be directed 
to the Comptroller General, at tent ion: Records Management and Service 
Branch, General Accounting Office, Washington, D.C. 20548. Maximum lead 
time should be allowed. 

10-3.252 Employees Under Subpoena 

See 28 C.F.R. §§16.21 !:!.!!9.· 

When a subpoena is served on an officer or an employee of the 
Department by or on behalf of a private litigant, the Federal Rules of 
Civil Procedure require that the employee be tendered one day's witness 
fee plus mileage. Any other service is not legal service under the Rules. 

Frequently, the purpose of the subpoena is served by the submission 
of documentary evidence or other written instrument to the court, instead 
of by personal appearance. If the substituted type of compliance is 
accepted by the litigant, it is the policy of the Department of Justice to 
consider that the fee and the mileage have been earned. In such cases, 
the fee and mileage previously received will be forwarded to the 
Accounting Operations Group, Justice Management Division, for deposit into 
the appropriate Miscellaneous Receipt Account. 

If the officer or employee complies with the subpoena by appearing in 
court in his/her official capacity, he/she ~ust look to the private 
litigant for his/her fees and mileage. No charge will be made against 
annual leave. Any amount received in excess of actual expenses will be 
forwarded in the same manner as above. See Department of Justice Order 
1630.14 (September, 20, 1978). 

If subpoenaed in his/her private capacity, on behalf of a private 
party, the Department of Justice employee will look to the litigant for 
fees and mileage. Such absences are charges to annual leave. All fees 
and mileage received are retained by the employee. 

10-3.260 Witnesses 

For problems on witness matters call the Special Authorizations Unit, 
Justice Management Division. 
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Attendance expenses for fact witnesses are prescribed in 28 U.S.C. 
Sl821. See USAM 3-2. 000, and call the above unit for -specific information 
on rates-arid information as to what expenses the Department of Justice 
will pay. 

A. Fact Witnesses: When absolutely essential, advances may be 
obtained by completing OBD-158, application for Advance of Funds, and 
submitted to the U.S. Marshal for payment. See OBD Order 2110.6 (July 22, 
1975). Form OBD-3 (Superseding form LAA 3), Witness Attendance 
Certificate, provides for certification of attendance and payment of fees. 
Payments are made by the U.S. Marshal for the district in which the 
hearing is held. See USAM 3-2.100-2.210. Fact witnesses for defendants 
proceeding in forma pauperis are paid in the same manner as other fact 
witnesses. 

See Department of Justice Order 2110.24A (Juty 17, 1978); USAM 
3-2.200 and 3-2.422. 

B. Government Employee Witnesses: Requests for such witnesses 
should be made on OBD-16, Request for Armed Forces or Government-Employee 
Witness. For procedures,.!!! USAM 3-2.400-2.422. 

C. Armed Forces Witness: OBD-16 is also used. See USAM 
3-2 . 510-520. 

D. Prisoners as Witnesses: See Department of Justice Order 2110. 25 
(October 23, 1973); USAM 3-2.600. Generally, prisoners may be produced to 
testify in another district only upon presentation of a writ of habeas 
corpus, naming the U.S. Marshal serving the writ and the warden having 
custody. Only unconvicted prisoners awaiting trial may be paid fees and 
expenses. 

E. Expert Witnesses: Whenever experts are required, every effort 
should be made to use government employees in the specialized fields, from 
field offices or, in some circumstances, from Washington. Each office 
should establish an expert witness list to assist in locating ~nd 
negotiating fees with such witnesses. See Department of Justice Order 
2110.25 (Oct. 23, 1973). For informatio"il"O"n what fees and expenses may be 
paid government employee witnesses, see USAM 3-2.711. For a description 
of available FBI services, see USAM 3-2.720. Careful consideration should 
be given to a potential expert witnesses's personal character, integrity, 
and loyalty to the United States. If there are any doubts as to the 
latter, a name check should be requested from the FBI. For 
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information on negotiations with expert witnesses, see USAM 3-2.740. 
Authorization and payment procedures are described in USAM 3-2.750-2.770. 

10-3.261 Witness Protection and Maintenance Policy and Procedures 

28 U. S.C. §524 authorizes the Department to pay for compensation of 
witnesses and informants at rates approved by the Attorney General or the 
Assistant Attorney General for Administration. Title V of Pub. L. 91-452 
authorizes the Attorney General to provide for the security of government 
witnesses and potential witnesses, and members of their families. A 
detailed explanation of this program is found in USAM 9-21.000. 

10-3.262 Payment of Expert Witnesses Appointed by the Court Under 
Federal Rules of Evidence 

Federal judges are allowed to appoint expert witnesses to assist the 
court in the performance of its duty on a particular case or proceeding 
under Fed. R. Evid. 706. The court may either appoint an expert of its 
own choosing or one agreed upon by both parties. The expert's deposition 
may be taken by any party and he/she may be called to testify by the court 
or any party. 

A. Criminal Proceedings and Civil Condemnation Proceedings: The 
compensation of expert witnesses appointed by the court under Fed. R. 
Evid. 706 is treated as a litigative expense chargeable to the litigating 
agency of the Government. 58 COMP. GEN. §259 (1979). In those instances 
where the Department of Justice is the litigating agency, the expenses of 
the court-appointed expert witness are payable from the appropriation 
"Fees and Expenses of Witnesses." 

B. Civil Proceedings: Fed.R.Evid. 706 provides that in other civil 
actions, the compensation of court-appointed experts shall be paid by the 
parties in such proportions and at such times as the court directs. Any 
compensation charged to the Department of Justice will be paid from the 
appropriation "Fees and Expenses of Witnesses." 

C. Authorization and Payment Procedures: When the expert is 
appointed by the court, the U.S .• Attorney should submit to Justice 
Management Division (JMD) an OBD-47 accompanied by a copy of the court 
order appointing the expert witness under Fed. R. Evid. 706. Prior 
approval by JMD is not required in such situations; instead, JMD will 
accept the court order and automatically authorize use of the expert 
witness. 
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For instructions on submitting expert witness expenses, see USAM 
3-2.770 and contact the Accounting Operations Group, JMD, if further 
information is needed. 

D. Exclusions Under Fed. R. Evid. 706: The appointment of expert 
witnesses for an indigent defendant in criminal cases or in civil habeas 
corpus cases is not provided under Fed. R. Evid. 706. In such instances, 
the Criminal Justice Act authorizes the court-appointed defense attorney 
to hire an expert witness on behalf of indigent defendant. The expenses 
of the expert will be paid by the Administrative Office of the U.S. Courts 
from funds appropriated for the implementation of the Criminal Justice 
Act. See generally, USAM 10-3.330 and DOJ Order 2110.24A (July 17, 1978). 

10-3.270 Lapse 1n Appropriations 

10-3.271 Phasing Down U.S. Attorney Operations 

In the event there arises a situation in which an appropriation of 
funds may not be available for operation of the Department of Justice, the 
U.S. Attorneys' offices wil 1 proceed under the guidelines set forth below, 
in compliance with the Antideficien.cy Act, 31 U.S.C. §665. The 
Antideficiency Act, as construed by the Attorney General, provides that, 
in the absence of appropriation, no obligation can be incurred except for 
the protection of life and property, the orderly suspension of operations 
or as otherwise authorized by law. 

A. Administrative Operations 

1. Notification: In the event of an impending lapse in 
appropriations, the Assistant Attorney General for Administration 
will notify all Department personnel of pending furloughs and phasing 
down operations. The Executive Office for U.S. Attorneys will then 
contact each U.S. Attorney with more specific information and 
instructions and will keep them aware of any more current information 
available from the Justice Management Division and Office of 
Management and Budget. 

2. Essential/Non- Essential Personnel: Upon notification of a 
pending lapse in appropriations, the U.S. Attorney shall identify 
employees who are necessary to sustain legal operations as defined in 

. USAM 10-3.27l(B) below. At the instance of a lapse in appropria-
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tions, only those employees ne.cessary to sustain the legal operations 
defined in USAM 10-3.271CB) shall be permitted to continue working. 
All other employees may only remain in duty status to the extent 
necessary to facilitate an orderly phasedown of non-essential 
activities. The U.S. Attorneys shall identify the individual 
employees who are considered essential and shall notify each employee 
of his/her status, in the event of a lapse in appropriations. The 
U.S. Attorney has authority to recall individual employees as the 
need arises and to substitute furloughed employees for non-furloughed 
employees if the furloughed employees are able to assume the case 
load designated as "essential." The U.S. Attorney does not have the 
authority to recall employees because of the financial hardships they 
may be suffering. 

3. Furloughs: Any employee designated non-essential will be 
furloughed upon a lapse in appropriations. During this time the 
employee will be in a non-pay, non-duty status. The employee will be 
notified by his/her supervisor or through some other communication 
channel when to return to work. Reduction-in-force procedures (5 
C.F.R. Part 351 and Chapter 351 of the Federal Personnel Manual) 
will be followed whenever· an employee must ·be· furloughed for more 
than 30 days. 

4. Travel During a Lapse 1n Appropriations: All travel, 
although previously authorized, will be cancelled, upon a lapse in 
appropriations. Any employee on travel when a funding lapse occurs 
should immediately contact his/her superior. lf time is needed to 
seek a continuance or the employee is involved with a matter that 
poses a life or property constraint, (see USAM 10-3.271(8)) he/she 
will receive further instructions frO'iilhis/her superior. In all 
other cases, the employee will be required to return home. Return 
travel and per diem/subsistence expenses incurred in returning are 
authorized. 

5. Pa ent of Fees and Expenses of Witnesses During a Period of 
Lapsed Appropriations: The Ant1dehc1ency Act, 1 U.S. C. a 
prohibits the government from routinely continuing to make 
expenditures under the _Fees and Expense of Witnesses ("FEW") account 
or creating obligations in connection with its use of fact or expert 
witnesses. The Office of Legal Counsel has noted several exceptions: 

a. If a witness traveled to and from the courthouse 
because his/her appearance was directed by a court order issued 
prior to a lapse in appropriations, an obligation 1n an amount 
sufficient to permit the witness to return home, or if travel 
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overnight is impracticable at that time, to secure overnight 
accommodations and meals is authorized. Disbursement will not 
be made until the Department's funding has resumed unless it can 
be shown that, where the witness lacks financial resources 
necessary to return home, his/her safety would be compromised by 
not providing a means home. In such case, a cash disbursement 
for that purpose is warranted; 

b. Use of a witness and any obligations incurred as a 
result are authorized where the court denies a motion for a 
continuance; 

c. Other instances which are not covered by the above 
exceptions but appear significant enough to justify use of the 
FEW account will be evaluated on a case-by-case basis by JMD 
and/or Office of Legal Counsel. 

B. Legal Operations 

1. Matters to be Continued During a Lapse in Appropriations: 
Only on~o1ng 11t1gat1on and investigations which are essential to the 
protection of life and' property are to continue, subject to any order 
of the court as indicated in subparagraphs (B)(l)(b) and (B)(l)(c). 
Government attorneys should take all procedural steps reasonably 
necessary to protect the government the government's rights in 
on-going litigation. Generally speaking, an attorney may act during 
the funding hiatus if failure to do so would permit the running of a 
statute of limitations or other period cutting off property rights of 
the government or another persqn. He/she may not act, however, 
unless or until it becomes apparent that he/she must do so in order 
to protect the right. In other words, an attorney should not act now 
if he/she can delay doing so by seeking a continuance or an extension 
of time without prejudice to the right. 

MARCH 28, 1984 
Ch. 3, p; 14 

1984 USAM (superseded)



(3) Pretrial-Postriel Matters: Attorneys handling 
pretrial and postrial matters in criminal cases should 
conform to Subparagraphs (B)(l)(a)(l) and (B)(l)(a)(2), 
when the defendant is in custody, and to subparagraph 
(B)(l)(b), when the defendant is not in custody. 

b. Civil Matters: Attorneys handling on-going civil 
litigation, whether in trial or pretrial, should ask for a 
continuance or extension of time (see USAM 10-3.272) for any 
action required to be taken by them with respect to such 
litigation unless they can articulate facts demonstrating that 
the granting of a continuance or extension of time would 
jeopardize life or property or is necessary to the orderly 
suspension of government activities. 

c. Continuances: Other than as stated in subparagraph 
(B)(l)(b), attorneys are to move for a continuance on the ground 
that the court is not authorized to be in session in absence of 
appropriations for the judicial branch eic~~t as authorized 
under 31 U.S.C. §665, and that officials of the executive branch 
may not make any court appearances or engage in pre- or post
trial litigation activities unless specifically ordered to do so 
by the court. In the e~ent that opposing counsel objects or the 
court denies the requested continuance, attorneys should urge 
the court to make a finding and enter an order: (1) that 
continuance of the proceedings is necessary to the protection of 
life or property or to the orderly termination of operations, 
and (2) directing the parties to proceed. If the court declines 
to make a finding of fact and issue an order as noted above, but 
also directs the continuance of the litigation, attorneys are to 
obey the directions of the court. 

2. Matters Prohibited During a Lapse 1n Appropriations 

a. Non-essential activities: U.S. Attorneys should not 
engage in any other activities that are not eseential to the 
protection of life and property or the orderly phase down of 
activities. 

b. New cases: No new cases (unless there i s a risk of a 
default judgment, or the running of a statute of limitations), 
investigations, or other initiatives are to be undertaken. 
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10-3.272 "Sample" Motion for Continuan·ce of All Further Proceedings 

THE UNITED STATES OF AMERICA (SECRETARY OF ) , (ADMINISTRATOR OF 
) HEREBY REQUESTS OF THIS COURT A CONTINUANCE UNTIL FURTHER 

NOTICE OF ALL PENDING PROCEEDINGS IN THIS CASE. 

THE BASIS FOR THIS MOTION IS THE MANDATE CONTAINED IN THE ANTIDEFICIENCY 
ACT, 31 U.S.C. §665, WHICH REQUIRES THAT IN THE ABSENCE OF APPROPRIATIONS, 
NO OBLIGATIONS MAY BE INCURRED EXCEPT FOR THE PROTECTION OF LIFE AND 
PROPERTY, THE ORDERLY SUSPENSION OF OPERATIONS, OR AS OTHERWISE AUTHORIZED 
BY LAW. AT THE PRESENT TIME, THERE IS NO FUNDING AUTHORIZATION WHICH HAS 
BEEN ENACTED INTO LAW TO REPLACE THE CONTINUING RESOLUTION THAT EXPIRED AT 

ACCORDINGLY, THE PROHIBITIONS OF THE ANTIDEFICIENCY ACT TAKE 
EFFECT UNLESS THIS MATTER FALLS INTO ONE OF THE ACT'S EXCEPTIONS AS LISTED 
ABOVE. 

BECAUSE IT DOES NOT APPEAR THAT THIS MATTER QUALIFIES AS ONE OF THE 
EXCEPTIONS SET FORTH IN THE ACT, THE FEDERAL GOVERNMENT IS WITHOUT LEGAL 
AUTHORITY TO PROCEED WITH THIS CASE AT THIS TIME. ACCORDINGLY, A 
CONTINUANCE OF ALL PROCEEDINGS IN THIS MATTER, UNTIL FURTHER NOTICE, IS 
REQUIRED. 

AT THIS TIME, AND UNTIL A NEW CONTINUING RESOLUTION IS ENACTED INTO LAW, 
ONLY GOVERNMENT PERSONNEL DEEMED ESSENTIAL FOR THE CRITICAL OPERATIONS AND 
ORDERLY CESSATION OF BUSINESS WILL CONTINUE IN THE PERFORMACE OF THEIR 
DUTIES. SUCH ESSENTIAL PERSONNEL SHALL ADVISE THIS COURT PERIODICALLY OF 
THE STATUS OF THE GOVERNMENT'S ABILITY TO PROCEED IN THIS MATTER. ANY 
INQUIRIES WHICH THIS COURT OR OTHER COUNSEL MAY HAVE CONCERNING THIS 
MATTER CAN BE MADE TO , CHIEF, , SECTION, AT (202) 633-

(FTS 633- ). 

RESPECTFULLY SUBMITTED, 

10-3.300 FEES AND EXPENSES 

10-3.310 Appraisers and Masters 

The Department of Justice generally pays for the compensation of 
special masters or appraisers the fees and expenses set by the court, but 
it reserves the right to refuse payment of unusual or unreasonable fees 
and/or expenses. U.S. Attorneys may au.thorize reasonable compensation. 
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U.S. Attorneys may authorize payment of reasonable compensation for 
special masters, guardians ad litem, or appraisers appointed by the court 
as the result of an action brought by the United States. Vouchers for 
compensation and expenses of such individuals must be supported by copies 
of the order making the appointment and fixing compensation and expenses. 
Until the Justice Management Division prescribes a form for special 
masters, OBD-47, "Request and Authorization for Fees and Expenses of 
Witnesses," will be used. The attorney should note on the form that it is 
being used for a special master. The division administrative officer will 
forward the OBD-47 to Financial Operations Services, and administrative 
officers for U.S. Attorneys' Offices, to the U.S. Marshal's Office for 
that district. 

Internal procedures for paying the master will follow the same 
procedures used for payment to experts and consultants. The master will 
submit an itemized invoice (OBD-84 and 85, "Pay Voucher for Special 
Services," ma y be used for this purpose) to the government attorney who, 
in turn, will su bmit the invoice to the administrative officer to be 
forwarded to the U.S. Marshal's Office, as prescribed above. Upon the 
order of the court, partial or advance payment of fees and expenses will 
be handled through these same procedures. 

Fees and expenses of land commissioners will not be paid by the 
Department. Land commissioners appointed pursuant to Rule 71A, Federal 
Rules of Civil Procedure are pa yable from funds appropriated to the 
judiciary. Arrangements fo r the payment of land commissioners' 
compensation and expenses should be handled by the Administrative Office 
of the U.S. Courts. 

10-3.320 Court Reporting and Transcripts 

10-3.32 1 Salaried Court Reporters 

As provided in 28 u. s.c. §753, each district court shall appoint one 
or more salaried court reporter who shall attend each session and record 
verbatim all proceedings in open court, and all other proceedings as 
specified by statute, rule, order of the court or as requested by any 
party to the proceedings. Executive Office for U.S. Attorneys interpre
tation of the statute requires that every word in criminal proceedings be 
recorded, including closing arguments. It is suggested that, in districts 
where it is not the practice to record proceedings in full, application 
should be made to the court to take corrective measures insuring 
compliance with the statute. 
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The court reporter shall transcribe and certify all arrangements, 
pleas and proceedings in connection with the imposition of sentence in 
criminal cases unless they have been recorded by electronic sound 
recording and the original records so taken have been certified by the 
reporter and filed with the clerk of the court. Upon request of the judge 
or any party to the proceeding, the reporter is to transcribe the 
requested portions, promptly furnishing a certified copy to the clerk foT 
the records of the court. 

Court reporters may also use electronic sound recording equipment t o 
record arraignments, pleas, and proceedings in connection with the 
imposition of sentences in criminal cases, in most magistrate proceedings 
and in bankruptc y proceedings. Electronic sound recording includes only 
recordings of the voices heard in court in a specific proceeding on a 
standard-make, commerciall y available recorder. It does not include 
steno-mask recording or other recorded redictation by the court reporter •. 

If, in lieu of transcript i on the court reporter elects to file an 
electronic sound recording of the proceeding , the reporter shall file such 
recording with the clerk of the cour t . The court reporter will also be 
responsible for making and filing in the clerk's office, without charge, 
any transcript of an electroni c sound recording which may be requested fer 
any subsequent court action. Court Reporter Manual, Chapter XVI at 1-4. 

Standards for equipoent t o be us ed for electronic sound recordings 
have been estab l ished by the Admin i strative Services Division of t he 
Administrative Office of the U .s. Courts. Court Reporter Manual, Chapter 

at XVI 5-8. 

The salar i ed reporter is entitled to receive, in add i tion to salary , 
such fees for transcript s as may be prescribed from ti me to time by the 
court with the approva l of the Judicial Conference. These fees are 
collectible from the part ies , includi ng the United States. The Depar tl!leJ!T.t 
of Justice is not chargeable for any part of a transcript furnished t~: 
the court; to its opponent; to persons proceeding in forma pauperis ; n~r 
for the reporter's travel expenses except that, onapproval of the court, 
the cost of the original and copies may be apportioned among the persons 
to whom they are furnished. If the government requires daily transcrip~s, 
any additional expense involved in providing more rapid delivery must 'be 
borne by the reporter. Th e only exception to this is in rural ar eas, 
where the court reporter ma y need to hire reporters from outside the 
community area to help produce hourly, daily, or expedited transcripts. l n 
such cases, the reporter may bill the ordering party for the subsistence 
costs of other reporters or auxiliary personnel. These costs are 
authorized up to th e a mo unt of travel subsistenc e t hat a gove rnme~ t 

emp l oyee may be r eimbursed for the same travel . An at tendance fee f~r 
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auxiliary personnel is not billable to the ordering party. Court Reporter 
Manual, Chapter XX at 10. 

Hourly, daily, or expedited transcripts should not be ordered unless 
absolutely necessary. All orders for hourly or daily transcripts must be 
expressly authorized in advance by the U.S. Attorney or First Assistant 
U.S. Attorney, and documentation of such authorization must accompany all 
payment vouchers for hourly or daily transcripts. 
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In March 1980, the Judicial Conference established the following 
maximum rates per page for transcripts. Court Reporter Manual, Chapter XX 
at 4-5: 

Original 

First Copy 
to 

Each Party 

Each Add' 1 
Copy to the 
Same Party 

Ordinary Transcript 

A transcript to be delivered 
within thirty (30) calendar 
days after receipt of order. $2.00 $ • 50 $ • 25 

Expedited Transcript 

A transcript to be delivered 
within seven (7) calendar 
days after receipt of order. $2.50 $ .50 $ • 25 

Daily Transcript 

A transcript to be deliver
ed fol lowing adjournment and 
prior to the normal opening 
hour of the court on the 
following morning whether 
or not it actually is a 
court day. $3.00 $ • 50 $ • 25 

Hourly Transcript 

A transcript of proceed
ings ordered under unusual 
circumstances to be de
livered within two (2) 
hours. $3.50 $ • 50 $ • 25 

In March 1981, the Judicial Conference reviewed the current 
transcript rates and found that in some localities, circumstances 
justified higher transcript rates. As a result, the Conference authorized 
the Director of the Administrative Office to increase transcript rates for 
original copies only by no more than 20% of the existing maximum rate. 
The following is a listing of the approved districts and the amounts they 
can charge above the maximum rate: 
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District Amount 

New York, Southern 20%-all categories 

New York, Eastern 20%-all categories 

Texas, Southern 20%-all categories 

Michigan, Eastern 15%-daily and hourly only 

Texas, Northern 20%-daily and hourly only 

California, Northern 20%-expedited, daily and hourly 
only 

New Jersey 10%-daily and hourly only 

It is the responsibility of the certifying officer to insure that the 
U.S. Attorney is charged at the correct rate and in the correct amount by 
verifying that all transcripts received comply with the format standards 
established by the Judicial Conference. 

The format standards require that a page of transcript shall consist 
of 25 lines of actual testimony written on paper 8-1/2 by 11 inches 1n 
size, prepared for binding on the left side, with a 1-3/4 inch margin on 
the left side and a 3/8 inch margin on the right side. Typing shall be 10 
letters to the inch. 

All · "Q" and "A" designations shall begin on the second space from the 
left margin. The statement following the "Q" and "A" shall begin on the 
fifth space from the left margin. Subsequent lines shall begin at the 
left margin. 

Speaker identification (colloquy) shall begin on the tenth space from 
the left margin followed directly by a colon. The statement shall begin 
on the third space from the colon. Subsequent lines shall begin at the 
left margin. See Report of the Proceedings of the Judicial Conference, 
Oct. 1946, p. 12; Court Reporter Manual, Chapter XVIII at 2-4. 

In the event the U.S. Attorney's certifying officer finds instances 
of failure to comply with established rates, format or requirements, the 
certifying officer shall notify, in writing, the court reporter and 
request an amended bill. If the incorrect bill has been inadvertently 
paid, the court reporter shall refund any overbilling to the ordering 
party. 
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10-3.322 Employment of Independent Reporters 

Departmental appropriations are not available for payment of court 
reporters' fees for recording court proceedings. If the salaried reporter 
is unable to report on court proceedings, the matter of obtaining 
additional reporters is a consideration for the court. 

10-3.323 Employment of Additional Reporters in Lands Cases 

In view of the difficulty of obtaining the services of a salaried 
court reporter in Lands Commissioner cases, and because Department of 
Justice appropriations may not be used for additional reporters, the 
Director of the Administrative Office of U.S. Courts has advised that, in 
special cases when the salaried court reporter is unavailable to report 
these hearings, it will authorize the appointment of a temporary court 
reporter for that purpose. In such cases, the U.S. Attorney should 
request that the judge secure authority for appointment from the 
Administrative Office for U.S. Courts. · · 

10-3.324 Grand Jury Reporting 

Grand jury reporting may be performed by an employee of the U.S. 
Attorney's office (Fed. R. Crim. P. Rule 6(d))or by a cormnercial reporter 
engaged for the purpose. The salaried federal court reporter may report 
grand jury proceedings, but he/she may only be paid for transcript 
produced, not for time worked; payment to a salaried federal court 
reporter for time worked would be considered a violation of the statutory 
prohibition against dual compensation. 5 U.S.C. §5533. 

In establishing rates for commercial court reporters, it i s usually 
best to establish separat~ rates for recording proceedings and for 
transcribing the record. The first charge would be based on time worked 
and could be assessed on a hourly, half-day, or daily rate, depending upon 
the requirements of the U.S. Attorney. In this fashion, a court reporter 
will be guaranteed compensation for recording the proceedings regardless 
of whether the U.S. Attorney requests a transcript. If a transcript is 
ordered, the reporter should be paid at a per page rate for the additional 
service performed. Court reporters may be paid for travel expenses if 
required, but the rates allowed should not exceed the rates allowed 
government employees. 

Payment for commercial reporting services may be arranged through the 
U.S. Marshal. A Voucher Cover Sheet (OBD-50) may be used to transmit the 
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reporter's bill to the Marshal's office for payment. See Department of 
Justice Order 2110.27 (August 31, 1973). 

Pursuant to Rule 6(e), Fed. R. Crim. P., an obligation of secrecy is 
imposed on all participants with regard to the disclosure of matters 
before the grand jury. Interpreters, stenographers, and all other 
participants should be informed of this obligation and administered an 
oath in accord with that set down in Rule 6(e). A record of all oaths 
shou!d be kept on file. 

10-3.325 Expenses 

Ordinarily, only one transcript should be purchased in any case, 
except Court of Claims cases or depositions. Any decisions by the U.S. 
Attorney to order more than one transcript must be based on absolute 
necessity for and availability of funds. Transcripts should only be 
purchased as required, for heads of the legal divisions of the Department 
of Justice and their assistants, U.S. Attorneys and their Assistants, and 
other attorneys assisting in ·the case. Other govenment agencies 
interested in obtaining transcripts should make arrangements for purchase 
directly from their own appropriations. No Department of Justice funds 
are available for payment of transcript furnished to the court, either at 
its request or that of the government. The official copy in the files of 
the clerk of the court should be used by the court in these cases. 

10-3.330 Expenses Incurred on Behalf of Indigents 

Following is a listing of expenses which may be incurred for persons 
proceeding in forma pauperis, and the responsibility for such expenses. 

A. Fact Witnesses: Costs relating to subpoena and fees of indigent 
defendant's fact witnesses are the res pons i bi l i ty of the Department of 
Justice and payable at the rates prescribed for witnesses pursuant to 28 
U.S.C. §1821. See USAM 3-2.000 for a discussion of witness fees and 
expenses. 

B. Expert Witnesses: Expert witnesses called by the defense and 
necessary to the adequate defense of an indigent person are paid from 
funds appropriated for the implementation of the Criminal Justice Act by 
the Administrative Office of the U.S. Courts. These expenses are 
authorized on Form CJA-21 after certification by counsel for the indigent 
defendent and approval by the presiding court or magistrate. Experts 
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called by the court are paid by the Administrative Office of the U.S. 
Court. See USAM 3-2.210. The Department of Justice will pay for expert 
witness fees and expenses for expert witnesses appearing on behalf of the 
government. These expenses require prior approval on form OBD-4 7. See 
USAM 3-2.700 and Department of Justice Order 2110.25 (October 23, 197~ 

C. Mental Examinations for Indigent Persons: Expenses for 
examinations under 18 U.S.C. §4244 to determine a defendant's mental 
competency to stand trial are always the responsibility of the Department 
of Justice. Expenses for examinations to determine a defendant's mental 
responsibility at the time of the alleged offense are paid by the 
Administrative Office of the U.S. Courts except when the request is made 
by the United States, in which case the Department of Justice is 
responsible. See USAM 3-3. 333 and Department of Just ice Order 2110. 24A 
(July 17, 1978~ 

D. Depositions: Expenses for travel and subsistence of a defendant 
and defendant's counsel for attendance at a deposition taken pursuant to 
Rul-e ·15(c) Fed. R. Crim. P. are payable by the prosecuting agency. The 
purpose of such a deposition is to preserve evidence for the prosecution, 
and all costs should be assigned to the prosecuting agency regardless of 
the availability of funds appropriated for the Criminal Justice Act. 
Decision of Administrative Counsel, Department of Justice, November 26, 
1975. 'nte U.S. Attorney may authorize such expenses in a similar fashion 
as other litigative expenses. Payments for expenses may be arranged 
through the local U.S. Marshal. 

Fees and expenses for depositions of fact witnesses, including the 
cost of recording and transcribing the proceeding, f6r indigent persons 
shall be paid by the Department of Justice in the same manner as expenses 
and fees for fact witnesses testifying in court. See above. Fees and 
expenses for depositions of expert witnesses of the indigent defendant are 
paid by the Administrative Office of the U.S. Courts. 39 COMP. GEN. 133. 

A chart indicating the controlling rule or law which affects the 
financial responsibility for the payment of certain expenses of litigation 
in indigent proceedings and sets forth the appropriations chargeable for 
expenses, may be found in Department of Justice Order 2110.24A (July 17, 
1978), and USAM 3-12.210. . 

10~3.340 Payment of Judgments Against the United States 

All payments of judgments against the United States, including 
judgments taxing the government for court costs, are to be made from funds 
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administered by the General Accounting Office (GAO). See 28 U.S.C. §2414. 
In order to arrange for payment in satisfaction of su'Cil judgments, U.S. 
Attorneys should submit a request to the GAO, following the same procedure 
as outlined in USAM 4-3.200-4-3.210 with regard to effecting payment of 
judgments in Federal Tort Claims Act cases. Two certified copies of the 
judgment order must be included with the request for payment, along with 
the name of the payee and instructions to forward the check "in care of" 
the U.S. Attorney. The U.S. Attorney should indicate that no appeal will 
be sought and that the check will be delivered to counsel for the judgment 
creditor upon entry of a satisfaction of judgment. 

10-3.350 Notarial Expenses of Employees 

Officers and employees of the Department of Justice who are required 
to serve as notaries public in connection with the performance of public 
business may be allowed their expenses under the following conditions: 

A. Performance of notarial duties must have been ordered as part of 
the duties of the employee. 

B. If the individual first qualified as a notary for a personal 
purpose, and subsequently was required to serve officially, such 
percentage of his/her expenses shall be paid as the official use of 
his/her authority bears to the use of the notarial powers, the 
individual's certificate being acceptable as to percentage. 

C. The expense of obtaining commissions includes bond premiums, 
official . seal, etc. 

D. Payments subsequent to initial qualifications are limited to 
actual expenses of maintaining notarial authority. 

E. Funds available for personal services or general administrative 
expenses. for the fiscal year in which the expense was incurred sha 11 be 
used·. 

F. Receipts are only required for amounts in excess of $15. 

Procedures for reimbursement of qualification expenses are 
established in Department of Justice Order 2110.7A (July 15, 1975). 
Payments are made by use of SF-1164, Claim for Reimbursement for 
Expenditures on Official Business, which should be submitted to the U.S. 
Marshal for payment. 
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10-3.360 Office Funds 

Most U.S. Attorney's offices desire the establishment of an office 
fund from which small miscellaneous expenses may be paid. The following 
is the procedure for the creation and maintenance of such a fund: 

A. The administrative officer or designate should be authorized by 
the U.S. Attorney to request an advance of funds. This advance can be 
obtained by submitting an OBD-158 (Application for Advance of Funds) to 
the Accounting Operation Group, Justice Management Division. 

B. A check will be returned in the amount requested, made out to the 
administrative officer, who should then cash this check. This cash 
constitutes the office fund. 

C. When a miscellaneous expense arises, the employee who must pay 
such expense should request cash from the administrative officer, and 
should sign a receipt for any cash received. 

D. When the office fund must be replenished, the administrative 
officer should prepare an SF-1164, Claim for Reimbursement of Expenditures 
of Official Business. Only the total amount need be shown. This covering 
SF-1164 should be supported by other SF-1164s, which the administrative 
officer should receive from employees whenever they are reimbursed for 
miscellaneous expenses. All receipts received by employees should be 
included. The covering SF-1164 and suppporting documents should be 
submitted to the Accounting Operation Group, where it will be audited and 
a check issued to the claimant for the amount indicated, with which the 
office fund may be replenished. The description on the covering SF-1164 
need only refer to the subvouchers attached. The fund may not be used for 
procurement of supplies or equipment for which another procedure is 
prescribed. See Procurement/Property Management, USAM 10-4.000. Although 
the ad,;ance is in the nature of a field advance, it wi 11, because of the 
mechanics involved, appear on the monthly travel advance listing submitted 
to U.S. Attorney's offices. 

When the administrative officer leaves the U.S. Attorney's office, 
he/she must repay the advance by writing the government a check for the 
outstanding balance. 

10-3.370 Expenses Requiring Prior Authorization 

Litigative expenses are defined in OBD Order 2100.lA (April 6, 1976), 
as "those which result directly from actions of the courts or have a 
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direct connection with the prosecution of a case." They include court 
reporting, filing, fees, interpreters, consultants, advertising legal 
notices, transportation of evidence, special masters, and advisory reports 
from experts who will not serve as witnesses (!..:..l.:.., appraisals). U.S. 
Attorneys may incur litigative expenses without specific authorization 
from the Executive Office for U.S. Attorneys. 

10-3.380 Out-of-Pocket Litigative Expenses 

In 38 COMP. GEN. 343, the Comptroller General ruled that when 
Congress has specifically authorized a particular government agency or 
corporation to undertake litigation in the pursuance of its duties and 
responsibilities, i.e., the agency can "sue or be sued", the out-of-pocket 
expenses incurred in prosecuting or defending such actions will be 
properly chargeable to the appropriations of that agency or corporation, 
even though the Department of Justice may prosecute or defend any 
litigation in which the agency or corporation becomes involved. 

Further, those government agencies that lack Congressional 
authorization to institute suit or defend against legal actions (e.g. 
Farmers Home Administration) are also prohibited by the Comptroller 
General from using their appropriation to pay for litigative services. 
These agencies must rely upon the Department of Justice to act in their 
behalf and, as a result, all out-of-pocket expenses relating to the 
litigation are properly chargeable to the U.S. Attorneys' appropriation as 
litigative expenses. 

Out-of-pocket expenses are generally defined as those expenses 
incurred by the U.S. Marshals for services provided by a private vendor 
(i.e., persons or firms outside the federal government) which are directly 
related to conducting the litigation at hand. 

10-3.381 Expenses Incurred in a Foreclosure Proceeding Brought in Behalf 
of a Government Agency or Corporation 

In assisting in foreclosure proceedings, the U.S. Marshals Service 
incurs various out-of-pocket expenses associated with the proceedings. 
Out-of-poc~et expenses are defined as those costs incurred for 
advertising, property appraisals, abstract supplementation and any other 
services provided by private vendors whi_ch are directly related to 
conducting the foreclosure proceedings. Intrinsic expenses such as U.S. 
Marshals' fees, commissions, mileage, per diem, salaries, etc., are 
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assumed by the U.S. Marshals Service to be constructive earnings and are 
not expenses that are chargeable to the U.S. Attorneys' apprropriation. 

The U.S. Marshals Service will be reimbursed for the out-of-pocket 
expenses incurred in foreclosure proceedings in either one of two ways. 
First, when a third (i.e. non-government) party is the successful bidder 
for the mortgaged property at the foreclosure sale, the bid is paid into 
the court and a fund is created. The U.S. Marshals Service is reimbursed 
from this fund for all appropriate expenses incurred before the fund is 
then disbursed to the first lien creditor, then to other creditors in 
order of priority or the court for distrubution as the court may direct. 
The U.S. Attorneys' appropriation may not be billed by the U.S. Marshals 
for out-of-pocket expenses incurred in a third-party sale. If the U.S. 
Attorney's office in the district in which the litigation occurred had 
inadvertently been billed and paid for any of the out-of-pocket expenses 
associated with the litigation, the U.S. Attorney should seek 
reimbursement for the payments from the U.S. Marshals Service. 

Secondly, in those cases where the government, through the Farmers 
Home Administration, is the successful bidder at the foreclosure sale, no 
fund is created. Instead, all out-of-pocket expenses incurred will be 
properly chargable to the U.S. Attorneys' appropriation. The U.S. 
Marshals Service should submit an itemized voucher for appropriate 
out-of-pocket expenses incurred during a foreclosure proceeding to the 
U.S. Attorney in the district responsible for handling the litigation. 
The U.S. Attorney must sign the voucher and certify that the charges 
billed are appropriate for payment. 

Administrative expenses which the U.S. Attorneys may approve include 
the purchase of supplies (as approved under established procurement 
instruments), employee travel, overtime, and changes to telephone service 
(except complete system overhaul). 

Administrative expenses which must be approved by the Executive 
Office include work-study agreements, equipment purchases, equipment 
re n·t a 1 , foreign tr ave 1 , transportation of property, . space 
acquisistion/release, and alteration to space. Request for such approval 
should be sent, with appropriate justification, to the Executive Office. 
See Space Management, Procurement and Services, USAM 10-5.000. 

The disbursement of funds may be accomplished through the U.S. 
Marshals Service except where payment by the Department is required by 
general order, such as payroll (payment request is made by the Fiscal 
Services Section, Justice Management Division. P.O. Box 7405, Washington, 
D.C. 20044, Ben Franklin Station); GSA telephone bills, GSA space 
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assignment charges (SLUC); prior year obligations (bills received after 
January 1 for expenses incurred in the prior fiscal year, i.e., bills for 
expenses incurred prior to October 1, which are handled the same way as 
travel); or by specific order, such as purchase orders, printing orders, 
or work authorization, the bill for which are sent by the vender directly 
to the Fiscal Service Section. Generally, litigative expenses, work-study 
charges, and charges for rental equipment with variable rates such as 
copiers and telephones are payable through the U.S. Marshals service. 

Procedures for securing prior authorization vary according to the 
type of expense incurred. Consult the appropriate section of this Title 
in order to determine how specific types of prior authorizations may be 
obtained. 

10-3.400 PAYMENT OF BILLS 

10-3.410 Advance Payments 

In accordance with 31 U.S.C. §3324, prohibiting advance payments of 
public monies, no disposition of funds should be made for services 
rendered, purchases made, etc., until the transaction has been 
accomplished. An exception to this rule is permitted if advance payment 
is authorized by "other law." This provision has been interpreted to 
include state law. Therefore, if state law requires the advance payment 
of filing fees, for instance, such payments may be issued upon appropriate 
showing of the requirement in law. A voucher prepared for issuance of an 
advance payment should specifically identify the statute requiring payment 
in advance. 

10-3.420 Appropriations Chargeable 

The appropriation "Salaries and Expenses, United States Attorneys and 
Marshals, De~artment of Justice," is chargeable with the expense of 
operating the U.S. Attorneys' offices. 

The date on which fees are earned, services rendered, or expenses 
incurred, and not the date of certification of payment, determines the 
fisca 1 year from which payment sha 11 be made, except that bills for 
metered commodities or services such as electricity, telephone, etc . , 
shall be paid from the appropriation current at the end of the billing 
period. 
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10-3.421 Chargeable to United States Attorneys' Appropriation 

A. Salaries of U.S. Attorneys, Assistant U.S. Attorneys, and support 
employees; 

B. Interpreters for witnesses; 

C. Advisory ·reports obtained by U.S. Attorneys; 

D. Compensation of Special Masters; 

E. Appraisers (except in Land matters), guardians ad litem, if 
obtained by U.S. Attorneys. See USAM 3-7.000-7.100; 

F. Travel and subsistence expenses of U.S. Attorneys, Assistant U.S. 
Attorneys, and support employees; 

G. U.S. Attorneys' communications expenses, including postage, 
telecommunications and messenger services. See Communications, USAM 
10-6.000; . 

H. Advertising, as required in the course of litigation conducted by 
the U.S. Attorney; 

I. Cost of space assigned by the General Services Administration. 
See Space Management, USAM 10-5.000; 

J. Equipment, supplies and services required to maintain the offices 
of the U.S. Attorneys. See Procurement, USAM 10-4.000; 

K. Court reporting, transcripts, and notarial expenses, as required 
in the course of litigation conducted by U.S. Attorneys; 

L. Filing and recording fees in state or local courts; 

M. Notarial expenses of employees; 

N. U.S. Attorneys' printing and binding. See Printing, USAM 
10-4.220; 

O. E~penses of producing records under subpoena duces tecum, 
including the search and reproduction costs incurred by financial 
institutions. See USAM 9-4. 800 _!E ~· for in format ion concerning the 
payment of expenses incurred under the Right to Financial Privacy Act. 
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P. Physical examination of injured persons, where trial may result, 
for the purpose of making the record for future use, and of defendants in 
criminal cases and witnesses who allege illness for the purpose of 
delaying trial, reason for not appearing, etc. See USAM 3-3.000-3.140; 

Q. Awards to employees under incentive awards program. See Employee 
Performance Awards, USAM 10-2.650; and· 

R. Deposition transcripts for individuals proceeding 1n forma 
pauper1s cases. 

In short, all expenses related to salaries, space, administrative 
expenses and certain litigative expenses for indigent defendants are 
chargeable to the U.S. Attorneys' appropriation. 

10-3.422 Chargeable to "Fees and Expenses of Witness" Appropriations 

Expenses chargeable to the appropriation "Fees and Expenses of 
Witness" are as follows: 

A. Fees for attendance, per diem and traveling expenses for 
attendance of witnesses, both expert and fact, for witnesses testifying 
for the United States in proceedings in U.S. courts or U.S. Magistrates' 
hearings. See USAM 3-2.100-2.130 and 3-2.700-2.770; 

B. Traveling expenses of government employees attending on court 
when properly payable. See USAM 3-2.400-2.422; 

C. Physical examinations of plaintiffs, witnesses, or defendants 1n 
contemplation of testimony in court. See USAM 3-3.00-3.140; and 

D. Expenses of examining prisoners to determine sanity as provided 
in 18 U.S.C. §4244-8, including competency to stand trial exams, and 
employment of psychiatrists, hospital expenses incident thereto, and 
testimony. See USAM 3-3.000-3.230. 

10-3.423 Chargeable to Legal Divisions 

Expenses chargeable to the Legal Divisions include: 

A. Litigation expenses in cases for which a division has assumed 
direct responsibility; and 
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B. Foreign counsel in extradition cases. 

10-3.424 Chargeable to United States Courts 

A. Lands Commissioners (~ USAM 3-7.000-7.100); 

B. Interpreters, except for government witnesses; and 

C. Expenses authorized on behalf of indigent defendants. 

10-3.430 Certification of Vouchers 

10-3.431 Certifying Officers 

Vouchers involving expenses of the U.S. Attorney's offices must be 
certified by an authorized certifying officer of that office before 
submission to the Marshal for p_ayment. 31 U.S.C. _S82b. 

Certifying officers are held responsible for the existence and 
corretness of the facts stated on vouchers and their supporting papers, 
the legality of the proposed payment, and the correctness of computations. 
31 u.s.c. S82c,f. 

Certifying officers are notified of exceptions in the audit of their 
vouches by the Gneral Accounting Office on SF-1100-Rev., "Notice of 
Exception and Reply to Exception" and informal "Request for Information." 
These should be answered immediately. If there will be a delay in 
securing the necessary inform.at ion or collect ion, the GAO should be so 
advised. 

The reply should be made on the above forms, signed by the 
responsible officer, and forwarded to the GAO. If a collection is 
involved, the collection schedule number, name of the disbursing off i cer, 
and the disbursing symbol number must be shown. The U.S. Marshal's office 
will furnish this information on request. 

There should be at least two certifying officers in each U.S. 
Attorney's office, one of whom should be the U.S. Attorney. 

When a new U.S. Attorney enters on duly, any employee who is already 
a certifying officer continues on in such capacity unless the U.S. 
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Attorney requests the termination of that designation and the designation 
of someone else. Authorized certifying officer designations remain in 
effect until revoked by the Director, Executive Office for U.S. Attorneys. 

Should a certifying officer cease to function in such capacity, the 
Director of the Executive Office should be notified immediately and 
informed of any proposed replacement or addition. 

Vouchers for payment must be signed by an authorized certifying 
officer and the words "Authorized Certifying Officer," the date of 
certification, and the name of the certifying officer must be typed or 
stamped on the voucher. 

SF-210 should be executed by each U.S. Attorney and by any person 
nominated to be a certifying officer. This form should be sent to the 
Executive Office for approval. Upon receipt of authority from the 
Executive Office, the nominee may begin to· certify. 

10-3.432 Comptroller General and Departmental Review 

Vouchers containing questionable items of expense may be sumitted to 
the Assistant Attorney General for Administration for administrative audit 
and advice prior to payment. 

Decisions are also rendered by the Comptroller General on any 
question of law involving certifications and payment on vouchers by 
certifying and disbursing officers. Any such decision rendered shall 
govern the General Accounting Office in passing upon the account 
containing such voucher. 

A U.S. Attorney desiring to secure a ruling or decision of the 
comptroller General shall set forth the facts pertaining to. the case in 
full in a letter and forward it to the Assistant Attorney General for 
Administration for submission to the GAO. This requirement does not apply 
to appeals to the Comptroller General in connection with exceptions or 
disallowances made by that office. 

10-3.500 TRAVEL 

10-3.510 Authority 

Travel is governed by standardized government travel regulations as 
supplemented by the Department's travel regulations, see Order OBD 2200.lA 
(November 14, 1977). 
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U.S. Attorneys may authorize their own travel as well as that of 
their subordinates anywhere within the United States by common carrier 
(coach class); personal vehicle (auto or airplane); or car rental, either 
commercial or through GSA. They may also authorize per diem and actual 
subsistence to designated high-rate areas, and other miscellaneous 
expenses such as official telephone calls and taxis. They may not 
authorize relocating expenses, foreign travel, actual subsiatence for 
travel to a non-designated high-rate area, or first class travel. 
Authority to authorize these categories remains with the Director, 
Executive Office for U.S. Attorneys. Special Assistants who perform the 
work of regular Assistants are authorized to travel in the same fashion as 
Assistant U.S. Attorneys. Travel of employees of the legal divisions who 
are working with U.S. Attorneys' offices must be authorized by submission 
of OBD-1, Official Travel Request and Authorization, to the Executive 
Office. U.S. Attorneys are delegated authority to authorize in cases of 
emergency the use of cash instead of GTR's to procure domestic passenger 
transportation services costing more than $100. This authority may not by 
redelegated by the U.S. Attorney. In order to obtain reimbursement for 
the purchase of passenger tran9portation costing irt excess of $100, all 
vouchers containing such claims must be accompanied by a statement from 
the U.S. Attorney explaining the emergency situation which required the 
use of cash (or credit card). In addition, the traveler must initial a 
statement on the voucher assigning to the United States government the 
right to recover any excess payments involving carriers' use of improper 
rates. Passenger coupons or other evidence a~ appropriate should also 
accompnay the voucher. 

To obtain authorization for first class transportation, U.S. 
Attorneys should submit a First Class Authorization Request (see infra) to 
the Director of the Executive Office for U.S. Attorneys. First class 
travel should only be requested for the reasons allowed by travel 
regulations (Department of Justice Order 2200.lA, para. 3.34d(3)); or when 
it can be shown that first class accommodations will result in an overall 
savings to the government based on economic considerations such as 
additional° subsistences costs that would be incurred while awaiting 
availability of less-than-first-class accommodations. 45 Fed. Reg. 
27,436 (1980). In most instances, U.S. Attorneys should oni'YI-equest 
first class travel after all other efforts have been made to obtain 
regular coach fare or contract air carrier flight fare for the intended 
trip. 

The power to authorize travel 1s reserved to the TJ.S. Attorney or an 
Assistant U.S. Attorney designated as Acting U.S. Attorney in accordance 
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w i th 2 8 C • F • R. § 0 • l 3 l • The U • S • At t or n e y may ex er c is e hi s I her 
authority by signifying his/her authorization of a travel authorization 
form (OBD-1). The U.S. Attorney may not redelegate this authority to 
another official. Only the Director, Executive Office for U.S. 
Attorneys may delegate authority to authorize travel and only in 
accordance with the criteria established in OBD Order 2200.lA, para. 2.3a 
(November 14, 1977). 

All requests for travel made to the U.S. Attorney should be 
scrutinized carefully to insure that the travel is essential and the cost 
justified. To obtain authority for relocation expenses, forms DJ-lOA, 
OBD-1, and 33 must be submitted to the Executive Office for U.S. 
Attorneys. To obtain authority for foreign travel or actual subsistence in 
a nondesignated high rate area, an OBD-1 must be submitted to the 
Executive Office for U.S. Attorneys. See also OBD Order 2200.lA, para. 
2.3a (November 14, 1977). 

10-3.520 District Travel Budgets 

In order to manage the fund-s available to U.S •. Attorneys for travel 
expenses, the Executive Office allots an annual budget to each U.S. 
Attorney. The allotments are based on the individual estimates of each 
U.S. Attorney but are of course limited by the overall availability of 
funds. 

Each U.S. Attorney is responsible for monitoring the dis-trict travel 
allotment." As travel is authorized by the U.S. Attorney, an estimated 
cost should be deducted from the travel allotment. By maintaining a 
declining balance is this fashion, the U.S. Attorney will know on a 
day-to-day basis the approximate level of funds remaining in the district 
travel allotment. 

The Executive Office issues monthly status reports for each district 
travel allotment, but these reports refer to time periods well in advance 
o; the reporJ:' s issuance and should not be relied upon for the day-to-day 
management of the district travel allotment. The charges reported in the 
Executive Office status reports are based on payments made during the 
previous month, which are generally .the consequence of obligations 
incurred in the month prior to the month in which payments are 
accomplished. 'nle status reports are thus simply intended to permit the 
U.S. Attorney to verify the level of charges against the district 
allotment as reported by the paying office--the Accounting Operations 
Group, Justice Management Division. Suspected inaccuracies in the monthly 
status reports should be reported promptly to the Financial Manager, 
Administrative Services, Executive Office for U.S. Attorneys. The 
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Executive Office can provide a schedule of charges (employee 
reimbursement, carrier payments, GSA Motor pool char~es, etc.) for each 
month if necessary. 

If the U.S. Attorney determines that the travel funds available to 
the district will be insufficient, he/she should advise the Financial 
Manager, Administrative Services, Executive Office for U.S. Attorneys, 
accordingly. The U.S. Attorney should indicate in a memorandum the 
action(s), if any, which have been taken to minimize travel costs. The 
causes for the anticipated deficit should also be identified, as well as 
an estimate of additional funding requirements provided. 

10-3.530 Payment for Travel Expenses 

Reimbursement for employee travel expenses is paid by the Accounting 
Operations Group, Justice Nanagement Division. All travel expenses must 
be authorized by the U.S. Attorney and approved by an official designated 
by the u.s. Attorney. See OBD Order 2200.lA, para 12.58 (November 14, 
1977). The Accounting Operations Group is responsible for auditing 
vouchers and certifying to the correctness and propriety of payments. 

Travel advances should be held to a minimum and allowed only when it 
is indicated that such an advance is required and justified. In no case 
should the amount of the advance exceed the amount of the estimated per 
diem cost of the trip. When the advance exceeds the amount subsequently 
claimed on the OBD-157, Travel Voucher, the excess shall be returned along 
with the OBD-157, in the form of a check made out to the Treasurer of the 
United States. In the event of car.cellation or indefinite postponement of 
travel, the advance shall be refunded within one week of the date of 
cancellation or postponement. All advance applications should be coded to 
the cost center (E40':19) of the district employing the traveler (1.e., the 
district to which the employee's salary is charged). The proper coding of 
advance accounts is necessary so that the monthly travel advance listing 
provided to each office is complete (see OBD Order 2200.lA, para. 9.25 
(November 14, 1977)) and so that the quarterly traveler's account 
statement is forwarded to the correct office (see OBD Order 2200.lA, para. 
9.27 (November 14, 1977)). Aside from the--pt.oduction of erroneous 
reports, the improper coding of advance applications could affect the 
accurate completion of the Employee's Clearance Record (OBD-123) upon 
separation. See OBD Order 1300.4 (February 18, 1981). 

Requests for advances of funds should be made on OBD-158, application 
for Advance of Funds. See OBD Order 2200.lA Chapter 9 (November 14, 
1977). An emergency travel advance may be obtained from the U.S. Narshal. 
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Advances should not be given to non-Department of Justice personnel. 
Exceptions may be made for state and local officials in cases where there 
is no money in the state or local budgets to pay for the travel. A letter 
from the U.S. Attorney explaining the hardship, along with the Official 
Travel Request and Authorization, should be sent to the Deputy Director of 
the Executive Office prior to the travel. The certifying officer in the 
u.s. Attorney's office must take the responsibility to see that the 
advance is paid back by submitting a voucher to Fiscal Services, Justice 
Management Division, to clear the advance. 

If travel expenses are paid for non-Department of Justice personnel~ 
the traveler should pay the expenses and then seek reimbursement from the 
u.s. Attorney's office. Itemized travel expenses and receipts, not to 
exceed government rates, should be submitted for review by the certifyilli; 
officer before payment is made. After all valid expenses have been 
approved, the certifying officer should attach an OBD-50 (Voucher Cover 
Sheet), along with the receipts, to the U.S. Marshal's office for 
disbursement. Regardless of the method of payment, such expenses are till 
be deducted from funds made available in the U.S. Attorneys' travel 
allocation. 

10-3.540 Foreign Travel 

The Executive Office requires at least two weeks' advanc~ 
notification of proposed foreign travel. Definite dates of travel do nox 
need to be provided for purposes of this notification; however, the 
approximate period of time in travel status must be indicated so that Cl1il 

estimate of per diem expenses can be computed. Two weeks' advanc~ 
notification is required so that necessary coordination can .~ 
accomplished within the Department and with the Department of State. 

In order to insure that the international ramifications of propose:tl 
foreign travel are fully considered, each travel proposal must receive the 
consent of either the Office of International Affairs in the Crimina~ 
Division or the Office of Foreign Litigation in the Civil Division. The 
Executive Office also requires the consent of that section of thre 
organization having general supervisory responsibility over the type of 
case to which the travel pertains. If preliminary contact has been mad~ 
with either organization, this request should indicate the name(s) d£ 
individuals who are familiar with the proposed travel. 

All foreign travel by employees occupying Executive Schedul~ 
positions must be authorized by the Attorney General. See OBD Orde~ 
2200.lA, para. 2.9 (November 14, 1977) for procedure. 
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Foreign travel requests may be submitted on an OBD-1 Official Travel 
Request and Authorization forru, or in a teletype message transmitted to 
the Executive Office. In either case, the request must provide all 
applicable information as indicated in the following format. If the 
request is submitted in a teletype message, items responding to the 
following format may be listed in numerical sequence corresponding to the 
format. 

10-3.550 

1. Names of individuals travelling abroad for purposes of investi
gation with titles, district, FTS and home telephone numbers: 

2. Name of case: 

3. What is the nature of the case (briefly)? 

4. Is the prosecution of foreign national foreseen? 

5. Purpose of investigation; in particular specify interviewing 
witnesses, taking depositions, or conducting other investigation: 

6. Has Interpol or other police agency cleared visit and are local 
police prepared to cooperate? Please explain in detail. 
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7. Have foreign embassy, consular, or diplomatic officials been 
consulted regarding travel? If so, whom? 

8. Are the individuals travelling abroad in possession of official 
government passports? Have the passports been appropriately visaed? 

9. How sensitive is the case in your estimation? 

10. Names and nationalities of persons to be interviewed or deposed: 

11. Itinerary: 

12. If assistance of American embassy/consulate or other personnel 
is required, (~, consular officer to administer oath) or if office 
space at post is required, please specify: 

13. If assistance of stenographer, court reporter or interpreter is 
desired, please provide Department of Justice appropriate number and 
fund code: 
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14. Any other details which would help us and that we should 
know to ensure that difficulties do not arise: 

15. Approving offices in legal divisions, Department of Justice: 

16. Approving official in Office of International Affairs: 

10-3.550 First Class Transportation 

First class transportation may only be authorized by the Director, 
Executive Office for U.S. Attorneys, in accordance with the criteria 
established in Department of Justice Order 2 200. 11 (May 15, 1984) . All 
requests for first class transportation must be submitted in advance to 
the Executive Office for review and approval. 

10-3.560 Relocation 

New or transferring employees may be entitled to reimbursement for a 
number of expenses such as moving costs, shipment of privately owned 
vehicles outside of the United States; transportation of a mobile home, 
transportation and storage of household goods and/or personal effects; 
allowances relating to real estate transactions such as the sale of a 
home, purchase of new home, or settlement of unexpired lease; round-trip 
travel to seek permanent residence quarters; allowances for expenses while 
occupying temporary quarters; or travel allowan~e. New appointees are 
entitled to relocation expenses only in circumstances governed by the 
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travel regulations and employees transferring within the Department of 
Justice only when the transfer is determined to be primarily in t he 
interest of the government and not primarily for the benefit of t he 
employee. The eligibility of new or transferring employees to relocation 
expenses is depicted in Travel Regulations figure 2.1.2, DOJ Order 
2200.11, pg. 2-1 (November 14, 1983). Authority to authorize such 
expenses rests with the Director of the Executive Office for U.S. 
Attorneys. Decisions will be made upon written justification submitted 
over the U.S. Attorney's signature. Oral commitment will not be given in 
advance by the Director or any member of his staff. 

Payments of relocation costs will not be considered when the employee 
has requested the transfer for his or her own benefit. 

Payments of relocation costs also will not be considered unless the 
U.S. Attorney shows evidence that every effort was made to find applicants 
from the local area. (Example: submit evidence of advertising in t he 
local newspaper, local bar association newsletter or nearby law schools .) 
When all efforts to hire someone locally have failed, the U.S. Attorney 
may then seek out employees from other areas with the particular expert ise 
to fill the position. 

When the above requirements are met the U.S. Attorney may request 
authorization of relocation expenses for a new or transferred employee . 
The U.S. Attorney should send a memorandum to the Director of t he 
Executive Office for U.S. Attorneys containing a justification for 
authorization of these expenses. The justification should state why local 
applicants were not acceptable. A copy of the employee's SF-52, Request 
for Personnel Action, should be attached. The Executive Office for U.S. 
Attorneys will take the request under advisement, and inform the U.S. 
Attorney of the Director's decision when the prospective employee 's 
appointment is approved. If relocation expenses are authorized, the U.S. 
Attorney must complete a DOJ-501 (Official Travel Request a nd 
Authorization), a DOJ-502 (Supplement to Official Travel Request and 
Authorization), and an OBD-33 (Service Agreement--Relocation Allowances ). 
These forms must be sent to the Executive Office for U.S. Attorneys for 
confirmation of exact entitlements. 

There is no separate fund available for the payment of relocation 
expenses. Funds expended for such purposes reduce the amount of funds 
available for payment of litigation costs in your offices. Accordingly. 
the cost of relocation expenses should be borne by the individual 
districts which initiate the employment actions. Hence, effective 
March 1, 1986 the cost of relocation expenses which are approved by the 
Director, Executive Office for U.S. Attorneys will be assessed against 

JANUARY 27, 1986 
Sec. 10-3.560 
Ch. 3, p . 40 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

individual districts, through a combination of reduced financial 
allowances and workforce levels. For example, in the event that a 
relocation expense in the amount of $20,000 is approved for an attorne y , 
this sum would be recouped by reducing the financial allowance and/or the 
attorney workyear level of the requesting district to achieve offsetting 
reductions. 

Since U.S. Attorneys' Offices have relatively few changes in duty 
station or overseas assignments, the preceding paragraphs do not contain 
detailed explanations regarding relocation entitlements. Further 
information may be obtained from DOJ Order 2200.11 (November 14, 1983), or 
by contacting the Executive Office for U.S. Attorneys. 
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10-4.000 PROCUREMENT/PROPERTY MANAGEMENT 

10-4.100 ADVERTISING 

10-4.110 Legal Advertising 

All advertising and publication on behalf of the United States, when 
required by law, rule of court, or court order is authorized generally and 
may be paid for at a price not to exceed the commercial rates charged to 
private individuals, with the usual discounts, without Departmental 
approval. Invoices of this type are payable through the U.S. Marshal . 

Advertising under the name of the U.S. Attorney or clerk of the court 
will be handled by the U.S. Attorney, who will also advi~e the U.S. 
Marshal on the manner of the publication. Such advertising is considered 
a litigation expense and therefore requires no prior authorization. An 
"Advertising Order," SF 1143, should be prepared in triplicate, fully 
executed and certified. 

The Advertising Order should be worded, or such information added to 
the printed matter appearing on it, so that the style of type, setup, and 
rate applicable are clearly shown. Instructions on the Advertising Order 
form require the matter to be set solid. Therefore, all published matter 
must be set solid as required, unless otherwise specially authorized by 
the Department . When the matter is not to be set solid, typewritten 
instructions to this effect should be added to the form. The copy of 
material to be printed accompanying the order should also be prominently 
marked as to whether or not it is to be set solid. This marking should 
correspond to the instructions on the Advertising Order. Where it is the 
local practice to publish legal notices with paragraphs arid display 
headings and no deviation from this practice is permitted, the Department 
has no objection to following the local practice but payment will be made 
for only the same necessary for setting up solid. 

Copies of the advertisement must be attached to the original and 
duplicate copies of the Advertising Order. 

In those cases where multiple bills or invoices are received from a 
single newspaper publisher for advertisements over an ~xtended period of 
time, and no objection is raised by such publisher to making a single 
payment, such may be processed for payment on a single OBD-50, "Voucher 
Cover Sheet," attaching copies of the various SF 1143's as supporting 
documents. 
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10-4.120 Employment Advertising 

Offices are generally encouraged to use publicity and other forms of 
unpaid advertisement to attract applicants, i.e., local state employment 
service, legal bulletins, public service announcements, etc. However, it 
may occasionally be appropriate to use paid advertisements. For non
attorney advertisements, the concurrence of the U.S. Office of Personnel 
Management is required. Contact the Personnel Section, Executive Office 
for U.S. Attorneys, for procedures and help in obtaining this concurrence. 

Complete procurement authority has been delegated to the Assistant 
Attorney General for Administration. With the exception of legal 
advertisements (covered in the following section), authority has not been 
redelegated to the U . ~. Attorn ys. See 28 C.F.R. §0.140; 44 U.S.C. 
§§3702, 3703; 5 U.S.C. !~"'."{b). Furthe;:-Yolume 35 of the Decisions of 
the Comp t r o 1 1 e r Ge n e r a 1 (7 - 6 7) , Re f e r e n c e B-:- l 2 5 6 3 0 , pp . 2 3 5 - 7 , 
specifically prohibits ratification of invoices "after the fact." This 
means that bills incurred without prior approval cannot be authorized for 
payment. 

The correct procedure for obtaining approval for advertising, other 
than legal, is as follow: 

A. Complete Form SF 1143, "Advertising Order," only up to the point 
beginning, "Instructions to Publishers," and attach a separate sheet of 
plain paper on which is typed the advertisement as you would like it to 
read . 

B. Forward the original plus three copies of the above form to the 
Executive Office for U.S. Attorneys, Attention: Personnel Section and 
retain one copy for your files. 

C. Executive Office staff will obtain the necessary approval. 
(Because wording of advertisements for personnel must be approved by the 
Office of Personnel Management and if this approval has not already been 
obtained locally, wording may be altered slightly from the original 
request to comply with Office of Personnel Management requirements.) 

D. The signed Form SF 1143 (indicating approval) will be returned to 
the U.S. Attorney, whereupon he/she may contact the newspaper a.nd arrange 
for the advertisement to be run. 

E. The newspaper will complete the back of the form and submit it, 
with a copy of the advertisement, to the Accounting Section for payment. 
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Please note that when requesting dates for the advertisement to be 
run, sufficient time should be allowed for processing through the various 
phases. If expedited treatment is required, please so specify on the 
request. 

10-4.200 PROCUREMENT 

10-4.220 Printing 

The Regulations governing printing, duplicating, copying and related 
services are as follows: 

Title 44, United States Code 
Government Printing and Binding Regulations, No. 24, April 1977 
Federal Property Management Regulations (FPMR) 
Code of Federal Regulations, Title 41 (CFR) 
Department of Justice Order 2510.9 (Nov. 24, 1975) 
Department of Justice Order 2510.10 (Dec. 7, 1979) 
Department of Justice Order 2520.4 (Aug. 22, 1979) 
Justice Publications and Printing Guide, May 1977 

10-4.221 Printing - General 

All printing must be authorized in advance by the Support Services 
Office, Facilities Management and Support Services Staff of the Executive 
Office for U.S. Attorneys, notwithstanding instructions from other offices 
of the Department. In some cases, this can be a one-time approval, 
written or verbal, for a particular type of job; in all case·s, authority 
must be obtained in advance. 

Requests for the printing of forms, labels, letterhead, envelopes and 
all other printed re-quirements should be submitted on Form DOJ-2, "Print
ing Requisition." Wherever possible, submit artwork previously done, 
"camera ready" copy or samples of the printed matter (include 3 samples if 
available). Indicate required delivery date and complete shipping (not 
mailing) address on all requests. An indication of "ASAP" as a delivery 
date is not acceptable. In determining required delivery, -allow time for 
mailing and processing of the request and shipping time for the completed 
job. In general, letterhead takes about 4 weeks to complete; envelopes, 6 
weeks; labels, 4 weeks; single sheet forms, 4 weeks; publications, 8 
weeks; snap out multi-copy, 6 weeks. If proofs are required, add 
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approximately 2-3 additional weeks. Letterhead and other single-page jobs 
requiring 5000 copies or less can be done on a "rush" basis if such need 
is indicated. 

Premium prices (several times the normal rate) are paid when printing 
jobs have to be expedited and/or overtime paid. Someone in each U.S. 
Attorney's office should be designated as the person responsible for 
maintaining printed supplies and reordering before these "rush" procedures 
become necessary. The greatest expense in printing is not the number of 
copies but the initial set-up charges on each job. Forms and letterhead 
as well as envelopes should be ordered in sufficient quantities to make 
reprinting as infrequent as is reasonable. Suggested quantities are a 
six-month to one-year supply. 

The following general rules are provided for informational purposes: 

A. Personal names on any printed items are not permitted. 
Letterhead and busines~ cards using the Department of Justice seal may be 
printed for official use at the user's personal expense. Sources and 
"camera ready" copy for t .e Department of Justice seal are available from 
the Support Services Office of the Facilities Management and Support 
Services Staff, Executive Of fire for U.S. Attorneys. 

B. On U.S. Attorney letterhead, one main Fl'S and one main commercial 
phone number and the return address of the office may be printed. The 
standard format and size accepted and designated by the Joint Committee on 
Printing and the Department of Justice Design Standards must be used. 

10-4.222 Consultation Services on Publishing Projects 

Justice Publications Service is available to consult with the user on 
printing and publishing methods and sources. When a publication is 
required, the Chief of the Publications Management Unit, FTS 633-3215, 
should be consulted for preliminary guidance. 

Follow the guidelines on page 23 of the Justice Publications and 
Printing Guide for preparation of mate~ial to be typeset. For camera 
ready copy, see additional guidelines on page 24 of the Printing Guide. 
In addition, the folio numbers on all camera ready copy should be in 
non-photo blue pencil. 
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10-4.223 Printing of Official Court Instruments 

The printing of official court instruments should always receive 
advance approval. Such approval and requisition number should be obtained 
from the Publications Management Unit (JPS), FTS 633-3215 and the 
Executive Office. This can be done by telephone. If the need is 
recurring, a DOJ-2 should be forwarded to the Executive Office requesting 
that a contract be negotiated through the Government Printing Office for a 
fiscal year period. On the basis of such contracts, U.S. Attorneys may 
place orders directly with the public printer. (U.S. Government Printing 
Office, Regional Pr-int ing Procurement Offices.) 

C011DDercial printing bills, other than for services obtained through a 
regional Government Printing Office, should be paid through the U.S. 
Marshal. Upon completion of the work, the printer should execute a 
voucher on SF 1034. The printing charges must be itemized therein. The 
following certification must be on or attached to all vouchers involving 
payment for field printing. It must be signed by the responsible officer 
in the field under whose authority field printing is procured. 

I hereby certify as responsible officer that the field printing 
covered by this voucher was procured in accordance with the app 1 icab le 
Government Printing and Binding regulations of the Joint Committee on 
Printing. 

Si~ned: 
United States Attorney 

The voucher should be certified by an authorized certifying officer 
and transmitted to the U.S. Marshal for payment. 

Services approved by JPS and obtained through a regional government 
printing office are always billed to and paid in Washington, D.C~ 

28 U.S.C. S915(b) provides that "In any civil or criminal case the 
court may, upon the filing of like affidavit, direct tl:iat the expense of 
printing the record on appeal, if such printing is required by the 
appellate court, be paid by the United States, and the same shall be paid 
when authorized by the Director of the .Administrative Office of the United 
States Courts." Printing expenses in such cases are not payable from 
Department of Justice appropriations but must be paid by the 
Administrative Office of the U.S. Courts. 
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10-4.224 Reporting Requirements 

The following reports should be submitted to: 

Assistant Director for Publications Services 
Records and Publications Staff/OPA/JMD 
Room B-244, 10th and Pennsylvania Avenue, NW 
U.S. Department of Justice 
Washington, D.C. 20530 

A. Commercial Printing Report (JCP Form 2) 

This report is required on a semi-annual basis and covers all 
transactions concerning composition, printing, binding and blank book work 
procured from commercial sources other than those obtained through a 
regional Government Printing Office during the reporting period. The 
period October through March is due in the Publications Management Unit 
(JPS) on or before April 15 and the reporting period April through 
September is due in JPS on or before October 15. The JPS Form No. 2 is 
filed in triplicate . A negative report is necessary and may be submitted 
by memorandum. See Department of Justice Order 2510· •. 9 (Nov. 24, 1975), 
paragraph 40b. Any questions may be addressed to the Chief, Publication 
Management Unit on FTS 633-3215. 

B. Duplicating Production (Form DOJ-369) 

This report covers all production data for duplicating equipment in 
headquarters and field offices used to produce reportable duplicating. 
This is defined as any job exceeding 500 production units of any one page 
or 25,000 production units in the aggregate of multiple pages. This form 
should be submitted to JPS within 20 days after the close of each quarter, 
i.e., January 20, April 20, July 20 and October 20. Negative reports 
~ld be sent. See Department of Justice Order 2510.9 (Nov. 24, 1975), 
para. 40e. --

10-4.230 Purchase of Equipment (Other Than Word Processing) 

10-4.231 General 

This category includes furniture, machines, draperies, carpets, 
pictures, and other miscellaneous .items. All requests for equipment, 
machines, etc., with the exception of books and other publications, and 
notwithstanding instructions from other offices, must be submitted to the 
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Support Services Office of the Facilities Management and Support Services 
Staff, Executive Office for U.S. Attorneys in. advance of the purchase. 
These requests must be submitted on an OBD-186, "Requisition for 
Equipment, Supplies, or Services." 

10-4.232 Criteria 

Some criteria for approval of requests for equipment are listed 
below. Standards are listed by priority. 

A. Equipment Purchase (furniture, machines) 

l. New furniture for newly-allocated positions. Standard items 
approved with justification and reference to date of new 
allocation(s): 

ATTORNEY PERSONNEL NON-ATTORNEY PERSONNEL 
desk desk 
chair chair 
chairmat chairmat 
2 side chairs typewriter 
credenza and/or table transcriber 
dictating machine (if use is standard 

(if use is standard operating policy) 
office pol icy) 

Traditional executive furniture is approved for the U.S. 
Attorney and the U.S. Attorney's secretary, (and paid supervisory 
Assistants in larger districts) and "unitized" wood furniture for 
other staff. Other items must be specifically justified. 

2. New equipment essential to office operation. Example: 
calculators, new systems such as dictation equipment, items of 
furniture not listed in standards. 

Specific justification is required on all requests in this 
category. Justification should include such information as what is 
requested, who will use item and for what specific purpose, what 
conditions have changed within the office making the equipment 
currently used inadequate or creating the need for new types of 
equipment, and how is need currently handled. 

3. Replacement of worn out furniture and equipment used by a 
specific staff member. 
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Required justification ~hould include age and general 
description of equipment to be replaced, history of repair costs if 
deemed appropriate, planned disposition of old equipment (excess, 
trade-in, etc.). See 41 C.F.R. 5101 for standards to replace 
furniture and equipment. See also 41 C.F.R. 5101-25.403 and PROPERTY 
MANAGEMENT, USAM 10-4.300.- --

4. Replacement, or new purchase of furniture not used by 
specific staff members that are not essential to daily office 
operations. Example: conference room furniture, library furniture, 
carpet, draperies, etc. 

Required justification should include: whether an item is a 
replacement or a new purchase, where it will be used and for what 
purpose, plus any additional information deemed appropriate to 
include. 

Furniture standards for these types of items are as follows: 

B. LIBRARY. Sufficient freestanding bookshelves (wood if desired) 
for all existing volumes and approximately 200 linear feet for expansion, 
work space within the library, such as tables and chairs or carrels for a 
limited number of people, depending on the size of the library. 

C. CONFERENCE BOOM. Conference table, 8-12 chairs, telephone stand. 

D. RECEPTION AREA. Coffee or end table, 6-8 chairs, smoking stand. 
In the headquarters office only, a settee may be substituted for 3-4 
chairs. 

E. VISITING ATTORNEY OFFICE (if applicable). Desk, chair, chairmat, 
side chair. 

F. CARPET. Provided for all office space except closets, storage 
rooms, etc. Cost limits are $10.00 per square yard plus padding and 
installation costs. 'nle U.S. Attorney's private suite may have any carpet 
on the General Services Administration schedule. 

G. DRAPERIES. Provided for offices of the U.S. Attorney, his/her 
secretary and designated division chiefs/paid supervisors/Assistants. 
Requests for draperies in other offices are reviewed and approved 
depending on availability of funds and justification provided. 
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H. FILING EQUIPMENT. Basic types of filing equipment are: 

1. Standard legal and letter-size filing cabinets; 

2. Lateral file cabinets; 

3. Power files (.!..:.£.:.., Lektrievers); 

4. Space-saver files which are not automated (!..:..l.=.., Times II); 
and 

5. Security file cabinets with combination lock or lock bar. 

Justification for filing equipment must include answers to the 
following: 

1. How long are closed files kept before forwarding to the 
Federal Records Center? 

2. When were files- last sent to the Center? 

3. How many filing inches in your office at present? What is 
the anticipated increase over the next year? 

4. Are any cabinets ou present inventory being replaced by those 
requested? 

5. In the case of power files, the following information is also 
required: 

a. A floor load study by the building manager must be 
included in the request. 

b. Why will other types of filing equipment not meet office 
needs? Power files are quite expensive, require maintenance, 
cost approximately $2,500 to move, and cause stress to floor 
space. Only one person at a time can use a power file and, in 
the case of breakdowns, they can be used either with great 
difficulty or not at all. 

6. Special requirements - ~security storage for grand jury 
material. 

See 41 C.F.R. §101-25.301 for details of justification requirements. 
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10-4.233 Procedure 

All items must be purchased under the General Services Administra
tion's (GSA) Mandatory Use Contract Schedules. Open market procedures may 
be used if no GSA schedules are available for item(s) desired or if a 
waiver is requested and obtained from GSA. The Support Services Office of 
the Facilities Management and Support Services Staff will work closely 
with any office involved in an open market procurement. All approvals for 
purchases are dependent on the availability of funds. Although these 
standards constitute basic office policy, they are subject to change due 
to special or unusual circumstances. 

When submitting requests, please note the following: 

A. Information for requesting supplies and equipment can be obtained 
from the following sources: Regional GSA customer service. Numbers are 
located in GSA supply catalogs; and Federal Supply Schedules (GSA 
contractor listings) and various brochures. These may be obtained on a 
regular bas is from GSA in Denver by submitting GSA Form 45 7. See 
instructions in the back of the GSA Supply Catalog marked GUIDE. 

B. Requests on Form OBD-186 should be as complete as possible 
including estimated price. Provide stock and model numbers, color 
selection, and any other information necessary to place an accurate order 
with the vendor. In the case of typewriters, provide model number, 
carriage width, requirement for legal keyboards, and typestyles selected. 
In the case of books, indicate whether or not you wish updates to be 
ordered automatically. If ~his is the case, please type the following in 
the body of the request: "Please put this publication on automatic 
continuation." 

There is a distinction in the justification required. The Executive 
Office for U.S. Attorneys requires a Justification of Need. This is then 
compared with other U.S. Attorneys' needs and against available funds. 
After a request is funded by the Executive Office, further justification 
is usually required to meet federal procurement regulations. All 
administrative officers should become familiar with 41 C.F •. R. § 101. Keep 
in mind that the justification at this point should contain the salient 
characteristics necessary to meet the requirements of the activity and the 
reason for each particular characteristic. This is especially important 
if a specific characteristic limits the range of competition. When 
Justice Procurement does a cost analysis with the various products on 
schedule which meet the requirements, the administrative officer may be 
called on to compare the lowest priced item with the suggested source. 
Once this is accomplished, either a written acceptance of the lowest 
priced item or a justification stating specifically.why the lowest priced 
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item cannot meet the requirements must be submitted to Justice Procurement 
for further determination. 

A description of the flow of requests submitted to the Executive 
Office follows. Note that requests for various items are routed 
differently. Please put items from different categories or vendors on 
separate request forms. This will avoid the need for Executive Office 
personnel to rewrite or return requests and will eliminate delays in 
filling needs of the U.S. Attorneys. 

OBD-186 need only be used for the first page of each request. If 
continuation sheets are necessary for _itemization and/or justification, 
plain bond paper may be used. Indicate the requisition number on each 
sheet and provide an original plus three copies. 

Flow Charts for Various Requests: 

A. Standard furniture/equipment/supply requests: 

1. Received in the Support Services Office of the Facilities 
Management and Support Services Staff, Executive Office for U.S. 
Attorneys, 

2. Reviewed by Support Services Manager for appropriate 
justification and availability of funds, 

3. Approved or disapproved, and 

4. Support Services Office then: 

a. returns denied or incomplete request to U.S. Attorney 
with explanation, or 

b. arranges for document control number to be assigned and 
status letter to be sent to the district, and forwards two 
copies of approved request to the Procurement Unit, one copy to 
the Fiscal Services Unit, Justice Management Division (JMD) for 
obligation purposes, and retains one copy for Executive Office 
files. 

B. Printing requests: 

1. Received in Support Services Office of the Facilities 
Management and Support Services Staff, Executive Office for U.S. 
Attorneys, 

2. Reviewed by Support Services Manager, and 
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3. As above, steps 3 and 4. 

C. Copier requests: 

1. Received by Support Services Office of the Facilities 
Management and Support Services Staff, Executive Office for U.S. 
Attorneys, 

2. Reviewed by Support Services Manager, 

3. Forwarded to -Justice Publications Service for review and 
approval by Copying Specialist, 

4. Returned to the Executive Office, and 

5. As above. steps 3 and 4. 

NOTE: Material Management Staff, (JMD) reviews all requests, both 
purchase and rental, before being forwarded to the Procurement 
Unit. 

For all requests processed through the Procurement Unit: A copy of 
the purchase order is received in the Executive Office and matched with a 
copy of the original request. The amount on the purchase order is 
compared with the amount on the request and an appropriate adjustment is 
made. The request and purchase order are filed by district. 

When goods are received or services rendered, a copy of the receipt 
package is sent to the Support Services Office of the Facilities 
Management and Support Services Staff, Executive Office for U.S. Attorneys 
for proper closing of the action filed. 

10-4.240 Books 

Historically, in excess of one-half of the budget provided for 
equipment purchase has been spent on new publications or upkeep for 
existing ones. Because of this expense, the following should be 
considered before requesting books: 

A. Does the office already have at least one copy/set of the item 
requested? If so, what is the need for multiple copies? 

B. How often will this publication be used? I£ use is infrequent, 
is there another library where the book/set could be borrowed as needed? 
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C. Will upkeep (.!..:.l.:.., pocket parts) be necessary? If so, how much 
will they cost? 

D. What will be the consequences if the book/set is not purchased? 

SUGGESTION: Periodically review publications being received on a 
regular basis. If publications are found to be no longer needed, consider 
stopping subscriptions and excessing inventory. In all cases, review 
carefully the complete subscription listing sent to each office 
approximately each July for unnecessary books/sets. 

At the beginning of the fiscal year a budget will be allocated to 
each U.S. Attorney by the Executive Office for use during that fiscal 
year. This budget includes the cost of all continuing subscriptions, 
pocket parts, bound volumes and new purchases, legal or other. Each U.S. 
Attorney will be provided a monthly list of all items ordered on a 
continuing basis to date in the current fiscal year as well as new 
one-time publications ordered to date. The September listing will contain 
all publications ordered for the entire year and should be saved from one 
year to the next. One person should be delegated in each office to be 
responsible for maintenance of this budget, i.e., to verify lists as 
described above, and to sign all requests. 

10-4.241 Ordering Procedures . 

Ordering procedures for pub 1 ic-at ions are as fol lows : 

A. Complete Form OBD-186 (requisition form) as usual, with the 
following exceptions: 

1. Block 1 - assign a sequential number, beginning with "l" each 
fiscal year for library purchases only. 

2. Block 11 - assign appropriation or cost center code only as 
follows: Fiscal Year - E40 99 - district number - city code. 
Example: A FY 1982 request for Newark, New Jersey, would read 
2E409950ne. (City codes are listed in this section.) 

3. Block 12 - only the person designated to be responsible for 
the publications budget and to authorize purchase against it should 
sign. 
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4. Block 21 - Fill in the "ship to" address ONLY if there is a 
permanent change to the address or if a new branch office has been 
established. Otherwise, this block should be left blank. 

B. Forward request DIRECTLY to the Department of Justice Library for 
processing. (Executive Office approval is no longer required.) 

C. Library staff will prepare purchase order and forward to 
publisher. 

D. Invoices will be sent directly to the library and forwarded to 
the Fiscal Services Unit, Justice Management Division for payment with or 
without the receipt copy. Refunds will later be sought should it become 
necessary. Where necessary, advance payments will be made. 

E. Questions concerning status or problems should be referred to the 
Acquisitions Section, Main Justice Library on FTS 633-3775. 

F. Any publication which is on an automatic renewal status will 
appear in the reports with a beginning and ending subscription date. 
These will not require a new OBD-186 each new fiscal year. Any 
publication which shows only one subscription date does require a new 
OBD-186 at the beginning of each fiscal year. Please check the September 
reports carefully for the exact status of each publication. If there is a 
question, it may be referred to the library on FTS 633-3115. 

The following items are provided automatically, without request, and 
with distribution as shown. Cost of these items (initial supplies only) 
is not deducted from district library budgets. 

A. Public and Private Laws - One copy to each U.S. Attorney's 
headquarters office as printed. 

B. Position Classification Standards - One set currently located in 
all U.S. Attorneys' headquarters offices; upkeep ordered automatically. 

C. Handbook X-118 - Same as item B. 

D. U.S. Government Manual - One copy ordered annually for each U.S. 
Attorney's Office, both headquarters and branch offices. 

E. 831-1 (Retirement), 871-0 (Life Insurance) and 891 Federal 
Employee Health Benefits Program - Same as item B. 

F. Federal Criminal Trials - One copy ordered automatically at 
original printing for each U.S. Attorney and each Assistant U.S. Attorney. 
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Additional copies available through Support Services Office of the 
Facilities Management and Support Services Staff, Executive Office. For 
other than U.S. Attorney personnel, copies are available through the 
Govern~entPrinting Office, Superintendent of Documents. 

G. Federal Rules of Civil Procedure - One copy ordered automatically 
at original printing for each U.S. Attorney and each Assistant U.S. 
Attorney handling civil cases. Additional copies are available by 
telephone request to the Support Services Office. 

H. Federal Rules of Criminal Procedure - Same as item G, but for 
attorneys handling criminal cases. 

I. Georgetown Law Journal - An initial supply is ordered for each 
U.S. Attorney's office. Additional copies are available through the 
Support Services Office. 

J. From time to time, other publications are ordered and distributed 
to U.S. Attorneys' offices as deemed appropriate. When such orders are 
placed, U.S. Attorneys will be .notified that individual requests are not 
required. 

A basic list of library materials is provided below for reference. 
All districts will not require all items on the list; it is merely a 
guide. Additional information or assistance may be obtained by calling 
the Department of Justice Library. 

U.S. Code State Reports ** 
U.S. Code Annotated State Statutes Annotated ** 
Code of Federal Regulations* Regional Reporter** 

Federal Register Shepard's Regional Reporter 

U.S. Reports* Citations** 

Supreme Court Digest (West) American Jurisprudence 

Shepard's U.S. Citations Moore's Federal Practice or 
Wright's Federal Practice 

Federal Reporter 
Law Week and Criminal Law Reporter 

Federal Reporter, 2d 
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Witmore on Evidence or 
Federal Supplement McCormack on Evidence 

Shepard's Federal Reporter Wharton's Criminal Evidence and 
Procedure 

Federal Rules Decisions 
Devitt & Blackmar's Federal Jury 

Modern Federal Practice Digest Instructions 

West's Federal Digest 2d West's Federal Forms 

Weinstein's Evidence Subscriptions to two law reviews, 
if desired 

*From Distribution Unit, Department of Justice, through Executive Office. 
**State or regional publication appropriate for the area involved. 

CITY CODES 

City Code 

ALABAMA, Birmingham bi 
Mobile mb 
Montgomery mn 

ALASKA, Anchorage an 
Fairbanks fa 

ARIZONA, Phoenix ph 
Tucson tu 

ARKANSAS, Fort Smith f s 
Little Rock lr 

CALIFORNIA, Fresno fr 
Los Angeles la 
Sacramento sa 
San Diego sd 
San Francisco sf 
San Jose sj 

COLORADO, Denver de 
Grand Junction .gj 

CONNECTICUT, Hartford ha 
New Haven nh 

Code 

DELAWARE, Wilmington wi 

DISTRICT OF COLUMBIA 
District Ct. wa 
Superior Ct. sco 
Superior Ct. Library scl 

FLORIDA, Ft. Lauderdale fl 

Jacksonville ja 
Miami m1 
Orlando or. 
Pensacola pe 
Tallahassee tl 
Tampa tm 
West Palm Beach pb 

GEORGIA, Atlanta at 
Augusta au 
Macon ma 
Savannah sa 
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CITY CODES 

City Code 

GUAM ag 

HAWAII, Honolulu ho 

IDAHO, Boise bo 

II.LCNOIS, Chicago ch 
Danville da 
East St. Louis es 
Peoria pe 
Springfield sp 

INDIANA, Fort Wayne fw 
Hammond ha 
Indianapolis in 
South Bend sb 

IOWA, Cedar Rapids er 
Des Moines dm 
Sioux City SC 

KANSAS, Kansas City kc 
Topeka to 
Wichita wi 

KENTUCKY, Lexington le 
Louisville lo 

LOUISIANA, Baton Rouge br 
Lafayette la 
New Orleans no 
Shreveport sh 

MAINE, Bangor ba 
Portland po 

MARIANA ISLANDS mi 

MARYLAND, Baltimore ba 

MASSACHUSETTS, Boston bo 
Springfield sp 

City Code 

MICHIGAN, Bay City be 
Detroit de 
Flint fl 
Grand Rapids gr 

MINNESOTA, Minneapolis mi 
St. Paul sp 

MISSISSIPPI, Aberdeen ab 
Biloxi bi 
Jackson ja 
Oxford ox 

MISSOURI, Kansas City kc 
St. Louis sl 
Springfield sp 

MONTANA, Bfllings bi 
Butte bu 

NEBRASKA, Lincoln li 
Qnaha om 

NEVADA, Las Vegas lv 
Reno re 

NEW HAMPSHIRE, Concord co 

NEW JERSEY, Camden ca 
Newark ne 
Trenton tr 

NEW MEXICO, Albuquerque al 

NEW YORK, Albany al 
Brooklyn br 
Buffalo bu 
New York City ny 
Rochester ro 
Syracuse sy 
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CITY CODES 

Code 

NORTH CAROLINA, Asheville as 
Charlotte ch 
Greensboro gr 
Raleigh ra 

NORTH DAKOTA, Bismark bi 
Fargo fa 

OHIO, Akron ak 
Cincinnati ci 
Cleveland cl 
Columbus co 
Dayton da 
Toledo to 

OKLAHOMA, Muskogee mu 
Oklahoma City oc 
Tulsa tu 

OREGON, Eugene eu 
Portland po 

PENNSYLVANIA, Erie er 
Harrisburg ha 
Lewisburg le 
Philadelphia ph 
Pittsburg pi 
Scranton sc 

PUERTO RICO, Hato Rey hr 

RHODE ISLAND, Providence pr 

SOUTH CAROLINA, Charleston ch 
Columbia co 
Greensville gr 

SOUTH DAKOTA, Pierre pi 
Rapid City re 
Sioux Falls sf 

Code 

TENNESSEE, Chattanooga ch 
Greenville gr 
Knoxville kn 
Memphis me 
Nashville na 

TEXAS, Austin au 
Beaumont be 
Brownsville br 
Corpus Christi cc 
Dallas da 
El Paso ep 
Fort Worth fw 
Houston ho 
Laredo la 
Lubbock lu 
San Ant·o.nio sa 
Tyler ty 

UTAH, Salt Lake City sl 

VERMONT, Burlington bu 
Rutland ru 

VIRGIN ISLANDS, Christiansted ch 
Charlotte Amalie ca 
St. Thomas st 

VIRGINIA, Alexandria al 
Newport News nn 
Norfolk no 
Richmond ri 
Roanoke ro 

WASHINGTON, Seattle se 
Spokane sp 
Takoma ta 
Yakima ya 
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CITY CODES 

Code 

WEST VIRGINIA, Charleston ch 
Elkins el 
Huntington bu 
Wheeling wh 

Code 

WISCONSIN, Madison ma 
Milwaukee mi 

WYOMING, Cheyenne ch 

10-4.250 Rental of Equipment (Other Than Word Processing) 

10-4.251 General 

This category includes copy machines and miscellaneous equipment. 

10-4.252 Copier Equipment 

A. Normal Procedures 

Procedures for rental and criteria for approval are as follows: 
Requests for copying equipment should be submitted on Form OBD-186 and 
justification must be submitted on Form DOJ-450 (See Department of Justice 
Order 2510.9 (Nov. 24, 1975) and accompanying JUStice Publications and 
Printing Guide). On request form, list any equipment to be replaced by 
serial number(s), model number or name, and purchase order in effect at 
the time of request. Give a complete description of the item(s) 
requested, including any accessories, and specify rental plan desired. In 
the case of most lease plans, removal of equipment will not be authorized 
before the end of the lease period if any cancellation penalty is 
involved. If help is needed in selecting equipment, contact the Support 
Services Manager, Executive Office, or the Copy Specialist in the Justice 
Publications Service. Generally, the most economical equipment (based on 
number of copies per month and special features required) will be 
selected. If there are special reasons for selection of a certain brand 
or model which is not the most economical, justification should be 
provided. Refer to Copier Matrix which is provided yearly by the Copy 
Specialist as a guide to copier selection. 

B. Emergency Temporary Procedure 

In the case of an emergency temporary requirement (90 days maximum) 
rentals under SF 44 authority may be used. Executive Office approval must 
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be requested in writing prior to renting. This may be accomplished by 
teletype and should be followed up with a confirming Form DOJ-450. 
Additionally, telephic approval by the Copy Specialist on the selection 
must be obtained. 

C. Reporting Requirements 

Form DOJ-369, "Copying/Duplicating Inventor~' must be completed 
quarterly (See Department of Justice Order 2510.9 (Nov. 24, 1975)) by all 
offices who have copier equipment regardless of brand. October through 
December 31 report is due January 30, January through March 30 is due 
April 30, April through June 30 is due July 30 and July through Septem
ber 30 is due October 30. Ail reports are mandatory and should be 
submitted directly to the Support Services Office of the Facilities 
Management and Support Services Staff, Executive Office. Any question may 
be addressed to the Support Services Manager or the Copy Specialist. 

D. Charges for Outside Use of Copier Equipment 

Copy/duplicating equipment rented for U.S. Attorney offices is 
intended for use by U.S. Attorney staff in the conduct of official 
business. In the case of outside use of this equipment, the following 
infonnat ion should be considered: charges collected for ou~ side use of 
the equipment are not refunded to the U.S. Attorney's appropriation but 
are returned directly to the U.S. Treasury. Any cost for use of this 
equipment (whether or not a charge is levied against the user) is paid 
from U.S. Attorney funds. 

Opposing counsel and other non-government users should be charged 
according to instructions given in USAM 1-5.130 (FOIA requests). In the 
case of voluminous documents to be copied, consideration should be given 
to reproducing the documents commercially, and billing the recipient 
directly. 

Use by other government offices/agencies should be considered only at 
the convenience of the U.S. Attorney's staff. In the case of extensive 
use, ti. S. Attorneys are encouraged to make informal agreements with the 
users to replace supplies and/or to provide operators. 

10-4.253 Miscellaneous . Equipment 

Miscellaneous equipment such as telecopiers, stitchers, water 
coolers, etc. should be submitted on Form OBD-186 with a sufficient 
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justification stating need, how need was met prior to request, etc. See 
USAM 10-4.233 on procurement procedures. 

10-4.260 Supplies and Services 

10-4.261 Supplies 

One person in each U.S. Attorney's office should be assigned the 
responsibility of ordering supplies and maintaining a simple inventory 
system. Quantity requirements should be estimated careful ly 1 to avoid 
overstocking and to keep the number of special requisitions at a minimum. 

10-4.262 Procedures for Obtaining Supplies 

A. General Services .Administration (GSA) Sel £-Service Stores: In 
those cities where the GSA Federal Supply Service operates retail stores 
convenient to U.S. Attorneys' o~fices, such stores _should be patronized. 
Applications for GSA store charge plates should be sent, in memorandum 
form, to the Support Services Office of the Fae i 1 it ies Management and 
Support Services Staff, Executive Office. Indicate in the memorandum both 
the GSA account code (refer to Department of Justice Order 2300.3 (July 2, 
1973)) and the appropriation code of your office. Use of these stores is 
limited to purchase of "consumable" supplies. Bills are sent from GSA 
directly to the Fiscal Services Unit in Washington, D.C. 

B. National Blanket Purchase Agreements: The Procur~ment Unit, 
Justice Management Division, automatically issues a number of National 
Blanket Purchase Agreements for supplies used Department-wide. Copies are 
provided to all potential users who may then place telephone or memorandum 
orders for items listed on the various agreements. The number of the 
agreement and "call number" of work should be given with each order and 
noted by the vendor on all invoices. 'nlere is a $500.00 limit on most of 
these orders unless otherwise noted on the agreement. Bills will be sent 
to the U.S. Attorney and should be receipted with the order numbers noted 
and forwarded to the Fiscal Services Unit, Accounting Section, Washington, 
D.C. 

c. Local Blanket Purchase Agreements: These agreements should be 
obtained when there is a recurring need for supplies from a particular 
vendor. 'nle term "local" refers to a need of a particular U. s. Attorney's 
office, not the geographic location of the vendor. Some examples of local 
blanket purchase agreements are a charge account at a nearby office supply 
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store or an agreement with a vendor for a particular or specialized item 
such as brief covers or exhibit labels. 'nlese purchase agreements have an 
indefinite status and do not need to be renewed yearly. Cancellation is 
made only at the request of the vendor or the U.S. Attorney's office. 
Efforts should be made to maintain the names of the individuals authorized 
to make purchases against the agreements current. Changes to or 
cancellation of an agreement can be accomplished by submission of Form 
OBD-186. Make sure agreement number is referenced. 

The number of _agreements is not limited; however, purchases are 
restricted to "consumable" supplies and services. No equipment may be 
ordered against these agreements. Bills are sent directly from the vendor 

to the Fiscal Services Unit, together with copies of in:lividual sales slips. 

D. GSA Depots: 'nlese orders are limited to "consumable" supplies. 
They may be placed via the FEDSTRIP ( SF-344) using procedures set· forth in 
Department of Justice Order 2300.3 (July 2, 1973). Bills are sent 
directly from GSA to Fiscal Services Unit. 

