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CHAP. 1 UNITED STATES ATTORNEYS' MANUAL 3-1.120 

3-1.000 ORGANIZATION/PRIOR APPROVALS 

3-1.100 ORGANIZATION 

3-1.110 Introduction 

TitIe 3, EXECUTIVE OFFICE FOR UNITED STATES ATTORNEYS, replaces Title 10 
in the United States Attorneys' Manual. It contains Executive Office 
policy and is designed to be used with Title 1 of this Manual, the united 
States Attorneys' Administrative Procedures Handbook, and the Orientation 
Manual for United States Attorneys. 

Title 3 is divided into two parts: Part I, Administrative Policy, and 
Part II, Financial Litigation. Part I sets forth Executive Office policy 
on personnel matters, financial management, procurement, space and secur­
ity, information management, attorney and nonattorney training, and equal 
opportunity matters. Part II sets forth policy on financial litigation 
including civil prejudgment debt collection activity and collection of 
criminal fines. 

3-1.120 Responsibilities 

The organizational units within the Executive Office for United States 
Attorneys are as follows: 

A. Office of the Director: 

The Director of the Executive Office for United States Attorneys pro­
vides executive assistance and supervision to the offices of the United 
States Attorneys, and to the Attorney General's Advisory Committee of 
United States Attorneys. The Director is assisted by a Deputy Director and 
Administrative Officer. 

B. Office of Legal Education: 

The Office of Legal Education administers three institutes: the Attor­
ney General's Advocacy Institute, the Legal Education Institute, and the 
Legal Support Training unit. This Office is responsible for all attorney 
and nonattorney training. 

C. Administrative Services: 

Administrative Services serves as the organizational unit which pro­
vides support and guidance to the Executive Office and offices of the 
United States Attorneys on all administrative matters; such as, personnel, 
financial management, procurement and property management, space and se­
curity, and office evaluations. 

D. Information Management: 

October 1, 1988 
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3-1.120 TITLE 3-EOUSA CHAP. 1 


The Information Management staff is responsible for all office automa­
tion and litigation support for the Executive Office and the offices of the 
United States Attorneys. 

E. Financial Litigation: 

The Financial Litigation staff assists the offices of the Uni ted States 
Attorneys in financial litigation work. As such, this unit sets policy for 
the handling of claims referred by the various federal agencies for litiga­
tion and enforced collection; and, the collection of criminal fines, 
penalties, assessments, court costs and appearance bond forfeitures. 

F. Counsel: 

The staff of the office of the Counsel provides guidance to the Execu­
tive Office and to the United States Attorneys on matters such as conflicts 
of interest, asset forfeiture, destruction of drug evidence, nonattorney 
excepted service, the Department's firearms' policy, congressional in­
quiries, surveys and sensitive case reports. The Counsel oversees a Free­
dom of Information/Privacy Act Unit and publication of the United States 
Attorneys' Manual and United States Attorneys' Bulletin. 

F. LECC/Victim Witness: 

The LECC/Victim Witness staff provides guidance to the offices of the 
United states Attorneys in carrying-out their LECC Victim witness Pro­
grams, see USAM 1-11.000. 

Y

G. Equal Employment Opportunity (EEO): 

The EEO staff ensures that equal opportunity in employment is provided 
to all employees of the Executive Office and offices of the United States 
Attorneys. This is accomplished through a continuing affirmative action 
program that will eliminate discrimination based on factors irrelevant to 
job performance. This office develops the plans, procedures and regula­
tions necessary to carry out these programs. 

H. Organized Crime Drug Enforcement Task Force (OCDETF) Administrative 
Unit: 

The OCDETF Administrative Unit provides administrative support to the 
Organized Crime Drug Enforcement Task Force. 

See USAM 3-1.130 for EOUSA Organizational Chart. 

3-1.130 Organizational Chart 

October 1, 1988 
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CHAP. 1 	 UNITED STATES ATTORNEYS' MANUAL 3-1. 200 
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LITIGATION STAFF 
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 MANUAL 1988

3-1.200 PRIOR APPROVALS 

PRIOR APPROVAL REQUIREMENTS 

USAM 
SECTION TYPE & SCOPE OF APPROVAL 

WHO MUST 

APPROVE 
 COMMENTS 

3-2.213 To appoint Special AUSAs. 	 Associate At­
torney General 

Written request 
and approval. 
EOUSA adminis­
ters SAUSA Pro­
gram. 