10-4.263 44 Authority 

A concerted effort should be made to use one of the four sources 
referenced in USAM 10-4.262. If a particular item is not available 
through one of these sources, additional authority in the form of Form 
SF-44 is available. Upon written request by the U.S. Attorney, one 
specific individual in a given office may receive Contracting Officer 
delegation to use the SF-44. 'nlis authority is NOT transferable. If any 
change is necessary, a memorandum requesting this change should be 
submitted to the Support Services Office of the Facilities Management and 
Support Services Staff. Please list the name of the individual who should 
receive this delegation as well as the name of the individual who is 
having this delegation rescinded. 

Form SF-44 may be used to purchase emergency supp_lies and services 
under the following conditions: 

A. 'nle amount of each individual purchase is $500 or less; 

B. 'nle supplies or services are immediately (locally) available; 

C. One delivery and one payment is.made; and 

D. Use of an SF-44 is determined to be more economical and efficient 
than use of other small-purchase procurement methods. 
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The SF-44 is limited to use outside of the Department for purchase of 
small quantities of materials, supplies and services necessary to 
accomplish the objectives of the operation, provided such expenditures are 
limited to emergency situations when normal channels are not available. 
It cannot be used as a means to circumvent purchase from a primary source 
in the absence of adequate written justification, or to make "split" 
purchase of like commodities in order to avoid monetary limitations. 
Additionally, the SF-44 may not be used for the purchase of supplies or 
services in the following categories: 

A. Office machines and equipment; 

B. Furniture, carpet, draperies, pictures, planter, etc; and 

C. Items of foreign manufacture. 

Rental of equipment and furniture via an SF-44 on an emergency basis 
for periods not to exceed 90 days is permissible only after written 
request to and approval from the Executive Office has been obtained. 
Requests may be made by teletype if time does not permit normal channels 
of communication. 

A copy of all orders placed on Form SF-44 must be sent to the 
Executive Office immediately on issue of the order. Authority includes 
emergency purchase of books when they also meet the above criteria. 

All payments against Form SF-44 will be made from Washington, D.C. 

10-4.264 Services 

Services include repair or rehabilitation of equipment, cleaning 
services, local labor services, etc. Requests for these services should 
be submitted on Form OBD-186. See USAM 10-4.263. The same guidelines and 
procedures apply to the use of~rm SF-44 to obtain services. In all 
cases, General Services Administration contractors must be used when 
applicable and available. 
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10-4.270 Word Processing 

10-4.271 General 

Word processing involves the application of the latest electronic 
technology to the production of cX>cuments. Modem word processing equipnent 
normally includes the following features: 

A. A typewriter-like keyboard with special i:urpose function keys: 

B. A cathode ray tube (CRT) screen display unit en which the document 
to be prepared or revised appears; 

c. An electronic storage medium which oolds pre-recorded documents; 

D. A printing device; 

E. A processing unit. In a "standalone" word processor, the process
ing unit is cx:mbined with the CRT, the disk drives and oometimes the 
keyboard into one canponent. In a shared logic system the trocessing unit 
is a separate canponent an:l is shared by all terminals (CRT/keyboard , 
printer); and 

F. A software program(s). 

Other special-i:urp::>se features may include: 

A. The ability to a:mnunicate electronically with other, renote word 
processing machines, o:mputers, or optical dlaracter rea:x;nition (OCR) 
devices; 

B. The ability to perform record keeping functions (sort arrl select) ; 
and 

c. '!be ability to perform arithmetic a:mputations. 

u. s. Attorneys' offices can benefit substantially fran the appropriate 
aFPlication of this technology to meet their typing needs. The benefits of 
a ~ word processing operation sl"x:>uld include troduction of higher quality 
work, faster turn-arourrl time al typing jobs, am better a:lministrative 
support fran the secretarial staff. Offices :implementing word pc-ocessing 
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systems, however, must be trepared to invest time in planning am ma.nag ing 
the equipnent to make it maximally ex>st effective and efficient. 

Word :Erocessing equipnent is particularly useful in the :Ex-eduction of 
two types of OOc.unents: 

A. Standardized forms, letters, motions, etc., 'fobich require ally 
minor variations such as defen:Jant name, dates, etc. 

B. LJ::>ng, original cX>cuments which require revisions before they are 
apprO'Jed in final form. 

Short, one~f-a-kin:J types of documents are just ~ effectively treduced oo 
standard typing equipnent. 

To make efficient use of the equiprent, it is necessary to analyze 
typing requirements and the distribution of clerical '#Ork in the office. It 
will often be necessary to reorganize the clerical suH=Qrt staff am/or 
reassign 02rtain typing responsibilities. It may also be useful, especially 
in large offices, to establish a word processing <:Enter or several mini 
centers to harrlle high volume document pr-eduction. In all offices it will 
be necessary to c.ppoint system managers, train word .pr:-ocessing cpe:tators and 
develop procedures which will ensure efficient use of the 't«>rd processinq 
system. 

'!be staff of the Office of Management InfOI:mation Systems am SuH=Qrt 
(CliUSS) is available to assist in:Jividual offices in their efforts to 
implement efficient, effective word prO<:Essing systems by pt"O'Jiding 
technical and/or management oonsultation services. CMISS staff will also 
assist off ices in netermining hJw much and what type of equiprent they need, 
in procuring equipnent a.rn in ~ading equipnent as new SJftware becanes 
available. 

Because of the increasing o::>Sts of 't«>rd prO<:Essing equipnent an:3 
increasing demands that government agencies manage their resources ~ll; 
U.S. Attorneys' offices will have to verify the pc-eductivity of their 't«>rd 
processing operations before lease a;reements for the equipnent can be 
renewed. Similarly, all requests for new or a'.lditional 't«>rd pr-ocessing 
equipnent will have to be justified. '!be type arrl quantity of equipment 
apprO'Jed for an off ice depen:Js on several factors: 

A. '!be volLJne and type of written 't«>rk treduced in the office; 

B. '!be proposed organization of word :Erocessing operations in the 
office; 
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C. Any special records management applications planned for the 
equipnent; and 

D. 'ttle personnel resources of the office. 

Information oo these variables must accc:.tpany (!Nery request for oontinued 
lease of t«>rd processinq equi:pnent <X crlditional equipnent as ootlined in 
USAM 10-4.272 through 10-4.275, infra. 

The following sections will detail the Lanier contract and the 
information required for new or crlditional equipnent for: 

A. Lanier PR:MIS contract (all small, roost medium, and sane large 
sized offices); arrl 

B. All other vendors (rrost large and sane medium sized offices). 

Information will also be prO'Vided regarding a new yearly report that is 
being required as ...iell as definitive requirements for the report. 

10-4. 272 . Ordering Procedure 

The procurement process for t«>rd processing items, \lthich are now 
classified as ADP (autanated data processing) equipnent, is quite elaborate. 
Word processing equi:pnent is currently located on GSA' s ADP schedule. 
Procedures for justifyinq and ordering ADP equipnent are described in Orders 
OOJ 2830.3, ~rd Processing Program, and OOJ 2830.1C, Autanated Information 
Systems Policies. Justification requirements are mandated by 41 C.F.R. 101-
26.408, paragraphs 2 arrl 3. 

All t«>rd processing procurement requests should be directed to: 

Department of Justice 
Procurement Specialist 
CMISS/l!XXJSA - Roan 1035 
Universal North Building 
Washington, D.C. 20530 

When your equi:pnent request package is received in <:MISS, it will be 
logged into a tickler system by the Procurement Specialist and reviewed by 
one of the Management Analysts. '!be request will then be approved or 
disapproved. If disapproved, it will be returned to the requesting office. 
If the request is approved, in the case of Lanier equiµnent, the Contracting 
Officer's Technical · Representative (CDI'R) will request an appropriate 
contract nodification and contact Lanier to arrange a time for delivery of 
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the equi'pnent. If the request is approved for other verrlors, the package 
will be forwarded to Justice PrOC'Urement for ~tion. 

A. PIOUS Equi~nt Contract: CMISS has awarded a contract for 
equipnent (hardWare, sotware, aoo associated support), t3C00016, to Lanier 
Business Products for the Shared System II. In oonjunction with the PR:.'MIS 
case-tracking project, all sna.11 am nost medilml sized u.s. Attorneys' 
offices will be pc-ovided with Lanier Contract equipnent. This equipment is 
capable of performing records pc-ocessing (the PIOUS application) arrl word 
processing (text creation am editing applications). 

This oontract includes terms arrl oonditions wid'l are tnique to the 
lease of Lanier systems in U.S. Attorneys' offices. All aspects of word 
processing inplementation, including, but n::>t limited to, training, support, 
arrl service, are included in these te:cns arrl oonditions. Contract 3C00016 
information is available to Administrative Officers and designated Word 
Processing System Managers in a ootel:x:x:>k fran the Contracting Officer's 
Ted'lnical Representative, Office of Management Information Systems arrl 
SURX>rt, EXXJSA. 

Ead'l request for Lanier equipnent should include: 

1. Elguipnent request, (a menorarrlllll listing oontract line items 
requested.): 

2. Justification of need: arrl 

3. Productivity report. 

B. Other Than P~S Contract Equipnent: All large offices arrl s::me 
medium sized offices are LlSing the a:mputer-based version of PR:.'MIS for case 
tracking. ltbst of these off ices are n::>t a:::wered 1:1.:r' the Lanier oontract. 
Equipnent orders fran those offices should include: 

1. Equipnent Request, (OBD-186, •Requisition for Equipnent arrl 
services" ) : 

2. Justification of need: and 

3. Equipnent Justification: 

a. For pc-ocurement in excess of $10,000; arrl 

b. For pc-ocurement less. than $1O,000. 
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4. Prcductivity report. 

10-4.273 ~finition Of Requiren-ents. 

This section breaks 00wn an:3 describes the a:rnponents of the word 
processing pr-ocurement request packages. 

A. Equipnent RegueSts: 

1. For Lanier PKMIS ~i~nt, a menoran:3um listing the 
additional Lanier equipnent neea line item as spelled cut in the 
PlDIIS Hardware Contract Manual en pages 7 an:3 8. 

2. For all other ecruipnent, subnit an OBD-186, •Requisition for 
Equipnent, Supplies, or Services.• 'lhe 186 should include the 
followiD3: 

a. Provide stock arrl m:del numbers. Provide typestyle, 
cable leD3thS, an:3 any other infoDMtion necessary to place an 
accurate order with the veooor. Your verrlor sales representative 
should pr-epare an exact equipnent a::mponent list. 

b. Description of Articles, Block ( 15), sl'x:>uld include the 
quantity requested after each line item description. 

c. (,)Jant i ty, Block ( 1 6 ) , stx:>uld be the runber of ronths in 
the fiscal year that the trocurement will be applicable (allow at 
least ten weeks fran the time your trocurement package is mailed 
to EOOSA). 

d. Oni t, Block ( 1 7) , sh::>uld read "rronth • for leased i terns 
aoo one-time for purchase items arrl installation or destination 
charges. 

e. Estimated Unit Price, Block ( 18), is the total one nonth 
lease charge for the quantity of each line item described. 

f. .Am:>unt, Block ( 19), is the Estimated Unit Price times the 
m.1nber of ronths lease ex the ooe-time charges. 

B. Justification of Need: 'lbe followi.D3 W'.::>rd ProcessiD3 System 
Outline is the designated format for representi.n; your tresent office system 
and your need for a3di tional equipnent. '!his infoDMtion is required by 
EOOSA. 
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I. DESCRIPrICN OF PRESENI' SYSTE>! 

A. ~ipnent. Describe each system ccmponent 
[including serial number, date · installed and 
location in the office]: 

1. Where is the equipnent };ilysically located? 
Pror.Tide a floor plan if p::>Ssible. 

2. Where is the equipnent located organizat
ionally? In what section [s] 7 

3. Is the equipnent llSed in a ....ord processing 
center, shared by several irrlividuals, or 
assigned to a particular irrlividual? 

4. What specific types of ....ork are oone on 
this equipnent? 

B. <:perators. Who is [are] the cperator [s] of 
each ....ork station? Is this person a full-time 
operator? If not, l'U# is lEe time divided? 

c. Management of the System. Who is the ....ord pro
cessing system manager? Is this a manager, super
visor, lead cperator, or other p:>sition? 

D. Procedures. Please describe in sane detail the 
procedures [sta00ard arrl E!!Ergency] used in managi~ 
the system. Include a description of your traini~ 
program. Include as well a description of your 
guidelines regardi~ retention, deletion, arrl 
archiving of documents. What is the retention 
time frame? Who maintains archived nedia? How are 
archived materials reclaimed? 

E. Function. What is the avera;e turn-arol.100 time 
on a routine typi~ job? 
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II. CESCRIPI'IOO OF ADOITIOOAL EQJIPMEN'l' ~ AND 
ITS PLANNED CEE. 

Please list each additional piece of equipnent requested 
and pl:'()l,.Tide a detailed description of l"ow the new equip
ment will affect use of other items already in place. 
What 'lolOrk is targeted for this equipnent? Bow is that 
work being performed rv:::M? Have there been any person
nel increases arrl oo you expect any personnel changes as 
a result of this pcocurement? 

C. Productivity Report: A starrlard "°rd processinq management 
procedure for determining proouctive utilization is to require 'lolOrd 
processirq }Xoouctivity reports. A pcoouctivity report is a count of :i;:ages 
or lines input arrl ootpUt on a 'lolOrd processirq terminal ()l,.Ter a exteooed 
perioo of time. Proouctivity reports 0011ering at least a two ITOnth perioo 
of time will now be required for the annual \liOrd processing report as "'Ell 
as for all requests for new or additional equipnent. 'Ibis information can 
be gathered in a couple of ways. A. few 'lolOrd pr:ocessing systems keep 
administrative records autanatically as part of the irrlexing of typing jobs. 
Most \liOrd }Xocessors, rowever, do oot OJrrently have this capability a00 so 
the information ITIJSt be gathered manually ~ pr:oouctivity lo:;s. 

We reccmnend that pc-oouctivity lo:;s be maintained for each terminal as 
\llell as for each q:>erator. We also reccmnend that these lo:;s be maintained 
on an oogoinq basis so that they can serve as a management tool for the o.s. 
Attorneys' offices as well as for the EOOSA. For the offices, the lo:;s can 
be used to: 

1. Evaluate employee performance; 

2. Determine if additional equipnent is necessary: 

3. Pinpoint what documents are oone repetitively a00 should 
be kept on-line: 

4. Measure effectiveness of department achievements and 
starrlards; a.00 

s. Enable a supervisor to measure the effectiveness a00 
learnirg rate of new errployees, etc. 
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For the ECXJSA, the logs will be used to: 

1. Provide statistical verification of the prcrluctive use of \IKJrd 
processing equipnent to justify continued lease of equipnent. 

2. Justify a:lditional equipnent needs for U.S. Attorney offices. 

These logs may be in any form as long as the em result is a line or: page 
count of typing input and ootput al the \IKJrd FCooessing equipnent. A sample 
log is inclooed in the forms apperrlix for your information/use. You sl'x>uld 
count any paqe that is nore than half full and mt oount any pages that are 
less than half full. Page oounts can be ex>nverted to line oounts by using 
the formula described 0n the report form and below. 

Single space, 81/2x11 counts 50 lines 
Double space, 8 1/2 x 11 counts 25 lines 
Mixed spacing counts 40 lines 

Fill in form CX>UntS 15 lines 

Envelope counts 5 lines 

The Prcrluctivity ieport subnitted to CMISS should include the following: 

1 • Total minber of pages pt"crluced (printed) • 

2. Breakdown of lines of input by the following categories.: 

a. cn~time cnly 

b. Draft 

c. Revision 

d. Standard form 

e. Miscellaneous dlarts, tabular typing, data input, etc. 

3. Special application. For excmple, designing files: report h'.)w 

much time was spent al these applications. 

We are requesting the IX"crluctivity information in this manner s:> that 
we may qualify it. For exarrple, a word processing operator ~ cbes 
extensive revision ~k can have a significantly lower line a::>unt than cne 
who d:>es rrostly fill-in or standard O:xunent generation, alt.OOugh OOth may 
be sperrli03 the same cm:>lmt of time al the typi03 station. Designing files 
can tie up a typing station and a line a::>unt would oot be applicable. If 
you cannot categorize a job you are doing, please IX"C:Wide a narrative 
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explanation under Special Applications. 1'klst typing jobs sh::>uld fit into 
one of the designated categories as described below. 

One-time only typing jobs are those first typed in a 
final format , are vecy sh::>rt (me or two pages) and 
usually ~t retained on magnetic ne:lia. 

Draft typing jobs are those ltDre lengthy and are stored 
on magenetic media in anticipation of revisions or for 
manipulation into a new format. This would include 
the production of lists of variables used in 
list/me;ge applications or block of information used a.s 
glossaries or b..lilding blocks. If jlOU are <Ding a 
list;merge application for a mailing as an example, 
count your new input (the list of addresses) and jlOUr 
total output (quantity of letters :troduced). It would 
be helpful if you would add the staterrent, list/merge, 
as a o::mnent. 

Revisions are typing jobs that involve editing a 
previous effort. Wy a portion of the lines in the 
job will presl..Utlably be edited and ally a i:ortion of the 
pages in the document are therefore counted. You sh::>uld 
count those nlll'!Der of pages that are being \llK)rked 
on. For example, a fifty page brief is returned with 
revisions on twenty pages. On the sample ~k log, 
you would list the job as twenty pages input, dleck the 
category "revision", and oount all fifty pages as output 
(printed). 

Standard form typing jobs are those jobs that involve 
filling variables into a standard cX>cument. These 
standard documents may be forms, letters, dOcuments, 
etc. Filled-in standard forms are usually ~ stored oo 
magnetic media. 

Miscellaneous charts, tabular t~~, and data input are 
typing jqbs that are IIOre dif fl.cult to . create arrl 
usually include at least one numeric column of 
information. Sane Lists of Exhibits may fit into this 
category as t#OUld data input into bldget or inventory 
files. 

D. Equi~t Justification: Title 41 of the United States CCrle 
requires o::mpetitioo in the procurement of c;p:;ds arrl services for the 
federal government except in those rare cirC1.mStances where the governments 
requirement is available fran cnly me s::>urce. 
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The fact that a desired rource is ronsidered the best rource cbes oot 
mitigate the statutory requirement to afford all qualified rources the 
opportunity to set fortb in a bid or pro?JSal their respective capabilities 
for our unbiased cx:>nsideration. 

Following are outlines for preparing a justification when :your office 
has designated a preferred veooor source. This information is required by 
Justice Procurement. 

Equipnent Justification Qltline Value of 
Procurement in Excess of $10,000 

I. INI'IDl:XJCTICN - (Identify originating office, 
requirement, and proEX'Sed cx:>ntractor) 

II. ORGANIZATICN CR VENOOR BAS ONI<PE! CUALIFICM'ICNS 

A. Unique kno1.dedge or capability. 

B. Unique facilities or E=ersonnel. 

c. Relate unique qualifications to your distinct 
program. 

III. PIDPCSED ~ZATICN OR VENIX>R IS CNLY ~ 
SCXJRCE 

A. (Include the following statement: "The 
required equipnert is atly available fran 

This equipnent (or service) pJSsesses ---the 
following dlaracteristics which are not fouro in 
any other type of equipment.• Describe the 
characteristics.) 

B. (Include the following statement: "These 
characteristics or features are essential to our 
program for the following reasoos:" Describe 
these reasons. ) 

rv. URiENC'f OF RECUIREMENT 

(Note: If claim for urgency is nade, it nust be 
substantiated. A mere recitation of an 
administratively established deadline or imple
mentation sChedule is 001' sufficient. If urgency is 
not a factor, state that sudl is the case. ) 
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A. 'ttle need for this requirement was realized 
al:out (date) 

B. Failure to o::mplete this requirement on 
schedule ~ld cause the following losses to the 
originating office's program. 

V. omER FAC'roRS 'IO BE a:NSIDERED 

A. Continuation of previous effort. 

B. Technical data an:3 infonnation. 

C. Other sources considered (List other sources 
considered an:3 the essential capabilities which 
they lacked-Le. basis for their elimination frcm 
further consideration.) 

D. The proposed vendor is the cnly source able to 
fill the requirement arrl meet the requested 
delivery schedule based up:n the following (as 
applicable) : 

1. Particular capabilities of vendor 

2. Facilities arrl/or specialized equipnent 

3 • Substantial investment ime by vendor 

4. Patents, data, copyrights held by vendor 

5. Follow-on procurement (phasing) 

VI. ~ AND SIGNA'.IURE 

F.quipnent Justification outline-Value of 
Procurement is Less 'lllan $10,000 

With respect to those actions for which item III does 
not apply, please so Wicate. 

I. A brief description of the trOCUrement objective arrl 
the p.lq:ose the pro?'Sed acquisition will serve. Include 
all o:mpatibility requirenents or: salient dlaracteris
tics, \llhen appropriate, am all plans for suhsequent 
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phases which will proceed fran, but are not included 
within, the SC'Ope of the prop:'.)Sed pr-ocurement oojective. 

II. A description of the essential capabilities or 
facilities which a firm must :i;:ossess in order to 
successfully accomplish the proposed procurement 
objective. 

III. An explanation as to what characteristics the 
required equipnent possesses which are oot available 
f ran any other type of equipnent together with a 
discussion as to why such characteristics are essential 
to your pr-ogram. 

!V. A description of the degree to which the pr-oposed 
source possesses such capabilities. 

v. An evaluation of the degree to which the essential 
capabilities are available frc:m other oources. 

10-4.274 Receipt of Equipnent Procedure 

Receipt delivery of ""°rd processing equipnent { exclooing ProMIS 
hardware oontract equipnent) as described in USAM 10-4.331, infra, 
"Deliveries to Field Offices". 'lbe ro.JSA copy of the receipt package, 
however, sb)uld be sent to the Procurement Specialist, CMISS/EX:XJSA •. 

Receipt delivery of PK:MIS hardware contract equipnent {Lanier) using a 
copy of the manual's "Equipnent List by Line Item" found en pages 7 and 8. 
Write the quantity and serial numbers of each item received next to the 
a.wtopriate line item description. Two oopies srould l::e sent to the 
Procurement Specialist, CMISS/ro.JSA. 

Receipt partial deliveries if any portion of the system is 
operational. Receipt crlditional equipnent as it is installed. 

10-4.275 Annual Reporting Requirement 

Because of the ever-increasing cost to lease oophisticated, autcmated 
""°rd pr:ocessing equipnent and the limited funds available we must be certain 
that use of this equipnent is cptimal. 'lb accanplish this ~ and to 
provide an annual word processing equipnent inventory to the ro.JSA, annual 
renewal of equipnent leases must l::e justified. 

Please pt"OVide the following en or l::efore June 1, 1984, arrl each June 1 
thereafter. 
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A. W'.:>rd Processing System Q..itline: and 

B. Productivity Rei;x>rt. 

Both of these items were described in USAM 10-4.273, supra, aro the 
information should be readily available fran your word :EX'ocessin; . system 
manager. 'ttlis rei;::ort should be directed to the Procurement S:i;:ecialist, 
CMISS,lroJSA. 
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10-4.300 PROPERTY MANAGEMENT 

The Department of Justice has established principles, standards, 
procedures, and related requirements with respect to the maintenance of 
inventory records and the control of personal property. Personal property 
management involves the acquisition, receipt, storage, issue, utilization, 
maintenance, protection, accountability, and disposal of personal 
property. Proper management of property will achieve a greater degree of 
efficiency within acceptable economical limitations. 

10-4.310 Definitions 

For purposes of clarifications regarding nomenclature used in this 
section, the following definitions apply: 

Accountability: The responsibility for personal property control and 
records maintenance according to a prescribed auditable system. (See OBD 
Order 2450.1, Jan. 8, 1981). 

Property Management Officer (PMO): The individual responsible for 
the overall administration, coordination and control of the Property 
Management Program for the Offices, Boards and Divisions (OBD). The PMO 
for the OBD is the Assistant Director for the Property Management Group, 
Administrative Staff (PMG), Justice Management Division (JMD). 

Accountable Officer (AO): The principal officer of any OBD or field 
office who is responsible for the accountability and control of personal 
property. The AO for each U.S. Attorney's office is the u.s. Attorney. 

Property Custodian (PC): An individual responsible for the immediate 
physical custody of personal property under his/her control and for 
providing documentation as required of all actions affecting the property 
within his/her jurisdiction. In each U.S. Attorneys' office the PC is the 
administrative officer. 
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Property Control Officer (PCO): An individual responsible for the 
overall administration, liaison activities and coordination of personal 
property within the Executive Office and all U.S. Attorneys' offices. The 
PCO is the Support Services Manager in the Executive Office for U.S. 
Attorneys. 

Personal Property: Any property owned or controlled by the federal 
government other than land, buildings, and building fixtures. Does not 
refer to property owned by employees. 

Expendable Property: An article of personal property which has only 
incidental value and which, when applied to use, is consumed, loses its 
identity or becomes a component part of other property. 

Accountable Property: An article of personal property which has a 
useful life of one year or longer and has a distinct identity. 

Accountable personal property includes: 

A. Property with a minimum unit acquisition cost of $1000 or more 
(capitalized). 

B. Property with a m1n1mum unit acquisition cost under $1000 if it 
is included either in the controlled (sensitive) property listing or in 
the aggregate furniture property listing (noncapitalized). 

C. All leased property regardless of rental cost. 

A listing of example sensitive items as well as the listing of 
aggregate items follows: 

SAMPLE LISTING OF CONTROLLED (SENSITIVE) ITEMS 

Adding machines 
Air conditioners 
Calculators 
Clocks 
Communications equipment (owned) 
Dictator/Transcriber 
Dehumidifier 
Electronic Data Processing Equipment such as Acoustical coupler, Disk 

pack, program cassette 
Humidifier 
Mail handling equipment 
Material handling equipment, such as hand truck 
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Paper shredder 
Phonograph and equipment 
Photographic projection equipment 
Readers, microfiche/microfilm 
Tape recorder, audio 
Telephone message recorder 
Television 
Typewriter 

ITEMS TO BE ENTERED INTO TIIE AGGREGATE ACCOUNT 

Bookcase 7110-00-000-0300 
Bookcase, sectional 7110-00-000-0375 
Bookrack 7110-00-000-1050 
Cabinet file,card 7110-00-000-1700 
Cabinet file,lateral 7110-00-000-2500 
Cabinet file,legal 7110-00-000-4300 
Cabinet file,letter 7110-00-000-4850 
Cabinet file,security 7110-00-000-5800 
Cabinet storage 7125-00-000-1100 
Cabinet telephone 7110~00~001-0450 
Chair, miscellaneous 7110-00-001-3750 
Chair, rotary professional 7110-00-001-4550 
Chai~ rotary secretarial 7110-00-001-4650 
Costumer 7110-00-001-7050 
Credenza 7110-00-001-7100 
Davenport 7110-00-002-0400 
Desk,double pedestal 7110-00-002-9300 
Desk,secretarial left ped. 7110-00-003-3725 
Desk,secretarial right ped. 7110-00-003-3750 
Divider 7110-00-003-6450 
Magazine rack 7110-00-003-7200 
Screen, folding 7110-00-003-8150 
Stand office machine 7110-00-003-9425 
Storage unit 7110-00-003-9650 
Table 7110-00-003-9775 
Table, coffee 7110-00-004-0100 
Table, end 7110-00-004-3825 
Table, round 7110-00-004-4950 

Individual items listed above MUST cost less than $1000 to be considered 
in the aggregate count. 

The following items are not included in inventories as aggregate 
items but should be included if costing more than $1000. 
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10-4.320 Responsibilities 

Accountable Officer: U.S. Attorneys, as Accountable Officers, are 
responsible for the accountability of personal property, supervision of 
property recordkeeping and the certification of correctness of the annual 
inventory report submissions for all offices under their supervision. 

Property Custodian: The administrative officers, as Property 
Custodian, are responsible for the immediate physical custody of all 
property under their control, and for providing the Accountable Officer 
documentation on all actions affecting the property. Specific 
responsibilities include: 

A. The proper use, maintenance and protection of personal property 
under their control. 

B. Selecting the most economical and efficient method of repair or 
rehabilitation of property within their jurisdiction. 

C. Initiating repair requests for property in their jurisdiction. 

D. When property passes are not controlled elsewhere, issuing a 
property pass, such as OF 7 "Property Pass Form" for removal of government 
property from the building. This form should be. filled out as an original 
and one copy. The original should be given to the individual removing the 
property and the copy held by the Property Custodian until the property is 
returned. 

E. Designating employees to conduct actual physical inventories 
whenever necessary and providing technical guidance and assistance to 
those employees. The Property Custodian as well as the Accountable 
Officer may not conduct the actual inventory. 

F. Initiating report of survey action as prescribed by OBD Order 
2450.l (January 8, 1981), in connection with the loss, theft, damage, or 
destruction of personal property. 
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G. Ensuring that all employees are properly instructed on their 
responsibilities for the proper use, maintenance and protection of 
government property. 

10-4.330 Property Accountability 

10-4.331 Deliveries to Field Offices 

When furniture, supplies, equipment and/or services are delivered 
directly to an office, the following procedures apply: 

A. Complete Delivery 

1. Verify the quantity delivered versus the quantity ordered. 

2. List the manufacturer's serial number for all equipment next 
to the appropriate line item. 

3. Assign a decal number to furniture or non-serialized 
equipment costing $1000 (capitalization criteria) or more and write 
the number(s) on the face of the receipt document next to the 
appropriate line item. 

4. Write or stamp "approved for payment" on the receipt package. 

5. The Property Custodian should sign and date the receipt 
package. 

6. Make three photocopies of the receipt package and mail two to 
the Department of Justice, Accounting Operations Group, PO Box 7405, 
Ben Franklin Station, Washington, D.C. ioo44, ~he Accounting 
Operations Group will forward a copy to Property Management (PMG) so 
that the item(s) may be entered into the Property Management System 
(PMS). The third copy should be sent to the Support Services Office 
of the Facilities Management and Support Services Staff. 

B. Partial Delivery 

When the delivery is only a portion of the total amount of the 
purchase order: 

l. Indicate the exact quantity received and date the entry on 
each separate affected line item on the receipt package. 
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2. Record the manufacturer's serial number or Department decal 
number, as appropriate, next to the correct line item. 

3. Make three photocopies of the receipt package and write or 
stamp on two copies "approved for payment - partial receipt" and 
indicate the specific line items involved. 

4. The Property Custodian should sign and date the receipt 
package. 

5. Mail copies as indicated under USAM 10-4.33l(A)(6) "Complete 
Delivery," item 6, supra. 

6. Repeat this process for subsequent deliveries until complete. 
The last partial receipt package should be marked or stamped "final". 
A copy of the new completed "original" receipt package should be kept 
on file by the receiving office to prevent any possibility of making 
duplicate payments to vendors for the same delivery. 

C. Lease/rental agreements 

Receipt packages for either initial or renewal leases or rentals of 
equipment should be verified for accuracy, signed, dated and returned to 
the Accounting Operations Group immediately. A copy of the receipt 
package must also be sent to the Facilities Management and Support 
Services Staff, Executive Office. 

10-4.332 Delivery Problems 

If a contract vendor other than the General Services Administration 
(GSA) refuses to effect inside deliv~ry, and if the above statement 
appears on the purchase order, shipment can be refused until delivery is 
correct according to the order. To expedite this process it may . be wise 
to call the vendor while the carrier is present so the problem can be 
resolved immediately. 

In the case of failure to execute inside delivery from GSA (fedstrip) 
'order, do not refuse the shipment. Call the regional customer service 

· representative while the carrier is on the :premises. If necessary, obtain 
local labor using Form SF 44 contracting authority. Indicate on the 
receipt package and the bill of lading ~ that delivery was not effected 
according to the original request. 
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If goods from a contract ~endor other than GSA are obviously damaged 
(see 41 C.F.R. §101-26.8), do not accept delivery. The fact that goods 
were not accepted because of obvious damage should be noted on the 
delivery ticket. For items shipped from GSA depots, accept delivery but 
indicate on the delivery ticket that items were in obviously damaged 
condition. If the carrier is obviously responsible, settlement may be 
made locally and directly by check. If so, send the check with request 
for replacement through the usual procedure. 

If damage is not detected until delivery is accepted, obtain a cargo 
inspection report from the carrier and send that, with all support 
documents (fedstrip or purchase order, packing with all correct slips, 
etc.) to the Procurement Management Unit, Department of Justice, 10th & 
Constitution Avenue, NW, Washington, D.C. 20530, requesting that 
appropriate adjustments be made. In the case of GSA depot shipments, 
contact GSA customer service before proceeding to the last step. In 
general, if you can handle the matter locally it will be resolved much 
faster. If there is a problem, either the Executive Office or the 
Procurement Unit staff will be glad to help but, as "middlemen," wi 11 not 
be as well informed in the situation as are the parties involved. If 
adjustments can not be made immediately, submit Form OBD-186 for 
replacement of the damaged goods pending settlement. 

10-4.333 Determination of Accountable Property 

Each item obtained whether by purchase/delivery order, contract 
action or fedstrip is coded on the document to assist in the 
identification of accountable property. If coding is missing, a call 
should be placed to Property Management Group (PMG) for appropriate coding 
if the item is in question. These identification codes are: 

AC Accountable Capitalized (items on purchase/delivery orders or 
contracts) 

A Accountable Capitalized (items on feds trips) 
AS Accountable Sensitive 
G .Accountable Non-capitalized (items on feds trips) 
AN Accountable Non-capitalized (items on purchase/delivery orders) 
N Not accountable 
s Supplies 
R Lease items 

Items received with codes AC, AS, A and R require the receiving 
office to either assign a Department of Justice decal or to record the 
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full manufacturer's serial· number on the receipt document prior to 
forwarding. 

Items coded AN or G will be accounted for in aggregate and will not 
be identified in the inventory with a decal or serial number. The 
location of the coding on fedstrips is in Position 40 "serial" field. See 
also listing at end of USAM 10-4.310. 

10-4.340 Physical Inventories 

Physical inventories are required to assure reconciliation of 
accountable personal property on hand with the quantities on the property 
accountability records. Inventories will generally be performed on an 
annual basis. In addition, they are required upon the change of U.S. 
Attorney (Accountable Officer) and administrative officer (Property 
Custodian). 'nle outgoing individual must conduct a physical inventory 
prior to departing. 'nle incoming individual is not required to conduct an 
inventory on arrival, but is advised to do so if at all possible. 

10-4.341 Conducting Physical Inventories 

The physical inventory must be performed by a team of at least two 
members designated by the Accountable Officer and the Property Custodian. 
Neither of these individuals can participate on the team. Each team 
member is required to sign a statement describing his/her role in the 
inventory process as briefly and accurately as possible. This statement 
must be forwarded to PMG together with other inventory documentation 
upon completion of the inventory. 

Based on property overages and shortages determined during the 
inventory, the Property Custodian should complete Form OBD~215, "Inventory 
Adjustment Voucher," providing a complete explanation of each overage or 
shortage and attaching appropriate backup documentation. For ~verage, 
this would mean a copy of the purchase order (for trade-ins); Form SF 122, 
"Transfer Order-Excess Personal Property;" Form OBD-14, "Property Transfer 
Request; 11 Form OBD-216, "Report of Survey; 11 or other documentation in the 
case of lost, stolen, damaged or destroyed property. 

The inventory must be completed within 30 calendar days from the date 
of the memorandum from PMG transmitting the computer printout. All 
accountable property on hand must be inventoried and Reports of Survey 
promptly initi~ted to account for any lost, stolen, damaged or destroyed 
property. When completed, that inventory will be matched to the computer 
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print·out. Discrepancies will be rechecked by a different person. The 
computer printout, annotated with current information, should then be 
returned to PMG, together with the following documentation: 

A. Form OBD 217, "Certification of Inventory" signed by U.S. 
Attorney; 

B. Form OBD 215, "Inventory Adjustment Voucher," and all supporting 
documentation; 

C. Statement from inventory team members describing their role in 
the inventory process. 

10-4.342 Summary of" Records to be Maintained 

A. Physical Inventory Report 

As discussed previously, physical inventories will generally be 
performed on an annual basis. Additionally, when a 0. S. Attorney, 
therefore an Accountable Officer, or an administrative officer, therefore 
a Property Custodian, is being replaced, a physical inventory must be 
accomplished. The incoming U.S. Attorney and/or administrative officer 
may elect to perform a property inventory also. 

B. Monthly Customer Activity Transaction Listing 

This is a monthly computer printout reflecting all additions, changes 
and deletions to the office's accountable personal property during a given 
month. All documents relating to flow of property such as Forms OBD-14, 
and SF 120, copies of receipts, etc. should be maintained in a seperate 
file. Each month's Transaction Listing should be reconciled with the 
documents on file. When the item(s) appear properly on the Listing, the 
documents may then be filed away in the appropriate files. If there is a 
discrepancy, please contact PMG immediately. 

C. Annual Customer Activity Transaction Listing 

The Annual Customer Activity Transaction Listing summarizes on an 
annual basis the Monthly listing. 

D. Individual Records 

Individual record files should be maintained on all capitalized 
property and controlled property. This file should reflect the physical 
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location of the item(s). Documents reconciled with the Monthly Activity 
Listing should be placed in this file as indicated above. 

The same type or records should be maintained on aggregrate items as 
well as leased items. 

10-4.343 Reporting Lost or Stolen Property 

In addition to any security reporting requirements, each office is 
responsible for promptly reporting to PMG losses, thefts, damages, or the 
destruction of property. This type of report is most commonly required 
when property cannot be found during a physical inventory. 

When loss, theft, damage or destruction involves personal property 
carried on Property Management System (PMS) property acountability records 
(capitalized personal property valued at $1000 or more; controlled 
personal property valued at under $1000; and furniture valued at under 
$1000), a Form OBD-216, Report of Survey must be completed and forwarded 
to PMG. All other property losses, thefts, damages or destruction may be 
reported by memorandum. 

10-4.344 Property Control 

As previously stated the Accountable Officer or Property Custodian 
shall control all property and safeguard it from loss, theft, breakage, or 
undue deterioration until the property is remove.d, on proper authority, 
from his/her jurisdiction. 

10-4.350 Permanent Issue of Accountable Personal Property 

Whenever accountable personal property is issued by the Property 
Custodian to an employee for his/her exclusive use, the employee shall be 
required to sign a Custodial Receipt for Personal Property. This form is 
as yet unnumbered butwill be available through Department of Justice 
Warehouse stock. The form will appear in the following format: 
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1. DESCRIPTION OF ITEM 2. SERIAL OR DECAL NO. 

PROPERl'Y ISSUED TO: 

i3. NAME - Last First Middle 4. S/ S N 5. Div Section 

:6. Room Bldg 7. Phone No. 8. Signature of I 9. Date Issued 
Property Custodian 

The Department of Justice property I understand that I am personally 
identified above has been declared accountable for the property 
accountable, and the signer aggrees identified above, and that I may 
to exercise the care necessary to be held pecuniarily liable for 
safeguard this property. The its loss or damage in accordance 
signer will be relieved of account with paragraph 84, OBD Order 
ability for this property by 2450.l (Jan. 8, 1981), unless 
surrendering it to the Property otherwise relieved by board of 
Custodian in exchange for this survey action. 
receipt upon demand, transfer, or 
separation from the Government. 

10. Signature of Person 
Receiving Property: 

Date: 

CUSTODIAL RECEIPT FOR PERSONAL PROPERl'Y 

Sample of.proposed form 

A separate form shall be com~leted for each item of property costing 
$1000 or more; each item or property under $1000 in value which is 
included on the controlled (sensitive) property listing; and each item of 
leased property. 

A separate form shall also be completed for each individual line item 
of property on the aggregate furniture property listing. However, if an 
employee is issued two or more of a specific line item, only one form is 
required, showing the number issued. 
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The form shall be completed in triplicate. After it has been signed 
by both the Property Custodian and the employee receiving the property, 
the original is retained by the Property Custodian; copy two should be 
retained with employees personal folder and copy 3 is given to the 
employee upon receipt of the property. 

Whenever it is not practical to issue an item of accountable personal 
property to an employee for his/her exclusive use, the property may be 
issued by the Property Custodian to the employee's supervisor who would 
then sign the Receipt Form. Property within common use areas such as the 
library, copy room, and conference room should be issued in this manner to 
the person in charge of the area. 

Upon an employee's transfer or termination of employment, the 
Accountable Officer and Property Custodian shall ensure during the 
clearance process that all accountable personal property issued to the 
employee has been returned to the Property Custodian's control. 

10-4.351 Temporary Issue 

If the Accountable Officer or Property Custodian maintains a loan 
pool of accountable personal property for temporary issue to employees, 
such property shall be issued under the same procedures used for the 
permanent issue of property. 

10-4.352 Use By U.S. Attorney Offices of Forfeited Vehicles and Other 
Property 

Title 40 u.s.c. Section 304h authorizes a federal agency to retain 
forfeited property for official use. Title 28 u.s.c. §88l{e){l) also 
allows the Attorney General to retain forfeited property for official use. 
Title 40 u.s.c. Section 304(i) allows the government to apply to the court 
to order delivery of forfeited property "to any other agency which 
requests and in his judgement should be given such property," and, if the 
government prevails in the forfeiture action, the court "should ••.• order 
delivery accordingly." 

All requests for official use by any u.s. Attorney's office of any 
type of forfeited property shall be submitted to this office for prior 
approval. This includes any vehicle or other property which may presently 
be utilized without prior approval. 
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Since the Department of Justice appropriation language does not 
specifically authorize the u.s. Attorney's office to own vehicles, it will 
be necessary for any u.s. Attorney's office seeking assignment of such a 
vehicle for official use to obtain a written memorandum of understanding 
with an investigative organization, such as the Federal Bureau of 
Investigation, Drug Enforcement Agency, Internal Revenue Service, Customs. 
and Alcohol Tobacco and Firearms, which has authority to own vehicles, to 
assign the use of a forfeited vehicle to the u.s. Attorney's office. 

The memorandum of understanding should include an agreement with the 
investigative organization that the U .s. Attorney's office will be 
responsible for providing only normal daily upkeep of the vehicle, such 
as, gas, oil, and repairs in the event of an accident. Periodic 
maintenance check-ups, required by the manufacturers warranty, tune-ups, 
ignition controls, brakes, etc., will be the responsibility of the 
investigative organization. 

A copy of the written memorandum of understanding, for the assignment 
of the vehicle, must be submitted with a sufficient justification to this 
office, including a comparison of monthly cost for rental of GSA Motor 
Pool vehicles, commercial vehicles, and reimbursement for use of 
employees' personally owned vehicles, (POV), as well as the anticipated 
savings to be realized in the u.s. Attorney's travel budget, and 
description of the vehicles to be assigned. Any request for use of a 
motor vehicle other than a domestically produced compact or medium siz,e 
sedan will not be approved. 

All such requests should be submitted to this office, Attention: 
Assistant Director, Facilities Management and Support Services Staff. 
Questions concerning such requests may be directed to FTS: 272-6942. 

10-4.360 Disposition of Personal Property 

10-4.361 Transfer of Property 

All transfers of property to transferees outside the AccountabLe 
Officer's jurisdiction but within the Department of Justice must ~ 
coordinated in advance with Property Management Group (PMG). Form OBD-14, 
"OBD Property Transfer Request" must be used to authorize and document the 
transfer of accountable property between districts. This form should be 
completed by the acquiring office and f orwarded through the Sup port 
Services Manager to PMG. Upon approval by PMG, Form OBD-14 is returned .to 
the acquiring office. At the time of receipt of items, the OBD-14 should 
be signed in block 20 by the Property Custodian and r e turned to ~MG. 
directly. Additionally, a copy of the receipted form should be mailed .to 
the releasing office. 
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If a federal, state or local government agency or a Department of 
Justice bureau has expressed a desire to obtain some item of personal 
property, advise the acquiring agency to complete Form SF 122, Transfer 
Order-Excess Personal Property, for inclusion with your Form SF 120, 
Report of Excess Personal Property, at the time of submission. If the 
agency requesting the property is state or local government, please 
indicate on the SF 120. 

When it is determined that property is excess to the needs of an 
office, it must be reported to the Executive Office and PMG in the 
following manner: 

A Standard Form 120, Report of Excess Personal Property must be 
completed and sent to the Support Services Office of the Facilities 
Management and Support Services Staff. The form will be approved and 
forwarded to PMG. 

Upon receipt of the excess report, PMG will screen the property for 
further utilization within the Department of Justice; if no utilization 
within the Department is practicable it will be determined if the property 
is reportable or nonreportable to GSA. 

If reportable, PMG will prepare an Form SF 122 and transmit it to 
General Services Administration (GSA) who then assumes control of the 
property. However, the Accountable Officer remains accountable for the 
property until it is actually removed by an authorized recipient 
designated by GSA, and the office may take no action with the property 
unless authorized by GSA. For property determined to be nonreportable by 
PMG, PMG may report such items to GSA for sale purposes. If sold, 
appropriate disposal instructions will be issued by GSA to PMG who will 
transmit them to the Accountable Officer. 

Upon receipt of the SF 122, GSA initiates a screening cycle, and 
provides PMG with appropriate disposal instructions which are furnished to 
the Accountable Officer, and the property is then deleted from the 
accounting system. 
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Codes used to determine item condition on a SF L20 are as follows: 

l Unused-good 2 Unused-fair 3 Unused-poor 
4 Used-good 5 Used-fair 6 Used-poor 
7 Repairs required, under 20% of acquisition cost 
8 Repairs required, 21-40% of acquisition cost 
9 Repairs required, 41-65% of acquisition cost 
x Salvage 
s Scrap 

10-4.362 Exchange/Sale Property 

Certain kinds of property may be sold or exchanged (trade-in) and the 
proceeds from the sale applied toward the purchase of similar new property 
(FPMR 101-46.202). 

FPMR 101-46.4801 lists property ineligible for exchange/sale. 
Furniture, guns, and office supplies are included on the ineligible list. 

FPMR 101-46.4802 lists property eligible for exchange/sale. Adding 
and calculating machines, dictating and transcribing machines, 
typewriters, etc. are included in the eligible list. 

Items sold or changed cannot be excess, but must be items for which a 
replacement is needed to conduct approved programs. 

The Property Custodian must make a written determination (which may 
be documented directly on Form OBD-186) at the time replacement equipment 
is requested in order to apply the exchange/ sale allowance or proceeds to 
the new purchase. Generally only one item may be traded in for a s imi 1 ar 
item. 

10-4.363 Acquisition of Excess Property 

If an office wishes to obtain excess property from available excess 
sources, a memorandum listing all pertinent information including a 
complete description of the item(s) required, releasing office's excess 
report number, item number(s), contact and phone number should be 
forwarded to PMG through the Executive Office. 

PMG will prepare Form SF 122 which will be forwarded to the releasing 
agency or office. A copy of the SF 122 will be sent to the acquiring 
office for signature upon receipt of the property. Return the signed copy 
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to PMG. If necessary, assign property decals or list serial number on the 
receipted copy. 

10-4.370 Seized Property 

All seized property is the responsibility of the U.S. Marshal's 
Service and should be in its custody at all times. 

The U.S. Attorney should, upon request, furnish the U.S. Marshal with 
information as to the probable disposition date of cases in which seized 
property is involved, and the reasons for delay in termination. 

10-4.380 Evidence 

Normally, U.S. Attorneys' offices should not have custody of 
evidence. Under most circumstances, evidence shoulciremain in the custody 
of the investigating agency. When evidence is required in court, the 
agency handling the case, or other representative of the investigating 
agency, should bring the evidence and retain custody until the material is 
introduced as evidence, at which point it becomes the responsibility of 
the U.S. Marshal. U.S. Attorneys and Assistants should accept custody of 
evidence only for such short periods of time as are necessary to present 
the evidence to the court or grand jury. Except in extre~e emergency 
situations, no evidence will be retained in the U.S. Attorney's office 
overnight. 

Timely arrangements shall be made with the U.S. Marshal for the 
storage of all evidence pending its formal disposition by court order, 
except drugs. If the evidence involves drugs or drug paraphernalia, such 
evidence shall remain in the custody of the Drug Enforcement 
Administration agent in charge of the case, who shal 1 insure that the 
integrity of the evidence is secured and that all evidence i.s present at 
the court proceeding. 

Generally, the only occasion when evidence might be stored in the 
U.S. Attorney's office is when documentary evidence, secured under grand 
jury subpoena, is delivered into the custody of the U.S. Attorney. As 
long aa such evidence is needed, it should be kept under appropriate 
security arrangements. As soon as there is no further need for the 
evidence, such as when a determination is made that evidence will not be 
introduced and is unnecessary, it should be returned to the owner. If 
additional space is neded to store such evidence, the usual ·procedures for 
procurement of space should be followed. See SPACE MANAGEMENT, USAM 
10-5.000. 
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Whenever the court grants a petition by the GSA for delivery of a 
forfeited item to the government of official use, a copy of the decree 
must be transmitted immediately to the regional counsel of the GSA serving 
the area in which the action takes place. The GSA wi 11 take the proper 
steps to dispose of such property. The U.S. Marshal should also be 
notified of such decree so that he will be prepared to release such 
property to the GSA. 

Title to all unreturned enemy alien contraband property is the 
custody of the U.S. Marshals, in consequence of the contraband property 
program of March 16, 1950. All questions regarding such property should 
be directed to the Assistant Attorney General for Administration. 

U.S. Marshals are authorized to accept and store all valuable 
property seized as evidence by the FBI incident to an arrest or in 
connection with searches · and seizures under warrants. In any case when a 
question exists as to whether particular property will be used as 
evidence, the U.S. Attorney in the district where the property is stored 
should be consulted. The U.S. Marshal will b~ guided by the U.S. 
Attorne~'s determination. Property not used as evidence should be 
returned to its owner promptly. 

Exhibits or abandoned or unclaimed property, in connection with 
litigation, which the U.S. Attorney cannot return to its lawful owner 
should be turned over to the U.S. Marshal, who will be responsible for it 
in his report of abandoned and uncl.aimed personal property. 

10-4.390 Shipment of Goods 

This section covers all shipment of goods, with the exception of 
household moves. See TRAVEL, USAM 10-3.560. · 

Packages should be shipped by parcel post, freight, or express. 
Although shipment by freight is generally cheaper than by express, most 
freight charges are based on a minimum of 100 pounds. Care should be 
exercised to ship packages by the cheapest method. 

In the case of shipments pertaining to specific litigation, or 
records to Federal Archives and Records Centers, such shipments may be 
authorized by the U.S. Attorney if the cost is less than $100. Such 
shipments should be vouchered on Form OBD-50, "Voucher Cover Sheet." Al 1 
other shipments should be requested via Form OBD-186 to the Support 
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Services Office of the Facilities Management and Support Services Staff. 
Information required is as follows: 

A. Exact pick-up address and name .and phone number of a contact in 
the office; 

B. Number of cartons (if records) or some description by which bulk 
and weight can be determined; 

C. Indicate whether or not goods must be .professionally packed; 

D. Exact delivery address; 

E. If a General Services Administration contract carrier is known, 
give name, address, and phone number; and 

F. In the. case of shipment of records to the Federal Archives and 
Records Center, note in the request if there is a deadline for shipping. 

When a request is received in the Executive Office,. it is usually 
approved and funded. Requests then are sent to the Material Management 
Section (PMG) for processing. The U.S. Attorney's office will be 
contacted either by phone or will be mailed a Government Bi 11 of Lading 
(GBL) with complete shipping instructions. 

10-4.400 OFFICE FILES AND RECORDS MANAGEMENT 

10-4.410 Office Files 

The records, and fi lea of al 1 U. S; Attorneys' of fices should · be 
maintained in current and orderly manner, consistent with OBD Orders 
2710.lA (Dec. 28, 1978), and 2710.2A (Jan. 29, 1979). 

10-4.411 Docket Records 

A. Case dockets - The records prescribed by the U.S. Attorneys 
Docket and Reporting System~ USA 2840.l (Dec. 14, 1973, as amended 
Sept. 1, 1980), (see, MANAGEMENT REPORl'S, Docketing and Reporting 
Procedures, USAM 10=6.212 and COLLECTIONS, USAM 10-8.000) or by the U.S. 
Attorneys PROMIS System (see, PROMIS Procedures Manuals) shall be 
maintained in the diat.rict ~ current basis. 
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B. Grand jury dockets - A formal grand jury docket is not required 
by the Department and docket sheets will not be provided for this purpose. 
However, an agenda or calendar of matters to be presented to the grand 
jury should be prepared prior to the meeting of each grand jury and the 
action taken should be recorded in the U.S. Attorney's files. Form 
USA-179 is available for use in maintaining these files. 

C. Witness docket - No witness docket as such should be maintained 
by U.S. Attorneys. Information regarding witnesses is available from 
copies of the "Witness Attendance Certificate," Form OBD-3. 

l<r4.412 Case Files 

A criminal or civil case fol~er shall be set up for each case and 
should contain all reports and preliminary papers, copies of indictments 
or pleadings, etc., and all correspondence relating thereto. Each folder 
should reflect the complaint or claim number assigned under the numbering 
system established for reporting new matters. As a case progresses, the 
folder should be transferred from one file to another, according to the 
status of the case, under the following general arrangement of files: 

A. Criminal: 

1. Complaint File - for the filing of letters, reports, etc., 
relating to alleged violations of law, prior to the institution of 
criminal proceedings. 

2. Grand Jury File - cases which are ready for presentation to 
the gr and jury. 

3. Pending Case File - all pending cases, after the filing of 
information or indictment. 

4. Closed Case File - closed files. 

5. Appeal File - cases which are pending in an appellate 
court. 

B. Civil: 

1. Preliminary matters. 

2. Pending cases. 
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3. Closed cases. 

4. Appeals. 

10-4.413 Official Receipt File 

The quadruplicate copies of receipt Form USA-200, issued for 
collections made by U.S. Attorneys will be filed in accordance with 
instructions in Order USA 2840.l (Dec. 14, 1973). 

10-4.414 Debtor Index and Payment Record File 

Offices which have not converted to the PROMIS system should follow 
instructions in Order USA 2840.f (Dec. 14, 1973, as amended Sept. 1, 
1980), U. S. Attorneys Docket and Reporting System, in maintaining the 
prescribed Debtor Index and Payment Record, done through forms USA-117A 
and 117B, Criminal and Civil Debtor Cards. 

10-4.415 Miscellaneous Correspondence 

Miscellaneous correspondence, including carbon copies of all outgoing 
telegrams, letters, etc.,· which do not relate to a case, should be 
separately filed in folders. · Separate folders may be used for special 
subjects or for different departments or individual officials when 
necessary. 

10-4.416 Personnel Files 

Personnel folders maintained in the Department have been designated 
the official folders for all employees of the office of the U.S. Attorney. 
u. s. Attorneys should not maintain separate official files, but should 
forward all necessary personnel papers to the Executive Office for U.S. 
Attorneys for inclusion in the official folder. Duplicate personnel 
papers may be maintained in administrative files in accordance with the 
following paragraph. When an employee transfers to another government 
agency, his/her Official Personnel Folder will be forwarded to the 
employing agency .by the Executive Office. 
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10-4.417 Administrative Files 

Copies of correspondence, office copies of personnel actions, 
position descriptions and other miscellaneous informational material 
relating to the office may be kept in a separate file to be designated as 
an administrative file. This file should not contain any material which 
is properly included in the official personnel folders maintained in the 
Executive Office. These files must be disposed of in accordance to the 
General Records Schedule. 

10-4.418 Maintenance of Attorney-Client Information 

A. Introduction: In the course of handling civil actions brought 
against employees in their individual capacities, notes, letters, and 
memoranda are often generated reflecting the substance of confidential 
communications between employees and the Justice Department counsel. 
Under the Attorney General's policy statement on representation of federal 
employees, this information is entitled to the protection of the 
attorney-client communication privilege. See 28 c.F.R. §50.15(a)(3). In 
order that this privilege be preserved, it shall be the responsibility of 
each Assistant U.S. Attorney assigned such a case to restrict access of 
such material to himself/herself, line supervisors and the U.S. Attorney. 
The following procedures, designed to assure adherence to this policy, 
only apply to communications with current or former government employees 
sued in their individual capacity. Records reflecting communications with 
employees sued only in their official capacity shall be placed in the non
restricted litigation files. 

For purposes of this policy, the definition of "attorney-client 
confidential information" is that information which is pro tee ted by the 
attorney-client privilege under applicable law. 

B. Contents of Files: In all instances where an attorney is 
responsible for a case involving the representation of a current or former 
government employee in his or her individual capacity, the attorney should 
maintain in the case file only those attorney-client communications which 
are necessary for the conduct of any pending or possible future 
litigation. All other privileged material should be destroyed. 

1. Open Files: The exterior of every case file that contains 
attorney-client communications should be clearly marked with the 
following symbol: 

IND IV. REP. 
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Each U.S. Attorney should insure that every employee in the 
office is aware that access to case files so marked is restricted to 
the case attorney responsible for the case; to employees expressly 
directed by the case attorney to have access to the file; and to the 
attorney's supervisors. 

2. Closed Files: When a file containing attorney-client 
communications has been authorized to be closed, the attorney who 
handled the case shall place all material containing attorney-client 
communications inside an envelope. The envelope should be sealed and 
a stamp should be placed over the seal with the following statement: 

This file contains privileged attorney-client 
information. Access is limited to assigned trial 
attorneys and their supervisors only. 

The envelope containing the privileged information should then 
be made a permanent part of the file. This procedure should be 
repeated if the envelope containing the confidential attorney-client 
material is ever opened by authorized individuals. 

C. Disclosure: Access to all files containing confidential 
attorney-client material is limited to: 

1. Any individual acting on behalf of or with written 
permission of the client/represented defendant; 

2. The attorney assigned to the case; and 

3. The immediate supervisors of the attorney responsible for 
the case and the u.s. Attorney. 

10-4.420 Directives 

Department of Justice Order 0000.l (July 14, 1971), Directives 
Subject Classification System, describes the numbering system for the 
Department of Justice directives and provides an alphabetical listing of 
subject categories. 

A list of directives by number can be found in OBD 0000.2F (March 22, 
1982) Directives Index as of April 30, 1977--u.s. Attorneys' and Marshals' 
Service. Distribution is also listed. -
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To obtain missing or extra copies of these directives, complete a 
DOJ-182, Stocked Printed Items Requisition, and forward as directed for 
stocked forms. Should any directive be unavailable, call the Executive 
Office for help in obtaining a copy. 

10-4.430 Disposal of Records 

The Department's Records Management Program provides for the 
preservation of records of permanent value or historical interest, the 
retirement of records no longer needed for current operations, and the 
destruction of non-record material. 

10-4.431 Closing Notice for Case Files 

USA 207 entitled Notice to Close Legal Case files is the official 
closing notice for U.S. Attorney litigating case files. The use of this 
form by all U.S. Attorney offices is required and should, wherever 
possible, be prepared by the attorney responsible for the case or the 
legal clerk or technician assisting that attorney. Form USA 207 
constitutes the official closing of the case file and shall be placed as 
the final document in the case folder. Form USA 207 shall be completed as 
follows: 

A. Section I, General - This section includes the name of the 
division and/or section, case number and case title. 

B. Section II, Disposition - This section should be completed as 
follows: 

1. If the case involves no sentence or a sentence of ten years 
or less, indicate so in the first clock under item number 1, or, 

2. If the case involves a sentence of more than ten years, 
indicate the number of years (1 year after termination of sentence) 
that the case file may be destroyed, in the second block under item 
number 1, or, 

3. If the case fully meets any one or more of the special 
criteria listed in OBD Order 2710.2 (Jan. 29, 1979), the attorney 
shall so indicate the appropriate criteria designating the case for 
permanent retention. 

C. Section III, Method Closed - Use of this section is optional ~nd 
may or may not be completed at the discretion of the U.S. Attorney. ' 
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D. Section IV, Certification - After the form is accurately and 
completely filled out, the U.S. Attorney or designated representative 
shall sign and date the form. 

USA 207 is available through the Department of Justice warehouse 
stock and may be obtain through normal procedures. 

Additional information regarding the permanent retention of records 
may be found in Order OBD 2710.lA (Dec. 28, 1978), Records Disposition, 
para. 4. 

Closed and inactive records should be retired to the Federal Archives 
and Records Centers (FRAC) for storage and maintenance, according to 
approved disposition schedules set forth in OBD Order 2710.2A (Jan. 29, 
1979). Records that are obsolete or unnecessary for retention and are 
authorized for destruction should be destroyed and not sent to the FARC. 
FARC wants only those records which are closed or inactive and are being 
retired to the Center because they have reached the required retention 
period for destruction or have no authorization for destruction. 

A well-organized systematic records retirement program will save 
valuable office space, release filing equipment, and make use of needed 
records more efficiently. 

U.S. Attorneys should box and ship closed files to the regional FARC 
once or twice each year. Retention periods are found in OBD Order 2710.2A 
(Jan. 29, 1979), United States Attorneys' Records Disposition, Civil and 
Criminal Case Files. Further information concerning records disposition 
can be found in 41 C.F.R. §101-11.4. Cases which have been completed as 
to litigation or appeals but will be continued as to collection of fines 
or other matters should be retained. If a case or matter was closed for a 
period in excess of that shown for retention on the disposal schedule, 
consideration should be given to disposing of or destroying the files. 

Such non-record material as obsolete forms, publications, ex~ra 

copies of correspondence and duplicate copies may be destroyed without 
authority. 

Information on the procedures for sending records to the FRAC is 
found in OBD Order 2710.lA (Dec. 28, 1978) Records Disposition. When 
records have been packed according to the instructions in the order and 
accession numbers requested from FRAC, follow the procedure described . 
below. Send an OBD-186 to the Support Services Office of the Facilities 
Management and Support Services Staff, Executive Office, request~ng 
shipping authority. See Shipment of Goods, USAM 10-4.390. ~ · 
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The destruction of classified information, i.e., records requiring 
safe-guarding in the interest of national defen;e:-is regulated by the 
Attorney General's Order No. 489-72. This order is located in 28 C.F.R. 
§§17.74-17.77. 

10-4.440 Forms 

10-4.441 Standardized Forms 

Whenever possible, standardized forms provided by the Department of 
Justice or the clerk of the court should be used. See OBD Order 2730.lB 
(April 23, 1982), Forms Index for Offices, Boards,-afld Divisions, for a 
list of forms stocked by the Department warehouse. These forms are 
available on request from the warehouse stock, 4th and T Streets, NE, 
Washington, D.C. 20530. Form DJ-182, Requisition for Stocked Printed 
Items, should be used for such requests. There is no charge and 
authorization is not generally required. Emergency requests may be phoned 
in on FTS 633-3096. Suggestions for changes in OBD, DJ, DOJ, or USA forms 
should be sent to the Support Services Manager, Facilities Management and 
Support Services Staff, Executive Office. Standard forms and optional 
forms are available for purchase from the General Services Administration 
via feds trip. 

A list of the forms available is located in the Office Products 
volume of the GSA catalog system. 

Responsibility for the management of form letters in the U.S. 
Attorneys' offices rests with the administrative officer (AO). All 
requests for new or revised forms and the overprinting of any existing 
forms and form letters must be reviewed and controlled by the AO. The AO 
should also review local forms which have been printed for the office. 
Those which have served their purpose should be discontinued and removed 
from the system. Similarly, forms should be updated as circumstances 
change. 

The AO should watch form usage rates carefully, and stock 
replenishment orders should be performed as necessary. 

The AO should ensure that standardized forms are used when 
applicable. If, in the AO's judgment, a standardized form does not 
completely serve its purpose, he/she should submit a request for revision 
to the Executive Office, Support Services Manager. He/she may also call 
attention to areas where greater standardization is possible. For furtQer 
information on forms management, see "Forms Management Tips ft>r' 
Administrative Officers," published by the Department of Justice. 
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10-4.442 Special Forms 

A special form, developed for use in a single district, can cost many 
times more than a standard stocked form. These special forms should be 
used only under the following circumstances: 

A. Significant time savings can be realized in recording 
information. 

B. No standardized form is available. (Special forms should not be 
printed merely to add the district name.) 

c. Local rules or practices preclude use of a standardized form. 

D. Information to be recorded is not available in other records or 
cannot be handled merely by revising an existing form. 

E. Procedures relating to the Forms are in accord with regulations. 

When it is determined that a special form is necessary, use the 
following procedure: 

A. Develop the form. 

B. Assign a number and date in the lower right hand corner. Numbers 
should be sequential, beginning with USA-40-district number-1; and in 
parentheses ED and date. For example: USA-40-96-1 (ED 8-1-81). 
Multiple-page forms should bear the same number, but page number should be 
indicated on all except page 1. 

c. Complete a "Printing Requisition," DOJ-2, and forward, together 
with a brief justification, to the Support Services Manager, Executive 
Office. 

Procedure for revision is the same except that the date will be 
preceded by REV date rather than ED. For example: USA 40-96-1 (REV 
10-1-81). 

A file consisting of an index and copies of all special or local 
forms should be maintained and kept up-to-date. 

Should it be determined that a special form might be useful to all 
U.S. Attorneys' offices, a memorandum should be submitted to the Executive ... 
Office with a copy of the form. , 
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10-5.000 SPACE MANAGEMENT/PHYSICAL SECURITY 

10-5.100 OFFICE SPACE 

10-5.110 General Description 

The office of the U.S. Attorney functions within the court basically 
as an independent law firm whose sole client is the United States 
government. The U.S. Attorney represents the government in all cases, 
both civil and criminal, to which the government is a party or in which it 
has an interest. 

Functional arrangement of the U.S. Attorney's suite requires public 
access to the reception area. The circulation within the suite to areas 
used by all attorney'' should be semi-private. Such access should be 
provided to library, c0nference room and file areas. 

10-5.120 Planning Criteria 

10-5.121 Policy 

The planning criteria are subject to the following policy statement: 

The planning criteria are excerpted from "United 
States Courts Design Guide, Chapter 15, United States 
Attorney," issued by the General Services Adminis
tration (GSA) on May 1, 1979. 

On March 8, 1983, GSA issued, "FPMR Temporary 
Regulation D-68; Assignment and Utilization of Space," 
requiring agencies to work toward the goal of 135 
square feet per person or a ten percent minimum 
reduction in space utilized and to submit an agency
wide space plan. A Department of Justice Space Plan 
was presented to GSA. GSA's response to the 
Department's space plan is conditional approval 
requiring among other things, a ten percent overall 
reduction of space utilized. The 1979 United States 
Courts Design Guide is effective until modified by 
GSA. 
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10-5.122 Planning Criteria 

The offices of the U.S. Attorneys differ in size in accordance with 
the amount of work in the district. The recommended suite (medium in 
size) includes the following spaces: 

U.S. Attorney's office 

private office -300 square feet 
toilet - 25 square feet maximum 

Secretary's office 

work area/reception area -250 square feet 

Chief Assistant U.S. Attorney's 
off ice -250 square feet 

Assistant U.S. Attorneys' offices -180 square feet each 

Stenographers' office or area 
(for two stenographers 
100 square feet each) -200 square feet 

Administrative Officer's office -180 square feet 

Conference room/Library -to be determined in 
Space Directive 

Evidence storage room -200 square feet 

Clerks and files room -250 square feet 

Visiting attorney's office -180 square feet each 

Supply and storage room -200 square feet 

Work room or area -200 square feet 

Witness room -200 square feet 

10-5.130 Location 

The U.S. Attorney's suite should be located in proximity to the 
courtrooms and the grand jury suite, but need not be on the same floor 
with the courtrooms or with the grand jury. 
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10-5.140 Procedures 

10-5.141 Additional Space 

If a determination is made that additional office space is required, 
the Assistant Director, Facilities Management and Support Services Staff, 
Executive Office for U.S. Attorneys, should be contacted. In a letter, 
sufficient justification for the request should be provided, such as 
additional personnel authorized (specify type, ~attorney, support, 
number of each) or overcrowded or insufficient space to house presently 
authorized staff. 

Authority for acquisition and/or relocation of space has not been 
delegated to the U.S. Attorneys. Such actions may be accomplished only by 
and with the approval of the Executive Office. 

10-5.142 New Federal Buildings/Courthouses 

GSA requests the Department to provide space requirements for the 
U.S. Attorney and other tenant3 when it contemplates construction of a new 
federal building and/or courthouse. The Executive Office contacts the 
U.S. Attorney's Office to obtain input, prior to compiling and submitting 
specific space requirements. 

When copies of proposed office space layouts are received by the 
Executive Office, they are forwarded to the U.S. Attorney ' s Office for 
concurrence, comment, and/or suggestions for improvement and return. 

10-5.143 Release of Space 

If contacted by the General Services Administration (GSA), U.S. 
Courts, or others requesting the release of space or relocation of your 
office, please contact the Assistant Director, Facilities Management and 
Support Services Staff, Executive Office for U.S. Attorneys, immediately. 
Authority for release or relocation of space has not been delegated to the 
U.S. Attorneys and can be accomplished only through the Executive Office. 

10-5.200 PARKING SPACE 
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10-5.210 Policy 

It is the general policy of the Executive Branch to provide parking 
spaces for official government vehicles permanently assigned to the United 
States Attorneys' Offices. Parking for employee owned vehicles will be 
provided whenever possible consistent with the following criteria. 

10-5.220 Priority Assignment of Parking Space for Employee Owned Vehicles 

1. U.S. Attorney. 

2. Handicap government employees for whom assigned parking 
spaces are necessary shall be given priority over all other 
employee parking. Non-handicap drivers who provide transpor
tation for severely handicapped employees shall also be assigned 
parking spaces. 

3. All Paid Supervisory Assistant U.S. Attorneys. 

4. Administrative Officer. 

5. One operational space. 

10-5.300 PHYSICAL SECURITY 

10-5.310 General 

Security Programs. See Department of Justice Orders 2600.2A (Sept. 
16, 1977), and 2620.4 (Sept. 29, 1977). 

There are six major programs which the administrative officer or 
other designated official is responsible for implementing in accordance 
with USAM 10-5.400: 

A. Personnel Security: Pursuant to Executive Order 10450, 5 u.s.c. 
§§7531, 7532, FPM Chapters 731, 732, and 736. See USAM 10-2.000. 

B. Document Security: Classification, declassification, and control 
of national security information, including sensitive compartmented 
information pursuant to Executive Order 12065, and protection of 
non-national defense sensitive information and information for which 
safeguarding is required by the Privacy Act of 1974. 
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C. Physical Security: Safety and physical security of personnel, 
property, and information. See 41 C.F.R. §101-20.504.2, Executive Order 
12065, 5 u.s.c. §552a, and §300. 

D. Automated Data Processing (ADP) Security: Information which is 
investigative in nature is considered sensitive and must be protected 
against uncontrolled release or access. If an office is using a computer 
terminal to access a remote computer facility, such as the Department of 
Justice Data Center in Washington, D.C., in order to analyze or retrieve 
sensitive data, the attorney in charge of the matter must establish and 
maintain procedures to limit access to the data to authorized users. 

U.S. Attorneys' Offices which have an ADP facility on-site must have 
security safeguards which include the designation of an individual 
responsible for this security, controlled access to the facility, the 
implementation of fire protection measures, contingency plans with 
emergency back-up, and recovery procedures, and development of procedures 
to ensure data security and system integrity. USAM 10-5.315 specifies 
security safeguards for on-site Prime Computers installed to operate the 
PROMIS caseload and collections management system. 

Departmental policies concerning ADP security are outlined in 
Department of Justice Order 2640.2A (Sept. 17, 1982). 

E. Tax Returns and Tax Return Information: See USAM 10-5.320, 
infra. 

F. Identification of Deficiencies and Remedies 

10-5.315 PROMIS Computer Security Standards 

The instructions below reflect minimum standards for PROMIS computer 
installations. Variations from these minimum standards are permissible so 
long as they equal or exceed the minimum. 

1. PHYSICAL SECURITY 

1.1 Location 

1.1.1 The computer must be located within the confines of the U.S. 
Attorney's Office, or at least, within a controlled access area. 

The computer must be protected from unauthorized access, 
especially by non-office personnel. 
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1.1.2 Similarly, all terminals and printers must be located in an area 
of controlled access. For terminal screens that can be viewed by 
persons from outside of the U.S. Attorney's Office (such as a 
screen at a receptionist's desk), special security restrictions 
must be invoked, preventing the display of any investigative or 
other sensitive information in order to avoid inadvertent 
disclosure. 

1.1.3 If possible, the computer should be located in an isolated com
puter room. If the computer is located in an isolated computer 
room, the door to that room must be equipped with a push-button 
simplex lock or equivalent. The code to the lock should be known 
only to the PROMIS System Manager, the Administrative Officer, 
and those personnel whose duties require uncontrolled access to 
the computer room. A key override system is desirable. 

1.2 Alarm Systems. 

1.2.1 The computer system will be largely running in an unattended 
mode. Therefore, the room in which the computer is located must 
be equipped with both smoke and heat detector alarms. 

1.2.2 If a sprinkler system exists, the heat detector alarm must be set 
at least fifteen degrees Fahrenheit (15° F.), lower than the 
sprinkler trigger. 

1.2.3 The smoke and heat detectors must produce an audible alarm which 
can be detected by office personnel during normal duty hours. For 
after hours notification, the detectors must trigger an alarm in 
the office of the responsible building guard or building manager. 
It is recommended notification unit be installed. These units 
dial one or more pre-programmed telephone numbers and provide 
voice notification of the problem condition. 

1.2.4 The building guard or building manager must be provided with a 
sealed envelope which contains the names and home telephone 
numbers of the System Manager, Administrative Officer, and other 
responsible office personnel. The envelope must also contain 
instructions regarding notification of the fire department and 
responsible office personnel; the keys or lock combinations for 
any doors which must be opened to access the computer; and 
specific instructions for shutting down the machine. 

1.3 Emergency Power Shutdown 
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1.3.1 The use of heat and smoke detectors which trigger the automatic 
disconnection of power from the computer and any associated 
peripheral devices are highly desirable. Such detectors must 
provide a delay period between the time the alarm is triggered 
and the shutdown occurs, to allow for appropriate human 
intervention. 

1.3.2 A clearly marked emergency shutdown switch, which can be used to 
disconnect the power from the computer is also highly desirable. 

2. DATA AND SYSTEMS SECURITY 

2.1 Backup (Note: Details on backup procedure are provided in the 
PROMIS System Manager's Manual, Section VI.) 

2.1.1 The System Manager must create a daily tape backup of the PROMIS 
log file for the preceding work period. 

2.1.2 All daily backup tapes must be created either after or before 
regular work hours, or during lunch break while no data entry is 
in progress. The time of day during which backups are made 
should be the same from one backup to the next. 

2.1.3 The minimum retention period of the daily backup tapes is two (2) 
calendar weeks. Each daily backup for a given week must cumulate 
the preceding backups for that week. Extension of this retention 
period is a recommended local option. 

2.1.4 Once each week the System Manager should save all PROMIS files. A 
minimum of the previous three PROMIS file saves should be 
retained. This corresponds with retaining daily backups for two 
calendar weeks. Retention of earlier file saves is recommended 
as a local option. 

2.1.5 All PRIMOS systems software, PROMIS system software, and other 
non-PROMIS materials stored on disk must be saved on a periodic 
basis. The frequency of such saves should be governed by the 
number of changes made to such information A full backup of such 
materials must be accomplished at least once every three months. 
More frequent backup is encouraged. A minimum of the previous 
two backups must be retained. 

2.1.6 At least one set of PROMIS weekly backup tapes and one set of 
software backup tapes must be stored off site at all times. 
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Off-site storage is to be located at another building at an 
environmentally controlled location, i.e., at an air-conditioned 
office and not exposed to direct sunlight or to degaussing 
magnetic fields. 

2 .1. 7 The System Manager, together with the Administrative Officer, is 
responsible for assuring that the off-site storage is protected 
from unauthorized access. Also, authorized access for the 
retrieval of tapes must be assured at least during the USAO's 
normal business hours and preferable around the clock. 

2.2 Hard Copy Backup 

2.2.1 As a safeguard against prolonged system failure, the System 
Manager must periodically create hard copy index GIP listings of 
defendant/litigant related information, which can be used to 
access case files and route requests for information and 
documents to appropriate office personnel. 

2.2.2 As a minimum, civil litigant, criminal defendant, and collections 
debtor listings should be run weekly. Listings should be in 
order by litigant, defendant, or debtor as appropriate. Each 
listing should contain the following minimum additional 
information as appropriate: USAO No., Court No., AUSA, Closing 
Date, Criminal Lead Charge, Civil Cause of Action. These 
listings should include all matters and cases added, updated or 
closed during the preceding week. On a bi-weekly (or more 
frequent) basis, they should be cumulated to list all pending 
cases and cases closed during that period. 

2.2.3 Additional index listings which contain different data elements 
or are produced in different sequences may be required to fulfill 
other local requirements. Production of such additional listings 
is encouraged. 

2.3 Documents 

2.3.1 All computer produced reports which contain sensitive informa
tion, e.g., listings of investigative matters, juvenile cases, 
sealed records, etc., must be marked "Limited Official Use" and 
must be protected and destroyed in accordance with provisions of 
DOJ Order 2620.7, Control and Protection of Limited Officfal Use 
Information. This includes shredding prior to disposal. 
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2.3.2 The System Manager is responsible for assuring that the reports 
are marked and the Administrative Officer is responsible for 
assuring that recipients of all sensitive reports are instructed 
regarding the provisions of DOJ Order 2620.7. 

2.4 Access Codes 

2.4.1 Assignment and safeguarding of access codes must be in con for
mance with the District's policy regarding the protection of 
sensitive information. Reference U.S. Attorneys' Manual, Title 
10, and DOJ Order 2620.7, Sept. 82, based on: 

(a) 26 U.S.C. §6103, Publicity of returns and disclosures of 
information as to persons filing income tax returns. 

(b) Federal Rules of Criminal Procedure, Rule 6(e), Grand Jury 
Secrecy of Proceedings and Disclosure. 

2.4.2 Access to the Prime system is controlled by a PRIMOS user-id and 
password. The password . should be randomly selected and must be 
changed at intervals not to exceed six months. The user-id, 
which is commonly made up of the user's last name, may be 
assigned permanently. 

2.4.3 Access to PROMIS is also controlled by two codes. The PROMIS 
group password which also internally controls access to the 
different kinds of case information, must be changed at intervals 
not to exceed six months. The personal i.d., which commonly is 
made up of the user's initials, may be assigned permanently. 

2.4.4 The "PASSWORD" program, available from the EOUSA, may be used as 
a convenient tool for generating PRIMOS passwords and PROMIS 
group passwords. 

2.5 Procedures 

2.5.1 If the computer is located in a room with a push-button simplex 
lock, the door combination must be changed at intervals no 
greater that three months, or at any time the combination has 
been disclosed to an unauthorized person such as a security 
guard. 

2.5.2 Whenever a terminal is left unattended for any period, such as 
lunch break, the terminal must be logged off, However, it is 
neither necessary nor desirable to turn off the power. 
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2.5.3 Upon termination of employment by the U.S. Attorney's Office, an 
individual's PRIMOS and PROMIS user-ids must be deleted. In 
addition, the PROMIS group password must be changed if the former 
employee has had access to sensitive information. Cancelled 
passwords may not be reassigned for a period of at least two 
years. 

2.5.4 The System Manager is responsible for password control. The 
Administrative Officer is responsible for advising the System 
Manager of the forth coming departure of any employee of the U.S. 
Attorney's Office who may have had access to the PROMIS system. 

2.5.5 If any record of active or closed passwords is maintained, it 
must be protected with at least the same level of security as 
that of the most sensitive password in the entire list (usually 
the System Manager's password). 

2.6 Communications 

2.6.l A single modem will be installed at each site to accommodate dial 
access into the Prime system. This communication facility will 
be used only by the EOUSA for software support. When an EOUSA 
software support representative requires access, voice 
verification must be made and positive action must be taken by 
the System Manager before data communications is established. 

2.6.2 Data communications with branch offices will use only direct, 
unswitched, dedicated telephone lines. 

2.6.3 In addition to the use of dedicated lines, Prime supplied multi
plexers will be installed at each end of the line so that only 
multiplexed information will be communicated. 

3. PERSONNEL SECURITY 

3.1 DOJ Order 2640.2A, Automated Information Systems Security, estab
lishes a uniform policy for protecting systems such as PROMIS. 
Section 17.C of the order addresses personnel security. 

3.2 As a minimum, this section requires a National Agency Check with 
Inquiries (NACI) for Prime employees, such as systems analysts 
and field engineers who will have occasional unsupervised access 
to the computer facility and/of its software system. 
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3.3 The System Manager is responsible (through the Administrative 
Officer) for making arrangements for the appropriate Prime 
employees to complete fingerprint cards (FD-258) and an SF-86. 

3.4 The fingerprint card and SF-86 will be processed in accordance 
with procedure specified in USAM Title 10. 

10-5.320 Tax Returns and Tax Return Information 

10-5.321 Purpose, Scope and Applicability 

The policies and procedures herein established are designed to 
preclude the unauthorized disclosures of tax returns and tax return 
information coming into the custody of the Executive Office for U.S. 
Attorneys and offices of the U.S. Attorneys. This is to establish minimum 
standards governing the transmission, custody, and disclosure of tax 
returns and tax return information, consistent with the provisions of 
safeguard requirements of Section 6130(p) (4) of the Internal Revenue 
Code. 

A. References throughout this memorandum to the safeguarding of tax 
returns and tax return information means that safeguarding of information 
so as to preclude disclosure of tax returns and tax return information in 
any form which will enable association with or identification of a 
particular taxpayer. 

B. Nothing in this memorandum will be construed as authorizing 
disclosure, dissemination, release, handling, or transmission of tax 
returns and tax return information contrary to the specific provisions of 
any law. 

C. References 

1. Section 6103(p) (4) of the Internal Revenue Code. 

2. 18 u.s.c. §1905. 

3. 26 u.s.c. §7213. 

4. Department of Justice Order 2620.5A (February 23, 1981). 
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10-5.322 Individual Responsibility 

The effectiveness of this tax return and tax return information 
security program depends upon the alertness, reliability, and discretion 
of every individual who receives tax returns and tax return information. 
The importance of effective security and of the position of trust imposed 
upon each individual who has possession, access, or control of such 
information is indicated by the criminal penalties imposed by 18 u.s.c 
§1905 and 26 u.s.c §7213. 

10-5.323 Access to and Dissemination and Control of Tax and Tax 
Information 

The following principles and requirements will be adhered to in the 
Executive Office for U.S. Attorneys and the offices of the U.S. Attorneys. 

A. Access to tax returns and tax return information shall be limited 
to those employees of the Executive Office designated by the Director or 
the Director's designee and in the case of U.S. Attorneys' Offices, by the 
U.S. Attorney, or his/her designee(s) as having a need for such returns 
and information in connection with the carrying out of their official 
duties. No person shall be entitled to knowledge or possession of access 
to, tax returns and tax return information solely by virtue of his/her 
office or position. 

B. Tax returns and tax return information shall not be disseminated 
to or discussed with or in the presence of unauthorized persons. 

C. Any person who has knowledge of the loss or possible compromise 
of any tax return or tax return information shall promptly report the 
circumstances to the Director in the case of the Executive Office for U.S. 
Attorneys, and to the U.S. Attorney in the case of reports from the 
offices of the U.S. Attorney. The U.S. Attorney shall report to the 
Director of the Executive Office for U.S. Attorneys who will be 
responsible for investigating and preparing recommendations to the Deputy 
Attorney General as to any follow-up action that may be required. 

10-5.324 Physical Control Over Tax Returns and Tax Return Information 

The Director, Executive Office for U.S. Attorneys, and the U.S. 
Attorneys or their designees shall be responsible for maintaining, as a 
minimum, control over tax returns and tax return information consistent 
with security requirements provided below. 
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A. When documents cannot be personally transmitted between 
authorized recipients, the transmittal of tax returns and tax return 
information and related working papers shall be transferred by registered 
mail with a return receipt requested and labeled "PERSONAL AND 
CONFIDENTIAL: TO BE OPENED BY ADDRESSEE ONLY" to be signed by the 
receiver or a designated representative who is authorized access to tax 
returns and tax return information. 

B. To avoid inadvertent disclosures to unauthorized persons, federal 
tax information must be kept separate from other information to the 
maximum extent. In situations where physical separation is impractical, 
such files should be clearly labeled to indicate that federal tax 
information is included and care should be taken to remove all such 
federal tax data to preclude access by any unauthorized persons. 

Tax returns and tax return information and related information and 
related working papers shall be stored under the sole control of 
designated employees who are authorized access to tax returns and tax 
return information. When copies of tax returns and tax return information 
and related working papers are no longer needed, they shall be, in lieu of 
any other written directive; destroyed under the supervision of a 
designated representative who is authorized access to tax returns and tax 
return information. A written report of this destruction, identifying the 
papers will be retained for a period of 10 years and later incorporated 
into the respective Records Disposal Programs of the office in question. 
Original IRS documents shall be returned to the IRS. No office is 
authorized to retain custody of original tax returns except by special 
arrangement with the Commissioner of Internal Revenue or his/her designee. 

10-5.325 General 

The following guidelines are to assist in developing procedures and 
standards to insure compliance with this Order/memorandum and in 
conformance with Section 6103(p)(4) of the Internal Revenue Code. If 
assistance or equipment, such as locked files are required, please contact 
the Assistant Director, Facilities Management and Support Services Staff, 
in writing, stating your specific requirements. 

A. Disposal of Tax Information Upon Completion of Use: The Tax 
Reform Act of 1976 requires that certain actions be taken by users of 
federal tax information in order to protect its confidentiality. 

Recipients will either return the information (including any copies 
made) to the office from which it was originally obtained or make the 
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information undisclosable and furnish a written report describing the 
manner in which the information was made undisclosable to such office. 

The following precautions should be observed when federal tax 
information is destroyed: 

1. Material furnished by the Internal Revenue Service and 
recipient-generated material such as extra copies, photo impressions, 
computer printouts, carbon paper, notes and work papers should be 
destroyed by burning, mulching, pulping, shredding, disintegrating, 
or handcutting. 

2. Burning precautions: The material is to be either burned in 
an incinerator that produces enough heat to burn the entire bundle or 
the pages should be separated to insure that all papers are consumed. 

3. Shredding precautions to make reconstruction more difficult-
the paper should be inserted so that lines of print are perpendicular 
to the cutting line; small amounts of shredded paper should not be 
allowed to accumulate in the shredder bin. The paper should be 
shredded to effect 1/4 inch wide or smaller strips, microfilm should 
be shredded to effect 1/35-inch by 3/8-inch strip. 

4. Pulping should be accomplished in such a manner that all 
material is reduced to particles one inch or smaller. 

5. Disintegrating should be accomplished with a 1/2 inch or 
smaller screen. 

6. Federal tax data in identifiable form must never be released 
to private contractors for unsupervised destruction. Destruction of 
the data should be witnessed by an employee authorized access to tax 
returns and tax return information. 

7. After it has served its purpose, magnetic tape containing 
federal tax data must not be made available for reuse by other 
offices or released for destruction without first being subjected to 
electromagnetic erasing. If reuse is not intended, the tape should 
be destroyed by cutting into lengths of 18 inches or less or by 
burning to effect complete incineration. 

8. If it is necessary to have magnetic disc packs which contain 
federal tax data refurbished by the manufacturer, the work must be 
accomplished on site. If this cannot be done, the disc pack should 
be purposely and obviously damaged prior to discard. 
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B •. Inspections: Periodic inspections will be conducted during the 
year by the Executive Office for U.S. Attorneys and the IRS Auditing Teams 
to ascertain that safeguards are adequate. These safeguard reviews will 
be accomplished pursuant to written procedures which provide for 
inspection of all U.S. Attorneys' Offices and the Executive Office for 
U.S. Attorneys. 

If there are inspections other than those performed internally or by 
the IRS or GAO, access to federal tax information may not normally be 
permitted. 

Safeguard inspections will include such items as: 

1. The storage and handling of federal tax information; 

2. A review of how access to federal tax information is granted 
to employees; 

3. An assessment of physical security; 

4. Verification that federal tax information has not been 
commingled with other information in such a way that its 
confidentiality could be inadvertently compromised; 

5. After-hours security; 

6. Review of who has access to combination safes and changing of 
combination; 

7. Analysis of security procedure and instructions to employees; 

8. Examination of waste disposal procedures; 

9. Interviews of those charged with security responsibilities; 

10. Review of planned organizational changes to assure that 
security considerations are covered. 

The Tax Reform Act of 1976 provides that safeguards are subject to 
review by the Internal Revenue Service and the General Accounting Office 
(GAO), including your written procedures and inspection findings. 

C. Control Over Tape Processing: Processing of federal tax 
information in magnetic tape mode (including tape reformating or 
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reproduction, or conversion to punch cards or hard copy printout) must be 
performed only under the immediate supervision and control of authorized 
employees of the Executive Office for U.S. Attorneys and offices of the 
U.S. Attorneys in a manner which will protect the confidentiality of the 
information on the magnetic tape file. 

Accordingly, in those cases where computer facilities are shared with 
other agencies, the Executive Office for U.S. Attorneys and the offices of 
the U.S. Attorneys may only permit their own employees access to magnetic 
tapes containing federal taxpayer information. 

If it is necessary to use the services of a private contractor or 
employees of another office which does not have designated access from the 
Executive Office for U.S. Attorneys and offices of the U.S. Attorneys, an 
employee designated access to tax returns and tax return information must 
be present at all times during the computer run. Under no circumstances 
should private contractors or non-Executive Office for U.S. Attorneys and 
U.S. Attorneys' employees be permitted unsupervised access to the tapes or 
any access to output generated by computer as a result of processing such 
tapes. 

Control over tapes must never be relinquished to a private contractor 
(or another· office) even if the purpose is merely to erase old tapes for 
reuse. 

D. Security of Magnetic Tapes: Magnetic tape files should be kept 
in a secured area under the immediate protection and control of an 
employee having access to tax returns and tax return information and who 
has been properly designated that access by competent authority. 

If you cannot maintain an area to house the tapes which is restricted 
solely to your office, special measures must be taken to protect the 
confidentiality of the data. For example, if the master file tape is kept 
in a general data processing facility, the tape must be stored in a locked 
cabinet and the keys must be only in the possession of employees so 
designated access to tax returns and tax return information. 

Tape reels, when not in storage, must never be left unattended. When 
not in use they are to be promptly returned to the storage area. 

Good security practice requires that inventory records of tapes be 
maintained for purposes of control and accountability. Such records 
should show the receipt, movement and ultimate disposition of our magnetic 
tapes. 
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E. Employee Awareness of the Need for Security: All employees 
should be thoroughly briefed on all security procedures and instructions 
on tax returns and tax return information requiring their awareness and 
compliance. Periodic reorientation sessions should be conducted to insure 
that all appropriate employees adhere to all security requirements. 

Employees should be advised of the provisions of §7213(a) of the 
Internal Revenue Code which makes unauthorized disclosure of information 
from a federal income tax return a crime that may be punishable by a 
$5,000 fine, five years imprisonment, or both. As part of the awareness 
program copies of the law should be provided to each affected employee. 

Employees who have access to federal tax information should also be 
advised of the provisions of §7217 of the Internal Revenue Code which 
permits a taxpayer to bring suit for civil damages in a United States 
district court for unauthorized disclosure of returns and return 
information. This section allows for punitive damages, as well as actual 
damages, and provides that in no case shall a plaintiff entitled to 
recovery be awarded less than the sum of $1,000 with respect to each 
instance of unauthorized disclosure as well as the costs of the action. 

F. Recordkeeping and Reporting Requirements of the Tax Reform Act of 
1976: U.S. Attorneys' Offices are required to establish a permanent 
system of standardized records of requests by or to it for disclosure of 
federal tax returns or return information. Thus the U.S. Attorneys' 
records will not only reflect what was obtained from the Internal Revenue 
Service, but also what additional disclosures were made. These records 
are to be maintained for a ten year period and must set forth the reason 
for such request by or to it, and any disclosure made by or to it. 

A written report describing the safeguard procedures established and 
utilized to ensure the confidentiality of federal tax information is to be 
sent annually to the Director, Disclosure and Security Division, Internal 
Revenue Service, Room 1603, PM:S:DS, 1111 Constitution Avenue, N.W., 
Washington, D.C. 20224. Copies of this report are to be directed to the 
Director, Office of Legal Services, Executive Office for U.S. Attorneys. 
The initial report should be provided within one month of receipt of such 
information. 

The administrative officer or designated official is responsible for 
enforcing and, when necessary, implementing security regulations or 
procedures within each office. 

Detailed security standards are being developed by the Executive 
Office for U.S. Attorneys in conjunction with the Justice Management 
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Division. Once standards are published, it will be the responsibility of 
the administrative officer of each U.S. Attorney's Office to ensure that 
such standards are met. Work authorizations will be sent out by the 
Executive Office for U.S. Attorneys to enable u.s Attorneys' Offices to 
authorize GSA to perform necessary work. The Department of Justice, 
Washington, D.C., will be billed directly by GSA. 

10-5.330 Facility Self-Protection Program 

See Department of Justice Order 2630.4B (February 2, 1982). 

A. A facility self-protection plan shall be developed for every 
building where the U.S. Attorney is the primary tenant. 

B. Where the U.S. Attorney's Office is not the prime tenant, the 
administrative officer or designated official is responsible for bringing 
to the attention of the appropriate official the need for developing an 
effective facility self-protection plan. The General Services 
Administration building manager will assist in arranging for 
implementation of a plan and is responsible for the installation and 
maintenance of protective equipment, such as warning devices, alarm 
system, and fire-fighting apparatus. 

10-5.400 UNITED STATES ATTORNEY'S OFFICE SECURITY PLAN 

Each U.S. Attorney's Office is to develop and implement an office 
security plan. The plan is to contain the elements set forth below. The 
plan is to be submitted in duplicate to the Executive Office for U.S. 
Attorneys. 

Each U.S. Attorney is to review the office security plan for the 
district on or before May 1, of each year and report to the Executive 
Office for U.S. Attorneys of any changes made in the plan. 

10-5.410 Elements of Plan--Physical Security 

A. Perimeter Security: This section of the report should consist of 
an assessment of the general security of the building in which the U.S. 
Attorney's Office is located and the specific security of the space 
immediately surrounding the office. It should cover restrictions on 
building access both during work and non-work hours and any building 
security personnel. The review of the U.S. Attorney's Office section of 
the building should assess vulnerability to unauthorized entry of all 
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external surfaces to the office including windows, walls, entrances, doors 
other than·entrance doors, elevator lobbies, etc. It also should describe 
all locks and other protective devices. 

B. Access Controls: This section should include a description of 
the procedures by which persons gain access to the U.S. Attorney's Office 
during both work and non-work hours. It also should depict access 
controls within the U.S. Attorney's Office, including locks on doors, 
restricted areas, and other access restriction equipment and practices. It 
also should be noted the extent to which non-Department of Justice 
personnel, such as the cleaning staff, have access to the office. 

C. Grand Jury Room: In this section of the report the location and 
physical security of the grand jury room should be described. The 
physical security description should include an evaluation of the 
susceptibility of the grand jury room to physical penetration during both 
work and non-work hours, and an evaluation of the vulnerability of the 
grand jury to over-hearing, without the aid of electronic equipment. A 
description of the ease with which witnesses may be brought into the grand 
jury room without being publicly detected also should be included. 

10-5.420 Elements of Plan--Document Security 

A. Document Security System 

1. Open File Security 

This section should cover the location of file cabinets 
containing case files and other sensitive information. It also 
should describe who is authorized access to such files and how that 
access is monitored. In addition, the section should discuss office 
practices with respect to the protection of case files and files 
containing other sensitive information when such files are not in 
their storage containers, both during work and non-work hours. 
Finally, it should be noted whether the office has, or has not 
considered implementing, a two or more tiered security system to 
provide extra security for especially sensitive non-classified 
information. 

2. Closed File Security 

This section should include a description of the location and 
contents of closed file storage containers, including their location, 
contents, and access restrictions. In addition, the section should 
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briefly explain the time at which files are placed in the closed file 
section and when closed files are shipped out of the office. 

3. Document Destruction 

This section should describe the equipment and procedures that 
are used for document destruction. , It should also discuss office 
practices for ensuring that the equipment and procedures are followed 
properly. 

B. Specialized Files 

1. Grand Jury Information 

This section should include a description of how grand jury 
information is used and stored. It should discuss any special 
precautions taken with respect to grand jury information, as opposed 
to other sensitive, non-classified information. It also should note 
how office personnel are made aware of the security requirements with 
respect to grand jury information imposed by Federal Rules of 
Criminal Procedure 6(e). This section also should cover the security 
of grand jury transcripts while they are in the hands of grand jury 
reporters, particularly when transcribing is being performed outside 
the office. 

2. Classified Information 

This section should contain a description of how much and how 
often the office has received classified information. If the off ice 
has had classified information recently, the section also should 
describe the procedures for use and storage of such information. 
Finally, the section should state which personnel in the office are 
responsible for being aware of the rules and regulations governing 
proper use and storage of classified information. 

10-5.430 Elements of Plan--Tax Return Information 

This section should summarize the office practices and procedures for 
compliance with Internal Revenue Service requirements for the security of 
tax information and files. It should be stated whether annual rep~rts on 
tax information security have been filed with the district director of the 
Internal Revenue Service. If so, the date of the last report should be 
noted. 
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10-5.440 Elements of Plan--Personnel Security 

A. Employment Clearances 

1. Attorney Personnel 

This section should include a brief description of the procedures 
employed by the office for obtaining employment clearances for 
attorney personnel. Any problems in obtaining such clearances should 
be noted. 

2. Non-Attorney Personnel 

This section should include a description of the office practices 
for obtaining employment clearances for non-attorney personnel, 
including paralegals. Any problems in obtaining such clearances 
should be noted. 

B. Security Clearances 

This section should include a description of office practices and 
procedures for obtaining and maintaining security clearances for office 
personnel. The section should include a depiction of the number of office 
personnel who currently have security clearances and the level of 
clearances. Do not state any specific levels of Sensitive Compartmented 
Information clearances. 

C. Grand Jury Reporter Clearances 

This section should contain a description of the procedures used by 
the office for obtaining employment and security clearances for grand jury 
reporters. Any problems in obtaining such clearances or in cooperation by 
reporters should be noted. 

10-5.450 Elements of Plan--Automated Data Processing (ADP) Security 

This section of the plan should identify the office, if an ADP 
facility exists, practices and procedures for security safeguards to 
control access to the facility, system integrity, implementation of fire 
protection measures, contingency plans with emergency back-up and recovery 
procedures. 
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10-5.460 Elements of Plan--Identification of Deficiencies and Remedies 

This section of the plan should identify office security deficiencies 
for each of the elements of the plan. It should be noted whether the 
deficiency is due to office procedures, resource limitations, or other 
factors such as building design. Following the description of each 
deficiency, the remedial steps being taken with respect to it should be 
described. 

10-5.470 Dissemination of Plan 

In addition to submission of the plan to the Executive Office as 
described in USAM 10-5.400, the plan should be disseminated to the staff 
of the office to ensure that each of them is familiar with office security 
practices and procedures. 
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10-7.000 LEGAL COMPUTER SYSTEMS 

10-7.100 JURIS 

10-7.110 General Information 

The JURIS legal research system offers U.S. Attorneys' Offices 
instantaneous searches and printouts of legal documents (cases, statutes, 
digests) by means of a computer terminal using common words, phrases and 
citations. Many u.s. Attorneys' Offices have their own JURIS terminals 
for in-house computerized legal research. The JURIS data base includes 
federal court and Supreme Court decisions including slip opinions, 
headnotes to federal and state court decisions, federal statutes and 
regulations, decisions of administrative agencies, and selected briefs 
from U.S. Attorneys' Offices and the litigating divisions. JURIS 
terminals can also be used to access selected LEXIS and Westlaw data bases 
containing state court cases. 

10-7.120 Terminal Access to JURIS 

Custom JURIS terminals or IBM personal computers can be used to 
retrieve information from the available data bases. The custom terminals 
and the P.C. JURIS software, which allows an IBM Personal Computer to be 
used as a JURIS terminal, are available upon request. 

10-7.130 Information Needed to Make JURIS Research Request 

Research requests to the Executive Office should include the court or 
courts to be referenced, including a specific circuit if desired; the 
question to be answered; a brief statement of the facts; a listing of the 
pertinent words and phrases as they are expected to appear in an opinion 
or other document; and, when possible, the citations of any known leading 
cases, statutes, and any West Digest key numbers and headnote subject 
names which apply. 

10-7.140 How to Request JURIS Service Installation 

Any U.S. Attorney's Office desiring installation of a JURIS research 
terminal or the P.C. JURIS software should submit a memo from the U.S. 
Attorney to the Director, Office of Management Information Systems and 

DECEMBER 31, 1985 
Sec. 10-7.000-.140 
Ch. 7, p. 1 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Support, Executive Office for U.S. Attorneys, requesting installation. The 
request should indicate the projected amount of use by the U.S. Attorney's 
staff, including the number of Assistant U.S. Attorneys and/or paralegals 
who would actually utilize the service, the availability and adequacy of 
law libraries, and the type and volume of caseload. The mailing address 
is: 

Director 
Office of Management Information Systems and Support 
Executive Office for U.S. Attorneys 
U.S. Department of Justice 
Universal North Building, Room 1035 
Washington, D.C. 20530 

The charge for JURIS service does not come from the individual U.S. 
Attorney's Office budget. 

10-7.150 Legal Research Using JURIS 

Searches may be performed using words, phrases, West Digest key 
numbers, case names, case statute citations, dates, circuits, courts, or 
even judge's or attorney's names. 

A. The basic search method in JURIS is based on words or phrases 
that actually appear in the text documents rather than in general 
descriptive categories. For example, a search may be conducted for the 
admissibility into evidence of dying declarations by searching the 
documents in the data base directly for "dying declaration," rather than 
searching digest for "Evidence" and all sub-classifications. 

B. West Digest materials may be searched by using West Digest key 
numbers, the West headnote subject name, or any other word or phrase 
contained in the headnote. 

C. A data base provided by Shepards Publishing Company allows users 
to shepardize cases on line. 

10-7.160 Legal Documents Available in the JURIS System 

A. Descriptions of the fifteen categories of documents (File Groups) 
available for searching and their JURIS code names are listed below: 
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Name of File Group Description 

1. CASE LAW Federal Caselaw Decisions 

2. STATLAW Federal Statutory Law 

3. DIGEST West Publishing Company's 
Federal and Regional Digests 

4. TAX Tax Caselaw Decisions and 
Administrative Materials 

5. BRIEFS Department of Justice Brief Bank 

6. WRKPRDT Department of Justice Work 
Product Materials 

7. LEGHIST Legislative Histories of Federal Laws 

8. ArniIN Administrative Law Decisions 

9. REGS Federal Regulations and Related 
Materials 

10. TREATIES u.s. Treaties and International 
Agreements 

11. FOIA Freedom of Information Act Materials 

12 . FORE NS Forensic Science Newsletters 

13. IND LAW Indian Law and Related Materials 

14. RE FERENZ JURIS Reference Manual and Related 
Training Aids 

15. MANUAL U.S. Attorneys' Manual 

B. Within each category (File Group) of documents, the followi ng 
cases, statutes, regulations, and administrative decisions are available 
for the dates and volum e s indicated. All of these files are updated 
periodically. To receive the most updated data base listing, please 
contact JURIS User Assistance on FTS 633-4537. 
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Group Volumes and Dates 

1. CASELAW 

a. U.S. Supreme Court 178 U.S. through Slips 
(1900 - Present) 

b. U.S. Courts of Appeals 300 F.2d through Slips 
(1962 - Present) 

c. U.S. District Courts 322 F.Supp. through Slips 
(1971 - Present) 

d. U.S. Court of Claims 134 Ct.Cl. through 231 Ct. Cl. 
1956 - 1982) 

e. Federal Rules Decisions 73 F.R.D. through Slips 
(1976 - Present) 

f, Court of Military Review 1 C.M.R. through 50 C.M.R. 
(1951 - 1975) 

g. Military Justice Reporter 1 M.J.R. through Slips 
1975 - Present) 

h. Atlantic 2d Reporter
D.C. Cases only 

370 A.2d through Slips 
1977 - Present) 

i. Bankruptcy Reporter 1 B.R. through Slips 
(1979 - Present) 

j. Claims Court Reporter 1 Cl. Ct. through Slips 
(1982 - Present) 

2. STATLAW 

a. u.s. Public Laws 93rd - 98th Congress 

b. United States Code 1982 Ed it ion 

c. Executive Orders of 
the President 

1947 - Present 

d. Civil Works Laws Volumes 1 - 4 and Selected 
Public Laws through 9/83 
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Group Volumes and Dates 

e. Comprehensive Crime 
Control Act of 1984 

Pub. L. No. 98-473 (CCCA), 
Pub. L. No. 98-573 (Tariff Act), 
Pub. L. No. 98-596 (Fine Enforce
ment Act) and the Criminal 
Division Handbook on the Compre
hensive Crime Control Act of 1984 

3. DIGEST 

a. u.s. Supreme Court 1960 - Present 

b. u.s. Court of Appeals 1960 - Present 

c. U.S. District Courts 1960 - Present 

d. Federal Rules Decisions 1960 - Present 

e. State Court Decisions 
Regional Reporters 

1967 - Present 

4. TAX 

a. U.S. Tax Court Decisions 1 T.C. - 66 T.C. 
(1942 - 1976) 

b. u.s. Board of Tax 
Appeals Decisions 

19 B.T.A. - 47 B.T.A. 
(1930 - 1942) 

c. Enforcement Decisions Tax Division's Summons 
Enforcement Decisions 
through March, 1984 

d. Codelist Tax Division's Summons 
Enforcement Codes 

e. Protest Tax Division's Tax 
Protestor Decision List 
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Group Volumes and Dates 

5. BRIEFS 

a. Office of the 
Solicitor General 
Briefs 

Briefs since the 10/82 Term 

b. Civil Division 
Appellate Briefs 

Selected Appellate Briefs 
(11/81 - Present) 

c. Civil Division 
Trial Briefs 

Selected Trial Briefs 
(1977 - Present) 

d. Civil Rights 
Division Briefs 

Selected Appellate Briefs 
(1/80 - Present) 

e. Land and Natural 
Resources Division 
Briefs 

Selected Appellate Briefs 
(12/83 - Present) 

6. WRKPRDT 

a. Criminal Division Selected Monographs 

b. Civil Division 
Monographs 

Selected Monographs 

7. LEGHIST 

a. Equal Access to Justice 
Act Legislative History 

8. ADMIN 

a. Published Comptroller 
General Decisions 

Volumes 1 - 63 
(1921 - 1984) 

b. Unpublished 
Comptroller General 
Decisions 

(1955 - 1984) 
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Group Volumes and Dates 

c. Opinions of the 
Attorney General 

Volumes 1 - 43 
(1791 - 1983) 

d. Office of Legal 
Counsel Memoranda 

Volumes 1 - 3 
(1977 - 1979) 

e. Boards of Contract 
Appeals Decisions 

Volumes 52-2 - 85-1 
(1956 - 1985) 

f, Federal Labor 
Relations Authority 
Decisions 

1 FLRA through 14 FLRA 
(1979 - 1984) 
1 FLRC through 6 FLRC 
(1970 - 1978) 
1 A/SLMR through 8 A/SLMR 
(1973 - 1978) 
1 R/R pgs. 67 - 466 
(1970 - 1975) 

g. HUD Administrative 
Law Decisions 

Selected HUD Administrative 
Law Decisions 

h. Merit Systems 
Protection Board 
Decisions 

Volumes 1 - 13 
(1979 - 1983) 

i. Administrative 
Decisions under the 
Immigration and 
Nationality Laws of 
the United States 

Volumes 1 - 18 
(1940 - Present) 

9. REGS 

a. Code of Federal 
Regulations 

1984 and 1985 Editions 

b. Unified Agenda of 
Federal Regulations 

1985 Version 
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Group Volumes and Dates 

10. TREATIES 

a. U.S. Treaties and 
Other International 
Agreements 

1 UST through 32 UST 
(1950 - 1981) 
Bevans: Volumes 1 - 12 
(1776 - 1949) 

b. Department of Defense 
Unpublished Inter
national Agreements 

(1947 - 1984) 

11. FOIA 

a. FOIA Newsletter Vols. 1-1 through 5-3 
(Fall 1979 - Summer 1984) 

b. FOIA Short Guide September 1983 Edition 

12. FORENS 

a. Scientific Sleuthing 
Newsletter 

(July 1976 - Winter 1985) 

13. IND LAW 

a. Opinions of the 
Solicitor, Department 
of the Interior 

Volumes 1 & 2 
(1917 - 1974) 

b. Ratified Treaties (1778 - 1880) 

c. Unratified Treaties (1801 - 1868) 

d. Presidential 
Proclamations 

(1879 - 1968) 

e. Executive Orders 
relating to Indians 

(1871 - 1971) 
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Group Volumes and Dates 

14. REFERENZ 

a. JURIS Reference Manual Parts 1 - 5 
November 1984 Edition 

15. MANUAL 

a. U.S. Attorneys' Manual Titles 1, 2, 3, 4, 5, 6, 7, 8, 9, 
and 10 

10-7.170 On-Site Training Classes for u.s. Attorneys' Offices with JURIS 
Terminals 

JURIS user training is available upon request. Request should be 
made to the JURIS User Assistance, Legal Research and Training Staff at 
FTS 633-4537. 

10-7.180 Training Materials Available to All U.S. Attorneys' Offices 

A. The JURIS Newsletter, a monthly publication, contains information 
on improvements and additions to JURIS research capabilities. The 
Newsletter also includes the most recent data base enhancements and any 
new search techniques. The JURIS Newsletter is distributed to all U.S. 
Attorneys' Offices which have JURIS terminals. Additional copies of the 
Newsletter are available on request from the JURIS User Assistance, Legal 
Research and Training Staff at FTS 633-4537. 

B. A JURIS Information packet is also available to all users of the 
system. The information packet contains copies of the most recent JURIS 
data base, sample training questions and answers, an overview of the JURIS 
system, and a JURIS Reference Card. This packet may be obtained from the 
JURIS User Assistance Office on request. 

10-7.190 Maintenance, Repairs and Supplies for JURIS Equipment 

Maintenance, repairs and supplies for JURIS are the responsibility of 
the Legal Research and Training Service in Washington, D.C. Request for 
maintenance and repairs should be made by calling JURIS User Assistance at 
FTS 633-4537. The waiting period for repairs and/or replacement of a 
defective printer or terminal should not exceed 48 hours. On-site 
maintenance has been obtained for the repair of the Okidata printers. To 
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report a malfunctioning printer call (800) 638-6811. Okidata has 
guaranteed a four hour response time for any printer repair. Requests for 
supplies, such as printer paper, should also be made by phone to the User 
Assistance Staff. There is no charge to the U.S. Attorney's Office for 
repairs and maintenance. 

JURIS User Assistance does not provide repair service or maintenance 
service for personal computers that are being used as JURIS terminals. 
Problems with the P.C. JURIS software, however, may be referred to the 
Legal Research and Training Service. 

10-7.200 AUTOMATED LITIGATION SUPPORT SERVICES 

10-7.210 Purpose 

Automated litigation support is the application of computer 
technology to the type of case or matter which involves a large volume of 
documents, transcripts, reports, business records, or depositions. The 
computer is used to organize, control, correlate, index, retrieve and 
display data contained in these materials. It can be used, for instance, 
to quickly retrieve specific information from a large volume of documents 
according to complex pre-determined criteria, to locate specific documents 
which aid in the preparation for direct cross examination of witnesses, or 
to analyze telephone and business records. When an attorney is faced with 
litigation involving a large volume of envidentiary material requiring 
analysis, automated litigation support should be considered. 

The average case or investigation in a U.S. Attorney's Office, of 
course, does not require this type of support since the documents can be 
screened and reduced in volume to proportions which can be handled by 
manual indexing and filing techniques. Automated litigation support is 
appropriate in those instances where the volume of materials found 
relevant to the case after the initial screening would overtax traditional 
manual methods of document control. Some of the factors to consider in 
evaluating whether the use of computer services is warranted include the 
following: 

A. Number of documents to be managed: For example, case or matters 
which involve more than 5,000 pages of transcript and/or 10,000 documents 
are candidates for automated litigation support. 

B. Type of documents to be managed: Photographs, technical 
drawings, and blueprints do not usually lend themselves to computer-aided 
analysis, for instance. On the other hand bank records, other types of 
financial records, telephone toll records, and transcripts do. 
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C. Type of data analysis, sorting, retrieval, etc., required. 

D. Complexity of the factual and legal issues involved. 

E. Personnel resources and time required if traditional methods are 
used. 

F. Potential financial liability to the government, or gravity of 
the offense. 

G. How long the automated services will be required. 

H. Significance of the investigation or case. 

I. If the evidence already exists or can be obtained in machine 
readable form, ~, data on magnetic computer tape, computer-aided 
litigation support may well be cost effective. 

10-7.220 Procedures 

If you think a case or investigation requires automated litigation 
support, the Director of the Office of Management Information Systems and 
Support (OMISS) should be contacted immediately. OMISS is the 
organization within the Executive Office for U.S. Attorneys which has 
responsibility for evaluating and approving all requests for automated 
litigation support. The Executive Office will fund only automated 
litigation support projects which have been approved by OMISS. Request 
for litigation support should be directed to: 

Director 
Office of Management Information Systems and Support 
Executive Office for U.S. Attorneys 
U.S. Department of Justice 
Universal North Building, Room 1035 
Washington, D.C. 20530 

The telephone number is FTS 673-6379. 

The request for automated litigation support should be made as early 
as possible because the time required to design and implement as an 
automated system can be substantial. 
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After the initial contact with OMISS has been made, the Litigation 
Systems Staff (LSS) of the Justice Management Division is available to 
assist in providing automated litigation support to the case. The 
services LSS provides include requirements analysis, system design and 
cost estimates. LSS can also assist in making arrangements for 
programming and securing the services of a contractor if that is 
necessary. 

Upon request and after OMISS approval, LSS will prepare a proposal 
for automated litigation support. The proposal provides a basis for a 
reimbursement agreement which OMISS executes with LSS for their services 
or the services of any other vendors or organization required. 

10-7.230 Services Available 

The Litigation Systems Staff (LSS) of the Justice Management Division 
is comprised of several attorneys with backgrounds in data processing and 
experience in designing and implementing automated systems for litigation 
support. They will provide guidance on processing information so that the 
computer can be used for analysis or retrieval. They will also recommend 
the appropriate software and hardware to meet the users' needs. LSS has 
designed and implemented a wide variety of automated systems which make 
use of IBM mainframe computers located at the Justice Data Center in 
Washington, D.C. More recently LSS has employed mini- or micro-computers 
for litigation support applications. 

A typical litigation support application might be using JURIS to 
provide on-line access to the full text of trial or deposition 
transcripts. This means that the JURIS terminals and protocol employed to 
do legal research can be used to retrieve information from a special 
transcript data base. Access to the special data base can be restricted 
to attorneys working on the case. Other applications have included 
computer-aided analysis of telephone toll records, business records, and 
tax returns. LSS has also assisted in the analysis of payroll records to 
establish patterns of sex and race discrimination in employment. 

DOJ-19Jlt.04 
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Toi Holders of United States Attorneys' Manual Title 10 

~ROM:/lnit:~ates A.ttor~~ys' Manual Staff 

~~ ~~m P. Tyson, Director 
, ' . xecutive Office for U.S. Attorneys 

RE: Policy Concerning Handling of Agency Debt Claim 
Referrals Where the Applicable Statute of 
Limitations has _Run 

NOTE: 1. This is issued pursuant to and expires unless 
reissued or incorporated pursuant to USAM 1-1.550. 

2; Distribute to Holders of Title 10. 

3. Insert at the end · of Title 10. 

PURPOSE: This bluesheet sets forth the Department of Justi'ce 
policy that although the expiration of the Statute of 
Limitations is an affirmative defense that must be plead 
by the defendant, the United States Attorneys shall not 
accept any agency referral or file a case in which the 
applicable Statute of Limitations has expired. 

AFFECTS: USAM 10-8.120 

The following new section should be added after USAM 10-8.110: 

10-8.120 Effect of Expiration of Statute of Limitations on 
Agency Debt Claim Referrals. 

U.S. Attorneys' offices shall immediately decline any claim for 
a debt owed to the United States that is referred from a client 
agency for litigation and enforced collection after the applicable 
Statute of Limitations has expired. U.S. Attorneys shall not file 
any case in a claim· for a debt owed to the United States that is 
referred from a client agency in which the applicable Statute of 
Limitations has expired. 

BS # 10.008 

DOJ·1986-0l 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

10-8.000 COLLI:..CTIONS 

10-8.100 INTRODUCTION AND GENI:..RAL INFORMATION 

There is no comprehensive collections order for U.S. Attorney debt 
collectors. The following information is derived from a number of 
sources. Among them are USA.'1 Title 4 (Civil Division); USAH 9-120.000-
9-120.123 (Criminal Division, formerly issued as Criminal Collections 
Policy and Techniques); USA Order 2840 (Sept. 1, 1980, as amended Feb. 1, 
1981 and Oct. 1, 1981), chap. 6 (United States Attorneys' Docket and 
Reporting System Manual); OBD Order 2110 (Jan. 31, 1984), (Lock Box 
Procedures for the Direct Deposit of Cash Collections); and the Civil 
Division Practice Hanual. This information in no way subs ti tu tes for or 
duplicates those sources; it is a brief summary of pertinent portions of 
them. All collections clerks are to be familiar with these sources for 
ready reference to them as needed. 

Note: The U.S. Attorneys' Docket and Reporting (D&R) System is being 
phased out and replaced by the Collections Subsystem of the Prosecutors 
Management Information System (PROMIS). The installation of PROMIS in all 
u.s. Attorneys' offices is to be completed by March 31, 1985. When the 
installation has been completed, USAfi lU-8.0UO will be reissued. In the 
interim, in "non-PROhISed" offices the reporting requirements of USA. Order 
2840 remain in effect. In "PROMISed" offices, reporting requirements are 
defined in the Collections Procedures Manual provided to each district at 
the time of implementation. 

When filling vacant collections positions, u.s. Attorneys should bear 
in mind that their collectors are responsible for collecting money owed to 
the United States by inaividuals who have been deemed to owe this money by 
a jury of their peers, or by an official of the United States Courts. 
Therefore, any individual selected for a debt collection position must be 
made aware of the importance of doing this job correctly, and the need to 
maximize the government's ability to collect monies owed. 

A. There are only three (3) ways to reduce or close criminal fine 
debts to the United States: 

1. Payment in full; 

2. Presidential pardon; or 

3. Death of the debtor. 
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A criminal fine debt may be removed from the Docket and Reporting 
System Pending List if it can be proven that the debtor is at least 75 
years old, cannot be located, and that five (5) diligent annual attempts 
to locate the debtor have been made (see USAM 9-121.310 ~ ~·). This is 
strictly an administrative closing, it does not remove the liability of 
the debtor for the fine should the debtor be found to be alive. In that 
instance the u.s. Attorney has the obligation to re-open the case and 
pursue payment of the fine again. 

B. There are two (2) ways to reduce or close civil matter or case 
debts to the United States: 

1. Payment in full, or 

2. Compromise, which can only be done in civil cases. While the 
collections clerk may negotiate with a debtor in this respect, only 
an Assistant U.S. Attorney may make an actual compromise. 

10-b.110 Judgment Policy 

10-8.111 Promptly Reduce All Debt Claims to Judgment 

All claims referred by client agencies to U.S. Attorneys for 
litigation and enforced collection shall be reduced to judgment promptly. 

lf subsequent to a demand letter or service of a complaint (and prior 
to the entry of a default judgment) the debtor acknowledges the debt and 
an installment repayment plan is justified and agreed to, the debtor shall 
be required to execute a consent judgment and that judgment entered 
immediately with the court. Claims shall remain in a pre-judgment status 
only in those instances where the debtor agrees to pay the debt in full 
within 30 days and executes a consent judgment with the understanding that 
the judgment will be entered with the court if full payment is not 
received within 30 days. 

The U.S. Attorney shall personally approve and set forth in writing 
for the Debt Collection Unit any exceptions to this policy which are 
required for the handling of unusual types of situations or claims. 

10-8.112 Judgments in a Paying Status Shall Be Retained by u.s. Attorneys 
Until Fully Satisfied 

All paying judgwents shall be retained by the U.S. Attorneys until
fully satisfied. Jud6ments shall not be returned to the referring agency 
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for collection of installment payments. All payments are to be made by 
the debtor to the U.S. Attorney's office (made payable to the U.S. 
Department of Justice) and deposited through the Direct Deposit (lock box) 
System. 

This policy also applies to repayment agreements which in the past 
could be returned to the Veterans Administration's Centralized Accounts 
Receivable Section (CARS in St. Paul) for the monitoring of payments once 
three consecutive, timely payments had been made by the debtor. Such 
repayment agreements shall not be returned to CARS for collection but 
shall be retained by the U.S. Attorney's office until fully satisfied. 

Use of the following Docket and Reporting System, PROMIS, and USACTS 
codes shall be discontinued immediately. 

Docket and Reporting System 

Civil MATTER PENDING Code 

093 Case returned to referring agency for collection monitoring 

Civil MATTER DISPOSITION Code 

139 Matter returned to agency for collection 

Civil CASE PENDING Code 

293 Case returned to referring agency for collection monitoring 

Civil CASE DISPOSITION Code 

321 Returned to agency for collection 

Collection PENDING Code 

893 Claim returned to referring agency for collection monitoring 

Collection DISPOSITION Code 

939 Claim returned to referring agency for collection 
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PROM IS 

Finance Reason Codes 

AGCL Return to agency for collection 

CRAL Correction of error to agency for collection 

Collection Disposition Code 

RC Return to agency for collection 

USACTS 

Finance Code 

RAFC Return to agency for collection 

Collection Disposition Code 

RC Return to agency for collection 

In the near future, the Docket and Reporting Systera, PRuMIS and 
USACTS Manuals will be revised to reflect this new policy and to elimina:te 
the codes listed above. 

The policy set forth above does not affect in any way present poli,cy 
concerning the return of uncollectible claims or judgments to the a5enc:ie~ 
for surveillance, or the use of Docket and Reporting System, PROMIS, <O:tr 

USACTS codes established for that purpose. 

10-8.200 COLLECTIONS PROCESS 

The following is a brief summary of the administrative procedur(e's 
involved in the collections process: 

A. Preparation of a Debtor Card: The debtor card, USA-l L7.tA 
(Criminal Debtor Card) or USA-117B (Civil Debtor Card), is the officLal. 
administrative record of U .s. Attorney collections for the Department ;of 
Justice. A debtor card must be prepared for each debtor and mus~ 
accurately reflect the amount of money (principal, interest and costs) due 
the United States. It is a two-part snap-out form. 

AUGUST 16, 1985 
Sec. 10-8.112-.200 
Ch. 8, P· 4 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

1. The appropriate debtor card (USA-117A [Criminal Fine] or 
USA-117B [Civil Claim]) must be prepared when: 

a. A criminal fine has been imposed; 

b. A judgment has been obtained on a claim; or 

c. A debtor has made the first payment on a pre-judgment 
claim. 

The original debtor card should be placed in a "Hold" or "Suspense " 
file in the Debt Collection Unit until entry into the system is verified 
(~ USAM 10-8.200(B), infra). The snap-out carbon copy is to be sent to 
the Office of Management Information Systems and Support (OMISS), 
Executive Office for U.S. Attorneys, in the Department's Data Center. 
Their address is: 

Caseload/Collections Unit 
EOUSA/OMISS, CAB, Room 1132 
Department of Justice 
425 I Street, NW 
Washington, D.C. 20530 

2. A debtor card (USA-117A/B) must be prepared for: 

a. All impositions, including those where payment in full 
is made at disposition of the matter or case; 

b. All appearance bond forfeitures on the date forfeited; 

c. All determined (at least one payment made) pre-judgment 
claims; and 

d. All claims when judgment is obtained (unless already open 
in the D&R system, then a Civil Collections Activity Card ( USA-
166) is used to change the status (Imposition Type) of the case 
from pre-judgment to judgment). 

Much of the information required for the collections debtor card 
(USA-117 A/B) can be obtained from - the related Criminal Docket Card 
(USA-115) and its associated Judgment and Commitment Order; or the Civil 
Docket Card (USA-116) and its as~ociated Certificate of Indebtedness. 

B. Debtor Card Verification: Once each month the OMISS mails a 
verification list to all U.S. Attorneys' offices regarding entries in the 
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D&R system. This includes an error list designed to resolve discrepancies 
between the new imposi-ti,Qns and determined claims in the docket file 
(caseload) and the new entries in the debtor file (collections). All 
differences must be resolved and corrections made in the D&R System. All 
corrections must be sent to the Department of activity cards (Criminal 
USA-165; Civil USA-166), (see USAM 10-8.200(c), infra.) Once a debtor 
card (USA-117A/B) has been-verified in this manner, it may be placed in 
the "Pending Collections" section of the Collections Unit's card file. 
Any debtor cards which involve unverified pending corrections must remain 
in the "Hold" file until the correction has been ~erified on the next 
verification list. 

C. Collection Activity: Every collection activity must be recorded 
on the relevant Forms USA-117A as it occurs. In addition, whenever the 
status of the matter or case changes, a collection activity card, USA-165, 
"Collection Activity Card," or USA-166, "Civil Collection Activity Card," 
must be sent to OMISS at the address in USAM 10-8.200(A), supra. 

D. Payments: All funds received by U.S. Attorneys' offices are to 
be processed on the day received according to OBD Order 2110 (Jan. 31, 
1984), with the exception of criminal fine payments which are to be made 
to the clerk of the U.S. District Court. OBD Order 2110 procedures call 
for the funds to be logged-in at the point of receipt; forwarded to the 
Debt Collection Unit where an itemized deposit slip/check register (Form 
OBD-230) is prepared; verified for correct preparation and handling by a 
third party; and then mailed in a pre-addressed envelope to Citizens and 
Southern (C&S) Bank of Atlanta, GA, the contract depository. C&S 
processes the checks for payment and electronically transfers the funds to 
the United States Treasury. The Justice Management Division's Debt 
Management Section Group (JMD/DMS) receives reports from C&S itemizing 
payments by client agency. JMD/DMS in turn notifies the client agency of 
payment for crediting to their accounts. 

Receipts (USA-200) are no longer needed (except when a debtor 
specifically requests a receipt.) The cancelled check or money order 
carbon copy/stub serves as the receipt. No notification to the client 
agency or the Department of Justice is necessary. What is necessary is 
the proper accounting procedure of independent verification of fund totals 
at each point through which they pass in the U.S. Attorney processing 
chain; and the verification on the official deposit slip (Form OBD-230) 
that the entire process has been properly followed. 

An Exception Register (Form OBD-230X) will be necessary for checks 
which are returned due to "Insufficient Funds." This register need only 
be prepared when checks are returned for that purpose. It contain~ 
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indentifying information similar to the OBD-230, a proper audit trail, and 
quick reference on returned checks as to their latest status. 

Debtors are to be advised that all checks are to be made payable to 
the "U.S. Department of Justice." Checks made payable to other government 
entities can be accepted and processed, but making them payable to the 
Department follows the U.S. Treasury Fiscal Requirements Manual most 
closely. It will make the procedure consistent across the U.S. Attorney 
system. 

Remember all payments must be reported to the Department through 
PROMIS or through the U.S. Attorneys' Docket and Reporting system (~ 
USAM 10-8.200(E), infra). 

E. Posting of Payments: Upon preparing payments for direct deposit, 
the payment amounts are posted to the applicable collection activity card 
(USA-165/166). Payments made prior to the preparation of the debtor card 
(USA-117A/B) must be posted to the card before it is submitted to the 
Justice Data Center. Boxes 33 through 39 of the debtor card (USA-117A/B) 
must be completed. An activity card (USA-165/166) reflecting the payment 
is not necessary only in cases where payments are reported on the original 
submission of the debtor card (USA-117A/B). Payments made after the 
debtor card (USA-117A/B) has been submitted also should be posted to it 
(in addition to being posted to the activity card (USA-165/166)). The 
total receipts posted to the collection debtor and activity cards should 
be reconciled with the total of the receipts on the Deposit Slip (OBD-230) 
daily. Reconciliation tapes should be attached to the U.S. Attorney copy 
of the deposit slip. After reconciling: 

1. The debtor cards (USA-117A/B) should be held aside to be 
checked against the verification and error lists. The debtor cards 
(USA-117A/B) should not be refiled in the card file system until the 
above lists have been checked; 

2. The collection activity cards are forwarded to the Justice 
Data Center; and 

3. The deposit slip office copy should be filed sequentially. 

The debtor cards (USA-117A/B) should not be refiled in the card system 
until the above lists have been checked. 

F. Monthly Cut-offs: Collection debtor and activity cards must be 
submitted daily. A verification list and an error list are sent to each 
U.S. Attorney's office for all transactions mailed to the Justice Data 
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Center on or before the 15th of each month. Activity cards (USA-165/166) 
correcting errors must be mailed back to OMISS no later than the day after 
the error list is received, in order to prevent unnecessary repeat 
listings on the reports. 

G. Semi-Annual Inventory of Pending Collections: Twice yearly, as 
of March 31st and September 30th, a printout of pending collections 
matters and cases is sent to all U.S. Attorneys' offices with a certifi
cation statement. This list must be checked against pending debtor cards. 
Corrections must be submitted~OMISS within five (5) working days of the 
receipt of the printout using the proper collection activity cards 
(USA-165/166). The Assistant U.S. Attorney responsible for collections in 
the district is to be the certifier. The collections support staff may 
not certify for the responsible Assistant u.s. Attorney. The 
certification is to be sent to the OMISS address in USAM 10-8.200(A). 
supra. A file with copies of certification statements should be 
maintained. 

H. Reports: Various periodic reports are sent to U.S. Attorneys• 
offices to improve the management of collections activity. These include 
the Collection Activity Report, summarizing such activity for the month 
and fiscal year to date, and the Collection Activity Report by Fiscal Year 
of Imposition, Fiscal Year to Date, which is a cumulative report of 
collections by fiscal year of imposition, etc. More information regarding 
these reports and others which are available to U.S. Attorneys may be 
found in USA Order 2840 (Sept. 1, 1980, as amended Feb. 1, 1981 and 
Oct. 1, 1981), Appendix 3. 

I. Miscellaneous: Collections activity can occur at any time, such 
as before a debtor card is actually prepared or while the debtor card is 
in the "Hold" file. All activity~ be reported regardless of the time 
of payment or the physical status of the debtor card. 

Collections clerks are no longer responsible for preparation of the 
Monthly Statistical Report (USA-5), no collections financial data is 
reported through that form. All collections financial data is reported 
through the U.S. Attorneys' Docket and Reporting System or PROMIS. As 
such, USAM 10-6.220 (U.S. Attorneys' Monthly Resource Summary Report) is 
no longer operative for collections reporting. All other references t~ 

reporting of collections financial data on the USA-5 in USAM 9-120.000~ 
9-122.000, or any other citation, no longer apply. 
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10-9.000 EQUAL OPPORTUNITY PROGRAM 

10-9.100 EQUAL EMPLOYMENT OPPORTUNITY POLICY 

It is the policy of the Executive Office for u.s. Attorneys and the 
offices of the U.S. Attorneys to provide equal opportunity in employment 
on the basis of merit and to prohibit discrimination because of race, 
color, religion, sex, age, national origin, physical or mental handicap, 
sexual harassment and retaliation. The goal is to promote the full 
realization of equal employment opportunity through a continuing affirma
tive action program that will eliminate discrimination based on factors 
irrelevant to job performance. 

To achieve this goal, management at all levels must take positive 
action to eradicate any internal practice or procedure which denies 
equality of opportunity to any group or individual on any basis other than 
merit and fitness. Through affirmative action, managers can provide 
opportunities for all persons to compete equally for employment and 
advancement to their highest levels of proficiency where individual skills 
and training are fully utilized. Managers must ensure that all questions 
and complaints of discrimination are resolved without fear of reprisal. 

10-9.101 Implementation of Affirmative Action Programs 

In an effort to assist the Executive Office for u.s. Attorneys 
(EOUSA) and the offices of the U .s. Attorneys in the implementation of 
their Affirmative Action programs, the Equal Employment Opportunity (EEO) 
Office develops the plans, procedures and regulations necessary to carry 
out these programs. The EEO Office prepares the following plans: 

A. The Equal Employment Opportunity Plan: This plan is a multi-year 
plan (1982-1986) which is updated yearly. It is composed of three indivi
dual plans. These are: 

1. Affirmative Action Plan for Minorities and Women; 

2. Sexual Harassment Plan; and 

3. Federal Equal Opportunity Recruitment Plan (FEORP). 

B. The Disabled Veterans Affirmative Action Plan (DVAAP): An annual 
accomplishment report is submitted to the Office of Personnel Management 
(OPM) to evaluate the accomplishments made in comparison with the goals 
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established in the Affirmative Action Plan. A new Plan is developed 
yearly. 

c. The Affirmative Action Plan for Handicapped Individuals: Annual 
plans are developed as well as annual accomplishment reports and are 
submitted to the Equal Employment Opportunity Commission (EEOC). 

Each office of the U.S. Attorney has the ultimate responsibility for 
the implementation of these plans. Each office should keep records of its 
activities and efforts made to achieve the goals established for these 
programs. 

10-9.102 Training 

Periodically the EEO Office sponsors specialized training conferences 
which are offered to both . attorney and non-attorney personnel. These 
include: 

A. EEO for Supervisors and Managers; 

B. EEO Counselors and Investigators Training; and 

C. Special Emphasis Program Managers Training. 

Nominees for these conferences are solicited by teletype or mail. Selec
tions are made by the EEO Office and approved by the Director, Executive 
Office for u.s. Attorneys. 

10-9.103 Technical Assistance 

The EEO Office will provide assistance to any district, upon request, 
to aid in the implementation of an effective equal employment opportunity 
program. The assistance may be provided telephonically, by mail or 
through on-site visits. 

10-9 .110 Scope 

These regulations apply to every employee, executive, and supervisor 
in the offices of the U.S. Attorneys and the Executive Office for u.s. 
Attorneys. 
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10-9.120 Responsibilities 

A. Director: The Director has overall responsibility for insuring 
equal opportunity in employment throughout the Executive Office and the 
offices of the U.S. Attorneys, for establishing positive action plans to 
assure adherence to the Executive Office's policy, for providing for 
equitable resolution of complaints of discrimination, and for enforcing 
the Executive Office's Equal Employment Opportunity (EEO) commitment. 

B. Deputy Director: The Deputy Director is responsible for the 
overall management of the EEO program within the Executive Office and 
offices of the U.S. Attorneys, and for allocating sufficient resources to 
meet EEO program objectives. 

C. Office Directors and Assistant Directors: The office Directors 
and Assistant Directors are responsible for assuring equal opportunity in 
employment within their organizations, and for issuing and assuring 
compliance with EEO program directives. 

D. Equal Employment Opportunity Officer: The EEO Officer is respon
sible for meeting with employees and applicants to discuss complaints, for 
investigating complaints of discrimination, and for reporting investiga
tions and assisting with hearings. The EEO Officer also participates in 
the development of plans of actions and in evaluating the EEO aspects of 
personnel management programs. 

E. Equal Employment Opportunity Specialists: The Specialists assist 
the EEO Officer in the implementation of the EEO program by providing 
prompt, expert advice and information to applicants to the organization 
and employees within the organization (including managers) who have 
concerns involving equal employment opportunities and special emphasis 
programs. 

F. Equal Employment Opportunity Counselors: The counselors are 
designated by the Director and are responsible for providing prompt, 
expert advice and information to employees within and applicants to the 
organizational segment serviced who have concerns which involve complaints 
of alleged discrimination. 

G. Equal Employment Opportunity Investigators: The EEO Investiga
tors are designated by the Director and are responsible for providing 
prompt, expert, unbiased facts obtained from designated witnesses identi
fied by complainant and the alleged discriminatory official (if any), and 
other logical evidence. Equal Employment Opportunity Investigators are 
authorized to: investigate all aspects of complaints of discrimination; 
require all employees of the agency to cooperate in the conduct of the 
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investigation; and require employees of the agency having any knowledge of 
the matter complained of to furnish testimony under oath or affirmation 
without a pledge of confidence. 

H. Special Emphasis Program Managers: Special Emphasis Program 
Managers are approved by the Director and are responsible for providing 
assistance to their respective u.s. Attorney in his/her efforts to imple
ment an equal employment opportunity program. 

I. Personnel Officers: Personnel officers are responsible for 
assuring that all personnel management programs are free of discrimina
tion. For this reason and because of the skills available to them, 
personnel officers are also responsible for evaluating the personnel 
management programs in terms of equal employment opportunity and for 
recommending objectives for EEO plans of action to the EEO Officer. 

J. Managers and Supervisors: These officials are responsible for 
providing equal opportunity in employment matters and for eradicating all 
discriminatory practices within their organizational segments. 

K. EEO Advisory Committees: These committees are established, upon 
the recommendation of the EEO Officer, to assist the u.s. Attorneys' 
Offices in their development of a more effective and positive internal EEO 
program. The members are selected by the u.s. Attorney and are appointed 
by · the Director of the Executive Office for U.S. Attorneys. They are 
authorized to: 

1. Identify and recommend solutions to employment problems and 
provide reports of accomplishments on a periodic basis to the U.S. 
Attorney; 

2. Assist the Chairperson of the Committee and the EEO Office in 
the development and implementation of the Equal Employment Oppor
tunity Plan; 

3. Ensure that all employees are given an equal opportunity to 
enhance their skills, and that recruitment activities are designed to 
reach and attract candidates from minority as well as non-minority 
sources; and 

4. Meet with the EEO Officer on a biannual basis (or as needed) 
for technical and advisory assistance. 

L. Employees: All employees are responsible for treating fellow 
employees with basic respect and dignity, and not practicing themselves, 
nor condoning in others, discriminatory behavior in employment based on 
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race, color, religion, sex, age, national origin, physical or mental 
handicap or sexual harassment or retaliation. 

All employees retain the ultimate responsibility for establishing 
their own career goals, for seeking information and advice relative to 
their goals and employment, and for working toward the fulfillment of 
their career objectives. 

10-9.130 Racial/Ethnic Codes 

In compliance with Department of Commerce Statistical Policy Direc
tive 15, the Office of Personnel Management (OPM) developed new minority 
group designator codes to standardize the race and ethnic data collected 
by federal agencies. The collection of this data is provided for in 29 
C.F.R. §1613.301 and the Federal Personnel Manual (FPM) regulations, 
Chapter 713. 

Effective January 1, 1981, the codes are: 

A - American Indian or Alaskan Native; 

B - Asian or Pacific Islander; 

C - Black, not of Hispanic Origin; 

D - Hispanic; 

E - White, not of Hispanic Origin; 

Y - Not Hispanic in Puerto Rico; and 

Z - Employees in Guam or Hawaii. 

To facilitate the collection of the new data, OPM also developed 
Standard Form 181 (SF-181), Race and National Origin Identification. 
Copies are available through normal GSA supply channels. 

SF-181 must be completed by all new employees. The form should be 
forwarded to the Personnel Management Staff with other required entrance
on-duty paperwork. 

Employees must be informed that the collection of this information is 
mandatory and is subject to the provisions of the Privacy Act of 1974. If 
an employee does not want to complete the SF-181 when he or she enters on 
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duty, the code which appropriately describes the individual should be 
determined by visual survey and a copy of the form submitted for him/her. 

10-9.140 Employment Review Procedures for Non-Attorneys 

To enable the Executive Office for u.s. Attorneys to monitor the 
success of efforts to achieve affirmative action goals, employment review 
procedures have been established for all non-attorney positions, GS-1 
through Gs-12. 

A copy of the form USA-209, Employment Monitoring Report for Non
Attorneys must accompany each request to: 

A. Staff any permanent competitive position; 

B. Staff any summer law assistant position; 

c. Effect any competitive promotion; and 

D. Effect all competitive hiring actions where area of consideration 
was not limited to u.s. Attorneys' Offices or the Executive Office for 
U.S. Attorneys. 

10-9.150 Handicapped Employees 

It is the policy of the Executive Office for U.S. Attorneys and the 
Offices of the U.S. Attorneys to provide equal opportunity for handicapped 
persons in all of its programs. This includes training programs, such as, 
workshops and seminars sponsored by the offices of the u.s. Attorneys and 
the Executive Office for U.S. Attorneys, where handicapped persons who 
attend may require special accommodations. Effective May 1, 1984, the 
following statement should be included in all announcements of training 
sponsored by the Executive Office or any district office: 

The Executive Office for u.s. Attorneys makes every 
effort to assure that its training programs are 
readily accessible to handicapped employees. Any 
official nominating a handicapped individual for 
training should contact the office sponsoring the 
training at least ten (10) working days in advance of 
the nomination to discuss any special provisions 
needed to accommodate the handicapped nominee(s), 
!.:.l!..> sign language interpreters for the hearing 
impaired, etc. 
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10-9.200 PROCESSING COMPLAINTS OF DISCRIMINATION 

The agency processes two types of complaints that involve allegations 
of discriminations: Title VII (allegations based on race, color, reli
gion, sex, national origin, handicap, and age) and mixed case complaints. 
A Title VII complaint is one that contains an allegation of prohibited 
discrimination. A mixed case complaint contains both an allegation of 
prohibited discrimination and an adverse personnel action which may be 
appealed to the Merit Systems Protection Board (MSPB). Both types of 
complaints are handled in two phases--the informal complaint stage and the 
formal complaint stage. 

A. Informal Complaint 

Before a formal complaint may be filed, employees or applicants for 
employment who feel they have been discriminated against because of race, 
color, religion, sex, national origin, handicap or age must bring the 
matter to the attention of an EEO counselor within 30 calendar days after 
the action in question. It is the EEO counselor's responsibility to 
attempt to resolve the problem informally within 21 calendar days. If the 
counseling has not been completed within 21 calendar days, the counselor 
must notify the complainant in writing on the 21st day of the complain
ant 1 s option either to continue the counseling process or within 15 calen
dar days after the final counseling interview to file a formal complaint. 

If the matter is a mixed case complaint, the EEO counselor will 
explain that the complainant must select either the agency or the MSPB to 
formally process the complaint. The EEO counselor will tell the complain
ant that attempting an informal resolution does not preclude filing a 
formal complaint with the MSPB, but that the time limit for filing the 
complaint with the MSPB remains unchanged. The EEO counselor will also 
explain that mixed case complaints are processed in a shorter time frame 
than Title VII complaints, and mixed case appeals from the agency are to 
the MSPB instead of the Equal Employment Opportunity Commission (EEOC). 

Complainants may go directly to an EEO counselor or may call the EEO 
Officer for the Executive Office for u.s. Attorneys for assignment of a 
counselor. 

B. Formal Complaint 

If the complainant is not satisfied with the informal resolution, 
he/she may then file a formal complaint of discrimination. The complaint 
must be specific and in writing and must be submitted to the EEO Office, 
Executive Office for u.s. Attorneys, Equal Employment Opportunity Office, 
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10th and Pennsylvania Avenue, N.w., Washington, n.c. 20530, within 15 
calendar days from the date of the complainant's last interview with the 
EEO counselor. 

If the matter is a mixed case complaint, the complainant must submit 
a letter acknowledging that the Bureau is the only forum where the mixed 
case complaint has been filed. 

The complaint is considered filed on the date mailed (post marked) or 
on the date of delivery when the complaint is presented (hand delivered) 
to the EEO Officer. 

The EEO Officer shall send a written acknowledgment of receipt of the 
complaint to the complainant, and advise the complainant of all adminis
trative rights and of the right to file a civil action, including the 
applicable time limits for such filing. 

10-9.210 Who May File a Complaint 

A complaint of discrimination may be filed by an applicant or any 
employee, or by an employee organization or other "third party" on behalf 
of individual employees. Allegations of discrimination may be based on 
race, color, religion, sex, age, national origin, physical or ment al 
handicap, sexual harassment, and retaliation. (With reference to age, the 
aggrieved person must be at least 40 years of age at the time of the 
matter giving rise to the complaint of discrimination.) The employee has 
the right to be represented at all levels of the complaint process by a 
representative of his/her choice. 

10-9.211 Responsibilities of the Complainant 

During the administrative processing of a complaint, the complainant 
has certain duties and/or responsibilities that he/she must fulfill, such 
as: 

A. Attend meetings and conferences; 

B. Claim official certified mail when notified by post office; 

c. Inform the EEO Officer of any change of address, telephone number 
or prolonged absence(s) from the permanent address; 
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D. Respond to correspondence, telephone calls, and in general, coop
erate with the EEO officials duririg the administrative process (failure to 
maintain this communication with EEO officials and/or failure to respond 
to correspondence from the EEO Office may result in a recommendation to 
cancel the complaint in accordance with 29 c.F.R. §1613.215); and 

E. Provide the name, address and telephone number of his/her repre
sentative, if applicable. 

10-9.220 Rejection and Appeal of Complaints 

The EEO Officer may reject all or any part of a complaint of discri
mination only with the approval of the Director of EEO. The reasons for 
rejection will be specified in writing to the complainant together with 
notification that the complainant has the right to appeal a decision 
involving a mixed case complaint to the MSPB or a Title VII complaint to 
the EEOC, or to file a civil action. The appropriate time limits for 
further action will be concluded in the notification. 

10-9.221 Withdrawing Complaints 

The complainant may withdraw the complaint in writing at any time. 
Such request should be sent to the EEO Officer, Executive Office for u.s. 
Attorneys, Equal Employment Opportunity Unit, 10th and Pennsylvania 
Avenue, N.W., Washington, D.C. 20530. 

10-9.230 Investigation of Complaints 

Investigations are for the basic purpose of determining whether 
discrimination because of race, color, religion, sex, age, national 
origin, physical or mental handicap, sexual harassment and retaliation has 
occurred. Investigators will not conduct investigations in the organiza
tion in which they are employed. Complaints alleging discrimination 
within the Director's Office or office of principal subordinates will be 
assigned for investigation by a bureau within the Department of Justice 
other than the Executive Office's EEO Office. 

The bureau has 45 calendar days to complete the investigation of a 
Title VII complaint, attempt an informal adjustment and offer a hearing, 
if appropriate. 
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The bureau has 34 calendar days to complete the investigation of a 
mixed case complaint, and to attempt an informal adjustment. There is no 
agency hearing for a mixed case complaint. 

When the Complaints Examiner has submitted a recommended decision 
finding discrimination and the agency has not issued a final decision 
within 180 calendar days for Title VII cases or 120 calendar days for 
mixed cases after the date the complaint was filed, the Complaints 
Examiner's recommended decision shall become binding on the Executive 
Office for U.S. Attorneys and the u.s. Attorney's Office thirty (30) 
calendar days after its submission to the Department of Justice. The 
Complaints Adjudication Officer will notify the complainant and management 
in writing and will include copies of the findings of the complaints 
examiner. The hearing record will be included if a hearing were held on a 
Title VII complaint. The Complaints Adjudication Officer will also notify 
the complainant of the right to appeal the decision to the appropriate 
entity or to file a civil action within the appropriate time limits. 

10-9.231 Informal Adjustment 

The EEO Officer will furnish the complainant or his/her representa
tive and management a copy of the investigative file promptly after 
receiving it from the investigator and provide an opportunity for the 
complainant to discuss the file with appropriate officials and arrive at a 
mutually acceptable informal resolution. If an agreement is reached, the 
terms of the informal adjustment will be reduced to writing and made part 
of each copy of the complaint file, with a copy provided to the complain
ant. If an agreement is not reached, the attempt at an informal adjust
ment will be documented and made · part of each copy of the investigative 
file. 

10-9.232 Proposed Disposition and Rights of the Complainant 

If an informal adjustment is not arrived at, the complainant will be 
notified in writing of: 

A. The proposed disposition of the complaint; 

B. His/her right to a hearing with a decision from the Complaint 
Adjudication Officer (CAO); and 

c. His/her right to a decision from the Complaint Adjudication 
Officer without a hearing. 
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The proposed disposition serves as a recommendation to the Complaint 
Adjudication Officer at the time he/ she renders a final agency decision. 
The CAO has the right to accept, modify or reject the proposed disposition 
as the final agency decision. 

10-9.233 Payment of Costs 

Travel and per diem expenses incurred for officially assigned Equal 
Employment Opportunity (EEO) Counselors and Investigators for the proces
sing of a discrimination complaint will be paid by the office in which the 
complaint arose. In addition, all other expenses resulting from the 
processing of an EEO complaint, such as the cost for the hearing by the 
Equal Employment Opportunity Commission (EEOC), the cost of the final 
agency decision rendered by the Complaints Adjudication Officer, trans
cription service, etc., will be the financial responsibility of the 
respondent district. 

Travel authorizations issued by the EEO Office will be subject to the 
approval of the Director, Executive Office for U .s. Attorneys or his/her 
designee. The Budget Office will obligate the funds and approve the 
travel voucher. 

10-9.240 Offer of Hearing for Title VII Complaints 

With a Title VII complaint, the complainant has 15 calendar days from 
receipt of the proposed disposition document to submit a written request 
for a hearing. No hearing will be held with a mixed case complaint. 

10-9.241 Hearing for Title VII Complaints 

A hearing for a review of a Title VII complaint will be conducted 
when requested in writing by the complainant within the time limits 
allowed. When a hearing is requested, the EEO Officer will review the 
complaint file to assure that the investigation is complete. 

10-9.250 Department of Justice Final Decision 

A. The Complaints Adjudication Officer serves to render a fair and 
impartial decision after the investigation when no hearing is held or 
after the hearing of a Title VII complaint is complete, and to direct 
appropriate remedial action with or without backpay if discrimination is 
found. When there is a finding of discrimination, the decision will also 
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include the merits of the matter complained about. This involves review
ing the entire complaint file including the investigative portion, recom
mendations of the EEO Officer, and, if a hearing is held, the transcript 
of the hearing and recommendations of the examiner. The Complaints 
Adjudication Officer will also determine whether disciplinary action 
against alleged discriminatory officials is appropriate. The Complaints 
Adjudication Officer will record the basis for the decision, but it will 
not be included in the complaint file. 

B. The Complaints Adjudication Officer may instruct the investigator 
to reinvestigate portions of the case. If it is the decision of the 
Complaint Adjudication Officer to reject or modify the recommended deci
sion of the complaints examiner, the reasons for the rejection and modifi
cation will be put in writing and made part of the Department of Justice 
decision. 

C. The Complaints Adjudication Officer will forward a copy of the 
Department's final decision to the Director with a memorandum stating the 
remedial .action management is required to take, if any. 

10-9.251 Appeals from the Department's Final Decision 

Final decisions include notices of rejection and termination as well 
as the decision rendered by the Complaints Adjudication Officer. Com
plainants will be notified in the letter of decision to reject or 
terminate a complaint, and the letter of the final decision from the 
Complaints Adjudication Officer of the complainant's right to: 

A. File an appeal with the Equal Employment Opportunity Commission, 
Office of Review and Appeals, 2401 E Street, N.W., Washington, D.C. 20506, 
within 20 calendar days. 

B. File a civil action within 30 calendar days after the receipt of 
the decision. 

10-9.260 Remedial Actions 

The EEO Act of 1972 and the Equal Employment Opportunity Commission 
regulations provide a full range of remedial actions designed to make the 
complainant whole when a finding of discrimination has been made. The EEO 
Officer, with prior approval of the Director, is responsible for ordering 
remedial action indicated by the investigation. 

JULY 31, 1986 
Sec. 10-9.250-.260 
Ch. 9, P• 12 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

10-9.270 Allegations of Reprisal 

An employee, his/her representative and witnesses who allege res
traint, interference, coercion, discrimination, or reprisal, at any stage 
in the presentation and processing of a complaint, including the counsel
ing stage under 29 C.F.R. §1613 or anytime thereafter, must file a charge 
within 30 calendar days of the date of the alleged discriminatory occur
rence. The complainant has the option of: 

A. Having the allegation processed as an individual complaint of 
discrimination, (Subject to 29 C.F.R. §§1613.211-1613.238); or 

B. Requesting the agency to consolidate the allegation with the 
prior complaint. (If the prior complaint is at the hearing stage, the 
complainant may request the Complaints Examiner to consolidate the allega
tion with that complaint at the hearing.) 

If the Complainant requests the agency to consolidate the allegation 
with the prior complaint, that request must be made within 30 calendar 
days of occurrence of the act which forms the basis of the allegation. 
The agency or Complaints Examiner may deny the request and require that 
the allegation be processed as an individual complaint. 

10-9.280 Third Party Complaints 

Third party complaints or general allegations of discrimination 
unrelated to individual complaints will be thoroughly investigated and 
documented. The EEO Officer will furnish the complainant and management 
with copies of the investigative file and recommendations and shall 
attempt to adjust the complaint. The complainant and management shall 
have 15 calendar days from receipt of the investigative file in which to 
submit written comments on the adequacy of corrective action. 

In correcting discriminatory practices, management must separately 
fulfill existing obligations under EO 11491 to consult or negotiate with 
labor unions before agreeing to change policies and practices affecting 
working conditions. A copy of the entire file will be forwarded to the 
Complaints Adjudication Officer for final decision. 

10-9.290 Retention of Personnel Records Relative to EEO Complaint 
Processing 

To facilitate the processing of Equal Employment Opportunity cases, 
all Official Personnel Folders, any records, and other documents pertain-
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ing to administrative procedures or issues relative to the complaint, 
complainant(s), and other individuals implicated or referred to in allega
tions made in active matters and/or cases lodged with the EEO Office shall 
be retained by the employee's district (or former district where applic
able), any district otherwise implicated, and the Personnel Management 
Staff, respectively, until such time as the matter is completely processed 
and closed, a resolution is obtained and the matter is closed, or until 
the district is notified the material is no longer required. 

It will be the responsibility of the EEO Office to notify those 
offices involved of the time at which their files may be released for 
proper disposition. 

10-9.300 CLASS ACTION COMPLAINTS 

The terms class and agent of the class are defined in 29 C.F .R. 
§1613/601(a)(c) and §1613.602(a) as: 

A Class is a group of agency employees, former agency 
employees, and/ or applicants for employment with the 

·agency, on whose behalf it is alleged that they have 
been, are being, or may be adversely affected, by an 
agency personnel management policy or practice which 
the agency has authority to rescind or modify, and 
which discriminates against the group on the basis of 
their common race, color, religion, sex, national 
origin and/or age. An agent of the class is a class 
member who acts for the class during the processing of 
the class complaint. 

An employee or applicant who wishes to be an agent of a class and who 
believes he/she has been discriminated against shall contact an EEO 
Counselor within 90 calendar days of the matter giving rise to the allega
tion of individual discrimination. The counselor has 30 calendar days to 
resolve the complaint informally. At the end of this 30-day period, the 
counselor will notify the complainant in writing, at the time of final 
interview, of his/her right to file a formal class complaint of discrimin
ation. 
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10-9.310 Filing of Class Complaint 

10-9.320 Acceptance, Rejection or Cancellation 

The formal complaint of class discrimination must be filed within 15 
calendar days of receipt of the notice of final interview. The formal 
complaint must describe: 

A. The agency practice or policy which forms the basis of the 
complaint; and 

B. How the agent was adversely affected by this practice or policy. 

Within 10 calendar days of receipt of a class complaint the agency 
will forward the complaint with a copy of the counselor's report and any 
pertinent information relating to the complaint to the Equal Employment 
Opportunity Commission (EEOC). The EEOC will assign a Complaints Examiner 
who will give the agency a written recommendation to accept, reject or 
cancel the complaint. The Complaints Examiner's recommendation to accept, 
reject or cancel shall become the agency's decision, unless the agency 
rejects or modifies the decision within 10 calendar days of its receipt. 
The agency must notify the Complaints Examiner, the agent and the agent's 
representative of its decision. In the case of rejection or cancellation 
of the complaint, the agency must notify the agent of his/her right to 
proceed with his/her individual complaint of discrimination and to appeal 
the final agency decision on the matter to the Office of Review and 
Appeals, EEOC, within 20 calendar days, or the right to file a civil 
action within 30 calendar days in the Federal District Court. 

10-9.330 Notification and Opting Out 

Within 15 calendar days af ter the acceptance of the class complaint, 
the agency will notify all of the class members of the existence of the 
class complaint. This notice gives the class members the opportunity to 
remove themselves from the class by notifying the agency within 30 calen
dar days after issuance of the notice. 

10-9.340 Evidence Concerning the Complaint and Opportunities for Informal 
Resolution 

The Complaints Examiner will notify the agent, agent's representative 
and agency representative that not more than 60 days will be allotted to 
both parties to prepare their cases. The time period may be extended by 
the Complaints Examiner upon request by either party. The Complaints 
Examiner will give both parties copies of all materials furnished to him/ 
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her concerning the complaint to provide an opportunity to reach an in
formal resolution. 

10-9.350 Hearing 

The Complaints Examiner will set a hearing date after the expiration 
of the period allowed for preparation of the case. The Complaints 
Examiner will transmit to the agency head: 

A. Record of the hearing; 

B. The findings and analysis of the complaint; and 

C. Recommended decision on the complaint which may include any 
systems relief for the class. The Complaints Examiner will notify the 
agent of the date on which the report of findings was forwarded to the 
agency. 

The agency has 30 calendar days to issue a decision to accept, reject 
or ioodify the findings and recommendations of the Complaints Examiner. If 
the decision is to reject or modify the recommendation, the decision must 
set forth the reasons for the rejection or modification. If no agency 
decision is issued within 30 calendar days, the Complaints Examiner's 
findings and recommendations become the final agency decision. The agency 
shall transmit the final agency decision to the agent or his/her represen
tative five days after the 30-calendar day period. 

10-9.360 Notification of Class Members of Decision 

Within 10 calendar days after the transmittal of the decision, class 
members will be notified by the agency of the agency decision and correc
tive action. This notice will inform members of their right to seek 
individual relief. 

10-9.370 Corrective Action 

Class members may file a claim for individual relief with the Agency 
within 30 calendar days a~ter notification by the agency. The agency 
shall attempt to resolve the claim for relief within 60 calendar days 
after the date the claim was postmarked. 
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10-9.400 ALLEGATIONS OF DISCRIMINATION ON THE BASIS OF HANDICAP IN 
FEDERALLY CONDUCTED PROGRAMS 

A. A handicapped individual who believes that he/she has been dis
criminated against because reasonable facility accessibility was not made 
available in order to participate in the programs and activities offered 
by the Executive Office for u.s. Attorneys and the Office of the u.s. 
Attorney may file a complaint of discrimination. This individual, how
ever, must be a member of that class. See 28 C.F.R. §170(d)(l)(i)(ii). 

B. Complaints must be filed within 180 calendar days after the 
incident giving rise to the complaint. Time extensions for filing may be 
granted when a good cause is shown. A complaint is considered to be 
timely filed on the date it is postmarked or the date it is received by 
the agency, if handcarried. See 28 C.F.R. §170(d)(3). 

c. Complaints may be filed with: 

1. The head of the Agency; 

2. The EEO Officer; or 

3. Any designated agency official. 

Complaints received by any of the above must be forwarded immediately to 
the EEO Officer. See 28 C.f.R. §170(d)(4). 

D. If the complaint is filed in accordance with the procedures out
lined above, the EEO Officer will notify the complainant of its accept
ance. If an incomplete complaint is received, the EEO Officer will notify 
the complainant within 30 days of such a receipt. If the complainant 
fails to complete the complaint within 30 days of receipt of the notice, 
the EEO Officer will cancel the complaint without prejudice. If a 
complaint is received that does not lie within the Executive Office's 
jurisdiction, the EEO Officer will make reasonable efforts to refer the 
complaint to the appropriate entity. See 28 c.F.R. §170(f)(l)-(3). 

E. After the complaint has been accepted, the agency will assign an 
investigator to conduct an investigation. The Assistant Attorney General 
for Administration has the authority to require Department of Justice 
employees to cooperate in investigations and attempted resolutions of 
complaints. See 28 C.f.R. §170(6)(1)-(2). 

F. The EEO Office will provide the complainant and the management 
with a copy of the investigative report for the purpose of both parties 
attempting an informal resolution. If the complaint is resolved, the 
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terms of the agreement will be placed in writing and signed by all 
parties. This writ ten agreement may include a finding on the issue of 
discrimination and describe the corrective action that has been agreed 
upon. See 28 C.F.R. §170(6)(3)-(4). 

G. If an informal resolution has not been reached, the EEO Officer 
within 180 days of receipt of the complete Complaint will notify the 
complainant and management of the results of the investigation. He/she 
will inform both management as well as the complainant of their rights to 
appeal the findings to the Complaints Adjudication Officer (CAO) and to 
request a hearing before an Administrative Law Judge. See 28 C.F.R. 
§170(h) (1)-(4). 

H. An appeal to the CAO with or without a hearing should be filed by 
the complainant or management within 30 calendar days of the receipt of 
the letter of findings. If a timely appeal without a hearing is requested 
by one party, the other party may request a hearing by submitting a 
written request within the 30 calendar day period abovementioned or within 
10 days of the date on which the first timely appeal was filed, whichever 
is later. See 28 C.F.R. §170(i)(l)-(2). 

I. If neither party files an appeal within the prescribed time 
limit, the EEO Officer will certify the letter of findings as the final 
agency decision at the expiration of the time. See 28 C.F.R. §170(i)(4). 

Notes 

1. Any complaint alleging violations of section 504 of the 
Rehabilitation Act of 1973, amended, with respect to employment shall 
be processed according to the procedures in USAM Title 10-9.200. 

2. In the event that a hearing is requested, the Director, Equal 
Employment Opportunity Staff, Justice Management Division, shall 
coordinate the process for securing the services of Administrative 
Law Judges, in accordance with the hearing process cited under 28 
C.F.R. §170. 
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10-10.000 LAW ENFORCEMENT COORDINATING COMMITTEE PROGRAM 

10-10.100 PURPOSE 

In response to the recommendations of the Task Force on Violent 
Crime, on July 21, 1981, the Attorney General issued a directive to all 
U.S. Attorneys, calling for the establishment of a Law Enforcement 
Coordinating Committee (LECC) in each district. The purpose of the LECCs 
is to enhance coordination of local, state, and federal resources to 
produce more effective law enforcement at all levels of government. 
Through such improved coordination and cooperation, it will be possible 
for federal law enforcement to have a greater impact on the problems of 
serious and violent crime. 

As the LECCs are designed to provide a forum for the joint exchange 
of information and for the improvement of operational law enforcement 
activities involving intergovernmental cooperation, they should not come 
within coverage of the Federal Advisory Committee Act. 

10-10.200 COMMITTEE ORGANIZATION 

LECC membership includes representatives of the various federal, 
state, and local prosecutorial and other law enforcement agencies and 
offices with significant criminal jurisdiction in. the district as well as 
criminal justice experts from the private sector, as appropr i ate. I n 
selecting state and local officials to be invited to become members, the 
U .s. Attorney shall ensure that full and fair representation is accorded 
all state and local law enforcement interests, including investigative 
agencies (and correctional agencies, where appropriate) as well as 
prosecutorial offices, and urban, suburban, and rural officials where they 
all are present in the district. State and lo~al membeiship should 
include officials who head their agencies and who have authority to make 
operational decisions regarding law enforcement activities. 

10-10.300 SUBCOMMITTEES 

The purpose of subcommittees is to allow matters that do not concern 
the entire LECC membership or which require special attention to be 
handled by members to whom the matters specif i cally . pertain or who can 
best work on the particular issues. The subcommittees conduct exchanges 
of information and make operational decisions; they may present 
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informational summaries of their actions to the full committee. Subcom
mittee designations will vary according to the needs and priorities of the 
respective districts and within a district may be organized to reflect 
geographical variations in criminal justice concerns. 

10-10.400 MEETINGS 

Full committee and/or subcommittee meetings shall be held on a 
regular basis each year, as deemed necessary by the U.S. Attorney and / or 
Law enforcement Coordinating Committee, in order to meet the objectives of 
the program. The U.S. Attorney shall advise the Executive Office for U.S. 
Attorneys of plans to schedule a full LECC meeting at least four weeks 
prior to the date of the meeting and shall provide an agenda as soon as it 
becomes available. 

Within two weeks of each meeting, the U.S. Attorney is to prepare a 
summary of the results, highlighting significant accomplishments. 
Accomplishments of subcommittees would also be appropriate for inclusion 
in the summary. This information is to be circulated to the other LECC 
members and submitted to the Executive Office. 

10-10.500 REPORTS 

The Executive Office for U.S. Attorneys has responsibility for 
disseminating . information on signlfi~ant LECC activities to the U.S. 
Attorneys community. Therefore, each u.s. Attorney is expected to submit 
to the Executive Office information on successful cooperative law 
enforcement projects as such efforts are developed and implemented. Every 
United States Attorney will be asked to submit a yearly report on the 
progress and activities of his or her Law Enforcement Coordinating 
Committee at the time of submission of material for. the Attorney General's 
Annual Report. 

10-10.600 DISTRICT FEDERAL LAW ENFORCEMENT PLAN 

Each U.S. Attorney is to prepare, and update as necessary, a plan for 
the best use of federal law enforcement jurisdiction and resources in 
order to achieve the maximum impact on the most serious crime problems in 
the district. This plan, which is submitted to and approved by the 
Attorney General, provides the basis for targeting specific activities to 
be undertaken by the U.S. Attorney and the LECC to address particular 
problems in that district. When a new United States Attorney is appointed 
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for a district, he/she shall review the prior-approved plan to ensure its 
accuracy and conslstency with current priorities and shall make revisions, 
as appropriate. The plan shall take into account concerns and comments of 
the appropriate law enforcement agencies. 

Every plan is to contain the following sections: 

A. Crime Assessment: This sectlon summarizes the type and extent of 
serious crime in the district. 

B. Law Enforcement Priorities: Upon consideration of Department of 
Justice national prosecutorial priorities, priorities of the federal 
investigative agencies, and all other law enforcement information 
avallable concernlng serious crime in the district, the U.S. Attorney 
should formulate federal law enforcement priorities. The priorities shall 
identify the types of cases and investigations that will have the greatest 
impact on the most serious crime problems in the district. It also shall 
identify the types of defendants who will be accorded the greatest 
priority. The section then shall describe how federal law enforcement 
manpower and other resources will be allocated so as to implement the 
priorities. 

C. Case Referrals: Each U.S. Attorney shall address procedures for 
the referral of all federal cases that are declined for prosecution, but 
have prosecutive merit or potential, to state or local prosecutors or 
investigative agencies for their consideration for prosecution or further 
investigation. This section shall also address the policies and practices 
of federal investigative agencies regarding direct referral of cases that 
have prosecutive merit, but where it is recognized that the cases will not 
be accepted by the U.S. Attorney. In addition, a procedure should be 
developed to monitor those cases declined but for which there may be a 
continuing federal interest, to ensure that a decision whether or not to 
prosecute a case of concurrent jurisdiction has in fact been made. 

D. Procedures for Interagency Assistance: This section shall 
outline procedures to ensure maximum federal assistance to state and local 
law enforcement agencies and describe specific technical assistance, 
training, and other avallable resources. 

E. Cross-Designation: The U.S. Attorney shall describe the status 
and use of cross-designation of federal and state or local prosecutors in 
the district, including considerations and criteria for determining cases 
and circumstances in which cross-designation is most appropriate. 

MARCH 26, 1984 
Ch. 10, P• 3 

1984 USAM (superseded)



UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

F. Strategy for Drug Law Enforcement: Every U.S. Attorney shall 
develop a comprehensive approach to enforcement of drug laws ln the 
district and should describe the relationship of the Drug Task Force 
efforts to those of the Law Enforcement Coordinating Committee. Where 
jurisdiction is also the site of a National Narcotics Border Interdiction 
System (NNBIS), the coordination mechanism among all efforts shall be 
outlined. 

G. Economic Crime: Economic crime enforcement strategies shall be 
detailed, with discussion included of the relationship of such law 
enforcement efforts to the Department of Justice Economic Crime Council. 

H. Special District Problems: This section shall discuss any 
special law enforcement problems in the district, including the manner in 
which strategies for enforcement are to be developed and implemented. 
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FORM TITLE 

B District Distribution of U.S. Attorneys' 
Manual 

A-1 Form for Recording Insertion of Manual 
Transmittals for Title 1--General 

C-1 Form for Recording Receipt of Manual 
Transmittals Affecting Title 1--General 

CA-1 U.S. Department of Labor Disability 
Benefits for Employees Under the Federal 
Employees' Compensation Act (FECA): 
Federal Employee's Notice of Traumatic 
Injury and Claim for Continuation of Pay/ 
Compensaton 

OBD-1 Official Travel Request and Authorization 

CA-2 U.S. Department of Labor Disability 
Benefits for Employees Under the Federal 
Employees' Compensation Act (FECA): 
Federal Employee's Notice of Occupational 
Disease and Claim for Compensation 

DOJ-2 U.S. Department of Justice Printing 
Requisition 

JCP Form No. 2 Commercial Printing Report 

CA-2a U.S. Department of Labor Notice of 
Recurrence of Disability 

CA-3 U.S. Department of Labor Report of 
Termination of Disability and/or Payment 

OBD-3 Department of Justice Witness Attendance 
Certificate 

CA-4 U.S. Department of Labor Claim for 
Compensation on Account of Injury or 
Occupational Disease 

W-4 Employee's Withholding Allowance 
Certificate 
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OF-5 Inquiry as to Availability 

USA-5 u.s. Department of Justice Monthly 
Resource Summary Report 

AAG-7 Memorandum of Understanding 

CA-7 U.S. Department of Labor Claim for 
Compensation on Account of Traumatic 
Injury 

OF-7 Property Pass 

SF- 7B Employee Record 

CA-8 U.S. Department of Labor Claim for 
Continuing Compensation on Account of 
Disability 

OF-8 Position Description 

SF-8 Notice to Federal Employee About 
Unemployment Insurance 

DJ-lOA U.S. Department of Justice Supplement to 
Official Travel Request and Authorization 

OBD-14 U.S. Department of Justice OBD Property 
Transfer Request 

CA-16 u.s. Department of Labor Request for 
Examination and/or Treatment 

OBD-16 Request for Armed Forces or Government -
Employee Witness 

CA-17 U.S. Department of Labor Duty Status 
Report 

CA-20 U.S. Department of Labor Attending 
Physician's Report 

CA-20a U.S. Department of Labor Attending 
Physician's Supplemental Report 
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OBD-33 Service Agreement - Relocation Allowances 

OBD-35 u.s. Department of Justice Merit Promotion 
Program: Appraisal Form 

SF-39 Eligibles Request and Certification 

SF 39A Request and Justification for Selective 
Factors and Quality Ranking Factors 

SF-44a U.S. Government Purchase Order-Invoice
Voucher 

OBD-45 Annuity Estimate Request Form 

OBD-47 Department of Justice Request and 
Authorization for Fees and Expenses of 
Witnesses 

BRI-49-459 Notice of Federal Tax Withholding from 
Refunds 

DOJ-50 U.S. Department of Justice Notification of 
Personnel Action 

OBD-50 Department of Justice Voucher Cover Sheet 

SF-52 Request for Personnel Action 

DJ-54 Department of Justice Attorney's Bar 
Affidavit 

SF-61 Appointment Affidavits 

SF-61-B Declaration of Appointee 

SF-62 Statement of Reasons for Objecting to an 
Eligible or Passing over a Preference 
Eligible 

DAG-67 U.S. Department of Justice Authority to 
Release Information 

SF-71 Application for Leave 
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SF-7 5 Request for Preliminary Employment Data 

SF~5 Data for Nonsensitive or Noncritical
Sensitive Position 

OBD-86 Information Concerning Your Work 
Experience in the Federal Government 

Security Investigation Data for Sensitive 
Position 

USA-114 U.S. Attorney Monthly Report Immediate 
Declinations of Criminal Prosecutions 

USA-115 Criminal Complaint and Court Proceedings 
Record 

USA-116 Civil Claim and Court Proceedings Record 

USA-117A Criminal Debtor Card 

USA-117i Civil Debtor Card 

sr-120 Report of Excess Personal Property 

lif-120-A Continuation Sheet (Report of Excess 
Personal Property) 

SF-122 Transfer Order Excess Personal Property 

OID-123 U.S. Department of Justice Employee's 
Clearance Record 

OiD-157 Travel Voucher 

OID-158 Application for Advance of Funds 

USA-163 Criminal Activity Card 

USA-164 Civil Docket Activity Card 

US.A.-165 Criminal Collection Act i vity Card 

US.A-166 Civil Collection Activity Card 
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USA-168 Personnel Information Sheet Grand Jury 
Reporting 

SF-171 Personal Qualifications Statement 

SF-171-A Continuation Sheet for SF 171 

SF-172 Amendment to SF 171 

SF-177 United States Civil Service Commission 
Statement of Physical Ability for Light 
Duty Work 

USA-179 Grand Jury Assignments for , 19 __ 

SF-181 Race and National Origin Identification 

DOJ-182 Department of Justice Stocked Printed Item 
Requisition 

SF-182 Request, Authorization, Agreement and 
Certification of Training 

OBD-186 Department of Justice Requisition for 
Equipment, Supplies, or Services 

USA-191 Memorandum for the Deputy Attorney General 
Subject: Assistant U.S. Attorney 
Applicant Data 

DJ-192 u.s. Department of Justice Employee 
Application for Reimbursement of Expenses 
Incurred Upon Sale or Purchase (or Both) 

· of Residence Upon Change of Of ficial 
Station 

USA-194 Waiver Work Sheet 

USA-194A Inquiry for Suitability of Applicants 

USA-195 u.s. Department of Justice Notice of 
Vacancy 

USA-196 Promotion Candidate List Of fices of the 
U.S. Attorneys 
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USA-200 Department of Justice Office of u.s. 
Attorney (Checks Accepted Subj~ct to 
Collection) 

USA-204 Receipt Acknowledgement (Executive Office 
for U.S. Attorneys Personnel Office) 

USA-209 U.S. Department of Justice Employment 
Monitoring Report for Non-Attorneys 

SF-210 Signature Card for Certifying Officer 

USA-210 Requisition Acknowledgement (Executive 
Office for u.s. Attorneys, Facilities 
Management and Support Services Staff) 

USA-211 Defensive Security Briefing to be 
Provided u.s. Government Employees 
Traveling to Communist-Controlled 
Countries 

OBD-215 u.s. Department of Justice Property 
Management System - Inventory Adjustment 
Voucher 

OBD-216 U.S. Department of Justice Property 
Management System - Report of Survey 

OBD-217 U.S. Department of Justice Property 
Management System - Certification of 
Inventory 

USA-223 Volunteer Agreement 

DOJ-233 Department of Justice Employee Locator 
Information 

USA-255 Acknowledgement Card, Communications Center 

SF-256 Self-Identification of Medical Disability 

FD-258 Fingerprint Card 
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DJ-264 Claim for Reimbursement of Subsistence 
Expenses While Occupying Temporary 
Quarters 

DOJ-296 Department of Justice Time and 
Attendance Report 

CSC 329-A United States Civil Service Commission 
Authority for Release of Information 

SF-344 Multiuse Standard Requisitioning/Issue 
System Document 

DOJ-346 Department of Justice Individual First
Level Supervisory Training Record 

DOJ-364 Department of Justice Request for 
Restoration of Forfeited Annual Leave 

DOJ-369 Department of Justice Copying/Duplicating 
Inventory 

DOJ-387 Department of Justice Consent to Release 
Information for Award Consideration 

DJ Form-430 Graphics Services Requisition 

DOJ-450 Request for Copying/Duplicating 
Equipment 

GSA Form 457 FSS Publications Mailing List Application 

DOJ-477 u.s. Department of Justice Attorney 
Performance Rating Form 

DOJ-479 Department of Justice Employment Review 
Committee Questionnaire (Attorneys) 

DOJ-481 U.S. Department of Justice Performance 
Work Plan 

DOJ-483 U.S. Department of Justice Performance 
Rating Form (Merit Pay) 
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DOJ-484 u.s. Department of Justice Employee 
Performance Rating Form (Non-Merit/Non
SES) 

DOJ-488 u.s. Department of Justice Tax Check 
Waiver (individual) 

SF-1034 Public Voucher for Purchases and Services 
Other Than Personal 

SF-1143 Advertising Order 

SF-1152 Designation of Beneficiary Unpaid 
Compensation of Deceased Civilian 
Employee 

SF-1164 Claim for Reimbursement for 
Expenditures on Official Business 

SF-1188 Cancellation of Payroll Deductions for 
Labor Organization Dues 

SF-1192 Authorization for Purchase and Request 
for Change (United States Series EE 
Savings Bonds) 

SF-1198 Request by Employee for Allotment of Pay 
for Credit to Savings Account With a 
Financial Organization 

SF-1199-A Request for Deposit of Federal Recurring 
Payments 

CA-1333 U.S. Department of Labor Federal Employees' 
Compensation Program Medical Provider's 
Claim Form 

OPM Form 1458 U.S. Office of Personnel Management 
Spouse's Notification of Survivor Election 
Under the Civil Service Retirement System 

OPM Form 1495 Financial Eligibility Statement for Student 
and Summer Aid Programs 

SF-2801 Application for Retirement Civil Service 
System 
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SF-2801-A Superior Officer's Statement in 
Connection With Disability Retirement 
Civil Service Retirement System 

SF-2801-B Physician's Statement for Employee 
Disability Retirement Purposes Civil 
Service Retirement System 

SF-2802 Application for Refund of Retirement 
Deductions Civil Service Retirement 
System 

SF-2803 Applicaiton to Make Deposit or Redeposit 
Civil Service Retirement System 

SF-2804 Application to Make Voluntary Contributions 
Civil Service Retirement System 

SF-2808 Designation of Beneficiary Civil Service 
Retirement System 

SF-2809 Health Benefits Registration Form Federal 
Employees Health Benefits Program 

SF-2810 Notice of Change in Health Benefits 
Enrollment Federal Employees Health 
Benefits Program 

SF-2817 Life Insurance Election Federal Employees 
Group Life Insurance Program 

SF-2818 Election of Post-Retirement Basic Life 
Insurance Coverage Federal Emloyees' 
Group Life Insurance Program 

SF-2819 Notice of Conversion Privilege Federal 
Employees' Group Life Insurance Program 

SF-2821 ~ency Certification of Insurance Status 
Federal Employees' Group Life Insurance 
Program 

SF-2822 Federal Employees' Group Life Insurance 
Program 
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SF-2823 Designation of Beneficiary Federal 
Employees' Group Life Insurance 
Program 

GSA Form 2957 Reimbursable Work Authorization 

Request for Additional Equipment 
Lanier Contract 3c000/6 

Word Processing Worklog (Sample 1) 

Word Processing Workload Report 
(Sample 2) 
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DISABILITY BENEFITS FOR EMPLOYEES UNDER THE FEDERAL 
EMPLOYEES' COMPENSATION ACT (FECAi 

The FECA, which is administer9d bv the Office of Workers' Compensation Programs, (OWCPI prpvides the following 
benefits for disabling, job-relat9d, traumatic injuries: 

1. Continuation of pay for disability resulting from tr,.umatic, job-related injury, not to exceed 46 calendar days. 
(To be eligible for continuation of pay, the employee, or someone acting on his/her behalf, must file Form CA· 1 
within 30 days following the injury; however, to avoid 0ossible interruption of pay, the form shall be filed within 2 
working days. If the form is not filed within 30 d"'(S, compensation will be substituted for continuing pay.l 

2. Payment of compensation for wage log after the 45 days, if disability extends beyond such period. 

3. Payment of compensation for permanent impeirment of cenain organs, members, or functions of the body (such as 
loss or loss of use of an arm, kidney, loss of vision, etc.l or for serious disfigurement of the t'Bad, face, or neck . 

4. Vocational Rehabilitation and related services where necessary. 

5. Full medlcal care from either Federal medical officers end hospitals, or private hospitals or physicians, of the 
employee's choice. Gener;:tly, 25 miles from the piece of injury, piece of employment, or employee's home is a 
r111son1ble distance to travel for medical care; however, other p1nin1nt factors must also be considered in making 
selection of physicians or medical feciliti11. 

At the time an employee stops work following 1 traumatic, job-related injury. he or she may request continuation of pay 
or use sick or annual leave credited to his or her record. Where the employing egency continues the employee's pay, the 
pay must not be interrupted until : 

1. The employing agency receives medical information from the attending phy1ician to the effect 
that diubility has terminated; 

2. The OWCP adviMS that p1y should bl terminated; or 

3. At the expir1tion of 45 calender dey1 following initill wor1t stot:>l)ege. 

If the disability exceeds, or it is anticip1ted th1t it will txceed, 46 day$, and the employee wishes to claim compensation, 
Form CA· 7, with supponing medic1I 9Vidence, must be filed with the OWCP. To avoid intemJption of income, the form 
should bl filed not later then 5 wor1ting deya following the 1xplr1tion of the 45 d1y period. Form CA·J shell be submitted 
to the OWCP when the employee returns to work , disability c1-1, or upon expiration of the 45 day period. 

For additional inform1tion, review the regulations governing the ldministr1tion of the FECA (Code of Federal 
Regulations, Title 20, Chapter 1) or Chapter 810 of the Civil Service Commiaion's Federal Personnel Manuel. 

U.S. GOVfllNMINT l'lllNTING Of'PICI ' 1975 o-sn-s.s 

fO< tole by the Sup.nnt..,d..,t of Oocu-. U.S. C.0-n.....,t Pnntin9 Office 
WoohinllfO", D.C. 21M02 • Price $5.35 p.r 100 

$-ii Number 029-016-00019-' 
c-iov Number L 7. FORM CA-1 
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INSTRUCTIONS FOR COMPLETING FEDERAL EMPLOYEE'S NOTICE OF 
TRAUMATIC INJURY AND CLAIM FOR CONTINUATION OF PAV/COMPENSATION 

IMPORTANT : The 9mploy" and official superior (supervl10r) should l'Hd all of the following innructlpn1 beforw 
completing thla form. 

1. Th• employ"· or 10meone ecti"'ll on his/her behalf, shell completw Items 1 throu;h 16 end give the form to the 
emc>loyee's supervitor for co~letion of items 21 throu;h 45. 
2. Upan receiving the completed form the supervitor shall complete "Recalpt of Notice of Injury" at the bottom of this 
page, datach th• page and give 1t to th• employee. Tha supervitor is allO nt~nsible for obtalnl119 th• witness information 
in items 17 through 20. 
J . Upon completion of items 21-45, the supervisor should ldviw the employH whether pay w ill continue or will be 
contravened and tennlnated. If Pav 11 controvert"ed end stopped, the supervitor shall upleln to th• employM tha basis 
for the action. 
4. Where Pav is continued, the employl119 egencv may require medical evidene9, via Form CA·17, "Duty Statu1 R8?Qn," 
•often a cireumnanc:n indicate. 
5. Form CA·1, fully completed, shall be forwarded to the appropriate OWCP District Offle9 within 2 workint dav1 
fol lowing reaipt by the supervilOI' if: 

L The injury cau-. disability for work beyond the day or shift it occurred, or 

b. It appe.., that the injury will 1'91Ult in prolonged treeunent, pennenent disability or -lou• dlsflouniment of the 
head, face, or neck, or 

c. The injury hes resulted, or appe.., it will ,_,.It, in • chmrge for medical or other rwllt8d expenw. 

If none of the M>ove occur or appes likely, the form ahail be nttained in the employ"'' official pertonnel fila. 

6. Note: The employing agency may properly controven and terminate the employH's Pav if: 

L Disability .._..1u from en occupational di- or 
ill_; or 

b. The employH is excluded by 5 USC 8101 ( 1 l B or 
E; or 

c. The employM is neither • citizen nor • resident of 
the Unit9d Statn or Canada; or 

d. The injury ocwrred off the empioyif"IQ agency's 
premi- and the employee wa not involved in 
official "off premiw" duties; or 

e. The injury wa cauwd by the employH's willful 
mllCOnduc:t, intent to bri119 about injury or death 

of -4f or another perton, or was proximately 
caiwd by amployM'1 intoxlc8tion; or 

f. The injury wa not reportwcl on Form CA·1, within 
30 davs following the injury; or 

g. Work noppege fim occurred six month1 or more 
following the injury; or 

h. The ampioyH initially reQOru the Injury after his/ 
her employment ha terminated; or 

I. Th• amptov- II enrolled in the Clvll Air Petrol, 
P98Ce Co.,,a. Jo0 Corps, V outh Conwrv1tion 
Corps, Work Study Progrwns or other simil• 
groups. 

7. If additional apece 11 required to expl1in or cl«lfy any point, attacll e supplement1I natwment to the form. 

RECEIPT OF NOTICE OF INJURY 

THIS ACKNOWLEDGES RECEIPT OF NOTICE OF INJURV SUSTAINED ev 
(NMne of injurt1d ~mplay•J 

WHICH OCCUREO ON 
(Ma. dav year} 

SIGNATURE OF OFFICIAL SUPERIOR TITLE DA TE (Ma., ri•Y. yHr} 

CA-1 
Rev. Nov. 197"' 
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U.S. DEPARTMENT OF LABOR 
FEDERAL EMPLOYEE'S NOTICE OF TRAUMATIC INJURY 

EMPLOYMENT STANDARDS ADMINISTRATION 
ANO CLAIM FOR CONTINUATION OF PAY/COMPENSATION 

OFFICE OF WORKERS' COMPENSATION PROGRAMS 

1. Name of Injured Employee (l.ast, fint, middle} 2. Date of Birth 3. 0 Male 4. Social Security Number

0 Female 

5. Employee 's Home Mailing Address !No., strHt, ciry, 1tat11, zip cod11J 6. Home Telephone 
Area Code: 
Number: 

7. Name and Address of Employing Agency 8. Place Where Injury Occurred (11.g .. 2nd floor, Main Post Office 
Bldg., 12th & Pine} 

9. Date and Hour of Injury 10. Date of Thi• Notice 1 1. Dependents 12. Employee 's 
Imo., day, y.,,rJ DAM Imo., day, y11arJ Wife/Husband 0 Occupation 

0PM Children Under 18 Ya.rs Old 0 
13. Cause of Injury (D11scrib6 how and why the injury occurrt!d) 14. Nature of Injury /ldtmrify the part of tht! body injur11d, e.g., 

fractured l11ft leg, etr:.J 

15. If This Notice and Claim Was Not Filed With The Employing Agency Within 2 Working Days After The Injury, Explain The Reason 
For The Delay . 

I 

16. I certify that the injury described above was sustained in performance of duty as an employee of the United States Government and that 
it was not caused by my willful misconduct, intent to injure myself or another person, nor by my intoxication. I hereby claim medical 
treatment, if needed, and the following, as checked below, while disabled for work : 

D 1. Sick end/or annual leave 

D b. Continuation of regular pay not to exceed 46 days and compensation for wage loS1 If disability for work continues beyond 45 
days (If my claim is denied, I understand that the continuation of my regular pay shall be charged to sick or annual leave, or 
be deemed an overpayment within the meaning of 6 USC 6684). 

Signature of Employee or Penon Acting on His/Her Behalf 

17. Statement of Witneu ID111crib6 what you saw, h1111rd or know about this injury) 

18. Witness' Signature 19. Witness' Addre&S 20. Date Signed 
Imo., day, y.,,rJ - .. 

Form CA·l 
Rev. Nov. 1974 
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OFFICIAL SUPERIOR'S REPORT OF TRAUMATIC INJURY 

21 . OllP•tment or Agency 22. Bureau or Office 

23. Name and Address of Reponing Office (No., screec, ciry, scare, Zip Cod•! 

24. Regular Work Day 25. Number of Hours 26. Circle Days Paid Per Week 

DAM DAM Worked Per Day 
Be;in1 Ends 

DPM DPM s M T w T F s 

27. Date and Hour of Injury 28. Date Reporting Office 29. Oare and Hour Stopped 30. If Pay Has Been Terminated . 
(mo., day, y.arl Received Notice of Injury Wortt Give Date 

DAM (mo., day, year) (mo., day, year) (mo., day, ye•rl 

DPM 

31 . 46 Day Period Begins 32. Pey Rat• Whan Employee 33. Oat• and Hour Employee Returned 34. Name of Supervisor At Time of 

(mo., day, yNr) Stopped Work to Worlt Injury 

(mo •• d•y, y..,) DAM 

S--Per--- 0PM 

35. Wu Employee In Performance of Duf'tl At Th• Time of Injury? oves. 0No. If No, Furnish A Detailed E xplanauon Or A Copy 
of Employing Agency's Investigation Report. 

36. Wu Injury Caused By Willful Misconduct, lntoxiaition or lntant To Injure Self or Anothar7 

Ov .. 0 No. If Yn, Furnish Oeuiiled Report. 

37. Wai Injury Caused By Third Party? 0Yn 0 No. If Yes, Furnish Name and Addrea of Party Responsible . 

i 

38. Data Employee F irn Obtained 39. Nam• and Addrea of Physician F im Providing Medical Cara 40 . Do Medical Repons Show 
-

Medical Cara for Th• Injury Employee is Di•abled For 

(mo., d-r, '(9M') Work? 

0 Yes 0 No 

41 . Doe1 

0 
Your Knowledge 

0 
o~ The Facts About Thia Injury Agree With Tha Statemenu of Th• Employee And/Or Witnesa7 

Yn No. If No, Furnish A Detailed Explanation. 

42. Doet The Employing Agency Controvert Continuation of Pay? Yn D No. If Yn, Giva Full Explanation For Basis of 
Conm,.,,erlion (S .. I tam 6 of I nnruction Sheet). An.ch· Additional Sheets If Mora Space Is Needer. 

43. Signature of Superyi10r 4'4. Title and Office Phone Number 45 . Date (mo., day, yyr) 

1984 USAM (superseded)



OFFICIAL TRAVEL REQUEST AND AUTHORIZATION 
•CCOUNTllG CUSSIFICATION OOCUll!NT NUllB!R 

REQUEST 
TRAVELER'S NAME 

ORGANIZATION 

REQUESTED BY OFFICIAL DUTY STATION 

SICIUTUll MODE OF TRANSPORTATION AUTHORIZED MODE OF SUBSISTENCE AUTHORIZED 
nru DAT! !CHECK APPLICABLE BOX!ES)) (CHECI< TYPE) 

PLANNED ITINERARY ESTIMATED COST 0 IT COllllOI CAlll!I 0 ACTUAL SUISISIEIC!. UP TO 

0 IT GOVUNllHI ·OWl!D AUTO 
flOll: TIAIS,OIT A TIOI 

0 IT IENTAL V!HICL! 01 S'!CIAL COIV!UIC! s P!R OAT 
VTA: s 0 IT PllVAT!LT OWl!O AUTO 
VIA: 

POA VIA: SUISTSTUICI 01 PEI 01111 0 O!T!llllUO TO IE llOST AOVAITA 0 R!GUUI P!R 01!11. UP TO 
GIOUS TO GOV!llllUT 

VTA: s 0 COST IDT TO UC!!O THAT Of COllllOI s P!R OAT 
VIA: CAHIU 
VIA: OTH!I S ___ llll!AGI UT! AUTHOlll(D 

AOlllllSTUTIY! Ll lllTATIONS llf AN! \ 
TO: s 0 OTM!I 
AID IETUll 0 AOlllNISTUTIV! LlllTTATIONS !IF ANT I 

TOTAL DI'. OAT! 

s GSA FUIO COO! 
IETUll OAT! 

OTHER AUTHORIZATIONS (WHEN THE FOLLOWING TYPE!S) OF EXPENSE(S) CAN BEIANTICIPA TED. CHECK THE APPROPRIATE BOX!ES)J 

0 l..Hlll OI A COllVETAICI FIOll AIOTHll !llrlOT!! 01 111111!1 OF AN 0 S. US! Of IOlllGI AllPUN!S 
111,LOTffS FAllTLT. 0 •. US! OF PllVAT!LT OWl!O VEHICLI WH!N US! OF COllllOI CARRIE R IS 

0 2. US! OF ACCOllODATIOIS suru101 TO LOWEST FllST cuss IAT! . llOST AOVANTAGIOUS. TO TH! GOV! Rlll(NI 

0 l . US! Of UTIA FAIE 'UNES AID TIATIS. 0 1 US! OF PITVAT!LT OWNIO V!HICL! WHEN USE OF GOVIRNllEN T VE HICLE 

0 ' WOULD IE llOST AOVAITAGIOUS TO THI GOVUNlllNT 
USI Of HIGHU COST SllVICE WHU LOWll COST SUVICI IS AVAIUlll 

01 SAlll llOOI Of TIAISrOtUTIOI. 0 I . IEITAL OF IUSlllSS QUAIT!IS IHIR! OF ROOll QUART!RS FOR 
COIFUllCE. nc.1 

PURPOSE OF TRAVEL(FOR RELOCATION ATTACH FORM DJ- lOA) JUSTIFICATIONS ( IF APPROPR I ATE ) 

AUTHORIZATION 
'fOU All AUTHDllHD TO TIAV!L AT GOVlllllHT EIPllSI II AC· 
CDIDAllCI WITH THE llGULATIOllS CDUAllED II QID 2200.1. UIDU THI 
CDllOlflOIS ounu110 SIGNATURE Tl THIS AUTHOllZATIOll. !OU All ALSO AUTHOI· 
IUD TO llAll LOllG OIS1AICI TIU,HOI( CALLS WHll TH(! All UCIS· DATE _ _ _ 
SAii AID 11 TH! llTll!Sl Of THE GOVUlllUT. TITLE - --- - - - --- -----
AUTHOlln AID .,,.OVAL o~ ACTUAL SUISISTUC( AID FOlllGI TIAVEL IS LllllT!D IT PAIAGUrH u . OID 2200.I 

DISTlllUTIOI: OllGIHL . lllPLO!EI TO SUllllT WlfH VOUCHll: co" I . OIUGATIOI CO": COPY 2 lllPLOTffS con COPY l AOlllNISTUTIV! omen co" 

QPO 181•997 FORM OBD·l 
Rev . 8·!"·75 

1984 USAM (superseded)



DISABILITY BENEFITS FOR EMPLOYEES UNDER THE FEDERAL 
EMPLOYEES' COMPENSATION ACT (FECA) 

The FECA. administered by the Office of Workers' Compensation Programs (OWCP) provides the following general 
benefits for employment-related occupational disease or illness : 

I. Full medical care from either Federal medical officers and hospitals, or private hospitals or physicians of the 
employee's choice. 

2. Payment of compensation for total or partial wage loss. 

3. Payment of compensation for permanent impairment of certain organs, members or functions of the body 
(such as loss or loss of use of an arm, kidney, loss of vision, etc.) or for serious disfigurement of the head, 
face or neck. 

4. Vocational rehabilitation and related services ·vhere necessary. 

The first three days in a non-pay status are waiting days, and no compensation is paid for these days unless the period 
of disability exceeds 14 calendar days, or the employee has suffered a permanent disability. Compensation for total 
disability is generally paid at the rate of 2/3 of an employee.'s salary if there are no dependents, or 3/4 of salary if 
there are one or more dependents. 

If an employee is in doubt about compensation benefits, the OWCP District Office servicing the employing agency 
should be contacted. (Obtain the address from your employing agency.) 

For additional information, review the regulations governing the administration of the FECA (Code of Federal Regu· 
lations, Title 20, Chapter 1) or Chapter 810 of the Civil Service Commission's Federal Personnel Manual. 

RECEIPT OF NOTICE OF DISEASE OR ILLNESS 

This acknowledges receipt of notice of 
disease or illness sustained by 

(Name of injured employee) 

I was first notified about this condition 

on at 
(Mo .• aay, year} (Location~ 

Signature of Official Superior Title Date (Mo., day, year) 

CA·2 
Rev. May 197 S 

For sale by the Superlnundent of Document.., U.S. Government Printlnc Omee 
WuhinctC>n, D.C. 20402 

Stock No. O'l!Hll&--0003H I Catalog No. I 7.FORM CA-2 

1984 USAM (superseded)



INSTRUCTIONS FOR COMPLETING OFFICIAL SUPERIOR'S 
PORTION OF FORM CA-2 

IMPORT ANT: The official superior (supervisor) should read the following instructions and those on the reverse of 
this page before completing this portion of the form. 

l, Items 22 through 50 are to be completed by the supervisor· if required information is not readily available, 
it should be obtained from appropriate sources within the agency. 

2. The form should be completed and forwarded to the appropriate OWCP District Office within I 0 working 
days following receipt from the employee if: 

a. The disease or illness causes disability for work beyond the day or shift it was reported; or 

b. It appears the condition will result in prolonged treatment, permanent disability, or serious disfigure· 
ment of the head, face, or neck; or 

c. The condition has resulted (or will likely result) in a charge for medical or other related expenses. 

3. If the employee has not stopped work at the time the supervisor completes the form, item 33 should be 
answered "Has not stopped." Other questions contingent upon this answer may then be completed as 
"Not Applicable" or "NA." 

4. In a separate, narrative statement to be attached to Form CA-2, the supervisor (or appropriate official in the 
employing agency) should: 

a. Describe in detail the work performed by the employee, identify fumes, chemicals, or other irritants or 
situations that the employee was exposed to which allegedly caused the condition. State the nature, 
extent, and duration of exposure, including hours per day and days per· week. 

b. Attach copies of all physical examination reports (including X-ray reports and laboratory data) on file 
for the employee. 

c. Attach a record of the employee's absence from work caused by any similar disease or illness 
(have employee state reason for each absence). 

d. Attach statements from each co-worker who has first-hand knowledge about the employee's condition 
and its cause. (The co-workers should state how such knowledge was obtained.) 

e. Review and comment on the accuracy of the employee's statement as requested by item 2 on the 
reverse of this sheet. 

S. Submit any other information or evidence pertinent to the determination of the merits of this claim. 

1984 USAM (superseded)



INSTRUCTIONS FOR COMPLETING EMPLOYEE'S PORTION 
OF FORM CA-2 

IMPORT ANT: The employee should read the following instructions and those on the reverse of this page before 
completing his or her portion of the fonn. Under the Federal Employees' Compensation Act, compensation may be 
paid only if the disease or illness was proximately caused by conditions of Federal employment. If you must stop 
work as a result of the disease or illness, you may use sick or annual leave, or claim compensation from the OWCP. 

1. Item,, I through 21 on the form are to be completed by you or another person acting on your behalf within 
30 days after you became aware of the disease or illness and its possible relationship to your employment. 

2. You must prepare a statement which should include the following data: 

a. Detailed history of the cmease or illness from the date it started. 

b. Complete details of types of substances or conditions of employment which you believe are responsible 
for the disease or illness.. 

c. Description of specific exposures to substances or stres,,ful conditions causing the disease or illness, in
cluding locations where exposure or stress occurred, as well a the number of hours per day and days per 
week of such exposure or stress. 

d. Identification of the part of the body affected. {If disability is due to a heart condition, give complete 
details of all activities for one week prior to attack with particular attention to the final 24 hours of such 
period.) 

e. Statement as to whether you ever suffered a similar condition. If so, provide full details of onset, history, 
medical care received with names and addresses of physicians rendetj~ treatment. 

3. You must arrange for submission of a detailed medical report from each private physician who has treated 
you for your present disease or illness. Each report should include:· 

L Dates of examination and treatment. 
b. History given by you to the physician. 
c. Detailed description of the physician's findings. 
d. Results of X-rays, laboratory tests, etc. 
e. Diagnosis. 
f. Clinical course of treatment. 
g. Physician's opinion with medical reasons as to whether the disease or illness was caused or aggravated 

by the employment. 

4. When you have completed the statement requested in item number 2 above, '< must be submitted to your 
supervisor for review and comment concerning those factors of which he or she has knowledge and responsibility. 

NOTE: All information requested must be submitted to the OWCP. It should accompany Form CA-2, otherwise 
adjudication of the claim will be delayed. 

CA·2 
Re¥. May 1975 
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U.S. DEPAR TMENT OF LABOR 
FEDERAL EMPLOYEE'S NOTICE OF OCCUPATIONAL EMPLOYMENT STANDA RDS ADMINISTRATION 

DISEASE ANO CLAIM FOR COMPENSA 1'10N Office of Workers' Compensation Programs 
NOTE: All information and evidence requested on the attached instruction sheet should accompany this form or adjudication 
of the elaim will be delayed. 

L Name (Z..Ur, first, middle) 2. Date of Birth l. 4. Social Security 
{Mo., ddy, year) DMale Number 

0Female 

S, Home Mailins Address 6. Home Telephone Number 7. Occupation 
{1nc1Mdl1tf Area Code) 

8. Name and Address of Employing Agency 9. Location where you Worked When Disease or Illne11 Occurred 

10. If you lost pay, show period com- 1 L Show amount of all wages received &om any JC>urce during 12. Date you first became aware 
penaacion is claimed (Mo. , ddy, yea') period shown in item 10. Also give employer's name and addreu of diseue or illneu{Mo., ddy, year) 

if other than Federal Governmenc. 
Prom: 
Through : s 
13. Date you first realized the disease or illnesa wu caused or aggravated by your employment {Mo., .Uy, year) • Explain why you came to this 
realiucion. 

14. If thia notice and claim was not filed with the employifll agency 15. Nature of the disease or illneu (e.~ pulmonary tuberculosis, coronary 
within JO days after date shown in item 13 above, explain reason for heart condition, etc.) 
the delay. 

16. Hne you ever applied for or rec:med a. Claim No. .. : b. VA address where claim is filed. : c. Nacure of disability and monthly 
benefits &om the VA based on sertice in : paymenc. 

' the Armed Forces of the United Statesl ' ' ' ' ' ' 
0Y• 0No If Yes, ' ' ' ' 

furnish ' ' ' ' s 
' ' 

17. Have you applied for or received an a1111o1ity under ' : a. Claim No. : b. Date annuity bepn : c. Amount of monthly 
the U.S. Civil Semce or other federal retiremmt or ' : (Mo., day, Y••) : payment 
diaability !awl ' ' ' 

' ' ' 
0Ye. 0No ' ' ' ' ' ' ' ' If Yes, furnish ' ' ' ' 

' s ' ' ' ' ' 
18. List your dependents: (1ncU.de1 luuband or wife livin1 with employee) 

--
Date of Living with Mailing Addre11, if Di fferenc 

Name Relationship --Birth - You (Ye,.No) From yoor own 

19, Show amount paid each month for support of dependenu not liYing with you S 

State whether payments were ordered by a court, and if so, attach a copy of the court order, 

I certify thar the disease or illneu described above was a result of my employment with the United States Government and that it was not caused 
by my willful misconduct, intent to injure myself or another person, nor by my intoxication. I hereby claim medical treatment, if needed, and other 
benefits provided by the Federal Employees' Compensation Acc. 

20. Your signature or signature of person ac:tifll for you 21. Dace {Mo,, day, year) 

Form CA-2 
Rev, May 197 S 
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U.S. DEPARTMENT OF JUSTICE I O RIG INATI NG ORGANIZATION OATE 
for"' OOJ· 2 I i "T7l5Ef 05N NO. R•v . 1·11 PRINTING REQUISITION I 

FOR INFCAMATION CALL !Nam•t I TELEPHONE ESTIMATED COST I NO. OF PAGH lhCIUdO ... ft .. , 

I 

TITLE OF PU8LtCATION I APPROPRIAT IO Nt OOC. CONTROL NO . REOUIRED DELIVERY I NC. OF COPIES EA. PAGE 

! 
OVERTIME = GIVl.N TO CHAAGE FOA WQAI( I OI RE CTIYE: FO RM NO . FOAM Will LAST 

1$ 

I 
TOTAL 

REQUIRED TO ACCOMPLISH 
AUTHO.-IZATIOH 0 1$ NOT OELIYl!AY R!QUtAEM[NT MONTHS 

~ i I 
=I 

TYPE FACE . POINT SIZE 6 LEADING 

~~ 
GALLET 

PAGE I NC. OF WILL HOLD 
SETS 00 NOT WRITE IN THIS SPACE 

I.I.I I DAYS 
~ ! ~ 
Q. ; ~I 

I 
DISPLAY ,_:ACE SEND PROOF TO PAINl I ::r . GPO /FPl / CONTR . 

o ' ORDER REO. NO. 
u I . NC . 

' . TUT TYPE' I SUB . WGT COLOR INK 
SCHEDULED COMPLETION OATES 

:'.i i a:: i I 

,.. J "' I COVER 
·-

PRINTING 
~ 1 ~ 1 I OOST .. BU,,ON 
0 I ~ I OTHEll 

~ - I 
! 
: l

I

!
,_

i 
• = ONE SIDE ONLY :::; HEAO TO HEAO COVERS TRIM SIZE GATHER 

= HUD TO FOOT 
' a: 

C FOLLOW COPY Cl AS FOLIOED C SELF 
C MAKE PLATES C HOLO PLATES1REPAOS o . ~ ::! Hf.AO TO SIOE C SEPARATE Cl OTHER 

Z ' 
;: - :J M€NO PLATES '::l REPAINT · NO CHARGE 

STITCH POSITION PUNCH 
~ , ~ I :J UPPER L!FT :: orHER NO. HOLES . . OIAM . . _ . _ ADDITIONAL 
C. - · .. 

I i m - NO . OF CENT!R TO PRINTING INSTRUCTIONS 
STAPLES :: LEFT SIDE CENTER -· POSITION - .. ··-

o 
,_ 

:
'
a ~I :: DIAZO ll Er = AUTOPOSITIVE 

= PHOTOSTAT ::; PMT 
I I NO. OF COPIES COMPLETED SIZE 

!Each •• ,., 

~ 1 .....1 NEG 

""' C CT ... ER ~. ~. 1 POS 

I "' i C WRAP :: CARTON = SAND IN SETS QUANTITY PER PKG . 
z !.:J~ I : :: TIE 
a - ~ : ~ SUITABLE :: OTHEFi 

! 
I - - -- --- -···· --· ··-< l MAILING CODES 

--- ----
~ · 
(J 

< 
A. .. ~

~
i 

z 
t 

::i I 
0 
j:: 

= 
::> 
m 

... 
!
0
I 

Cll 
1 

0 I 
ADDITIONAL INFORMATION 

COST BREAKDOWN 

COMP I LITHO I PAINTING 

DIS TAIBUTION I MATERIAL 

CERTIFICATION 
1 c 1t1flf y t"•' ""' wor11. is •ulhorized by I•• en" rtKHH'Y 10 lhe c-onGucl of 1>u11nn1 ol lh• O~•rtm.nl ot Juehc• and .ny 
1llu11ra11on1 or O•erhm• necnt•'Y t•l•I• enh,•IY to 1ne puOhc: ~''""' {Tltt. ••. U.S-C.) 

TOTAL: 8l' : 

·- TIT\.I ____ _ _ . ---- ------- ·---- - TIME & DATE RECEIVED IN PUBL MGMT SIGNED --- _____ ----·--

DIRECTIVES. FORMS MGMT. PUBLICATIONS MANAGEMENT RECEIVED COMPLETE 

I 
I 

APPROVED I APPROVED SIGNED I 

DATE 
I 

DATE 

I 
DATE 

- I COMPOSITION LITHO I PRESS I BINDERY - ·· _ _y~RIBUTl:___j A. PRINT ORDER I >Rr75i'05 
I i'.'>0 NOT REMOVE CARBONS BETWEEN PARTS A THAU F . 
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COMMERCIAL PRINTING REPORT 
JCP .. ORM NO. 2 1 R•v. 3-71 l 

Dt-partment headquarters shall submit one copy to the JOINT COMMITTEE ON PRINTING within 30 days after the close 
'lf each fiscal quarter. Report all composition, printing, binding, and blank-book work procured from commercial sources throui;rh 
jepartment contracts during such period. Do not include work procured through GPO sources in this report. !Jo not 1 nclud~ 
t:ioulating cards or printed envelopes ordered through GSA contracts, or rebinding publications of any descript ion. L"sp add itional 
~heets if necessary. 

NAME OF DEPART¥ENT OR AGENCY I NAME OF SUVIC:Z I CITY AND STA.TE FOR PERIOD 
ENDED 

JCP OT GPO Number Toca.l number Total eoot., DESCRIPTION St71• of blndlnc wai .. r number and dat.e ( Li at taeh job Mparai.ely) of includiDC ..,Pi• (If of-· (If aDJ') appllcallle/ per COPJ' paper 

$ . ... . ... . 

--- ---- ------········· ----- -·--- ----------- --------- -------. ---------------- - . ---- - ------ --·· 1 · .. . . . 

:::::::::::::::::::::::::::::::: ::::::::::::::::::: :::::::::: :::::::::::::::::: :::: : ::::::::::I:::::: 
--------------------------------------------------· ------------------------------- . ------. ---1 · 

. ----- .. ----· ·------------------------··-------------------·--·-·--- ------------------·-----·-------- ................................... --- ------·-- ----------------·----- --------...... -----

.. .................................................................................................................................................................... ---------·----..................................................... ----··--· .................................................. --- ..... ---- ------

----·--·---·----·-----......................................................... -- ......................................................................... --.. -
-----------··---

.... -.. ... 
...................... ...... ·--------------·-·--· ---------- ................................................................... 

TOTAL CosT _________________ _______ _____ ______ ___ _ -----------

I 
-----

"""" 
_ ---------------------- ____ __ __ ---------------------------- ________ . __ ___________ 

.... 
. _______ _ 
~ 

3IGNA.TUJl.11 I 
___ _

"·~ , 
_ _ 

~~ 

DOJ. 
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U.S. DEPARTMENT OF LABOR NOTICE OF 
EMPLOYMENT STANDARDS ADMINISTRATION RECURRENCE OF DISABILITY 

. 
OFFICE OF FEDERAL EMPLOYEE!!" COMPENSATION 

IMPORT ANT: BEFORE COMPLETING THIS FORM PLEASE READ CAREFULLY THE INSTRUCTIONS ON THE BACK . 

1. NAME OF INJURED C:MPl..OYEE (IHt, first, middle) 2. SOCll<L SECURITY NUMBER 3. OFEC Ill• numtlar f'Dr ori1l nal 
Injury Of lr.nown) 

, 4. HOME MAIL.ING AOORESS (lnclude.r:ip-1 s. HOME TEl..EPHONE 

Area Code 

Numtler 

,; . NAME ANO AOORESS OF EMPl..OYING ESTABl..ISHMENT 7. NAME ANO AOORESS OF EMPl..OYING ESTABl..ISHMENT 
1t time of orl9lnal Injury (number , ur .. t, city, stat•, zip cod•) at Um• of recurrence, If otner tnan 6. 

8. Ol<TE l<NO HOUR 9 . Ol<TE l<NO HOUR of r•currenc1 10. Dl<TE l<ND HOUR stopped wort< 11. Ol<TE l<NO HOUR pay stopped 
of ori1inal injury (mo., day, yur) followin1 recurrence followin1 recurrenc• 
(mo .• day, Y•ar) (mo., day, year) 

c 
(mo .. day, y•ar) 

a.m. 0 a.m. D a.m. D a.m. 

CJ p.m. 0 p.m. 0 p.m. D p.m. 

12 . PAY RATE IN EFFECT 1. BaH pey D. Su t>slstance c. Quarters d. Otner pay 
ON: 

A . OU• of Recurr•nce ' per ' per ' per ' per 

a. Oat• Stopped Work ' per ' per ' per s per 

I rJ. 
Fo11owin9 Recurrence 

Snow work Wffk It time PIY stoopeO, 14. CATE ANO HOUR returned to work, 15. At time of recurrenc• dllS offic111 
11 otner tnan Monoay. tnru Frloay lollowln9 recurrence (mo., Oay, yur) IUP•ior aut,,orize medical treatment! 

s M T w T F s 0 a.m. 0 YES 0 NO 

0 p.m. 

16. OA TE employ" first received medical 17. NAME ANO AOORESS of P"Yslclan treat1n9 emploY•• lollowlng recurrence 
trHtment following recurrence 
(mo., Qay , year) 

18. Oascrlbe '"• c i rcumstances or tne recurrence of disability as raoorted DY t"• emp1oyH. If "is condition gr1ou111y worMnect over 1 
perioo of time, describe tne pr09rau of tne conolt ion from tne llm• ne returnao to wortc up to tne data of recurrence. 

19. After returning to work following tna orl9ln11 Injury, wH tne employ" nandluopacl or In any way limited In perlormin9 l>ls usu.I 
dut,e1! 0 YES 0 NO (If yes, ••Plain) 

I" 
I 

Signature of offic11I superior 21 . Tiiie 22. OfflcMll superlor'i 23 . Ol<TE (mo., day. 
(II tim• of recurrence) work pnona number year) 

Form CA-2a 
Rav. June 1972 
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INSTRUCTIONS FOR COMPLETING FORM CA·2a 

RECURRENCE OF DISABILITY 

Definition of Recurrence: When. after returning to work, an injured Ciai:;loyee is again disabled and slops worl: 

as a result of the original injury or occupational disease. such di!>at::;:: is considered by OFEC to be a recur

rence. In these instances a fonn CA-2a is requin:d. If a new in.:id .. ; ..... ccurs. the r. .... tter should be tre;.trci a> 

a new injury and form CA-I & 2. etc .• submitted accordingly. 

l. Form CA-2a should be submitted promptly by 
the official superior upon receiving notice that 
the employee has suffered a recurrence. 

2. If the original injury was not previously re

ported to OFEC. a repon specifically coverinr 

the original injury should be made on form 

CA-I & 2 and attached when form CA-2a is 
submitted. Medical repons concerning the 
original injury should also be attached. if not 

previously submitted. 

3. When the employee has received medical care 

as a result of the recum:nce, a detailed medical 

report should be submitted by the attending 

physician. The report should include: dates of 

examination and treatment; history given by 

the employee; findings; results of x-ray and lab 

tests; di~osis; course of treatment, and the 
physician's opinion, with medical reasons, re

garding causal relationship between employee's 

condition and the original injury. 

If the employee was treated by other physicians 

after returning to work following his original 

injury, similar medical reports should be obtained 
from each. 

4. If the recurrence happened six months or more 
after the employee returned to duty following 

the onJinal injury, A STATEMENT FROM 

THE EMPLOYEE SHOULD ACCOMPANY 

THE Hm.M CA·2a. The statement should dc:

scribe the employee·~ duties upon his return to 

work, stale whether h~ had any other injuries or 

illness and give a general description of his physi

cal coi;;; ,:ivn during th..: intervening pcrim.1. 

S. If the employee wishes to claim compcnsatiun 

as a result of the re~urrence and a form CA-4 

was not submitted following the original injury 

one should be submnted at this time. If form 

CA-4 was previously filed, compensation may 

be claimed. by filing form CA-8. A medical 

report on form CA-20 (or in narrative form) must 

also be completed m accordance with the appli

cable instructions. 

6. If the recurrent disability has not ended at the 

time form CA-2a is submitted, form CA-3. 
Termination of Disability, should be forwarded 

when the employee returns to work. 

7. In the event the employee is not able to return 

to his same duties and suffers pay loss as a 

result of his disability, he may be entitled to 

additional compensation based on loss of wages. 

or loss of wage earning capacity. Upon notifica

tion of such loss, OFEC will advise the employee 
of the procedure to follow to claim additional 

compensation. 

GPO : llTI 0 • aT-US 
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U.S. DEPARTMENT OF LABOR REPORT OF TERMINATION OF DISABI LITY 
EMPLOYMENT STANDARDS ADMINISTRATION AND/OR PAYMENT 

Office of Workers' Compensation Programs 

PART - A GENERAL 

1. Name of Injured Employee (Lut, first, midd~) 2. Social Security Number 3. OWCP File Number 
(If mown) 

4.Departmentor.Agency 5. Bureau or Office 

6. Name and Address of Reporting Office (IncU.de Zip C.Ode) 

7. Date and Hour of 8. Date and Hour Stopped 9. Date and Hour Pay 10. Date and Hour Returned 
Injury (Mo.,diry, ~ar) Work (Mo., day, year) Stopped(Mo., diry, year) to Work (Mo., day, year) 

DAM DAM DAM DAM 
DPM DPM DPM DPM 

11. Employee's Work Wee.It On 12. Present Pay Rate If Different From That Received At Time Employee Stopped 
Return To Duty If OthCT Than Work. 
Monday Through Friday ---------a. Bue Pay rb. --------Subtisu:nce -----I c. Quarters --------I d. Other ---(Specify) ------

---------~--------+--------~------- --- --s M T w T F s I I I 
I I I 

!_3:._I!!_C~s~!.°.!''!' ~~p_!ore! ~~i!e~ ~ar.1:._o:_ ~!_P_!I':_ o.!_ '!:!1~ ~ri_~ <>_! ~b!e~c~ ~~~e_o~ _______________ 
___ _ _ .._~~.!-~..!- ___ ~ _ ---~Ji::k_L!a!.e ______ ~- ___ -~·_"!.h~LSee:Jfi.J _ _____ ..,. __ 

I I From: From: From: I I 
Through: I Through: I Through: 

14. Has :Employee's Work Assignment 8een Changed Became of Disability Resulting From This Injuryr 

DYes DNo If Yes, Describe The Type of Work Employee h Performing. 

15. If Interrupted, Show Dates Deductions For Health 16. If Health Benefiu Option Has Chan]ed Since Disability 
Benefiu and/or Opi:ional Insurance Were Resumed Began, Show New Code Number an Date of Change 
(Mo., diry, yu.r) (Mo., diry, yur) 

Health Benefit Optional Insurance 
Number Date 

17. Remark&: 

PART - B CONTI MJ ATIOH OF PAY 

18. Inclusive Dates That The :Employee's Regular Pay Co~ 19. Show The Grou Dollar Amount Of Regular Pay Which The 
tinued During The Period Of Disability. Do not include :EmploLee Received During The Period Of Disability. Do 
period of siclc or annual leave (Mo., day, year) not inc ude pay received for sic.It or annual leave. 

From: Through: s 
20. If Pay Rate Changed During Rate 

The Period Employee Wu Reem- ---------,------------------r------
21. If Pay Changed During The Period'Employee Was Receiving Continuation of 

Pay, Give New Rate 
ing Continuation Of Pay, Show _ .!-_!~ -~ ___ ~ _ ~· ~u_!>~t_!~e- ~ _ _c. _ ~-rt!.n_ _ -i- _ ~ q_th_er J5_pi:if1 -----L __ 
The Date of Change (Mo., day, 

I I year) I 
I I I 

22. Signature of Supervisor 23. ntle and Office Phone Number 24. Date (Mo., day, year) 

Form CA-3 
RIPI, De. 197<1 
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For sale by the Superintendent of Documents, U.S. GoYCmment Printing Office 
Washington, D.C. 20402 · Price S2.7S per 100 

Stod'. Number 029-016-00024 

INSTRUCTIONS FOR COMPLETING FORM CA-3 
WHEN EMPLOYEE R.I:.TURNS TO WORK 

PA.RT- A 

REQU1RED 
WRITTEN 
REPORT 

• Wien disability ceases and/or employee returns to work, the official 
su.l'crior shall immediately report that fact to the OWCP on Form CA-3 
unless this information has been previously submitted on Form CA-1 
or CA-2 or otherwise. This form should be submitted for each injury 
rel'ulring in time lost from work whether or not claim for compensation 
is :nadc. 

TELEPHONFJ 
TELEGRAPH 
REPORT 

e If the employee is receiving disability compensation periodically 
each four weeb, the official superior should immediately telephone 
or iclegraph the OWCP advising the d.ate employee returned to work. 
This will avoid an overpayment of compen.s4tion. Follow-up should 
then be made with Form C.A-3. 

PAY RATE 
INFORMATION 

e Employee's base pay in items 12a or 2la should not include value 
of subsistence, quarters or other pay. These should be shown 
separately in their own columns. 

PART- B 

CONTINUATION 
OF PAY 

• In most traumatic injury cases, the employee will have qualified for 
and received continuation of pay under 5 USC 8118 (FECA). When 
this occurs, items 9, 13, and 15 in Part A will usuilly be left blank.. 
When there is a continuation of pay, Part B must always be completed, 
unless the information has been submitted on Form CA-7, Claim for 
Comper>~rion on Account of Traumatic Injury. 

1984 USAM (superseded)



Et_ ... to Sf·l 157 
l•-9-26·7l 

DEPARTMENT OF JUSTICE 
WITNESS ATIENDANCE CERTIFICATE 

PAIT I · ATTENDANCE CERTIFICATION 

I. General: 

Witness Name--------------------- C,se -----------------------

Address----------------------- Number------------------- ··---

District or Location--------------------
2. Attendance Oates: Pretrial Conference: Days Full Attendance __ _ Days Partial Attendance __ _ 

IOIHH l 2 3 4 5 ' 7 I 9 10 11 12 13 14 15 16 

IONTH 17 11 19 zo 21 22 23 24 25 26 27 21 29 30 31 

IOllTH l 2 3 4 5 6 7 • 9 10 11 12 13 14 15 16 

3. U.S.Government Employee/Member of Armed Forces · Time of: Appearance; ------------- Dischar1e -----------

4. Detained Witness Dates Detained: From -------------- to ------------ No. of Days Detained __ _ 

CERTIFICATION: 

I certify that the witness named above attended in the case or matter 1nd1cated and is entitled to the statutory allowances for attendance and travel. 
lnd1v1duaf (•SI (is notl entitled to the subsistence allowance provided by law by reason of distance involved from point of attendence to his residence 
f further certify that 11 the witness was detained. the 1nd1v1dual 1s authorized compensation at the statutory rate for the number of days 1n detention 

In proceed1n1s before United States Ma11strate where more than four witnesses were used. the Ma111strate also certifies that the approval and certificate of 
the U.S. Attorney were first obtained. 

(S11nature of Attorney or Ma11stratel (Date I 

PAIT II • WITNESS CLAlll FOR FEES ANO ALLOWANCES 

l. Oates of Attendance ------------------------------------· No. of Days----

2. Dates of Travel - ------------------ ------------------- No. of Days----

Travel from ------ ----- -------- --- to - ----------------- -- and return 

Via (mode of lravef) - ------ ------
OBJECT CLASS BASE RATE AMOUNT 

3. trip) _____ NQ. of Round Trips __ M1feaae (round 2142 Mites s 
4 Travel Expenses 1n Lieu of M1lea1e (details on back! 2142 

5. Fees: Fact Witness 1156 Days 

Pretrial Conference 1194 Days 

6 Subsistence Allowance 2144 Days 

7. Compensauon: Oetained Witness 1193 Days 

TOTAL AMOUNT CLAIMED 

8 Less: Cash Advances by U. S M:irshal ld1stnct1 - ---- REPAID BY CHECK NO . 

l ransportation RtQuest (number! --- ----- 2142 

WITNESS CERTIFICATION: NET AMOUNT DUE CHECK NO. 

f certify that the above dala 1s correct; that payment has not been received; and that at the time of travel and attendance I (was) (was not) a U.S. Govern· 
ment employee or a detained witness. 

(Witness Sianalure) (Date) 

Verified Correct 
Date Paid ----------- Voucher No --- 

,:'QR M 
l. ORIGINAL AEl'lACES USl· l91 ANO USl· l9' WHICH All( 08SOUTE 

- - -oeo:; 
l' ORM EFH. Y L.AA-3 7-24-74 
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INSTRUCTIONS FOR COMPLETING CLAIM FOR COMPENSATION ON 
ACCOUNT OF INJURY (OR OCCUPATIONAL DISEASE) CA-4 

This form should be completed by the injured employee and the official superior in all cases when 
an employee: 

1. Is disabled and in a non-pay status for more than three calendar days, 

2. Suffers a scheduled permanent impairment, or 

3. Is unable to resume his usual work. 

Claim for loss of pay should be filed 10 calendar days after the employee enters a non-pay status 
or upon return to work, whichever occur.; fim. Claim for scheduled award based on a permanent 
impairment should be submitted when the extent of impairment is known. 

Compensation cannot be paid without medical evidence to support the claim, therefore, it is very 
important that the attached medical report, form CA-20, be separated and forwarded to the 
attending physician when form CA-4 is completed. 

Items 1 through 12 should be completed by the injured employee or someone acting on his behalf. 
Items 13 through 31 should be completed by the employee's official superior (complete items 24 
through 27 only if employee has returned to work). The form should then be forwarded to the 
office of the BEC servicing the employing establishment. 

Employees are advised that fraudulent claims are punishable by a fine of not more than $2,000 or 
by imprisonment for not more than one year or both. 

INSTRUCTIONS FOR COMPLETING ATTENDING PHYSICIAN'S REPORT 

The official superior should complete items 1 through 4 on the front of form CA-20 prior to 
forwarding the form to the attending physician. These items are the same as items 1-4 on the front 
of form CA-4. It will also be necessary to show on the back of the form CA-20 the address of the 
BEC office to which the form should be sent. 

Inst. CA-4 
Rev. July, 1970 

1984 USAM (superseded)



I U.S. DEPARTMENT OF LABOR CLAIM FOR COMPENSATION ON ACCOUNT OF INJURY 
EMPLOYMENT STANDARDS ADMINISTRATION 

OR OCCUPATIONAL DISEASE SUFIEAU OF EMPLOYEES' COMPENSATION 

1. NAME OF INJURED EMPLOYEE (Lasr. fitsr, middle} 2. HOME MAI LING AO DRESS (Number, srr l!flt, cirv, state, zi p code) 

3. DATE ANO HOUR OF INJURY (Mo .. dav. vearJ 4. PERIOD COMPENSATION IS CLAIMED AS A RESULT OF PA Y LOSS !Mo.. d•y, y .. r l 

DAM 
FROM TO 

0PM 

5. HAS ANY PAY BEEN RECEIVED FOR THE PERIOD SHOWN IN ITEM 4? DYES rJ NO 

IF YES. STATE FULL AMOUNT ANO SHOW INCLUSIVE OATES DURING WHICH PAY WAS RECEIVED /Mo. . IMy, Y•'I 

AMOUNTS OATES: FROM TO 

6. HAS Cl.AIM BEEN MADE AGAINST ANY : A. NAME ANO ADDRESS OF THIRD PARTY • 6. AMOUNT OF 
THllU) PARTY FOR OAMAGES AS A . 

RECOVE R Y RESUl..T flF THIS INJUPv' . . . 
OYIS ONO II• YES, FURNISH -

. . . . . 
~ 

7. WERE YOU EVER IN THE AR MEO FORCES P•A. SERVICE NUMBER •. e. BRANCH OF SERVICE : c. ERIOD OF SERVIC!: 
OF THE UNITED STATES? , . . . . 
QYIS Q .. o I~ YES, ~UANISH . . . . . . . : FROM 

. 'THROUGH 

8. IF ANSWER TO 7 IS YES, HAVE YOU Al'Pl..IEO FOR •A. CLAIM : 8. NAME ANO ADDRESS OF OFFICE •c. NATU RE OF DIS. 
OR RECEIVED COMPENSATION OR PENSION , INCl..UOING NUMBER WHERE Cl.AIM IS Fii.ED ABILITY ANO MON· 
RETIREMENT OR RETAINER PAY, BASED ON SUCH . . . . . . . . THl..Y PAYMENT 
SERVICES> . . . . . . RECEIVE D 

DYES D NO IF YES. FURNISH 
. . . . . . . . . . 

9. HAVE YOU APPl..IEO FOR OR RECEIVED AN ANNUITY UNDER 

. . 
OA 

. 
. A. CLAIM . . 'B. TE ANNUITY BEGAN !Mo. . dlro/, .,_,, . . . . . 

C. AMOUNT OF 
THE U.S. CIVIi. SERVICE RETIREMENT ACT OR ANY OTHER Y NUMBER 
FEDERAi.. RETIREMENT OR OISABll..ITY I.AW> 

. . . . 
MONTHL

. . . . . 
PAYMENT 

' 
OYIS ONO IF YES, FURNISH . . . . . . . . . . . . . . 

10. l.IST YOUR DEPENDENTS (If none so star•) IS DEPENDENT 
1..IVING 

WITH YOU? 
NAME REl..ATIONSHIP. OATEOF BIRTH IF NOT, SHOW MAi i.iNG AOORESS 

YES NO 

11. FOR DEPENDENTS NOT LIVING WITH YOU , SHOW AMOUNTS THAT YOU PAY FOR THEIR SUPPORT, TO W HOM PAID , ANO 
PAYEE 'S ADDRESS. STATE WHETHER SUCH PAYMENTS WERE ORDERED SY A COURT. 

12. I "'-'*Y meille ctelm for comoenution on .ccaun1 Df the injury dmcribed .-.. 
-

•. wtltcft •• ......,. b¥ '"' 
°" 

wt'li .. in a. ~onn..- of my duty far 
tN Uni• St .... Mid inivrv not beiftt due ta willful mitcorGuet my pen or to my int9ftti0ft to Dri,.. llbout tlM iniury or del'th of .,,,....H or 
Mot'-', or ta my lnto•iut•. I h•• M9I\ diuibfed °" eccount of "'" iltfvry •nd h•• not t'WfuMd ar , • ._. to psform 9'Y wortt l •• *• to do 
•""9 ttM P19rtod for which compen•tton ts cletmed end .,WV ftltemeftt • forth Ho•• itt .,_.on of '"Y cleim im trve to d'te belt of '"Y 
-beli91. 

""°"'._... 

I (Sign•ture of employee or person acting on his behalf} fD11t•) 

CA-4
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STATl:MENT OF OFFICIAL SUPERIOR 

r 15. ~AY ~ATE AS OF · 
BASE PAY SUBSIST!:NCE __OUAFTEP.S 

I 

J
I 

. ' . ' 
.$ 

  
.. s 

I t 'I 

l,. 
J1c 1F i'"':"l•<l 

,,,. • •: '.'. 
~(':~

,., 
· v•s 01 ... ~~ 40Cl~ l0NA• PAT 5vCH AS "lf:M1uM . 17, SHOW WOR~WE:EY. AT TIME PAY STCF'PEC 

I <1,;•,-, .:., O<: "'""' (l1<FERE"','"'' tOiNT!F'? TYi'( A"'C S><OWAMOU"T. IF OTHER THAN MQNOA'r THROUGH FA!OAY 

om: '"" 
AN•.wA, "EAVE 

o .. ,",:" "'° •• '0' .-' ''" O• '"' .. "'° >HO- '" • O• ,:, :O:• 
I 

> 
SICK 

:o:• :. .. 
~E AYE OtHER 

': 

~ C:,. 
~Q:\· 

~~•PLO"~E 
TC F~O~ TO 

L.·1 :1 WOFOI!:: •fl.I"""!£ -OS!lh)N H~t..C 
TO FROM 

1.,..i AT TME Tl"-4~ 0' ~. '" ANSwf A TO 19t ·; a..io \'•O'JLl' rwt: "'CSiTtCr- ,..,,. \IE •-=roAOfr. 
1,..JL~' ro ~ ~ ~ IJ~ l Ei..FVE~ ~c~n·t;i~4ME.01Aff~V ~--l~R TO 'THE £l,.11>,0¥'1AENT Fl);;. 1LCV£N WO.•T~S o ~C~PT FO;> T><E ! NJl.i~ "' 
. ~; :.; !£: ". :. YE ~ ~ '•C c 'ff$ Cl .. 0 

~ .... (AtT .. Ct,,£= • ~ Sv!l~-='11•rtO"<S 
A 't'\A;, £•.1;_c, .. Ef Ef'·~~~~ED ,,.J /.. Hi:A~Tl18£~£Ftn PL.AN Qt. Q.A.T[ P.AY STCP,.E~' ::: = 

i ____ _. 
Y(~ N~ 

. • .c. ~\~ .... ~;.;. r:. A ! ~ vcs. F- 1J~N1S""' E:N~01-~M~~T CODE ~UMBEct .. 

. ' A,.,S,·;~ = TO .:. ,, ' E $ $"01'1' E Nc · o,c; OATE OF PA.,. PE RtOO THROUGk _,c ... OE C:.L•CTl() .. s wE RE •AS'T MAOE 1 ........ >H·i 

i 

'·----·------------- _, l 
I '" 

------ ' 
i 

QUARTERS 
! 
f 

s- I 

• A. OE!;CR1rs£ TYPE 01' l'\'Ol<K 
----------: ' 

EMl'L..O':'El::. IS 
·-------- J 

l~O\'li PER.::•)AMING 

-·· -· - · ----1 I 
I 
I 

. 
t-;:--, "''"Eli~ c~ ;.., ,:; .. 

'::l'"' 
T!CY T".O.T TH( E-t.IP~CIYU -u C0Ml'L.(Tf0 T'HE ~~··u FOii COMPENSATtO"' O•· T'41 FRONT"" 

I 'JA~ l'<J.:RED 1'1 P~tHOAMA..,CE OF"''$ C;JTIH F0" T .. l uN ;TFOSTATES. IN~O .. ••A'TtO" FURNISH~Cl 

--·-~ 
8' ~ .. , ~""'••OYEE IS TRUE A"';l CORAEC" WITH THE ~O~~OWING EXt:E~T•O"<S. 

) 

~:;;;o, ATVf<E OF on , ciA~c 
--...------------------~ 

•u'''""'" IXI. TITLE - . . 0 t:C·- :1...: \".'I i:"JlA.'\E 11'< .. ,. , .. ,, 

I ..__ _____ -··_-__ --_·-----._-_-_-_-_-_-_ .... I ____________ _ ------
.-.~EV'7 · i' "f ' · · 

-- ----
----

CA-4 
R.-, ''"' · 19-,:. 
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Form W-4 Employee's Withholding Allowance Certificate 
(Use for Wages Paid After December (Rev. OecemOer 1978) 31, 1978) 

This certificate is for income tax withholdin& purposes only. It will re-
Otoartm1nt o1 ttlt Tr111ury main in effect until you chance it. If you claim exemption from withholding, 
!nltrna l R1wenu1 St""iet you will have to file a new certificate on or before April 30 of next year. 

Type or print your full name Your social security number 

Home address (number and street or rural route) -. .... 
O Single O Married 

~:I 
-.:;; O Married. but withhold at higher Single rate 

City or town, State, and ZIP code ::1111 Note: If married, but legally separated, or spouse 
is a nonresident alien, check the sini_le block. 

1 Total number of allowances you are claiming . 

2 Add1t1onal amount; if any, you want deducted from each pay (if your employer agrees) . s 
3 I cla im exemption from withholding (see instructions). Enter "Exempt" . 

Under the penatt1•1 of per1ury. I c•rt•fy t l"tat the numtHr of w 1tnnotdi ne • ltow•ncea c tau"•d on this cer1ifieat• does not ••c••d the number t o wtHch 
I am entitled . If c l11m1n1 esempt1on from w1trihold1n1, I ear11fy that I i ncurred no lla01hty for Feder•I income taa for last year •nd I ant1c1pata that I wi ll 
incur no l1ab1 l1ty for Feaer11 1ncom1 t.ax. for thia year. 

Sl1natur1 • ... . ... ......... .. .. ..... . .. ... . ............................ . ................ .. Date • ............................... ........................ 19 .......... . 

.. .. .. . .. . . .... . .. .. . . .. .. ..... . . . .. . . .. .... ... ....... ... .......... ...... Oetach alone this line ....................................................................... .. 

j. Give the top part of this form to your employer; keep the lower part for your records and information A 
Instructions itemized deductions. check the worksheet will be withheld if you are covered by the 

on the back to see that you are claiming Federal Insurance Contributions Act. 
The explanatory material below will help you the proper number of allowances. You must revoke this exemption (1) 

determi ne your correct number of withholding within 10 days from the time you anticipate 
allowances, and will assist you in completing the How Many Withholding you will incur income tax liability for the 

W-4 year or (2) on or before December 1 if you Form at the top of this page. Allowances May You Claim? 
anticipate you will incur Federal income tax 

See Publication SOS for more information on Use the schedule below to determine liability for the next year. If you want to 
the number of allowances you may claim withholding. stop or are reQuired to ~voke this exemp
for tax withholding purposes. In determin· tion, you must file a new Form W-4 with 

Avoid Overwithholding ing the number, keep in mind these points: your employer showing the number of 
if you are single and hold more than one or Underwithholding withholding allowances you are entitled to 
job, you may not claim the same allow· claim. This certificate for exemption from 

Sy claiming the number of withholding ances with more than one employer at the withholding will expire on April 30 of next 
allowances you are entitled to, you can fit same time; or, if you are married and both year unless a new Form W-4 is filed on or 
the amount of tax withheld from your you and your spouse are employed, you before that date. 
wages to your tax liability. In addition to may not both claim the same allowances 
the allowances for personal exemptions with your employers at the same time. A 
to be claimed in item (a), be sure to claim The Following Information nonresident alien, other t han a resident of 
any additional allowances you are entitled Canada, Mexico, or Puerto Rico, may claim is Provided in Accordance 
to in item (bl. " Special withholding al· only one personal allowance. with the Privacy Act of 1974 
lowance." and item (c), "Allowance(s} for 
credit(sl and/or deduction(s)." While you Completing Form W-4 The Internal Revenue Code reQuires 
may claim these allowances on Form every employee to furnish his or her If you find you are entitled to one or 
W-4 for withhold ing purposes, you may employer with a signed withholding allow· more allowances in addition to those you 
not claim them under "uemptions" on ance certificate showing the number of are now claimina:, increase your number 
your tax return Form 1040 or Form 1040A. withholding allowances that the employee of allowances by completing the form claims (section 3402(f)(2}(A) and t he Reg· You may claim the special withholding above and filina: it with your employer. ulations thereto) . Individuals are reQuired allowance if you are single with only one If the number of allowances you previously to provide their Social Security Number for employer, or married with only one em· claimed decreases, you must file a new proper identification and processing (sec· ployer and your spouse is not employed. Form W-4 within 10 days. (If you expect tion 6109 and the Regulations thereto). If you have unusually large itemized deduc· to owe more tax than will be withheld, you 
tions. make alimony payments, or credit(s) may increase your withholding by claiming The principal purpose for solicit ina: with· 
for child care expenses, earned income, holding allowance certificate information fewer or "O" allowances on line l , or by 
credit for the elderly, or residential energy askin&: for additional withholding on line is to administer the Internal Revenue laws 
credits, you may claim additional allow· of the United States. 2, or both.) 
ances to avoid having too much income tax You may claim exemption from with· If an employee does not furnish a signed 
withheld from your wages. holding of Federal income tax if you had withholding allowance certificate, the em

If you and your spouse are both em· no liability for income tax for last year, and ployee is considered as cla im ing no with· 
ployed or you have more than one em· you anticipate that you will incur no liabil· holding allowances (section 340l (e)) and 
player, you should make sure that enough ity for income tax for this year. You may shall be treated as a single person (section 

3402(1)). has been withheld. If you find that you not claim exemption if your joint or sep· 
need more withholding, claim fewer allow· arate return shows tax liability before the The routine uses of the withholdin& al· 
ances or ask for additional withholding or allowance of any credit for income tax lowance certi ficate information include dis
request to be withheld at the higher "Sin· withheld. If you are exempt, your employer closure to the Department of Justice for 
gle" status. If you are currently claiming will not withhold Federal income tax from actual or potential criminal prosecution or 
addit ional withholding allowances based on your wages. However, social security tax civil litigation. 

Figure Your Total Withholding Allowances Below 

(a) Allowance(s) for exemption(s)-Enter 1 for each personal exemption you can claim on your Federal income tax return• , 

(b) Special withholding allowance-Enter 1 if sinale with 1 employer, or married with 1 employer and spause not employed"" • 

(c) Allowance(s) for credit(s) and/or deduction(s)-Enter number from tables on page 2 • 
(d) Total (add lines (a) through (c) above)-Enter here and on line l, form W-4, above : 

•1f you are in doubt as to whom you may claim H a dependent, H• the instructions that cam• with your IHI Federal income tax return or call 
your local Intern~! Revenue Service otfice . 

.. This allowance la used aolely for purposes of fi1urin1 your withholdin1 tu. and cannot be claimed when you file your tax ~~~ 

263-037-1 
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'0'"' W~ (II..,. 12-78l ..... 2 
TABLE A.-Table for Determining Number of Withholding Allowances Based on Tax Credits 

Fli'Jre th• numl>M of eddlUonal wtthholdinc ellowances for Ute emount of tu ~lt:a for child care 
e11pensn. urned Income cl'9dit., Cl'9dlt fOf the elderly, or l"HldentJel enerzy credits. from the •~priate 
column (5" line (c) on other Ude). FOf 1n ftS)lenetJon of these credits. Me the Instructions fot Form 1040. 
Note: W•rcn for •nnouncemenrs th.tt could attKt the number of witnnoldini allowances you mey cJeim. 

Allowances .... 0 1 2 5 
GtJ~ If the amount of estimated ta.x credits is: 
uL.ri• end 
-cws from M lstlaa Ueder ell MMIF'Cft: lliat tlll• 

Sing e mp oyefls 
Under $5,000 Ko 9ddltlonai .nowanc-
5,000-15. 000 2!IO 2!50 900 

15,001-25.000 300 350 '°° -~·-100·· ·-;oo······iXr· ····;ocro;~· =::::::::=:: ·:::.-:::::::= 
10/J 1,000 1,000 more ·····--····-- -····-·- • 25.001-35.000 '60 AO 9!!0 9'°ormore or 

Head of Household Employffs 

~.~~·.~ . Mo~-~.W«lQ ---69() --196--iQO- -900 Ol rn0i9-
20,001-35,000 1 I IOO 300 650 &50 1.000 1,000 at more ·--·-""'

=··· . 
. 
-·- ···---·-

35 .001~5.000 -4!50 <I.ea 8'50 or more . 
--1-·---

Married Employees (When Spouse is Not Employed) 

~~~·.~ "° =ruon.1 ~aeo ··"ieO---~-- --~---~- ····?22°' ~ ·----··te0 900·o;n;;· 
15.001-2S,OOO ~ 2'° ·~ IOO ,..,., #VY - - ,,_ .. 

25.001-35,000 ~ 300 - &ea aeo ~ ot more ---·- • _....;_ ·-
35.001~5.000 eo ~ 1.°'° 1.0SO ti men ····-··--·····- ···---·····- --···-··-- ··--······--

Married Employees (When Both Spouses are Employed) 
Under $8.000 
8,000-15,000 .• 800400·--~-- ·····=o;.·~- --..::::.::=:. 

15 001-25.000 
====== .-=:..-::-··--

or mar. . 

How to Use Table A 
l Find your filina status under Part I. II, Ill, or IV. 
2 Usina your fillna stati.:s, find your estimeted salaries and wa1es in the left column. 

3 Rud the 1haded emounts to the riaht untJI you aeot to the •mount of your estimeted tu credits. 

"' Look to th• top of the column to find the number of ellowances you mey t•k• for your estlmeted tu credits. 

5 Enter this number on paae l, line (c), toS•th•r with th• number of allowencn from Teble B for Itemized deduc:tJons, and alimony 

peyments. 

Eumple: A ta:rpayer who e.11pects to flle • Federal income tax return es 1 sln1i. person estim•tes ennual weces ol $12,000 end ta.11 

credits ol $650. The ta.11p1yer uses Part I for s/n1I• employees. The $12,000 fells In th• w11• braellet of $5,000 to 15,000 
in the left column. 'RHdin1 in the sh•ded area to th• richt. $650 fa/ls within the estimeted tu credits brec.ket of At lust 

500 But less then 700. l.oollinc to th• top of the column, the tupayer finds th•t 2 allowances are permitted. The ta.11payer 
adds "2" to th• number of eny allowences from Table 8 be/ow and enters the total on t>al• l. Une (c). 

TABLE B.-Table for Determining Number of Withholding Allowances 
Based on Itemized Deductions and Alimony Payments, if Any• 

Estimated Coiumn (8) Column (C) 
ularlnend Column (A) Married Employees Married Employees (botlt 
w11es from Sinai• Employees (one spouse wonun1 tpOuses workina or employees 
ell .ourQS: (only one job) and one Job only) with more than one )ob) 

Under $10,000. • • $2,800 •• •• $3.900 •• • • $4.000 
10,000-30,000 • •• 2,800 •• • • 3,SIOO • • • • !5,800 
30,00140,000. • • • 3,500 •• • • • • 3,9()() • • • . • 8,000 

1!5% of •tlmeted 13% of estimated 230,4 of ntimated 
Owr $40,000 . { { {' salerin end -a• • ularln and -•• • ulerin end -1es 

•If JOI! .,, payinc 1iimony but wit Mt itamln dlduction&, flcurw tlM •umber of witllholdinc 111ow- bf dlvidinc tlll estimated alimoftJ ,.,.ments bf $1 "CO 
(round off frictions to the 1111rwst whol1 number) Ind antar on P•c• l, line (c). 

How to Use Table B 
1 Enter the emount of your estlmeted Itemized deductions, lncludln1 alimony peyment:a, for the yur • . . . ·1------
2 Find your total estimeted salary end wage amount In the left column. RMd to the ri1ht end enter th• emount 

from column (A), (8), Of' (C) for your fllin1 status • • • • • • • • • • • • • • · • • • • • • i------
3 Subtract line 2 from line 1 • • • • • • • • • • • • • • • • • • • • • • • • • • • • 1------
4 Divide th• emount on line 3 by $1.000. Enter here end on s>ea• 1, line (c) toS.th•r with the number of any 

1llowences for ta11 credits from Tebl• A. ebove. (Round off fraction• to the neerest whole number.) • • • • . 
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101 Appto...,1 No. 50-1102 

AGENCY ANO AOOIESS ($,,..,, city, ...d S-1 
OPTIONAL FORM ' 

R!VISEO JUlY 1901 
CIVll SUVICE COMMISSION 

CH,VTEI JJ2. ~ . ~ . M. 
5005-100 letum this 

INQUIRY AS TO AVAi LABI LITY ·-··-
OATE I curim:.ue 

r -, 
l"OSITION SAl.AIY 

LOCATION 

-L _J TYl'f Of Al'POINTMENT, 

( Please correct addtnt 1£ dilfercnc from above) 0 CMffll-CONOlnOHAL 

Qc...aeu 
0 T'f.WOMAY '°' 

This office is considering you among ochers for the employment described. Pleue fill out the "Av&ilabili1y· Statement" 
below, indicaiing wheiher you would accept this position if offered, and reNm che entire sheet to this office. Appointment 
would be subject to 1he Civil Service requirements described on the back of tbi1 letter. Whether you are available or noc, 

ynur reply 10 chis inquiry must be received by this ollice not later than 
If your reply is noc received by chis dace, you cannot be considered. 

A. O The Civil Service Commission bu furnished your original applica1ion for re¥iew. 
B. 0 The Civil Servicr Commission was unable to furnish your original application for review at this 1ime aince it 

is being used elsewhere. You will find an application form attached to this Iaquir)I. Please complete this 
applicadon and return it lo 1bi1 oflitt prompcly alon1 with your reply to cbia inquiry if you wiab to be con-
siderrd for appointment. 

Failure to reply to chis inquiry will result in che removal of your name frOftl che liat of eH1ibles. 
THIS IS A LEITER OF INQUIRY AND NOT AN OFFER Of EMPLOYMENT. 11 se!eaed., you will be aocified 

and given funher instructions. 

Ocher information: 

Sincerely yours, 

(DO NOT DETACH) 

AVAILABILITY STATEMENT 
The informacion you give below regardin1 your availabilicy will be furnished 10 the civil scrvice olli.ce which i.;aaincain1 che Ii.Ir 
of eligibles on which your name appears. le will not, therefore, be nece11ary for you 10 furnish 1hi1 information direct 10 the civil 
service office. If you decline 1hi1 position and do noc sin the conditions under which you will be nailable for future appoint-
men1, your name will be removed from the Jin of elisible1 until such time as you report the condicion1 under •·hich you are again 
available. 

'i D I am available and wish to be considered for the poairion described aboTe. I can report for duty within 

... Q days after nocificaiion . I am now employed by 

i: ac 

~D -.. 
I do no1 wish to be considered for the position described above. ,;,.;,,, f't1110111 "" 1b1 01J,,,. 1id1 of this I ""' 

,,,, 
fa,.,,. , 

~8 I request that my name be removed from the active list of eligibles until I repon that I am available for appointment. 

Consider me available for ocher appointments, 1ubjec1 to the foll1>wing tondi1ion1: 
..r: 
u - The position muse pay ac lease S per (year, mon1h, day, or hour). 

I am willing to work: 0 In Washington, D.C.; 0 Anywhere in the U.S.; 0 Outside che U.S. 

I will accept appointment in the following locations only: 

I will accept short-term appoin1mrn1 for: 0 I mo. or less ; 0 I 10 4 months ; 0 4 10 12 months. 

(Dae.) (Sisnarure) -·-------·--

(SEE OTHER SIDE) 

1984 USAM (superseded)



Aemork• 

INFORMATION FOR ELIGIBLES 

DE5CRIPTION Of APPOINTMENTS 

Appo1ntmrnu arr of three rypes-cemporary, cueeT<onditioDa.I, and 
careor. Trmpor11ry appointment• an limited co ooe year or Ina. 
C11rttr·<o111ii1i1"'"' appoiotrnenu are normally siveo when che poei· 
rions are not temporary and coaf"er er.ii Hn"ice 1oanu 11poD C'Dlllpl .. 
tion of a on•·:v•ar probation. They are CODYened to """ appoiDt• 
ruenu 1ftcr 1hre< y ... u of s11bscaotially contio11ou1 service. G.nw 
appointment is given from liau of eligibles ooly when tbe eli(ible 
bu Already run the senice req11iremeou for career &ppoia-mc, or 
when tbe pomion is one wbicb is required by law to be &Ued oa a 
puroanent basis. 

APPOINTMENTS ARE SUBJECT TO THESE RIQUIPJ.MENTS 

I. A physical e:uminatioo is required of nery pe,_ ae*- for 
appointment. Eligibles are cauciooed Dot to raigo from aay p«Mi· 
c:m no•· held until deenit'! in1truc:tion1 ro repon for dury have 
actually bttn received, 111ually ooly after aD ezaminaDon bu beeo 
mad• and the medical ceni&cate approYed. 

2. All appointments •·ill be subjr.:t to iDVfttigaDoa, it?dudins 6n·
gerprinting, for the pw-poae of inquiring inco quali6cationa, sllicabil
icy, and fitness for the position and to Yerify tbe acacemeou made iD
the applicuion. 

3. Whenever there are already nro or more memben of a farnily
serving under carttr or carecr-cooditional appoin-eaa iD me aim·

penrive serv•ce, no other member of tbat family ia eligible ilr career
or career-conditional appointmeDt ia sucb Mrtice ualeu he ii eacided 
to veteran preference. The term "family" u 1ued iD MCUOD 9 of 
the Civil Service Ac:t, refers to those who li•e uoder tiae Mme roof 
with the head of the family aod form bis •reside. Wbm memben 
of rhe family become beads of anr enabliabmeou, they ce&H to be 
p~rt of the fuhu's family (26 Op. Arty. Gen. )03 of July 12, 1907). 

Eligibles are warned not to accepc appointment cootrary 111 daia pro
vision of the law. The word "family" ia iocerpreled ill a rather re• 
nricted sense, however, and eligibles are advised to submit all facn 
on the matter to the appointiD& officer wbo will dftermine whether 
this restrietion is applicable. 

~ . for temporary appointment the pro•i1ioD1 ill paragraph 3 do 
not apply. 

OTHER INFORMATION 

S111p1111i"" of 1li1ibiJi17. - Wben a persoa ii unable to accep: . aa 

appoinrment, hr sbouJd request tbat his name be remo•ed from me 
list ol elig;bles llDril be ii apia able r.a 8C'Cll'pl appolll--. M aay 

time while rhil litt ol c"-1bl• ill still ill -. bi1 11&11M mar be 
replaced ia iu proper pcKirioa upon request. Upoo requHODI ra· 
roratioo 10 the list of elisibla, the &lisible should be sun 111 specify 
the aact ade of the e:umiurioo aad the euct rarins received. If 
me cooditiona •oder wbicll be will accrpc appointment have 
chaogcd, be should repon tbcse oew coadicion1. A pet100 '1 aa.me 
-Y also be rernoYed from the liat of eli«iblea ii be fails 111 reply to 
ollicial correspoodence or iodicatea rbar be would be unwillia1 to 
accept a poaitioo. 

Prw•J.n i• "" •ff.•r •f •1f'Oi•119nll ir J..cli•1J. - If you aca1e you 
are oot a•ailable fM the pcMicioa deacribed iD tlaia form uod iDdicaie 
die c:ooditiocu uDder wbicb 70u will be nUlable for N.nbet c:.n:iDca· 
DOD, 70ur name will be rwcored to cae liat of eligibles. i-Jowner, 
if dW ii dM MCOllG time yoll haft decliaed appoiDtGHDt uder me 
C'ODditioiu wbicb yOll ha•e acaced yOll would accepc, your ••m• may 
be remand from die liat of eliciblee without fvdwr oocicL 

"'--'- i• uw llf-• dliM.-Wben a penGD rorpU. • U1 a6· 
Ci.al ioquiry aad - chat be ia nailabie for die poaitioo ii o!"cred,  
be i1 COtUidered wich ochen who are also na.ilablc. The appoimin1 · 
ollicer may Mlect aay ooe of the a..Wable eli(ibles f'uroi~ bim  ID 

611 rbc ncancy. Ordinarily the penoD Mlecced will be the only one 
Doci6ed. Tbe II.LOI• of rboae eligible. oot 1elected will be reitCORd  
ro the liac of eligible1, provided they an 11i1.1 anilable foe appoiDt· 

 
-DC. Tiae fact cb.c chey  Weft - Miecud will DOC elect ~r eli• 
(ibility for odMr po.icioaL 

P.W ,..1",,_.i /19/icy.-Uoder die <:ml Sen-ice llules a.ad llegula· 
DODI, all persoDDei actiona cakea by Pederal ~ppoiDD11J oaicen 11\all 

be b..ed eolelr oa .erit aad •-· ISKuavc Order No. 10925 of 
Man:h 6. 1961, SeclioD 205, Na5.na1 the policy upraaed ia beaa· 

ti'" Order No. 10'90 of January 11, l95S, with tap«r to me emclu· 
aioo aDd prohibition of diacrimiuaoo •pi- uay aaploYft cw appli· 
Ca.Dt for employmeac io dM Jlederal Goftrnment became of tace, 
color, rel~ioo, or uaou.l origio. Ally penoo wbo bu been csci· 
•ed fw appoiocmetH and DOC Mlected uad wbo bas reuoo ID belie-Ye 
tiaar bis DODMJe.corioa ....., besed OD race, color, religioo, or oaaoul 
origin may ile 1 C'Om;»luat with cbe lmploymeot Policy Ollicer of 
the depart-DC cw agency io wbicb be faib co rKei•e 10 appoi-enc. 

C- llf _,,.~ •. -n.e pcl'IOD Mlected ilr. po.iDOD muaf pay 
all tnmporutioa coeu coaoened wich reporting for dury. If be 
aboWcl allbeequeody fa.ii to - doe reqoiraneea to wtiic:h appoiar
aent ia aubjea. or if b.ia UDploymnu for uy rea&ml, 

be mu• ,.Y 
la seraiaa&ed 

for bit M1ll'll abo. 
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U.S. Department of Justice 

United States Attorneys 

Monthly Resource Summary Report 

-Oistrict --------------------- District No. _____ Month ______ _..-=19~-

Resource Category I 
Program ' 

Attorneys Para-Professional Clerical TOTAL i 
Category I 

Management and Administration I 
I 

Appellate Litigation 

I 

I 
I 

; Official Corruption 
I 
I 

c : 
! I 

Organized Crime ! 

R ' 
I 

I i White Collar Crime 
M I 
I I 
N Narcotics I 

A I 

I ' L Civil Rights 
i 
! 

Other 
i 
·1 

Civil Litigation ! 
' 
I 

Collections I 
! 
l 
; 

TOTAL FULL-TIME POSITIONS i 

ATTORNEY WORK HOURS-COURT RELATED ACTIVITY 

i 
I i 
I l District Court-Civil 6 Court Related Travel Time 

I 
I 

2 District Court- Criminal 7 Bankruptcy I 
I 

13 Appellate Court 8 Magistrates' Court I 
: I 

! 
i I 

I : 4 Grand Jury 9 Special Masters, Hearing Examiners, etc. I 
I I 

-
State Court I 

I 
I 

TOTAL Workhours I 
FORM USA-$ 

JULll 
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MEMORANDUM OF UNDERSTANDING 

I, , have applied for a position 
as a (n) in _the 
I understand that the ( U. S. Attorney, 
Assistant Attorney General, or Bureau/Office Head) will request that I be 
temporarily appointed to this position for a period of 90 days while a 
full-field investigation is being conducted in connection with my application 
for permanent appointment. If that request is granted, I further understand 
that if the full-field investigation discloses justifiable reasons for the 
Department of Justice to decline to offer me a permanent appointment, my 
temporary appointment will be terminated or allowed to expire. 

I understand that during the period of my temporary appointment that 
I will not be entitled to health benefits (tmless I am already a federal 
government employee receiving such benefits), Civil Service Commission 
Retirement Benefits, or Federal Group Life Insurance. I understand that 
I will be eligible for and will earn annual leave and sick leave. 

I also understand that during the period of my temporary appointment 
I will not be allowed access to classified information and that sensitive 
information will be available to me on a strictly need-to-know basis. I 
agree to safeguard any such information which comes to my attention. 

I further understand that as a condition precedent to my temporary 
appointment, the following steps must be satisfactorily accomplished: 

a. A name and fingerprint check conducted by the Federal Bureau of 
Investigation, 

b. Vouchering of any current employer and former employers for at least 
the last five years and a minimum of three references or associates, 
and 

c. A review of my prior security clearances. 
--In this connection, I have identified in Item 27, Standard Form 86, 

whether or not I have ever been the subject of a full-field or 
backgrotmd personal investigation by any agency of the Federal 
Government and, if so: 

(1) The name of the investigating agency, 
(2) The approximate date of thl"' investigation, and 
(3) The level of security clearance ~ranted, if known. 

(Signed)~~~~~~~~~~~~~~ 

----day of ---------' 197 

Witness: 

(Name and Title) 

Form AAG-7 

OCT 197_8 
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INSTRUCTIONS FOR COMPLETING FORM CA-7, CLAIM FOR 
COMPENSATION ON ACCOUNT OF TRAUMATIC INJURY 

Form CA-7 has been designed to claim compensation for wage loss, or to claim a scheduled 
award, when disability is caused by a traumatic injury. If disability results from an occupa
tional disease, Form CA-4 should be used to claim compensation. 

PART A - EMPLOYEE'S STATEMENT 

• Items 1-17 on the front of the form are to be completed by the employee or someone 
acting on his/her behalf in f!Very case where the employee: 

1. Is disabled due to a job-related traumatic injury and is in a nonpay 
status for more than 3 days; 

2. Incurs a scheduled permanent impairment; or 

3. Is unable to resume usual work. 

• If the employee does not qualify for continuation of pay (for 45 days), the form should 
be completed and filed with the OWCP within 10 days following termination of pay. The 
form should also be submitted when the employee reaches maximum improvement in 
a scheduled award situation. If the employee has received continuation of pay for 
45 days and is still disabled thereafter, the form should be filed with OWCP not more than 
5 working days following the end of the 45-day period. 

• If compensation is being claimed solely for wage loss, item 6 must be completed to show 
the period compensation is claimed, and item 7 must show pay received from any source 
for work or leave. If claim is based on a scheduled award and there has been no wage loss, 
item 6 is not applicable. 

PART B - GENERAL 

• Employee's base pay in items 19a (and 29a) should not include value of subsistence, 
quarters or other pay. These items should be shown separately in their own columns. 

PART C - CONTINUATION OF PAY 

• This part must be completed only if the employing agency continues the employee's 
"regular'' pay during the period of disability (not to exceed 45 days). 

Inst. CA-7 
i: ... 10= 
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PART D - CO~PENSATION 

• No compensation is payable for temporary total disability until the employee 
enters a nonpay status, therefore, item 30 refers to termination of all pay, whether 
"regular", sick leave, annual leave or other. Compensation may be payable im
mediately following the termination of all pay, subject to the ~day waiting period. 

PART E - RETURN TO DUTY 

• When the employee returns to work prior to submission of Form CA-7, completion of 
Part E will eliminate the necessity of filing Form CA-3. 

PART F - CERTIFICATION OF SUPERVISOR 

• The supervisor's signature on this form does not imply acceptance or approval of the 
claim. It certifies only as to the accuracy of the information submitted re: pay 
rate, leave, termination of pay, etc. 

FORM CA-20 - PHYSICIAN'S REPORT 

• In most cases compensation cannot be paid until medical evidence has.been submitted, 
supporting the employee's allegation of disability. The supervisor should therefore detach 
the Form CA-20, complete items 1-4 on the front and show the address of the correct 
OWCP District Office on the reverse. The form should then be promptly referred to the 
attending physician for his/her early report to expedite adjudication of the claim. 

For additional information, see the Regulations governing the administration of the FECA 
(Code of Federal Regulations Title 20, Chapter 1) or Chapter 810 of the Civil Service 
Commission's Federal Personnel Manual, (FPM). 
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U.S. DEPARTMENT OF LABOR CLAIM FOR COMPENSATION ON ACCOUNT OF 
EMPLOYMENT STANDARDS ADMINISTRATION 
Office of Workers' Compensation Programs (OWCPI TRAUMATIC INJURY 

PART A - EMPLOYE~S STATEMENT 

l. Name of lniured Employee !Loot, first, middle/ i 

.=+;' 
2. Social Secuzicy Number f--;-~-CP File Number llf ~nown1 

0

""4-:J.Cl.,";m Bein1 Made-F~;-;_-;;i,;;,-;?----------- ~- l~ CW.;, Bein1 Made For Schedled Award Based On 
lnvolvin1 Member, Or1an Or Funcuon of Body? 

P~~n~nt Dis:;;;~; 
0 Yes 0 

-----------·-·---
No O '(es 0 No 

---· . --·- ··· ----------- -------·---------------- - - ·-
6. Period ComPen&&Uon II Clumed As A Result Of Wai• Lou 7. Hu Any Pay Been Received For The Penod Shown In Item 6? 
(Mo., day, year} 

-~rom: .. ·- -----·· ·----
8. Hu A Claim Been Made Apiluc 

-~-=~
Any Thi.rd 

-'---
Party 

-
Respoiuible 
-- ·- ·--

0 YOI 0 No If Yes. Stace 

; Full Amount And lnclu1ive Daces For Such Period !Mo., day, year! 

For 
. _ .J _ ... . _ 

The Injury? 
.~-----0 ____ 

Yes 
F~~~~------,-0 No : 9

·
. 
·
Stacu1 

. 
Of 
.!~".~'...-

Third PartY Claim/Amount 
: Of Recovery 

If Y:~.Give Name And Addreu Of Such Party =~~=---.-------·----r-J 
10. Were You Ever In The Armed Forces Of L Service Numba : b. Branch Of Service : c. Period Of 

______ 
Service (Mo. day, 

----
year/ 

--
The United Scates? 

l , • From: -----------

0 Yes 0 No If YH, Furniah ~ ; ; Throu&h: ---------

i1. If A~;;ToU~;,;-10i;v;:-lhv~·TuuAppll;d-f~. Claim Number: b. Add,;;1 of VA-Office Wher; ci;,;;l;-Flled·----:c:N:;u~ Of Db:-bUlt~-
~~:a~~nR:.:~vd~!"snu:~t~~;:::lhe Veterans 

-;.J 
Admir>- j 

__ 
And Monthly Payment 

_ ___ r:_Yes _._D_N_o_i_f_Y_ •• _~~• r -~ ,- ___ - ·· _ .. - --------------·-·-
12. Have You Applied For Or Received An Annwty Under L Claim Number • b. Date Annuity Bepn (Mo .. day, year) c. Amount of 
The U.S. CiVil Service Retittment Ace Or Any Other Federal ' Monthly Payment 
Retiremenc Or DIMbilltY I:.aw? 

0Yes 0 No If Yes, Fumi1h ~ 
\-.-------· ------ ·-·------- - -- ----------·---·---·-·-----------~-·------...... 13. Lilt Youz Oependento Livin1 With 

Dale Of You? 
R&lationahip Birth (Ya/No) Mailin1 Addrea. If Different From Your Own 

·---------------------
. .. - ------ ------------

-~ ·- ·--------------·-----

. . . · ·- - · -----------
- ·------·--------- -------

1------------------~· --14. Show Amount Paid Each Month For Support -------------------------------------------! Of Oependenu Not Livinl With You. Give Dependento' And Payees' Names And Addreues And State 
Whether Such P&Ymenu Were Ordered BY A Couzt. If Support Wu Ordered By A Court, Att.ach A Copy Of The Order. 

--
I h.-eby "'8ke cleim for com~ion b-=-• of the injury .,,Ulined by me while in th• performance of my duty for tha United States, said injury 
not beinv due to willful mi.conduct on my pa" or to my inHntion to hrin9 •bout the injury or death of myaelf or another, or to my intoxicat ion. 
I hMfe been disabled b&CMI .. of this injury and have not refuaad or failed to perform •nv wort< I wa abla to do durine the P«iod for which com1>9,,... 
ti on it claimed and ... ry ttat .... em above it true to the IMlt of my knowledge and belief. 

----- - ----------··-~---------------------------...---------------i 
l~. Employee's Sl1Dature 16. Employee's Home Maillnl Addr- (l""IMdo Zip Code) l 7. Date (Mo., day, year/ 

Form CA-7 
Feb, 1975 
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STATEMENT OF OFFICIAL SUPERIOR 

PART B - GENERAL 

18. Name and Addie• ol R.eporu111 Offk4 (NwmlHr, '"'"" c1ni. ••m. •II>~ 

19. Pa• Rat• As Of: , a.. Bu• Pay 

Date of Injury 
. 
, b. Subm.atmce . ,c. Quanea , d. Otller ISJHclfyJ 

: : 
: 

Date Employee 
~ ····················~···································--~~----······················ . 

. . . . . 
SLopped Worlr. ~ ~~~~~~~-~-~~~~~~~~~~~--~~~~~~~~~~~~~~~-• per : . - :• ... -

20. If Employoe Received Addi&IMlll.I Pu. LO. P1em.ham, IWldap, Nilbi OOfaen- 11. lbow Wad< W- n ... Pay Stopped U Ou.or Tb&n Moad&Y 
Ual. ldaatilY Type Aad Show AmGlllt Tluoucla FDdaJ 

Type • per s T w T .. s 
22. Did Employee Worlr. In The PoaUOD Hald At The 21. If A.Daw• To 22 la No, Woulct Tba PooiU-

.. 
Kava 24. To~ Lensth of 

nme of lajury A hi.I EleHa Moe Ull lw-.ti&IUJ' ,._ ....,......SmploJ'-P•m-----.~Poc ll:mploy"'" F edaml 
To Tb• Jajury? n.1111..,, OrillaD Semca 

2~. lnclu11ve Daiei Employ"'· ReceJYad 1Aaw Pay For ADJ PU'I of n.. Pwtod SIAca S&oP~I W-
• • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • ••~ 

•••••••••••. ": .~!'~ ~~ •••••••••• .: . . . . 
•• • • • ••• • • • •• ••••• ••• ••• •• ••••• • •• 1 

. 
• • • •• •• •••• •• •• • •• ••••• ••• •• • •• • •• • •• •• • •• • • • • • • 

•••••••••••• .!I:.!~-~- •••••••••• ~ 
. 

•••••••••••••••• ':.~(.8~!'1J ••••••••••• •••••• 

PARTC - CONTINUATION OF PAY 

26. Pn Rau Uaod For "Conun... 11. Jacl\ISIYa Datn 11.el\llar PaJ Coatlaued DwUI& ta. 0- Dollar Amol&llt of a..sular PaJ Wbich 
uon of Pay" P\UPOlft Pmod of DUabWty, Do Not 1-Jllda hJiodo of Sick EmploJ" a-lwd Dlllilll Period of DIMhllUy. 

or Allllllal Leave Do Noc lncbada Pu Recaiwd Far Sick or AAAual 

·-------
Leave 

per ___ _ 
Ftom : -------

29. If pay Rue Chan .. d While Tb• o. : c. 
·----

: 
---------

EmploY•• Was Receivtn1 ContinuaUon 
of Pay, Show Due of Cban1e And Now . 

b. : d. Otber (ti-Ifill 

, Bue Pay : Su.blil&ea• : Quar&an : 
'··················-~·-················'··. ······ ···········~·-························· 

IUU (Mo., doy, yearJ . . 
: 

. 
: . . . 

: . . 
: 
. . 

PART D - COMPENSATION 

. 
30, Dau And Hour All Pay Tarmina,ad 

- - - -
(Ila., Ml/, )IHI") 

l"lam: ______________ _ Tlaroucla: ___________ _ 

32. DeducUono: Health Beadtto 0pUoaal1-

o. Wu Emplo,. .. Earollad Oa D•U• PaJ $lopped? Ov .. o Y• 0 No 

b. If Y n, P'um.ilb Code NllmbeL 

c. If Y-. Give Oa'9 Tb.rouab Wblch DeducClom WaN ~Mede. 
I I I I I I I 

PART E - RET\JRN TO DUTY 

33. Dau Aad Hour Roiuraed To Wodr. 16. Sia- Wom Week Oa a.,um To Wod< If Otber n.aa 
IMo., do)', )'aarJ MotldQ' ~ l"DdaJ' 

•---- ---- S M T W T .. . 
·f'ART F - CERTIFICATION 

37. I ceftlf)I tbat the lafonaaCloa dfta abcw• and \ha& Nndolaed bf &1119 ampiop• OD tlM - of t.bU form ill &NI'° tlM .._.of mJ ltDowl8dp 
with tba f0Uowt111 ucePClom: 

aa. Slam~ of S\llNl'l190r 

C>.-7 
....... 1876 
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---°" . '7 
.. •n--

,.,.. PROPERTY PASS 
T2lil pu1 .. to be Qaed wbeoe'Ter pl'opcr'tJ' ii rcm09ed r,,_ tile baJldmc. It la to 
be ~J' !med m and ai(ned aod b.uadrd to tilt ruard wbm laTia& UM bmldmc. 

1~~ 

1. _.... T u•r OI ..:"'500< Aw'T 1GIU%111; iu.-ov~ I . TITU 
01~ 
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1. Dote of birtti 2. Social 1ecurity number 3. Tenure group 4. Setvice comp. date 

n 
S. Veteran preferenc. 

l. H-. 3. 10 "'· o;llGh. 5. 10 "'· Ot+te< 
2. 5 Pt. ... 10 "'- C-p. 6. 10 ilt.130% Comp . 

6. FEGU 

n 
7. Retirement 7-A. Annuitant indicator 8. CurTent p.rlonnance 

cs I •-pl. 
rating and dote (USE 

1. 3. FS 5. Ottter 1. IETO 3. IETM PENCIL) 
2. FICA ... No- 6. CS 59edol 2. onnuiiant 

9. Additional information and remarkl {training, slu'lls, «iucofion, •fc.) 

10. Current Employment Record 

Eff9ch•• Poy pion, occupation Salary or 0'90nizcrti- h90d-
Motur• of och- l'e»Mli-. titl• and nUMb« Got• cod., ;rode, and 1t99 pay •at• quart.,. and location 

I --

··-· 

... 

11. Hom• addreu ~pl>o- 12a. Blood group & type 13. Special indrudions {namtt of physician or 
dttrgy to btt nofifi«i, hospital prttfttnmctt, 
d111g allt1rgit11, tttt:.) 

Worit ~ (.,,t.) 12b. Willi"9 to 

.._,..._ 
donat• blood 
in -v-ncy? 

14. Emergency notification-Fint penon 14a. Second person (Namtt and addrttss} H- pt.one 
(Nomtt and oddrtt11) 

=~ 
Worit~ Waft:~ 

15. Name (CAPS) (Last, first, middltt) 16. S.x EMPLOYEE RECORD S"'""°rd F°"" 7-1 (Ro• 12-801 
U.S. Office al Ponorwwl .. anog~-nr 

7-305 ""' s-. 193-J 1 

TEAR OFF AFTER TYPING 

P:'· 1980 c - JJ:-: ' : Previous Edition Usable NSN 75.W-00-96-"- 2398 
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U.S. DEPARTMENT OF LABOR CLAIM FOR CONTINUING COMPENSATION 
EMPLOYMENT STANDARDS ADMINISTRATION ON ACCOUNT OF DISABILITY 
OFFICE OF WOFUC:E"'.i' COMPENSATION PROG,,.AMS 

FOR INSTRUCTIONS SEE REVERSE SIDE 

STATEMENT OF INJURED EMPLOYEE 

1. NAME OF INJURED EMPLOYEE (Ust, fim. midd"1J 2. OWCP FILE NUMBER, IF KNOWN 

3. HOME MAI LING ADDRESS (Inch.xi~ zip axi•I 4. SOCIAL SECURITY NUMBER 

5. DATE ANO HOUR OF INJURY 6. PERIOD COMPENSATION IS CLAIMED AS A 
0 AM (Mo., day, ytMr/ RESULT OF PAY LOSS (Mo .• day. yHr) 

0 PM FROM: THROUGH 

7. HAVE YOU RECEIVED ANY LEAVE PAY DURING THE 8. AMOUNT RECEIVED s 
PERIOD SHOWN IN ITEM 6.? DATES COVERED BY LEAVE PAY 

0 YES 0 NO IF YES. COMPLETE ITEM 8. FROM: THROUGH : 

9. COMPLETE THIS ITEM IF YOU WORKED DURING THE PERIOD SHOWN IN ITEM 6. 
••••••f e eeo ee e eee e eeee I ee ooo 0 ee eeeeeeeee f e eoo e eeeeeoeeeooeo•ee eoeeee eo o ffeo oo e eoo of o o • o oo o eooooo o o o o o o oo o o o o • o o' ' 

a. OATES & HOURS b. PAY RATE e. TOTAL AMOUNT : d. TYPE WORK • e. NAME & ADDRESS 
WORKED (r>er hour, day or week) ; EARNED PERFORMED OF EMPLOYER 

. 

. . 

10. IF YOU HAVE APPLIED FOR EMPLOYMENT WITH THE U.S. TRAINING ANO EMPLOYMENT SERVICE GIVE 
THE FOLLOWING: 

REGISTRATION NO. DATE OF REGISTRATION OFFICE ADDRESS 

11. IF YOU WERE ONLY PARTIALLY DISABLED ANO DID NOT WORK. STATE REASON FOR NOT WORKING . 

12. IF, SINCE FILING YOUR INITIAL CLAIM FOR COMPENSATION, YOU HAVE APP L IED FOR OR RECEIVED 

VA BENEFITS BASED ON MILITARY SERVICE FOR THE UNITED STATcS, GIVE THE FOLLOWING : 

NAME AND ADDRESS OF OFFICE 
CLAIM NO NATURE OF DISABILITY ANO MONTHLY PAYMENT WHERE CLAIM IS FILED 

13. IF, SINCE FILING YOUR INITIAL CLAIM FOR COMPENSATION, YOU HAVE APPLIED FOR 
OR RECEIVED AN ANNUITY UNDER THE CIVIL SERVICE RETIREMENT ACT OR OTHER FEDERAL 
RETIREMENT OR DISABILITY LAW, GIVE THE FOLLOWING: 

NAME ANO ADDRESS OF OFFICE 
CLAIM NO. AMOUNT OF MONTHLY PAYMENT WHERE CLAIM IS FILED 

14. SIGNATURE OF EMPLOYEE OR PERSON ACTING ON 15. DATE (Mo., day, yNr) 

EMPLOYEE'S BEHALF 

for Mlc b) the Supennt~l"lde-m rJI Dccummu. U.S. C ovemmcn1 Printina Oftic:.c P'ol"ll'I CA- 8 Revi 1•d Nov . 19 7 _. 
Wuh1.,..on. O.C. 20402 · Pncc S~ .JS per JOO 
S&aclr. Na. !12!>-016--00022~/C&Wos Na. L. 7. FORM CA-I . 2~A 
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STATEMENT OF OFFICIAL llftRIOR 

16. IF EMr'LOYEE HAS RETURNED TO WORK, 17. SHOW EMPLOYEE'S WORK WEEK ON RETURN 
SHOW .:JA TE AND HOUR 0 AM TO DUTY. IF OTHER THAN MONDAY THAU FRIDAY 
fltla .. O.y, .,..,, 0 .... I S~MI TIWITIFISI 

18. HAS EMPLOYEE RECEIVED ANY PAY FOR WORK. 19. IF ANSWER TO ITEM 18. IS YES, SHOW: 
LE.t.VE. SUBSISTENCE. QUARTERS OR OTHER 
"EMUNERATION FROM YOUR AGENCY DURING THE AMOUNT: S 
PERIOD SHOWN IN ITEM 6.0N THE REVERSE SIDE? 

0 YES 0 
~E OF PAYMENT: 

NO 
PERIOD: FROM: _____ THROUGH:-----

20. IF THERE HAS BEEN ANY CHANGE IN EMPLOYEE'S HEALTH BENEFIT ENROLLMENT AND/OR OPTIONAL INSURANCE 
SINCE PREVIOUS CL.AIM FQFI COMPENSATION WAS SUBMITTED, .. LEASE EXPLAIN. (i.& ctr.,,.. of pi.n araprian; If 
«ldiriaMI d.011t:r1om ,.,..,. b#n MMI• by rtw •nt:y, .now •mount Mid penod. J 

21. REMARKS 

22. SIGNATURE OF OFFICIAL SUPERIOR 23. TITLE 24. DATE 
(Ma., •r . .,_,., 

INSTRUCTIONS FOR INJURED EMPLOYEE 

a. Items 1. through 1 5. on the reverse side shou Id be completed by the injured employee or by someone acting 
on the employee's be~lf. The form should then be given to the ottic:ial superior. 

b. The injured employee should tile Form CA-8 MCh two ~during the period of dillbility unlea othwwi• 
notified by the OWCP. A copy of the form will be enclosed with ad1 compensation check. Additional 
copies may be obuined from the OWCP or the employing 9ncy. 

c.. Employees are .a-.ised th1t fraudulent cl1ims 11"1 punisn.ble by a fine of not more 1tWI $2.000, or 
imprisonment 101 not more thin one year, or bod\. 

INSTRUCTIONS FOR OFFICIAL SUPERIOR 

a. The official superior must complete items 16. through 24. and forwwd ·u. form to the~ 
OWCP otfia. 

b. The official superior must also complete items 1. through 6. on Form CA·20e before lending that form to 
the attending physician. It will also be nec:esury for th• offici.i 1Uperior to~ in ii.m 3. on 1he ,...,_ 
of the Form CA·20a, the address of the OWCP office to which the phyaic::an should send the completed form. 

If additional space is reQuired for any reply, a llPW'IU 9'\est of~ may be used, numbering the 
answel"5 to correspond with ii:.rr. on the form. 

NOTE: DELAY IN SUBMITTING THIS FORM PROPERLY COMPLETED OA WITHOUT SUPPORTING MEDICAL. 
EVIDENCE, WILL DELAY PAVMENT OF COMPENSATION. 
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POSITION 

a 
DESCRIPTION 

.h .... ,,. 
1. AQPnc" Pm 111on ~o 

:Please Reaa lnscruc r1ons on rne Back.I 

2 Rc .. O" f(); s ... btT'U U .on 

B..... • Emoto"'"' Othct Loee11on S. Ovt'r St•tior1 6. CSC C1 r t 1f1c1t1on N<.i. 

~•<»SC"l>toe>n °"'' ' nFi•ld 
I
:i 
' "' au Lolbo

....
r Sranciar~ 

.. 
n ... A ct 8 Emo1oymen11F 1n1nc111 Stm 1 ~~"''''d 9 SuOlf'':~ to tA A.ct •OI"' R•rst•b•1,n,..,pn1 0th•' 

E ao:1n•11on /$/lo••"" p aa1r10"J r•o1~0/ E•emo1 ~ . .,...p, 

-
nv .. n .. o n vu 

10 P011t1on St1tu' 11 Pca111on 11 · 
-

: 
...... 
12. $en11t1v1f'y 13. Comoet111~ L

.
rvt

n 
• Coot 

.. " 
ac~ 

-
S..1>•••11v 

hcecnod 15'1«•1•1 ...... .,.,,., 
CrihCll 

1•. A90ncy Ute Noncruee.al 

N•1U"lft 

-
Non1ft"l11t1Y9 

1~ . C :aud 1td •C,r.ar\l c;·,. I 0Hict9' Title ef '••ih9" , ... ,. , .. " Occ-.i••tt•n•

-
I C• lf• c; •••• I Oat• ' " •1111$ ' 

1 . Cn,11 S.tw1cr 
CQfnm•u1on 

b 01ci1n mtn 1, 

-'rnc..,. _ or 
Eit•Dl1thn'M!'nt i 

I 
< Bur11u 

a. ~ '~d Oftte• 

• · RecommendPtt 
bv SwPf''" ' '°' "'' 
l ri•t 1 a1 1 ~i;i ('111,., .. .. 

•t Cu9an1.: a •·on•• • 111~ .,1 Po~ · l•Ol"I fit a,,,,,~,.,, "o"" 0 11 1,·•• I rrllt- .' 17. N.,,-,~ ol Emo1oye~ f tf ..,.c.tncr. s0«1t11J 

I 

1E D~Q41ttment . .4.~ncy, Qr £u.W1\n~rn c. Tturd Su tx11wtt1on 

I F- "" s..,on1v1•1on a ~ ounn s..,t>C11v1uon 

D. Secono Su0d1v1s1on 1 •· F •Ith Subd,...,on 

19 !,..:i•O•K D~. •t'Vlo" !',, , ~ •S •. ": :r1.:.1.1t•lt: a.sc, :0110 ... OI ,~ "'•1C' t'vt1.s • n t: 

'•IOOf!S10111:1f'! Of ""V PQ:!I C'"' . 

1'Q. S..,.,vi..,y C.uficattaf\. • , ., ,, : ,.. '"" '"'! 11 •" .cc11r11• .srat•m•nt of ' "'• ' "'' "''
•"d 

' 11tt0tm11101t '' 10 Of' w1~ tor sr111.1 rory ouroos.s ' • l1 11 to 
r-r1,or aut1•s 11tc ' • soon11011,,,,.s of '"'! oos1l1C" •"C 11$. o rg1,,11•11on1r , , , , . "'•"' Q•Y'"~"' of ouottc 'undt •"d tit• ~ t•ts• or "''•'••d'"

nr; 
S' 

"'001n t 
St•t•"'•"ts 

110,,stt1or ' "" '"•' '"• 0011110,, 11 n•c•u •rv to ,,,, .. owr Gov• '""'•"' 1 ... ncr1ons "''" 
""'"'< " .' •If": 

const1tut• v1o t•t1ons o~ sucll "'"''~' Ct' tlt#ir 11"Ql•'"•" ''"9 '~11 11· 

-
to, r•spor.1r-:,.; 101• T1t rs c•rt111(.,1on ·s · m1a• ""' " ' "• ~"or1111.09# 
~.-T;~ ;.;,~n; o71:m~;;;;s:;;,v-:,o-;- - - - - - - - - - - - -1; 

t10ft1 

T,~ N~: ;;-T;.~-;,f-~;;,.~..;, Su;.,::,;: ;;,-:;;fa;;,~;;-- - - - - -
I 

_______ _________________________ J I _ __________ _ __ _ ________ ______ _ ___ _ 

S19na1u,t I O••t I S19na1urP I Dat t 

I I I 
I I I 

2 1 Cla111lia1ion1Joo G•.0"'9 CMlihc:a1-. , C9''''" ,,,,, 
c- '"'' 00.SltlOI' ,,.. 

e1etslf1.cu9re0«111 r.O&J•f«J Oy 7,,,. S. U ' " conto,me11tt2 .,,,,. steno
°"" 21. Stan<SarCll UHd 1n Cl•11fv tntJG'9d1n9 Po1111on 

s · 

--
•'~ 

--
ouOllS!t«J 

-----------------------------
Oy ,,,. Cini ,S.,vic. Comm1a10t1 "' 11 no ouo11sft«J stattde,ds 

uo111 " ''K"'I· consist.,,,,., .,,,,, 11te '"°'' apo11~ ouoJ1s1t«1 stantM'<ll 

Typed""-"" and T11 .. of Offte1el T•lung Act.on 

fnfetM•tiofl •t• ,., .......... Tf'tt st1na•re21. 1ne2 1ntor"'• h On 0" '"•'' aooflc.ahon 
•w1111c1e '" '"• Dr'I0"'"•1 o•hce T"t c:1us111c.a11or. O' rnt 001H•or: ~.a¥ be 

- $.~;;'"'-;; - - - - - - - - - - - - - - - - - - - - ro;;,- - - - - - re..,•••ea ano conect~ by rr.e •9•"C't O' 1ne C1v11 $tirv1ce Comm11110,.. '"''0' '"•· 
tion 01' c1u1if1Ult0 1' • JOb Qtad1ne; I OO•HI! and C<''"0'•'"" on t •emo11on ''0'" 

I FLSA. 11 •v•il•D•e trom ' "• perso,,ne1 ott.ce or'"• Com,..,!Sl1on 
I 

23. Pos111o n ,...,....., I tn1111t1 I 01n '"'' ... 011• 

I Emp10y11!t I 
' ln1tlili1 I 0111 '" ..... , I 0111 1n111111 I o ... 

I I I I 
iopr1n,,.11 I I I I 

I 
I I I I I 

ti . Su0«rv1t r.t 
I I I I I 

I 
I 

I I I 
t C::as11f1"' I I I I ' 

Oot1011•; ~ ,u~ f. , ;.,f'\ ' \"'~· E' ~ 7 
US C1v•' 5,..,w1i.:t" Camm1n•o .. . F-PM C.nac 2~5 
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INSTRUCTIONS FOR COMPLETING OPTIONAL FOAM 8 
POSITION DESCRIPTION 

:n 0roer to comolv Ntth the requ,,ements of FPM Chapter 295. 
subchaoter 3. and o ther orov1s1ons of the FPM. agencies must com· 
olete ttle items marked bv an asterisk. Agencies mav determine wnat 
otner ' rems are to be used. 

• 1. Enter pos1t1on number used bv the agency for control our· 
poses. See FPM Ch. 312, Subch . 3. 

• 2. Cht!'Ck one. 

• " Redescription" means the duties and/or responsibilities of 

an el11S1ting oosit1on are being changed. 

• " New" means the oos1t1on has not previously existed. 

• "Reestabtisnment" means the position previously existed, 

bur had been cancelled. 

• "Other" covers such things as change in title or occu· 
pattonat series without a change in dutifl!I or resoonsibilities. 

• The "Explanation" section should be uMd to show th• r .. 
son 1f "0th..-" is checked, as well as any posit1onhl r• 
placed by position number, title, pav plan, occupational 
code, and grade. 

3. Ch~k one See c:PM Ch 338. Subt:h . J . for app11cat•on of 
acµorttOn!'l~nt r~ouiremenrs to pos111ons 1n the Departmental 
Service. Agencies mav snow aopon1oned pos1t1ons bv placing 
"A" after "Dept'! ," 

"4 . Enter ge091"aph1cal loca11on cv C•l'I and State lor i f posiuon is 
1n a fol'l!1gn country . by cirv and country). 

·s. En~er geographical •ocat1on 1f different from tnat of~-

6. To b~ completed bv the Civil Service Commission for pos1· 
ttons at GS-16. -17. and -18, and for Public Law tvoe posi
tions. tS!@ =I Sa for date of CSC cert1f icatton . l 

· 1. Ch~k one to show whether the 1ncumber.t 1s exempt or non
e•empt from the minimum wage and overtime prov1s1om of 
the Fdir Labor Standards Act. See FPM Ch 551 . 

8. Chee~ one to show wnether the incumbent •S requ1red to sub
"1 •! a statement of employment and f1nanc1al interests. See 
FPM Ch . 735. Subch . 4 . 

9 . Check one to show whether Identical Add1ttona1 positions are 
perm1:ted. See FPM Ch. 31 2, Subch 4. Agencies mav show 
the number of such positions authorized andl or established 
after the " Yes" block. 

10. Check one. See FPM Ch. 212 for 1n format1on on the comper1· 
twe o;ervice and FPM Ch. 213 for the excepted service. For a 
position in the exceoted service, enter authority for the excep. 
t1on. ! .g .. "Sch. A -213.3102tdl" for Attorney positions ex
cepted under Schedule A of the Civil Service Regulations. 

11 . Check one. 

• A " Supervisory" posttton is one that rl!Quires the exercise 
of at least the level of supervisory responsibility that meets 
me m1n1mum requirements for appltcat1on of the "SupeNi· 
sorv Grade Evaluation Guide" for GS positions or for classi· 
ficat1on 1n the WS or WN schedules of the Federal Waf11! 
Svstem; or , the pos1t1on meets the standard of minimum 
supervisory respons1b1litV defined 1n the Job standards of 
the applicable pay schedule. A<Jl!nC1es may designate fint· 
level supervisory positions by placing "1" 0t '"1st" after 
'"Suorvsry ." 

• A '"Managertal" pos1 t1on is one that has the full ranqe of 
mana91!rial functions as delineated 1n the "Def1n1t1on of 
Managertal Positions'" 1n the introductory section to the 
"Supervisory Grade Evaluatton Guide'" for GS pos1t1ons. 

12. Check one to show whether the POStttOl'I IS CrtftC31 -~en~111ve , 
n oricr1t1c.Jl 'iien~ lf tve . o r n on'lensH 1v~ f o r $eCur1rv purposes . ~!' 

FPM Ch . 732, Sutx:h . 1. 

13. Enter com pet• rive level code for use 1n reouct1on·1n· fo rce 
act ions. See FPM Ch. 351. 

14. Agencies mav use this block for anv add111ona1 coding require
ment. 

• 1 s. Enter classification/job grading action. 

• For '"Official Title of Pos1t1on," see the applicable classdica· 
tion or 1ob grading standard. For pos1t1ons not covered by a 
published standard, 511e the General Introduction to "Pos1· 
t1on Cla:sificat1on Standards.• Sectton 111 , for GS pos1 t1ons. 
or FPM Suoplement 512· 1. "Job Grading System for Trades 
and Labor Occuoat1ons." Part 1. Section 111. 

• For " Pav Plan'" code, Siie FPM Supclement 292-1, " Per
sonnel Data Standards," Sook 111, Subch . S1, 

• For "Occucat1onal Code," see the applicable standard: or, 
wnere no standard has been publ ished, see the " Handbook 
of Occupational Groups and Series of Classes" for GS cos1· 
t1ons, or FPM Supplement Sq-1, Part J . for trades and 
1abor I.JPS• t1 ons. For all cos1tions 1n scientific and en91neer-
1ng occupations, enter the two digit functional c1ass1ficatton 
code 1n parenthe~ 1mmedi.1tely following the occup•t1ona1 
code, 1.9 .. "GS-13101141." T he codes are l isted ano ;i1s· 
cussed 1n the General . lntroauct1on to "Pos1t1on Class1l 1ca
tton Standards," Section VI. 

16. Enter the organ1zat1onal, functional , or working title! 1f 1t dif· 
fers from the official title . 

17. Enter the name of the .ncumbent . I f there •S no 1ncumbt!nt. 
enter "vacancy." 

• 1a. Enter the organ1zat1ono11 l oc~tion of the position. <tart ing with 
the name of the department or agency and working down 
from then! 

19. If the position is occupied, have the 1ncu;-nrent read t he 
attached description of duties and rescons1bli1t1es. The em
ployee's signature •S optional. 

•20. This statement normally should be certified bv the ;mmed1ate 
supervisor of the pos1t1on . At •ts option . an agt!ncv may also 
have a h1gt1er ·level supervisor or manager cert1 fv tne state
ment. 

•21 . This statement should be certified bv th!! agency official who 
makes the classification / job grading dec1s1on. Depending on 
agency regul ations, this official mav be a personnel office reo
resentat1ve . or a manager or supervisor delegated cl assll 1ca
tton/job grading authority. 

22. Enter the position c1assif icat1on / job grading standardlsl used 
and the date of issuance, e.g .. "Mail and File, GS-305, May 
1977." 

23. Agencies are generally required to review, at least annually. 
each established pos1t1on to determine wnether the pos1t1on is 
still necessary and, 11 so, whether the pos1t1on descriptton is 
adequate and class1ficat1on/job grading is proper See FPM Ch. 
312, Subch . 4. This section mav be used as part of the rev iew 
preens. The employee 's 1n1tta

0

ls are optional. The init ials by 

the ;uperv1sor and classifier represent recert1ficat1ons of the 
statements 1n items ;:;::20 and ;:;::21 respectively. 

24. This section mav be used by the lgencv for aaa1t1onal coding 
requtrements or tor anv appropriate remarks. 

"25. Type the description on plain bond paper and attach to the 
form. The agency oos1t1on number should be shown on the 
attachm~nt . See acprocriate 1nstructtons for format o f the 
description and for anv requ irements for evaluat ion documen
tation , e.g., "l,,~truct1ons for the Factor EvaluJt1on Svs tem .. 
•n ~ri~ G~ l""'l '! "al lnt,.odu c ! •on to "Po s1t1o n cras:; .f .cJ r1on Srand

Jrds." St!Ct•on VII . 

1984 USAM (superseded)



Sl&J\dard Form ~ ( R .- ~- 7~) 

Dcparuncnt ol Labor 
Rqulatioa 20 CFR pan tu> 

NOTICE TO FEDERAL EMPLOYEE ABOUT UNEMPLOYMENT INSURANCE 

Thia form has been gi"cn to you because( I) you ha"YCbecn sepan1tcd from your job, or (l) you were placed in 
a nonpay status, or (3) your ~ords ha'l't been transferred to a different paYToll office. 

Uiv.rnp/oymtrrt iruuran~ (VI) for Ftdtral workers. When unemployed, Federal workers may be entitled to U I benefits similar to those 
of workers in private industry. lf you become unemployed or arc in a nonpay status and want to FILE A CLAIM, go to the nearest 
LOCAL PUBLIC EMPLOYMENT SERVICE OFFFICE of the STATE EMPLOYMENT SECURITY AGENCY to register for 
work and file your claim for UI. Your ELIGIBILITY for UI CANNOT be determined until AFTER you file a claim. DO NOT DELAY 
filing a UI claim; if you wait, your unemployment benefits may be reduced or you may not qualify for any benefits. 

TAKE WITH YOU-
1. Your SOCIAL SECURITY ACCOUNT NUMBER CARD. (lf you do not have a card, apply for one, but you do not need to 

delay filing your claim pending its receipt.) 
2. The OFFICIAL NOTJCE of your most recent SEPARATION or of your present NONPA Y status(Suindard Form 50, payroll 

change slip (or card). or similar document). 
3. THIS FORM and alJ similar forms which you have received. The office where you file your claim will obtain information 

needed for your claim from: 
.---~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

(Federal agcnq will inKrt in the box abo\'C the name of the parent Federal agency, 
maJor component (u any). address and ZIP Code of the spcafic office when: your 
payroll r~ords arc maintained.) 

KEEP THIS FORM with your Standard Form 50 and other personnel records. It is important to have it if you file a UI claim for 
unemployed Federal workers pro~· ided by Federal law (U.S. Code, title S, chapter 85). For-more information about U I. read the 
REVERSE side of this form. 

1-IOS 

Information: Ul For Federal Workers 

I. Who will pay unemployment benefits? 

If yo:i arc ehg1blc . you -.·i ll ~ paic by a State employment securit)· a~ency under the provisions of iu unemployment insurance ( U I) ia-.· 
The amoun : of you r Ufl'Ular wccl.ly benefits anc the period for which benefits will be paid will generally be _determined by the law of the 
Stale in which you had your last offirUJI (dutJ) station. (If you have received all 1he r''"''"' bcncfiu for which you arc eligible. you may. 
under cc-nain circumstance~ . become eligible for additional wc:cks of n:1rnd'd benefiu. l Howenr, if your lall duty &tauon -..·as outside 
the United Sltalc:s, you will not be eligible until you return 10 the States. includin11he 01Strict of Columtua. Puerto Rice. and 'v"irgm 
lllands. Your benefit rilhu tbcn will be determined under the law of your State of residence. 

Ul for 11ocmploycd Federal wort.en ii paid from U.S. Go"YCmmcnt funds. No deductions wen taken from your pay to fia.ance tBelc 

bcnefiu. 

2. Under what conditions will I be eligible.? 
AD State UI laws ~uire that: 
a. You mUS1 be unemployed, able to wort. and 1vailablc for any suitable work; 
b. You must rci•lilcr for work and file a claim 11 a local public employment Kl'Vic:e / UI claim officz: 

You must continue to repon te> the CJ(r1ce as directed; ond 
t . You must ha"e had a certain amount of employmcm / wagc:s within a buc ocriod of I year specified in the Si.ate law. 

AU State Ul laws will deny you benefits for auch rcuons as: 
a . Quin in@ your job "olunta rily without 1ood cau1e or being discharrcd for mill:onduct connected with your work: or 
b. Rcfusms an offer of a suitable job without 1ood cause. 

Some State Ul laws deny or reduce UI bcncfiu for certain types of payments you 111o11y rc:ccivc (,,,;,,,,.,ni, -roner. and / or lump-sum 
amount for unused. aCCTUcd annual I.Pow). 

3. Do I have the right of appeal? 
Yr1 . If a drteiimnation 1s made denytng you bcncfiis, you ha"YC the right to appeal as pro\'lded in the :ipplicablc State law. 

4 . . Are there any penalties? 
Yn. If you willfully maite a/a/Jl'(fraudulent) claim, you maybcjinrdor imrrisonrd, or both. If you made a mistak.c .in gi"ing information 
when you filed your claim(s ). notify the local UI claims office as soon u you discover the mistake; prompt no11fia11on may oll04d a 

penalty. 

(The abo\'t 1ta1emen1S an: i•ucd for icncral in!onnalio11· the)i do "°' haw the c£Tce1 of la•. regulation. or ruling.) 

e Oll'O: 11" 0 • Nl ... ~T (Ul1l 
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Un11ed S•~•e~ Oep~rtment of Justice 

Supplement to Official Travel Request and Authorization 
2. NEW POSITION TITLE ANO GRACE 3. REPORTING DATE 4. TRAVEL AUTH. 

NO. 

5. ACTUAL RESIDENCE AT 'TIME Or TRANSFER OR APPOINTMENT !Street address. C•1y, coun1v. ua1e1 6. CATE OF SERVICE AGREEMENT 

7. .. PERSONS AUTHORIZED TO TRAVEL AT GOVERNMENT EXPENSE 

"· c. d. PER DIEM .. TRANSPORTATION 
NAME RELATION• IF CHILO. ti I 121 111 121 For draverts> 131 

IL.1st emoiovee on fust line\ SMIP CATE OF Est. 
Es1. Cost MOde onlv of POV IEnteri Eat. Coat lllll'TM Ra1e no. of m1 les & r•1•1 

,,., .. ,., .::·: ... · Self , ,. ) ; s s 

8. ROUND TRIP TRAVEL TO SEEK PERMANENT RESIDENCE QUARTERS 

a. AUT..,OAIZA'TION ICheC&I b. OATES OF TRAVEL c. PER 01 EM RA TE d. TRANSPORTATION 

111 0 1'10t 1uU'1orized 111 Beginning aoout {11 E""' lovee t 11 Mode 

121 0 Authorized. NTE 6 calendar davs 1n• 
Clud1ng travel time for: 

.. 0 0 
1121 Endt ng aoout 121 Soouse 121 If 

0 
POV. number of tt'ules, and rate 

Emoto\·ee Soouse Ernolovee & •Douse miles e c: 

~1~11 ~er diem ( 21 Tr1nsDonat1on (31 Other 141 Total esumated cost 
ES'T1"4ATEO 

COST $ $ s 
9. ALLOWANCES FOR SUBSISTENCE EXPENSES WHILE OCCUPYING TEMPORARY QUARTERS 

a. AUTHORIZATION !Chee .. b. PERIOD c. 1t1t9110 to d•v• 121 2nd TO 10 dev• ill over 20 davs 

ol ) 0 (1) Not autnonzed 8egin"1ng date :I • 1a1 Ernolovee 111 Emolovee 18) Emolovee 
<Ju1ut1cauon mull be 

12. 0 Autnor1zed for : &tt&ch~d 1t block. 8&(2). 
"'"' -0 "' ... 9 

0 •bo"·e. 1a (hecked. l <r <( 
• 

trno tovee 

• 
n ___ 

2> tnd1ng dat~ "' <r lb i A. Others l•ach) IDI Other$ 1eachJ IDI Others \each) 
Mem.bers o1 1mmea. family • • • 

• Re1mbursemenr shall be for actual expenses on/ . nor to exceed com utar1ons based on rates shown. 
a. EST I MATEO ~ f~I 

MISCELLANEOUS 
• 
t•I 191 10 10 davs 121 2nd to 10 davs (JI over 20 davs Total eeuma1ed cost 

COST 9 • 

10. EXPEHSES ALLOWANCE 

... "· D AUTHORIZED IN AN AMOUN; NOT TO EXCEED s 

11. .. ALLOWANCES FOR EXPENSES RELATING TO REAL ESTATE TRANSACTIONS ANO UNEXPIRED LEASES 

D NOT D. AUTHORIZED 
AUTHORIZED 0 

FOR: ESTIMATED COST 

(1) Sale of home., old ofhc1al •t•t1on s 
121 0 Purchaae of home at new off1c1al atauon S 

(JI 0 
1--~~~~~~~~~~~~ 

S.ttl-n1 of unexDired lane at old official atetoon I 

12. TRANSPORTATION ANO STORAGE OF HOUSEHOLD GOODS ANO PERSONAL EFFECTS 

• TYPE OF 121 D ACTUAL EXPENSE: METHOO (31 OUTSIDE 
tCOftti-ntal 

D CONTINENTAL 
UNITED STATES SMIPMENT u.S.l 

TRANSPOR• 0 121 01st•nce ... 131 

• 
Rate per CWT Est. b. 

'TATION 0 
Not autftorized ( COST 

.,,, 
c. B 

Authorized • 
~) 

Not euthOnzed (2J Pertod (31 

• 
Rau per CWT. 141 Eat.. coat TEMPO AA In' 

STOllAGE Authorized d•v• 
a. NON'TEMPORARY 0 

0 
Not euthOrtled 121 Penod Ill Rate par CWT. 14) 

• 
Es1. COS1 

STORAGE Authori1ed !Me 
usuf. anachedl s 

13. TRANSPORTATION OF MOBILE HOME 

AUTMORIZEO BASED ON EMPLOYEE CERTIFICATION OATED------------
•• DNO'T AUTHORIZED 'TMA'T MOBILE HOME IS FOR USE AS RESIDENCE A'T "iEW OFFICIAL STATIO"i • 

.... ( 11 01stance 121 M•l••ll• b•••• (JI Conwnerc1el carrier (41 Total eaumeted col\ 
c. ESTIMATED COST 

, molH $ I $ 

.. 
14. 

D 
SHIPMENT OF PRIVATELY OWNED VEHICLE OlJTSIOE THE CONTINENTAL UNITED STATES 

AUTHORIZED IN TM[ INTEREST OF 'TME GOVERNMENT !See c. Eatometea coat 
NOT AUTHORIZED b. 1uatrlicuion 1ttach•O-Sec. 10 of ll'I• regulatoona.J D 

G~O 132•3'1 
• 

FOIM 0>10A tEd. 4•721 
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I . Requ1>i1ion Numt>er ' Documeni Control No 

U.S. Department of Justice 
4 . Date prepared i 

OBD PROPERTY TRANSFER REQUEST 
I 

3. Page of Pages I 

r Sa /nsrrucrions on Re1·erse of Parr 5 J 5. For informa1ion call r.\'ame. teleplwne cnde . and e:crenswn 1 

6. TO: Energy & Materiel Management Section 7. Sisna1urc of Approving Offici~I 

Property Management & Procurement Staff 
Justice Management Division 8. Title of Approving Official 

Washington. D.C. 20530 
9. Transfer From: I Name and Lo1:a1ion I JO. Transfer To: !Name and Loc-ation) 

II Transferor Cos1 Cen1er 12. Transferee Cost Cen1er 

13 Stock No 14. Description IS. Decal/ Serial 16. Qty. 17. Dollar Value 18 . Delivery I 
Number lnfonna1ion1 Remarks 1 

I ' 
i 
I 
i 
I 

I I 
I 
i 

I 

I 

I 

I 9 . Energy & Materiel Management Section 20. Transferee 

Approved By: Above Listed Property Received: 

Title: Signature: 

-
•e: Date: 

f NOTE: This form is not to be .:sed for transfers within an office , board or division unless a change in the cost center results . 

I 
FORM 080-1• 

I. ORIGINAL (VOUCHER; Jt:L SO 
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INS'.l'RUCTIONS FOR FORM ORD-14 

E1.planation of Blocks, Fill in as follows: 

I Insert Requisition Number. 
2. Insert Document Control Number (if applicable). 
3. Insert pago number md total number of pag.es. 
4. Insert date. 
5. Insert name and telephone number of person who can furnish additional information. 
6. Organizational titles are preprinted, no entry is required. 
7. Written signature of approving official. 
8. Title of approving official. 
9. Insert organizational title and the address of the office transferring the property (transferor) 

10. Insert organizational title and address of the office receiving the property (transferee). 
11. Insert cost center (accounting classification code) of transferring office. 
12. Insert cost center (accounting classification code) of receiving office. 
13. Insert National Stock Number if known. 
14. Describe fully the item being transferred. 
15. Insert the· Department of Justice decal number or the manufacturer's serial number. 
16. Show quantity for each item 
17. Indicate the unit dollar value (i.e., single item cost). 
18. Insert address !room number and building abbreviation code if applicable). 
19. For use by the Energy and Materiel Management Section only. 
20. Written signature of officer receiving the item(s) and the dace of receipt. 

Distribution of Copies: 

After the form is typed. copy #5 should be pulled by the preparer and maintained until the transaction is completed. 

If the OBD-14 requires labor services support for work in the Washington, D.C. Metropolitan Area. please send copies# 1-4 
to the Energy and Materiel Management Section. After the services are performed copy #4 will be forwarded to the OBD 
Administrative Officer. 

If the OBD-14 represents a transfer action that has already been completed, send copies #1-3 to the Energy and Materiel 
Management Section. Please ensure that block #20 (transferee) ha:. been properly filled in. Copy #4 should be forwarded to 
your Administrative Officer or the cognizant Property Custodian. 
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Employment Monitoring Report 
for Non-Attorney• 

U.S. Department of Justice 
Executive Office for U.S. Attorneys 

Date of Preparation I. Title, Series and Grade of Position: 

2. (Circle One) 

Supervisory or Non-Supervisory Positions 

3. District and City 

4. Characteristics of Selected Canditate: M F 
A B C D E (Circle Mor F and one other) 

S. Name, title and office telephone number of selecting official: 

6. Was a selection panel or committee used to evaluate candidates: 
___ Yes No If yes, indicate ethnic make-up 

of such panel or committee? 
M 

F 

7. Information on Applicants: 

A. Information on Summer Law Students only: 
Specific targeted recruitment sources other than applications already on file, used to fill this vacancy. 

Recruitment Source 

I. 

2. 

3. 

4. 

s. 

6. 

B. Indicate the number of qualified applications received for this vacancy: 

Male Female Total 

Number of Qualified Applicants 

C. Number Interviewed for Vacancy 

Male Female 

American Indian or Alaskan Native 

Asian or Pacific ls.lander 

Black, not of Hllpanic orig.in 

HU panic 

White, not of Hispanic origin 

previous editions obsolete FORM USA·209 
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EOUSA Staff U.e Only: 

Reviewed by: 

PMS Comments: 

Disposition: 

Date Approved by PMS: If not approved, date forwarded to AA Unit for consideration or assistance: 

INSTRUCTIONS 

1. Enter the title, series and grade of the position being filled, e.g., Budget Analyst, GS 560-12. 

2. Circle whether position is supervisory or non-supervisory. 

3. Enter the district and city or other appropriate subdivision which identifies with the greatest 
specificity where the position is located, e.g., Eastern District of Michigan/Bay City. 

4. Circle the letters identifying the sex and national origin of the nominee. 

Key: M = Male, F = Female 
A= American Indian or Alaskan Native 
B = Asian or Pacific Islander 
C = Black, not of Hispanic origin 
D =Hispanic 
E =White, not of Hispanic origin 

5. Enter name, title, and office telephone number of selecting official. 

6. Provide information requested. 

7. A. Enter recruitment sources that were used in recruitment of applicants for the Summer Law 
Student Program. 

B. Enter the number of male and female qualified applications that were received for this 
vacancy. 

C. Enter the number interviewed for the vacancy, indicating the sex and national origin category in 
which the applicant belongs. 
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..., 1fTl SIGNATURE CARD 
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The Executive OJT1cc for C.S. 

Attorneys. Space Management 

and Suppon Services Unit is in 

receipt of your requisition 

"' as indicated by 
the date st.amp. 

Action will be taken and 

notification of status will be sent 

as soon as possible. 

U.S. Attorney 

Pc>• ., ~·," -1 w 
llAI 11 
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DEFENSIVE SECURITY BRIEFING TO BE 
PROVIDED U.S. GOVERNMENT EMPLOYEES 

TRAVELING TO COMMUNIST-CONTROLLED COUNTRIES 

INTERDEPARTMENTAL COMMITTEE ON INTERNAL SECURITY 
U.S. 0£P'ARTMl!:NT 01" JUSTICE 9UIL..CING 

WASHINGTON, 0.C. 20~30 

November 19, 1980 

Within the past decade there has been a significant 
increase in the number of U.S. Government employees trav
eling to Cornrnunist-controlled countries, primarily as a 
result of the execution of a number of bilateral agree
ments with the Soviet Union and certain East European 
nations in the areas of trade, tourism, and exchanges 
in education, science and technology. Concomitantly, 
a need has been perceived within the Executive Branch 
for the development of a standardized defensive secu
rity briefing which could be given U.S. personnel prior 
to their travel to those and other Communist-controlled 
countries, in order that they might be aware of the ex
traordinary problems they could encounter in Cornrnunist
dominated societies. 

To this end, the Interdepartmental Committee on 
Internal Security (ICIS) hereby promulgates the follow
ing defensive measures which should be made known to 
all employees of the Executive Branch (regular or con
tract), traveling to Communist-controlled countries, 
either on Government business or as tourists. 

The ICIS recognizes that a number of departments 
and agencies, and particularly those in the intelligence/ 
security field, have developed and provide to their em
ployees more specialized briefings, tailored to particular 
needs. The Committee also recognizes that certain go
verrunent-sponsored security awareness programs are 
currently under development within the Executive Branch 

- 1 -
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for continuing education of perspnnel with access to clas
sified government information. This, therefore, is pri
marily intended as a standardized guide for those departments 
and agencies outside the intelligence/security field, which 
heretofore have not had occasion to develop an employee 
travel briefing. 

- 2 -
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INTRODUCTION 

All U.S. Government employees, regardless of position 
or assignment, are likely to be of interest to intelligence 
services of Communist-controlled countries. Hostile in
telligence networks make it their business to learn the 
identities of Americans, and frequently attempt to target 
them for intelligence approaches when they travel abroad. 
The approach may be direct or indirect, highly sophisti
cated, or crudely obvious. In any case, U.S. personnel 
traveling to Communist-controlled countries should be con
stantly alert to the problems that can befall them. The 
purpose of this briefing is to make employees aware of 
the pitfalls associated with such travel, and to advise 
them on defensive measures against possible hostile in
telligence exploitation. 

PRIOR TO DEPARTURE 

1. The Bureau of Consular Affairs, U.S. Department of 
State, frequently publishes advisory material on 
current travel conditions in Communist-controlled 
countries. This material should be available 
through your agency and you should carefully review 
any such information covering the country(s) you 
will be visiting. It is especially important that 
you are aware of the items which may or may not be 
taken into the country(s) to be visited. 

2. Visa applications are routinely scrutinized by in
telligence services of Communist countries. In 
order to avoid possible difficulties in this area, 
it is important that you fill out the forms truth
fully and accurately. It is especially important 
that you name any relatives that you intend to 
visit in the host country. 

3. When obtaining visas, travelers should ask the 
appropriate Consular Officer how much foreign 
currency (United States and other) and what 
valuables may be taken into and out of the 
Corrununist country(s) to be visited. Make sure 
you have enough money for the trip, and strictly 
follow the approved itinerary. You may not im
port local currency into the country(s) to be 
visited. 

- 3 -
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4. If yo1-.! are a ::at.'....1.ralized .?unerican citizen of 
East. 2...::.:::.:::::-: • .:...:i:;ir:, note carefully: There 
have bee~ ins~ances in which an East European 
country has not recognized the U.S. citizenship 
of former nat~o~als, and has taken the position 
that such persons retain their original nation
ality ar.C. are therefore subject to treatment as 
citizens of that country upon reentry into its 
jurisdiction. If you have a problem for this 
reason, consult first with the U.S. Department· 
of State for advice and clarification of your 
status. 

5. You may wish to carry with you gifts for friends 
or relatives. Items to be carried as gifts 
should be neither controversial nor prohibited. 
Do not br~ng pornography, narcotics, or political 
material. Communist pornography laws are far 
stricter than ~hose in the United States, and 
you should avoid taking with you magazines or 
other materials that might be considered porno
graphic. Any patent medicines or prescription 
drugs should be clearly for your own use and in 
reasonable quantities to convince authorities 
that they are for your personal consumption. 

6. Do not carry with you, on behalf of a third party, 
any letters, messages, or packages for private 
individuals in CoIT~unist countries. You may be 
deemed guilty o: circumventing normal channels 
of commu:-iic.:-:i.:.:-:, or you may be regarded as a 
courier ~or il:u;al or subversive purposes. 

7. Carry only essential forms of identification. 
Leave Gove~nment badges, building passes, etc., 
at home. Write do""n your passport number and 
keep it separate from your passport. Do the 
same with ~he address and telephone number of 
the American Embassy. 

8. DO NOT T~...KE THIS DOCUMENT WITH YOU! Study it; 
think about it; and remember its warnings· dur
ing your visit. But leave the document home. 

- 4 - · 
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UPON ARRIVAL 

1. Rules governing declarations of valuables and 
currency and those relating to transactions 
are strictly enforced. An accurate declara-
tion should be made at entry of all money and 
valuables, including travelers' checks. Some 
countries give the traveler a copy of the de
claration which must be surrendered upon leav
ing. It is important to keep receipts of all 
money changes, as these are frequently requested 
upon departure. Undeclared sums of U.S. or other 
currency is likely to cause difficulty with autho
rities and may be confiscated upon departure. 

2. You will generally be permitted to take in such 
i terns as cameras, transistor radios'· etc. It 
is wise to declare such items as you enter, 
however, to preclude possible explanations, 
customs charges or confiscatibn when you leave. 
Baggage inspections may be extremely thorough 
or only perfunctory. On occasion, your bag
gage may not even be opened at entry. 

3. As soon as possible after arrival, it is recom
mended that you contact the American Embassy 
or Consulate, either by telephone or in person, 
and provide your local address and the probable 
length of your visit. 

4. It is unwise for you to drive yourself in a 
Communist country. Try to use public trans
portation or hire a driver, as local traffic 
regulations may be confusing. There have been 
incidents where traffic accidents were delib
erately provoked to incriminate or embarrass 
a visitor. 

ACTIVITIES WHILE IN COMMUNIST COUNTRIES 

1. Assume that your hotel room is equipped with 
devices to overhear or record your conversa~ 
tions. There may be devices installed through 
which you can be physically observed, even 
while your room is in darkness. In addition 
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to the usual microphones, telephone taps, 
miniature recording devices, etc., intelli
gence operatives today use infrared cameras, 
infrared "snooper-scopes" and optical lenses, 
closed circuit TV, and other highly advanced 
equipment. Do not search for such devices, 
and do not make an issue of it if you should 
by chance find one. The presence of such 
equipment may not necessarily be significant 
as concerns you. The device may or may not 
be monitored during your visit, or it may be 
monitored only on a spot-check basis. Do not 
try to neutralize such devices by running tap 
water, playing your radio, etc. Some modern 
devices are so sophist{cated that they can
not be neutralized. Overt efforts on your 
part to combat such penetration will only 
make you more suspicious to the intelligence 
services. The best defense against such de
vices is the abstinence from other than light, 
uninformative discussions. 

IMPORTANT: Should you discover any device of 
the above kind, take no overt action against 
it. Continue your normal conversation giving 
no indication you have discovered it, and then 
report your findings to the U.S. Embassy, Con
sulate or to your security officer upon your 
return. 

2. Beyond your hotel room, you should assume 
that conversations in vehicles (including 
embassy vehicles), train compartments, res
taurants, conference rooms and other public 
places, may be monitored. Miniature micro
phones with transmitters or recorders can easily 
be secreted on the person of an individual in 
your group. It is even technically possible 
to record your conversations in open, out-
door areas; however, those areas are normally 
more secure than indoor locations. 

3. ~void unnecessary discussions concerning your 
job, your work place and other official matters. 
Also avoid discussing other U.S. employees' 
habits, character, or other matters which re
veal weaknesses or idiosyncrasies. 

- 6 -
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4. Assuree that your personal luggage will be 
searched at some time in your hotel room. 
If you discover evidence of this, do not 
make a big issue of it. Positive evidence 
of such activity, however, should be re
ported to the U.S. Embassy and your security 
officer upon your return. It is just as well 
not to bother locking your luggage, as most 
locks will be readily picked. If the lock 
cannot be picked, this will only increase 
the curiosity of the intelligence agent and 
the lock may be broken. Never leave your 
luggage unattended containing valuable pa
pers or documents you do not wish anyone 
else to read. If you surprise someone 
searching your possessions, don't take any 
violent or physical action, but report the 
incident to local and U.S. authorities. 

5. You may receive a "wrong number" or other
wise mysterious telephone calls in the hotel 
room at any hour of the day or in the middle 
of the night. Do not let this unduly upset 
you. It may be a crude but effective method 
of determining whether or not you are in your 
room. It may be only a result of poor tele
phone service. 

6. Do not rely on hotel employees for protection 
service. In these countries, you should 
always assume that chamber maids, elevator 
operators and hotel employees, as well as 
waiters or the maitre d' in restaurants are 
in the employ of the intelligence services. 
Be particularly circumspect in your relations 
with guides, interpreters, and Communist tra
vel agency personnel, as these people are in
variably used by intelligence agencies. 

7. You may be placed under physical surveillance 
as you travel either on foot or by vehicle. 
You may suspect you are being observed when 
actually you are not. In either event, the 
best tactic is to ignore it. Communist in
telligence agents at various times observe 
visitors on a spot-check basis for no ap
parent reason. On the other hand, they may 
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be collectin9. detailed data concerning your 
activities in preparation for a more direct 
intelligence approach . Do not attempt to 
lose the surveillance. If you are actually 
being followed for intelligence objectives, 
you will be covered by a team of several 
agents, and your evasion attempts will only 
make you more suspicious. 

8. You will be permitted to take photographs 
with your personal camera, but be careful 
not to photograph restricted areas. Trav
velers should refrain from taking photo
graphs from aircraft, photographing mili
tary and police installations and personnel, 
industrial structures, harbor, rail and air
port facilities, and border areas. Cormnunist 
countries also resent your photographing i
tems which put them in a bad light, ·such as 
slum areas, public drunks, scenes of civil 
disorder or other public disturbances. If 
you do take such photographs, your film may 
be confiscated. 

9. Be particularly circumspect in approaches 
which may be made offering social companion
ship, especially of a sexual nature. Many 
of these persons are "plants" of Communist 
intelligence agencies and will of fer thern-
sel ves attractively for the purpose of getting 
you in a compromising situation which will be 
followed by a blackmail threat to force your 
cooperation in intelligence activities. Under 
no circumstances should you seek or accept this 
kind of social companionship in a Communist 
country. The intelligence services are fully 
aware of the possibilities inherent in human 
frailities, and will capitalize immediately 
upon any indication of irranoral or indiscreet 
behavior of American travelers. Even when 
failing to detect a vulnerability, Communist 
agents have attempted entrapment of innocent 
travelers. For this reason, you should main
tain the highest level of personal behavior 
at all times, avoid long walks at night alone~ 
and endeavor to always be in the company of 
someone you can trust. Be especially careful 
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to stay well within your capacity for 
alcohol so as not to weaken your defense 
or lose your self-control. 

10. Do not accept from anyone (including 
friends, relatives or professional con
tacts) letters, photographs, packages or 
any other material to be smuggled out of 
the country or carried in your effects when 
you depart. Be firm in your denials in these 
matters, as such requests may be acts of in
telligence provocation to entrap you. 

11. Bear in mind that there are many political, 
cultural and legal differences between the 
U.S. and Communist countries. Actions which 
are innocent or, at worst, carry wrist-slapping 
penalties in the U.S., are often considered 
serious offenses against the law in Communist
dominated societies. Persons violating the 
law, even unknowingly, run the risk of arrest 
or expulsion. Do not, for instance, take 
Rsouvenirs" from hotels or institutions, how
ever insignificant in value they may appear. 

12. Do not engage in any private currency trans
actions with individual citizens. Do not 
try to sell or trade any personal items, 
including clothing, which you have brought 
into the country, or purchase bargains from 
street peddlers or other questionable vendors. 
Do not engage in blackmarket activities. Many 
Cormnunist countries have laws governing ex
portation of art work and historic relics. 
Be familiar with these laws if you intend 
to purchase such items, and make these pur
chases only at official establishments. 

13. Should you be detained or arrested for any 
reason by police or other officials of these 
countries, be cooperative, but insist promptly, 
politely, and repeatedly, if necessary, that 
the U.S. Embassy or Consulate be notified. 
Do not make any statements or sign any docu
ments you do not fully understand, until you 
have had an opportunity to confer with an 
embassy representative. You may possibly 
be accused of having some connection with 
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an American intelligence service, or of 
having accepted an assignment by such 
service to be carried out in the host 
country. You should make no admission 
whatever indicating you have ever had any 
dealings, under any circumstances, with 
any U.S. intelligence agency. 

14. Mail which you receive or transmit is sub
ject to censorship in a Communist country. 
In all mail you write prior to, during, or 
after your visit to a Communist country, 
make no reference to classified informa
tion nor reveal information of possible· 
value to a hostile intelligence service. 
Be careful in writing to or about relatives 
or friends in these countries, as they may 
become targets for investigation or ex
ploitation. 

15. There have been several incidents in Com
munist countries wherein speech-inducing 
drugs, medicines, etc., have been used 
under the guise of medical treatment for 
the purpose of aiding in interrogation. 
In non-emergency situations, every effort 
should be made to avoid Communist hospitals 
or medical facilities without first having 
notified the U.S. Embassy or Consulate. 

16. Report immediately any action which might 
form the basis of pressure or compromise, 
or any attempt to pressure or compromise··yo\:J., 
to the American Embassy (security officer) 
in the country being visited, and also to 
your security officer immediately upon your 
return to your job. Also report any unusual 
subsequent contacts with Communist country 
nationals. 

We have discussed above many, but not necessarily all, 
pitfalls which may befall an American traveler. New es
pionage techniques and tactics are constantly being developed, 
and the highest degree of alertness is necessary at all times. 
While the techniques employed by Communist countries' in
telligence services seem far-fetched, illicit, or taken from 
"spy novels", they are in fact used in day-to-day activities 
and operations. Although these techniques are revolting to 
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an American, one must nevertheless recognize them as a part 
of the Communist system, in order that he or she may suc
cessfully counter such practices. 

Well, so much for the dark side of the picture. All 
of these things had to be said so you would be forewarned 
of the possibilities. Now for the probabilities: You 
probably will not be entrapped by Communist intelligence 
services, and you probably will not have any problems if 
you respect local laws and customs, be honest in your deal
ings and behave discreetly. You can expect friendly treat
ment from most of the citizens with whom you come in contact, 
and you will find that they.are very interested in all as
pects of American life. You can therefore serve as a valuable 
goodwill ambassador for the U.S., while you enjoy the inter
esting and innocent features of the country(s) you visit. 
Be open to this experience, have a good trip and come home 
safely. 

- ll -
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U.S. Depar1ment or Justice Property Management System I. COST CENTER 
Inventory Adjustment Voucher 

Page _ of_ Page(s) 

Item Decal No. or Basic Nomenclature Description Overage Shortage 
No. Serial No. (Include manufacturer & model no.) Quantity Unit Cost Quantity Unit Cost 

Grand Total: 

2. Explanation: 

3. Recommended Action: 

4. Signature of Reporting Official 5. Office, Board, Division1 Title 6. Date Submitted 

-
FOR PMPS/JMD USE ONLY 

7. Action Taken 

8. Sigrwturc of Approving Authority 9. Tille Date Approved 11. Voucher Number 

--- --------·-- ·- -·--·-·-------------- -- ---- - ------- --- - ----- -------- - --
]'°· 

l'ORMOHO-lU 
JAi'. ii 
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U.S. Department or Justice Property Management System 
Report of Survey 
(See Instructions on Reverse) 

To: Director, Property Management and Procurement Staff 
' 

Justice Management Division 
! From: Accountable Offi!=e: . Reported by: ! 
; ; Date: 
I 

I 
I 

I (Property Custodian) I 
I DOJ Mfr's I 

I Cost Item Description Decal Serial Unit 
I Center (Include Manufac1urer and Model No.) No. No. I Quant. Cost 

I I 
I 
I 

' 

I 
I 

I 
I 

I 
(Continue on Additional Sheels if R equired) ! 

I 

Grand Total: I 
Circumstances: 0 Stolen ODamaged 0 Destroyed D Lost 0 Other (Specify) I 

I 

(Be Specific) : 

I 
I 
! 

Recommended Actions: i 
I 

(Be Specific) ! 

I 
' 

I 
FOR PMPS/JMD USE ONLY I ' 

Approved as Recommended 0 Disapproved 0 Report of Survey No. I 

I 
I 

Title : L"' 
FORM OBr>- ' " 

} A t- . Ml 
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IF SPACE ON THE FORM IS INSUFFICIENT, USE ADDITIONAL SHEETS. 

FROM: Enter name of Office , Board, or Division (OBD). 

ACCOUNT ABLE OFFICE: Enter name of immediate activity in which Accountable Officer (AO) works . Include A O's nam 
telephone number. 

REPORTED BY: Enter name and telephone number of Property Custodian (PC) and the activity for which he / she works . 

DATE: Enter date of report. 

COST CENTER: Enter code of cost center in which the property is located, if known. 

ITEM DESCRlPTION : Enter the correct nomenclatures of the items reported. Descriptions should be accurate , and sufficient for 
identification. 

DOJ DECAL NUMBER: Enter decal numbers for items (if appropriate). 

MANUFACTURER'S SERlAL NUMBER: Enter serial numbers (if appropriate). 

QUANTITY: For each item of the same description, enter the quantity of that item and the unit of count (such as 2 ea, 2 bx, 2 doz, 
etc.). 

UNIT COST: Enter acquisition cost per unit. 

GRAND TOTAL: Enter total value of all property listed. 

CIRCUMSTANCES : Enter check in stolen, damaged, destroyed, lost, or other box as appropriate . Enter a concise and accurate 
statement of the facts of the case, including the date and place ofloss or damage. All individuals directly concerned must be indicated 
by name and telephone number, and immediate activity (or address if the individual is not an employee). Refer to exhibits bv 
consecutive capital letter designator (for example, Exhibits A to D refers to four consecutive exhibits attached) . 

RECOMMENDED ACTIONS: Make recommendations concerning the repair, disposal, or removal of property from use or 
accountable records. Although this form may be used to recommend pecuniary liability or disciplinary action (if appropriate), per
sonnel actions are a separate issue (see JPMR, 41 CFR 128-51.102), and must be initiated separately by the OBD involved. 

ALL OTHER BLOCKS ARE FOR PMPS/ JMD USE ONLY 

A copy of the completed Report of s"urvey shall be pulled and the original and remaining copies shall be forwarded to the Director, 
Property ~' :ment Staff, Justice Management Division, to begin survey action. 
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U.S. Department of Justice Property Management System 
Certification of Inventory 

I certify that all accountable personal property on the enclosed inventory report, except as noted and explained by 
attachment, has been accounted for and that this inventory includes all accountable personal property chargeable to 
my office as of this date. 

Name and telephone number of person to contact concerning this inventory: 

FORM 080·2 17 
FEB . 11 
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I the anaeraigned, mcknowl~ 
ana agree Qi Elie following u conditlona for tbe duration of 91f 
aervice aa a 'l"Olunteer with the United States Attorney'•. office. 
r>epartaent of Justices 

(1) I waive all clai .. to pay for services rendered1 

(2) I understand that my services anc5 access to the building 
aay be tenainated at any tiae by either myself or an 
official of the Unitea States Attorney'• Office1 

(3) I have received a copy of 28 c.P.R. •s and agree to aabere 
to the provisions relating to special employees; and 

(4) I acknowledge that I • not cleared or penaitted to 
receive, handle in any way, or have direct or indirect 
access to, or knovledge of, classified aaterial, within the 
aeanin9 of Executive Order 11652, or sensitive 
investigative aaterial vbich includes, but is not liaited 
to, testiaony before a grand jury, wire and oral 
co11J11unications intercepted consensually or pursuant to the 
provisions of 18 o.s.c. 2510-2520, infonaation relating to 
orders to compel testiaony ( iJDJ11uni.ty of vi tnesses), 
pursuant to 18 D.S.C. 6001-6005, intelligence reports and 
investigative reports of the various State, Local and 
Federal agencies and Depart.llent of Justice Official Files. 
Also, I acknowledge that I will infora any person who 
should begin to divulge such classified or sensitive 
investigative aaterial to. ae that I aa not cleared or 
permitted to be privy to such aaterial. 

I further understand and acknowledge that the only aaterials as 
to vhieh I will have access in my assignment under this progra.a la 
aaterial which would be classified as •public record• aaterial. 

Date: 

USA-223 
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DEPARTMENT OF JUSTICE 
EMPLOYEE LOCATOR INFORMATION 

lfllSHUCflOtlS. nus '°'"' 1s 10 M co11Roleted by 111 1mployfts woon 1n11111 •fftPtoyfRtftt (tc· ot "" d111 11 u'tche111d 1n tt11 1oohe1bl1 '""ICY Acr S11um1n1 C1n11n oon1on1 of "" to"" "' 
c111t0nl and •Mntvtt any 1nfOfM1hon on '"' fon• cl'l1n1H. Chln1es sftould bt PfOIROtlJ rKordtd to IN COIRpltltd by "'' employH s 01nonnf'l othce or 1dnun1SIU1f1Yt ofhctr Emoloy .. s sllOYld 
bf subm11110• of IPllS lot1'1 to your personnel oHttt. IR ICCOfdHCt •• , .. '"' DfOYISIOftS of UM '""tCl lt1w1 '""' portions ot tftt tor"' blanl If ,ou hl'ft any Questions rq1rd1n1 como1111on of 
Act of lt7&. su1M1ss1on of so"'' d1t1 11 •••OATOIT. otlMt d.111 11 rtouesttd Oft 1 YOLU•U.IT !tit lotm. 011111 consult yosu penonntl otf1c1. 
U111 IOI Ult uftty aM conw11u1nc1 of 1"' tfftDloyH. Tht MANOAJOIY or VOLU#TAIT nah1tt 

EMPLOYEE IDENTIFICATION 
,llYACY AC! STAlllllNI. SOCIAL SICU•lfl NUlllU I. AUIHOtm: hK•lt'" O<•tr Of fllOfll ·OfSClOSUI(. 011clou1tt ot Utt SSfll 1n MAfllOATOl'f fa1hrrt to C111cto11 011 SSJf Oft 

'lt7 dlltd •o,..,IM< ll. 19'l. l . ,U•POS! UO US!: 1-1 Soc11I SK•roty N•.,lltr (SSNI os "" uctts1on ••II r111i1n '" your Pfyroll ctttck not bt•l'll oroetsud h1lurt to d11clo11 Htt SSJI wtuit 
H 1 un1qu1 Hltnlifter tor 11111ct1u11 loe110t rtcOfds to records "'"'°'"' '" personnel 1M PIJfOll fitn . Utt of reoot11n1 ctl&ftltS will rHult u1 tftt c11an1n nor bt1n1 tfftcltf 
t"e SSN '"'"" co,,tct 1d1n11hc1hon of ttcOflU fOf W'lttl Ott H91tt n1Mt. 3. EFFECTS 

II SOCIAL S!CURllY NUM8!R SUBlllSSION OAT( 10 COllPL!l!O ll ,1) 

LI 2 CONIROI NUll!IR r '!•SOH!l OFflCI ' NAiii( ((~SI lust M•ddlf 111m S. i 

IYPI ACTION 

0 I Or111n11 o 1 c11 .. ,, 

CURRENT RESIDENCE ADDRESS FOR TAX PURPOSES 
'tiYlCY ACI SIAf!llUf: l!SIO!NCI 

••d 
ADOl!SS"°'· - I. A•lllor1ty: S U.S.C. ltetio•s S!li. 1517 . .. , tltf''"' l tSldfrtct Addttu on ICCtSS•Oft ••II IHUlt '" yowr payroll CPIK i l'IOt bt1n1 oroctsstd F11I· 

lllO: l& u.s.c SKltOftl 6001 l 'Ul'<IS! UD US(: lo '""I Utt 11oort1•1 urt to d•SCIOH cft1n1ts Ill CUfftflf lts1dtnce Address • •II rHwlt •ft ••OlltlOll of lftt C•ttcl HlftOt•· 
1tQu1rtmttUS of J1dtf1I. State 1M Lotti tu w11'U'loldifll oro111MS. 3. £H(CTS Of MO•· l1H llld DOU1bit Dfftllhtl IS DftSCUbtd tlttrtlft 

01$CLOSUI(. DIKI""' of Ctflftftf IHtffflcl Aeklrtu IS MANOATOIY hllufl to d1sclou Utt 

7 511££1 A001£SS !Ho . H1 .... SI . 0t. 0 Pl . tlC.J 

1. cm 11. ITAi£ ll. liP COOi 

CURRENT RESIDENCE ADDRESS ANO TELEPHONE NUMBER 
,.IYACY AC! Sllf(ll!Nl: 1£5101NCI AOOl!SS UO llLl'HO•I NUMBU I . AUIHOI· 101 super,.sor111 l . IHICIS Of NON -OISCLDSUI! Subm1S110ft ol tO!S d1t1 ,, YOLUNIAIY If 
Ill: S U.S.C SKI.oft JOI. 2. P'UIPOS( ANO US[. To contact tMplOJttS at tftt1r rt11dtftct 011 ttlt ct111 •S not subnutttd t1•0tr•1sory orrsonntl may l'lawt d•tflculty loc1t1n1 1mploytu to 
.. urrs of an offtt11I "'""' rtl111nc lo Utttt tfftDIOJ1M11t • tit Utt OtOlflMtftl of Just1ct. 1ntorM lfttftt of tmtr(tnty •O" s11u1t1ons 
Acct11 to Uus 1nfou11t1hot1 11 '"'"'" to tfM 111,10,..·s """''°"'• 01 1M1wtduals 11t101orutd Cly 

ll. Al(A COO! 10 I! COllPLUID IT PUSONN!l OfflCI 

17 llU IHI CUll!Nl l!SIO!NCI uo l!l!PHON( NUlll(l 11US£010 CONflCI YOU ON llAnus l!LAllNG 10 YOUI 111,LOYll(Nl WllH IHI O!PAllll(Nl Of JUSllCP :: Y[S CHO 

WASHINGTON. DC METROPOLITAN AREA EMPLOYEES ONLY-COMMUTER CLUB (CARPOOL) INFORMATION 
,.IYACY ACI Sllf!ll(Nl. I. AUIHOlllY: 111111 11 oo st•IUIO'Y 1ulllo11ty lor Ill< m ol tO!S Oo•rs lform OOJ.lll. h•PloYH Loutor •lt'"S C 7. I . 9· 10. 11. ll. l&. l7 JI. CO. Cl Cl 'l. '7 l•d 
1nf0f1Nhon to tfN'Oll DtDlrt"''"' ol Just1ct tMPktfHS "' tM CM1nuttr Club TIM· Co"'"'"" •• , bt1n1 Stnl lo ,,., COMlllUlff CluD s 1uto11n1tte1 Giii DtOCtSSlft( systtm Ttlt Conunultr 
fff c~ II lpoMOf'td aftd O(>tflltd by IM lllttrooohtlft W111unrton Council or G°"'"'""" Club Will suDOIY tMployff l\lntt. tlRD'OJff . ta(tftCJ I. 1nd otf1ct tt ltPftOftt numOtf IFOJm 
1M Utt Mttropolll'" WH•1n1ton I011d of Trade. l•forwiauon ntetsury lor COIMluttt Clutl OOJ ·lll. (111oloftt locatof 1t11111 • . 3'. '7. and 411 to ott111 Coft'!Multt Club "'tmDtn lor c11oool· 
1Mtnbtt'1t110 11 suHhtd on 1 VOLUJllTAIY basis by tKtl .. ployn. 2. P'UlrGSl ANO US( : To 1111 purpostS l . lfHCTS 01 JIQJl .QISCLOSUH· 0 11closurt of ttl11 1nf0t111111011 is VOlUNUIY 
s .. oty lftlOIOJffl ••Ill I hit of ptnORS WllO "" lft CIOH ptOINIUIJ to '"'"' tor carpoohn1 our· f 1duJt to d1sclo1t ••II rtSull 11'1 tfftDIOYff not btcom1n1 1 rntmbtr of tftt CoMmuttf Club 11'14. 
po1t1. WOlUJllJAIH Y to1n1n1 llM Ca...Multr Cty• will rn111t 1n tt•t t"'Pk>Jff's n1Mt. ~ llttrtlort. 1tO tfftPIOytt 1l'lfot-.110ft will Dt ltftt to "'' Clul> 
ldel1t11. ..,loyft' 11ttncyt. olhct adfrns. ott1ce ttkt•OtM •u"'btf. 1"4 ao1No11m1tt wort.inc 

II. WASHllGIO•'°" . DC MUIOPOUTU AIU 111,LOY([S OILY c Tn.- I ..... to IOI• tM c ..... , .. CIM. 

(II ere ftOI iwttmttd io Iii< Cororotr111 Cid. llif tllil Q1ntiolt). II C IMO'fl "'' n1111t 1nd o«sonntl iMor.1t
rtQMll-1 a• 1 CCM11M1ttr Club "''"'°'' 1Dft front 1-. Co1Mh111f Ctff. 

I 0 ltfelrt &Ad want 111 uOdlltd uroo°' rtMrt hst11t1. 

EMERGENCY LOCATOR INFORMATION 
PllYlCY ACI SIAl!lllNI: lll!RGINCY !OCAIOI I. AUIHOllfY· S U.S.C. St<t1o•s lOI '" t .. ,,.., ol '"'"'"'" ••rury or '""'" l IFflCIS OF NON·OISCLOSUI ! lub011U10• ol 
IM 7901 2 PUtroSE ANO US( : To obt11t1 tflltrltftCJ f rtlCMtl'll Of to nal1fy '"'"'' Ot l11W1ty '"'' dlll IS YOLUNUIY Ind solely for tftt tlllDIOJft s "''" 1nd CQl'l'lftllfftCt 

L2 I PUSON 10 Ii NO!lfl(D IN MU Of lll!ICUCY LJ I UMI Of P(ISOUL PHYSICIU 

I' NAiii 10 IUATIONSHIP 11 Ulll 

ll. mm AODl!SS 19 snm AOORISS 

Zl. CITY ll. sun oa cou•m lO CITY ll Sllll 01 CDUNllT ll ZIP CODI 

I l!. ll£A COO! I a . SIYI• OIGll •UllllR I I 
I 

17. llllNSION (rl •• ,, llLIPHONl ll AIU COOi 
1£l!PHO•! 

I JC SIY!N DIGIT NUllBll I !!. UllNSION "' •• ,, 

I I IUlllU ,~----+--,--------+,-----
NUllHI 

OFFICE ADDRESS fComoitted by Admtn1str111vt OlfretrJ 

37. IUILOlllG ... ( (1l 111rJ IOOll NUllU 

Ii Slltn AODIUS 

CO. CITT CJ. COUUY 01 FOIUG• COUUIY Cl. SlAT! 0 II' COO! 

I I " · AIU COOi I o. mu 
l4 I 

DICll •u11au U llf!•SID• lrl ••rl 

'~L~:~~:( m a m a •o 
IF •o• m. LISI ll!l COO( I 

I I Sl BUILDING CODI Sl ROOM NU119EI 

10 1£ COllPL£TID ",USOHIL OHIC£ 

ot•vinus !DlllONS 08$01£1[ FOlll OOJ.lll DOJ J.15·77 
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I thought that you might like to kn::JW that yog letter 
of re: 
has been received. This matter has been assigned 
Control No. and has l:::een referred to the 
___,,__~.,..--~~~~ 

Onit of the Executive Office for 
United St.ates At.torneys. If yo.J have arrt c:pestions 
concernin; this matter please contact ne at 633-1020. 

Sincerely, 

'!'heresa Bertucci 
Chief, C.cmn.mi cat ioos Cent.er 

Oated: Off i c::e of the Director 
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Self-identification of Medical Disability Attachment l to FPM L TR. 290· APPENDIX B 

Las: Name Birth Date !Mo. / Yr.J Social Securr•v Number ~,i 
ENTER CODE HERE -----t~L...-J 

DEFINITION OF A REPORTABLE DISABI LJTY: A physical or mental d1sao1liry is NOT determined bv, person 's ao il 1ty '.O perform his or 
.~er work but by a d1sablloty , or a history ot such d isability, which is li"-ely to cause the employee to exper:ence difficulty on obta1n1ng, maonta1n 1ng or 
advanc ing in employment This does not apply solely t o an emp1oyee 's current pos1non, but app lies to the total career l ife cyc le o i th at emp1ovee. (In 
Che case of mulriple disabiliries. chof)Se rhe code which describes rhe impairmenr char would rnosr likely f'f!sulr in such difficulries.) 

GENERAL CODES ! Code 

1 do not wish to have my disability status officially recorded outside my medical records. 
!Before using chis .:ode. please read rhe rever.;e side of mis form. which explains rhe need for obraining chis informarion. [Nore your 1 

r-
agency may use chis c:ide if. in rheir judgemenr you have used an incorf'f!cr code./ I i 01 

I have no d1Sability of the types listed on the codes below 04 

SPEECH IMPAIRMENTS 
Severe speech m;Jlfunct1on or inability to speak , hearing is normal !Examples: defects of arricularion [unclear language sounds/ . srurrer
ing; aphasia [ imoaired language funcrion/ ; laryngecromy [removal of rhe "voictt box "/ I. 13 

HEARING IMPAIRMENTS I Code 16 Total deafness 1n both ears, with understandablP. speecn 
Hard cf hear: ng !Tora/ deafness in one ear or inabiliry co 
he3r ordinary conver.;arion. correc cable wirh a hearing aid) I 15 Total deafness in both ears . and unable to speak c 1eariv 17 

VISION IMPAIRMENTS Inability to read ordinary size print . not correctab•e by glasses 
AbliitY to read ordinary size print with glas;es. but with lean read over.;i.ted prinr or u$e assisting devices such as glass 
loss of per ipheral (side) vision (Resrricrion of rhe visual or projecror modifyerJ 23 

field rn rhe ~xrenr rhar mobiliry is aUecred · "Tunnel Bl ind in one eye 
---
I . __ 24 

vision") 22 Blind in both eyes /No usable vision. bur may have some 
lighr perceprion! 25 

MISSING EXTREMITIES Code i One leg 32 One hand or arm and one foot or leg 35 

One hctnd Both hands or arms 33 One hand or arm and both feet or legs i 36 

One arm 28 Both hands or arms and one foot or leg Both feet or legs 34 
G7 

One foot 29 Both hands or arms and both fee t or legs 38 

One or both arms 46 NONPARALYTIC ORTHOPEDIC IMPAIRMENTS 
!Because of chronic pain, stiffness, or weakness in bones One or both legs 47 
or joints, there is some loss of abitiry to move or use Hip or pelvis 48 
a pare or parrs of the body.) 

Back 49 One or both hands 
One or both ieet Any combination of two or more parts of the bo'1y 57 

PARTIAL PARAL YS!S One leg, any pan 63 
!Because of a brain. nerve. or muscle problem, including Both hands 64 
oalsy and cerebral palsy, rher~ is some loss of abiliry 
co move or use .J pare of rhe body, including legs, arms. Both legs . any part 65 
and/or rrunk.I Bo th arms. any part 66 

One hand 61 One side of body , including one arm and.one leg 67 

One arm, onv part 62 Three or more ma1or parts o f the body (arms and legs) ua 
COMPLETE PARALYSIS Both arms 73 
!Because of a brain, nerve. or muscle problem, including palsy One leg 74 
and cerebral palsy, rhere 1s comp/ere loss of abiliry co move 
or use a pare of rhe body, including legs, arms and/n r rrunk.) · Both legs 75 

One hand 70 Lower half of body , inc luding legs 76 

Both hands 71 One side of body. including one arm and one leg 

One arm 72 Three or more ma1or parts .· f the body farms and legs) 78 

OTHER IMPAIRMENTS Mental retardation IA chronic and lifelong condition involving 
H.~art disedse with no restriction or limitation of acti'.litv 80 a limired abiiiry ro learn. co be educared, and ro be rrained 
!Hisrory of hean problems wirh comp/ere recovery) for useful producrive employmenr as cerrified by a Srare 
H~arr disease •.111ith restriction c. r limitation of activity 81 Vocarional Rehabilirarion agancy under secrion 213.JI021r) 

of scheduled Al . . . . . . . . . . . . . . . 90 Convul~1ve disorder {a.g., epilepsy) 82 
Blood diseases !e.g., sickle cell disease, leukemia, hemophilia). 83 

Mental or emotional illness (A hisrorv of rrearmenr for Controlled diabe•es with no res triction of activiry 84 
menral or emorional problems) : 9 1 Diabetes with lin11tat1on of activity due to complications 

such as retmitis, neuritis , etc. 85 
Severe distortion of limbs andior sp ine (e.g., dwarfism, 

Pulmonary oc resi:;iritory disorders (e.g., tuberculosis. em kyphoSJs [severe disrorrion of back/, ere. J . ! 92 
physema, asrhma, ere. ) 86 ~ 
Kidney dysfunctton1ng (e.g., if dialysis [use of an arrificial 

87 Disfiguremen t of face. hilnds. or feet !e.g., disrorrion of I 
kidney machine/ is required, ere.) 

fearures on skin, s•1ch as rhose c;;use"f by burns, gunshor 

C;,,-,cer . a history of cancer with complete reco verv 88 injuries, and birrh defec~ [gross facial birch m "rks, 
club feer, ere.I I Cancer . unci~r901nq surgical and/or medica1 treatment 93 89 

Standard Form 256 11-771 .: j',,, -.- .J.:... 
U.S. Civil Service Commission 

FPM Chap. 290 
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(2) Attachment 1 to FPM L TR. 290-
Appendix B 

The Rehabilitation Act of 1973 (P.L. 93-112) 
requires each agency in the Executive branch of 
the Federal Government to establish def inite 
programs that will facilitate the hiring, place
ment, and advancement of handicapped individ
uals. The best means of determining agency 
progress in this respect is through the production 
of reports at certain intervals showing such 
things as the number of handicapped employees 
hired , promoted , trained , or reassigned over a 
given time period ; the percentage of handi
capped employees in the work force and in vari
ous grades and occupations; etc. Such reports 
bring to the attention of agency top management, 
the Civil Service Commission, and the Congress 
deficiencies within specific agencies or the 
Federal Government as a whole in the hiring, 
placement, and/or advancement of handicapped 
individuals, and therefore are the essential 
first step in improving these conditions and con
sequently meeting the requirements of the 
Rehabilitation Act. 
The handicap data collected on employees will 
be used only in the production of reports such as 
those previously mentioned, and not for any 
purpose that will affect them individually . In 
addition, every precaution will be taken to en
sure that the information provided by each 
employee is kept in the strictest confidence and 
is known only to the employee and the one or two 
individuals in the agency Personnel Office who 
obtain and record the information for entry into 
the agency 's and the Commission 's personnel 
systems. You should also be aware that partici
pation in the new reporting system is ent irely 
voluntary, and that no employees will be re
quired to identify their handicap status if they 
feel for any reason it is not in their best interest 
to have this information officially recorded out
side of their medical records. We request only 
that anyone not wishing to have this information 
entered in the agency's and the Commission 's 
personnel systems indicate this to their Person
nel Office, rather than intentionally miscoding 
themselves , since false responses will seriously 
damage the statistical value of the new report
ing system. 

[In those instances where t.'7e employee is or 
was hired under Schedule A 213.3102(t) (Men
tal Retardation), the Personnel Director, their 
designee, (a Vocational Rehabilitation counselor 
may also be helpful) will assist the individual in 
completing this form, and ensure that they 
fully understand the meaning of the form and 
the options available to them .] 
Employees will be given every opportunity to 
ensure that the handicap code carr ied in their 
agency's and the Commission 's personnel sys
tem is accurati:? anc is keot cur~ ent. They may 
exercise this o~oJrtun i ty :Jy ask i ~g their Person
nel Office to see a pr intout of the code and defini
tion from their record, by notifying Personnel 
any time their handicap status changes , and by 
initiating action in either of these cases to have 
the necessary chani;;e made •o their records. 
The code carr ied ~n employees in their agency 's 
system will be i de~tical to that carr ied in the 
Commission 's system . ar.c any changes to the 
agency records will result in the same change 
being made to the Commission 's records . 
Your cooperation and assistance in establisr 
and maintaining an accurate and up-to-a 
handicap report system is sincerely apprec iated . 

Privacy Act Notice : 
Collection of the requested information is author
ized by the ~ehabii i tation Act of 1973 (F.L. 
93-112) , but you a;e not required to supply the 
information . Any information you furnish w il l 
be used only for !he purpo::;e of producing 
statistical reports to show agency progress in 
hiring, placement , and advancement of hand i
capped individuals . The reports will be used to 
inform agency top management, the Civil Serv
ice Commission . the Congress, and the Public of 
the status of programs for employment of the 
handicapped . There will be no consequence to 
you whether or not you furnish the information 
since it will not be used in any determination 
that affects you individually . Furthermore , 
all of the reports mentioned above will be in the 
form of aggregate totals and will not identify 
you in any way as an individual. 
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LEAVE BLANK TYPE OR PRINT ALL INFORMATION IN BLACK Efil LEAVE BLANK 

APPLICANT 
l..AST IU,,.I ~ l'llST MA.Ml WDOLI M .. I 
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LEAVE BLANK TYPE OR PRINT ALL INFORMATION IN BLACK 

APPLICANT 
u.n """'' ~ '9HT NAMl MilDDLI MAMI 

SICNA ruu Of PERSON - FlNG.C:.RPRIN TU> .U.IASl!J ~ USDAG01AZ 
I 
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CLAIM FOR REIMBURSEMENT OF SUBSISTENCE EXPENSES 
WHILE OCCUPYING TEMPORARY QUARTERS 

NAME OF EMPLOYEE ORGAN IZATION EMPLOYEE'S SOCIAL SECURITY NO, 

TRA V EL A U THORIZATION NUMBER & DATE DATE SERVICE AGREEMENT SIGNED DATE REPORTED AT NEW OFFICIAL 
STATION 

SUMMARY OF REIMBURSEMENT CLAIMED 

PER DIEM RATE 
MAXIMUM ACTUAL 10•QAY INCLUSIVE AMOUNT 

IMMEDIATE FAMILY TOTAL ALLOWABLE PERIOD OATES CLAIMED EMPLOYEE ALLOWANCE EXPENSES 
NO. OF PERSONS RATE 

FIRST $ $ $ $ $ 

SfCOND 

THIRD 

TOTAL $ $ $ 

PERSONS AND PERIOD COVERED BY CLAIM 

TEMPORARY SUBSISTENCE PERIOD RELATION· LOCATION OF NAME SHIP TO BEGINNING ENDING TEMPORARY QUARTERS IL 1st emolovee on first line) EMPLOYEE 
DATE HOUR DATE HOUR !Cltv and Statel 

DAILY EXPENSES 

An acti receipts for lodging, laundry, end drycleaning, e•ceot wrwhen coin-ooer•t•d l1undry or dryct•ening facilitie1 • ~• uaed. In lieu of 
receiots for w..ie of coin-operated fac,i lities, i temize sucn ••1>enaes in .. Remarks'' on rewr••· 

COST OF MEALS COST COST OF COST TOTAL 
DATE OF LAUNDRY & OF EXPENSES 

BREAK• FEES & GROCERIES DRYCLEANING LUNCH LODGING DINNER TOTAL FOR DAY 
FAST TIPS 

$ $ $ $ $ $ $ $ $ 

united Suues Oeoanment of Justice (Continued on reverse/ FORM D.1-:le4 (Ed, 4-12-721 
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CLAIM FOR REIMBURSEMENT OF SUBSISTENCE EXPENSES 
WHILE OCCUPYING TEMPORARY QUARTERS IConcinuationJ 

COST OF MEALS 
COST COST OF COST TOTAL 

OATt FEES o:-: LAUNORY g, OF EXPENSES BREAK· g, 
LUNCM OINNER TOTAL GROCERIES ORYCLEANING LOO GING FOR OAY 

FAST TIPS 

$ $ $ $ $ $ $ $ ::, 

llEMARKS 

united St.1t•s O•o1n:ment of JuatiC• FORM O.r264 tea. 4• 1 2·721 
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UNITED STATES OVIL SEHYICE COMMISSION 

AUTHORITY FOR RELEASE OF INFORMATION 

To Whom It M:iy Concern 

I hereby authorize any Investigator or duly accredited represent:ltive of the United States 
Civil Service Commission bearing this release, or a copy thereof, within one year of its date, to 
obtain any information from schools. residenlial management agents, employers, criminal justice 
agencies, or individuals, relating to my activities. This information may include, but is not limited 
to, academic, residential. achievement, performance, attendance, personal history, disciplinary. 
arrest, and conviction records. ) hereby direct you to release such information upon request of 
the bearer. ) understand that the information released is for official use by the Commission anJ 
may be disclosed to such third parties as necessary in the fulfillment of official responsibilities. 

I hereby release any individual, including record custodians, from any and all liability for 
damages of whatever kind or nature which may at any time result to me on account of compliance, 
or any attempts to comply, with this authorization. Should there be any question as to the validity 
of this release, you may contact me as indicated below. 

Signature (Full Name): 

Full Name: 

Other Names Used: 

Parent or Guardian: (If required) 

Date: 

Current Address: 

Telephone Number: 

PRIVACY ACT NOTICE 

Au1hori17 lor Collrc1in1t lnlorm.:ation 

E.O. 10450; 5 USC JJQJ.IJ05; -12 USC 21ti5 and 2~55; 22 USC 2511.5 and 2519: and S USC JJOI. 

P\lrpo6H and Uaca 

Information provided on this form ,.·ill he furnished tu indi .. idu.:als in order to obt~in information rcg~rding your .:aL·tivitics 
in conncrction with .:an investigation to determine (I) fitness for Federal employment. (2) rle.:ar.:ancc tu perform contractual 
Krvice for the Federal £0 .. ernmt'nt. ()) security clearance or access. The information obtained may be furnished to third 
panics as necessary in the fulfillment of official responsibilities. 

IUu11 ol Nondiaclo.urca 

Furnishing the requested inform~1ion is voluntary. but failure to pru .. ide all or part of the inforn1a1ion may result in a lack 
of funher consideration for emplo)·ment, clearance ot access. or in the termination of your employment. 

CSC :129-A 6/77 
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DEPARTMENT OF JUSTICE 
INDIVIDUAL FIRST-LEVEL SUPERVISORYTRAINI NG RECORD 

Planning, Documentation and Evaluation 
(SEE INSTRUCTIONS ON REVERSE) 

l. UMI 2. ,OSITIO• llTLI 

l . DAii INTUID POSITIO• 

PRE ·ENTRY TRAINING COMPLETED 
6. PIOGUM 

5. COUISE TITlEA•D SOURCE 01 IQUIYALlllT 7. HOUIS I . DAii COMPUTED CONTUT 

0 80 hour requirement for supervisory train inc fulfilled 

0 ___ hours required to ful fi ll requirement 

0 specialized train inc required 

PLANNED POST-ENTRY TRAINING 
10. rn>GIAM t . COUISl TlllE UD SOUICI 01 IQUIYALlllT 11. HOUIS 12. TAIG£T OAT! 13. DAIUEQUlllME•T 1£T 1'. lllAUS COITENT 

15. DAIHLAnlVUED H. AP,.O'IAl SIGHIUllS 17. E_,lDYffS$1GNAIUll 

.. 
A • 

II. DAii PIOGW CO_,lCTED It. PllSONNll OHICI If PRESINTAllYI 

REQUIRED PROGRAM CONWH (Check whe.~ completed)" 

D a. Personnel Policy, Practices and Procedures D t . Work Plannine, and Productivity 0 h. Problem-solvinc and Decision-makinc Techniques 

D b. Supervisory Responsibilities D f. Supervision and Manacement Theories D i. Performance Appraisal and Evaluation Methods 

D c. Communicative Processes in Manacement D c. Concepts of Orcanization D j. Leuninc Theory and Traininc Techniques 

D d. Human Behavior. Motivation. Interpersonal Relationships 

OOJ con •U11u: o onc;111 a ••J a 10.1 a PREVIOUS EDlllONS OBSOllTE FO~M DQJ·l'6 
1o.4 ' · 20·76 
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INSTRUCTIONS FOR USE OF THIS FORM 
(Prep"e an origmil ind th~ (3) copies) 

This form is for recording the Mw first-level supervisor's required 
trarn1ng program. It shalt be prepared by the immediate supervisor before or 
with in one month after the new supervisor enters on the job 1nd shall 
cut11ne a Post-Entry Training Plan developed in consultation with !ht ntw 
• uperv•sor Both employees will then sign the form which will be referred to 
the Employee Development Officer for his review and approval. When 
completed and placed in the employee's personnel folder it will serve to 
document: ( 1) the determ1nat1on made concerning traininc nHds. (2) the 
basis for the determination. (3) the training provided to met! those needs, 
and (4) if training given is less thin 80 hours. the basis for the lesser 
amount. 

It 1s designed to fulfill the supervisory traininc documentation of Order DOJ 
1410 18 . Only formal training. i.e .. off -the-job training which is a put of a 

planned. prepared. and coordinated prorram should be recorded. This may in 
elude formalized in-service croup correspondence or programmed instruc
tional traininc and appropriate Departmental. interagency. or non-Government 
courses . 

Copy Z of this form shall be pilced on the left side of the employee's 
Official Personnel Folder. Copy 3 should be civen to the employtt at the 
time the Post-Entry Traininc Plan is prepared. The original ·copy l ·should be 
retained by the appropriate official (normally the Employee Dnelopment 
Officer) to be used as a wori copy for coordinatinc and rtcordinc the 
employee's procress under the Post-Entry Training Plan . When the required 
traininc is completed, the oricinal should be placed on the richt side of 
!ht Official Personnel Folder. and copy 2 should be destroyed. Copy 4 should 
be re~ined by !ht traintt's supervisor. 

INSTRUCTIONS FOR NUMBERED ITEMS 

1. Employee's first. middle (initial). and last name. 

2. Employee's first-level supervisory position title. 

3. Date employee will enter (entered) first-level supervisory position. 

4. Agency organizational unit in which employee will wori at a first-lenl 
supervisor. 

s. Titles(s) of course(s) previously completed and orpniution which 
provided the train inc i.e .. CSC . USDA. Agency, University, etc. 

6. Program content of training by subject matter by code i.e .. 'b' 
(Supervisory Responsibilities). 'j' (learn inc Theory). 

7. Hours of instruction in the course devoted to the 10 subject areas in the 
Required Program Content. 

8. Date course was completed. 

9. Title of courses employee will participate in to complete the required 
80 hours of supervisory traininc. 

10. See instruction No. 7. 

11. Set instruction No. I. 

12. Tarcet date for completion of course. 

13. Date course completed. 

14. Nott chances subsequently made in planned training, etc. 

15. Datt that post-entry traininc plan is prepared. 

16. A. Sicnature of [mmedilte Supervisor. 

8. Sicnature of Emplo)'tf Development Officer. 

17. Employee's sicnature indiatinc acreement with the pre-entry traininE 
1val11.1tion and the post-tntry traininc pilnntd. 

18. Date the required 80 hours of supervisory train inc is completed. 

19. Sicnature of responsible official (normally the Employee Development 
Officer) c:trtifyinc completion of the required 80 hours of supervisory 
traininc. 

REQUIRED PROGRAM CONTENT: Chtciapplic.able blocks wbtn tcnploytt has rtctiftd adtq11.1tt initial train inc in required subjtct areas. 
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DEPARTMENT OF JUSTICE 

REQUEST FOR RESTORATION OF FORFEITED ANNUAL LEAVE 
(PRINT OR TYPE All INFORMATION) 

l'll'fACY ACT STATIMINI SOCIAL s1cu11rr •U•IU . I. AUlllOll?T: h••- 0.dlr ,,,, UIN u1urt1 CDfTKt 1dtflllfte1tUMt ~ t tcOffl for •"'Olopns • •tft 011 """ l\lfftl . l . (HECT Of' NOff· 

- 22. !Ml ? PUll'CSI ua USI: "'' S..111 S....oty ·- (SSll ,, ........ ·- DISClOSUll : 011<losu11 of lllf SSN '' MANOAIOIT f11lu11 to orowtdt 11 .,11 rosull 1• your 11avn1 not 
-itr for ... Cftu1c .._ r-1 rtcoris to rec- 10 •-"" 11M1 ""'oll filft. Ult of "" SSN llttn1 .......... . 

SOCIAL SECURITY NUMBER EMPLOYEE NAME 

BUREAU, OFFICE. ACTIVITY CITY STATE 
ORGANIZATION CODE NAME OF ORGANIZATION 

LEAVE YEAR ANNUAL LEAVE FORFEITED HOURS ANNUAL LEAVE CEILING HOURS ANNUAL LEAVE BALANCE HOURS ANNUAL LEAVE FORFEITED 

SUPPORTING DATA 

AllllUAL LEAVE APPROVED. SCHEDULED. AND FORFEITED 

OATES SCHEDULED 

OATES APPROVED FROM TO HOURS 

I WAS UNABLE TO TAKE THIS LEAVE FOR THE FOLLOWING REASON(S): 

0 1. Unforesnn demands of work between the dates indicated below caused the cancellation of reeularly scheduled annual 
luve, which could not be rescheduled and used prior to the end of the leave year. 

EXPLANATION (Use additional sheets as necessary). 

0 2. Sick luve taken precluded the DATES OF SICKNESS 

use of scheduled annual leave lind it FROM TO HOURS 
was not possible to reschedule and 
use the leave before the end of the 
lave year. 

0 
LEAVE YEAR 

3. An administrative error, causine incorrect leave accrual since (not earlier than ANNUAL LEAVE 
FORFEITED 

........ 
June 
___ 

., .. 
30, 

.,... 
1960) resulted in my eventual forfeiture of 

hours of annual luve. This error was discovered o • ._ ______ _ 

I"" 
SUPERVISOR'S CERTIFICATION AN() HEAD OF ACTIVITY AUTHORIZATION FOR RESTORATION ON REVERSE SIDE 

PltYIOU11DITIOlllOISOUTI Form OOJ-364 

JUN 1978 
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CERTIFICATION BY THE SUPERVISOR 

I certify the followinr. 
The annual luve hours in exce!s of the maxi· Employee------------------

mum permissible were forfeited at the end of the 
leave year and were the result of the det<1iled rea· Soc. Sec. No. ----------------
son(s) claimed by the employer. Any correction(s) 
or adjustment(s) are included in comments below an.:! 
have been considered in excess annual lea..-e hours Forfeited Annual Leave Hours -----------
certified. 

Employee returned to dut'y from illness .....,.,,....--~--
Month Dav Year 

COMMENTS (Use additional shto?ts as necessary). 

E xig'!n-;v e,,ded .,---....,,.---
Month Dav Year 

SIGHTUIE 

I~" 

AUTHORIZATION FOR RESTORATION BY DESIGNATED OFFICIAL OF BUREAU, OFFICE, OR ACTIVITY 

Restoration of forfeited annual leave hours as certified by his/her supervisor is authorized for---------

_______________________ in accordance with Public I.aw 93-llland Department policy. 

SIGNATURE 

lnru 
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DEPARTMENT OF JUSTICE 

COPYING/ DUPLICATING INVENTORY 
NfGATIV[ Rf PORT 

INSTRUCTIONS . Comp leted form to be forwarded within 30 days of close of reporting period . via appropriate Administrative Office. 

REPORTING OFFtCE ADDRESS REPORTING PERIOD 
FROM 

I TO 

MODEL ACCESSORIES BILLING MONTHL Y 
BUILDING ROOM MANUFACTURER NAME/ NUMBER (Include number of sorrer bins) DATE INSTALLED PlAN VOLUME 

! 

! 

I 
I 
I ! 
i 

-
DOJ - FORll DOJ.l69 

Hl· IS 
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DEPARTMENT OF JUSTICE 
CONSENT TO RELEASE INFORMATION FOR AWARD CONSIDERATION 

You have been nominated for an award sponsored by an external non-federal oreanization. The 
information contained in the nomination is required by the organization in its nominating 
procedures for award consideration. The Department of Justice is prohibited from releasing this 
information without your consent. The sponsoring organization has informed this office that with· 
out this information they will eliminate you from further consideration for this particular award. 
This information will only be disseminated to the oreanization listed below. Copies of your 
nomination and any endorsements are available for review by you in your servicing Personnel Office. 

RELEASE OF INFORMATION STATEMENT: 

I hereby give my consent for the release of the personal information contained in my nomination 

for the.-------~--------------------------------------~--------------~ 
award to the sponsoring organization for award consideration. 

Date Signature 

FOAM OOJ-387 
OCT 1978 
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REQUISITION NO. 
GRAPHICS SERVICES use ONLY 

GRAPHICS SERVICES REQUISITION 

ORIGINATOR !Name, roOl"'I. bu1ld1ng. e•t. } DIVISION DATE 

SIGNATURE •UTHOAIZING OFFICIAL 

APPROPRIATION DOCUMENT CONTROL CODE COST 
NUMIER UTIMATID FINAL 

DESCRIPTION OF SERVICES REQUIRED 

I 
0 Fonna OH1on 0 T'toooroDlly ond o .. ion tCov.,. ond 

0 
Cont.,.ta. itublicaticwt•. etc.1 

Fl i o Chern DE•ftibita o---
D M•o• 0 Court ~rnenutione 0 Eneroaaine Cenific•t• 

0 Graohic:a 0 Trainine Aida 

QvvGr•oh• Da-· 
0 lllu•trHi ons 035,.,,,,5lidn 

PAGES ATTACHED NO. CO,.IES SIZI MATllllAL 

REQUIRED DATE OVERTIME AUTHOlllZID 
OF OELIVERI' vuO NOD 

GRAPHICS SEllVICES USE ONLY 

CONSULTATION DA TE COMl'LETEO NO. HOURS 
llEGULAll OVERTIME 

llEGULAll OVERTIME ASSIGNED TO : DATE COMl'LETIO 

ASSIGNED TO: OATE COMl'LETEO MGULAll QVEllTIME 

ASSIGNED TO: DATE cowuno llEGULAll OVEllT1ME 

llEMAlllCS 

Un•ted S1e1•• o ... nment of .,1"a1ice OJ 'QllM • 430 
IEd· unno1 

GRAPHtCS 
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REQUEST FOR COPYING/DUPLICATING EQUIPMENT 

To: Information and Communications From: 
Systems Staff 
Justice Publications Service Thru: Region 
10th & Pennsylvania Ave., NW 
Room B-244 D Approve 
Washington, D.C. 20350 O Disapprove 

Thru: H81dqu1rt1rs 

D 
Signature 

D 
Approve 
Disapprove 

Procurement of the copying/duplicating equipment described below has been 

0 
D 

Approved 
Disapproved by Justice Publications Service 

s19nature/Tltl• Cate 

Reasons for Disapproval : 

Proposed Equipment 

1. Make and Model 

2. Accessories: !Cost, Monthl 

3. Proposed Rental Plan: (Annual, Monthlyl (If purch1w: costl 

4. Anticipated Monthly Volume: 

5a. Rental Cost/Month: S·~~~~~~~~ 
b. Estimated Supply Cost/Month: S·~~~~~~~~~ 
c. Total Cost/Month: S~~~~~~~~-

6. Special Application Required: (Two sided copying, rlduc:tion, coll1ting, etc.I 

7. Exact Location for Proposed Equipment: I Building 1nd Room Numberl 

B. Any less costly equipment considered and reasons for rejection: 

9. Distance to vendor's nearest service point (mil•I : 

10. Electrical requirements : 111ov, 220VI 
Form DOJ""'SO 

SEP 1977 
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11. Slvings in dollan and manhoun with proposed equipment: 

12. Maintenance Cost (Annuall Purchase Only: 

13. Additional Justification: IAnKh 9dditioNI justificmtion if ,_ryl 

Praent Equipment 

1. Make and Model: 

2. Accessories (Con/Month): 

3. Rental Plan (AnnU11I, Monthly): 

4a. Average Rental Cost/Month: S·~~~~~~~~~~ 
b. Average Supply Cost/Month: S·~~~~~~~~~~ 
c:. Average Total Cost/Month: S·~~~~~~~~~~ 

5. Monthly Volume 16 month -•1111 

6. Special Application Requiremenu: 

7. If Purchased Give: 
L Age 
b. Maintenance Cost (An111all 
c. Trlde-in value or proposed disposition: 

8. Problems encountered with present equipment, if any: (EICP4einl 

9. Location of Present Equipment: <Bulldlnv Room Numti.rl 

10. Other copying/duplicating facilities IGSA, COE, GPOI available to provide service: 

DOI 
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FSS PUBLICATIONS MAILING LIST APPLICATION 
TO: 1 FROM: (~q -• 9"" oddr ... ,. w~idr IJUO/icorions ore to 

0. Melled- 0. NOT eaceed four liftet~. 

General Services Administration (8BL) 
Centralized Mailing Lists Services 
Bldg. 41, Denver Federal Center 
Denver, CO 80225 

READ INSTRUCTIONS ON PAGE A AGENCY l.D. 
BEFORE COMPLETING THIS FORM NUMBER" 

.,,_ ..,,., ,...,, ..oJI list -"' -llllmr,.,, """'"' cNoo¥•, -~- upd<sru.11 
,...,, -'lflfl ._.,.._, .. 

2 Civilion Ovilion Mllitory Military Colt-Type 
c Otlter GS.A Domestic Overseas Domntlc Overseaa Contractor 
0 
l 0 0 0 

01 
0 0 0 

01 
0 s. o• 0• 0. OT 10 

39·3• 

3 (Enter "X" in applicable box(e•I 5 HQUUT!D IY (-j 
c 0 ,.._,.._,.,.._ 
0 .. = = 0 "·""' Meillooe 

C·~N-/..-.•• =:J c.a-. •. 
Lilt w. 

He • .i c:.;.. l. 
D·D••et• Nome/Addre" U 0-0.1- IMil"'w Uol c..1~11 TITLE l ej•'*'one ·No. 

4 PREVIOUS N4ME/4DDRESS /II Ooang.d} 

SIGNATURE Oat• 

FOR GSA USE ONLY (Do not write in this 1pac•I 

Dae. Mail Yr. Ma. Day AGENCY IDENTIFICATION NUMBER p CARO ONLY 10 Li at 
., • 10 11 1 z 1) 1• •• 11 11 H )0 ,. 

p 8 u 3 p 6 p p p p p 

19 JO .! 1 J2 JJ >• JS JI 17 JI J• 40 • t 42 •I •• 41 •• 41 41 41 SO II IZ 91 ,. 99 SI '57 51 51 

c 1 

A 2 

R 3 
STATI ZIP 

D 4 
cor 

SECTION 1- lnformGtional Publications. 
If new oppllcont, do not complete 1tar column{'"). II nat a new oppllaJnt, enter "A" far ADD, "C" far CHANGE, and "D" for 
DELETE In 1tar column when reque1Hng dtang• ta )IOUr malling llat requirements. 

Star 
Mailing Number of Col. 

1·1 List Code Copl• INFORMATIONAL PUBLICATIONS 

REGIONAL ADP SHAREGAAM enter "X" In applic:Dble box(nl OADP-00 __ GSA legion 
Dl 02 03 DA 05 D6 07 oa 09 010 

ONEW-00 __ REGION.Al NEWSLETTER enter "X'' In oppllcable bo11(e1} 
GSA Region 

Dl 02 03 DA D5. D6 D7 Da 0 9 0 10 
GENERAL SERVICES ADMINISTRATION 
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SECTION 11- National and Regional PuOlication1: 

II new oppllmnt, do not _..p1.111 •lvr column /l'j. II not o new oppllamt, enfllr "A.'' for ADO, "C" for OtANGE. and "D" fot 
DELETE In '''"column wlten ~•Hng dtonge• lo your moiling //1t requl,.,,,.,.a. 

Star Star Star 
Publimtion• No. of Publimtlona No.of Publlcationa Col. Col. Col. No. of 

Moiliftg Liat Codea Copiea Malling Uat Cod .. Copiea Malling Llat (") Cod• Copiea (") (") 

SECTION Ill'"'. Notional and R09ionol F"-1 Supply Scheclul• ond Controctora' Coto&o,.: 

E 
/I new opplimnt, do not _.,p1e111 afar column {'8~ II not a new oppllamt, enler "/I.." lor ADO, "C'' lor CH/l..NGE. and "0 ' for 
DELETE in afar column wlten reque1tlng dtongea lo )'OUr mal/lng /lit requiNmenll. 

Star Star Star 
Schedvle/ Cotolog No. of Col. Schedvle/Cotolog No. of Schedule/ Catalog Col. Col. No.of 
Mailing Li•I (") Codea Copies Malling U1t Codet eop .. Malling Lilt Codea Copiea ("1 (") 

I 

i I 
! 

-

I 

i 

OSA ,_ ,57 PAGE 2 I._. 10-731 
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SECTION 111- National and Regional Federal Supply Schedulea and Contractora' Catologa (continuation) 

Star Star Star 
Schedule/Cotolog No. of Schedule/Cotalog No.of Schedule/Cota log No. o f Col. Col. Col. 
Mailing Lial Codes Copiel Mailing Lisi Codes Cop; .. Mailing List Codes Copies (") (") ("l 

I 
I 

SECTION IV- National and Regional Term Contracts: 

If new applicant, do not complete star calumn (-~ If not a new applicant, enter "A" for ADD, " C" for CHANGE. and "D" for 
DELETE in 110r column wlten reqveating changes to your mailing ll1t requirement•. 

Star Star Star 
Term Contract No. of Term Contract No. of Term Contract No. of Col. Col. Col. 

Mailing List Codea Copi .. Mailing Liat Codes Copi .. Mailing (") (") (") Li11 Coda Copies 
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.. ... .. 
b 
I .. ... 
0 
I 

! 
' II 

Q ... .. ... 
0 
j 
~ ... 
"' 
Ji • c 

0 , 
"' ~ 

INSTRUCTIONS 

CAREFULLY READ THE FOLLOWING INSTRUCTIONS BEFORE COMPLETING THE 
APPLICATION FORM, KEEPING IN MIND THAT THE ACTIVITY COMPLETING AND 
SUBMITTING THE FORM SHOULD ALSO BE THE ULTIMATE USER Of THE 
REQUESTED PUBLICATIONS. 

THESE INSTRUCTIONS ARE DIRECTED PRIMARILY TO THOSE ACTIVITIES COM
PLETING THE INITIAL APPLICATION; HOWEVER, THE APPLICATION FORM DOES 
COVER All CONDITIONS FOR CHANGES, ADDITIONS, AND DELETIONS. 

I . In Block I, p•inl Of type you• deportment/agency or government entity title, 
bureau or office activity within your parent organization, post office box or street 
oddren, onJ city, stole, and zip code. Do not use lhe names ol individuals. Yo11r 
complete address must not exceed lour lines. If you ore making o change lo your 
present record, enter your assigned 12 digit idenllficolion number. 

2. In Block 2, Indicate your type of orgonizolion and nctivlly by placing on "X" in 
the appropriate box. (for instance, the Deportment of Agriculture Purchasing Office 
in Washington, D.C., would be designated os o civiliori activity, domestic supply 
operation; therefore, the "03" box would be marked). 

3. In Block 3, place on "X" in the opp•opriote box which describes the reason for 
submission of this form. II your agency name and address Is being changed or 
deleted, please attach, · In 8/odr 4, the moiling label used to distribute the FSS 
publication to you• current oddreu. 

4. In Block 5, enter the name, title, and complete telephone numbeJ of the person 
authorized lo request FSS publicotlons. Sign and dole the application. 

5. Do not make entries In that po•llon of the form identified "FOR GSA USE 
ONLY." 

6. In Sections I through IV, new applicants should leave the Star ("I Column blank. 
If otheJ than new applicant, please enter the appropriate designation for the action 
to be token; that Is, "A" for ADD, "C" for CHANGE, and "D" for DELETE. A sep
arate designation must appear wi!h each listed change. 

7. SECTION I- Informational Publications. To establish your requirements 
for the listed publications, enter on "X" in the appropriate GSA regional box(es) 
and specify the number of copies. required in the "Number of Copies" column. ' Do 
not make •ln e11try In lhe "Mulling List Code" column. 

8. SECTION II- National and Regional Publications. To establish your re· 
quiremenls for Notional and Regional publiculions, refer lo page iii of the GSA 
Supply Catalog (or the enclosdd extracted pages). Enter the Moiling list Code and 
the required number of copies for each publication desired. fo r insloncA, If you 
wont lwo copies of the GSA Supply Catalog, list OSSC_,,,,,,I and 2 in the oppro· 
priote columns. 

9 . SECTION 111- Notional and Regional Federal Supply Schedules and Con· 
tractors' Catalogs. To establish your requirements for Notional and Regionnl 
federal Supply Schedules and the corresponding Contractor Catalogs, refer to Sec
tion 3 of the GSA Supply Catalog (or the enclosed extracted poges). Enter the 
Moiling list Code and required number of copies for each publica tion. DO NOT 
ENTER FSC {FEDERAL SUPPLY CLASSIFICATION] CLASS OR GROUF NUMBERS/ 
Make sure Moiling Lisi Codes entered in Section Ill of this form ore in ascending 
numerical sequence, using the lost lour digits o f the code Nole: Contractor Cata
logs, . brochures and price lists oJe not stocl.ed by the Centrnlized Moiling Lists 
Servi<:es, Denvef, CO. HoweveJ, if you hove enlefed the contrncloJ catalog moiling 
list codes in Section Ill, you will oulomolicolly receive the publication when ii Is 
issued by the conlroctoJ for the next contract period. To receive culo!ogs for the 
current contract period, you must contact the contractor d irectly. If the contractor 
loi!s lo send you his catalog, coll the GSA conlrncting office ot the phone number 
listed on poge two i2) of the appropriate federal Supply Schedule. 

10. SECTION IV - Notional and Regional Term Contracts. To establish your 
requirements for Notional and Regional Term Contracts, refer lo Section 4 of the 
GSA .Supply Catalog (or the enclosed extracted pages). Enter the Moiling list Code 
and required number of copies for each publicollon. DO NOT ENTER FSC {FED· 
ERAL· SUPPLY CLASSIFICATION} CLASS OR GROUP NUMBERS! Make sure Moiling 
list· Codes entered in Section IV of this form ore in ascending numerical sequence, 
using the lost four digits of the code. 

11. If you ore o new oppliconl, four GSA forms 457 hove been enclosed. Complete 
your requirements in duplicate, submit the original to the Centra lized Moiling Lists 
Services (oddre11 ot upper left cornor, page I ), and retain the second copy for your 
records. The remaining two copies ore for future use In submitting changes, addi
tions, or deletions. Additional copies of GSA forms 457 may be obtained by wrillen 
request lo the General Services Administration, Centralized Moiliny Lists Servkes, 
Building 41 , Denver federal Center, Denver, CO 80225, o r by colling on 
FTS 303- 234-4195. 
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U.S. Department of Justice Allorney Performance Rating Form 

POSITION TYPE RATING PERIOD 
D SUPERVISORY D OFFICIAL FROM :_ 
D NONSllPERVISORY D UNOFFICIAL TO: __ 

-· -·· __ _ _ - ··---------------~~AD A!TACHED INSTRUCTlg~~-J!~~O~~ (:'._~~_!1L_~Tl~G_!!~~!_()~~ 
NAME OF ATTORNEY SOCIAL SECURITY NUMBER . INDIVIDUAL ELEMENT RATING 

(Place an "X " in appropriate column) 

POSITION TITLE GRADE/STEr/SALARY 

0 ORGANIZATION DUTY STATION 
I-< 

z 
z Ci 
Ul z 
....I 
....I JOB ELEMENTS PERFORMANCE ACHIEVEMENTS Ul 

~ 
(Place a "C" in the box below the element number (Briefly summarize the Attorney's pe1formance against the u ~ 

:>< :J to identify a CRITICAL element.) performance standards established for each element.) Ul 0 

I. 

D 
2. 

D 
J. 

D 
4. 

D 
5. 

D 
6. 

D 
(Co11ti1111ed 011 Re1wse Sitle) l11l!v1ou~ l .J 11u 11h tll1\ o kti: 1 t lHM I H)J .4 77 

~I A Y K \ 
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(Continued from Front Side) 

INDIVIDUAL ELEMENT RATING 
!-------~---·--·- ----··- ------ -- -·--

JOB ELEMENTS PERFORMANCE ACillEVEMENTS u MS FS E 0 

7. 

D 
8. 

D 
-----------------· - · - ---- --------- - ·---- ------ --- --+------- - ----- --- -··-

9. 

D 
.. ____ .. ____ - - - - -

10. 

D 
-- ---- -- ·- ----------t----+----

11. 

D 
----- ·---··---· -- -·------------------·--·- ------ ---- - --- ·--- · - -··-- - - -- -------t-----+-----~------ ------ -
12. 

D 

OVERALL PERFORMANCE RATING - Please check the block which best characterizes the Attorney's overall performance during 
the rating cycle. Refer to instructions to insure that the rating assigned is in accord with 
rating level descriptions. 

MINIMALLY D UNSATISFACTORY D FULLY SUCCESSFUL D EXCELLENT D OUTSTANDING 
D SATISFACTORY 

RATING OFFICIAL (Signature and Date) 

EM PLO YEE (Signature and Date) A ck now/edges that the final rating has been received. 
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NEW HIRE (Circle onel DATE OF PREPARATION: ------------

PROMOTION DEPARTMENT OF JUSTICE 
Employment Review Committee 

1. NAME OF CANDIDATE SELECTED: 

a. Position title and grade (include stepl or salary (AUSAs only) proposed: 

b. Supervisory or non·supervisory position (circle one). 

2. DIVISION/OFFICE: 

3. SECTION/BRANCH/OTHER: ______________________________________ _ 

4. CHARACTERISTICS OF CANDIDATE: M F WH BL HISP AA Al OTHER : ---
(Circle M or F end one other.) 

5. NEW HIRE: Complete (a), (b), (c); or, PROMOTION: Complete (d) and, if waiver involved, (el below. 
(See 7.b. below before completing (e).) 

a. Number of people b. Number of people c. Characteristics d. Number of people e. Number of people 
interviewed: give serious of attorneys eligible for pro· selected for pro· 
(You should not consideration hired during six motion, including motion (at all 
generally include (beyond the months prior to this candidate: grades) requ iring 
interviews con· interview) for date of prepa waiver of min. 
ducted more than this position: ration : TIG during 12 
six months prior months preceding 
to date of prepa· date of pre para· 
ration. If such ti on: 
are included, 
please note and 
explain.) 

WH M--------
WH F--------
BL M--------
BL F ___________ _ 

HIM _____________ _ 

HI F ___________ _ 

AA M _______ _ 

AAF _______ _ 

Al M _ ____________ _ 

Al F-----------
Other _______ _ 

(Specify and indicate M or F .) 
FORM DOJ-479 

3·12·79 
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6. NEW HIRE: What efforts, if any, did you make to obtain applicants for this position and what special 
qualifications, if anv, are necessary for this position (noted in 1.a. above). (Use additional sheet if necessary
be specific , do not provide general recruiting information.) 

7. PROMOTIONS ONLY: 
a. Time in grade (or in present salary level--<Jo not include cost of living increases for AUSAs) as of date of 

proposed promotion: _ months. 

b. Would this promotion require a waiver of the Departmental minimum in time in grade requirements? 
(Circle one) YES NO If the answer is YES, complete information required in 5.e. above. 

c. Briefly describe the process by which this proposed candidate for promotion was chosen (use reverse of 
this page or additional sheet if necessary): 

8. STAFFING BREAKDOWN: Complete (a) and (bl for all actions. 

a. DIVISION/OFFICE b. SECTION/BRANCH/or other 
appropriate subdivision 

Attorney Positibns Authorized 

Present staffing (as of date of preparation) 

WH M 

WH F 

BL M 

BL F 

HISP M 

HISP F 

AA M 

AA F 

Al M 

Al F 

Other (Specify and indicate M or Fl 

FOR ERC STAFF USE ONLY 
Reviewed by: _____________ _ 

ERC STAFF COMMENTS: Date Reviewed:. _____________ _ 
(Additional space on back for comments) 

DISPOSITION: 

a. Date Approved by ERC=-----------

b. Other:---------------------------------------

DOJ 
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INSTRUCTIONS 

1. NEW HIRES. Complete Items 1, 2, 3, 4, 5(a), S(b), S(c), 6, and 8. 

2. PROMOTIONS. Complete Items 1, 2, 3, 4, 5(d), S(e), 7, and 8. 

3. ITEM Sa. Interviews conducted should be those that reasonably were conducted for this position. Although 
the note indicates that interviews conducted more than six months prior to the date of preparation should 
not be included, you are encouraged to limit the time during which interviews were conducted to a shorter 
period depending on the position and your recruiting cycle which you may wish to further explain in Item 6. 

4. ITEM Sb. Persons to be included here should be those who were interviewed and who 'Nitre then seriously 
considered for this position after the interview. In some cases, where serious screening occurred for this position 
before interviews were conducted, the number of persons for Items 5(a) and (b) may be the same. 

5. ITEM Sc. Attorneys hired during the six months prior to the date of preparation includes all attorneys who 
entered on duty during that period and all attorneys who have not yet entered on duty but who have been 
approved for hiring by the Deputy or Associate Attorney General as of the date of preparation. 

6. ITEM Sd. The number of people eligible for promotion including this candidate for promotion means the 
number of attorneys in the same grade as the person selected for promotion who have the same or more time 
in their current grade as the candidate for promotion. If some of these attorneys are also recommended for 
promotion, indicate in parentheses after the number eligible the number so recommended. For promotions 
reQuiring a waiver of the Departmental minimum time in grade, also include attorneys in the same grade who 
have up to four months less time in grade than the candidate for promotion. Example: Attorney Jones is 
being recommended for promotion from GS·13 to GS·14. She was promoted to GS-13 on January 1, 1978. 
The Departmental time in grade for promotion from GS-13 to GS-14 is two years (24 months). She is 
recommended to be promoted to GS-14 on January 1, 1979 (involving a waiver of one year of the Depart· 
mental time in grade). The figures for Item 5d would indude all GS-13 attorneys in the office or division 
whose date of promotion to GS-13 was May 1, 1978, or earlier. 

7. ITEMS Sc, d, and e. All figures for these three categories should reflect the entire division or office involved. 

8. ITEM 8. The staffing breakdown should reflect all attorneys who are on duty as of the date of preparation. 
Attornevs whose employment has been approved by the Deputy or Associate Attorney General but who have 
not yet entered on duty should be included in the parentheses for each staffing breakdown. If the attorney 
recommended for hiring on this form has not been hired to fill a vacancy in a particular section or branch or 
if the section or branch to which the attorney will be assigned has not yet been determined, please submit the 
most recent staffing breakdown for all sections or branches with this form. 
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U.S • .,..._ .t J, 

POS1T10N TYPE RATING PEJtJOD 
0 SUPOVISORY D SES FROM: ~~~~~~~~
0 NONSUPERVISORY D MEllJTPAY TO: 

NAME Of EMPLOYEE I POSITION 1TIU! GRADE 

SOCIAL SECURITY NUMBER I ORGANIZATION l~ntlCll. Dl..WO.., lr1111eli, wic.J DI.TTY STATION 

INSRUCTIONS: 1be na.1 oCficilll -ooaipktc II idClllilyia8w....ao.81dM:1apollbc (QQI. Job~ Md ao rc&ct pmpaa ia 8liaiaiac pafonmacc llADduda, modificatiou (i( MJ) IO lbc job clements .. pcrt .. maocc 

paf .. IUllCC llMduda - be cbcribecl durly .... .a:illcdJ, ...... _,.. dclail lo be --.p.a lo • ~wi"I llMdlrda Md MJ lllpClvil«J ~ r .. lniaia •• ruui1nmc111, dclaila, ct.c. Tbc aupcniM>r and employee 

o«icilll. QiiiQI job clc-. I.e., •1 ..,..ue- « .. job wlMdl ii ..niciadJ U.,0.- ... ia8dcquale - aip Md 4-IC dM: r- lo adoo•lcd1c M dM: crilical Md IOOGCritical job clcmeala ud pcrfonnancc •Wldatd5 
paf..-:c ol ii noqoaila remedial acao., illct-.,, wbcrc lflllicaMc, daill ol a ..-U.-.,.ic iDaaN, - be llavc bcca dilaaucd ud - 11D11cn1ooc1 iai1ia11J Md ahcr cadl pnllfCU Kric• la comp&cted. U1e an addilioeal form 
icblifiocl bJ plocia1 a "C" ill dM: boa below dM: job._ wOlt,._ ......... 11iia .._ - be completed ill 4uplic8lc Md a OOl-411 lo IKGld - .... aia C~ala. 
ain pnMIWaolbccmploJec. Bc8aipiaol .. _be...,.........., .. ~ prupaa~wa 

JOB ... "'">1£Nn 
l'l!U'OllMANCI! Pl.OGRESS REVIEW ll£SULTS/COMMENTS/ 1r1acw • "C",. rlw ..._ 6cfow rlw ._ 

STAND.UOS l£COMMENDA110NS 1U111111wr,. it#lllilo • CmlCAL wk-. . 
·-
D 

2. 

D 

..... -· DQI •• 
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JOB ELEMENTS PEJlfOllMANCE PROGRESS lll!VIEW RESULTS/COMME.NTS/ 
(Plaett a .. C. ill IM bo.I klow w •k-111 STANDAJU>S ll£COWMENDATIONS 
,.,_,,,, 10 ;,u,.ljfy a CIUTICAL •k-1111. 

l. 

D 

... 

D 

s. 

D 

6. 

D 

INITIAL DISCUSSION-SIGN AND flllST PROGRESS REVIEW-SIGN SECX>ND PROORESS lll!VIEW-SION 
DATl!BELOW: AND DATE BELOW: AND DATI! BELOW: 

(Acl"°"'l•d1e1 ""11 •l•-1111 0lfd (Acbowkd1e1 ""11 pro1r•11 IO (Acbowkd1e1 ll\al pro1u111a 
IUlltdardl lto1,. 

"""'""'°"'· 
"''" di1c1Ul6d Olfd au 

"°'6 .Ital"''" dUCIUHdl . """.Ital ..... iATiN'aC>FFiCiAJ: ___________ di1C1U1•dl . 

-------------------------llATl.NO OFFICIAL -------------------------EMPLOYEE RATING -------------------------OFFICIAL EMPLOYEE ------------------------- EMPLOYEE -------------------------
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U.S • .,...._ .. -6 J..ald 

POSmONTYP£ RATING PERIOD 
0 SUPEJtVISORY FROM: ~~~~~~~~

0 MANAGEMEKT OFFICIAL TO: ~~~~~~~~~-

READ ATTACHED INSTRUCOONS BEFORE COMPLETING THIS FORM 

NAME OF EMPLOYEE SOCIAL SECURITY NO. INDIVIDUAL ELEMENT RATING 
(l'lac1 an "X'" ;,. approprillu colwmn) 

rosmON 1TT1..E. OR ADE/SALARY 

OROANIZATION I Dl1l'Y STATION 

B 
~ 

~ 0 

~ ~B 
..J z 

PERFORMANCE ACHIEVEMENTS ~ !Z a 
JOB ELEMENTS (lri1Jfy ,_it111111trtployu'1 

l'lac1 ;,, e 
z "' ~ <~ "' 

( a "C .. rlll bo.1 bduw IM ,,,_,., :::E"' ~ 
"""'""ID """'ih P'rftN8t1MU a1ai1111 ""P'•for-u 

d CIUTICAL 111-J 1111Nlard1 111abliwd fol' 1ac1t ,,,.,,,.,, 
z:i:; "' z ~§ ~ 
- '< I.LI 

>< ~ 
:::> ::Ii"' ~~ 0 

I. 

D 
2. 

D 
). 

D 
4. 

D 
'· 
D 
6. 

D 
tull.M ...... DOll-41t 
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INSTRUCTIONS 

(For &Ut' .. ~rlr Form DOJ-483) 

GENERAL. Each party to this ratin& should familiarize him/herself with the Departmental order entitled, "Employee Performance 
Appraisal System" (u supplemented by bureau and lo<'ll level issu1nces) prior to completing action with respect to the raung bein, 
rendered. This form is to be used to record ratin1s of "merit pay" c11e1ory employees. The rating rendered by the R1tin1 Official will be 
1Utomatically revicwtd 11 1 hishet" level by the Reviewin& Offici1I (normally the employee's second echelon supervisor) The rating 
1i1ncd by the Reviewin1 Official is final Ind will autonwically determine the employee·s share of the merit p1y fund . In this respect, the 
employee's overall pcrfonnance rabnl will hive 1 direct burin1 upon the employee's buic pay for the fonhcomin& fiscal year in 
ICCordancc widl the ~tal order enlitlcd, "Merit Pay System." Accordingly. the rating rendered by the Ratinc Official is 
tentali'IC, pendin1 final IClion by die Revicwin& Official. The en1ployee his a right 10 respond in writin& to the Rating Official within 7 
c:alcncW myi of the Ralin1 Official's tenlalive ralin1. The Review ins Official will review the ratin1 (and wriven response. if any). and by 
his/her lli1na1ure, will finalize the nlin1. Should the employee desire redress of his/her rating, he/she may submit a griev1nce within 15 
c:alemMrmy• of his/her rmm1 rmin1 dlroup qency snevuice procedures. This form is to be completed in triplicate. When final approvals 
are -=und. one Cllp}' sllall be retained by die Ratin1 Official, one copy shall be filed with. the co1niz:ant servicing Personnel Office and 
one copy shall be reiained by the cmployes. 

FOR RATING OFFlCJAL. At the time of ratin1. you mllll record in .tlbrniated fuhion from the employee's Performance Work Plan 
(Form DOJ""81), lhc elcmeats idmli(aed II Che bepin1 (or modified durin1> the appraisal period for the employee bein1 rated, noung 
which dcmcnts are deemed critical. Critical job elements, i.e., any requirement of the job which is sufficiently important that inadequate 
pcrfonmnce of it rcquira remedial action (of a natim: 5'1Ct:ir1t:ally .ulreSled in the Depuuncnt Order) must be identified by placin& a "C" 
in the boa below the job element number. You must allO briefty sum11111rize in narrative fuhion, the 1Chievemcnts of the employee a1ains1 
each pcrfonnuc:c slalldanl established for Che elements. Element ra1in1s aie ro be made independent of one anodler and an overall raring 
mull be rendned in COftCCrl with the overall ratin1 level descripcions found in the Order. You should be prepared 10 discuss with the 
employee each ~of the ra1in111 this time. If you contemplate renderin& a ratinc of unsa1isfactory, you are advised to contact your 
scrvic:inl Penonnel Office in order to iasin llw procedunl requirements are observed. At the rime of rating, you must advise him/her of 
his/her riaht to respond to you within 7 calendar mys re1udin1 the ra1in1. You should allO advise the employee tha1 in any event. the 
ratin& you render will be 111110maiically reviewed by the Reviewin1 Official alone with the employee·s wrinen response. if any, to the 
ratina. The ratin1 auianed by Ille RcYiewinl Official is final. The employee should be uked to sian the rating form. thereby 
Kk-led1in1 tllll he/she his been apprised of the r111a1 ratin1. (SignaNre docs not imply that he/ she necessarily 1grees with the nting 
and daa - ¥Oid 111y ri1h11 to sricvc Che final rarin1.) Once the ratin1 is finalized by the Reviewin1 Official, it is your responsibility 10 
initiMe penilicn1 penonacl Klions, ii any, sicmniin& from the ralinf. 

FOR lEVIEWINO OFFlCIAL. Your sipallll'C on chis form ackllowled1cs that you have reviewed the ralin1 (and the employee ·s wrinen 
iapGlllC, if My,) and - saOafaed 11111 it accumely reflccis die pcrformMCc of the employee. You. may discuss any upect of this ratin1 
widl die anpioyw or die llMin1 Official. la the event you diuarec with the raiing. you are authorized to make any adjustments you deem 
lleCalll'y; however, you n11111 make an lltempt to raoi'IC any dilrcn:nces widl the Ratin1 Official (X"ior to your action on the ratin1. The 
rmin1 lliped by you ia final. 

FOR EMPLOYEE. You hl'tC a risht to respond in writin1 to the R11in1 Official within 7 calendar clays of the Ratin1 Official ·s tentative 
rmina. Yourratin1 (and written response. if any) will be 1111toma1ically reviewed al a hi1hcr level by the Reviewing Official (normally your 
sec:aad cchelcia supervisor) and hia/hcr action on your ratin& is final. Should you desire redress of your rating. you may submit a grievance 
widlin I' clays ol your final raWi1 throuP qency sriev111CC procedures. Your si1na1ure on this form acknowledces that the final rating 
bas berft ltiticuaa.ccl with you in lipt of the elements Ind standards esiablishcd for the position you occupy. 

1984 USAM (superseded)



U.S. 0.,.- fll J..cb ......_ 
ITllU few• is IO~'"'" few a11,wip1oyu1 'xul" rltou ct:Nrrrtl by 1l1r Sr11iew Exrndivr Su11iu ew 11u Muil Pay l'la11far s..p,,.,;,ew, ONI 

M"""I'"""' Ojficials at GS·/J -/J) 

.....,. ........ . _ 
POSrTION TYPE RATING PERIOD 

0 SUPERVISORY FROM: 

0 NONSUPERVISORY TO: 

READ ATTACHED INSlllUCTIONS BEFORE COMPlEllNG THIS FORM 

NAME OF EMPLOYEE SOCIAL SECURrTY NO. INDIVIDUAL ELEMENT RATING 
/l'lau"" "X" ill appropriau col_,,/ 

POSmoN 1TJ1..E GllADEISTEP/SALAllY 

ORGANIZATION I > DUTY STATION 

t 
DI: 

~ 
PE.llfOllMANCE ~ 

z 0 

ACHIEVEMENTS i !i z 
JOB ELEMENTS ~t c 

ll'lau a ··c· fBru/fy IM rwrployu·s 
ill llw ti.cu ~1- llw 111-111 

•-iu "' 
/Hrf,,,._., 111alru1 IM /H•for_,.,;' 

~ ::E~ 
_,,w, IO iM111ify 11 CIUTICAL 61'-.J """"""" ,.,ablulwtlf<w , .... ,, ,,, _ _ , "' z 

:> 
!S 
::Ecn 

I. 

~~ ~ 
:s 0 

~ 

D 
2. 

D 
). 

D 
4. 

D 
s. 

D 
6. 

D I 
...... l\ll.'~D014al 
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INDIVIDUAL ELEMENT RATING 

JOB ELEMENTS PERF<>RMlt,NCE ACHIEVEMEtITS 
u. MS FS E 0 

7. 

D 
I . 

D 
9 

D 
IO. 

D 
II. 

D 
12. 

D 
OVERAU. PERFORMANCE RATING-Please cllcd die Woclt wbicl1 llctl cllu-.iua die c~cc·a overall pcrforn.-:c d111Ui1 

Ille n1Ui1 cycle. Rcl'cr ID OOJ onlu ID ieaulc IMl lk nlilla lllliallCd ia ill Kcord widl Alias 
level dncriplioaa ill Ille order. 

0 UNSATISFACTORY 0 MINIMALLY SATISFACTORY 0 I FULLY SUCCESSFUL 0 EXCELLEtIT 0 OUTSTANDING 

RATING OFACIAL (Si1no11<u UNI DouJ REVIEWING OFAOAL fSi1no11<u wtJ 0..tl'J 

EMPLOYEE (Sil""'"''-' Doll'J A,1-1,.,1,,.. 1ltol w /i1"'1 ro1U.1liosWI'•4i1<·1<1uJ. 
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INSTRUCTlONS 

!For wu v.·itli Forrn DOJ-4841 

GENERAL. Each pany to thi• 111ting should familiarize him/herself with Ille Department order entitled, " Employee Performance 
Appraisal Sys1cm." (u supplemented by bureau and local le'tel issuances) prior 10 complc1ing action with respect lo Ille 1111ing being 
rendered. This form is 10 be used to record ratings for all employees olher than those cO\'cred by the Senior Executi'le Service or the Merit 
Pay Sy•lcm for supervi50n and mana1ement officials. GS-IJ throu1h IS. The ra1in1 rendered by the Raring Official will be automa1ically 
rc'tic-d at a hi1her level by the Re'liewing Official (normally Ille employee'• second echelon supervisor). The rating, signed by the 
Re.,iewing Official. is final. Should the emplCoyee desire redress of his/her ming , he/she may submit a grie'lancc within IS calendar days 
of his/her final ratins thl'04lgh ne1ociatcd or agency grie'liuu:e procedures u applicable. This form is to be completed in criplicare . When 
final appro'tlls arc secured, one copy shall be retained by the Ratins Official, one copy shall be filed with the cognizant servicing 
Penonnel Office, and one copy shall be retained by the employee. 

FOR RATING OFFICIAL. At the Lime of rating.. you must record in abbrc'liated fashion from the employee's Performance Wort. Plan 
(Form DOJ-481), the elements identified at the beJinninJ (or modified durin') the 1ppnisal period for the employees bein1 raled, nocin1 
" ·hich clements lft deemed critical. Critical job elements, i.e .• a component of an employee 's job that is of sufficient imporunce that 
performance below die minimum scandard established by man11ement requires remedial action and denial of a within-rrade increase .111d 
may be die buis for remoYina or rcducin1 the grade le'lel of die employee. must be identified by placin1 a " C" in the box below the job 
clement number. You must al~ briefly summarize in narrati~ fuhion the achie'lements of the employee a1ains1 each performance 
stanc.'.,d ea11blished for the elements. Element ratings are 10 be made independent of one another and an overall rating mu51 be rendered in 
concen with the overall 111tin1 le'lel description• found in the Order. You should be pttparcd 10 discuss with the employee each aspect of 
the 1111in1 at this time. If you contemplate renderins a ratin1 of unsatisfactory. you arc achised to contact your servicinlJ Penonnel Office in 
order to insure thaa procedural requirements arc e>Mer'ted. Once the ratin1 is finalized b)· the Reviewing Official. the employee should be 
ulted to si1n the 111ting, acltnowled1in1 that it has been discus.'ICd 111d undentood. (Sipiaturc d0e5 not imply that he/ she necessarily 
qrees with the ruina.> Al50. it is your responsibility to initiate pcninent penonnel actions, if any. •tunmin1 from the ratin1 , once 
finalized. 

FOR REVIEWING OFFICIAL. Your signature on this form acknowledges that you have reviewed the rating and arc satisfied that it 
1ecu1111ely reflects the performance of the employee. You may discuss any aspect of this 1111ing with the employee or the Rating Official. In 
die event you disagree with the 1111ing, you arc au1horized 10 make 111y adjustmcn1s you deem necessary; howe'ler, you must malte an 
111cmp1 IO resolve any differences with Ille Racina Official prior to your action on die r..Ung . The ralin1 signed by you is final . 

FOR EMPLOYEE: Your ratina will be automatically rc'tiewed at a hiaher IC'tel by the Reviewing Official (normally your second echelon 
Sllfler"isor) and hil/hcr ac:tion on your ratina is final . Should you desire redress of your ratin1, you may submit a pievance within JS 
calenclar days of your final ratin1 duoulh ne1otiaaed OI' asency pievance procedures u applicable. Your siparure on this form 
1eknowled1es tllal the final ratina· has been discuued with you in li1h1 -of the elements and sWldu'ds established for the position you 
occupy. 
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Tu Check Waiver (!""'""""1) 

lam siinin& this waiver to permit the Internal Revenue Service to releue information about me which would otherwise l 
confidential. Tb.is information will be used in CCClDcctioo with ID1 appointment or omployment by the United Stat.ea GovcmmenL 
Tbil waiver ii made pursuant to 26 U.S.C. 6103(c). 

I request that the Internal Revenue Service send the information to: Diroctor, Oftice oC AUomey Pel'IODDel Mana&emeat. U.S. 
Department oC Justice. 

The information I wish released is: 
1. Have I failed to file any Federal income tu return which wu required to \)e med for any of the 1ut three ;pears? 

If this waiver is received by the Internal Revenue Service before July l, the "last three years• shall mean the 
latest three years for which information is available, since the return for the immediate lut year may not yet 
have been processed. 

2. Were any of these returns filed more than -45 days after the due date forfilina (dnermined witlt ngord to OlfJ' atmsion of timtfor 
/fling)? 

3. Have I failed to pay any tax. peDAlty or interest durin& the last three ycan within -45 days of the date on which the Internal 
Revenue Service gave notice of the amount due and demanded payment'? 

-4. Has any penalty for negligence under Section 6653(a) of the Internal Revenue Code been assessed against me this year or 
du.ring the last three years? 

S. Am I or have I ever been under investigation by the Internal Revenue Service for possible criminal offenses, and what were the 
results of such investigation(s)? 

6. Has any civil peDAlty for fraud been assessed against me? 

If the information which is to be released includes a "YES" answer to any of the above six questions. I authorize the Internal 
Revenue Service to release any information relative to that question. 

To help the Internal Revenue Service find my tax records, I am voluntarily sivin& the followin& information: 

Name (Typt! or Print):---------------------- Soc. Sec.. No.:---------

If married and filed a joint return: 

Husband/Wife Name:------------------- Husband/Wife SSN: ---------

Current Address: ____________________________________ ~ 

Name(s) and address( es) under which returns were filed (if difft!l'elltfrom abow): 

Year Name Address 

Date: -:-=.:----~-------------
(Waivt!r i11Valid Mn/us r«tiYt!d by tltt Internal RntrtMt Str-
vict witltin 6() days of this dott!) 

Sipotllrr of taxpayt!r OMtltorizing t~ dlsclonlrr qJ retJJm 
llflomumon 

1984 USAM (superseded)



St•ndard Form 103' 

I 
PUBLIC VOUCHER FOR PURCHASES AND VOU04EJI NO. 

Seot•mner 1973 
4 Tte•llUl'Y FRM 2000 SERVICES OTHER THAN PERSONAL 

U.S. DEPARTMENT. BURtAU. OR ESTA8USHMENT ANO UXATION DATE VOUCHER "1El'AREJl SCl4fl)UL£ NO. 

COHl1tAC1' MMIEI AHO DATE ..... " 
11£QUISll10fl -IEJt AHO DATE 

I --, 
l'AYH'S 

DATE IWOICE NAME ll£CEIVEI) 

AllD 
ADDHSS 

,,_.,,.,., I 'llJlll5 

L _J 
l'AYEr'S N:t:D.JKf MMllEJI 

- ..... 
SHIP!'£0 F'ROM TO WOitlT GOVOINllOf1' Ill\. M*IEJt 

NUMBER DATE OF AR'TIClES II•• ,.,,,,.lltt Ut< ~11VK.OC:I UNIT PRICE AMOUNT QUAN· ANO DATE DELIVERY (Enur d•scriptto,,, of co•troct or Fd•rol (I) 
OF ORDER OR SERVICE n1pply ult•tl11/1, 01ttl otlter ilffo,.,,,•liotf "'~"'ff lftt•ll•f'1) TITY COST l'Ell 

IU•• contMu•tion tne•U•• tt nece...,y) ,, .. , •• JllUSt NOT ... th •PH• ... , •• , TOTAL 
PAYMENT: APPROVED FOR 'EXCHANGE RATE DlffERENCES 

0 COMP\.£TE • s • $1.00 

0 PARTlAL BY• 

0 FlNAL 

0 PllOGRESS mu ---.CO<T-lor 
0 AOVAHCE 

($11••""~ "' 1•'1l•ld 
Dur1uant to autnottty •••ted in me. I cettlfy tMI tfMe woueltilt .. cotteet Md IWDPW for P9Y"l'l*'t. 

!DatrJ (AMtltorlu6 Cml/yl~I O/flnrJ 2 m11•J 

ACCOUNTING CLASSIFICATION 

... CHECK NUMBER ON TREASUAER OF n£ UNITED STA TES CHECK NUhBER OM (N•- Qf kd) 

• 
• • .. CASH DATE PAYE&J 

s 
1 Wften •••••Cl 6n foreign currency, in..,t ftMle of cwrency. 1'£11 
2 If "'• aD9111y to centrv Md euthortty. 10 aoprowe are cCHftblned In OM IMl'Mft. OM ......... Off/It .. 

t•
ftlllC....,Y: o ....... 

tf'le aooro•"'9 ofttcet ri lliO" in trte apace pro"9ecl. o.,., ht9 ofltd9I . 
3 Wft•n • woucft•r ia receCat•CI ••N in tl\e neme of a COmoef"Y or cor00tetkNt. tr.. '°' ,__ of tfte PW80ft wrltlftt .,.. ~ or TITLE 

coroorate n•m•. H H tft9 capacity tn wfticfl M tiOne. MU81 • ...,..,.. eUlfll"'9: •""°""Doe ColllOMJ, per ..IOllft 
Smttft. Sec,etwy", or "T'euurer'', •• tfte caM Mey tMI. 
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Scandard Form 11·0 
1 GAO )200 

ll·0-106 ADVERTISING ORDER No. -------------------------------

u. s. ------------------------------------------------------------- ------------------------· 19 ------

The Publisher of --------------------------------------------------------------- I Date -------------------···-----. -"~-19 ••••. 
No. __ .......... - .• - .... - .......... . 

I 
Sir: 

You are hereby authorized to publish the enclosed advertisement reJat.m.« to -----· 

-----·------------------------------------------------------------------------------------------------------------------~---------------. 
to be set solid, without paragraphing, and without any display in the heading unless otherwise e."tpressly 
authorized in the specifications attached to the advertisement, in the ------------------ edition of your paper, 
--------------- tin1es, prinT to ------------·· ........... -------- or on .••. ---··-. ···---------------------------------------------------

co1 ... dale oa which pubUeaUoa II dellrrdl 

provided your mtes are not in excess of the commercial rates charged to private individuals, with the 
usual discounts. 

Respectfully, 

INSTaUMllNT OP A881CNMENT 

Dale ••••••••••••••••••••••••••••••• ..• "···-· 

No .•••••••••••••••••••••.•••••••••••••••••••••• Title ------- ·----------------------------------

INSTRUCTIONS TO PUBLISHERS 
Extreme care should be exen:i.ed to insure that the specifica1iona for advertising 10 be lie! other than solid be definil«'. clear, and 

specific since no allowance will be made for paragraphing or IOr cliaplay or leaded or prominent headings, unless apecincally ordered, 
or for additional space required by the use of type other than that specified. Specificatiocu for advertising other than solid will ac
company the advertisement copy aubmiued 10 the publisher with the advertising order and copies of both documea11 will be furnished 
to the General Accounting Office with the voucher. The following ia a sample of IOlid· line advertisement set up in accordance with 
the UIUal Govemmen1 requiremenlL · 

Your bill for thia aervice ahonld he re11dered upon the voucher fonn printed on the reve1"119 Mreof immediatelv after the lut 
in1ertion of the ad\·crti11emcnt. The voucher. togct.her with a marked copy of each iaaue of the paper oontainini the advertise
ment, ahould be add..-ed to 

---------------·--- -------------------------------------·---
If oopia of the publication are not available, It will be atiafactory If an dldavit or publication ia fumiahod in lieu thereof. 

IMPORTANT 

Chanr• ror ach'ertillfn1 when a ou&, matrix, stereotype, or electrotype ia fun1lahed wlll be~ on actual apace uMCl and no 
allo•ance 11;u be made for abrinkap. • 

In no cue aball an advertlaement utend beyond the dato and edition herein named ror publloa~ ... 

&L .,...._.. ,...,.. .,,., , .. ~--•--•n 
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Voucher No.--------------

PUBLIC VOUCHER FOR ADVERTISING Schedule No. ------------------· 

u. s. --------------------- ----(D;.;;t;;;.;&;-;.~;,ii.b".;.;;L: ;;,;;.·;-;.-m;;;· ---------------------·--- PAID IY 

Voucher prepared at. ---------- ··--------------·-------------- -----·------.... ·-------------------co1 .. c1ai. anc1 P*-> 

THE UNITED ST.A TES, Dr., To --------------------------·- ----------------------
<N- II publlaWoll) 

------·-······c;.;.-.,-u;i;,-;;;;p;i.i;~-b~·;;;.;;,;u;;j·-····-----------------
..... 

Address •••••••• -------·-···--. -----------••• ----------------.• -------------. --• ---·-------••• -----------

·---------·-----·------·-·--------------!--------
-----------··------------------·--------------·- .. folllltt11: 

LINE B.A TES<-----------------or- .. line): ·---·---------·-'{counted }LINES ror tint imertion 
tniel ()lambw) apace 

ai ----------------- per line . . . . • • • . • • • . . . . . . . • • • • • • •----------

aubeequent ime:tiona ol ------·----------------.l{cowited } LINES each at 
(Naabu> apace 

---------------------- per line . . . • • • • • • • • • . • • . . . . . . . . . . 1---····· ·--·-··---·--

OTHER RA TES <------ ·-------~point per -----------------\Illa al SJpo) (lllcll. 1111un. 
·--ward, ------------->= 

or folio) 
-----·--·-··-----·---------------

(Number al lnellel, 1e1-. 
•arda,otloli .. ) 

for tint insertion at -----------·-·--·-·--·-----·--·-··-·- per ---------···--·-·-········-···· ·---------------ClDcll, "'"""'·ward, ot folio)• 
1-----------

----------- aubeequetit inaertiooa ol ----------·-------··-- --·--------·-------------·---------<Number ol lncbol, 1quarn, worda. ot lolloll 

each ai ·--------------------·----··-· ··----per ----·-- -·· · ··--·-----------··------------------------········---·- •------------------··- ---------------- --------<lllch. squ.,., word, .., folio> 

Amount---- --------- __ _ 

I m-pull' ld'l't'ftllUllCnl cllpp.d ll'olll pabticatloa, lneladlnc QpPll' 
lo_,. rulH, on ,..ch CllP1 nl nuchttl 

-1 
Leu di1count at 

--------··---perl'ent. ·------------- -------

---=-i==o=====--=-====-==-===-====-=-==============-="""""-======-====== Anionnt. cine ..... . . 1 . ...... ... ...... ··------

I ot1rtil7 that the •boo-• Dift'erence11 attached adt1erti .. ment appeared in the 

publication on ------······---·-··--------··-···-··--·-·---···---··--· (Ulft dMft ld~I wu llUbllabrd) 

and that th• account •• atated ia correct and proper /or payment. ---------------- ............................. ···---· 
I Approved ror •--------· 

Date ·-·------·--------- Amount verified; correct for 

(Sipature or init.i&la) ____________ ····-·-·--------

ACCOUNTING CLASSIFICATlOS 

Paid b7 Check No. ·--·-·-- ··------·-·-·--·-------·----···-····-·--·-·-·-······-----
1 Lint ouc wardl - appllcablo. · 
•U Uw abllltr IO orrtUr 

L------
and aulborll1 IO •Pll'Oft ... -blJMd ID - .,.. __ ,._...,., ... , ia -~; o&llftwi.o Uw appruYIDI o111- •IU lip ID , ... blanll -

....,.. M .lll!M'oftd 111t M aDd - 111a o111a1a1 u~ 

-
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!!lt&nGa.rrt J>orm uaa· 
~pt.ember !MT IMPORTANT 

Titl• 4. GAO !lfanll&I 
DESIGNATION OF BENEFICIARY 

llSZ-106 R.-.1 i .. tnctio .. UNPAID COMPENSATION OF 
oa IMck of chqtli-to 

DECEASED CIV1UAN EMPLOYE.£ Wore filliq ia tJlia form 

lNFOR:\IATION CONCER!'llNC THE E'.\lPLOYEE: 

NA.Ill.I:- (1-c) (Kldclle) 

DEPAltTMENT 08 AcE.-rCT IN WHICH EMPLOYDI 

-·-··-·-·····--........... ---·-·-----------·----·-·----·---· .......................... _________________________ .. 
( 0.D&l'UIWBl or_..,., <B-al 

__ ---------------------------·-------· 
(01vlaloa) 

/, th• 11P&plOJ1•• 1'4Tl'Ud ab011•, ca11c•li11g a'll\I and all prniov.a D•ftg7&atioN of Brr&•~.,,, hn-etofrwe matU by 'lftC, do"°"' dtriq-
11ate the benef[ciarv or beneficiariu named below io receive a1111 t:NPAlD COMP£NSA.nON du• and pa11ablf aftw m11 ci4ath. I undtr· 
.tend that thil Duig114ticm oi Ben•f£ciarv relatu 1olel11 to 11\0ftfW du 4f df/iMd ill S U .S.C. SSll, 5681, 5683, and m MWia• tuiU 
affect the ditpo1itio'll oi an11 bm•fit which mav b1cO'IM pa11abt. uftcifr tll.f R1tir~t or ~ovp Lif• buura'lll!a Acta aF.Plicabt. to mw 
Gov•r>111W'llt Hrvic•. I further und•r•tand that thit v .. ig714tilm of B~/i&iarv will rnnam ill fviJ fore• and •l•ct U'lltil (l) 1:prualw 
ch1J11ged or rruolud b1! 1IWI i'll writmg, (I) I tra..,..fn- to aMtMr 4ff'MI/, or (3) I""' r"""P~•d by tit• t411W or 4710tMr ~t
or ag.-ru:v of tM G011et•1u1Wll&. 

INrouunoN CONCEL-rlNG-1'BJ: BENEnCUJtY oa BE.NEPtctA.UEll: 

'f7pe or print f\ru n.a.me. middle initial. a.nd lut n.ame 911..,.. to be p&id to Raia&londiD of ndl beulleiar7 oscAbendoi...,. 

··-·-·························-·-··········-· ····-·-···-··· ···--·····-········-·-··----------·--··-···---····-·----·· ·--····--·······-i ···-·····---·-····-·· 

-·--··--------------------------------- ·-·--·--····-·-··-·-----------------·- ----·-·-·- -·-····---······-·-· 

I hereb11 direct. u'lllesa oth11rwise indicated above, that. if 1"01'C tha" O'llC bC'llCl/iciary it "'1'1ftCd, tM share of a"'ll d1cea.aed briufi· 
t:iary who 1"G1/ predeceaH nu shall be distributed equa.U11 amO'llg tl&c .urvivi'llg bn1ef[cia.ri••, or lf'lltirel11 to th• 61'rvivor. I ulMUntand 
that this DeailT"IJtio'll of B,.,,,./j&iary sha.U be void if nO'llc of tllf d"ipaud bnuficiari., ia livmg at tA• t'imc of my dcatl&.. 

I hereby specifically run-vs the right to ca'llcel or cha7tge a"v deng714tioll of bt"M/iciarJI at a'lly tim. m tM 1"1J'll- and t
prui:ribed bv the Comptrolkr Genrra.J. of tM U'llitcd Stat••, and witl&o1't batulcdg• or CO'llan&t of the b..,,,.ficia'rf. 

-·-···--····-----------·-·79~·;;·-;.;;-;;;;;i---···--·--·-·-··-·······-·· 

WITNESSES TO SIGN.A.TUBE! 

··-···-··----·-···-·is;s,;;u;;;-;;-w1b;;;;;·-··········-- ····-·- · ··········-··1ii;;i;;~·;&;;t1·-·-·-····- ···-·····<ei~.--s~=-~-iiP·~;-·-·-· 

l'1UNT oa TYPt: NAM£ AND ADDIU:SS (INC.UDINC rsr CODE> OF UCP\.OYU THIS SPA.a: u:sovm P'Oll AECErVVfC DATA 

r 
OP Dll'U>YlNG Aca:NCY 
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DESIGNATION OF BMFICWtY 
R-.. mtnz ,. 

EMPLOYEE -----..u 
IMPORTANT 

UNPAID COMPENSATION OF 
CJV.IUAN ..,.,_ mu •• m u.u ... -

DECE.ASED ,.,. 

lNPORM.A.TJON CoNCDNINC THE EXPU>Ya:: 

(1-&) c:n-1 (Midllle) 

DEPA&TXEHT oa AGEHCY IJf WBJCJI Ex1'U1Ylll 

------------ ·----------·······-T~·----,~, - -q) (l>toNiea) 

I, tM ntlployee "4med 4bo-ve, OG"P&Celmg ""1' Cl"4 all pretrio11.1 Duig714titlu of Bt:Mjicia~ lwr•tofor• modi bo1f ""·do"°'° ding· 
""" tM b~ficia~ or bm.fiei4"-• "47Md belOtU to reui111 ""1' UNPAD> COMPENSATION diu IJ7'd JIG1'Al>i. 11/Wr "'1' ct.c&tA. I 14ftd.r. 
1t47ld t.Mt tlLia D .. ig714tiol\ of Bnw,tcia~ r1l4t11 1olcl1f to "'OM1f dv.c "' 1Uf&M4 ift S U..S.C. SS81, ssn, SS83, 117'd ift 7'0Wiae will 
11ff1ct the di.poaitirm of ""1' beTLeftt which "'41f become pa.1f11ble ""IU" ti~ Retirrm.nit or Gr01&p Lil• /ftWf'Gnee Act• "f!Plica.blc to "'1' 
C-owns7M1't aervice. 1 f14rtlwr i&Me'l"St47ld ~t tlLia Deaig714tio7' of Sm#jicia~ will ""'4M ift fv.ll fore. 117'd •ff.et ""til (l) npr•lll1f 
ci&M&g1d or revolud bo1f tM itt wntmg, (6) 1 tr11ufrr to ""otlLrr 1Jf1e'PIC1f, or (3) 1 ""' .,.,.mPlov•d bo1f tM "'"" or IJ7'0tlwr cicpclrtnwmt 
or "118"CV of tM Go,,.1'ft7M1't. 

lNPOIDl.A.TJON CoNCJZNING T1IE BENEP1ClilY Oil BENEnCLUUl:S: 

................. 

-------·--·--·------->----·-·-·--·--··----------------1----·- --------··------· 

------------·-·-·----·-- ------------------------------------1-·-----·------------
----------------------- ______________ ... __________________ -------- ··-··----·--------

-·------------------·----------1·-------1--------
-------·-----------------------·-··· ·····---- --· .. -. -----........................................................................................ -..................... - ............ _... ... ............................ - .......................................... --.. . 

I lwrtb1{ direct, i&N.11 othlnoite i7'dic11ud 11bo11e, tlL4t, if more thaft one bm.,Mio~ ia "47Mci, tM 1IL4rt of ""1' dlu1J11d beMft· 
°'4~ who ""'1' pr'4.c1aae "'4 1hall be ciutnbl&ted eqw.ciU1f """"'11 the niniviftg beMftciarile, or ~tirel1f to tile """vivor. 1 147'Mrrca7ld 
t.Mt thil Duig714tiol\ of B.-rujlei4~ 1hall be void if ROM of tn. 

""'II 
deaipGted bcM,tciarica ia liviftg IJt tM ti"'4 of m1f ct.c&UL. 

I henbolf .,,ccifit;all11 ruerv• tM right to catSUl or CM7'ge 1Uaig714tiol\ of ~me,Mio~ Gt 4"1f titM ift the -- IJ7'd form. 
prucribld bo1( tM Compiroll.r G""1'Gl of tla4 Umt.d Stat.1, Gftd witho14t lmotoladgt,,,,. -~t of tM bcM,Mio~. 

WlTNESSa TO SlCNATUU: 

P'alNT Oil TYPE NAME 4HD ADDllUS CINCLUDINC Zll' COD£> OF EMPLOYEE ! nm SPACE usavm FOR UCEIVllC DATA 

r 
OF DIPl.OYJJCC ACIHC'Y 

DUPLICATI 
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IMPORTANT-The llillr et tllili fora will completely cueel u:r de.ipati• :rea a.a:r llaTe pn.,.;oaal:r llecl. Be •a.re 
to name in thi1 form all ~ :roa W'iah to clesipate u bendciarie1 of an:r unpaid compenaatioa pay.Wt at :roar cieails. 

EXAMPLES OF DESIGNATIONS 

Catherine M. Jackson• 2808 Southern Avenue 
- Williams, Indiana •6728 Sister .................. _ ...... -.............................................. -............................... ___ ,. __ ............................................................ -------------------.. -.............................................................. _ _____ All .... .............................................. -. 

------.. ------------·-............................. --·--------·-. ................. . -.. ·----. -................................................ -....................................................................................... -.. --- -----------·- -................................................... .. 

Bow To DulGN.lTI: Kou: TB.AH OKZ Bmn:rlc:uaT 

Bow To DEBICNATE ..1. CoNTINCENT BEHEl"ICIUY 

Bel·Heu.llJ» 

IUl-iam J. Johnson, it livi~- 244 South Ann Street 

Oibe;:;1;;·t;;---------- -Olney, Georgia 3120• Father All 
244·-·5-~;th-~·-5i:;;;t:·-------------------- ·-----------· ----------------···-·· 

-------------··-··----------------------Sarah L. .Johnson Olney, Georgia :Sl20• .................................................. _ .. ____ .. ________ ,.,. __ .............. _ .. ., 
Sister All ______ _____ ------·--·----- ---·-·------··----

--··------------------------ ........................................................................................................................................... ___ ---------· ·--------------·-·-

Bow To CJ.NCJ:r.. .1. D1111c>1A.TlOH or ltzND'lCLUIT IO TUT Axomrr Dt11: WILL BJ: P..1.T.uuc .u PJIOvmm lN TBJ: LA.w 

Bftetinthtp 

Cancel prior designations 
---·---------------·------·-··-- ..................................................... _ ..... _ .................................... -.................... ...... -... ----·----1----
-----·-------·--------------- ·--·······-----···-·----·-····-··········-·-------------------···--··-+--- -------
·---------······················-·········--·---------·-·· .... .... .. -· ............................................... ............................................... --------·-···---- --------------- ----------...... .. 

9119 .. writ. - .. c. )(. 1..-.. ... ~ 1ob JL 1...i-.. 

-·-*'~-- ~ -w-...~ ........ 1 .. ~ 
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IMPORT ANT NOTICE-Order of Precedence 

If there is no designated bene!ciary living, uy Ullpaid compem.ation which become. payable after the death of an 
employee will be payable to the lint penon or penon.a listed below who are aliv. on the date title to the payment m-. 

1. To the widow or widower. 

2. If neither of the above, to the child or children in eqaa1 1h.uel, with the 1hare of uy deceaMd child distributed 
among the ducend&Dta of that child. 

3. If none of the above, to the parenta in equal 1harea or the entire amoant to the aurvivins parent. 

'- If there be none of the above, to the duly appointed legal representative of the atate of the deceued employee, or 
if there be none, to the person or penon.a determined to be entitled thereto under the !Awa ol the domicile of the deceued 
employee. 

It ia not necesaary for uy employee to deaipate a badc:iarT ulea he wiah• to name eome penon or penona llOt 
included above, or in a dii!erent order. 

JNSIRUcnONS 

L T1M examplea ·priJltecl. Oil the back of the bst pap of this form mar be helpful iD a:ecatlzl&" the Duip&tiaa d _ 
Bendciary. 

2. All entriea on the form except 1ignature. should be typed or printed in ink (typcwritinr pft!erred). All -lt11ipa
tiom of beneftciary or benefteiariea should b6 executed on the preec:ribed form of Daipation of Bendciary, Standard 
Form 1152, and m\Ut be signed and witneued. 

3. Complete the form in duplicate and ftle with the agency in which employed. A Daignation of Bene!ciary must be 
received by the employing agency prior to the death of the designating employee to be valid. The duplicate will be noted 
a.nd returned to the employee u evidence that the original bu been received and ftled. It i1 augpated that the duplicate 
be filed with the employee's important papen. 

'- Cancellation of a prior Deaignation of Bene!ciary may be e1!ected without the ~ of a n.,.. beadc:iarT by 
executing a new Deaignation of Bendc:i.ary, Standard Form 1152, ud iuert:inr in the space provided for name of ~ 
dciary the words, "Cancel prior deaignatiou." The etrect of thi1 action will require payment to be made in the order of 
precedence stated above. 

S. A designation will remain valid Ulltil eJC11rell8ly changed or revoked, Ulltil the employee tramfva to another &gene)', 
or Ulltil t'ffmployed by the ~me or another department or apney of the Government. In cue of eeparation ud 
reemployment, or tra111fer to another agency, a new Designation of Bendciary should be executed if the order of prece
dence established by the act i1 not acceptable. It ii not neeeua:ry to ftle a new deaipation where the name or addnu of 
the employee or of bendciary ii chaapd. 

6. A designation free of eruurea or alteration.a should be ftled iD ordf!r to avoid a pouible contest after death. 

7. In the absence of the preec:ribed form. uy designation. chanp, or C&Aeellation of beneftc:iary wita...ed ud ftled iD 
accordance with the pnenl requirements of theM iD.ltructiona shall be acceptable. 

,... Dellpa .... ., .... .....,. ,_Ill ...... .-.r,.. ............ ., ...... _._ .. 
... ., • cMJlaa -·..,_ ....... te ... ..,... .............. h .. ..... Deoipadaa ., ...... 

11u7, .. ...,_.an.. CMl ~ ~ .,._, - ......... ,._ "· ))eel ........ .,, ..... clu7. ,. ..... 
Ufa.....,_ .t.d et lN&. 

, U.S. i;Q'/tRNHtNT PUNTING OFFICE 1112 O • llt•S25 Clt72l 
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L DEPARTMENT Oii ESTAAUSHMENT. llUMAU. OllllSIOH Oii ClF'a Z llOuCHEA NUMBEA 
CLAIM FOR REIMBURSEMENT 

FOR EXPENDITURES l . SOIEOULE ..... MBEA 

ON OFFICIAL BUSINESS 

R .. d rM Privacy llct Su,,,,,,.,,, on IM /Mcie of L-(LMI. ___ } lllis tomr. 5. PAID BY 
D. IOCW. SEOJAITY NO. 

!i "' 
! o. MAIUNG AOOll..-1-Zif',_, 0. 0FFa ruPH0N£ NUMllEA 

I. £X11'£NOITURES (If fww Claim«f Ill col. (g) eXCH<b CIW~ for on. ,,.,_,, NIOW Ill col. (h) IM nutnt»r of •dditio,,.I persons wflit:/l 
c ___ 

M:Camf)aflltlt! tfHI 
t::Mitnant.) ,, __ 

g. 
AMOUNT Cl.AIMED 

A-Local traV9I lolUAQl 

"-
9-TelephOne 01 leleQrapl\ Ot AA~ 

E c-other ~ (it--1} ' FAl'IE ADO TIPS ANO 
MILEAGE PEA· Oii TOU.. MISCEL· 

~-,,--} NO. Cl' 

,,, 
1.ANEOUS 

MILES ,., SCINS 

(g/ 1111 fl/ 

I I 

I 
: 
I 

i ! 
! I 

I 
I 
I 

I 
I 
I 
I 

I 
I 
I 
I 

I 
I 
I 

I 
I 

I i 
I 
! 

! I 
I 
I 
I i 

! I 
I 
I 

I 
I 
I 
I 

I 
I 
! 
I 

I I 
I I 

I I I 
7. AMOUNT Cl.AIMED (T"ca/ ol cols. (f), (g) and (i).)~ I TOTAL.I I 

I I 
I 
I 

"· 

•. Thia cleim ii cs1lfied CDIT9CI and proper tor P9Yll'ient. L-.....T 

StiJtt OrlgiMI ~ I 

ACCOUNTING CLASS/FICA TION 

11~210 STANDAAD POllM II" (aft.11-77) 
,,_ ..,. OSA. Jl'PMJ. (CPI. •I) 101-7 
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C -A-Local __.,_._ --" - *· 
,._ 

lllvel 
0 a-Tei~Otl~, Ot 
~ C-0-. ~ (itemaed) 

~ ............ ,. ......... , 

I 
I i 

I I 

i 

I 

i I 
! 
I 

I 

! 

! 

~ 
.. ......._-. .. ,..,...,.Mil Ol 1'7• . .. ~ ~. 

r------,.--
fll"Ml*I: .......... DI IN inlorlNllOn 

.. 
..... - • a.mannd llJ 5 u.s.c. o.u. ... 51 u ........,,Wid lly ... 

,._., T.- filegwleliona C"PUA 101-7). E.O. I llllt OI J111r ZZ. 

_......,.a• .......... ..,.._.. 
1111, E.O. 11012 OI....., 27. 1912. E.O. 1311 OI- 22. 1"'3, - 21 U.S.C IOI 1(11) ancl 1109. The PMIW'f 

SU- OI .. -* cw --- l!l liigillje ~ lar - - - /cw - •-- .-....TWd ,,,_ --•• 
---llO\--~---Ol-,......_IOIN~ The~ .. llel-.d11JFedwlll199'1C'rollicerllP'll•mplore--
I..., lar .. irllelmwtion11 .. ~OI ... Olllcill._. The ...... tion ...,lle--..cf •....-11F-.i, S-, -· cwtaNogn ~.-•-ant toOVll, Cl'W'WIAI. 
cw~1DrY~lliol'll cw~or-~1D•~llJllil~11~-.. 11mg ortm;01111ef!llllO\'M. IN--ot• ~c:IMIVCe. or 
._..,,.01 .. ,....:011•ioeOIOllDllCMy-.. ~-- YIM SOClllS-..,,,,_...~(SSH) ia--.S..-"9-.ant,otll'MI in- 1 R-CoOe (21 
u.s.c. 1111 llb! - 1109) - E.O. 13111, - 22, 1"'3, tar - ... 
~or - --. or ...,i., .-._,,., Cllldcan ot 
.. ....__ .... - SSH)_.,. ID ._.i .. 

'°" .._,...Wier ...,..,,.. iOll•llca1ioi•-. -· • -,...-CS...._ ii-....,., llllANOATOAY on_.. 
SSN Ind in 1111- - ; - ·!al...,, ~ alMft....,. - .. -.,. ID..
or._ oi--. 

STANDAllD FOllM 11.- k~ (aft.11-71) 
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__ ._ 
c;,o..., ___ _ CAHCELU'MON OF PAYROU DEDUCT10NS 
-~··"' FOR LABOR ORGANiZATION DUES 
-~-

.... _,.,_ ; 
Prtney Act ltatanMll 

~ l&ZS rJI 'ni. !I. \.--cl ..... Coot~...,. ··- rJI,.,.,, ci-MI ~ ~ '° Cllll9el ................ ,,_~"""'.'-'I:)~ 
-.,, ll';llllD_,., - .... i:.r.g ~ IPclnl '1Q1' lleT ll'ICI to -'Y ,_mg C1f9iii W"'I IWI h ..,_ .. 119 ND D'p ~~hi .... 8 ...-, . 
~ ._._..s~·-~ 

"* ~ "Wf 

.. 
tie d::l::il:-.d 

... 
~ '°" ~ tii 1) h 0.-D••• ol r__.,. '° _., ~ tlrwaa' ..- mw-.: ZI a Ca:y · w1 o111a r ,a; ,,... _. ._.., 

• l'W1 O!lat.....,., IDl'a "-C. '1 •_,,er.,, .,....w_ ""'°" p•••·•• ~·h Go+w,11-• _,,.aca i.gmt..-t•l1Dl:rl .... 141'•• .._••cw- ••~~ I 
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Keep Your Bonds in a Safe Place 

Keep This Record Apart From Your Bonds 

MAINTAIN SEPARATE RECORD 
FOR EACH BOND PLEDGE 

Do-· Dole Dolo Anlou•I SElllAI. NUMllEll 
lftlllo• Issued llodH .. od RKolvt4 

Increase your allotment today and watch your savings grow even 
more rapidly in the future 

REPORT LOST, STOLEN, MUTILATED 
OR DESTROYED BONDS TO: 

Bureau of the Public Debt 
200 Third Street 
Parkersburg, West Virginia 26101 

REPLACEMENT Will BE EXPEDITED BY INCLUDING THE 
ABOVE INFORMATION 
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The fumishin1 of social security numbers is required by the regulations governing savings bonds, Department of the Treasury 
Circular, Public Debt Series, Number 3-aO (31 CFR 353). The numbers are used to maintai'I ownership records of the bonds. 
Other information requested by this form is also required under the above regulations to Hlolblish the rights, authority and/or 
entitlement of the si1ners. Failure to furnish any of the required information may prevent completion of the transaction. 

E. OTHER ACTION (Explain) 

AVERAGE DATING: 

Bonds of $75 or 1reater denomination will be dated as of the first day of the month In which the end of a pay period falls 
and at least half of the purchase price is accumulated. 

I hereby authorize the foregoin1 allotment from my S-Y wfth the undersbndln1 that U.S. Savinp Bonds will be issued as 
requested. ,This authorization is to remain In eftect until canceled by me in writinc or termination of my Federal employment. 

EFF'ECTlvt ON flRST .. AYROLI. ftUIOD APTER 

---------- 11- ---------------·-·--Employee'• -·-.. Sien•tuN (Must be Mm• H ahown on --·····---··P•yrall) ···· ······ 

--------.!.~=-----··-------------~-~--.!---- ----·-·-· ~--·--------------!! .. !.~----·-··· 
PURCHASE PRICE OF BOND $25 I $37.50 $S0 $100 $250 $500 

FACE VALUE OF BOND $50 $75 $100 l $200 I $500 I $1000 

Allotment Each Pay Period 

. 
Number of Allotments Required to Purchase 

s 3.75 . . . 
Bonds 

. . . . 10 
5.00 5 10 20 
6.25•. . . . . . 
7.50 . . . . . ' 6 -- 8 16 

15 --- ------···-·-· 
10.00 . . . 5 10 
12.SQ . . . . . . 
18.75 . . . . 2 3 4 8 --- 20 

2 -----·····-·· 
20.00 . . . . . 5 
25.00 . . . . 
31.25 . 
37.50 

. . . . 1 --~-- - 4 10 ~9.. ........ 

. . . . 8 16 

50.00 . . 
62.50 

. . . . . 1 

. . . . . . . 1 2 5 -9-------· 10 
4 

100.00 . . . . 1 s 
125.00 

. . -- . 2 
250.00 1 

------·-··· ' 2 
500.00 . . 1 

•MINIMUM ALLOTMENT FOR THOSE EMPLOYEES PAID MONTHLY • GPO 1979 0 - 280-~53 (129A) 
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Standard Form No. 1198 
No•ember 1963 
The Department of the Treasury 
Burc:lu of Aci;ounu REQUEST BY EMPLOYEE FOR ALLOTMENT OF PAY P>rt Ill. Treasury FRM 

FOR CREDIT TO SAVINGS ACCOUNT WITH A FINANCIAL ORGANIZATION 
(TO BE SUBMITTED BY EMPLOYEE TO EMPLOYING AGENCYI 

I TO BE INITIATED BY EMPLOYEE (IN TRIPLICATE) ANO COMPLETED BY THE FINANCIAL ORGANIZATION 
(1} NAMa 0' IM~LOYll tAS STATIO ON -AVlllOLii.) 

I 
l2J SOCIAL SICUAITY NUM81" (OR OTHIA 

IMl'LDYU NUMH"' USID BY AGINCYI 

131 HOMI AODlllM 

441 AQINCY (INCl..UID A'-SO eU"IAU, OIV'ISION, lfllANCH 0 .. OTHI" OISIQNATION Ofl IMl'LOYINQ 0"0ANIZATION• 

TO: 

You are hereby authorized and requested, in accordance with 31 CFR Part 209, subject to all the conditions stated 
on this document, to doduct from salaries or wages due ma th• amount specified below for remittance to the financial 
oraanization desianated below, for credit to my savinp account, be1innin1 with the next full pay period and continuin1 
until canceled by me in -itins. 

Ill l'INANCIAL OllOANIZATION OHIONATIO !TO "'ICllVI "'IMITTANCll 

llAINAMI !HI IOINTl'1CATION NUMH"' 

llCI AOO,.,IU 181 IMl'LOYH'I ACCOUNT NUM-
111111 IN THI ,INANCIAL 0"· 
QAfriillZATION 

CITY ITATI ZIP COOi 

171 llQNATUf .. O• IMl'LOVU ANO OATI f JBMITTIO TO AOINCY 181 AMOUNT 01' ALLOTMINT 

$ .00 

I TO BE COMPLETED BY FINANCIAL ORGANIZATION (for rnurn of orioin1I Md COllV to tmployft ind ret1ntion of 1 c:oovl 

We, the abova·dHlanated financial or1anization, hereby aarH to 1ct u at•nt of the above-named· Government em· 
ployee in th• capacity indicatrd and to accept, 11 our expenaa, such service c aria, at the rate established in re1ulatlon1 
of The Department of the Treasury, as will be deducted from th• amount remitted to ua. Our complete account number 
for the aavinp account to be credited la inacrted in Block No. (6), so H to be included on records accompanyin1 remit• 
tanc-. 

THE FINANCIAL ORGANIZATION WILL CHECK WHICHEVER OF THE FOLLOWING PROVISIONS IS APPLICABLE! 

D The address in Block No. (SC) is the sinale point in this financial or1anization which la to receive temittances for 
all allotments of pay of Government employees desi1nafin1 this financial orpnization. Our "employer identification 
number" ia inserted in Block No. (SB). 

D We can asree to act u aaent of the above-named penon in the capacity indicated only If r"mlttances are forwarded 
to our respective branch offices where the savinp 1ccounu are maintained. Th• related branch offic:• ror this allot· 
ment of pay is identified by the parenthetical suffix inserted with our "employer identification number" in Block 
No. (SB), coordinate with the address shown in Block No. (SC). 

AUTH09'1ZIO llONATUlll TITLI OATI 

FOR SPECIAL ATTENTION OF EMPLOYEE (ANO FOFI INFORMATION OF THE FINANCIAL ORGANIZATION! 

Aa•ncy payroll offices and disbursin1 offices openle within rigid time schedules to auur• timely deliver>· of checks 
for net pay on the established pay day-and there will b• no chan1e In this emphuis. As requested above, the amount 
allotted will be deducted from your salaries or wages and will be remiued by the disbursin1 office, as soon as practicable, 
to the desisnated financial orpnization. Ir should be u"denrood that such remitrance may be received in the flnancial 
organi:iation later than the rlllflllar pay day-pouibly thne or four bwineJI days later. 

11M-t01 
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IMPORTANT NOTICE-THIS FORM IS TO BE USED FOR ALL FEDERAL RECURRING PAYMENTS EXCEPT ~OCIAL SECURITY USE 
SF-1199 FOR 50CIAL SECURITY PAYMENTS. 

If ~ou "'"h your Federal recurring paym.,nts xnt to your financial organization for deposit into your savings or checking account. both you and the 
1inanc1al organization must c.;omplcte this form to authorize this ~ction . The U.S. Government will forward these payments to the point you authonze. 
The financial organization may be any bank. 'avings bank, savings and loan association or similar institution, or Federal or state chartered credit union. If 
n)u do DOI have an account in one of these orianizations and wish one, contact the financial organization of your choice. 

f H!S FORM ONLY AUTHORIZES DEPOSITS INTO YOUR ACCOUNT-IT DOES NOT AUTHORIZE WITHDRAWALS FROM YOUR 
KCOUNT 

RECIPIENT (PA YEE) FORM COMPLETION INSTRUCTIONS 

!TE.~f . .ol-Prmt the claim number or file numb"r that the program agency r"quires for processing your records. This information can be obtained from 
the check. award letter, or other corr.,spond.,nce from the program agency. 

ITF..'11 8-The program agency is the Government agcnc.;y from which you receive payments. Print the apphcable program agency designation as 
follows: 

For Civil Servic.;e Commission. print "CSC" For Railroad Retirement. print "RRB". 
For Veterans Administration, print "VA". For Government Employee Salary. print agency name. 

ITE.~f C-Pnnt the type of payment which you wish deposited. 

I. If Ci,·il Service payments. print "ANNUITY". 
2. If Veteran:; payments. print "COMP", "PENS", 

or "INSURANCE". 

3. If Railroad Retirement, print "ANNUITY" 
4. If Employee Salary, print "SALARY". 

A SEPARATE P'ORM MUST BE COMPLETED P'OR EACH TYPE OF PAYMENT WHICH YOU WISH DEPOSITED IN YOUR ACCOUNT. 

: !E.H D-Pnnt the name of th" per~on(') to "ham th" paym.,nt 1s made 

'Tl:'.H £-Show the type of ac.;count and the account numb<:r for the ac.;count in which this payment tS to be deposited. The account may be either a 
1aving, or a checking account. If you do not know the a..:counl numb.,r, it may be ubtain"d from your financial orpmzation. 

' lE.\f F-Print the m01iling <1udrc:ss of the recip1.,n1 named in Block D . Provide a complete address including Zip Code. 

· .' !:'.\! C-Prmt the 11Jmd') of the p<:r~on(~) for whom the payment is made. This is the P"rrnn(s) entitled 10 the proceeds of the payment. If you are the 
re.::ip1ent(s) of the p.1ymcn1 and are entitled to the proceeds, you shouh.I print your nam.,(s). If you ·are a representattve payee. pnnt the Aame 
of the: pcrs..,n(s) for "'hom you rct:.,iv.: payment under this account. 

! rE.\f ff-THIS BLOCK IS TO BE USED FOR CIVIL SERVICE PAYMENTS ONLY. If you are a Civil Service survivor annuitant, give the name 
of the deceased Federal Employee on whose 'ICrvice your survivor annui1y payments are based. 

ITEM I - Prmr the telephone number, including the Area Code. of the recipient(~) named m Item D. 

:« .. E.\f J -Sign dnd date the form. If both parties of a joint payment desir" to have their payment deposited into one account, both parties inust sign the 
forin If only one party of a j0int paym.,nt desires to have his portion of the payment d"posited, only that one party's name 111 Item D and 
-ignalurc in Item J should appear on the form . If your s1gnatun:. Ls mad" by mark, 11 must be witnessed by two persons wlio sign the form. If 
"itnes~es arc r"quir.,d. th"Y should prmt the word "Witn.,ss" abov" lh.,ir signatures to th<! right of your mark. 

-\ f:cr ._. •mplct1un of th .. top half of this form. all three C'l copies ~hould b" ddivcred or sent to the designated financial organizatton. After comple11on. 
''c· ""~:nal of th" fnrm is to be furnished to your program :i.g.,nc,;y. The first copy 1s to b.: retained by th" financial o rganization •nd the last copy 1s to be 

r«1a1r."J hy you. 

C . .\NCELLA TION INSTRUCTIONS 

Wir"n mtat'd ;,, yuur rtcord wirh the program agerrcy. this aurhoriza1ion will remain in tffect until cancekd by nolice to the program 11gency by one or both 
'"·:p:"111s or in th~ e1·en1 uf d.·ath of any recipient or any person for whom this paymenr 1s made. The financial 0'8anization Jhciu/d llUo be no11fied 1f you cancel 
this agrumenl. 

n 1e financ1ul orgu111:a1ion may cuncel th~ir agreement by providing you a wrillen norice JO days in advance of the cancellarion dare. You mu~/ adY1se the 
program agt"ICY immediauly if 1hi.J ,;uthurization is canceled. The financial organization cannot cancel this authorization by advia IC 1he program agency. 
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Standard Form 1199A (Rev. 1-78) 
Decanment of Treasury-Fiscal Service 
Treasury Dept. Cir. 1076 

I 
i 
I AUTHORIZATION FOR DEPOSIT OF FEDERAL RECURRING PAYMENTS 
! 

RECIPIENT (PAYEE) TO COMPLETE ITEMS A THROUGH J 

I l (we) authorize lnd request the below indicated program agency to direct the net amount of the below indicated Federal recurring payment for 
I 

I 
crediting in my (nur) account indicated at the financial organization designated below. This authorization is not an assignment oi my (our) ri ght 10 
rec~1ve paym~n! lnd revokes all prior payment direction notifications applicable to these payments. I (we) understand that the financial organization 

I 
designated res~rvcs the right to cancel this agreement by notice to me (us); however, this authorization will remain in effect with the program agency 
until canceled hy notice from me (us). 

! A CLAIM OR FILE NUMBER B PROGRAM AGENCY c TYPE OF PAYMENT 
! PREFIX CLAIM NUMBER (fo• I all paym••UI SUFFIX OR PAYEE NO. 
I tfo• CSC .t RRBI (if app/icabl•I 

I 

I 
0 NAME(S) OF RECIPIENT(S) OF FUNOS E TYPE ANO NUMBER OF DEPOSITOR ACCOUNT TO BE CREOITEO 

£,,,,,. .. ' 'C" if Chtclti"I AC'C'Olllft or "S'' if Sa•h•1r Accou11t 

I 
DEPOSITOR ACCOUNT NUMBER 

i 
i 

F MAILING AOORESS OF RECIPIENT(S) G NAME OF PERSON(S) FOR WHOM PAYMENT IS MACE !Tiit pmo•l•I '"'"'"' to poymtnll 

I 
I rs,,~~t .Vwmbrr afld .\'a1rtrJ H IF SURVIVOR ANNUITANT, GIVE NAME OF OECEASEO rcsc o•lyi I 
I 
I 
' 
! 1Cuv. Stott a11d Zip CodrJ I TELEPHONE NUMBER OF RECIPIENT(Sl 
: 0 Plart a" "X" '" tltr boi 1/ oddnu u d1ffertfft /ro"' th~ oddrru 10 wlt1tlt yo"' tlttt/i:. u c11rrr1tt/y 

duttrrd. 

' J SIGNATLiRE(S) OF RECIPIENT(S) OR WITNESSES IS.• l•st'1lc1'0•1 on R< .. m! CATE 

SIGNATURE SIGNAl'URE 

! 

i FINANCIAL ORGANIZATION TO COMPLETE BELOW THIS LINE 
: 

i We, the below designated financial organization, hereby agree to receive and deposit sums for the payee(s) noimed herein, in accordance with 31 CFR 
Parts 24-0. 209, and 210. We understand that our account number shown for the payee(s) noimed herein will be included on individual payment credits to I 
his (!heir) account. We understand that the payee(s) named above has (have) the right to cancel this authorization and we reserve the r ight to cancel this 

I 
i agreement by notice 10 the payee(s). 

ROUTING NUMBER CHECK DIGIT NAME ANO AOORESS OF FINANCIAl ORGANIZATION 

I 
I 
I 

I 

I 
D D D D-0 D D D D 

TYPE ANO NUMBER OF DEPOSITOR ACCOUNT TO BE CREOITEO 

£'""' ... •'("'" 1/ Chrrlmrg AC't'OUlft Of ·-s-1/ Soft"fl A«OVlll 

DEPOSITOR ACCOUNT NUMBER 

I 
DEPOSITOR ACCOUNT TITLE BRANCH DESIGNATION, IF APPllCABL.E 

TELEPHONE NUMBER 
I 

I 
AUTHORIZED SIGNATURE OF FINANCIAL ORGANIZATION OFFICER TITL.E CATE 

NOTARIZATION OPTION NOTARIZATION SPACE IS PROVIOEO IF REOUIREO THERE IS NO FEOERAl NOTARIZATION REQUIREMENT. 

Th~ payee(s) whose signature(s) appears above personally appeared before me. presented satisfactory idenlification, and, after being duly sworn, 
a..:knowledged this to be his (her) (lhcir) freely gtven acl and deed. 

I 
I Notary l'ubhc Date Seal 

"-II mfnrmallon on 1he form. 1nclutJ1ng 1hr Soc11I ~C'Utll)' t\C'1,;oun1 Numtwr " ·here nc\.·1.:n.at)·, •~ n:qu1 r~ under 31 l,; SC .&92; l 1 CFR 2M and/ or 210; iind EO QJ07 The 1nforma11on 1.\ conriden 11:al and 1l 

und,·,110 fHnvide enht'frment 10 ~!tr bentfil.\ or the f1nitu;1;al arr:an~t-mrn1 .iu1hnr1n·J by 1he 1urhomy c11td. The m(otm.irion will be used 10 proceu rhe paymcn' d<.111 from the Go ... un1ncnt 1genc;y 10 the 
l1n;:in., 1;il orr.Jnu:ation and/ or u1 11cnt F11harc 10 pco ... 1tJC" tht' 1nfurn1:auon tC'~ut'\h:cJ m.Jy .ifl r C' I thr cn111trment to lUt.:h hc:nertu. 

'199· 201 PROGRAM AGENCY COPY 
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U.S. DEPARTMENT OF LABOR FEDERAL EMPLOYEES' COMPENSATION PROGRAM 
Emotovment St1nc1ard1 AC1m1n111nt1on 

Ofl1c. ot Wa,.,fn' Comcmnuuon ''°''amt MEDICAL PROVIDER'S CLAIM FORM 

: 
ltATllNT INFORMATION 

:::::::.~~::::::~.~:,..:~~··z,::~~---------4:::::=:::•oiee;;;,.;;T;M------i~:-;;;;-;;:;;;:;;:~~-.. iii.:~~~1e~7~~ .. ~!":1J.~ili:~~;:i_::;t;;L;;•~~?:~~~~~;;~:·.~.,.::i.: .. ·~!it';.;.:::~ __ :-:.~~-~:'. __ .'.'=-_-~._-: .• ~~~~~~~~~~~~~~~ ... :--::~..' . "'.'~: 
.----....----, 

SIGNED OATE 

,.,_OVIDUll INIJORMA TION 

14. OATI OF ILLNESS tftAST SYWTOMI OA INJURY 11. OAT£ FIRST CONSUL TEO YOU FOflt THIS 18. HAS ,ATllNT EVER HAO SAMI! OR SIMILAR $YM"0MS' 
IACCIOINTI CONDITION 

YU NO 

17. DATE 'ATIENT AILE TO 18, OATl!S 0' TOTAL OISAllLIT'Y DATU OIJ l'AATIAL OISAlll..IT'Y 
RETURN TO WORK 

19. NAME '"°"' THltOUGH l THROUGH 

011' REFERRING PHYSICIAN OR OTHER $0UFtCE ( . .... MftOltNtnf...,.,cyl 20. FOR SERVICES AELATED TOHOPITA.LIZAT ION CIVi HOSPIT.AL IZATION 
OATES 

AOMITTID OllCHARGEO 

:Z1 . NAME ANO AOORUS 0' 'ACILITY WMEllllE SERVICES RENDERED Ill OfMt dtM ,.,,,.,. Ot' oHim/ 22. WAI LAIOfltATOfillY WOAK Plflt,Ollll:MIO OUTSIOE YOUR OFIJ ICE' 

YH NO CHA,.GIS 

23. DIAGNOSIS 0111 N~TUAE OF ILLNESS OR IN.JU,.., . 11111:1&.ATE DIAGNOSIS TO PROCEDURE IN COLUMN'O iv ... , ... INCi TO NUMll!!l'llS 1, :z. J. ETC. OR ox CODI (S.. 1.urrwt1011• ... , ..,.,,., 

1. 

2. 

.. J • 

2•. 
OATI "' 0 

0, 
SIAVICI IEXl'C.AIN UNU$UAL SEltVICES Q/lf CllfCUlllSTANCESI OX COOi CHAllll:GU 

I . 

21. SlGNATUAI. OF HltOVIOEA 21. AMOUNT PAID 21. IALANCE DUE 

(I O#flly tftM N ......,,....,t MMe,...,.. ... to "'• biU Mtll"il 1'** • tMlt 1-WJf.J 

:n . ll'RO\lt OER-s NAME, AOOflllSS. ZIP CODE ANO TELU1 HONE NO. 

30. YOUfllJ SOCIAL SICUflttTY NO. 

SIGNl.0 OATI 

l2. YOU .. PATllNT"S ACCOUNT NO. 3l. YOU" IWLOYlllll: 1.0 . NO. 

•ll'LACI OP ll"VICI COOll 

1 - IN,ATIENT H05"1TAL 4 - 'ATllNT·s MOMI '"'7 - NUftSING HOME 0 - OTHlllll: LOCATIONS 
2 - OUT?ATlllrtT MOPITAL S - OAY CAfltl FACILITY 1'5YI I- SJCILUO NURSING FACILITV A- INOEPElrtOINT LAIORATORY 
J - OOC'TOflt' S OFFtCl I - NIGMT CARI 'ACILITY 1'5YI t - AMIULAHCI I - OTHlflt ·UIDICALISUfltG ICAL l'ACILITY 

Al'P'"0Vl0 av Alli.A COUNCIL 0,. MIOICAL llflllVICI 

-CA.1:..S 
-1UI 
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Patient Information: 

Item - The name of the patient must be filled in here as 
indicated . 

Item 2 - Month , day and year of patient's birth. 

Item 4 - This should be filled in as completely and accurately 
as possible. 

Item 5 The sex of patient must be indicated. 

Item 6 Enter F ECA Case No . 

Item 7 The name and address of the employing agency 
should be included. 

Item 10 - The appropriate block should be checked. 

Item 12 - The patient's signature requests payment for the 
services rendered and certifies that the services were in 
fact, rendered . This block must be signed or the claim ~an
not be processed. 

Prov id er Information: 

Since many different types of providers may use this form , it is 
unlikely that all the items will be completed by any single pro
vider. For instance, item 22 would not be completed for emer
gency am bu I ance transp0rtation. 

Item 14 - This item must contain the date of the first symptons 
for an illr1ess or the date of the accident for an injury. 

Item 15 Month, day and year patient first consulted the 
provider for the condition for which the claim is being 
submitted. 

Item 16 - Provider should check the appropriate block. 

Item 17 & 18 - These items are for completion by the attending 
physician . 

Item 19 - This item must be completed on your initial claim for 
this patient. 

Item 20 Complete if applicable (month, day, year). 

Item 21 Complete if applicable. 

Item 22 - It the answer is yes, the amount of charges from the 
laboratory must be completed and the name and address of 
the laboratory must be entered in item 21. 

Item 23 - The d iagnosis must always be included on a claim 
from a physician and, it should be included on all other 
claims if known . 

Item 24 - In column A enter the month, day and year for each 
service. "From" and "To" can be used for repetetive 
services such as hospital care charges or visits by a physician 
in a hospital . 

In column B enter the appropriate place of service code shown at 
the bottom of the form . If the place of service is other than the 
patient's home or your facility . it should be so indicated in item 
21. 

In column C fully describe the service that was rendered. Hospi t. 
charges other than room charges must be item ized though date of 
service need not be given. It is not mandatory that a procedure 
code be entered but, it is preferred that the appropriate Cali forn ia 
Relative Value (CRV ) Code be entered. When using the CR V 
Code, please indicate the year of the edition you used. 

In column D it is not mandatory to enter a diagnosis code but 
it is preferred that the International Classification of Disease. 
Adapted (ICDA) Code be entered. 

In column E the charge for each service described in column C 
should be entered. 

Column F can be used for any add itional remarks . I f th is claim . 
or any portion of th is claim , has been previ ously submitted. it 
should be so indicated in this column. 

Item 25 - The provider, or a representat ive. must personally 
sign and date the claim form. The claim cannot be Pro· 
cessed unless it is signed . By this signature, the provider 
certifi es that the descri bed services were, in fact rendered 
as described either personally by the provider or under 
direct personal supervision: that the foregoing information 
is true, accurate and complete: futhermore, the services 
were roedically necessary because of the condition indi· 
cated in item 23. 

Item 27 - This amount must equal the total of all amount~ 
entered in item 24 column E. 

Item 28 & 29 These items relate to bi lls with a running 
balance. They should be completed i f applicable and pre
viously submitted items should be so indicated in item 24 
column F. 

Item 30 - The Social Security Number should be used by al l 
providers that are in independent practice. 

Item 31 - This item must be completed in detail . Don't forget 
the zip code. 

Item 32 - The patient's account number, as recorded in the pro
vider's accounting system , m ay be entered for additional 
patient identification. 

Item 33 - The Employer l.D. Number should be completed 
when the services are provided by an entity that has been 
assigned an income tax identification number other than 
the social security number, i.e .. physic ians in a professional 
association, claims from an institution such as a hospital . 
etc. Either item 30 or 33 must be completed or the claim 
will not be processed. 

Please double check the claim for for accuracy and submit it to 
the appropriate Federal Employ ees ' Compensation Office. Any. 
one who misrepresents or falsifies information may upon con
viction be subject to fine and imprisonment under applicablr 
federal laws. 
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tJ.S. Office of Personnel Management 

SPOUSE'S NOTI Fl CATION OF SURVIVOR ELECTION 

Under the Civil Service R~irement System 

Retiring married employees re~ive a reduced annuity with Public Law 96·391 requires that if a retiring employee elects 
survivor annuity to their spouse in the event of their death, less than the maximum survivor annuitY, all reasonable at · 
unless they elect otherwise. Therefore, the employee may tempU must be made to notify the spouse. 
choose: 

Complete part 1 of this form and have your spouse complete 
al The maximum survivor annuity which provides the sur· part 2. Your spouse's signature must be witnessed in pan 3. 

viving spouse an annuity of 55 percent of the retiree's You may not be a witness. 
annuity. 

If you cannot obtain your spouse's signature, complete pan 4. 
bl Less than the maximum survivor annuity, providing the sur· The Office of Personnel Management will attempt to not ify 

viving spouse an annuity of 55 percent of a smaller portion your spouse as required by law. 
of the retiree's annuity. 

Return the completed form to your employing office to at· 
c) No survivor annuity to the surviving spouse. tach to your retirement application. 

PART 1 ·To Be Completed by Retiring Employee 
N•me (LMt. First, Mlddl•I O•te of Blrtll IMontlt, Day, Y.ar) SOclall Security Numoer 

On my r9tlr•ment 11111llcatlon, I ,,.ve elected (Marlt "X" In appropriot• lloz.) : 

No suNtvor 1nnutty for my soauae. 

l..na tll•n tr.. rNixlmum survivor 1nnutty. 

PART 2 ·To Be Completed by Spouse of Retiring Employee 

I am aware of the survivor election made by my spouse. 

Sl9n.tur• (Do not prlnl.) 01te Si9necl (Mon tit, Day, Year) 

PART 3 ·To Be Completed by Witnesses 

We, the undersigned, certify that this form was signed by the spouse of the r~iring employee in our presence. 
Sl9n1tur• (Do not prinl.) O•t• 519necl (Mon tit, Sl9Ntur• (Do not l'Mnl.) O•t• Sl;ned (Month, 

Dtr¥, Yetlr) Day, Yt<Jr') 

N•m• of WltneH (Type or pnnt) ~•me of Wltnna (T'y,,. orPnnt) 

ACIClr .. (Numberond StrHt) ACICl..a (Number Md St"rfft) 

(City, State end Zip Code) (City, St..t• and Zip Cod•I 

PART 4. To Be Completed by Retiring Employee, if Spouse's Signature is Unobtainable 

N1me 1ne1 l..lat Known Malllnv ACIClrns of SpouM 

PRIVACY ACT STATEMENT they are investigating a violation or potential violation of the 
civil or criminal law. 

Public Law 96-391, which establishes spouse notification re
quirements, authorizes solicitation of this information. The Executive Order 9397 (November 22, 1943), authorizes use of 
data furnished will be used to determine the type of annuity the Social Security Number to distinguish between you and 
awarded. people with similar naml!S. Furnishing your Social Security 
This information may be shared with national, state, local or Number, as well as the other data, is voluntary , but failure to 
other charitable or social security administrative agencies to do so may result in your receiving an annuity with full reduc· 
determine and issue benefits under their programs or when tion for the maximum survivor benefit. 

U.S. OPM Form 1451 Office of Personnel Menagement 
REPRODUCE LOCALLY UNTIL PRINTED FORMS ARE AVAILABLE FROM OPM J•nu1ry 191 l 
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FINANCtAL EllGIBIUTY ST A TEMENT FOR 
STUDENT ANO SUMMER AJO PROGRAMS 

~ ANtJ,,.. ~ Mlt ~ ~aon on,,,..__.,.~., Mii,,,. h:lll •'=•Mid~"' 
~.,,..., lnclofM .._.. ~I ,.. n.a. ~O ,..., ,,., .. ~ .. ~ ,,.. ~ ,.., ""°"1flla.) 

l"flUV ACY ACT IT A TDIEHT IUmtTW mid ~· The inlcrrnlllion !My mo be <hdo-d ID F.o
AeQUMting tnia intonnabon ii au!hOrtzed by S.:tion 3301. CM Sent· enll, Stasa, Ot loc:al pemmem taDlg ~or ID 1 court dur· 
ice EtnP'OYfMnt, of tit» 5 ot IN U.S. Code. The irdom'8tion will be Ing a legal proceiedlng. Fumi8hing the matma:tion is ~untwy. bV1 
YMC1 to C)etermi,,_ 11\11 you mMt the financial Med c:ateigoty MCM taikn 91> de IC wil ~ in ~ mpp1· ••h •1 rec:eMng no luttl'ler c:on
wy befor'I being dedared eligible let employment ~ !he llUdent/ llM:lel IDOll. 

IHSTRUCTtONS; Ult Ill !amity rnemb«a IMng in your housenold dufirlQ CM IMI 12 montna (include Ill P9C)ple 1'9ialed by blood, mamAQe. 0< 

edoption) and provide the tollowing information: 

NAME 

T_O_T_A4._N_U_M_BE_R_:------------------1l~ 
H you 111 1 candidate for the Federal Junior Fel~ Program, liat your estimated college 1xpenM1 i*' yeer. TOTAL. EXPENSE 

(UM the c:cst itemized in the QOll~ catalog and include tuition, fMs, room. and board. Mc:.) 

Wert you daimed u 1 d~ tor Income tax purpoMI on another individual's IT'IOll recent l'ft:lm?. . . . • . . . . . . . . . . . . . . . . . YES 

H "YES". on whose retum? ~ . 

CERTIFIC.l TJON

.. 
: I 

--
certify that all of the 1tatem.nt1 made by me are true

1-d 
, complete 

__ 
and correct to the best of my knowledge and beiief . and are 

made in good faith. [Submitting falaJf'ied information on this form may be ..__ groundl IOI' r-ot employing you or tor dismissing you 
aftM you !:>egin wor1l, and may be puniahable by fine Of imprilanment (U.S. Code, ..... Title _ 18, Section 1001).) 

-·-~ 

THIS SPACE IS irOA USE O' Al'POtHTIHG OFFICER OR CERTIFYING OFFlOA1. ONLY 

LJ etiQible 1or _ Stay-in-School Pro;ram (Category 1 __ _,1 "-"- te.,.. - tar .......,., 

~ Summer Aid ~ram (Category I \ 
, i- Federal Junior Fellowship Program 

- Oltier (Spet;HyJ: 

""'" ...... ,_. 
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lnclualona In Family Income 
FllNty income~ \0 total annual e.uh reoeiP'I betcr. tu• 
trom all IOUrt:ea. (lnc:otM data tor • part")'MI ~ may be ~
nualiz.d.) T?\e9I r'9C8ipta lnctude: 
• Grcu Wagee and s.laty-The total money earnings rec1iv9d 

from wor1c perlonMd u an empoy... II ~the amount 
paid befON deductiON fOt income tu•. 10CiaJ MCUrity, bond 
purcnu., MC. 

• N9t s.tt-Cmpklyment lnc:om.-Nel in=m. (groa ~
minus operaong u.penaea) from a buaiMa f\rm, farm, 01 CICher' 
enterpnae in whid\ 1 perwon ii ~ on Na/her own. 

•Other Money Income UOMy received fronl IOUl'Cee, auc:t1 ..
public uai1tanci1 paymenta (including 54Jpple"*1tal Securtty 
Income), IOCial aecurity or railroad rwtirement. 1.1~t
and work•rt' compenaation, IUik• benetitl from union fund&. 
training ltipendl, alimony, child support, and milttary famity 
allotments or CXher regular su~ from an absent family mem
ber or someone not living in the hOu .. l'lold; pnvat1 and Gow
emment employM pensions, and r.gular inaurance or annuity 
payments; and income trom dividends, interMt. 1'1M'US, royalties, 
or periodic rwc1ipts from astat• or ttuata. 

Exctuaiona From Famlty Income 
Thi tolowif IQ ~ nae be lnciudlld in !he c:ornputatiOn ot 1e11a1 
tlmly lnc:lome; 

·~QlllN. 
• Any .... drawn dowrl .. wfttldl"'aWU from • benlt. ... ot 
~.~.Otes. 

• Tax 1'9funda, gttta, lump4um ~. on.tirM in1uranc::. 
paymema or compenMtion tor Injury • 

• Veteran1' benefttl (1.1., educational ua&ltancil, ccmpensation 
paymera). 

• Earnin;a from the ~ and SYmmer Aid programs. 
• Non-cuh benefttl IUdl aa ~-paid hMfth insurance and 

oct'9C' ~ fringe beneftta. food or rent 1'9CeiV'lld in lieu of 
~. !he Yalu. ot food and fuel produced anci consumed on 
farma. and !he imputed Yalu. ot rent from owner-«:eupilld non
farm or !arm houling. 

lndtvlduala ClaJmlng Self Sutf'lciency 
tr you are ftnancially independent and ( 1) ha .... not resided with 
your family tor more than a monlha during the par 12~ ~ 
od and (2) ..,.. not claimed u a d9penclent on another ~· 1 
Flld9ral Income tax 1'9tum fOt the IU1 ea1endar year. you may be 
considered your own houMhold of one peraon. If. howeY9r, you 
ha11e resided wt1h )OUr family fer more than 6 months during tne 
put 12-month period. the income of ttieae family member$ must 
be ~ed on thil tonn. 

1984 USAM (superseded)



OVIL SERVICE RETIREMENT SYSTEM 
APPLICATION FOR RETIREMENT (US! ONLY If SUARAT!D ON OR AfT!I 

OCTOIER 20, 1969) 

I To Avoid Deley-I . Recd Information Ccrdoliy; 2, Complete Application in Full; 3. Typewrite or Print in Ink 
A IDENTIFYING INFORMATION 

1. ... AMI! (wtJ ( Fi"t) (!~MU/1) 2. UST AU OTHEl N-lS TOU HAVE USKI 

3. ADDllESS ( '1u/,,.tm1 ZJP roti1) -'· ,HONE NUMIEI 5. DATl Of lllTH o. SOCIAL S!CUlllTY 
(lwllUli•i Aru CU.) (M-'>J (0.1) (Yin) ACCOUNT NUMIH 

7A.. Alf TOU A~ Of THE , 71. • ""NO", Of -AT 
I 

COUl'lrlY 
I 

,.,,. 
UHlllD $TATU Of AMEllCA? YOU A CITIUN? 
nlU nNO 

IA. Alt YOU MAlllED I TES I I NO II. • ''YIS'" GM TMI fOUOWING INfOWATION 

WlfE"S 01 t lUSIANO'S NAM!! HU (01 HISI llllTH OATI HH (01 HISI SOCIALS!· DATE Of MA111AGI l'lACI Of MAlllAGE M.AllllAGI '11'""""'0 tTo 
(Finl) ( MiJ.J/1) (Y..,) (M•tl>) (0.,) (YMr) CUll1Y ACCOUNT HUMIB (MMtll) (D.,) (Ciq) ($1411) 0 Q.DGTMAN OI 

0 
JUSTICI Of M 't.t.a 
OMI ( S,.Of1) 

9A. DO TOU 
blforw •I• 

HAVE ANT UNIMUllD CHILDUN UNOU AGI 22 (Or •~,,. •ft 22 atl illu,.011 of Nlf 111,p.rt Hull# of• -....Ji17 i•t11rntl 
II)! O'IH ONO 

91. IP " YES'" UST NAl~I ANO DATI Of tllTH Of EACH CHILO. WllTf THI WOID '"OISAIL!D" Al'Tll CHILD'S NAMI WHEll APl'IJCAILI 

CHILD'S NAM!! OATl Of tllTH CHILD'S NAME DATl Of lllTH 
(1i'71) (MiJti/1) (LA1t) (Mo. ) (0.,) (Yr.) (Pint) ( MitU/11) (l..Alt) (Mo.) (0.,) <Yr.) 

--------------------------------- ------------
------------- -

B. CIVILIAN AND MILITARY SERVICE 
1. OfPAITMfNT 01 AGENCY IN WHICH PHSENTLT 01 LAST EMPLOYED, IMClUOING 2. DAT;E Of PINAL UPAIATION A"'l0XJMATl TUAS OP PU>flAL 

llUIEAU 01 DIVISION, AHO ADDIESS, INCLUDING ZIP CODI (M .. 1/J) (D•1) (Y,.r) ,3. HIVICI 
CIVILIAN I 11/Ufloxt 

-'· TlTlf OP LAST POSITION 

5 . DO YOU HAVE fED~IAL o. If TOU KAVE llGULAI 7A. KAY! TOU HEN ENIOUED IN A PLAN UNOB 71. II' ··-yes·· l'UASI! UST TOUI QJHINTo 
IMl'l.OTHS GIOUP UPI! Uf! INSUIANa, DO YOU THI l'IOHAL EMrl.OTHS HIALTH ti!_.,, 
INSUIANCI? Al.SO HAY! Ol'TIONAL UPI NC>GIAM SINCI YOUI "IST Of'OITi.ilTT c.ullll CONTlOI. NUMlll INllOUMINT COOi NJ-

INSUIANCI? ___ TO INIOU $!! POI AT LIAST PIVI YIAIS 

0 
IMMlDIATILT llPOU YOUt lfJ1lfMINI? 

'l'!S ONO Ons ONO 0 'l'!S ONO 

I. COMl'lfTE THI SCHEOUU IELOW If YOU KAVE l'llfOIMEO ACTIVE DUTT THAT lUMINATID UNDER KONO•Atl.I CONDITIONS IN ANY OP THE fOUOWING HllVICU. 
(Al AIMT; NAVY, MAlllNE COll'S, All POICI, 01 COAST GUA•D OP 00 UNRID STATIS1 01 (11 lEGULAI COlll'S Ol llS!IVI COll'S OP THE PUIUC_HIAl.TM SlllVICI 
Afl'll AINI 30, 19001 01 (Cl AS A COMMl$SIONED OfflC!I Of THI COAST AND GfOOmc SUllVfT AnEI JUHi JO, 1901, Ol (DI AS A COMMISSIONS> OPflCllt Of THI 
INV110NMENTAL SCllNCI SUVICIS AOMINISTlATION. ATTACH A COP'Y OP YOUI OISCHAIGE CHT1"CATI 01 OTKH CEITIPICATI OP ACTIVI MIUTAIT SHvta, • 
AVAILAtLE. 

DAT! Of fNTlt.ANa OAT! OP HPAIATION OIGAHIZATION AT DISCH.t.IGI 
MANCH Of SllVICI S!llAI. NUMlll I.AST GIADI Olt IANK ON .6'1r!l DUTY PIOM~DUTT (Di•., Rqt., C.., 1#.) 

..... 

-· ·----
·-

,A. All YOU A MIUT AIT " · All TOU IN llCEIPT Of 01 HAVE TOU IVU .. ,,.um fOI ~ 9C. IP "'TES" WHE YOU llTllfD flOM A lfSEIVI COMPONENT 
llSBVIST ( EitlHr A<1i1• TAIT llTIHO PAY? (Rltinti P.1 ti<a •" ;.,'-" V.A. ,,.. UNDH CHAPTH 07, TITl.I 10, USO (l'or•n-/7 Tith JU, 
"1-1iw)? ,.,, or C.•1nMW•.) P•wi....• ~10) 

Om ONO Om ONO D TIS ONO 

C. DISABILITY INFORMATION (Only Applicants for Total Disability Retirement Will Complete This Part) 
I . Ulffl.Y OfSClllE YOUR OISAllUTIES. STATI WHIN OCCUllED, AND HOW THIY INTEll'UE WITH PUPOIMANCI Of THI DUTIES OP TOUI POsmoN. (ATIACH 

ADOmONAL CO-INTS ON .PLAIN SMln Of 'APll. IP NECESSMT.) ALSO, $TAT! MONTH AHO TEAi iN WHIOI YOU HCAMI TOTAUT OllAILID. 

D. OTHER CLAIM INFORMATION 
IA. HAVI TOU f\tfl llCEIVEO 01 MAOf Al'l'l.ICATION POI COMllN$ATION UNDU 11. II' ""YU" STATE THI NUMHI OP TOUI COWINSATION Cl.AIM AHO THI l'UIOO 

THE PEDEIAL EMPl.OY!ES" COMPINSATION ACT? l'OI WHICH YOU llCllVID COWlNSATIONo 
«21\IM NUMIH i'IOM (Mo.) <IM1J fY,...Jlro (Mo.) f0.1J (Y•r) 

Om ONO 

v.. HAVE YOU ··~VIOUSLY PILED ANY A"LICATION UNOfl THE OVIL suv1a 21. IP ' "TU" INDICATE THI TYl't(SI Of AIPLICATION ANO GIVI THE CLAIM NUMlfl(SI 
RfT•EMINT SYSTEM. INCLUDING Al'l'l.ICATION fOI RfTlllMtNT, Cl!PUNi>, Del'OSIT IP KNOWN 
Ol llOl!l'OSIT, 01 VOLUNTAIT CONTllSLmONS? 0 UTll!MlNf 0 
0 0 

Del'OSIT 01 llDIPOSIT I «21\IM NUMIUISI 

TES ONO 0 llffUND VOLUNTAIT CONTlltuTIONS 

3A. DO TOU HA VE LIPE INSURANCE THROUGH A POIMU fMPl.0TE£ HNfflOAL ASSOCIATION POI WHICH YOU )t. IP · ·yes" G1v1 TOU• ACCOUNT NUMlll 
NOW 'AT PUMIUMS TO THI OVIL Sflvta CO-SSION? 

I 
0 , YES ONO I 

.U.. HAVE TOU EVEI lfEN IMl'LOY6D UNOEI ANOTHU IETlltfMENT 5 Ul"EM l'Oll 41. • "'YES" GIVI THI NAM! Of THE OTHU •ETIIEMINT SYSTEM 
PEOEIAL OI CllSTllCT OP COLUMtlA EMPLOTEIS? 

Qves 0 NO 

STAND.UD FORM NO. 2801 Jon11ary 1970 
U.S. CIVIL SERVICE COMMISSION fl'M Supple111ent 131 - 1 

2101-101 
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lllOICATE, IT SIGN1116 TOUI llllTIAlS II TiiE APl'10PllAT£ 101 anow, Tit( TTPE Of AHUITl TOU WUT TO l(CEJY(. ICU TH£ Ul'l.ANATI~ 
AllO 
A 

LJ 
COllSIOEI THE llATTII CAl<FUUT. 110 CHAii&£ WILL IE PUllln[t Ann All AllllUITT HAS 1(£11 &LUTED. IF YOU WAllT All hll\1iTT Win. 

SUIYIVOI BEHEflT, IE Sl:1£ TO 61V£ THE OTHEI INFOlMATIOI CALLED FOi. 

F. TYPES OF ANNUITY: MARRIED APPLICANTS ONLY 

ANNUITY WITH SURVIVOR BENEFIT TO 
l • WIDOW OR WIDOWER 

r • If you are married. you will r-.:eive this type of annuity W" 

lesa you c;hoooe lhe &.nnuity i.a f. 2. 
SPECl;t 

J 
THE PORTION Of YOUR ANNUITY 

... '"""°' YOU WANT -"'"'· U!.ED AS T)1! IA.SI! I e 
'°""' 

. . . . . 
•o• >0"' w,oow• {O• WOOOWU'${ 'rbo duced by 2~ !;"'"''' of any m amount "'" '""'' up to "'"' S3,60·1 IU'•mo a year ~u wee~·. b." 

11 yew went ell, • .,, enn'lllty ., .. 4 •• ,.,. lt•H fer the-
-
the Ualf' for the aurvivor benefit, plus IOS.. of any &nlOC:l• 

•··~•.-•••• ~ r,•••'"•~•··"~- Sl,600~•~'-

c:=J" 
onl,. ~·rt -It• ef your I!\•,._,.,,,,,._ ••u•1i1lty •&•4 •• t+ll• IMM fw tt.e ..,......,.. • 
-aat, •I,,..,,_..,.,_--. ~f your wife (or. hus~nd) should die before you .. ao chaa~ 

&D type of aaawty will be pcrmlll<'d,Jour acnu11y wt.!I DO' 
be iocl'eaacd, nor may you a.ame anv o er pr.non ;u; sunrtvo< 

!)If SUIVIVOl'S ANNUITY Will II! '5'11. 0# AU OI '#KAT· -• The 1urvivor'1 annuity "'ill not be!'(in uncil i·our death. 

LJ 
fVfll f'OITION Of YOUI ANNUln YOU Sl'l!On AS THI llASI 
fOI HU (OI HIS) ll!loBIT. 

ANNUITY WITHOUT SURVlVOR BENEFrT • U you chooae tb.ia type, your wik (or husba.ad) caaaa1 ~ paid 
a aurvivor aDDuiry \RU your death. 

2 (I do not desire my wife ~or husband) to receive a 
• rurvjvor annuity benefit a tcr my death.) • Th.ii rype providea &.nauity payments to you only. 

LJ 
G. TYPES Of ANNUITY: UNMARRIED APPllCANTS ONLY (Including Widowed and D1vorc.d) 

ANNUITY WITHOUT SURVIVOR BENEFIT •If you are not married, you will receive this type "f a.aau11~ 
unleu you ch009e the &.IUluity in G. 2. 

1. •Thia type provida annuity payments to you only. 

~ ANNUITY WITH SURVIVOR BENEFIT TO NAMED • Thia type ia available to all retiring wnmamttl emplny..:s -.. ho 
1ootl n-Wi. 

2. L__j 
are ;,. 

PERSON HAVING AN INSURABLE INTEREST 
• It providea a reduced annuity to you and a aul"Yivor anaum. 

ID the penoa named at having an insurable ia1crest. 
5'K1'Y l'l4f -· lfU.Tl~HW', DA ff 0# lllln1. AND SOCIAi. SIOlltlY ACCOIH 

NUMIH Of l"Hf !'USON YOU WISH TO UCEIVI THf SUI~ ~ • 1lic aurvivor'1 an.auiry will 001 begin until your death. 

• The 1urvivor'1 annuity will be 55~ of the reduced &DDuit.., 
you receive. 

DATE 0# la111 ( M•., ti.,, 1"•) • IC y~ choo1e thi1 .tYPe oC .annui~ you will have to undUJ!C a 
medical e:ununauon which will lJe arTazigod by the Cw 

SOCIAi. ucu11n •CCOUNT HUMll!I Service Commiaaion at DO c:oet 10 you. 

• If the penoa named aa having an iaaurablc iatereat ahould 
SU UNMAUllD UllP\OTRS UNC>el INfO&MATION llOA&-0 -V1VOll die befon: you, no change iii cype oi annuity will ~ P"" 
ANNUITIU ON THI! A"ACHfO lt.fCtbU.YlON SHUT '01 Uf'lANATION 0# lllDUCo mined, your auuiry will 001 be increased, nor may you aaa.. 
TlON IN YOUI ANNUIT'f . any other perw>n a1 aurvivor. 

H. CERTIFICATION OF APPLICANT 

1 hereby cenift tbat all 1tater:icau made in 1hi1 application ut 

WAR!"ING.-Any intentional falae 1i&1emeat iii chil a~licalion INC 10 the best o my koowled~ and belief. 
or willlul ruiare~esentation n:l:u.ive theruo is a violauoa oftbe 
law punishable a fine of 001 more than SI 0,000 or imf.risao-
mcnt of not more than 5 yean, or both (18 U.S.C. 1001 • 

-ni lllONA1111l Of' Al'l'UCANTl 

I. FOR USE OF E!'l\PLOYll'-JG AGENCY (S- FPM Supplement 831-1 for instrvctionL.) 

CHEa B ArPROPRIATE tOl: 

JNDIV10UAL am•EMEHT RECORD, s' 2106, ANO 1tEG1stH 01 Sll'ARATIOMS AND TRANSf!IS, SP 2101, ARE ATTACHED. 

INDIVIDUAL RETIREMENT RECORD, Sf 2106, W~ SENT lO U.$. OVIL $EMC! COMMl$SION 0 ... _ .. , 
WITH llEGIJTEI Of SEPARATIONS AND lUNSPERS, Sf 2107, NO •• 

NAM! Of AGENCY 'EISON WHO CAN PUP.NISH ADDITIONAi. INfOIMATION AIOUf SIONANU Of llSl'OHSltll AGENCY O#llOAI. 
nus Af'PUCAnON, II NK!SSAIT rr,,. ,.,. """') 

CMaM. mu IDATI 

Tl!l.fl'liON! NU,..U, ~ClUDl'olG AIL\ C:OOf DIPMTMIHT OI "'°°4CY 

OfHNSIS IAlllllNO ANNUITY ltAl'MINTS. Title 5 USG 8312 p-obibits payment oC aaauitr, to c:aa who have committed apecltied 
offcnlt's involving the national accuriry of the Uruted Stata. Em!l'°yi.aj agencies are reapoa.ablc r aubmntiag all penineat information 
to the Civil Service Commiuion'a Bure.au of Recirement, Iaaura.acc, an Occupacion&I Hcat.h i.a any caae when thia law pouibly applus. 
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INFORMATION REGARDING APPLICATION FOR RETIREMENT 
CIVIL SERVICE RETIREMENT SYSTEM 

(Th• • ..,.. ..... wll .._... .... w ....................... flllfl• ........ ~ ..... . 

Thia application form ia for employees aeparauod from Federal terYice on or after 0<.1ube1 20, 1969 If ocparated b~Ju,,. tha1 dare, vo" 
ahould ooc uae thia fOrm. You may request the proper AppU•ll- flw lett,...,_, from the B .. rea" of Retircmcnt. lnauran.:c, &11d Oc.;11. 
paaonal Healtb, U.S. Civil Service Commiuiaa, Waahiogtoo, O.C. 2041~. 

GENERAL INFORMATION 

I. Ir llOC yet 11eparated, or iC 1epuated on or after OclOber 20, 1969, 
complete tbe anaclled application ia full 

2. Typewrite or prim ill ialt. 

3. Ir this application ia for retirement baaed u poo to&al diaabiliry: 

(•) You muat aubmit a atatement Crom your penonal physician 
on Standard Form 2801-B, ur a narrative atau:ment oo the 
phy.iciao'a stationery dacribiog in detail the nature &Ad ex
a:nt of your disability, with an expreuioo of opioioo aa to 
whecher or DOI you are totally disabled for uaeNI ud efficimc 
11ervice in your positioa ud aa to wbetber the diaeaae or ia
juty ia due co vicious habits, iatempa"&.ace, OC' willful miaron
duct. The acacemeac mull indude cite date whea auch dia
abilicy begaa. If tbe phyaiciaa prefers, he may furaiah this 
autement in a aealed envelope marked wicb r.our name and 
the word&, "Diaabilicy Retiremeot-Privlleged·Private" 
directly to your employing agency which will forward it to 
the .appropriate Medical Officer of the Civil Service Com· 
mi.Dion. 

(t) Your employing •!ency muat aubmh a atatement by your 
superior officer on Staadard Form 2801-A. 

+. Ir aot yet aepatated, or if 1epar.a1ed 30 daya or leu, autxnit th; 
completed application to yuur en1ploy1n1 depanmeo1 or .agmq· 

~. tr aeparaied more than 30 day a, aend 1he completed applicaU<lll 
dirccaly co the ~ of Re0remen1. !n1 .. rMao, a.ad Oc:Cupa11u.....i 
Health, U.S. Civil Service Curocniaaion, Wuhi~a. O.C. 20.1!1 

6. You .. ill be notified wben your application ii received by the Ci\'il 
Service Commiaaioc. and you will ~ fully 1nfornied abr."'' yow re
tiremeDI aoauity whea adjudicauon cf yow t'laisn has U-0 
completed. 

7. There are several aources fm~ •1hic:h '.'fOU D.\A" obt•ir1 &ht M!d .. 
liooal U.lormation vou mai need 10 a11iH )·011 ia comJ:l"'infl tlua 
applicauoo: 

(•I Rrf'er IO your "Cenifin1r o! Mrm~l:if' iD the Unittd St.alt'I 
Ci"il Servic:r llot1ren1~n1 Svntm ." 

(~I Contact tht penunn"I office ul the depanmen1 or 1tgt'Dc~ ID 

'•hich you arr prrir.ntl'." t'mpt'"'ver:I. 
(t) lfnei1her of thn~ M>urce> of 1nfurm~tion ii avail•ble, cootaa 

the near..st r~ional oihce of 1he Li .S. Civil Service Comm11-
1ioo or 1hr Burr.au of R~iremen1. lu1uraoce, aod Occupa· 
tiooal Heal•h. l.i .S . Civil Ser-tee Co:ntr11111uo, Wa&binflWA, 
D.C. 20+1~ . 

INFORMATION REGARDING SURVIVOR ANillUITIES 

MAllllD IMPLOYIU 
After your deach your wile (or buabaad) will receive a aurvivor 

amauity equal to 55'5 .,t yaur amauicy uolaa you c1- odt-iae al 
retirement. 

To provide the Nnivor amauiry, your aaauiry up co 13.600 a year 
will be reduced 2K'5; any ponioD or your aaauiry O¥S $3,600 a year 
will be reduced 10'5. Ir your amauily ia $3,600 a year or 1-. oaly 
die 2K'5 reduction wiU apply. 

U your wife (or husband) ahould die bd'ore you, no change in rype 
ot &IUIUiry will be permitted. yaur aaauiry wiU not be increased, nor 
may you name any other penoa aa survivOC'. Here are some exampla 
ot amauitin uaiog all the employee'• annuity aa the bue i>r the 
survivor benefit. 

Eaployce'a AaaYily 
•Core lleduetiaa 

Employee'• Aaayiry 
""- lled\lccian 

Wife'• « Hmbuad'• 
Suniwr Aaauioy 

Y..ty Maadaly Y...ty Molllbly Yany Moadllp 

$1,800 $150 $1,755 1146 1990 $83 
2,400 200 2,340 19~ 1,320 110 
3,600 300 3,510 293 1,980 165 
4,800 +oo +,590 3113 2,640 220 
6,000 500 5,670 47S 3,300 275 

Ir you preler, you may apecify a ponioo racher than all of vour 
aaawty for Ulle u a base for the aurvivor beadle. The reduclioa in 
Your amauiry t.beu wiU .apply only to the •- amouac you sp:cify. 
Your wif'e'a (or huaband'1) aurvivor ao.ouiry will be .5.5'5 or the 
apedaed lener amouat. 

Or, yoa cuy choose an annuicy payable oaly duriag your liletime. 
Your &lllluicr. then will DOI be reduced for survivor benefi11. a ....... 
nw, your wife (or huaband) ,.,.,.., be paid a aurvi'llOC' aaauicy after 
your dealh. 

UNMAllllD IMPLOYDS 
Ir you are unmarried (or widowed or divorced) you will receive 

aa amauiry payable oaly duriac your lifelime. 
Or, iC you an: in pd health, yau may at retirement name a per·

- with &ll iaaurable inreresa to receive a aurviv« aaauil)' after 1'11'11'

death. II)'oU do tbia your an11uil1 will be reduci:d The surv1•or'1 
azutuity wiU be ~5'11 of y<>ur rcducl'd anuuil)' 

If yuu na- a penoo •vith 11n ioaurable in11orr11 10 receive a aur
vivor a.oouicy afuir your death, 1h• amount uf the reduction ill your 
aaauity will depcad upna 1hr diftrttftcr betw<'ft your age Md tho: 
age ol tbe penoo named aa aun·ivor annuitant. aa 1h11wo in rhr table 
below. 

Atp m Pe.- Named io R.clati,,. 1u Thal ul 
RC1ilin1 Empl-

I ! 
Red..c1io• 
i D AAevt1~ 
of lleririaa 
Etnpl..,.._ 

Older, aame age. or leu 1hao ~ yean young;;r IO'l 
5 but leaa !ha.a 10 )'e&n youager ••••••••••. ..~,. 

10 but lcaa rhan 15 yean youorer •••••••••• 20W 
15 but less cha.a 20 yean yoimrer • .•• • ••••• 2.5W 
20 buc leu than 2.5 ycan youop •••••••••. 30ll· 
2S but I"' than 30 years younger .•••..•••. 3.5W· 
30 er tn0re yean younger ••••••••• • ••••••• 40ll 

II )'OU choose a reduced anouiry ,.;ch a survivor bate61 to a i-
having an inaurable ia1erea1, you mull uaderwo a medical eitamina• 
tioo which 1he Civil Service Comrniaion will arTaDF withou1 <'Oil 
co you. lf you are retiriag on ac:cowu of total disability, )'OU ~ noc 
eligible 10 elect thia type of aoouicy. 

suaYIYO• ANNUITT TO CHILDHN 

R.qardle11 of type of annuity elected .al reciremem. your uom.ar• 
ried cnildreo, if any, under age 18 at the time of yuur death may 
qualifr f'or survivor annui1y. AD unmarried t:hild ovea •!e 18 may 
a1ao qualilY for survivur &Anui1y if incapable t>f 11elf 111~J10" because 
ol a diaabiliry which bepa before .ap 18, or, if under .2, a full-time 
atudcnt at a rec:o!(niard educati<>oal ioatitutiun. 

II you are aunl~ bl' a w;fe (or huaband), each eligible child will 
(CONTINUED ON NEXT PAGE) 
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be paid aurvivor &Dn uity equal to whichever of the following a"1tual 
amouoi.a ia the leaat: (a) 40 P.ercent of your "high-3" average pay 
divided by the number of eligible children, (b) S2,835 divided by the 
number of children, or (c) S945. 

If you are ,.., aurvived by a wife (or hu.aband), each eligible child 
will be paid the lent :>f the G:illowing ""'""'' &mOUllCI: (a) 50 pm:enl 
of you• "high-3" average pay divided by the number of cli{iblc chil
dren, (b) S3,402 divided by the number of children, or (c) Jl,134. 

WHO MAY RECEIVE ANNUrTIES 

1. 0.;ineral lequlrementa.-A minimum of 5 ycan of civilian 
tervic.c is required before an annuitv ia rayable in any calC. In addi
tion, except for retirement on account o total disabiliry, an employee 
must have been aubject to the retirement law for at least I out of the 
laat 2 yean before the acpara1ion on which his retirement ia baaed. 

Title 5, United States <Ade 8312 prohibits payment of annuity to 
persona who have commined specified olfcnaca involving the aational 
tcCUrity of the United States. An employc.: wbo ia bam:d by thia law 
may noc receive aD annuity. 

2. ...... \Jpon A .. encl s-.tce.-An immediate annuity ii i:-y
able to an employee upoa separation if he has at least (a) 5 ycan of 
civilian aervice and ia 62 ycan of age or over, (b) 20 yean of lel'Yia: 
and is 60 yean of age or over, or (c) 30 yean of service and is 55 
years of age or over. 

i. loMd Upon lnwoluntory Soporatlon.-An immediate anauity 
is payable to an employc.: upon his involualary aeparatioa, not for 
cause, if he has at lea11 (a) 20 ye.an of acrvicc aad ia age 50 or OYer 
or (b) 25 yean of scrvia:, rcµrdleu of age. 

4. 9oMcl Upon Te1ol Dlaoblllty.-An immediate annuity ia i-r.
able to an cmployef' if he (a) !:Las completed at lcut 5 yean of civil
ian 1ervice, and (b) becomes tota.lll disabled G:ir weful aad efficient 
1ervice in his own f rade or clasa o position, and (c) files appl..ic.ation 
with the Civil Scl'VI ;e Commission prior to or within I year aft.er hi.I 
aeparation (this time limitation may be extended in a:nai.a c:uea 
where the applicant is incompetent) . 

S. a...cl Upon Deforrecl l•tlNmont.-A defem:d allDUity which 
begin• when he reaches ase 62 is payable to an employee who baa 

completed 5 years .,f civi11a.a service a.ad who ii aeparated for aay 
reason, or who i1 •ransfer.red to a poaitioa which ii under another 
retircmellt 1ysicm. 

6 • ._. Upo• Ll>w·lllfwcemont S-lce.-An employee wtw.e 
duties are primarily the investigation, apprehens.ioa, or detcntioo of 
criminals may be paid an immediate annuity if he bu at least 20 
yeara of 11.1ch law-enforcement ce:-vice, is age 50 or over, and meetl 
cenaill other requirrmmll. Additional information c.oaa:niing law· 
mforcemeat IUIDUiti· 'I may be ,;ibtaiaed from the employing agency. 

HOW ANNUITIES ARE COMPUTED 

1. la1lc Annuity Pormula.-For employees generally, (a) calte: 
1~3 of the "high-3" average pay And multiply the rciult by 5 years 
of service; (b) add: I Y.3 of the "high-3" average pay multi.P,lied !;'r 
year. of service between 5 and 1 O; ~nd (c) add: 23 of the• high-3 
avcrace pay multiplied by all service over 10 ycan. 

lnsif.ad of using the I !--13, I Y.%, acd 2%, there may be 11.1bstinned 
13 of the "high·3" average par. plua S25 for aay or all oftheae per
centages if auch sub1titution will produce a higher annuity. 

The "high-3" average pay ii the highest pay obwuble by aver
aging the rates of basic pay in effect durins any 3 coaaecutive yan 
of aervice with each rate weighted by the nme 1t was in dfcct. 

If an emplovee hu not made a redeposit in the R.eiireme.nt Fund 
ID co,.er acrvia: for which he received a refuad of retirement deduc
tions, that service ia excluded from length of aervice in computing 
hia annuity. 

2. formula fu Law-lntorcemont '°"•nnel.-Thc baaic annuity 
of il..I! employee who retires under the apecial provision covcri~ law
eaforcemcnt penonnel is 2% of the "high-3" average pay, muluplied 
by the total yean of service. 

i. Umltotlon - &o1lc Aftnulty.-The basic a11Duiry may nae be 
more than 80% of the employee'• "high-3" average J>AY· R.etirelJIClll 
dcductiona·withheld after the month the 80% limitation is reached 
arc at separation aet aside aa a special credit. At retirement, the 
special credit is applied to any deposit or redepo1i1 which, if unpaid, 
would reduce the baaic anawty below the 80% lim.italioa. Any baJ
anc~ . or the entire special credit if oo deposit or redeposit is due, ii 
refundable before annuity haa beai gi-ruited or· may be u-i u volun
tary contributions to purchaae additional annuity as explained .in 
item 0. The additional 'annuity will be automt.tic:a.lly aucborUiecl 1111-
lesa the employee attaches a statement to the applic:a.tion indicating 
he wants a refund of the exces1 deductiolll. 

4. Ouoronteecl "4lftll1uH11 Dlonlllty Aftnult).-An employee retir
ing before ap;e 60 on account of total diaability i1 guara.nteed a mini
mum ba1ic annuity which amoua11 ID the les1er of (a) +03 of hia 
•high·3" average pay, or (b) the 1um obwned by uaing the fonnW. 
iD (I) atio.c, but i.acrcaaing the length of actual service by the period 
betwc.:n the dat.e of the employee'• aeparatioa for rcli.n:ment and the 
dat.e be reaches a~ 60. 

If the basic "earned" aDDuity computed i.a (I) above i1 grcaa:r 
than the guara.ateed Minimum, 1hi1 basic "earaed" annuity ii Uled. 

S. Reduction for larty letlro111ent. - Uale11 retirement ii on 
account of total disability, or uader the apecial provision for law
eafoltement penonnel, aa employee who retires before age 55 (cfi.. 
a>atinucd service) will have h11 basic aaauity redui:ed by 1 /6 ot "' 
(2% a year) IOr each full moat.b, if aay, he ii under agi: 5~. 

6. loductlen for Noft-Deck;:tloft s-wtce.-All employee wbo baa 
aervice during which no retirement deductions were ma.de from hi.I 
u.lary and for which he ha. not made a deposit in the R.etircmeni 
Fund, will have bia annuity reduced by 103 of the amount due u 
deposit. Tbi1 reduction does aot apply, and no depcxit need be made, 
for aervice before Augwt I, IS20, for milii&ry 1ervice, or IOr Panama 
R.ailroad Company service before January I, 1924. 

'1. locluctio• tor Sur..t..or Aftnulty.-This reductioo is explained 
llllder "lA.fOrmatim Regarding Survivor ADDuiti.c5" on the other lide 
of Chia page. 

a. A"'tlltl•-1 A1111ulty.-An employee who, in addition ID the 
amoUllCI withheld from his salary, ha1 made voluntary cooai.buti.
ID the Retirement !"und will be paid, in addition to the regular 
annuity, S7. plu1 20C for each full year be is over age 55 at rctire-
111en, for c.aCll 5100 ill bia voluntary contribution1 account. I!, with 
l'l!Spet:t ID hi1 voluntary contributions, an employee elects a survivor 
annuity, the additioaal 01Dnui1y purchased "'ill be reduced as indicattd 
iD "UNMARRIED EMPLOYEES" under "lnformatioa Rcgardi.ag 
Survivor Annuities" on the other Lide of this page. However, the 1ur
Yivor'1 additional aanuiry will be 50% of the employee'• additional 
allnuicy u reduced. An employee who i1 a ciuzen of tbP. United 
States· aad not in receipt of a Panama Canal Collltn.iction benefit 
will be paid an additional &DDuity of S36 for each year be may have 
served ID the con1truc:Uoa of the Pa.n.ama Canal or the A.1aaka 
lloa.ilroad. 

9. Paymont end Acnval of Aftnulty.-All &Dauities are payable 
iD monthly i.aatallmc:D11 oa the fint bus.inesa day ol the month IOllow
i DJ the oae for which lhe aDDuily hu accrued. All aaauitics are 
adjusted to die nearnt dollar. 

10. C..t ef Uwlfte la,,.ew.-Eacb month the Civil Service Ccm
mi11ion will review ihe utionwide cost of lh·ing. Wheaeve!' the COSl 

of living, natioa wide, goes up by at least 3 % aince the mOlt ream 
con-of-liviog increa1e and nay• up at leatt 3 9' for .S conaecutiYC 
monlha, annuities will be automatie:llly increa1ed by a pera:nlag'e 
approximately equal to I '5 more Uwi !be percem.agc rile ID the Clllt 
of lh-iag. Additioll&! aaauicy purchased by voluntary coaai.butiolll 
ia llot illcreued. 

11. Uauee4 llck Le••a.-Aa employee who retira wilh any 
'Qlluled lick leave to his c=iit will have the a umber of woriti.ag days 
rep~ted by auc:h leave added to his yean of 1ervice for tbe pur
po1e of computing bia aanuity. AdditioaaJ aanuity thereby earned 
Will noc be subject to the 80% lim.itatioa oa buic &DDuiry. Days ol 
\lllu1ed 1ick leave may aol be used ia determining average pay ar 
lmgch of aervice for &DDuity eligi biliry. 
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Sundard Form No. 2801-A SUPERIOR OFFICER'S STATEMENT 
U .S. Civil Service Commiuion 

July 1?66 IN CONNECTION WITH DISABIIJTY RETIREMENT 2801-20-4 
FPM Supplcmcn1 83 1- 1 CIVIL SERVICE RETIREMENT SYSTEM 

TO : SUPERIOR OFFICER. -Under the Civil Service Retirement System, the term disability means totally disabled for useful and 
efficient servic4' in the grade or class of position last occupied by the employee, by reason of disease or injury not due to viciow 
habits, intemperance, or willful misconduct on bis pan within 5 yean of becoming so disabled. A111M'tr th1 follo..,irrg q1111tiorrs 
aJ (omp/111/y a1 you (an. Your objective and prompt completion of this scaremmt is of utmost importance to the Government and 
the applicant. 

IMPORTANT: Item 15 must be completed by the agency Coordinator for the Employment of the Handicapped ( in his absence 
the Personnel Officer) havin~ jurisdiction over the place of employment. 

I . NAME Of APl'l.ICANT fOI DISA&IUTY lfTllEMENT 2. HOW LONG HAVI! YOU IEEN THE APl'l.ICANT
0

S 
Ol'l'IC!I? (I.Au) (Fint) SUl'OIOll ( Mitll/UJ 

1
' 
I 

3 . WHEN DID APl'l.ICANT ENTU ON DU!Y IN l'OSITION LAST OCCUf'teD? 4. Al'l'IOXl-..n&.Y HOW MANY DAYS HAS APl'l\CANT UfN AISfNT lfCAUSf OP 
UHUS wmtlN THe !'AST 2 YEAIS? 

5 . IRIEfLY OESCRllE THE DUTIES 4ND USPONSlllLITlfS Of THE 4Pl'llCANT'S POSITION 4ND 41.$0 IMl'OIT4NT EMVllONMfNT 4L f4CTOIS CONNECT!D WITH THE JOI, OI 
4 TT 4CH OfflC14L COPY Of JOI DESCllPTION. If MORE ::ONVENIENT. 

6. INHIOt Of THE DUTIES DESCllllED IN ITi:M 5 WAS THE APl'UCANT UNAllf TO 'flfOIM ON 4CCOUNT OP HIS DISAl&llY7 

7. 4S f4R "5 YOU WEI! AILE TO OISHVE. HOW OID THE 41'1'1.ICANT'S DIS411LITY INTfltl'flll wmt 01 l'll!Vl!NT HIS l'!lfOIMANCf OP THE DUTIES LISTED IN ITEM o? 

I . 4S FAR 4S YOU KNOW, H4S EXCESSIVE USE Of ALCOHOL 01 DRUGS fVH INTHl'HIO WITH APl'l.JCANT0 $ l'flfOIMANICE Of HIS DUTIES? If SO. !'I.EASE GIVE DfT41LS. 

9 . DESCRllE M«Y INST4NCE:5 Of EMOTIONAi. INSTAllLITY 01 AINOIMAI. lfHAVIOI ON THE l'AIT OP THE APl'l.ICANT. 

(CONTINUE ON OTHER. SIDE) 
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10. II' THE A"'l.ICANT WAS "lST HIRED WITH A ,HYSICAL HANDICAP, 'I.EASE STATE -!THU 01 NOT THEU HAS HEN ANY AGGIAVATION Of THE HANOICA' $INCi 
Hf ENTERED ON DUTY . If THE ANSWU IS "'YH," l'UAS! STATE WHEN SUCH AGGIAVATION WAS "IST NOTICED ANO TO WHAT DEGU! IT HAS NOW 'IOGl!SSED. 

' I. l'LU.Sf STAT'f ANY OTHU PAClS CONCEINING TH( Arl'\ICANT'S DISAllLITY WHICH YOU Hfl -y IE HftPPUL TO THE MEDICAL OPPICflS OP THf CIVI\ SflVla COM
MISSION IN DfTflMINING W•.!THU TH( Arl'l.1CANT MlfTS THE !UGllllLITY UOUlllMINTS l'OI lfTlllMtNT ON ACCOUNT O P TOTAt DISAllLIT'I. 

12. l'\f.uf PIJINISH TOTAi. YIAAS Of ~ SUVICJ Al'PUC»IT HA$ Pflf()IM(D. 13. l'\lAU PUINISH TITU Of l'OSIT10N ArPUCANT HILD PllOI TO ~ST POSITION 
OCCUPIED AND LENGTH Of TIMI IN THAT l'OSIT10N. 

14. 

rs;, .. ,. .. t/ S..,m.r OforrJ (Tillti (0-J 

------···------------····------·------ ................................................................................ ... .............................. . 
(N..t t/ ,..,,..,) f ,'lf.1li"f Atltlrw. ;,,, /,,tli"I ZIP Cotl1. •f ... ,,.,_,) 

15. CERTIFICATION BY COORDINATOR POR THE EMPLOYMENT Of THE HANDICAPPED 

J cenify thar there arc no positions available ar the tame srade or dau for which chis employee is qualified. funhcr· 
more, reassignment or criaJ detail co aaochcr posicioa was noc possible for che followiag reaaoa ( s) : 

0 Employee's ph)'9iaJ aad/or mental coadioon precludes reassignment or i:rial deuil. 

0 Employee decliacd aa oll'er of reusipmenc or criaJ detail ac che same salary. 

0 Employee dediocd aa olf'er of reuaig-eac CIC' criaJ decaiJ becaUM" of reduaion ill salary aad/or .sndc.. 

0 Employee wu noc quaJi6cd for aay anilable posiooaa. 

0 Employee could aoc be reuaiaed ca qualify for nailable posioona. 

D Odier (specify) : 

NOTE: Thia completed IUCelllftlt muac be aubmined wida ocber aupponias docu-a. 
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PHYSICJAN'S ST A TEMENT FOR EMPLOYEE DISABILITY RETIREMENT PURPOSES 
CIVIL SERVICE RETIREMENT SYSTEM 

PART A-TO BE COMPli::TED BY APPllCANT 

INSTRUCTIONS I. Complete Pan A .and give chis form ro your physician. H., should compler., P.an B and m.ail it 10 rh<' ad· 
dress you narniJh in hem 9. below. 

2. As an applicanc, you att responsible for payinir any expenM! incurred in complerinir chis form . 

I. PllM OI T'l'7'I! RJU HAMf (t....11. Fm1, MiJJ/1) l. DAii 0# lllm1 (Mo .• D•1. Yr. ) l. SOCIAL $ECUUTY ACCO!.O'jT NUMAU 

4. ~ (/•cl-"'•1 ZIP C•J 5. 
lllfl'H()Nf -· 
(l•cuuli•t Aro• Co<i• ) 

6. m11 Of l'tDHAl (OI o.C. ) GOll!INMl!NT POSITION OCCUl'lfD """° Ull!P DUCll"10H Of DUTIH 

7. •lfflY OUClllf YOUI Ol:SA ... mts. STAT( W"!N IHC\JllfD, AN> HOW THfY INT!lfHf WITH l"fllfO«MANCl Of Tl1f DUTIES Of YOUI l'OSITION 

•• I aurhorize rhe release of this srarement and ttlated medical informacion co my .,mploying air.,ncy and the 
RELEASE OF U.S. Civil Sel'\'ice Commission. 

MEDICAL 
1~MI I DATf 

INFORMATION I 
f . .. $,ACf MLOW, fNTU 

ADDRESS TO WHICH 
l'HYSICIAN SENDS 

t 
Tl1f UACT NAMf AND AOOl!SS (INCLUDING Z" CODf) 0' YOUI EMrLOYING 0"1Cf. 

STATEMENT 

PART B-TO BE COMPlETED BY PHYSICIAN 

INSTRUCTIONS l. Rrpon in detail the clinical symptoms and 6ndine• upon which your diagnosis and conclusions are based . 
A complete and objective repon may permit a decision on the claim for disabilicy wrhour need for 
nanhei examination and incon•·enience to che applicanc. 

2. Send the completea rorm ro che olfice named by che apphcanc in hem 9, Parr I\. Please mark <'nv<'lope 
" Disability Rerirement·Privileged·Privau:." 

ME>ICAL HISTORY 
I . "ow LONG "AS AmlCANT lffN 

J.•• 
UNDH 
/ 

Y0\11 PllO#HSION .... CAif 'Cl THI l . ""'"INDIO YOU LAST $ff T"f ArPLICANT fOI flAMINATION 01 TlfAIMfNP 
INOCATIO Dl:SA&l.IT'I'? r G1w !Gi1• J.tt•! 

J . II ..,,,,ICANT IS CUHfNTLY HOirtTAUZfD OI "AS IUN ICSl'ITAl.IZfD HCINTlY , rl!ASI! PUIN1$", 

- Al'C> ADOif SS ( .. CLUDING Z• CODI) 0# 1'0$,.TAL 01 OTHH MEDICAL PACIUTY DAii Of DISCHAIGl I OA Tf Of AD .. ISSION 

I 
I 

l'UASf ATTAC" SUMMAIY lf~OI' Of M05PITAJ.IL& · 
T10N OI Al$TIACT 0' "0$"T AL l!COID> 

PHYSICIAN : PLEASE COMPUTE OTHER SIDE Of THIS STATEMENT Al.SO 2101-l<'6 Standard Form l ~o 1 -11 
U .5 C.:1vil ~~r\1tr ' .. 11T.m""on 

lul\ I t)1 ~ 

FPM S~rrl•mrnl ff 11 - I 
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MEDICAL HISTORY 

PHYSICAL FINDINGS 
IT IS OF UTMOST IMPORTANCE TO THE APPLICANT THAT YOU FULLY DESCRllE CLINICAL FINDINGS IN RELATION TO THE 
CONDITION CONSIDERED DISAILING. 

,_IGWT WflGHf I TIMPl!IATUlll I IUP•AflON MU$CIAAI OIYllOf'MfHT : ""'" 

I 

>«InlTION f'OSfUlll! I GAIT Gl!HllAI. Uf!AI AHC! 

I 
llOOOl'tHSUlll! I 

I SY~fOUC OIASTOl.IC 
' i 

CO..,U!fl "°'YSICAl f9Cl-.GS 

(IF ADDITIONAL SPACE IS REQUIRED, PLEASE CONTINUE ON SEPARATE SHEET) 

DIAGNOSIS 

x 
CONCLUSIONS 

I 
NOTE: Under rhe civil aervicc reriremcnr 

I 
synem, dw rerm di.ubility muns disablrd for uaeful and 1tfficicn1 sc,..in in rhit 1trad1t 

or clan of po1i1ion Ian occupied by rhc emplo•·ee. 

1. IS A#llCAHf Ol$All!O fOI T"E PfllllAI. 01 D.C. J. DATI OllAMIT'I' 2. HOw \ONG llGAH 1$ 0~1un UPICTIO fO I.AST' 
GOY1!1NMl!NT l'OSlflOH? 

0 YfS 0 NO i 

PHYSICIAN'S NAME AND ADDRESS 
I. f'l'Pt 01 """' PMTSICIAM. 'S MAM.I 2. '"'FSICl.un SIGHAftl• 

J . '"YSICIAH 'S AOOlll!U llNCIUOIHG ZP CODtl ' · DATI 
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S••ndard form No. 2802 
U.S. Civil Service Commission 

APPLICATION FOR REFUND OF RETIREMENT DEDUCTIONS 
J .. ly 1966 CIVIL SERVICE REllREMINT SYSTEM 2802-106 

FPM Suppkmcnl 831-1 To t1110id tk/11y in paymtnl: (I) Comp/tit 11pplic11tion in /fl//: ( 1) Typtu'rilt or print in inll. 
I. NAM( (uni} tFirt1J (MiJJ/rJ J. O"lf Of llllH ( Alo.ih. J,,,. 1"") J. soc1 .. 1 S!CUlllY NUMIU 

Ml. 
M&S. 
MISS 

• . USJ "U OJttfl N .... U YOU HAVE U5l0 S. PHIO;J Of I.AST SUVICf I>. JIJlf Of lASJ fOSlllON 

HOINHJNG fAtf IMO...CO•H 

7. OfPAlfMINT 01 AGENCY Of lASf IMPIOYMINT IHCl.UOING I . lOCATION Of lAST IMPIOYMlNT (Ci11. S1.,1, ••J Zll' CoJ<J f . PIEVIOUS APPLICATIONS flllD (l•tli<•U 61 "X''J 
&ullAU ... o\HOI, OI DIVISION 0 IUllfMINT 

-..1TY 0 DIPOSll Oii lllltl'OSll 

0 ll!l'UNO' 0 VOl~o\IY COHllllUJIONS 

10. UST HlOW AU OI' INDl(Afl WHllHll YOUI OJHll OVlll- 5llVICt fOI THI i..111> STATH GOVE-NT OI OISTlllCf Of COlUMlll., llflllMl""f DIOUC· 
ttONI Wiit wn ... 

l•ihltli•t. l'lllOOS SllVICt OIP.\ITMtNT Oii Of AGINCY ( 6•r<••· 6•••<1' • ., MllO llOM YOUI 

tlic-iU.. ..... ,. •• , .,,,,, lOCATION Of IMl'lOYMtNT (Ci11. Sl•ll ••ti Zll' CJ<} 
HG-ING DAH IHDINO DAii 

'"lAU. 
fC""" ••II 

.. -11 ..... ,,. .. 

11. IAI HAVf YOU ACCll'HO -1' fUlfHH tMl'lOY,,.tNT WllH IHI HOHAI. Ol IMSllltCT 111. 111 II YOU ANSWU "1'15" 10 Ill"' I ll:Jt Alf CIVIi SflYICf If. 
Of COlUMllA GOYHNMfNT 101 AUANGID fOI SUCH fMPIOYMINT 10 HCO"'i YH NO lllEMfNT DfOUCllONS MlltG WIJ l~I Will fHfY 11 
ll'HCTIY'I WllHIN 

to""" 
JI DAYS JIO,,. JHf INDINO DAit SHOWN IN lltM Sp 0 0 WITHHflDI llOM YOUI SAi.Ail' DUl9'1G S 1-0l'MtHn 0 ns ONO 

.. YOU ANSWU .. ,.. ... I llAI. CCNlllUR RIMI UIAI • ., .... AND 121c11 

I 2~AI DAit Of NlW Al'fOINTMtNT I 2tll D(Po\llMtNT OI AGfNCl', INClUOING IUllAU, NANCJt. Oii DIVISION, IN 12.ICI lOCAllON OI' .. W IMl'lOY,,..tn 
tM .. ,.J f0.1J (Yuri WHIOf YOU Alt 101 Will 1111 IMl'lOl'ID (CH,. S"'" ••ti Zll' Ut/1} 

NOtlCI 10 AHLICAN1 

I . If you havt mort lhan ~ ytan or servict you may be tnlialtd 10 .. nnui1y righll Sc:r)'ict· Commiuion .. 1 lra11 31 d.,y1 bcforr 1ht rarlitll commrncing da1r or 
which will be forrd1td by paymtnl or 1hi1 rdund unltu you ..,t 1 .. 1tr rttm- any annuily for which you art tligiblr. 
ftloytd 1ubjtc1 10 lht Civil Strvicr Rt1irtmrn1 ACI. 3. Rtfund or n1irtmtn1 dtduc1ion1 is also prohibi1td ir you arr currtn1ly rm-

2. r you Wtrt 1tpualtd on OI' aritr Oc1obcr I, 19~6. from a po1ilion 1ubjn:1 IO ploytd in a po1i1ion 1ubjtct 10 Civil Sc:rv1ct rtlirrmtnl dtduc1ion1 or will br 
1ht Civil Sc:JVict Rt1i~mtn1 Ac1, rdund or rtlirtmtnt dtduc1ion1 is prohibiatd IO tmploytd wilhin 31 d .. y1 from lht dalr or lht 1tpara1ion on which your 
unltll your upuation occurrtd and your applic .. aion is rtctivtd in lht Civil claim for rdund i1 based. 

I hrrtby ctrairy 1ha1 .. 11 11 .. 1rmtn11 in 1hi1 .,pplica1ion art trur 10 1hr bru WHHI 10 flU YOUa APPllCAftOH or 
my knowltdgt .. nd btlid. I havt rud and undtn1 .. nd 1hr 11 .. 1rmrn11 in 1hr I. If you havt bctn 1tparaltd 30 days or lt11. 1hi1 applica1ion 1hould br for- abovr Notict 10 Applic .. n1. 

wardtd 10 tht olfict In which you wtrt la11 tmploytd. 
2. If you hnt been separated more 1h .. n 30 d .. ys, forwud 1hi1 applica1ion 10 1hr NOii: 11•• wo .. ow.. 

Bureau or Re1irtmen1 and Insurance. U .S. Civil Service Commi11ion. Wuh- lltGNAIUll Of APPUCAMll 
inglon, D.C., 2041 ~-

...... 
tMm.U. 

....... 
AM• lAll 

. 
....

..... 
. 

WARNING.-Any inlenlion .. I falsr 11a1emtn1 in 1hi1 applica1ion or willful mis· INUMlll AND SllHll 
reprrsrn1a1ion rrliuivr lhtrelo is a violalion or 1hr 1 .. w punish .. blr by a finr of 
nol morr 1han 110.000 or impri1onmrn1 or nol morr 1han ~ y~u1 , or bo1h. 
118 U.SC. IOOI I tDAIH KllY. llAH, AND llP COOll 

Q CPO: 1979 0·281-117 P.O. 5026 
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THIS S~ACI FOR USI IY THI CIVll, SHVICI COMMISSION 

INTEIUT 'EllOD 
flSC.t.l Ot C.t.lEND.t.1 IMTUEST 

DEDUCTIONS ll!.IMIKS 
YE.t.I ENDING UTE 

'It.US "'°"""s DATS 

-

-

DIDUCTIONS INTD!ST AMOUNT 

EXMVNEI DAT! lllVlfW!I DAT! IHTU!ST COMPUT!D IY DAT! 

-tr GPO: 1979 G-211-117 P.O. 5026 
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INFORMATION REGARDING DEPOSIT AND REDEPOSIT 
CIVIL SERVICE RETIREMENT SYSTEM 

Read this information carefully before fillin& out the attached application 

WHAT YOU SHOULD KNOW ABOUT DEPOSIT 

DEPOSIT is• a payment to the retirement fund to 
cover a period of service during which no retirement 
deduction• were withheld from salary. 

DEPOSIT IS NOT REQUIRED nor can it be made 
for service before August 1, 1920, military service, 
perioda of aeparation or leave-without-pay, time 
covered by a lump aum leave payment, or aervice 
for the Panama Railroad Company prior to January 
1, 1924. 

DEPOSIT IS OPTIONAL. You do not have to make 
it if you do not wish to do so. 

AMOUNT OF DEPOSIT will be the percentage of 
your baaic salary shown beto·w, plua interest from 
the midpoint of each period involved to the date 
or the deposit (or commencing date or annuity, 
if earlier). Interest ia computed at 43 to December 
31, 1947, and at 33 thereafter, compounded an
nually. No interest ia charged for any period or 
separation from the service which be1an before 
October 1, 1956. 

IF DEPOSIT COVERS 
SERVICE BETWEEN 

PERCENTAGE 
OF BASIC 

SALARY IS 

Au1ust 1, 1920 and June 30, 1926 2~3 
July 1, 1926 and June 30, 1942 3~3 
July 1, 1942 and June 30, 1948 53 
July 1, 1948 and October 31, 1956 63 
Nov. 1, 1956 and Dec. 31, 1969 6~3 
Arter December 31, 1969 73 

DEPOSIT CANNOT BE WITHDRAWN unless you 
become elicible for and obtain a refund of all your 

retirement deductions. Ir you make deposit, become 
elilible for a refund, and have more than one and 
Iese than 5 yean of civilian aervice, interest will be 
payable on the deposit. However, no interest is 
payable if you have S or more years' civilian service. 

POSTPONING PAYMENT OF DEPOSIT will cause 
the amount to increase because or additional ·interest. 
However, so long as the deposit is not made you 
have the use or your money for other purposes. 
You may postpone making the deposit until you 
retire, or in the event of death before retirement, 
your widow (or widower) may make it. 

IF DEPOSIT IS NOT MADE you will receive credit 
toward your retirement annuity for the service not 
covered by deductions. However, your annuity 
will be reduced by 103 or the amount due as deposit. 
For example, if a deposit of $500 i1 required and it 
i1 not paid, the annuity is reduced by $SO a year. 
In other word1, a deposit of $SOO made at retirement 
will increase the annuity by $SO a year eo that 
in 10 year1 the amount of the deposit will have 
been recovered. After the 10 years, the annuity 
will continue at the increased rate. 

AFTER RETIREMENT your individual account 
(which includes your deductions, deposits, and 
earned interest, if any, and a1ain1t which all your 
annuity payment• are char1ed) will be used up by 
annuity payment• in 1 to 3 yeara. Should your 
annuity terminate for death or other reaeon after 
your individual account has been uaed up, no part 
of your deposit would be refundable. Your an
nuity would, of !=Ourae, continue after your individual 
account had been uaed up. 

(CONTINUED ON NEXT PAGE) 
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WHAT YOU SHOULD KNOW ABOUT REDEPOSIT 

REDEPOSIT ii a payment to the retrement fund to 
cover a period of 1ervice for which retirement deduc
tiona were withheld from aalary and later refunded. 

REDEPOSIT IS OPTIONAL. You do not have to 
make it if you do not wiah to do IO. However, 
it ii 1encrally advantaceoua to !.llake it u no credit 
will be allowed in the computation of annuity for 
the period of service covered ''Y the refund unleu 
redeposit ia made. 

AMOUNT OF REDEPOSIT will be the aum of the 
refund plua interest from the date the refund waa 
paid to the date of redepoeit (u commencinc date of 
annuity, if earlier). Interest i1 computed at 43 
to December 31, 1947, and ~% thereafter, com· 
pounded annually. No intereat i1 charced for any 
period of eepuation from the rservice which becan 
before October 1, 1956. 

REDEPOSIT CANNOT BE WITHDRAWN unleu 
you become elicible for and obtain a refund of 
all your retirement deduction1. If you make re
depoeit, become elicible for a refund, and have 
more than one and leu than 5 yean of civilian 
eervice, interest will be payable on the redepoeit. 
However, DO interest ia payable if you have. 5 or 
more yean' civilian terVice. 

POSTPONING PAYMENT OF REDEPOSIT will 
cauae the amount to increav. because of additional 
intereat. However, eo lone "' the redepoait i1 not 
made you have the uae of your money for other 
purpo1e1. You may po1tpone malrinc the redepo1it 
until you retire, or in the event of death before 
retirement, your widow (or widower) may make it. 

IF REDEPOSIT IS NOT MADE you will receive 
DO credit in the computation of annuity for the 
period of service covered by the refund. Thia 
usually resulta in a aharp reduction in the amount 
of your annuity or, in the event of death, your 
elicible widow'• (or widower'•) annuity. 

AFTER RETIREMENT your individual account 
(which includes your deduction•, redeposit1, and 
earned interest, if any, and a1ain1t which all your 
annuity payment• are charced) will be u1ed up by 
annuity paymentl in 1 to 3 yeara. Should your 
annuity terminate for death or other rea10n afteT 
your individua~ account ha1 been u1ed up, no part 
of your redepo1it would be refundable. Your 
annuity would, of coune, continue after your 
individual account had been uaed up. 

PROCEDURES GOVERNING DEPOSIT AND REDEPOSIT 

DEPOSIT OR REDEPOSIT can be made by em· 
ployees now 1ervin1 under the Civil Service Retire
ment Law, by aeparated employeea who are entitled 
to u annuity, or by widow1 (or widowera) of 
dec:eued employee1. 

INSTRUCTIONS for malrinc payment tocether with 
a bill for the amount due will be tent to you u 
IOOll u the adjudication of your application ia 
completed. 

INSTALLMENT PAYMENTS of not leu than $25 
are acceptable. However, interest ia charceable on 
the unpaid balance, eo that additional interest may 
have to be paid. 

IF YOU ARE EMPLOYED by the Federal or Oiltrict 
of Columbia Government, 1end your completed 
application to .your department or qency which 
muat c:ertif'y it. 

IF YOU ARE SEPARATED from the Government, 
9end your completed application direct to the 
Bureau of Retirement, Insurance, and Occupational 
Health, United States Civil Service Commission, 
Wuhincton, D.C. 20415. 

ADDITIONAL INFORMATION and aasistance in 
completinc thi1 application may be 9btained from 
the penonnel office or the Government department or 
qency in which you are employed. If this aourc:e of 
information ii not available to you, contact the 
nearest rqional office of "the United State• Civil 
Service Commiuion or the Bureau of Retirement, 
Insurance, and Occupational Health, United Statea 
Civil Service Commiaaion, Waahincton, D.C. 20415. 

•U.S. GOVERr..ENT PRINTING OFFICE1 1977•261·6'7/3169 
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STANDARD FORM NO. 2803 
MARCH 1910 

FPM SUPPLEMENT 131· 1 
APPLICATION TO MAKE DEPOSIT OR REDEPOSII 

CIVIL SERVICE RETIREMENT SYSTEM 
2803-106 

TO AVOID DELAY IN PROCESSING: I. Read carcrully the information 
attached; 2. Typewrite or print in ink; 3. Complete Part A in foll and have your 
cmployin1 •1cncy complete Part B. Ir not Federally employed Part B need 
not be completed. 

A. TO BE COMPLETED BY THE APPLICANT 
1. NAME (L•ol) (,;,.,) (Aliddl•) Z. LIST All OTHER NAMES YOU HAVE lJ5(0 J. BIRTHOATE 

MR. (1101111'1. day,, .. ,.) 
MRS. 
MISS 

4. ADDRESS (lfum .. , end •lt .. C} 5. DEPARTMENT OR AGENCY IN WHICH PRESENTLY OR LAST EM· 6. SOCIAL SECURITY 
PLOYED. INCLUDING BUREAU. BRANCH. OR DIVISION ACCOUNT NO. 

I I 
(Ci1r. Sl•t•, •nd ztr Cod•) 1. LOCATION OF EMPLOYMENT I. TIRE OF LAST 

(C;1, •nd St•I•) POSITION 

LIST BELOW IN CHRONOLOGICAL ORDER: (A) ALL ''DEPOSIT" P£RIOOS Of SERVICE FROll AUGUST I. 1920. DURING WHICH NO CIVIL SERVICE RETIREMENT DEDUCTIONS WERE WITHHaD FROM YOUR 
SALARY: ANO (8) AU. .. REDEPOSIT" SERVICE DURING WHICH RETIREMENT DEDUCTIONS WERE WITHHD.0 AND LATER REFUNDED TO YOU. 

CHECK WHETHER 
OEOUCTIOHS WERE 

PERIODS Of SERVICE MOT WITHHn.D OR 
WERE WITilHn.D 

DEPARTMENT OR AGEHCY. INCLUDING BUREAU, LOCATKlH Of EMPLOYMENT TITLE Of MD REFUNOEO POSITION BRANCH. OR DIVISION WHERE EMPLOYm (Citr •nd Sl•I•) 

WITHMO.JI lll1J --11111'1 E-11111'1 ... D 
WITMllQ.D 

-D 

10. IF BOTH DEPOSIT ANO REDEPOSIT P£RIODS ARE LISTED II . ARE DEDUCTIONS FOR CIVIL SERVICE RETIREMENT NOW IZ. IF YOUR ANSWER IS .. NO" GIVE THE DATE Of SEPARATION 

0 
ABOVE. CHECK ONE OF THE BOXES BELOW: BEING WITHHaD FROM YOUR SALARY1 FROM YOUR LAST POSITION UNDER THE CIVIL SERVICE 

RETIREMlHT ACT. 
I WISH TO PAY THE TOTAL AMOUNT Of THE OEP051T AND 

DYES ONO REDEPOSIT. 

0 
Do\T£ Of' S(PHATIOOI 

I WISH TO PAY THE REOEl'OSIT OHL Y 
I 

I hereby ccrtiry that all 1tatcmcnt1 in thia application arc true to the beat or my knowlcd1c and bclid and that I intend to make rull payment OI' be1in 
inatallmcnt paymcnll or the amount due. 

(DATI) (114i111AlVM W Uft.ICAMT) 
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B. TO BE COMPLETED BY THE EMPLOYING AGENCY 
JNSTRUCT!CiiS TO THX AQENCY.-Tbi1 application i1 Dot to be uled a1 a mf'aD1 for verify;111 lefVlce foe leave, retention, 

or otbtt Don-retirement purpo.e1. The procedure• for verify;nc llet'vice fOf' Don-retirement purpoee1 or to ntabli1b creditability 
of acrvice are contaiDed iD the Federal PenoDnel MaDual. 

The applicaDt lhould be iaformed that be muat be prepared to PllJ' the amount al the depoeit oc redepo.it (or both) either 
in a lump 1um or in1tallmcnt1. 

SCHEDULE 1.-From the Individual Retirement Record (SF 2806) enter in thi1 tchedule the period(a) of aervice 
for which retirement deduction• remain to the employee'• ~edit. Include any service since Auiuat 1, 1920, 
in other branches of your agency or in other agencies if such aervice is of record on SF 2806 in your possession. 
If it ia more convenient than completing this ac:hedule, • photo copy of the SF 28U'> may be attached. 

1'£AIOOS CW SlllVIC[ D£PARTNDIT OR AGENCY . INO.UDING BUREAU. II~. OR UXATIOH CW l:NP'LOYNDCT 
DIVISION WHERE l:MP\.OYl:D (Ci11' a1ttl St•••> ,__ 

- TO-

SCHEDULE 2.-List in this schedule all aervice since Aucu1t 1, 1920 (bqinning with first period of aervice 
shown by the applicant in Item S or Part A) for which deductions were not withheld and for which an official 
record is in the acency. An official record includes SF 2806, official penonnel folder, pay card, or any 
other official document which shows that the individual was employed. Note under "Remarks" any periods 
of leave without pay, the time actually worked if the employee was paid on a when-actually-employed or 
part-time ba1i1, or any other similar information which would aft'ec:t the amount of deductions owed to the 
retirement fund. Any non-deduction tenice which cannot be ver\fied (rom 

__ 
official records should be lilted 

and noted in the · "Remarla" column u "Unverified." 
SALARY llASIS llASIC SALARY ACTUALLY EAllNEO 

llATUM CW ACTIOI It.SIC SAUllY (l'w EFnCTIVI: DATE •1111u ... llOIARICS (II .. •il•ltle) 
(Appl ., pn. llATt 

, 
, .... etc.) &-.U".~!:> TO- TOTI.I. UlllltD 

. 
CERTIFICATION.-The entries in schedules 1 and 2 are baaed on official records of this acency and are c:orrec:t. 

There is nc/ official personnel or fiscal record in this agency of the additional tenice (if any) alleced by the 
employee and marked "Unverified" in Schedule 2. 

(lllGa&TllM) 1orr1C1&&. nn.11 CDAnl 
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STANDARD FORM NO. 2804 
& GAO 5000 APPLICATION TO MAKE VOLUNTARY CONTRIBUTIONS 

211114-1115 CIVIL SERVICE RETIREMENT SYSTEM 

TO AVOID DELAY : I. Read carefully the in1truction1 below and 
the information on the attached pace; 2. Typewrite or print in 
ink; 3. Complete application in foll. 

I (A) NAME (L .. I) (l'"iru) (lll;ddlel Z. LIST All OTHER NAMES YOU HAVE USED l DATE OF BIRTH (Month, Dey, Yeet) 
MR. 
MRS. 
MISS 

·-
I. (B) ADDRESS (Number and Str .. t) 4. (A) DEPARTMENT OR AGENCY IN WHICH PRESENTLY EMPLOYED. INCLUDING BUREAU. BRANCH . 

OR DIVISION 

-·- -· ·-· 
(Cit,, State. Zlr Code) 4. (B) LOCATION Of EMPLOYMENT 4. (Cl TITLE Of PRESENT POSITION 

(C;ty and Stale) 

5 (Al DO YOU HAVE ANY CIVILIAN GOVERNMENT SERVICE SINCE 6. (Al DO YOU HAVE ANY SERVICE DURING WHICH CIVIL SERVICE 1. (A) HAVE YOU EVER MADE VOLUNTARY CONTRIBUTIONS BE· 
AUGUST I . 1920. DURING WHICH NO CIVIL SERVICE RETIRE- RETIREMENT DEDUCTIONS WERE TAKEN FROM YOUR SAL- fORE AND LATER RECEIVED A REFUND OF THEM7 
MENT DEDUCTIONS WERE TAKEN FROM YOUR SALARY? ARY HD LATER REFUNDED JO YOU7 

DYES 0No DYES 0No DYES ONO 

5. (Bl IF ··YES"" HAVE YOU MADE A DEPOSIT TO THE CIVIL SERVICE 6. (Bl IF ""YES"" HAVE YOU MADE A REDEPOSIT TO THE CIVIL SERV· 1. (B) IF ""YES" HAVE YOU SINCE BEEN SEPARATED FROM THE 
REflREMENT FUND TO COVER THIS NON-DEDUCTION ICE RETIREMENT FUND Of THE AMOUNT REFUNDED TO GOVERNMENT SERVICE FOR A PERIOD OF MORE THAN l 
SERVICE? YOU7 CALENDAR DAYS7 

DYES 0No DYES 0No DYES 0No 

IF YOUR ANSWER TO QUESTION 5(8), 6(8), OR 7(8) IS "NO," DO NOT FILE THIS APPLICATION. 

SEE ELIGIBILITY INSTRUCTIONS BELOW. 

I hereby apply to make voluntary contribution• to the Civil Service Retirement Fund for the purpose or purch&1in1 additional annuity at retirement and 
certify that I am presently employed in a position subject to the Civil Service Retirement Act or I am an applicant for Civil Service retirement. 

(DATt) (SlliNATUll[ ~ APPLICANT) 

INSTRUCTIONS 
ELIGIBILITY.-1. Voluntary contributions may be made only if you the Bureau of Retirement and Insurance, U. S. Civil Service Commis-

arc an employee who is servin& und~r the Civil Service Retirement Act 1ion, Washington, D. C. 20415. Do not ecnd any payment with this 
or a former employee who is an applicant for retirement. application. After it is received and accepted, you wilt be sent foll 

2. You must not owe a deposit for non-deduction instructions on how to make your payments. 
service or a redeposit for refunded retirement deductions. Application ADDITION AL INFORM A TION.-lnformation concerning voluntary 
to Make Deposit or Redeposit (Standard Form 2803) may be obtained contributions is on the attached sheet. Additional information, if 
from your employing agency or the Civil Service Commission. needed, may be obtained from the personnel office or the Government 

3. If you have previously been paid a refund of vol- department or agency in which you are employed. If this source of 
untary contributions, you must have since been separated from Govern- information is not available to you, contact the nearest regional office 
ment employment for more than 3 calendar day~ . of the U.S. Civil Service Commission or the Bureau of Retirement and 

FILING OF APPLICATION. Send this completed application direct to Insurance, U.S. Civil Service Commission, Washington, D. C . 20415 . 

SEE ATTACHED SHEET FOR IMPORTANT INFORMATION REGARDING VOLUNTARY CONTRIBUTIONS 
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INFORMATION REGARDING VOLUNTARY CONTRIBUTIONS 
CIVIL SERVICE RETIREMENT SYSTEM 

WHAT THEY ARE.-Voluntary contributions are 

optional payments to the Retirement Fund made in 
addition to the reiUlar deductions taken from your 
salary. 

HOW THEY ARE USED.-They are used only to 

purchase additional annuity at retirement. This 
additional annuity is added to the recular annuity 

you would normally receive upon retirement. 

HOW THEY ARE MADE.-& lon1 as you are 

elipble, you may make voluntary contributions at 

rei\Jlar intervals or whenever you wish. They 
cannot be deducted from your salary. Each pay
ment must be made directly to the Civil Service 

Commission and it must be in a multiple of $2S 
(i.e., $SO, $1S, $100, etc.). 

LIMIT ON CONTRIBUTIONS.-Your total con
tributions cannot be more than 10 percent of your 

basic civilian salary received since Au1U1t 1, 1920. 

The Civil Service Commission cannot compute your 
limitation until you retire. Any contributions made 

will be accepted and, when you retire, any amount 

found to be in excess of your limit will be refunded. 

INTEREST.-Voluntary contributions earn interest 

at 3 percent, compounded annually. However, if 
you should become separated and later withdraw 

your voluntary contributions, they will not earn 
interest over the time you were separated. 

IF DEATH OCCURS.-In the event of your death 

at any time befor~ retirement, your voluntary con
tributions and interest are payable immediately in a 

lump 1um. The money cannot be u~ to buy 

additional survivor annuity for your widow(er) or 
children. 

AT RETIREMENT.-The amount of additional 

annuity purchased with your voluntary contribu~ 

tiona and interest depends upon your a1e at the time 
you retire and once fixed, it does not chan1e a1 you 

lfOW older. If you retire at a1e SS or youn1er, each 

$100 to your C!'edit wilt purchase $7 a year of addi-

tional annuity. This additional annuit y increases 

by 20 cents for each full year you are over 55 when 
you retire. Thus if you retire at 60, each $100 will 

purchase $8 a year of additional annuity; :it age 62, 

$8.40 a year; and at a1e 70, $10 a year. The addi

tional annuity is payable for as long as you stay 

retired. 

ADDITIONAL SURVIVOR ANNUITY.-When you 

retire, you may elect to share your additional annuity 
with your wife or any other person. If you do, your 

own additional annuity will be reduced and at your 

death, the person you named when you retired will 
be paid half of your additional annuity for the rest 

of his or her life. The reduction in your additional 

annuity will depend on the difference in a1es between 

you and the person you name, as shown in the 

followin1 table: 

AG[ Of' "ll50N flAJoj[D '" R[UTIOH TO THAT Of' 
ll[TUllllG [Joj,LQY[[ 

I UDUCtlOH 
'" """UITY 

Of' ll[TllUNG 
C,,.,LOYU 

p,,. ... 1 
Older, same age, or less than 5 years 

younger --- - __ ___ ___ --- - ___ ___ ___ 10 
5 but less than 10 years youn11er _______ 15 
10 but less than 15 years youn11er _ 20 
15 but less than 20 years youn11er 25 
20 but less than 25 years youn11er 30 
25 but less than 30 years youn11er _ 35 
30 or more years youn11er ____ 40 

DEATH AFTER RETIREMENT.-Any voluntary 

contributions or interest not paid back in the form 

of additional annuity to you or to your named 
survivor will be refunded in a lump sum. 

REFUND OF CONTRIBUTIONS.-You may apply 

for and be paid a refund of all (not just a part) of 

your voluntary contributions plus earned interest at 

any time before you retire and receive additional 

annuity. If you are paid such a refund, you cannot 

a1ain make voluntary contributions unless you are 

separated for more than 3 calendar days and are 

then reemployed in a position subject to the Civil 

Service Retirement Act. 

Detach this information sheet and Jceep it for future reference. 
You can use the other side to Jceep a record of voluntary contribution paymentt 
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VOLUNTARY CONTRIBUTION PAYMENTS-ACCOUNT NO. CSV-___ _ 
PAYMENTS PAVMEl<TS 

-- AMOUNT Of TOTAL -·- - - ------- AMOUNT Of TOTAL 
DEPOSIT DEPOSITS DEPOSIT DEPOSITS HO. DATE 

---
HO. 

-·- -·----------··
DATE 

+-----
I 41 

- I'---------···- -----· ------ - --- ---·--

2 42 
--

3 43 
i-------- - - -----·-----+------ ---<------ --

4 H 
- t-- --

5 45 
c--- -----------"l--------- +----- ---

6 46 

7 f---47 +--- --- - -+--- - - --- -+-- - - -----t 
8 48 

~--+---------1---------1---------t 
II 411 

IO 50 

11 51 

12 52 

13 53 

H 54 

15 65 

16 56 

17 57 

-18 58 

Ill 59 

20 60 

21 61 

22 62 

23 63 

24 6-1 

25 65 

26 66 

27 67 

28 68 
211 69 

30 70 

31 71 
l----i--- -----r---------+-------- -1 

32 7!! 
f---t-- - ---- --t-------- -t----- ----

-33 73 - -------- - ·---- ------- - - - -t---------t-- ·------ -
34 74 

.. --·- ----- -1----------l-- -·- -----

-35 - 75 - -- ---- - --------- ---;-- ---- -----t------ - --
36 76 - ---- ·------ -- -- - --------1----- - ---1------ --
37 77 

--·- - ·------- ---· ·-- - -- --- ----- -------- i----- ----t-- - ------
38 -- -- -- --- ----- - - -- 711 - - - --· -- - - -----1-- ----- - - 1- ------
3!1 7!1 , ------------ . ----- ---- _________ ______ _ -

40 80 

JJ. u.s. GOV[RIVENT PR I NTING OFFICE: 1980- 311-1 53 / 5 18/ 
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. 
WAINING-Do unlH rou IOIM NO

•t fill out thb fonn DESIGNATION OF BENEFICIARY $TANDAID JIOI JUNE "" 
U.S. Civil S..rvC. C:0..-.11Miift 

lion re .. ol l111INOion1. CIVIL SERVICE RETIREMENT SYSTEM frM S1i1f't''-eM Ill-I JIOl-ICM 

A. INFORMATION CONCERNING THE DESIGNATOR 
I . NAME (U.el) .(,inf) (Middlo) l . DA TE Of' BIRTlt ) . 50CIAl HCURITY NUMIU 

(.V-lh) (Dq) o·-·> 

• . DEPARTMENT OR AGENCY IN WHICH PRESENTLY OR LAST EMPLOYED. INCLUDING BUREAU OR DIVISION 5. CL.AIM NUMBER If RETIRED 

CSA-

I, the employee Qr former employee identified ebove, cencelin1 eny end ell prevlouo dc1i1netion1 or beneficlery heretofore mede by me, do now de1i1n1te the 
beneficiery or bcneficiarieo nemed below to receive eny lump-oum benefit which mey become peyable under the C ivil Service Retirement Act .rter my d .. th . 
I underotand thet thi1 dcoi1netion or bencficiery will not elfect the richto or eny ourvivoro who mey queliry for ennuity benelito arter my deeth, and that I hi1 
deoicnetion will remein in foll force end elfect unle11 or until canceled by me in writinll. 

B. INFORMATION CONCERNING THE BENEFICIARY OR BENEFICIARIES 
JKAI.£ TO II( PAID to 

TYPE Olt l'llutT flltST MAME. MlDCLE l .. TIAL. AND LAST KAMI TYl'f OI PllN'I ADoeU5 ( 1., /,.Ji•1 ZIP C•.k) Of EACH IENfflOAIV HUTICW45Htr L\CH ~HCflCLUl'f 
0# l.ACH IUIUICIHY ( J., Eu .. pl d 

I hereby direct. unleH otherwiae indiceted ebove, thet, Ir more then one benellclery lo nemed, the ohere or eny deceaacd beneliciery or beneficiarieo who may 
die before • lump-oum benefit becomeo payable ahall be di1tributcd equelly amon1 the 1urvlvin1 beneficierica, or entirely to the ourvivor. Ir none or the 
beneficierica ere elive when the lump-oum benefit become• peyeble, thio de1i1netion •hell be void. 

DAU Of THl5 DHIGH4ft0N ........ (MHATUft 0# DUIGl&ATOl-00 NOT PRINT) 
tMOMINI l•All 

C. WITNESSES (A wil•111 ;, ifl•li1i6l1 I• rw"i•·• /Nl1•••1 ,., • ••••ftci.17) 

Wa, THI UNDSllllONID, ClllTIPY THAT THll INITllUMINT WAI llONID IN OUll PlllHNCS. 

(•1G•uun"' wmou~DO NOT PRINT) (NUlllH ...... '1Rlfl) (CITY, sun . AHD ZIP COOl) 

-
(llGNAJUA( 0# WITMll.._DO NOT PRINT) (1111111 .. """ITRlfl) ccn Y. sun. AMO .llP COOU 

PllHT OI TYPE vouo HAME AND ADDIUS (1.,1 .. J ;., ZIP CoJ•) 10 IH5Ulf lflURH Of corr (R•••rved for R1ceivin' Stamp of u. s. Civil 
S.ro•ice CommiHion) 

I I 

L _J 
MAIL BOTH COPIES TO THE UNITED ST ATES CIVIL SERVICE COMMISSION, 

BUREAU OF RETIREMENT AND INSURANCE, WASHINGT ON, D.C. 2041S 
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IMPORTANT,-Tbe Flllq II This Fenn Complltlly C1ncels Any Dlsltn•tlaa You May Have Pmlously Fl1lld. Bl Sur1 To N11111 In Tiiis Form Al Pmom You Wish Tt Dtslpitl 
As Benefldarles. 

EXAMPLES OF DESIGNATIONS 
HOW TO DESIGNATE ONE BENEFICIARY 

TYPI Oii PlllllT flllST UMl. Ml-.l INITIAL. ANO I.AST llAMl TYPE 01 PllHT AOOIUS O•tl,.di"« ZIP C•dll SHAii( TO IE PAID TO aUATIONSHIP CW lACH KllEFICIAllY Of fACH HHfflCIAIY lACH IENEFICIAllY 

·-
22 Elm StJ;"eet Do not write 

SARAH II. JONES Sister All 111me S. M. Lima, Oh lo 45801 11 
Jones or 11 Mn. 
George L. lonu. 

HOW TO DESIGNATE MORE THAN ONE BENEFICIARY 

TYPI Oii PlllNT FlllST MAME. MIOOU INITIAL. ANO LAST llAM( TYPE 01 PllHT AODIUS (l•d,.di•t ZIP Cod•} SHAit( TO IK PAID TO lllLATIONSHll' CW [ACH llfll'FICIAllY Of fACH HNfflCIAIY lACH 8(HHICIARY 

----------
4902 Oak Street 

MARY A. SMITH Aunt One-half Be sure the 
Judson, North Dakota 58548 shares to be 111id --- - - -- - - · to the benefici50 Duke Street 

ANNA 0 . BROWN Cousin One-fourth ___ 
aries add up to 

Judson, North Dakota 58548 -- --- - ,____ --- 100'7.,. --
50 Duke Street 

HENRY G. BROWN Cousin Judson, North Dakota 58548 One-fourth 

HOW TO DESIGNATE A CONTINGENT BENEFICIARY 

TYPE QA PRINT flft51 NAME. MIOOU UUTIAl. AMO LAST "AM( TYPI 01 PllHI ADDlfU fl•dudi•t 7.IP l .odl} SHARE TO 8( PAID TO RELATIOHSHIP 
Of (ACH ICNlflCIAAY LACH BlNCflCIARW Of EACH HHlflCIAIY 

·- ·-··-- - ----
91 Adams Avenue 

CATHERINE J. ANDERSON, if living Niece All Syracuse, New York 13206 
.-- - -- .. - - - ---

Otherwise to: 69 Harris Avenue Nephew All JOHN L. JONES Cleveland, Ohio 44104 
.. ----- · -- --

-~ 

HOW TO CANCEL A DESIGNATION OF BENEFICIARY 
You may want to 

TYi'£ OR PRINT FIRST MAME. MJOOlC INITIAL, AND LAST HAM( IYPf 01 PllNI AOORf U {l#dudi#I 7.11' (•dO SHARE TO 1 £ ,.AIO TO FIUATIONSHIP cancel a benefi
Of (AC H IUtH ICI ... f'l Of EACH HNfflCIAIY EACH IEH(ft(IAAY ciary you have 

---- -- · ·--·- - -- -- -- - - --- ------- named ir your 
Cancel Prior Designation c i rcu msta nces 

change and you 
-- want the bentfil 

payable to your 
wife or husband, 
children, or par
ents in t hat 
order. 

1 
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HOI 
WARNING-Do not till out this form until you DESIGNATION OF BENEFICIARY ltAHDAID fOIM NO. IUNt lt6' 

U.$ . Ci .. il S•rw"- C .... i"'°" 
haw read d il11trvc lions. CIVIL SERVICE RETIREMENT SYSTEM fPM Svpple"'•"I IJl-1 2101-tO• 

A. INFORMATION CONCERNING THE DESIGNATOR 
I . NAME ,,.,,.,) I . DATE Of llRTii J. SOCIAl StCUlln NUMSlll 

(Jllonlh) (D.rl 1r ... 1 

4. DEl'ARTMENT OR AGENCY IN WHICH PRESENTl Y OR lAST EMPLOYED, INCLUDING BUREAU OR DIVISION 5. CLAIM NUMBER If RETIRED 

CSA-

I, the cmplOJ'U or former cmplOJ'U identified above. cancclin1 anJ' and all prcviou1 de1i1nation1 or bencficiarJ' heretofore made by me, do now dcai1natc the 
beneficiary or beneficiariu named below to receive any lump-1um benefit which may become payable under the Civil Service Retirement Act alter my death . 
I undcratand that thi1 deaicnation or beneficiary will not affect the ri1ht1 or any aurvivora who may qualir11 for annuitJ' benefit• alter my death, and that thi1 
de1i1nation will remain in run force and elfect unlcu or until canceled by me in writin1. 

B. INFORMATION CONCERNING THE BENEFICIARY OR BENEFICIA~l'-"E=S~------------,.--------...-------
JKAA( TOM ,AIQ TO 

TYPI Otl l'tUttT FIRST NAMl. NtOOl( lfOTlAl..., AND LAST MAMl YYtf 01 PllNI ADOafH I l11Cl11tli•1 ZIP C•tl1 J Of IACH N ... fl(IAIY AlLA TK>NSHIP CACM HHlflCIAIY 
Of llACH ICMlfK:IAAY (SH f _,..,.,/1) 

I hercbJ' direct, unlca1 othcrwiac indicated above, that, ir more than one beneficiary 11 named, the aharc or any dcceaacd beneficiary or bencficiarica who may 
die before a lump-tum benefit become• payable 1hall be di1tributcd equally amon1 the aurvivinc bencficiaric1, or entirely to the aurvivor. Ir none or the 
beneficiarica arc alive when the lump·•um benefit becomca payable, thia dcaicnation ahall be void. 

DATI Of 1ttll Dt51GHAJION (I-TUil"' DUIGNATOll-00 NOT PRINT) 
IMOM1MI l•A.rl l'flAll 

C. WITNESSES t A .,.;,.,,. ;, ;,,,u,,.1, '• r1oi1·1 ,.,.,,., "'' • ••••fi,i111·1J 

Ws, THS UHD&&ltGHSD, C&&TIPY THAT THtl IHIT&UM&HT WAI llOH&D IH OU& P&&HHCL 

(11GNAtull Of •111C1..-.DO NOT PRINT) ''"""'"""'°nun) (CIT'f. sun. ANO,., COO() 

(llGNATUAl"' •IT•lU-00 NOT PRINT) (NUMIU AND llllll) (CITY, sun. AHO ZIP coou 

PllHl Oii IYPl YOUI HJ.Mt AHD ADDlfSS (lotl•Ji•1 Zll' C•Jr) 10 INSUH lflUIN Of CC:WY (Reae1red for Receirin• Shimp of U. S. Ciril 
S.n•ic• CommlHion) 

L _J 

THIS DUPLICATE WILL BE RETURNED TO YOU 
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WARNING-Do not fill our this form if you arc satisfied to have any 
lump-sum benefit which may become payable after your 
death paid according to the order of precedence which 
follows. 

RETIREMENT ACT ORDER OP PRECEDENCE 

If there is no designated beneficiary living, any lump-sum benefit which 
becomes pa)'.ablc after the death of an employee or former employee will be 
payable to the first person or penons listed below who arc alive on the date 
ride to the payment arises. 

l. To the widow or widower. 

2. If neither of the above, to the child or children in equal shares, with 
the share of any deceased child distributed among the descendants 
of that child. 

'- If none of the above, to the parents in equal shares or the entire 
amount to the surviving parent. 

4. If none of the above, to the executor or administrator of the estate 
of the decedent. ' 

' · If none of the above, to the next of lcin under the laws of the State 
in which the decedent was domiciled. 

h is not necessary for any employee or former employee to designate a 
beneficiary unless he wishes to name some person or persons not included 
above, or in a different order. 

PURPOSE OF DESIGNATING A BENEFICIARY 

A designation of beneficiary is for lump-sum benefit purposes only, and 
docs not affect 1he righ1 of any person who qualifies 10 receive 11"·11iwr 1111n11ilJ 
bencfirs. Such bencfiu arc payable cirhcr by opcra1ioo of law or as a result 
of an elccrion made by a rcriring employee. Survivor annuiry bencfirs arc 
never based on this form. 

INSTRUCTIONS 

I. The examples printed on 1he baclc of the first page may he helpful to you. 
2. Type or prin1 all cnrrics cxccp1 signa1urcs. 
'· Fill our and mail both copies 10 1hc Uni1cd Srarcs Civil Service Commis

sion, Bureau of Rc1ircmcn1 and Insurance, Washington, D.C., 204 l') . 

The dcsignarion of beneficiary musr be received by rhc Civil Scrv'icc 
Commission prior 10 1hc dca1h of 1he employee or former employee to 
be valid. 

4. Cancellari~ of a prior designation may be effected wirhour the narni113 of 
a new beneficiary by making our a new Srandard Porm 2808 and inscn· 
ing in the space provided for name of beneficiary, the words, "Cancel 
Prior Dcsigna1ion." All designations of beneficiary filed before Scptcm· 
ber 1, 19,0, have been canceled by law. It is nor necessary to file a 
new form to cancel a designation made before that date. 

'· This form is not intended as a will, and miscellaneous provisions, snch as 
payment of just debts, paym~nt on the monthly installment plan, ere., 
will not be recognized. 

6. A dcsignarion free of erasures or alterations should be filed in order IO 

avoid a possible comest afrcr dearh. 

7. The duplicare will be rc1urncd to you as c~idcncc that _rhc origi~al ~s 
been received and filed. When you receive the duplicate, file H wuh 
your imponant papers. After your death 1he beneficiary, or someone 
ac1ing for the bei;icficiary, should reques1 1hc Civil Service Commission 
10 furnish a blank on which to make applicarioo or any lump-sum benc
fi1 which may be payable. 

LAW AND REGULATIONS-

I. By law, the designa1ion of beneficiary shall be in writing, signed and wil· 
ncsscd, and received in the Civil Service Commission prior 10 the death 
of the designator. 

2. By law, no change ot cancellation of beneficiary in a last will or tesumcnt, 
or in any other document nor· witnessed and filed as required by these 
regulations shall have any force or effect. 

'· A witness 10 a designation of beneficiary is ineligible to receive paymcn1 
as a beneficiary.' 

4. Any person, firm , corporation, or legal entity may be named as beneficiary. 

'· A change of beneficiary may be made at any time and without the knowl
edge or consent of 1he previous beneficiary, and this righ1 cannol be 
waived or restricred . 

• u. &O'fl•••••r H••n• OfltCI ; , ... • - IH- tH-IH- •• 
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TIME LIMIT FOR ENROLLMENT- HEALTH BENEFITS REGISTRATION FORM 
N- Carrier's Control No. 

31 days or time limit shown FEDERAL EMPLOYEES 
on back of page 2. HEALTH BENEFITS PROGRAM 

(Reed Instructions on Back of Page 4) 
3537403 0 
Old Gamer's Control No. 

To employing ottice: Show Old Carrier's Control Number only if election is to ~ 
cancel enrollment or to change options or type of enrollment in tne same plan. ..,... 

1. Name (Last) (First/ (Middle ln1t1al) 2. Date of 

I 
Birth (Use numbers/ 

I 
3. Are You Now Married? 

PART A 
Month Day Year Yes ITT 

4. Your Mailing Address (Number and Slrettt} 
AU wlto r1gis11r No 

R 121 
must fill i11 dlis 5. Social Security Number 6. Sax 

pert. 
1--~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

(City} (State} (Zip Code) 

Fe:::: Fzi 
IMPORTANT- It is illegal for an employee or a family member to be covered under more than one FEHB enrollment. If you are already 

Fl 
covered 

through the family enrollment of another Federal or District of Columbia employee or annuitant you must register not to enroll or the · other 
enrollment must be cancelled or change to Self Only. Similarly, ii a family member listed by you in Part B is covered through his (or her) own 
enrollment. you cannot elect a family enrollment unless the family member cancels his (or her) enrollment. Also see back of pages 2 and 4. 

1. I elect to enroll in a nealth benefits plan as shown below. I authorize deduc11ons lrom my salary, compensation. or annuity to cover 'TIY 
share of the cost of the enrollment. (Copy Ille information requested below from back of page of bro<:llure of Ille plan you select.) 

PART B Name of Fiian Option Enrollment Code 

Fill in this p1~ if (Higll or Low) 

you wish to enroll 
or chenge yu11r .... 
rollm111t in 1 2. In space below list all eligible family members without exception: List your spouse first, then your unmarried dependent ch ildren under age 
H Hhll Benefits 22. including (a) legally adopted children and recognized natural children and (b) stepchildren, and foster children who live with you in a 
Pl1L regular parent-<:hild relationship. Include also any unmarried child over 22 who became disabled before age 22 and who, because of 

the disability. is incapable of self-support. I Altacll • doctor's certificate for a disabled cllild age 22 or over. i f one is not already on file. I 
00 NOT LIST PARENTS OR OTHERS WHO ARE NOT ELIGIBLE FAMILY MEMBERS. THEY WILL NOT RECEIVE BENEFITS. EVEN IF 
THEY ARE OEPENOENT ON YOU ANO ARE LISTED. II enrollment is 

for Self Only. an Date of Birth Date of Birtn 
Names of Family Members Names of Family Members swer item 1. If en· (Monti!, Day, Year} ( l.lontfl. Day. Year) 

rollment is for Self SpouH 
and Family, also 
answer item 2. 

If yea 1r1 chang
ing yo11r enroll
ment.. also fill in 

- P1rt D. 

F'1ace an "X" in item 1 or 2. wn1cnever applies: 
PARTC t . I elect not to enroll in a plan under the Federal 2. I elect to cancel my present enrollment under the code 

Fil in Ibis p1rt if Employees Health Benefits Program. snown below: 
I 

JOU wish NOT 19 
enroll or if yoa 

~---1 

F'resent Enrollment Code If you eleci to·ca,,cel, De 
willl Ill c111cel aunt to read "Cancella
yo•r 111roll111Ht. tion of Enrollment• on 

t>ack of page 4. 

Answer items t, 2, and 3 to show Enrollment Code being changed and eltg1blity for change
PART 1. Enrollment Code of F'resent Fiian. 2. Number of 

.---., 
: 

0 event wnicn permits 3. Date of event which permits cnange: 
Fill i11 this p1rt. n change.(See table on back of page 2 
will 11 Part B. to for proper number.) 

cheng1 your r1gis- Month Day Year 

1r1tion. I 
PART E 

Your Signatur1 (Do not print/ Oate WARNING-Any intentional falM 1tatttment in thi1 
application cw wilful mi1rep,..entation relative 

All who re9is11r mer.to ia a violation of the law puniahable by a fine 
must fill ia Ibis of not mocw than t10,000 cw imprisonment at not 
pert. more than 9 v-ara. cw both. (18 U.S.C. 1001.) 

1. Name and Address (Including ZIP Code) of Employing Ottic1 2. Oate Received in 3. Effective Oate ol 
Employing Ottica Election 

-
PART F 

To b1 compl111d Report No. 
Payroll lly 1111ncy. f---------------------------------i4. 5. SF 2811 

Ottice No. 
Signature of Authorized Agency Official 

REMARKS 
For 1111 onty lly 
lllHCJ. 

Sllndaro Form 290I Office of Personnel Mena;eme('lt 

P1111 1-To Payroll Office R ... 5113 FPM Suppt•menc 9go..1 
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. 
2110-112 

FfDIMI. EMl'l.OYEES HIM. TM llNll'lTS ,.OGllAM 

U.S. (i .. il Service 
Com"'1•1on 

NOTICE OF CHANGE IN HEALTH BENEFITS ENROLLMENT 

Part A.-IDENTIFYING DATA 

I . NAME (LAST) (FIRST) (MIDDLE INITIAL) 2. DATE Of llUH 3 . CAHIER CONTRCl NO. 

• · ADDRESS (INCLUDING Z1' CODI) 5. 'AYllOU OfflCE NO. 6 . EHaClLMEHT CODE NO. 

7. SOCIAL SKU•ITY I. DATE THIS ACTION 
M:COUHT NUMHll IKOMU IHKTIVI 

ONLT THI ITIM WHICH IS CHKICID HLOW Afll'ICTS YOUI ENIOLLMINT. llAD THAT ITIM CAIEl'ULLT AND POUOW ANT PlmNINT 
INSTIUCTIONS. ICHP THIS FOllM UNLESS YOUI INIOLLMINT II THMINATID AND TOU APl'LT POI CONVllSION. 

Part 1.-TERMINATION 

D YOUR ENROLLMENT TERMINATES ON THE DATE IN PART A, ITEM I, ABOVE. 
IMPORTANT NOTICE. You hove the right to convert to an individual contract with lh• corrier of your pion. s- Port B -Termination on the 

bock of lhia form tor information aboul your ••tension of coverage and converaion. II you -nt to convert, 1111 in the box on the bock of thia 

form ond send it to your plan within the time limit specified. 

Part C.-CHANGE IN PLAN 

D YOUR ENROLLMENT SHOWN IN PART A, ITEM '" ABOVE HAS BEEN TERMINATED BECAUSE OF YOUR ENROLLMENT IN ANOTWER Pl.AN. 

Part D.-TRANSFER OUT Part E.-TllANSFER IN 

D 
YOUR ENROLLMENT CONTINUES BUT IS TRANSFERRED TO 
YOUR NEW PAYROLL OFFICE (OR RETIREMENT SYSTEM): YOUR NEW PAYROCL OFFICE (Oii RETIREMENT SYSTEM) 

SHOWN IN PAllT J BELOW HAS ACCEPTED TRANSFER OF 
D 

YOUR ENROLLMENT AND WILL CONTINUE IT. 

Part F.-REINSTATEMENT 

YOUR ENROLLMENT HAS BEEN REINSTATED. EFFECTIVE ON 
THE DATE If'.' PART A, ITEM I, ABOVE. 

D 
{SEE PART D ON THE BACK OF THIS FORM FOR MORE 

INFORMATION) 

Part G.-CHANGE IN NAME OF ENROLLEE 

THE NAME IN WHICH THIS ENROLLMENT IS CARRIED HAS BEEN CHANGED TO: D 
NAME I DATE OF BIRTH I sex 0 MALE 

0 FEMALE 

ADDRESS {INCLUDING ZIP CODE) IF DIFFERENT FROM PART A, ITEM .&, ABOVE 

Part H.-CHANGE IN ENROLLMENT - SURVIVOR ANNUITANT 

YOUR ENROLLMENT HAS BEEN CHANGED FROM FAMILY COVERAGE TO SELF ONLY. YOUR PLAN Will 
SEND YOU A NEW IDENTIFICATION CARD. D 

YOU• - ENllOl.LMEHT 
CODI NUMll• 
~ L____J 

{NOTE: THIS ITEM TO BE COMPLETED BY RETIREMENT SYSTEMS ONLY) 

Part !.- REMARKS 

Part J.-DATE OF NOTICE 

NAME OF AGENCY AND ADDRESS, INCLUDING ZIP CODE 

SIGNATURE OF AUTHORIZED AGENCY OFFICIAL I DATE 

2810-112 $1-rd '°'"' No. 2110 
Orf1l-i-Te 1...i1 .. 

F'M s .. ·--SwPlll-1 1•1s 1911-
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PART &.-TERMINATION 

If Part I on the other side of this form is checked, read the following instructions carefully. 

TEMl"OIAIY EXTENSIOH OF COVEIAGE 

Your enrollment terminates on the dote shown 1n t>art A. Item a. on ?tie 
front of this farm. CoY!'rOQf under your enrollment continues trmpororily for 31 
days from the dot• shown_ If you at any covered member of your family 
is a po11ent in o hospital an thf 31st day of this temporary eatension, benefits 
of the Plan may continue for that person for the rest cf that confinement, but 
not beyond 00 more days. 

COHVERSIOH TO NONGIOUI' COHTIACT 

You may con¥trt your e-nrollment to o nongroup cantroC1. without n-io.nce 
of goad h~lth The nongroup contraC1 to which you may conwrt is one req .. 
ulorty offered by your Pion It may differ from your grouf pion 1n benefit., 
or cost, or b<>th, ond you will how to pay the entire cost o the nongroup con
tract dirtCI to th• Pion The nongroup contract is eff•ct1ve on the day afttr 
your 31-<loy temporary extension of coverage tnds. 

If you are intl'Ast.cf rn Q>n'ferT•nQ to o nonQroup cornroct, fill in the box 
to the right and toke or maii tt'lls form to the nearest office of rhe Pion in 
which you how been enrolled (see your Plan·, brochure or ask your employ
ing off•c• for tti. address of the Pion'• nearest office). Tht Pion will promptly 
send you on application form and oetoils concerning benefits and rms of the 
nongroup contract to which you may con'tl11. 

TIME LIMIT ON CONVEISION 

To bt eligible for the conversion, this form, with the box ta th1 nght com· 
pleted. mtist be received by your Plan not loter than 31 days after iht datt 
shown in Port A. Item 8. or l 5 days. aher !ht date in Pon J on the other 
uoe. whrchever gives 1ou more hme. 

For conversion, Ull out this box and talr.e or mail this 
form immediately to your Plan. 00 NOT SEND IT TO 
THE CIVIL SERVICE COMMISSION. 

YOUR SIGNATURE (DO NOT PRINT) 

DATE 

Print your oddron (including ZIP Code) below if it is diff.,..,I from lhal 
shown 1n Pon A, lltm '· on the other Side. 

NUM8ER ANO STREET 

CITY, STATE, AHO ZIP CODE 

ENT11'Y OH ACT1VE MILITAl'Y DUT'Y 

If your tnrollment is being terminated btticouse you a~ tn1Hin; military 
urv1ce. you may convert to a nongroup contract even though your family mem. 
bers ore enhlltd. to. core under tht military dependents· Medicare program. 
If rou return to crvillon dury •n. the extrc1s.e of reemployment _rights, _your en· 
rol ment will bt re_i".'stated effect1vt an the day you return ta active civilian duty 
If you return_ to c1v1lian dltty not in the exercise of reemployment rights. you must 
r191ster ogo1n the same os o new employee. 

PARTS 0 ANO E.-TRANSfER OF ENROLLMENT 

If either Part Dor E on the other side of this form is checked, read carefully whichever of the following lnltrvc:tlons applies. 

T11ANSFEI OF EMl'lO'YMENT 

If you transfer ta another agency or payroll office, your entollm1nt con .. 
tinuH Show this form to your ~ employing office as f'V•dence of your en. 
rollmont. Shonly aftor rou tnltr on duty. ·your ntw employing office should 
g1 .. you another form 1ke this one to show that your health btntlits cowr
oge hos been officially continued. (Ho-r, if you ore in a group or indiY1d
uol-proctict pion ond leave the area 9Mled by the pion. you moy be obi• 10 
r091S1or 1n another pion. for details on your right to chong1 plans, check with 
your ·employing office.) 

Im I EM ENT 

Your 111rotlmenl conlinun automatically during mirtmenl if you rwtirt 
on on immtd1ol1 onnuity w1!h al least 12 .,.ors of crediloblt ...-.ict or for 
d1sobil•ty, and you .hove been enrolled under the Health Btnthls Program (1) 
during all your 1M11co since your first opponunity to tnrotl, or (2) during 1119 
S years of. ltrV•CI 1mmtd1otely preceding rt1irt1Mnt, or (3) conllnuously for 
the lull period or periods of strv1ct btg1nn1ng with !ht enrollrMnl which ti.
come tffte11 .. no later than Oectmber 31, 1964. Your shore of !ht cost of 
your onrollment will be deducted from your annuity. If you how not olrtody 
filtd on Applic011on for Rtlirtmtnt, you should do so promptly. in order to 
ovoid any question obout your health benefits cowroge. Al !ht lirM your ,.. 
lirtrMnt .. approved, or shonly alter, you should rec11w another form like 
!his ont to show then your rtlir.,._1 sysl9m hos officially continued your htallh 
btntf1ts cowrave. • 

DIA.TH 

If tti. dlc9ostd lftlployw or annullant was enrolled for stll and family
and hod at least S _., al crv1hon strt1ce, and if at least ant mta1btr al

tht fomily is tnlit!ed to survivor annuity, onrollmtnl al each eligible family 
member who was cowrod by !ht enroll men! of the dtaastd conllnues outo
mohcally. 

If !fwrt is only ont tligible survivor, the onrollmtnt will bt changed from 
fomily to 1ndiv1duol. The survivors' shore al the cost al the onrollmtn! will 
bt deduelld from the OMu1ty. Application for dta!h benefits should bt filed 
promptly to avoid any question about health benefits cowroge. Shonly after 
tti. survi- annuity is approved, another form like !his one will be issued to 

:n!i0~!~~~:~e=:i:S!r~ll:~~~ inl!Ofe ::.vi=~VC:O,:"uity has officially 

EMl'lOYEES' COMPENSATION 

Your enrollment continues outomoticolly whilt you receiw monthly com
pensotion from the Office of Workers· Compensalion ~r09roms if 1ti. Secretory 
of labor has held that you ore unoblt 10 l'llum to duty ond if you how been 
enrolled under lht Health Btntfits Program ( 1) during all your ...-.ice since 
your lint opponunity 10 enroll, or (2) during !ht S rears al ...-.ice immediately 
preceding the ston of your compensation, or (3) continuously for tti. lull period 
or periods al ...-.ict beginning wllh the enrollmont wilich btcorM tfftc11w no 
I- than DIOtmbtr 31, 1964. EnrollNnt ol cowrtd family mta1btrs al o 
deCleastd lftlplCl'lft or compensotiontr also continues outomat1CDlly wllile tht'( 
rtceiw monthly compensation, if (1) the dtceastd employw or compensotioner 
hod at lto1t 5 rears al ...-.ice, ond (2) ,... former lftlployw had been drttr
•intd by tti. Secretary of labor to bt unable lo return 10 duty. Tti. compenso
tiontr' s or sunivor's short al tht cost ol tht tnrollNnl will bt deducttd from 

. h eolllhly c11111pensotion checks. 

KEEP THIS FORM FOR YOUR RECORDS UNLESS YOUR ENROLLMENT IS TERMINATED 
Al\lia YOU CONVERT TO A NONGROUP CONT.,86.CT 
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--"L
FEGLI 

SM Princ:y 
LIFE INSURANCE ELECTION 0 Act 

Information on 
a.c:tc of Pwt 3 

1 General Instructions To complete this form: 
• RNCI pmge-C11refully 

By law, a penon who is not excluded from coverage automati· • Type or print in ink 
:ally has Basic Life insurance, unless he or she waives all coverage. • Do not separate the parts. Your employing office must cenify the 
You have the choice of ( 1 I electing Basic Life and any or all of completed form and will return your copy to you. This form . 
the options, (2) electing Basic Life, but declining all of the options, Viould be ke11t with your SF 2B17 A (SF 28178 for Postal 

2 
or (3) waiving all life insurance coverage. Employees). 

Fill in identifying information 

I Name ( 1-tJ ('Int) (Mlddi.J 

I 

Atmncy L.ocatlllft (City, 

I I 
Sr.au, Zip Codtli 

3 To elect Basic Life, sign and date below. If you do not elect Basic Lift, you may not elect any form of optional insurance. If you do not 
want any insurance at all, skip to section 5. 

Basic I want the Basic Life insur1nce. I authorize deductions to pay my share of the cost. 

Life 5l9naturo (Do "ol prtnt) 

4 If you have elected Basic Life, you may elect 111y or all of the following options. Sign the box below for any 011tion(sl you w1nt. 

Option A • Standard Option B • Additional Option C • Family 

w1nt the Standmrd $10,000 optional insur· I -nt the Additional optional insuranat in I want the F1mily optional insurance. I under· 
1nce. I authorize deductions to pay the full the multiple of my annual blsic pay I indi· stand that in the event of the death of my 
cost. Cllte below. I authorize deductions to PIY spouse I would receive $5,000 and upon the 

the full cost. (Indicate multiple by marking dHth of 1 child I would reative $2,500. I au· 
"'X" in the 1ppropri1111 

Er·-
box. Do not mark thorize deductions to pay the full cost. 

more than one box.I 

......---

---
1 times 
my pay my pay 

-
2 times 5times 
my pay my pay 

3tirnes 
rny P9Y 

519nat ure (Do "ol prtnl) IDH• 514"•ture (Do "'°' ,,..,,.,) SlgnatYN (Do 10.t• "ol """'I I Date 

5 If you want NO life insur1nat coverege It 111, sign and date below. 

I want no insuranca coverage 1t 111. I undemand that any insur111ce I have will stop at the end of the pay period in which 
Waiver of my employing offiat recaives this waiver and that I camot grt Basic Life insul"llnat unless I ( 11 W1it It least one year 1tur I 
all Life sign this form, 1211m under age 50 when I apply, AND (31 give satisfactory medical evidence of insurability. I undersund 

Insurance th1t I e1nnot get any optional insurance unless I first have Basic Lifw. 

Coverage Slgnatyre (Do rtal priltl) 

FOR EMPLOYING OFFICE USE ONl Y 
Cenifie1tion Dal• ol Ncell't In employlnt olflce 

(Jllorttlt, de7, ,_,) See T1ble of Effl!ctive Dates in 
I certify that the 1bovl! n1med employ• is eligible for the insur1nce SF 2817 A (SF 28178 for Postal 
coverage he or she he elected 1bove. Employees) to detumine ritl!e

.,..,.,,. ol AYtl\Orl .. CI Agency Oftlclal tive dates of coverage. 

The emplo.,..·1 eopy of tlli1 form, when -•ified by tlle employift9 off Im, 109etller witll SF 2817A, 
"The Federel Emplov-et Group Life INu,.nca Progrem" (SF 28178 for Ponal Emplo-1. const~ute 
Ille emplo.,..·1 c.n11iot11 of ln.,,.,.m. 

U.S. Oftlco of "'9r1e1nne1 Management 

PART ·-II• lfl Oftldll "'9nonMI 'o•-
SleftOeld '°""' 
•'-"'''-'"""'NI 

1111 

W•tCfl 1•t 

'""''-'•7Gt 
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INSTRUCTIONS FOR EMPLOYEES 

,._., lnfor"'9tiot1 

.. i a1or previsions ot rh1s program ate described in the boolctet, 
c"'-1eral Employee.· Group Life Insurance" !Standard Form 2817A 0¥ 8). If 

. ou r>eed a copy , contact your employing ottice. Pleee reed the entire 
=oklot carefully . Your COPY of the election form, when certified by 
. our emolov1n9 office, togetht!r with the bookl"t, will constitute your 
;ert1f1c:at1on of coverage. 

·.: "'°'"Enrollment Period, Mardi 1·31, 1981 

•\ II elogible employees must complete this form during the open enroll· 
-.~n• period. Previous waivers, declinations, and elections are canceled, 

:. ,n•r>lly on March 31, 19B1. 

.-~•SC: 2B17A or B for informetion about how the open enrollment period 
' . ac:u vour previous ltfe insurance coverage or w9iver of coverwge, wftlt 
.r, " 'iective dates of coverage are, and when deductions will tMgin. 

-. : .~ew employees not excluded by law or regulat ion from insu.....ce 
·-'~.and other employees who are newly eligible must complete this 

••. ·:i-, . You have 31 days from the date you are appointed, or first became 
, t:1e to participate, to return this form to your employing office. You 

... :oir.at1cally have the Basic Life insurance from your first day in a 
·•'-':Y lat work) and pay starus unless you sign in Item 5 and giw 1his form 
:;; ;our employing office before the end of your first P•Y e>Miod. You 
~o not have any optional insurance unless you sign item 3 and one or 
· ''"" of the blocks 1n item 4 of this form, and return it to your employ· 
ng :>Hice within 31 days. 

-" Standan:I Form 2817, filed during an earlier period of Fectenl employ· 
' Mnt, stays in effect unteu you change coverage. If you-. eligible in 
" ''" 1as1 period of Fedef81 employment and that period ended.~., 
' .lan:h 15. 1981, you should have a form on file. Your insur•nc:e in 
·, our new employment will be the same as you previously had. If you 
.. ..ant to change, follow the instructions in "Changing Your lnaur.nc9 
C01...,r"91'." If your Ian period of Federal employment ended on or 
:...to"' Man:h 15,. 19B1, you probably do not have a SF 2817 on file 
, nd you must now file one. 

if •1ou waive your insur•nce as 1n employM !reemployed •nnuit1rttl, 
you also automatie.11lly w•ive your Ire. insurance• .,, 1nnuit•m Ind 
cannot re"acQuire it later. 

How to eom.t""• and Revi- your ElectiCWt Form 

1. Follow the instruc1ions given for each item carefully. 

2. When you h- completed the form, review it to be sure you have 
completed it correctly. The following checklist should help you 
revi-it. 

• If y- ...- •nY bfodl in item 4 , you should also have signed 
item 3. 

...,_item 
(You cannot elect an op1ion unless you elect Buie Life.) 

• If y- 3, you should not have signed item 5 . (You 
cannot elect life insurance and waive it at the same time.) 

• If.,_...,_ item 5, you should not have signed item 3 or any 
block in item 4 . (You e.11nnot waive life imu~e and elect i1 

at the - time.) 

• If.,_...,_ iam 4 for Option B-Addhionel. you should also 
'-marked one of the 5 boxes to show how many multiplft 
of bmic IMIY you want to be insured for. You should not have 
,,_lald rnorw then one box. 

If you waive B•ic Life or decline one or more of the options, your 
Ol'l)OrtUniti• to cancel your waiver or enroll in an option you previously 
declined .,. strictly limited. See "Conditions for Ch•nging Enrollment" 
in your SF 2817A « B. 

How tD Verify TlwC Your Employi"I Office Took Correct Action on 
Y-Ei.ction. 

Wh9ft your employing office h• finished processing your election form , 
you will ,_;,.. • copy of Standard Form 50, Notice of Personnel 
~.thawing your life insur•nce status. An explanation of your 
11'9 ;..,,._cod• will ~in the Ramerlcs S.:tion of the SF·50. 

PRIVACY ACr STATEMENT 

~ 87, Title 5, U.S. Code, Fedef81 Employees' GrouP Life Insurance, 
.,n-;ns soliciution of this information. Th• date you furnish will be 
Ul9d to ciatennine the type of life insurance COWf89S you shall receive . 
Thit "informatW<I mey be shared with national, state, local or other 
d'8ritlble or social security administr1tive agencin to determine and 
issue benefia under their programs or 1- enforcement agencies, when 
tlWY - investigating a violation or potential violation of the civil or 
criminal law. ExecutiW On:ter 9397 (November 22, 19431 authorizes 
UM of the Social Security Number to distinguish you and people with 
simiw--.. Furnishing your Social Security Nun1bllf, as -11 u th• 
0th« dstl, it volunatrY, but failure to do so ITllY result in the Ottice of 
Permn..t Mllrwgement' s inability to determine your eligib11iry for life 
i-- c:owr.ge. 
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__rt_ Federal Employees' Group Life Insurance Program 

FEGLI ELECTION OF POST-RETIREMENT BASIC LIFE INSURANCE COVERAGE 

A 
• Rnd the 1ccompanying inform1tion carefully 

GENERAL • Type or print in ink 
INSTRUCTIONS: • Return comp.lated form to your employing office 

B Fill in identifying Information requested below 

(LIMt) !FlntJ Soc:i.al Security Number 

Em11loyln9 0•11 .. tment or A9ency A9ency L.oatlon !City, Stotir, Zip Co.UJ 
I I 

c By completing this form, you are choosing the amount SIGN AND DATE ONE OF THE BOXES BELOW. (DC 
of basic life insurance coverage you will have after you NOT SIGN MORE THAN ONE.) THEN CROSS OUT 
reach age 65. If you are already age 65 or older, and you THE OTHER TWO BOXES. Failure to cross out the two 
choose the 75% Reduction or the 50% Reduction, that boxes will not invalidate the form. 
reduction will begin at retirement. 

3 1 I WANT THE 75% 2 I WANT THE 50% I WANT NO 
REDUCTION REDUCTION REDUCTION 

I WANT THE 75% REDUCTION. I I WANT THE 50% REDUCTION. I I WANT NO REDUCTION . I under· 
understand that after I reach age 65 (or understand that after I reach age 65 (or stand that there will be no reduction in 
upon retirement, if I'm older than 65) upon retirement, if I'm older than 65) the amount of my basic insurance cover· 
the amount of my basic insurance cov· the amount of my basic insurance cov· · age after I reach age 65 (or upon retire-
erage will reduce at the rate of 2% per erage will reduce at the rate of 1% per ment, if I'm older than 65). I further 
month until it reaches 25% of my basic month until it reaches 50% of my basic understand that I cannot later change to 
insurance amount at retirement. I under- insurance amount at retirement. I under· the 50% reduction, but can change to 
stand that I cannot change my election stand that the only change I may make the 75% reduction. I authorize deduc· 
to a lesser reduction at a later date. at a later date is to the 75% reduction. I tions to be made from my annuity or 

authorize deductions to be made from compensation to pay the full cost of this 
my annuity or compensation to pay the additional protection. 
full cost of this additional protection. 

Sl9n1ture (Do not print) Sl9nature !Do not print) Si9nature (Do not print) 

O.te 0.t• O•t• 

PRIVACY ACT STATEMENT 

Public law 96-427, Federal Employees' Group Life Insurance 
Act of 1980, authorizes the solicitation of this information. 
The data you furnish will be used to determine the amount of 
life insurance coverage you have after r~irement. 

This information may be shared with national, state, local, or 
other charitable or social serurity administrative agencies to 
determine and issue benefits under their programs, or when 

they are investigating a violation or potential violation of civil 
or criminal law. Executive Order 9397 (November 22, 1943) 
authorizes the use of the Social Security Number to distin
guish between you and people with similar names. Furnishing 
your Social Security Number, as well as other data, is volun· 
tary, but failure to do so may result in the inability of your re
tirement system to provide you the level of insurance protec

tion you want. 

United Stet" Office of Personnel M1n•9ement 

FPM Supplement 890-1 

Staneluo Form 2818 
(formerly OPM Form 1•521 
Aorll 1911 
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CONTINUATION OF COVERAGE 

Basic Life 

Your Basic Life coverage may be continued when you retire if: 
(11 you retire on an immediate annuity, (2) you had been 
insured for Basic Life or "Regular insurance" coverage for the 
llSt five years preceding your retirement (or from your earliest 
opportunity, if covered less than 5 years), and (3) you do not 
convert it to an individual dirtct·pay policy. The amount of 
your Basic Life coverage depends upon your age and the level 
of protection you want to retain after you reach age 65 (or 
retire, if later). Generally, your Buie Insurance Amount (BIA), 
which is your final annual basic pay, rounded to the next exact 
thousand, plus $2,000, continues until you reach age 65, sub
ject to the Age Multiplication Factor shown on the right. At 
the time you retire, you may elect the level of protection you 
want to have after reaching age 65 (see the Basic Life Election 
table, below). The cost ot your Basic Life also depends upon 
the level of protection you elect. (NOTE: The amount of cov· 
erage does not begin to reduce until the end of the month fol· 
lowing the month in which you reach age 65.) Accidental 
Death and Dismemberment coverage terminates at retirement. 

If you choose the 50% Reduction (election 2, below) or No 
Reduction (election 3, below) the full cost of the additional 
protection will be d1;ducted from your annuity. The withhold· 
ings begin at retirement and continue for life or until th• elec
tion is Clncelled or coverage is otherwise discontinued. 

The election of the 50% Reduction or No Reduction must be 
made at the time you retire. You may cancel either election 
later. If you cancel, the amount of your life insurance will be 
computed as if you had originally elected the 75% Reduction. 
Withholdings will stop, but you will not be entitled to 1 refund 
of the withholdings already paid. 

Extra Benefit effective October 1, 1981 for annuitants under 
~: On October 1, 1981 the amount of Basic Life insur· 
ance payable (but not the cost) increues for annuitants and 
compensationers under 1Q1 45. The amount of coverage will be 
determined by multiplying the Buie Insurance Amount by 1 

factor based on the age of the annuitant or compen11tioner, 
as follows: 

A~ FICtDr 
35 or under ..•...••.•...•. . ...•.... 2.0 
38 .............................. 1.9 
37 .....•.....••••...... • ....... . 1.8 
38 ..........••.•... . ....... . .... 1.7 
39 .............................. 1.8 
40 .••••..•••.••.•••..•.....•...• 1.5 
41 ..•..•...••.••••....••..••.... 1.4
42 ••••••.••.••.••.•••.••.•••••.• 1.3 
43 .••.•.••..•••••••••.••..••.•.• 1.2 
44 ..•••...•..•••.•.••....•• . ••.• 1.1 
46 or over. • • • • • • • • • • • • • . • • • • • • • • . • 1.0 

BASIC LIFE ELECTION 
COST 'Ef' 11.000 OF BIA• 

MONTHLY BIWEEKLY 

1. 75% REDUCTION-reduces 2% per month after reaching age 65, to 1 minimum 
of 25% of the amount at retirement 

Nothing Nothing 

2. 50% REDUCTION-reduces 1% per month after reaching age 65, to a minimum 
of 50% of amount at retirement 

$.85 per $1 ,000 $.30 per $1,000 

3. NO REDUCTION-100% of the amount of life insurance coverage at r1tirement 
is r1tained after reaching age 65 

$1.75 per $1,000 $.B1 per$1,000 

•11A ·Your fift9l 1nn1.19I baic pmy, rounded to die next exact $1,000, ph.s $2,000. 

How to complete Standard Form 2818, "Election of Post· 
Retirement Buie Life lnsurence Coverage".-After reading the 
instructions in section A and filling in section B, carefully fol· 
low the instructions in section C: 

• If you want the 75% REDUCTION, sign and date in BOX 1 
• If you want the 50% REDUCTION, sign and date in BOX 2 
• If you went.NO. REDUCTION, sign and date in BOX 3 

Crou out the two boxes you did not sign, then give th• com· 
pitted form to your employing office to forward to your ,... 
tirement system with your other mirement pepen. 

If you do not meae an efection before your retirement deim ii 
finalized (or your request to continue insurance during N01ipt 
of compenution 11 finallnd), the 75% Reduction will be ap
plied to your basic life insurance. You will have no later 
opportunity to choose 1 lesser reduction. 

SEE BACK FOR INFORMATION ABOUT CONTINUATION OF OPTIONAL COVERAGE. 
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Option A-Sundard 

Your Option A-Standard Life Insurance (normally $10,000 
coverage) may be continued after you retire, if (1) you were 
insured for the last 5 years immediately before your retire
ment, or for all of your service during which this option was 
avai I able to you if less than 5 years, (2) you do <r1ot convert it 
to an individual pol icy, and (3) you continue your Basic Life 
coverage. Accidental Death and Dismemberment benefiu ter· 
minate at retirement. 

Withholdings will continue to be made for your Option A
Standard, until you reach age 65, if you retire before that age. 
No further withholdings are made after you are age 65 and 
retired. 

When you retire at age 65 or over, or when you reach age 65 if 
you retire before that age. Your Option A-Standard will 
reduce by 2% each month until it reaches 25% of its face value. 
The first reduction is effective at the end of the month in 
which you reach age 65, or your retirement, whichever is later. 

Option B-Additional 

Your Option B-Additional life insurance may also be con· 
tinued into retirement if ( 1) you had been insured for all of 
your service during which this coverage was available to you, 
or for the 5 years of service immediately before your retire
ment, (2) you do not convert to an individual policy, and (3) 
you continue your Basic Life. The amount of your Option B
Additional coverage will be the amount of your annual basic 
pay at retirement, rounded to the next exact $1 ,000 times the 
lowest multiple in effect for: 

a. the full period of service during which the Option B
Additional coverage was available to you, if covered less 
than 5 years, or 

b. the 5 years of service immediately preceding the date ot 
retirement. 

This amount will then reduce each month, effective at the end 
of the month in which you became age 65, by 2% per month 
for 50 months, at which time coverage will end. 

Withholdings from your annuity will continue until age 65. No 
further withholdings are reQuired after you are age 65 and 
retired. 

Option C-Family 

You may also continue Option C-Family into retirement if 
(1) you had been insured for all of your service during which 
this coverage was available to you, or for the 5 years of service 
immediately before your retirement, (2) you do not convert to 
an individual policy, and (3) you continue your Basic Life. 

Effective at the end of the month following the month in 
which you became age 65, your Option C-Family insurance 
will be reduced by 2% per month for 50 months, at which time 
coverage will end. Withholdings from your annuity will con· 
tlnue until age 65. No further withholdings are required after 
you are age 65 and retired. 

OiANGING AMOUNT OF INSURANCE AFTER RETIRE· 
MENT 

You may reduce or cancel coverage at any time, but you may 
not increase it as a retiree:The reduction or cancel lation will 
be effective at the end of the month in which your retirement 
system receives your election. No premiums you have paid 
through that month can be refunded to you. For more infor· 
mation contact your retirement system. 

IF YOU ARE RECEIVING WORKERS' COMPENSATION 

At the end of 12 months continuous leave·without·pay, your 
FEGLI insurance will either terminate or be continued for you 
as a compensationer. If you are receiving benefits from the 
Office of Workers' Compensation Programs (OWCP). your 
Basic Life insurance may be continued if you have had it for 
the 5 years of service immediately preceding the entitlement to 
compensation (or the full periods of service during which you 
were eligible for FEGLI, if you had it less than five years). The 
reQuirements for continuing any optional insurance you may 
have are the same as those for retiring employees. 

You have the opportunity to convert all or a portion of the 
insurance coverage(sl you were carrying to an individual direct· 
pay conversion policy. If you do not convert and you are 
otherwise eligible to continue your coverage as a compen· 
sationer, your FEGLI coverage will be subject to the same re
ductions and withholdings as if you were retired. 

S- SF 2817A (SF 28178 for POl1al EmployMI) for ;ompleu lnfor· 
mltlon lbout the Feder11I EmployMI' Group Life ln .. rance Program. 

-CIU.S. GOVER~ENT PRINTING OFFICE: 1981·337-249 / 5541 
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FEGLI 
~ NOTICE OF CONVERSION PRIVILEGE 

Federal Employees' Group Life Insurance Program 

INSTRUCTIONS TO EMPLOYING AGENCY 3. Alla complete ttie eg11ncv certification in P1rt B ii thi1 notice i1 being 
iDUed to the fsnily of • deculed Federal emolovee or to the tamilv of a Give this notice. as tequirl'd, to l\4f'V .,,.,ptoyM on the dllt• inauranc1 tenni· w• -rated employee who daft not went to com.en hi1 or ner Cation C,,.tft (except bv -iwrl 1nd to the f1mily of 1 dece•ed omployH who 

m11 Femity co-.ge. oovered under the Option C-Fam1lv cowr199. Also, upan 19quftt, giw 
notice to the hlmily of• 111>1rated omployw who does not wel)t to con_.t his 
or her Option C-Femily cowr199. 

1. Fill in th• date thi1 notice i1issued.1nd note thi1 d•te in your Neordl for Heme end mmiting eddr .. of eg.,cy , including ZIP Code 
pouible future reference. 

2. Fill in the ,,.me ind eddreu of the office which iuu• thi1 notice (o,..r· 
print or 1t1mc> if delirwcO. 

PART A - Conwenion Privilege for Sep.1nt9d Employ-

You are entitled to convert to 111 individual direct-pay policy unleu, must be mailed to the Office of Federal Employees' Group Life 
within 3 calendar days after the date your insurance terminates, you lnsunnc:e within 31 d1ys 1fter your group life insurance terminate$. 
return to Government service in the same or 1nother position in OI within 15 days after the date of this notice, whichever gives you 
which you are eligible to reacquire Federal Employees' Group Life mOlt time .. 
lnsuranc:e. You m1y puri;hase an individual policy in an 1mount 
equal to or less than your Basic Life insur1nce plus any optional cov· How to Convert-If you wish to convert to an individual direct-pay 
er1ge you may have. See the blCk of this form for gener1I inform•· policy, you must: 
tion about your conversion privilege. 

1. Ask the agency identified above to give you a completed SF 
NOTE: If you have Option C-Family insur1nce 1nd you do not 2821, Agency Certification of lnsur1nce Status, ind 
convert it, your eligible family members may do so. In th1t case, 2. Follow the instructions printed on the Agency Cert ification oi 
hive your former employing office complete the Agency Certifica Insurance Status and mail it to the Office of Federal Employees ' 
tion in P1rt B, below, ind give the form to your family members. Group Life Insurance, 4 East 24th St., New York, NY 10010. 

Th1t office will promptly m1il you detailed information on how 
Tbe time in which you may conwen ii limited-the completed SF tD apply for ~nversion, together with a list of insurance com· 
2821, Agency Certification of lnsur1nc:e Status, (not this form) panies eligible to convert your insur1nce. 

PART B - Conversion Privilege for F1mily Members of 1 Declued or Seim•i.d Ef1191oy" 

The Federal employee named below had Option C-Family insur· Insurance (OFEGLll within 31 days after the death or separation o i 
ance in the amount of $5,000 for 1 spouse and $2,500 for each eligi· the employee, or within 15 d1ys after the date of this notice, which 
ble child. Eligible family members of a Feder1I employee covered by tver gives you more time. 
Option C-F1mily insurance may convert to an individual direct-pay 
policy upon the death of the covered employee or upon sepantion How to convert-If, after reading the information above and on the 
of a covered employee who does not want to convert the Option blclt of this form, you wish to convert to 1n individual direct·pay 
C-Family insurance. Eligible family members 1re the employee's policy, you must: 
SQC>use and unmarried dependent children under age 22 (including t, In the space provided on the back of this form, list the eligible adopted children, step children who lived with the employee in a 

f•mily members who wish to convert and provide the name and regular parent-child relationship, and reeognized natural children) 
address where OF EGLI should mail 1dditional information abou: and unmarried dependent children over age 22 who are inupable of 
conversion. self·support because of a rnental or physical disability which existed 

before reaching 19e 2:2. See the back of this form for general infor· 2. Mail the completed form to the Office of Federal Employees' 
mation about your conversion privilege. Group Life lnsur1nce, 4 Eest 24th St., New Yorlt, NY 10010 . 

• Th•t office will promptly m1il you detailed information on how 
The time in which you m1y conwen ii limited-You must complete to 1pply for conversion, together with a list of insurance com pan 
this form and mail it to tht Office of Feder1I Employees' Group Life ies eligible to convert your insur1nce. 

Oe1e of dMlh or lel)aretion (Mo .• dy., yr. 

I certify th•t the above named employee had Option C·Family life insurance coverage at the time of death or separation . 

Signeture of Authorized AQency Official Title 

Tvpod neme of Authorized Agency Official Comnwrc:ial Telepllone number (includinf1 •r• =<NJ 

31 DAY EXTENSION OF COVERAGE-Under certain circumstances, life insurance is pay1ble if 
de1th occurs within 31 days after the group life insurance terminates, regardless of whether conver · 
sion had been requested. If death occurs within this period . further information concerning possible 
benefits may be obtain~ from the agency named above. 

Offic e of ..,..,i.onnel M•n•91mient $1.,.ClarCI Faun 2119 (lor,...rly 51'" 5 ~ 1 
l'"PM Suoplement 170· 1 Aorll 1N1 

Pr•vlOUI form 11 unUloaO .. 
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INFOl'IMAT10N IJIOUT YOUR CONVERSION Pl'llVIL.EOE 

Any 1ndividu1I policy purchu.ed under 1 conv1"ion privilege 111 privant buli· 
nau transaction bet'iNeen you and the etig1bl1 in1Urance comp.1ny you 11tect. 
~e .. e are the important th1f\91 you should know about your conwr1io" priv
,lege: 

• No medic.al a.x.aminetion i1 requirwd. 

• You must C).llY the lift in•urance premium ll)plicablt to the type of pelicy 
you 11lect end your age and cla1 of risk. 

• The Government will not C)olly 1ny pert of the premium con of your indi
vidual pgjiey. 

• Your indiyidual Policy may be 111ued by .,Y insurance compeny you 1tlec:t 
from the lilt of eligible compeniea wl'lidl you will recei..e if you apply for 
conversion. 

• Your individu•I policy mtY be in eny form cuatomerily iautd by th• in .. r· 
ance compeny, •~capt term in1urence, but witllout diltbility or ~identel 
duth and dismemberment benefits. 

• Th• ti mt you htve to conve" is limited. If you do not Kt promptly, you 
will 1011 your convenion right. 

TVPES OF POL.ICIES 

Th• type of individual POiicy you 11lect should be determined by tilt purpoaa 
"'1'tich th• paliey is to MM!, taking into tce0unt your otlltr finencial plaN and 
'ftourcn. There,,. thrH baic forms of permanent pelicift, howtvtr, and 
other life insurance policie. are primarily combinetiona or moclificationt of 
thtll three. The three b11ic pelicia ar9: 

• An Ordinary L.if• POiicy, also known a a Whole Wfe policy or • Straight 
L.ife policy, providft lifetime protec1ion in l'Wt\irn for premium peymena 
t1'roughout your entire lift. The policy tluildl a CASH VAL.UE afttr one, 

two, or mr"" ytor1. You mev wit1'dr- thit cash if you decide to noo pay· 
ing prtmium1. Also, you may borrow upon 1t at any time for any purOQ'M. 

• A Limited Ptyment L.ift policy diffe" from Ordinary L.ilt in thrft weva. 
First. while it 1tso pro..nd• lifetime protection. premiums are paid owr I 
specific number of y .. ra-usueily 10, 20, or JO, or until a ctn1in age, weft 
a 85. S«ondly, the company must Chl'9t 1 higl'ttr 1nnual pr....,ium duri"ll 
tllftt veers. Finally, becauH premiums are h1ghtr, tho policy's CASH 
VAL.UE incre- fester. 

• Enda ...... •lt policies emphaize 111vinga. They PIY yO<.t t "'m of money IC I 
luturt date named in me pelicy-tuch u It ttlt •nd of 20 y•ra or et 8118 
85. If you do not live until ttl1t date, this "'m of rnorwv it peid U90fl 
your dMtll to a btn•fici.,V nemed by you. Both premiums •nd CASH 
VALtJE ara hi9htr thin for th• other rypeo of polici•. 

COST OF INDIVIDUAL POL.ICY 

Wf1 insurance policies ire i-ed on• P1"icipat1"11 or "°"'iM"iciPtti"I! beliL 

Premiums for panicipetino polici• are higlltr than tnOtt dllf'9ed for -
penic~tint pelicift. Tiit pan of a perticipeting policy's premium wnich is 
found not to be needed to lurnith protection is refunded in ti!• form of an 
annual dividend to tl\t policyholder. The fim dividend is uaually ewiilbl• 
1tter premiumt have been paid for one, twO, or tllree yMn. To obtain the nllt 
cast of a Plfticipati"ll policy, you should deduct th- y11r1y dividendl from 
the prwniuma. 

For _,-91"icipati"11 polici•, premiums .,. Mt • cloeo a l)Otlibl• to th• 
ec:tual colt of insurence pronction. The premium is ttlt ~e..,t-.1 coat to 
the policytlolder. No dlvidtndll are peid under th- palidtL 

Tht followine ire ll)proximatt premium rat• on t1't participating baai1 for 
Ordlnery Wft, tht T-nty.g1yment L.ift and Twenty·y•r Endowment pell. 
cill. The rtttl ire shown for -am 20 to 85 tt five y- age inttr-..IL Premium 
retft for non-pa"icipating policift are aom-htt I- ind no dividend will 
be paid under mo• polici•. Them• lllown IMI- .,. .....,p1. only ind 
- not tWt• for lll'f one oompeny. 

ANNUAL. PREMIUM RATES "Efll 11,000 OF INSURANCE 

"ARTICl"A TING INSURANCE IANY DIVIDENDS "AID WILL. REDUCE THESE COSTSI 

AGE OF 
INSURED AT 

ISSUANCE 
OF POL.ICY 

ORDINARY 
L.IFE 

20 
PAYMENT 

L.IFE 

20-YEAR 
ENDOWMENT 

20 118.00 130.00 $48.00 
26 $21.00 133.00 $60.00 
JO S2•.00 136.00 151.00 
35 $28.00 $40.00 W.00 
40 133.00 $44.00 15.a.OO 

AGE OF 
INSURED AT 

ISSUANCE 
OF POL.ICY 

ORDINARY 
L.IFE 

20 
PAYMENT 

L.IFE 

20-VEAR 
ENDOWMENT 

"5 139.00 SIS0.00 S57.00 
!iO $47.00 $156.00 $82.00 
511 168.00 $66.00 $68.00 
80 $73.00 $78.00 179.00 
815 S!M.00 $96.00 $96.00 

I FAMILY MEMBER'S APPLICATION FOR CONVERSION 

ELIGIBLE FAMILY MEMBERS: Under "Ret1tionship to Employee" show "spouse" 
To: Office of Federer Employees' Group 

or "child." If 1 child is adopted or is an eligible stepchild, recognized natur1I child, or 
Life lnsur1nc:e disabled child, so indie1te. 
4 East 24th Street 
New York, NY 10010 01n of Relatio""'ip Name of eligible family member bi rm to Employ• 

I hive read the information above end on the other 
side. The family members listed. on the right ere 
el igi bit for conversion to 1 di rect·PllY pot icy. 
Please send me additional inform1tion. 

Signatur9 (Do not printJ 01tt 

Typed or pr'"t name 

Mailing 1ddr"1 (including Zip Cod•J 

P!Wacy Al!lt Staftment-Tltlt 5, Unittld Stlma Codi, Chepcer 87, L.H• lneur
ancl, authorln1 10llcl1stion of tlllt informttlon. Thi dt1I yo11 fumltth will be 
UMd bv tl\t Offloe of ~-.1 e,.,.,1ov-· Group L.ift 1nsuranc9 to dtttnnine 
aligiti;lity for -nioft ot O~uion C-Femily lift 1.__ CO¥ef'9111· Thil 

informttion may be thtrtd witll nation ... sutt, IOClll or other dltritable or 
10Citl security adminiat,.tive 991ncy 10 dtlttrmint .,d iuuo btntfla undlr 
their ptogrwn1 or•- 1nfon:tment egencin, wtltn they ere in-tig11t•"9 1 
v40lation or l)Ottntitl vioittlon of 1r1t civil or criminel 1-. 

eu.a. •• ._....,... ..,, ..... O"•' 1M•-llt'4Mll ... 
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AGENCY CERTIFICATION Federal Employees' Group 

OF INSURANCE STATUS Life Insurance Program 

1. Name !Ltut) (First) 2. O..te of 01rtn Imo .• dy., yr.J 3. Soci11 Security Numoer 

I I 
"· Check the , .. son for t•rmination of insurance (q, belowl and di1P0tition Compenl8tion 1nd i1 entitled to continue lift insurance. In all other e111et snow, 

of current SF 54 or SF 2823, Designation of Ben.tici1ry 14b, belowl. All whfther or not.a current SF 54 or SF 2823 i1 on file in th• emptoyee'1 Official 
SF 54'1 and SF 2B23'1, if any, should be anached to this SF 2821 if the Personnel Foldtr (or IQuivelent). 
9n1ployee (al died, !bl i1 retiring, or (cl i1 receiving Feae111I Employees' 

.... 
--
Ru1on tor term1n1tln9 lnaurance .&b. Ot1P01ttlon of SF 5.&'s or SF 2123'1 

• Separated (incl11d• rwign11tion/ 

b - Retired D Amened 

c - Died es an tmploy_,,e 

d - Died as• reemployed annuitant D Not on file with thia avencv 
e - End of 12 months non.pmy 1tatu1 
t Othtr (qJecifyJ n On filt in tmployee's Official Ptrsonnel Folder 

5. O•t• of Termin1tlon 6. Cit• of Notice of Conversion 7. AnnU<ll b81IC pay (110t bculc l1Uu,.. a. EH•ctlve cute of continuous cov•••v• 
(month. day, )leorl Prlvt119e (SF 2119) to Emotoyff .,...,. •mount) on elite In Item 5. une1er FEGL.I pr09r1m 

(month, da)I, )l..,r). Convert d•lly,·nourty, olecewortc., 
etc. rat• to annual rite. 

9. Cid emo1oyae "'•we Ootion 

-
A-Sunoarcs insurance an cat• In item 5~ 10. Otel emotoy .. n1ve Ootion C-F1mlly tn1ur1nu on elate in Item 5? 

Effective elate of •••ction Effective elate of e1ect1on 
RNo RNo 

Yts·lf "yes" give Y11-lf "v•" 9ive 
11. Olel emp1oyee n1v• Ootoon B-Ae1e11t1on11 lnsurence on elate In Item 5? 

R
Effective data Of election Number of multiotes of oay 

-
on CS•t• 

1n Item 5. 
No 

Yt1·lf "VII" give -

12. I CERTIFY THAT THE ABOVE INFORMATION HAS BEEN OBTAINEO FROM, ANO CORRECTL. Y REFL.ECTS, OFFICIAL. RECORDS AND THAT THE 
EMPLOYEE NAMED WAS COVERED BY FEDERAL. EMPL.OYEES' GROUP L.IFE INSURANCE ON THE DATE SHOWN IN ITEM 5. 

Tyoec n1mo of 1u1noriua 19ency ollic;ill 

Tltle Commmrc:lal PllOne no. wltll eru COCI• I Cite 

IMPORTANT INFORMATION 

Death within 31 days.-Under certain conditions, life insurance is 
payable if death occurs within 31 days after an employee's group 
insurance terminates even though the employee has not applied for 
conversion. If death occurs within this period, further information 
conceming passible benefits should be obtained from the agency 
named in item 12, above. 

Continuation of insurance while receiving Federal Employees' Com· 
pensation.-See back of this page. 

Conversion to an individual poticy.-See back of this page. 

If you are retiring, your Basic Life insurance (but not accidental 
death and dismemberment coverage} may be continued if: (a) you 

retire on an immediate annuity, (bl you do not convert to an indi· 
vidual policy, and (cl you have had it for the 5 years immediately 
preceding retirement (or, if less than 5 years, since your first oppor· 
tunityl. Generally, any optional insurance you have may be con· 
tinued if you continue your Basic Life insurance and you have had 
the option for the 5 years immediately preceding retirement (or: if 
less than 5 years, since your first opportunity). If you want to con· 
tinue your Basic Life insurance, complete SF 2818 to elect the type 
of reduction in coverage that will occur when you reach age 65 (or 
when you retire if you are already 65). See Standard Form 2818. 
"Election of Post-Retirement Basic Life Insurance Coverage," for 
details about continuing life insurance coverage into retirement .. 

Stana1re1 Form 2121 
(l'orrnerty 5' !II) 

Aor;1 1981 
FPW. Swco1emen-. 870·1 

•&DT 1 • Oriainal 
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IMl"'UK I ANT INFORMATION 

(continued from ottier side) 

CONVERSION TO AN INDIVIDUAL POLICY 

You are eligible to convert your insurance to an individual policy 
unless, within 3 calendar days after the date shown in item 5 on the 
other side of this form, you return to Government service in the 
same or another position in which you are eligible to reacquire Fed· 
eral Employees' Group Life Insurance. You have no right to convert 
and you cannot properly use this Certification if you are eligible to 
reacquire life insurance within the 3-day period specified. B1riore you 
make a decision on the matter, read the important information 
about conversion on the back of the duplicate copy of this cenifica· 

tion. Then, if you are eligible and want to convert to an individual 
policy, complete the eligibility statement below. Send the original 
this form to the Office of Federal Employees' Group Life Insurance, 
4 East 24th Street, N- Yori<, N.Y. 10010. The envelope containing 
this form must be postmarked within 31 days of the date your group 
insurance terminated (see item 5 on the other side of this form) or 
within 15 days of the date of conversion notice (see item 6), which· 
ever basis gives you the most time. Information on how to apply for 
conversion will be mailed to you promptly. 

ELIGIBILITY STATEMENT 

! I have read all the above information and am eligible to convert my insurance to an individual policy. Please send additional information. 

! Signature Cate Address (Type or Print) (Number, Street) 

(Clt)I) (State/ (Zip Code/ 

Note: If you have Option C-Family Coverage and you do not want to convert it, your eligible family members may do so. In mat case, you or 
your family members should contact your former employing agency for instructions. 

COVERAGE WHILE RECEIVING FEDERAL EMPLOYEES' COMPENSATION 

Your Basic Life insurance (but not accidental death and dismember· 
ment coverage) may continue while you are receiving benefits under 
the Federal Employees' Compensation law and are held by the De· 
partment of Labor to be unable to return to duty, provided: 

• you do not convert it to an individual policy, and 
• you have had it for the 5 years of service immediately preceding 

entitlement to compensation (or from the time it first became 
available to you if less than 5 years). 

If you continue your Basic Life insurance, you must complete 
Standard Form 2818, "Election of Post-Retirement Basic Life Insur· 
ance Coverage." The cost of Basic Life insurance coverage depends 
upon the level of protection you want after you reach age 65. 

Generally, any optional life insurance you have (but not accidental 
death and dismemberment coverage) may continue also jsee SF 2818 
for details), provided: 

• you do not convert it; and 
• you continue your Basic Life insurance; and 
• you have had the option ffOm the time it first became available to 

you or for the 5 years of service immediately preceding entitle· 
men.t to compensation (the amount of your Option B-Additional 

insurance will be limited to the lowest multiple of your salary in 
effect during this period); and 

• your monmly compensation benefit is sufficient, after all other 
deductions, to pay the full cost; and 

• you continue to pay the full cost until you reach age 65 (the cost 
will be withheld from your compensation checks) . 

You may continue your Basic Life insurance or both your Basic L1f 
and optional coverage(s) by completing the application below, and ' 
mailing this form to the Office of Penonnel Ma~agement, Retire
ment and Insurance Programs, Washington, D.C. 20415. When your 
compensation benefits cease or you are held to be able to return to 
duty, your insurance will be terminated without the right to conver: 
to an individual policy. If you then return to employment 1r which 
you are not excluded from insurance coverage, you will have the 
opportunity to be insured as an employee or, if you are then eligible 
for continued life insurance as a retired employee, you may retain 
insurance coverage on that basis, but subject to the reduction ex· 
plained in SF 2818, "Election of Post-Retirement Basic Life Insur
ance Coverage." 

Upon receipt of this form, the Office of Personnel Management will 
verify your compensation status and notify you of your insurance 
rights. 

APPLICATION TO CONTINUE INSURANCE 

I H want to continue: 

W 
Basic Life (See SF 2818 for my elected reduction) 

W. 
My Option A-Standard for which I understand the full cost will be withheld from my compensation checks until I reach age 65. 

My Option B-Additional for which I understand the full cost will be withheld from my compensation checks until I reach age 65. 
· ! My Option C-Fami!y for which I understand the full cost will be withheld from my compensation checks until I reach age 65. 

Address fType or ,.,.,nt/ (Numb~r. Srreot/ 

O•t• (City/ (Sta tr) !Zip Code/ 
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IMPORTANT INFORMATION ON CONVERSION 
TO AN INDIVIDUAL POLICY 

Ally individual policy purchased under a conversion privilege is a pri· 
vate business transaction between you and the eligible insurance 
company you select. Here are some important things you should 
know: 

• You may purchase an individual policy in an amount eQual to or 
less than the total of your Basic Life and optional insurance. 

• You may continue your Basic Life insurance free (unless you 
elect the 50% reduction or no reduction options on SF 2818) 
after retirement (if eligible) and convert only your optional 
coverage(s) . 

• You must pay the premium applicable to the type of policy you 
select and your age and class of risk. 

• The Government will not pay any part of the premium of your 
individual policy. 

• Your individual policy may be issued by any eligible insurance 
company that has agreed to issue such pol icies. 

• Your individual policy may be in any form customarily issued by 
the insurance company, except term insurance, but without dis· 
ability or accidental death and dismemberment benefits. 

• No medical examination is required. 

TYPES OF POLICIES. - The type of individual policy you seiect 
should be determined by the purpose which the policy is to serve, 
taking into account your other financia l plans and resources. There 
are three basic forms of permanent pol icies, and other life insurance 
policies are primarily combinations or modifications of these three. 
The three basic policies are described below: 

• An Ordinary Life pol icy, al~o known as a Whole Life policy or a 
Straight Life policy, provides life·t ime protection in return for 
premium payments throughout your entire life. The policy builds 
a cash value after one, two, or three years. You may withdraw 
this cash if you decide to stop paying premiums. Also, you may 
borrow upon it at any time for any purpose. 

• A Umited P•yment Life policy differs from Ordinary Life in 
three ways. First, while it also provides life-time prot ect ion, pre· 
miums are paid over a specific number of years-usually 10, 20, o r 
30, or until a certain age, such as 65 . Secondly, the company 
must charge a higher annual premium during these years. Finally , 
because premiums are higher, the policy's cash value increases 
faster. 

• Endowment policies emphasize savings. They pay you a sum of 
money at a future date named in the policy-such as at the end of 
20 years or at age 65. If you do not live until that date , th is sum 
of money is paid .upon your death to a beneficiary named by yo u . 
Both premiums and cash value are hi!)tier than for the other types 
of policies. 

COST OF INDIVIDUAL POLICY. - Life insurance pol icies are 
issued on a participating or non-participating basis. 

Premiums for participating pol icies are higher than those charged fo r 
non-participating pol icies. The part of a participating policy 's pre
mium which is found not to be needed to furnish protection is re· 
funded in the form of an annual dividend to the policyholder. The 
first dividend is usually available after premiums have been paid fo r 
one, two, or three years. To obtain the net cost of a participat ing 
policy, you should deduct these yearly dividends from the pre
miums. 

For non-participating policies, premiums are set as close as poss 1b•e 
to the actual cost of insurance protection. The premium is the gua r. 
anteed cost to the policy holder . No dividends are paid under th ese 
policies. 

The following are approximat e premium rates on the part ic ipat ing 
basis for Ordinary Life, the Twenty·payment Life and Twenty ·yea1 
Endowment policies. The rates are shown for ages 20 to 65 at five 
year age intervals . Premium rates for non·part icipati ng pol icies are 
somewhat lower and no dividends will be paid under those polic ies. 
The rates shown below are examples only and are not the rates for 
llfY one company. 

ANNUAL PREMIUM RATES PER 11 ,000 OF INSURANCE 

PARTICIPATING INSURANCE 
(ANY DIVIDENDS PAID WILL REDUCE THESE COSTS) 

AGE OF IN· 
SURED AT 
ISSUANCE 

OF POLICY 

ORDINARY 
LIFE 

»PAYMENT 
LIFE 

20-YEAR 
ENDOWMENT

20 $18.00 $30.00 $49.00 
25 21.00 33.00 50.00 
30 24.00 36.00 51.00 
35 28.00 '°·00 52.00 
40 33.00 44.00 54.00 

AGE OF IN· 
SURED AT 
ISSUANCE 

OF POLICY 

ORDINARY 
LIFE 

20-PAYMENT 
LIFE I 20·YEAR : 

ENDOWMENT '

45 $39.00 550.00 $57.00 
50 47.00 56.00 62.00 : 
55 58.00 65.00 69.00 
60 73.00 78.00 79 .00 ' 
65 94.00 95.00 96.00 

HOW TO CONVERT-To convert to an individual policy . follow the instruction o n the back of Part 1-The Original copy of this Cert ification . 
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INSTRUCTIONS TO EMPLOYING AGENCY 

COMPLETION OF CERTIFICATION 

1. This Certification must be completed in triplicate whenever an 
employee's insurance :erminates for: 
a. Death 
b. Retirement on 3n immediate annuity if the employee had been 

insured under the FEGLI Program for the 5 years of service 
immediately preceding retirement or the full period(s) of serv· 
ice during .-•hich the Basic Life (formerly "regular") insurance 
was available to him or her if less than 5 years, or on account 
of disability. (An immediate annuity is one which begins to 
accrue not later than 1 month after the date the insurance 
would normally cease.) In a disability case, do not complete 
SF 2821 until a finding of disabilitY has been made and the 
employee's separation is in order. 

c. Completion of 12 months in a non-pay status or separation, 
and the employee is receiving benefits under the Federal Em
ployees· Compensation !aw, and held unable to return to dutv. 

d. Ally other reason, if the employee desires to convert life insur· 
ance, except under the following circumttanees: · . 
(1) Employee waived or declined on SF 2817; 
(2) If it is known that, within 3 calendar days after the date 

the insurance terminated, the employee will return to 
Government service in the same or another position in 
which he or she will be eligible to reacquire Federal Em· 
ployees' Grouo Life Insurance; 

, 3l More rhan 75 days have ::IJpsed from thP. date •nsurance 
:erminated unless sp~ci fie request •S ·TIJde therefor by the 
Office of Personnel Management or the Office of Federal 
Employees' Group Life Insurance. 

2. If insurance terminated on account of death, indicate in item 4(al 
whether the employee had filed an Al)plication for Retirement 
iSF 2801 \with the Office of P~rsonnei M~nagement. 

3. In i:em 6, give date ot 'lotice of Conversion Privilege (SF 2819), 
except that if this form (SF 2821) is issued in lieu of SF 2819, 
give current date. In case of death, :eave this item blank. 

4. IMPORTANT: When a duplicate SF 2821 is issued to replace one 
which is lost, it must be clearly marked "DUPLICATE". 

DISPOSITION OF CERTIFICATION 

1. Death of employee-
a. Sand duplicate of SF 2821 to the Office of Federal Employees' 

Group Life Insurance. 
b. Keep the original (preferably in the Official Personnel Folder 

or its equivalent) for attachment to a claim for death benefits 
(Form FE·6l when received. 

c. If no claim is received, send original SF 2821, upon request, to 
the Office of Federal Employees' Group Life Insurance. 

d. If the deceased employee has any Designations of Beneficiary 
(SF 54 or SF 2823) on file, they must be attached to the origi
nal SF 2821 when it is sent to the Office of Federal Employees' 
Group Life Insurance. 

2. Retirement of employee-
"· If the employee is applying for an immediate annuity and is 

eligible to continue life insurance into retirement, attach the 
original SF 2821 and all Designations of Beneficiary (SF 54 or 
SF 2823). if any, to the Application for Retirement and give 
duplicate to the employee. [NOTE: In a disability retirement 

case where the retirement application has aln~ady been sent to 
the Office of Personnel Management. attach the original SF 
2821 and other insurance forms to the "final" lnd1v1dual Re· 
tirement Record (SF 2806).] 

b. An employee who wants to continue Basic Life insurance, but 
not one or more of the options he or she would otherwise be 
eligible to continue, must complete a SF 2817 declining those 
options. If the employee wants to convert rather than decline 
one or more of the options, prepare a statement (see below I 1n 
duplicate. When thP. employee' has signed it, attach both copies 
of the statement to the original SF 2821 and submit with the 
Application for Retirement, as indicated in item 2a, dbove. 
The statement should be as follows: 

"I want to continue my Basic Life insurance after retirement, 
but would like additional information on convertina my 
(Option A-Standard, Option 8-Additional, and/o; Oot1on 
C --Family) insurance." 

(Employee's signaturel 
(Employee's addreu-print or rype) 
(Date) 

c. If the employee prefers to convert both Basic Life and all 
optional insurance to an individual policy, give him or her the 
original and duplicate copy of the SF 2821. Retain SF 54 or 
SF 2823, if any. 

d. If the employee is continuing Bos1c Life, '1J•1e him 0r h~· ;;:.,,.,. 

plete SF 2818. "Electiun of ?1st- Retireml-!r:t CJs1c L1 F-: i r1'i-Jr· 

ance Coverage." Attach the comnlt!ted form to rhe original 
SF 2821. 

3. Employee is receiving compensation benefits-
a. Before completing items 9 through 11, contact the local Office 

of \'Jorkers' Compen;at1:m, if •1er.~5sary, to cor.f1rrn .vhc:h·;r 

the t!mployee still has optional :nsurance. 
b. Have the employee complete the appropriate box on the back 

of the original SF 2821. Send original SF 2821, and ail Des1g· 
nations of Beneficiary (SF 54 or SF 2823.), if any, to the 
Office of Personnel Management, Retirement and I nsura:ice 
Programs, Washington, D.C. 20415, and give duplicate copy 
employee. 

c. If the employee is continuing Basic Life, have him or her com· 
plete SF 2818, "Election of Post· Retirement Basic Life Insur· 
ance Coverage." Attach the completed form to the original 
SF 2821. 

d. If the employee prefers to convert the group insurance to an 
individual policy, give him or her the original and duplicate 
copy of the SF 2821. Retain SF 54 or SF 2823, if any. 

4. All other cases-
Upon request, give the employee the original and duplicate copy 
of the SF 2821 or mail them to him or her. 

5. In all cases-
Retain file copy of the SF 2821 in the employee's Official Per
sonnel Folder or iu equivalent. 

PROMPT CERTIFICATION REQUIRED 

The time in which an employee may convert group life insurance to 
an individual policy is limited. This SF 2821 must be completed and 
delivered or mailed promptly. See FPM Supplement 870- 1. 
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'SUnCl•rCI l'orm 2122 CAlllE,ULL Y Rl!AD INSTRIJC. 
(l"ormerly SllnCl.,CI Form 511 FEDERAL EMPLOYEES' 
April 1911 GROUP LIFE INSURANCE PROGRAM TIONS ON OTHER SIDE BEFORE 
~11c• 01 Pertonnel M.ln•99ment COMPLETINO THIS FORM. 

OFFICE OF FEDERAL EMPLOYEES' GROUP LIFE INSURANCE 
I hereby apply for cancellation of 1ny waiver or declination of lift insul'lnce cover.ge whic:ti I previously flied and request insurance under 
the Federal Employees' Group Life Insurance Pro9'am. 

Signature of employee {must be signed in the prnenct of 1n •uthorized officiel Addl'ftl (Number, Strwt, City, Staie, ZIP COde) 
of your employing -vencv or 1uth1nticated from offici1I records) 

PART A - TO BE COMPLETED BY EMPLOYING AGENCY 
1. Full n1me of employH (L.at, first, middle) 2. Oen of binfl (month, dly, y•r) 3. Title of position 

4. Agency in which employed, including bul'Mu or divi1ion 5. l.OC11tion of _.oyment ICitY and Stne) 

I certify th1t me 1ign1ture eppeering .Oow it thet of me employH n.....::t end ltlll !tie infomwtion in ,..,, A, 111.,.. 1 8. Effectiw date of employ•'• l11t weiwr 
ltlrough 8, h11 b•n obteined from end correctly reflec:u official records. or dlctinetion of life ineurance COVlll'8ge 

(SF 2817) 
llWime ind meiling eddroa of 1gency (type or 11<ind 

Monltl Dev YHr 
•TO: 

7. Will empjoyH be eligible to become 
inaured if mi1 "R1qu11t for ln1ur1nct" i1 
~rowel? 

rlv11 nNo 
8. Ha ~IOV• hid eny continuous 

of at l111t 3 -k• on account of sicknea 
-nc:a 

Sign•ture of c1rtifying ogency officiel Title 0-,. 
or injury during 1t11 p1n y•r1 

fY11 nNo 

RT B - TO BE COMPLETED BY EMPLOYEE 
Haw you t-.d eny chlnge in haelth in the 18. If "Y11", briefly note datailL 
pelt 5 y•n1 Do vou ,,..cj INdiml ldvicl, 
nudV or tl'MtnWnt 1 

nv11 nNo 

'2A. Haw you sought mediml advice or bwn 28. If "Yn", briefly note dat11, l'lllON, and treatnMntL 
treated by 1 dinic, hoepital, physician, or 
healer within the past 5 yHrt1 

nv .. nNo 

3A. Hew you ..,.r been denied life or heetth 38. If "Y11", briefly nota detailL 
insurance, or offered it 11 additionel ret111 

nv .. nNo 
4A. Haw you ever had or _re Check One Check Ona 48. If your - to eny pert ol qu9tion 4.(A) ii •v11", briefly 

you ..,.r told you had stan condition, datW, dumion, and kind of treatment. Also me followina: Y11 No v .. No 
stan nama and IOC11tion of docton and hoepitals. 

Cheat pein, swollen ankl11, Uncontci-neu, peralyait, 
or dl11- of h•n or blood 111ilepey, or other n.,_ ITIUI• 

-Mis? cul•, or mental dito.Uer1 

High blOOCI or-ure1 C-r, tumor, polyp, or 
How hig/17 d~ of !tie blood, ap1..,, 

or lymph gtanda1 

Aomma, emphya-. chronic Diabetes, tutlen:uloeia, drug 
bronchitis or other lung hebit, or olhar defect or d._ 
dl1111ea? not mentioned herein? 

l.iwr condition1, ulcera, or Bi°"'y, survical opemion, 
;t11tro1nt1at1nal (G.l .J ..tietion treatment or medical 
conditions? study of 1 condition not _,.. 

tlonld herein? 
Dia-• or kidney, bladder, -I• 

femele orvana. or albumin 
"gar in thl urine? 

The answers I hay1 ginn In P.rt Bare for th• purpo11 of -.ring approw.i of this "Request for lnsul"lnce" lftd I certify that they are tN• 
Ind complete to th• bal't of my knowledge end belief. 
!ligneture of employ• (must be signed in pr111nct of examining pllysicianl Date 

Office of Peraonnel M1n199ment 2122·101 SllndlrO l'orm 2122 
l'PM SUDDlemenl 170.l REQUEST FOR INSURANCE (l'ormerly SF·,;J 
-IOUI form not uMOI• Aarll 1111 
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PART C - TO BE COMPLETED BY EXAMINING l't4YSICIAN 
To 0- Eumining Ph'f9icoan 
1. Thi1 e .. min•Cion i' for Fedor-' Employfts' Group Life lnsur1nc:e purpos ... A PRIOR EXAMINATION REPORT IS NOT ACCEPTABLE. 

2. THE EMPLOYEE IS TO PAY YOU THE FEE FOR THIS EXAMINATION. DO NOT PER FORM ANY SPECIAi.EXAMiNATiONS OR INCUR ANY U 
USUAL EXPENSE. 

3. Ha,.. the employ" sign Part B in your presence. 
4. Fully complett, sign ind d•t• Part C. Unleu •P•C•l•C findings are called for, indic.ote by cto.ckm.ork whetll« find1n111111 norm.ol or 1bnor1n1l ond ciecribe 1ny 

lbnormolitift in the sp•c:e provided. 

5. Oo noc return ell• form to tlle emph.iyee. but INlll it to: 
Olfia of Federal Employeft' Group Lil• ln~,.nc.e 
4 Eac 24th Street 
New York, N.Y. 10010 

Prine employ•'• full n.,,. ----M Date of birth Fully dftcr•IM 1bnormalitoft noted or any history of abnormality elicited. llf monr 
Imo., day, y111tl spece ia needed. plt1se •nKll ~itional sllnt.l 

.L 

Ooet uamination rewal lbnorrnalicy of: I Vet No 
Ge,,..... lmowmena. strenqth, stamine, respona•-. 

cooordination, etc.11 

Eyft, ..... -· 1tlroat1 
Rftpinitorv mutn1 
Heart, ltt9ri•, Of ,..;,.7 Any muMnun preent1 

G.1.ayetem1 

G.U.svmm7 
...,_ mtem and reflexft1 I certify that Part B was sivned on my presen<:e, that I have cal'1tfully ... mined 
Extnmltl• and akeletal or muscular 1y11em1 the indhnd .. .11 n11med abo,.. and that my complete fi'1d1n911 on 1 .. m1nation are 

correctly r9C;Ormd. Skin and glandl7 

Heiont lin feet and inc:llftl Weight lin pa"ndll 
------:i19rwumit of •A•m1111ng µhy1ir.:1•n Date of examination 

81oodPl'ftMIN p .. 1 .. , .. t r .. 11 Addr .. 1 of """inining PllY•iC1 .. n, indud•"9 l!P C~ 

T- relldir191. alnlng Systolic Di•tohc 

Flrwt If owr 96, pulae reedin9 d•olll:at 
altar 5 minutft 

5tti~ 
Second rNding 

PART D - TO BE COMPLETED BY OFEGLI 
TO THE EMPl.OYING AGENCY: The employ" named on the r..,,.rae sOde 1n1y: 

D Be inaured for Baic l.ift inaurenca on the fint day he or she ia in a l>"V and duty statut after th• dolt• .n-n bolow, or for Option A-Standard ano/or Option 
8-AdclitiONI co,..ragelal on lh• first day in a pay ond duty 11.i11111 4f\er ch• datt shown below anrJ 1'1tceipt ol "l..1fe ln1urance Electton" (SF 28171 by employ· 
i"ll office. If employ" it no1 in a pay and d"ty s11111.11 within 31 dilys after the d.itt silo- U.low, the .uthorization of ins .. rance ia •aid; the .ulhorization of 
aptionll insurance is void uni- h• or ah• ia in a pay and d"tY st.1tu1 and ha al.a returned a SF 2817 showing an election al optional inM1r1na within the 31 
dly greca period. 

Not cancel 1 w1i- of insurance co,..rave qr elect ~tional insur...c:e. 

~o,,;ng officar 01t1 ol approval 

INSTRUCTIONS 
'L!AH RIAD CAREFULLY BEFORE FILLING OUT THIS FORM. FAILURE TO OSSERVI INSTRUCTIONS MAY RESULT IN DEL.AV. 

TO THE EMPLOYING AGENCY 

l. Tiie emplo- II 1ll9lble to reci .... t ln1&1r1nc. only If h• or .,,. ia un., 
- 50 - one,,.., 1111 •••o-°' 11nce {-t lh• ellectl .. elate of hi• or ..., 
1uc wal- c1ecnn1Uon or {Ill employ"'' 1111 opporc .. nlty 10 ••eel 5 
m .. 11101 .. of MY unci .. OpCIOft 9-Aclclltlonal '"'"ranee, 1nc1 empluyw 
ti not otf'lerwlM ••eluded from in1-.at1nc.1 eowera11. 

2. He .. amo1ov• 119n too Dart on reftf"M tide of tf'llt form. tf'l•n comot•t• 
Pert A incl ,..,. th• form 10 th• emo10,, ... 

l. H.awe employ• •••cute 1n SF Zll 7 only •ft• Part Oh•• t>nn ap. 
orovec1 tly Ol'IEQL..1 111c1 r•t .. rnecs t.o you. 

I. Notify th• employ" of 0 f'.EG L..l 's c1ec111on incl file tfte roturnecs form 
In the employ .. 'S Ol'l'ICIAL.. PERSONNEL.. FOL..C£R or Its 11<1uivalent. 

TO THI !MPLOYI! 

t. s1,.. th• too -I on ...... r .. llcl• of thll form 1nc1 ha .. your.,....,,, 
comol•I• Part A. 

a. T ••• Ille form to any mecs1e11 cloctor of your c1101ce. Co motet• Pert 8 
lftcl 1ivn It In Ill• presence of the cloctor. 

3. ~ .. trM cloctor comol•t• Part C. 
1. ti'•• The f" for the mecllcol examination mun II• ..-tel lly you cllrectly to 

doctor. 
5. Tl'\1 Office of fl'ederat Emgtoyees• Groua Life lnturanca wm notify 

your l94ftcy wrt1tn1r you may tM Insured and your .,..ncy wlll Inform 
you of th• d•clUon. 

6.. If your reQuest 111oorowct. 811lc: Uf• lnauranca c,ow, ... 11 1utom1tl• 
celly efllK'\lve on Ill• first cl•Y you or• In MY incl cl"tY tt1tu111.t., tM 

•*'" d.ltl of •oor O••I: Ootlon A-5tancMrd 1nd/or 011tlon 9 .....,.AOdUton11. If 
w•tf'ttn l l dlyt of tft• IPCl'OV•t date, •r• •ff•ctl"4 the ttnt CSJi· 

you .,. In INY incl duty ttatua 1fter the 1011rov1t date encl "-V. fUt 
,.:•Life ln~ranc• Election" (Sf" 2117), 11ectlnt 00Uon11 ln11i1r1nca 1 

yoU1' emo1oyln9 office. 

P .. IVACY Ac:T STATl!:Mt:NT-Tltl• s. U.S. COcl•, Chapter 17, L..11• lnM.r• 
'"•· authortr• 10llctt1tlon of tftl1 lntor,..uon. TIM dlUI you furnrtft wUI be 
..- Dy your ... llCY incl th• Office ot ,.._., ll~,.. ·-· Grovo Ufe lntur• 
- to-......... your •llglDlllty to_ ...... -~ - Ill• Ol'IEQL..I 
Pnotnns. Thl8 Information may IM lllArecl with la-. .1cement _ACl .. 

wnen th.,, ••• 1n .. 1t191t1n9 • vlolAtlon °' ootentlal vlol1t1on of tha ctorll er 
crim•nM .... Prow.,on of tfttl lnfor,,,.Uon 11 voluntary 1 ftowe .. r, tetture 

to '"OOIY 111 of - .... t ... Information may ,.. .. It In tll• lnaDlllt\' 10 

cletermlne YO•.r eMi.. .. -!" uncler Ille l't:OLI l'rotram. 
eu.a.•---•.,-•••-·..-
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DESIGNATION OF BENEFICIARY IMPORTANT 
___rt_ 

FEGLI 
Read instruc t; ons 

Federal Employees' GrOYp 
on back of duplicate 

L.ife Insurance Program 
before filling in this form 

INFORMATION CONCERNING THE INSURED: 
Noirne (Ult, Flnt, Middle) o .... of tM"" (MoMI>, Oey , y .. r l 

P1a01 '" 

""' 
•x" in me 1ppropri1H box 

I 
beidw

r---.------'-';..._..:.__...;.._,...;;_"--,------------.--...-----------~ 

employ.. I I I 
: 

I I 
" rou ... ,.,...., "' ~nv ,_,., Emo.,.,_ 
Comc»"'MtlOn , girwoe J'Oul '"CSA." "'CS1: or "r numC* 

R11ired or en Receiving OWCP benefiu or 1n 
epp!ic:ant for retirement eppliaint for OWCP benefiu 

OeNMment or •e•ncy In w,,lcn presently emo1oyed (If retired, former d•oanment or •t•ncy): 

Bureeu DMllon L.Oe.1tlon (City , St1t11nd ZIP Cooe ) 

I, th11 individual id11ntifitld above, canceling any and all prttvious Designations of Btmeficiary undt1r the Federal employees' Group Life ln
:surance Program h11retofor11 made by me, do now designate the beneficiary or beneficiaries namtld below to receive any amount of LIFE IN
SURANCE and ACCIDENTAL DEATH INSURANCE due and payable at my death. I understand that this Designation of Beneficiary will 
f'flmain in full force and effect, with respect to any amount payable, unless or until canceled by me in writing, or until such time as it is auto
matically canceled fs1111 regulation "f" on r11ve~e side of duplicate copy). 

INFORMATION CONCERNING THE BENEFICIARY OR BENEFICIARIES (SEE EXAMPl.ES OF DESIGNATIONS): 

Type or print firn name, middle initial , and Ian Codel 
neme of eac:h I 

Type or prim 8ddrau (including ZIP Share to be paid to R1l1tion1hip 
beneficiary of each benefici•rv each benefic iary 

---------------------~------------------------
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 
---------------------L------------------------! I 

-----------------r----- ------------------- ------t----------
I 

---------------------~------------------ ------ ------r----------
---------------------l------------------------ ------ L----------

! I 
For uch type of insuranc11 (Basic Life, Option A-St11ndard and Option 8-Additional): (1 J I h11reby direct, unless otherwise indicated 

above, that if mor11 than one beneficiary is namtld, the share of any beneficiary who may prttdectNJSe me shall be distributed equally among rhe 
:surviving bllneficiarin, or 11ntirt1ly to tht1 survivor. (2) I understand that this Designation of Beneficiary shall be void if none of rh11 designared 
beneficiaries is living at the time of my death. 

I henby 1P«ifically IW4trYe the ripht rr, cancel or change this Daignarion of Beneficiary .6t any time without knowltldge or co{1sent of the 
bmefir:iary. · · · 

Date of execution (montn, Clay, 11-1 51tnature of lftl"NCI 

WITNESSES TO SIGNATURE IA witMss is in•ligible tP ,_;.,. ;»yrMnr a• l#n.ticiaryJ: 

Sl9n11ure of witn111 NurnDe• •nCI street City, St1t1 and Zip COCI• 

Sltn1tur1 of wltn- NumD•• end ltr- City, St•te and ZIP COCI• 

THIS SPACE RESERVED FOR RECEIVING AGENCY 

PRINT OR TYPE NAME ANO AOORESS (lnCluc:llng ZIP Coae) OF INSUREO 

r 

(lnCllC.lt• Cllte Ind Dy wl'lorn recelveel) 
I I 

SEE REVERSE SIOE OF OUPL.ICATE COPY FOR INSTRUCTIONS ON WHERE TO 1"11..E TMESE FORMS. 
00 NOT 1"11..E WITM TME OFFICE 01" l"EOERAL. EMPL.OVEES' GROUP 1..IFE INSURANCE. 

SUncllrCI Form 2123 
U..S. Ofhc1 of P1..onn11 Mlloegament · OfUGINAL (l"or....,ly StanaarCI Form !M' 
~iou1 form not uuble Aorll 19.11 

l"PM 5.,pp1ernen1 87C· l 
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IMPORT ANT.- Tne filing of this form will completely cancel any Designation of Beneficiary under the Federal Employ· 

ees' Group Life Insurance Program you may nave previously filed. Be sure to name in tnis form all persons you wish to 
designate as beneficiaries of any insurance payable under that program at your death. 

EXAMPLES OF DESIGNATIONS 

How to d•ivnat• on• beneficiary 

Type or print first ,,ame, middle initial, and last Type or print address (including ZIP Codel Share Relationship I 
to be paid to 

name of each beneficierv of eech beneficiary each beneficiary 

214 C1ntl"lll Avenue 
Marv 
- - -E. -Brown• 

- - - ------ -------- Muncie, IN 47303 
~--------- ------------ - - - -Niece - - - - - - - - -All - - - - - -

2. How to d9li9nat1 mot• then one b«Mfic:iary 

Type or print fil'1t n1me, middle initial, 1nd Int Type or print addrns (including ZIP Cod•I Share to be paid to Rel1tion1nip 
nama of each bltnaficiary of tecll beneficiary tac:h beneficiary 

509 C.n•I Stl"lft 
~ca M. Lant A_.s_ B!"~ ~ _ ~1_, -· _ 

380 Willi- Street 
--A..,ii--- - -

Joseph P. Bl"lldV ':.,ld_B!n~.~-0,!7~1- ___ _ Nephew 25% 

792 Sra.d-y 
Catherine l.. Rowe Whiting, IN 46394 Mother 50% 

3. How to desi9nat1 1 contin91nt beneficiary 

Type or print first ,,ame, middle initial, and Ian Type or print addr- (including ZIP COdeJ Snare to ba Paid to Relationship J 
name of each !:lentfic1arv of uch beneficiary eac;h beneficiary 

810 West 180th Suwt 
John M. Parrish, if living New York, NY 10033 Fa!tler All 

810 West 1 BOth Street I 
Otherwise to: Susan A. Parrish New York, NY 10033 Sister ------4--I All 

---~------------------------
1 

I 

Type or print first name, middle initi1I, and Int Type or print address (including ZIP Coda) Shal"ll to be paid to Relationship name of e1eh beneficiary of elCh beneficiary each beneficiary 

124 Elm Straet 
John - - 0. - -JoMS - - - - ----------- - - 1------------01vton, OH 45420 

421 Spring A .. nue 
-- - - - - - - -- - - - Son - - - - - - All ------Basic l.ife - -- -

Jene - -M. - Smith - - - - - ------- ------ Portl1nd, ME 04101 - - - - - - - - - Niece - - - - - - All Opt, 

234 
- A-St1ndard 

~--------------- - -
Fifttl Avenue 

- - - - - - -
Elizabe!tl - ------------J. Allen -------- ·-----------------New York, NY 10029 - -

678 
------ - -Daughter - - - - - 50% - Opt-. B-Addition11 

- --
Nindl Stn11t 

- - -
Ann J. Borden Pllilldalphil, PA 19123 D1ughter 50% Opt. 9-Additional 

5. Haw to c:1ncol a 0.ignation of S.neflciary and effect pey- under order of pncad- t- back of duplicstel 

Type or print first name, middle initill, and llft Type or print addrea (including ZIP Cod•l Shire to b• paid to Relationship neme of eech beneficitrv of llCh benefici1ry 11eh beneficiary 

Canal 
- - --

prior -designetions - - - ------ - ------ 1---------- ---------- - - - - - -- - - - - ~--- - - - - - - -

• Oo not wr•11name11 M. E. Brown or 11 Mrs. Jolln M. Brown. If you went to d•l9nat1 your Ht1t1 1111eneflcluy, inter "My •tat•" In tll• t11n1flclary 
column. 

•• Be sur• lllat tll• s111ret 10 Ill ii.Id 10 tll• •vtrol lltMflclarl• ICld up to 100 1Mrc1nt. 
••• If• ll•ntflclary ror Balle Ute, Option A-Standard or Option lt-Addltlonal pr11C11cuM1d•l9nator,1nd tllere 11 no survlvln9 t11neflclary or con11n91n1 ti•,,.. 

nclary ror tllet tY1" ot ln1ur1not, IMY....,,t tor tftet tY1" of ln1urwnca will lie macl8 In on:ter of PrtellCl•nca (- 111ctc of du11llcat•I. 
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Thts Dfti9"ation of Beneficiary Fo~ ii to be iaed solely for mi1 dilOOlition of prOCMd1 of insu,..nc• 
under tlle Fedornl Employees' Group l.ifw lnsu,.,,Cll Pl'Qgram and.is not to be confu1•cfwith Standard 
Fom1 2808. Designation of Beneficiary, Cillil Sel'Yice Reti,..,,ent Syst9m, or Standatel Fom1 1152, 
Designation of Beneficiary, Unpaid Compensuion of Deceeed Civilian EmployM. 

ORDER OF PRECEDENCE 

If, at th• death of the insured, the~ is no designated beneficiary en
titled to all or any part of the insurance, th• amount of insurance for 
which there 11 no designated beneficiary shall be payable to the penon 
or penons listed below surviving at th• data of tha insured's dellltl, in 
the follOWi"'iJ order of precadenca: 

1. To the widow or wido-r. 
2. If neither of the above, to the child or children, with die sh- of 

any deceased child distributed among the decendann of th.t child. 
3. If none of th• above, to the parents in equal shares or me entire 

amount to die survillin; perent. 
4, If none of me IDow, to die encutar or admininratar of trl• 

ntate. 
5. If none of the above, to th• omer naxt of kin who - entitled 

under the 1...., of !he domicile of the insured at the date of death. 
IT IS NOT NECESSARY FOR THE INSURED TO DESIGNATE A 

BENEFICIARY UNL.ESS HE OR SHE WISHES PAYMENT TO llE 
MADE IN A WAY OTHER THAN THE ORDER OF !'FIECEDENC! 
SHOWN A80VE. 

REGULATIONS 

(•) The Designation of Beneficiary shall be in writing, signed and 
witnessed, and received in the employing office (or, in the cne of 111 a 
•etired employee and 121 an employee whose insurance is continued 
wllile r~e1v1ng benefits under the Federal Employees' Compensation 
uw because of disease or ir.jurv and who is held by the Department of 
Labor to be unable to return to duty , in the Office of Personnel Man· 
19ement) prior to the death of the designator. 

(b) No chan99 or cancellation of b-ficiary in a last will or. testa
ment, or in any other doo:ument not witn•Mtt and filed •required by 
these regulations, shall have any force or effect. 

le) A witneu to a Designation of Beneficiary is ineligibl' to receive 
payment as a beneficiary. 

(di Any penon, firm , corporation , or le~ entitV (except an agency 
of the Federal or District of Columbia Governments) may be named as 
beneficiary . 

(•) A change of beneficiary may be made at any time Ind without 
tne knowledge or consent of th• prwiout beneficiery, and !hit right 
cannot be -ived or nistricted. 

(f) A Designation of Beneficiary is automlltically canceled ( 1) on 
the day the employ" transfen (exceot by m- transferl to another 
agencv, or 12) 31 days after the employee cu- to be insured. 

INSTRUCTIONS 

1. The examplft printed on the back of the lirst pege of this tom1 
mav be helpful to you in filli"'i! out this form to name 1 beneficiary or 
to cancel 1 prior Oesignation of Beneficiary. More than one beneficiary 
can be designated. Unlea you direct otherwise in the Oesignation, the 
personlsl named will be considered as beneficiary (or beneficiari•I for 
bod! Basic Ufa and optional c:owregea. The tot11I insurance can be di· 
'lided by showing wnet st!- is to be peid to ncn beneflci9f'f (e,,.,,,ple 
21, or dltt-.nt IMneflcieries mey be dftignetad for Bmic l.ifw tnd op. 
tional CCMl~ft (uemple 41. 

2. Complete thit form in duplicate. All entrift on the form except 
signatvrw should be typed or printed in ink ltVP-riting pre~I. 

3. It it not n-=-rv to file 1 n- Designation of Beneficiary when 
the name or eddl'ftl of th• insured or the beneficiary it che1199d. 

4, Thia form muat be,,... of eraurw or alterations. 

I~: If you wiafl tD d•i9'1ete • trust • beneflc:ivy, ask 
your employi"I office for lnstruc11om, 

WHERE TO FILE COMPLETED FOAM 

If insured as an employ"· file the form with the agency in which 
empioYed. If insured as a r@'!ired- employee or while receiving Fedenil 
employees' compensation, file the lorm .,.,tl'I the Office of Penonnel 
Man11941ment, Retirement and insurance Pr09rams, Washington, 0 .C. 
20415. If an application for retirement or compensation •spending, lile 
the form wim the agency in whidl employed if still an insured employft, 
or with the Office of Personnel Management if no longer an inouned 
emplOy". The dupiicat9 will be noted and returned as evidence that 
the originel has bMn reaived end filed. It it suggested thet the dupli· 
cate be kept with the SF 2817A ISF 2817B for Post1I Employeetl, 
the Federal Employ-· Group l.ile Insurance Pr--.ram. 

PRIVACY ACT STATEMENT 

Titte 5, U.S. Code, Chapter 87, Life lnsunnce, •ulhoriza solidi. 

tion of this informetion. The det• you furnith will be uted to determine 
your beneficiaryliesl for your life inA1rance and accidentll death insur· 
ance. Thia information will be shared with the Office of Fede1'91 Em· 
ployHS' Group l.ile Insurance in the event of your dUttl. lt will alto be 
shened with the Office of Penonnel Management and be placed in your 
Official Penonnel Folder. Thia information may be shared with other 
Federal agencies or Congressionel offices which hew • need to know it 
in connection with your application tor e job, license, grant or other 
benefit. It may alto be shered with national, stete, loo:al or other ch•i· 
tab!• or social lecllritY administnrtive agencies to determine encl isaut 

benefits under their prog,.,,,L In addition, to the extent trlit infom1• 
tion indlc:atft • pouible violation of civil or criminal 1-. it may be 
shared with lllll)l'Ol)ri1te Fede1'91, IUlte or local 1- enforcwment 19encies. 
While die 1- doft not r9Quire you to supply all th• information ,... 
quested on thit form, it may not be poaibl• to process your Desi9-
nation of Ben.tlc:iery if you fail to dO so. Agencias otrier than the 
Office of Penonnel Menegement may hew funner routine u- for the 
dlaclosure of infom1ation from th• records svnem• in whidl they ftle 
c~i• of thia form and they should provide you with any sud! u
whidl ire ~licable It the time thllV ak you to complete this fom1. 

Designation1shouldM1c.,,t current. Changa in family status (marri•, divof'Ctl, d•th, bir~. 1tc.) 

may fflquirw corraponding chang9 in ril• dftignation. 
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REIMBURSABLE WOlttC MJntORIZATION 

SECTION • OllDEJttNS l<ftNCT llEQUEST 

10. AGINCT CONTACT'S 12. DATl OF THIS .. ouEST 
nLl'*'NI HO 

13. WOftl( LOCATION 

D 
1!. PRICE OUOi'ATION 

ISTU1UTED ESTl .. ATED COSTS 
TOT Al ,.,. noo AC· 

l'UHC· AMOUNT 
TION ,ORCE 1..AIOR "ATOIAU OT>tfR 
CODE ACCOUNT 

WORK· MOURS CJ(C AMOUNT ll'C •lllO- IO'C . ....,....,. lSTIMATtO TO ll 
COST llLUO OUT 

... .. 
CODI 

l•I "'' (<) (d) l•J rn 1•1 171) (I) a1 flt ) 

1~ 26 

1• 26 

19 26 

1- 26 

1; 26 

1, 26 

1; 26 

1; 26 
,,,,,, ,,, 

TOTAL {\:;' !''':':''''''·"''''''·•·•·•·•:?>'' 
11. 

D 
ACTION TY,£ UI-

D 0 D CMAllGllAC:K 
•c:c1mo D CHAllGUAC:< 

AOD CMAllGI TIRMINATION RUILL 

17. OllGANIZATION CODI 20. IUll.DlllG NUMIU Zl. IMIOJICT NUMHR 

u . lo.AC CODI 

H . TWlllTY41Yt l'lllCINT IUIW LIMITATION 

$ 
H . WOii< 'IR· "' OATI 

,OlllllANCI 
Al/Tl40RI· 
ZATION 

ZI. Co.ICUR· 

...... ,. 
30-

RINCl 

. I C9<tlfy .,,., 1hio -· I volid OOligatal 
ond M Older lot GSA IO P-farm ""' - --

SE C'T10N IV - WOltK C: CEll'T11'1CA TlON 
l I . NAMI ANO HTLI O' ,U O,,IC:IAI. DATI 

GINlllAL SllMCU ADMINISTRATION llSA - ZIS7 IMV. 1-ni 
I • Aee-¥ Cepy 

•u.s. GOVER""EllT PAIHTI!fG omcE 19&0 0-311-.l7&/U9' 
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REQUEST FOR ADDITIONAL EQUIPMENT 
Lanier Contract JCOOOlo 

Requested by: Date: 
System Manager 

City: 

The following additional equipment is hereby requested for the 

district and location named above: 

Line Item # Quantity Desc-::-i:ition 

D Approved 0 Disapproved 0 Additional infor~a

tion required 

Comments: 

Date: 

Contracting Officer's 
Technical Representative 
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w::>RO PRX:ESSI?l; w:'.>RKI.OAO REPORI' 
(SAMPLE 2) 

For the Period: ------- 'ttlrough: ------ Total # Days -----

# Pages one time only ---- = lines 

# Paqes first draft • lines 

# Pages revised - lines 

# Standard documents • lines 

- lines 

t Special applications 

Conments: 

trU.S. GOVERNMENT PRINTING OFFICE: 1 9 8lt It 2 1 5 9 3 l O tit 9 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

INDEX 

Absence Without Leave 10-2.917 

Access to National Crime Information 10-6 . 461 

Accountability for Property 10-4. 310; 10-4.320 

Activities Outside 10-2.664 

Actual Subsistence 10-3.500 

Additional Office Space 10-5.141 

Administrative Files 10-4.417 

Administrative Leave 10-2.915 

Administrative Officers/Assistants 
Duties 10-2.417 

ADP - Automated Data Processing 1-0-4.273 

Advance Payments 10-3.410 

Advanced Records System (ARS) 1~6 .420 

Adverse Action 10-2.620 

Advertising 10-4.100 

Advocacy Course 
Appellate 10-2.821 
Civil trial 10-2 . 821 
Criminal trial 10-2.821 

Advocacy Institute 10-2 .821 

Affirmative Action [Reaerved] 10-2. 700 

Allocation of Positions 10-2 .450 

Annual Leave 10-2.911 

Annual Position Review 10:-2 .430 

Annuitants - Reemployed 10-2.140 

MARCH 28 , 1984 
Index, p. 1 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Appellate Advocacy Course 10-2.821 

Applicant Data 10-9.150 

Appointment Forms 
Assistant U.S. Attorney 10-2.224 
Special Assistant U.S. Attorneys 10-2.232 
U.S. Attorneys 10-2. 211 

Appointments - Veterans Readjustment 10-2.315 

Appraisers 10-3 .310 

Appropriations 
Chargeable 10-3 .420 
Lapse in 10-3.270 

ARS - Advanced Records System 10-6 .420 

Articles 10-6.350 

Assistant U.S. Attorneys 
Appointment forms 10-2.225 
Civic organizations, professional 

boards and committees 10-2.666 
Compensation 10-2.514 
Cross-Designation 10-2.250 
Duties 10-2.412 
Financial disclosure report 10-2.662 
Gifts received from foreign governments 10-2.668 
Hiring 10-2.220; 10-2.221; 

10-2.222; 10-2.223 
Lecturing 10-2.665 
Outside activities 10-2.664 
Participation in outside cases 10-2.663 
Performance rating grievances 10-2.615 
Private practice 10-2.663 
Pro bona work 10-2.667 
Recruitment and hiring procedures 10-2.221 
Relocation expenses 10-3.560 
Removal 10-2.171 
Salaries 10-2.510; 10-2.514 
Salary increase 10-2.521 
Supervisory compensation 10-2.513 
Supervisory designation 10-2.425 
Teaching 10-2.665 

MARCH 28, 1984 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Attendance at Meetings 10-2.810 

Attorney General's Advocacy Institute 10-2.821 

Attorney Recruitment and Hiring 10-2.200 

Authority of USAM 10 10-1.100; 10-1.300 

Authorization: 
Education courses 10-2.800 
Overtime 10-2 .531 
Training 10-2.800 
Travel 10-3.500 
Work 10-2 .440 

Automated Case Management Systems (ADP) 10-6.210 

Automated Data Processing Equipment 10-4.273 

Automated Litigation Support Services 10-7 .200 

Awards 10-2.650 

Bar Association Meetings 10-2.810 

Beneficiary Designation 10-2. 924; 10-2. 942 

Benefits 10-2.900 
Death 10-2.970 
Employees 10-2.900 
Unemployment 10-2.950 

Bills 10-2.400 

Books 10-4. 240 

Case Files 10-4.412 

Certification of Vouchers 10-3.430 

Certification Procedures for Employment 10-2.312 

Certifying Officers 10-3.431 

CETA - Comprehensive Employment and 
Training Act 10-2.345 

MARCH 28, 1984 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Chargeable Appropriations 10-3.420 

Charity Donations 10-6.350 

Checks 
Substitute 10-2.543 
Supplemental and manual 10-2.544 

Civic Organizations, Professional Boards 
and Committees 10-2.666 

Civic Duties 10-2.664; 10-2.666 

Civil Trial Advocacy Course 10-2.821 

Classifications of Positions 10-2.420 

Clearances for Security 10-2.184 

Collection of Applicant Data 10-9 .150 

Collections 10-_8. 000 

College-Work-Study Program 10-2.343 

Communications 10-6. 000 

Communications Security 10-6 .460 

Compensation 10-2.500 
Assistant U.S. Attorneys 10-2.514 
Court-Appointed U.S. Attorneys 10-2.512 
Merit pay 10-2.517 
Special Assistant U.S. Attorneys 10-2.515 
Supervisory Assistant U.S. Attorneys 10-2.516 
Support staff 10-2.516 
U.S. ·Attorneys 10-2.511 

Compensatory Leave 10-2.534 
Authority 10-2.531 

Complaints of Discrimination 10-9 .200 

Comprehensive Employment and Training 
Act (CETA) 10-2.345 

MARCH 28, 1984 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Computer Systems 10-7.000 

Conditional Expenses 10-3. 200 

Conduct Standards 10-2.660 

Conflict of Interest 10-2.660 

Congressional 
Inquiries 10-6 .310 
Mail 10-6.310 
Relation 10-6. 310 

Continuing Education and Training 10-2 .800 

Control of Vacancies 10-2.440 

Control over Tax Returns and Information 10-5 .324 

Correspondence 10-6 .100 

Counsel, Foreign 10-3.231 

Course: 
Appellate Advocacy 10-2.821 
Civil Trial Advocacy 10-2.821 
Criminal Trial Advocacy 10-2.821 

Court-Appointed U.S. Attorneys 
Compensation 10-2.512 

Court Leave 10-2.916 

Court Reporters 10-3.320 

Court Reporting and Transcripts 10-3 .320 

Criminal Trial Advocacy Course 10-2.821 

Cross-Designation 10-2.250 

Death Benefits 10-2.970 

Debtor Index and Payment Record File 10-4.414 

MARCH 28, 1984 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Deferred Annuity 10-2.946 

Departmental Communications Center 10-6.410 

Departmental Directives 10;..4.420 

Depositions 10-3.210 
Travel expenses 10-3.233 

Designation of Beneficiary 10-2.924; 10-2.942 

Details 10-2.316 

Directives 10-4.420 

Disability Retirement 10-2.944 

Discipline/Adverse Action 10-2.620 

Disclosure and Distribution of USAM 10 10-1. 200 

Discontinued Service Retirement 10-2.945 

Discrimination Complaints 10-9. 200 

Disposal of Records 10-4.430 

Disposition of Personal Property 10-4.350 

Distribution and Disclosure of USAM 10 10-1.200 

District Federal Law Enforcement Plan 10-10. 600 

District Travel Budget 10-3 .520 

Docket Records 10-4.411 

Docketing and Reporting System 10-6.210 

Duces Tecum Subpoenas 10-3. 251 

Duties 
Administrative Officers/Assistants 10-2.417 
Assistant U.S. At~orneys 10-2.412 
Legal Clerks, GS-986 10-2.415 

MARCH 28 I 1984 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Legal Technicians, GS-986 10-2.414 
Paralegal Specialist, GS-950 10-2.413 
Secretaries, GS-318 10-2.416 
Special Assistant U.S. Attorneys 10-2 .412 
U.S. Attorneys 10-2.411 

Duty Hours 10-2.671 

Earnings Statement 10-2.547 

Economy of Operations 10-3 .100 

Education Courses 10-2.800 

Employee: 
Benefits 10-2.900 
Conduct 10-2.660 
Evaluation 10-2.641; 10-2.644 
Grievance procedure 10-2.610 
Parking 10-5.200 
Performance 10-2.640; 10-2.641; 

10-2.644 
Relations 10-2. 600 

Employment Advertisement 10-4 .120 
Certification procedures 10-2.312 
Student 10-2.340 
Temporary non-attorney 10-2.330 
Term 10-2.334 

Employment Review Procedures (EEO) 10-9 .140 

Enforcement Plan - District Federal Law 10-10. 600 

Employee Printing 10-4.221 

Equal Employment Opportunity Policy 10-9 .100 

Equal Employment Program 10-9. 000 

Equipment 
Purchase (other than word processing) 10-4.230 
Rental 10-4.250 
Word processing 10-4 .270 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Erroneous Payments 10-2.546 

Ethnic Codes 10-9 .130 

Evidence 10-4. 380 

Excess Property 10-4.363 

Executive Development 10-2.824 

Executive Office Organization 10-2.461 

Expenses 
Conditional 10-3. 200 
Meetings 10-2.810 
Operational 10-3. 000 
Relocation 10-3 .560 
Requiring prior authorization 10-3.370 
Training 10-2.800 
Travel/subsistence 10-2.810; 10-2.821; 

10-3. 500 

Expenses and Fees 
Appraisers and masters 10-3.310 
Court reporting and transcripts 10-3.320 
Foreclosure 10-3.381 
Notarial expenses of employees 10-3.350 
Office funds 10-3.360 
On behalf of indigents 10-3 .330 
Out-of-pocket 10-3.380 
Litigative outside activities 10-2.664; 10-6.350 
Payment of judgments 10-3.340 

Expert Witnesses 10-3.260 

External Parties - Relations 10-6. 300 

Extradition 10-3.220 

Facility Self-Protection Program 10-5 .330 

Facsimile Service 10-6.430 

Fair Labor Standards 10-2.532 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Federal Employees Group Life Insurance 10-2.920 

Fees and Expenses 10-3 .300 
Appraisers and masters 10-3.310 
Court reporting and transcripts 10-3.320 
Expenses requiring prior authorization 10-3. 370 
Foreclosure 10-3.381 
Notarial expenses of employees 10-3.350 
Office funds 10-3 .360 
On behalf of indigents 10-3.330 
Out-of-pocket litigative 10-3.380 
Outside activities 10-2.664; 10-6.350 
Payment of judgments 10-3.340 

Files 10-4.410 
---Personnel 10-4.416 

Financial Disclosure Reports 10-2 . 662 

Firing 10-2.640 

First Class 10-3.550 

Flexitime 10-2 .672 

Space foreclosure Expenses 10-3.381 

Foreign Counsel 10-3.231 

Foreign Travel 10-3.540 

Foreign Witnesses 10-3.232 

Forms 10-4.440 
Motion for continuance 10-3.272 
Payroll 10-2.542 
Sample Appendix 
Special 10-4.442 
Standardized 10-4.441 

Freedom of Information Act Requests 10-6.320 

FTS Intercity Voice Networks 10-6 .450 

Funds for Office 10-3.360 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Furniture 10-4.230 

Gifts Received from Foreign Governments 10-2.668 

Goods, Shipment of 10-4.390 

Government Teletype Service (JUSTS ystem) 10-6.440 

Grand Jury Reporters - Personnel Security 10-2.186 

Grand Jury Reporting 10-3 .324 

Grievances 10-2.610 
Authority 10-2.611 
Employee rights 10-2.612 
Procedures 10-2.613 

GSA Work Authorizations (copies) 10-4.233 

Health 
Benefits 10-2.930 
Insurance 10-2.930 

Hiring 
Assistant U.S. Attorneys 10-2.220; 10-2.221; 

10-2.222; 10-2.223 
Authority 10-2.101 
Form preparation 10-2.224; 10-2.225; 

10-2.320 
Minority 10-2.521 
Non-Attorney 10-2.300 

Forms 10-2.320 
Part-time employees 10-2.150 
Restriction 10-2.130 
Special Assistant U.S. Attorneys 10-2.230 
Students 10-2.340 
Support staff 10-2.310 
Temporary e.mployees 10-2 .330 
Special Assistant U.S. 10-2.230; 10-2.231; 

10.232 

Holiday Work 10-2.913; 10-2.531; 
10-2.532 

Holidays 10-2.913 

MARCH 28, 1984 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Hours of Duty 10-2.671 

Incorrect Payments 10-2. 546 

Indigent's Expense 10-3.330 

Insurance 10-2.920; 10-2. 930 

Interpreters 10-3.240 

Inventories 10-4.340 

"JJ" Authority 10-2.331 

Judge Advocate General Corps (JAGC) 10-2.230 

Judicial Conference Attendance 10-2.810 

Juris 10-7 .100 

Just System (teletype) 10-6 .440 

Labor Management Relations 10-2.630 

Lapse in Appropriations 10-3. 270 

Law Books 10-4. 240; 10-4.241 

Law Enforcement Coordinating Committee Program 10-10. 000 

Leave 10-2. 910 
Approval 10-2.910 
Compensatory 10-2.534 
Without pay 10-2.914 

LECC (see Law Enforcement Coordinating 
--CO-mmittee Program) 

Lecturing 10-2.665; 10-6.350 

Legal Advertising 10-4.110 

Legal Clerks, GS-986 
Duties 10-2 .415 

Legal Computer Systems 10-7. 000 

Legal Publications 10-4.241 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Legal Technicians, GS-986 
Duties 10-2.414 

Lending Library 10-2.823 

Library 10-4.232; 10-4.241 

Life Insurance 10-2.920 

Litigation Support Services (Automated) 10-7 .200 

Litigative Expenses 10-3.380 

Living Expenses 10-2.810 

Maintenance and Revision of USAM 10 10-1.300 

Management of Positions 10-2.400 
Property 10-4.300 
Records 10-4.4.00 
Reports 10-6 .200 
Space 10-5. 000 

Manager - Non-Attorney 
Probationary period 10-2.643 

Manual Checks 10-2.544 

Masters 10-3.310 

Maternity Leave 10-2.918 

Meeting 10-2.810 

Merit Pay 10-2.517 

Merit Promotion Plan 10-2.311 

Military Leave 10-2.919 

Minority Hiring 10-2.221; 10-2.521 

Misconduct 10-2.661 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Monthly Resource Summary Report of U.S 
Attorney 10-6.220 

Motion for Continuance, Sample 10-3.272 

Moving Costs 10-3.560 

National Crime Information Center 10-6.461 

Nepotism 10-2.130 

New Courthouse 10-5.142 

New Employees - Probationary Period 10-2.641; 10-2.642 

New Federal Building 10-5 .142 

New Space 10-5 .100 

News Releases 10-6 .330 

Non-Attorney Positions 
Recruitment and hiring procedures 10-2.300 
Transfers and reassignment 10-2.314 

Non-Attorney Positions - Supervisory 
Designation 10-2.426 

Non-Attorney Promotions 10-2.522 

Notarial Expenses of Employees 10-3.350 

Oath of Office 10-2.110; 10-2.234 

Occupational Safety and Health Program 10-2.954 

Office 
Closings 10-2.913; 10-2.915 
Equipment 10-4. 230; 10-4.250; 

10-4.270 
Files 10-4.410 
Funds 10-3.360 
Furnishings 10-4.230 
Hours of operation 10-2.670 
Library 10-4.232 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Space 10-5 .100 
Supplies 10-4.260 

Officers, certifying 10-3.431 

Official Receipt File 10-4.413 

One Year Appointment 10-2.331 

Open Season 10-2.935 

Operational Expenses 10-3. 000 

Operations Economy 10-3.100 

Optional Retirement 10-2.943 

Organization: 10-2 .460 
EOUSA 10-2.461 
Law Enforcement Coordinating Committee 10-10.200 

Orientation Employee 10:-2.16.0 

Outside Activities 10-2.663; 10-2.664; 
10-2.665; 10-2.666; 
10-2.667; 10-2.668 

Outside Employment 10-2.664; 10-2.665 

Overtime 10-2.530 
Authority 10-2.531 
Payment requirement 10-2.532 
Training 10-2 .533 

Paralegal Specialist, GS-950 
Duties 10-2.413 

Parking .SpacP. 10-5.200 

Participation in Outside Cases 10-2.663 

Part-Time Employment 10-2.150 

10-2.540 

Paychecks 10-2.540 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Pay Increases and Promotions Retroactively 10-2.524 

Payment 
Advance 10-3.410 
Bills 10-3 .400 
Expert witnesses 10-3.262 
Judgment 10-3.340 
Overtime 10-2.532 
Training outside the AGAI 10-2.850 
Travel expenses 10-3.530 

Payroll 10-2.540 
Forms 10-2.542 
Problems 10-2.545 
Time & attendance reports 10-2.541 

Per Diem 10-3. 500 

Performance Appraisals 10-2.640 
System for attorneys not covered by 

merit pay 10-2.643 
System for non-attorneys not covered 

by merit pay 10-2.644 
System for merit pay employees 10-2.645 

Personnel Allocation 10-2.450 
Authority 10-2 .. 101 
Files 10-4.416 
Security clearances 10-2.184 
Security - grand jury reporters 10-2.186 
Security regulations 10-2.180 
Security requirements 10-2.182; 10-2.183 

Physical Security 10-5.300 

Position 
Allocation 10-2.450 
Control 10-2.440 
Descriptions and classifications 10-2.420 
Management and classifications 10-2.400 
Management and review 10-2.430 
Sensitive 10-2.181 

Post-Government Employm.ent 10-2.669 
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UNITED STATES ATTORNEYS' MANUAL 
TITLE 10--EOUSA 

Press 10-6.330 

Press Releases 10-6 .330 

Printing 10-4.220 

Prior Authorization for Expenses 10-3.370 

Private Practice 10-2.663 

Pro Bono Work 10-2.667 

Probationary Period 
New employees 10-2.641 
Supervisors and managers 10-2.642 

Problems - Payroll 10-2.545 

Processing 
Collections 10-8. 200 
Equal employment opportunity complaints 10-9 •. 200 

Freedom of Information Act Requests 10-6.320 

Procurement 10-4. 200 

Procurement Services 10-4.264 

Programs - Security 10-5 .310 

PROM IS 10-4.272; 10-6. 211 

Promotion i0-2.520 
Non-attorneys 10-2.522 

Property 
Accountability 10-4.300; 10-4.330 
Excess 10-4.363 
Inventories 10-4.340 
Management 10-4.300 
Personal 10-4.350; 10-4.360 
Seized 10-4.370 

Protection of Witnesses 10-3.261 
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Publications 10-4.240; lo-6.330; 
10-6.350 

Purchase of Equipment lo-4.230 

Purpose of USAM 10 10-1.100 

Quality Within-Grade Increase 10-2.523 

Questionnaires 10-6.340 

Racial Codes 10-9.130 

Raises 10-2.511; 10-2.520 

Ratings for Performance 10-2.644 

Resdjustment Appointments for Veterans 10-2.315 

Reassignment and Transfers 
Non-attorneys ·10-·2.314 

B.ecorda 
Dupoaal lo-4.430 
Management 10-4.400 

Recruitment and Hiring Procedures 
Assistant U.S. Attorneys 10-2.220 
Special Assistant U.S. Attorneys 10-2.230· 

Reemployed Annuitants 10-2.140 

Refunds, retirement 10-2.947 

Regulations, personnel security 10-2.180 

Reinstatement 10-2.313 

Relations With Congress 10-6.310 

Relations With Employees 10-2.600 

Relations With External Parties 10-6 .300 
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Relations With Press 10-6.330 

Release of Information 10-6.330; 10-6.340; 
10-6.350 

Release of Space 10-5.143 

Relocation 10-3.560 

Removal of Employees 

Removal of Supervisory Assistant U.S. 
Attorneys 

Rental of Equipment (other than word 
processing) 

Report of Taxable Costs 10-6.230 

Reporting Requirement for FTS Intercity 
Voice Networks 10-6.450 

Reports 10-6.220; 10-6.230 
Time and attendance 10-2.541 

Requests, Freedom. of Information Act 10-6.320 

Requirement for Overtime Payment 10-2.532 

Requirements for Personnel Security 10-2.182; 10-2 .183 

Resignations 10-2.170 

Resource Summary Report of U.S. Attorney 10-6.220 

Retention of Applicant Data 10-9.150 

Retirement 10-2.940 
Refunds 10-2.947 

Retroactive Pay Increases and Promotions 10-2.524 

Revision and Maintenance USAM 10 10-1.300 

Right to Financial Privacy Act 9-4 • 8 00 ~ .!!S.!. 
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Sabbatical Program 10-2.240 

Salaries· 10-2.500 
Assistant U.S. Attorneys 10-2.514 
Court appointed U.S. Attorneys 10-2.512 
Merit pay 10-2.517 
Special Assistant U.S. Attorneys 10-2.515 
Supervisory Assistant U.S. Attorneys 10-2.513 
Support staff 10-2.516 
U.S. Attorneys 10-2.511 

Salary Increases 10-2.520 
Assistant U.S. Attorneys 10-2.521 
Non-attorneys 10-2. 522 
Retroactive 10-2.524 
U.S. Attorneys 10-2.511 

Samples - Forms Appendix 

Secretaries, GS-318 
Duties 10-2.416 

Secure Communications 10-6 .460 

Security 
Clearances 10-2.184 
Physical 10-5. 300 
Programs 10-5 .310 
Regulations - personnel 10-2.180 
Requirements - personnel 10-2.182; 10-2.183; 

10-2.233 
U.S. Attorney's office security plan 10-5 .400 

Seized Property 10-4.370 

Self-Protection Program for Facility 10-5.330 

Seminars - Special 10-2.820 

Senior Litigatio~ Counsel 10-2.658 

Sensitive Positions 10-2.181 

Separations 10-2.170 

Service 
Telephone 10-6 .470 
Teletype 10-6 .440 
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700 Hour Appointment 10-2.331 

Shipment of Goods 10-4.390 

Sick Leave 10-2.912 

Space 10-5.100 
-Management 10-5.000 

Parking 10-5.200 

Special Achievement Award 10-2.656 

Special Assistant U.S. Attorneys 10-2.230 

Appointment Forms 10-2.232 
Compensation 10-2.515 
Duties 10-2.412 
Hiring 10-2.230 

Special Forms 10-4.442 

Special Recognition 10-2. 650 

Special Seminars 10-2.820 

Speeches 10-6.350 

Standardized Forms 10-4.441 

Standards for Performance 10-2.641 

Standards of Conduct 10-2.660 

Statistical Report of U.S. Attorney 10-6. 220 
Monthly 10-2.411 

Statistical Reports 10-6. 220; 10-6.230 

Stay-In-School Program. 10-2.342 

Student Aide 10-2.340 

Student Employment 10-2. 340 
Volunteer 10-2.341 
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Subpoenas 10-3.250 
DOJ employees 10-3.252 
Duces Tecum 10-3.252 
Right to Financial Privacy Act 9-4. 8 00 ~ .!!.i:.. 

Subscriptions 10-4. 240 

Subsistence 10-2.810 

Substitute Checks 10-2.543 

SUDDDer Aide Program 10-2.340 

SUDDDer Student Assistant Program 10-2.344 

Supervisory Assistant U.S. Attorneys 
Compensation 10-2.513 
Designation 10-2.425 
Removal 10-2.171 

Supervisory Positions - Non-Attorney 
Designation 10-2.426 
Probationary period 10-2.644 

Supervisory Training 10-2.833 

Supplemental Checks 10-2.544 

Supplies 10-4.260 

Support Staff 
Compensation 10-2.516 
Hiring 10-2.310 
Performance rating grievances 10-2.614 
Promotions 10-2.522 
Recruitment and hiring procedures 10-2.310 
Supervisory designation 10-2 .426 
Transfers and reassignment 10-2.314 

Surveys 10-6.340 

Swearing In 10-2.110; 10-2.234 

Tax Returns and Information 10-5.320 
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Taxable Costs Report 10-6.230 

Teaching and Lecturing 10-2.665 

Telecommunications 10-6.400 

Telegrams 10-6 .480 

Telephone Service 10-6.470 

Teletype Service 10-6 .440 

Temporary Appointment 10-2. 330 
Assignments 10-2.140 
Employments 10-2.330 
Non-attorney employment 10-2.330 
Vacancies 10-2.330 

Term Employment 10-2. 331 

30-Day Attendance Reports 10-2.331 

Time and Attendance Reports 10-2.541 

Time Sheets 10-2. 541 

Training and Continuing Education 10-2.800 

Training for Assistant U.S. Attorneys 10-2.800 

Training Outside the AGAI 10-2.822 
Authorization and payment 10-2.851 

Training Resource Library (lending library) 10-2.823 

Training ~ Supervisory 10-2.833 

Transcripts 10-3.320 

Transfers and Reassignment 
Non-attorneys 10-2.314 

Travel 
Actual subsistence 10-3 .500 
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Approval l 0-2. 810; 10-3.510 
Authority 10-3.510 
Depositions 10-3.233 
District travel budget 10-3.520 
Duty station 10-3.560 
First class transportation 10-3.550 
Foreign 10-3.540 
Meeting 10-2.810 
Payment 10-3.530 
Per Diem 10-3.500 
Relocation 10-3.560 
Training 10-2.800 

Unemployment Benefits 10-2.950 

U.S. Attorneys 
Appointment forms 10-2.211 
Civic organizations professional boards 

and committees 10-2 . 666 
Compensation 10-2.511 
Court appointed compensation 10-2.512 
Duties 10-2.411 
Excepted service 10-2.120 
Financial disclosure reports. i0-2.662 
Monthly resource summary report 10-6. 220 
Office security plan 10-5 .400 
Outside activities 10-2.664 
Outside employment 10-2.664; 10-2.666 
Participation in outside cases 10-2.663 
Private practice 10-2.663 
Pro bono work 10-2.667 
Salaries - increases 10-2.511 
Teaching 10-2.665 

United States Attorneys' Manual 10-1.100 
Authority of Title 10 10-1.300 
Distribution and disclosure 10-1. 200 
Purpose of Title 10 10-1.100 
Revision and maintenance 10-1. 300 

Upward Mobility Program 10-2.840 

Use of Applicant Data 10-9 .150 
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Vacancy Control 10-2.440 

Vacation 10-2.910; 10-2. 911; 
10-2.912 . 

Veterans Readjustment Appointments 10-2.315 

Volunteer Student Employment 10-2.341 

Volunteers 10-2.340 

Vouchers - Certification 10-3 .430 

Western Union 10-6.480 

Within-Grade Salary Increases 10-2.523 

Witnesses 10-3.232; 10-3.260 
Foreign 10-3.232 
Protection 10-3; 261 

Word Processing 10-4.270 

Work 
Schedule 10-2.670 
Without compensation 10-2.340 

Worker's Compensation 10-2.960 

Writing 10-6. 350 

Youth Opportunity Campaign 10-2. 342 
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