3-2.250; 
. 311 

To hire Assistant U.S. Attorneys and 
law students • 

Director, Of­
fice of Aty. 
Personnel Mgmt. 

3-2.250 	 To hire non-attorney support personnel 
GS-l5 and below, (except law stu­

dents. ) 


Director.. EOUSA 
 Written Approv­
al-Authority may 
be redelegated. 

3-2.300 To detail Schedule C secretaries. 	 JMD through 
EOUSA Personnel 
Staff EOUSA 

Written request 
including jus­
tification. 

3-2.312 	 (l) To designate a supervisory posi­
tion for pay purposes, or (2) any reor­
ganization of paid attorney supervi­
sory positions. 

1) Director, 
EOUSA or desig­
nee, 
2) Director, 
EOUSA 

3-2.316 To request temporary appointments and 
extensions. 

Associate Di­
rector, Admin. 
Services, EOUSA 

Written re­
quest. 

October 1, 1988 
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3-1. 200 	 TITLE 3-EOUSA CHAP. 1 

USAM 

SECTION TYPE & SCOPE OF APPROVAL 


WHO MUST 

APPROVE 
 COMMENTS 

3-2.330 	 To pay travei expenses for pre-employ­
ment interviews. 

Director, EOUSA 
 Written re­
quest. 

3-2.334 	 To establish a sabbatical program. Director, EOUSA 


3-2.335(K)Relocation expenses for new employees 
and transferring employees. 

Director, EOUSA 
 Written request 
and re sponse • 

3-2.610 	 To change tour of duty for general 
staff of U.S. Attorney's office other
than 9 a.m. to 5:30 p.m. 

Director, EOUSA 


3-2.630 	 To request more than two weeks of leave
by a united States Attorney. 

Director, EOUSA 


3-2.732 	 To waive name and fingerprint request 
for employees assigned to non-sensi­
tive positions and all students. (Re­
served section in USAM.) 

Securities Pro­
gram Staff, JMD 


Verbal approv­
al, confirmed in 
writing. 

3-2.732 	 To access classified information (i. e. 
security clearance); and to access 
Sensitive Compartmented Information 
(SCI). (Reserved section in USAM.) 

Securities Pro­

gram Staff, JMD 

3 - 2.734 	 For an AUSA to lecture or teach when the 
use of non-public information is con­
templated. 

Deputy Attorney
General 

28 C.F.R. 
§ 45.735-12; 
See USAM 1-4.330 

3-2.735(C)For a U.S. Attorney or AUSA to partic­
ipate in outside cases, engage in out­
side employment, or the private prac­
tice of law. 

DeputyAttorney
General 

28 C.F.R. 
§§ 45.735-9(c)(3), 
45.735-6 (b) and 
(d), or 
45.735-9(e); 
See also 18 U.S. 
C. § 205 i USAM 
1-4.310 

3-2.751 To issue written or oral reprimand,
suspens ion, reduction in grade or pay,
and furloughs for 30 days or less. 

Associate 	At­
torney General 

Authority to 
repremand has 
been redelegat­
ed to the Di­
rector, EOUSA 

3-2.752 To remove 	 an Assistant U.S. Attorney Associate 	At­
torney General 

28 C.F.R. 
§ 0.19(a)(l); 
Recommendation 
must be sub­
mitted through 
EOUSA. See USAM 
1-5.100. 

3-3.220 For a witness to testify in a foreign 
extradition proceeding who is not a 
U.S. government employee. 

Assistant 	At­
torney General, 
JMD 

3-3.231 To incur expenses to hire foreign coun­
sel 

Associate 	Di­
rector Admin. 
Services, 	EOUSA 

3-3.232 To obtain testimony of foreign nation­
al residing abroad. 

Office of Int'l 
Affairs, Crim. 
Div., or Off. 
of Foreign Af­
fairs, Civil 
Div. 

written request 
required. 

3-3.520 Authorization to employ expert wit­
ness. 


Special Authori­
zation Unit, JMD 

See USAM 
1-14.750. 

3-3.580 Administrative expenses in fore­

closure proceeding: foreign travel; 


EOUSA, Space 
Mgmt. and Pro-
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CHAP. 1 UNITED STATES ATTORNEYS' MANUAL 3-1.200 

USAM 
SECTION TYPE & SCOPE OF APPROVAL 

WHO MUST 

APPROVE 
 COMMENTS 

work study agreements; equipment pur­
chases and rentals; transportation of 
property; and space acquisition, re­
lease and alteration. 

curement 

3-3.630 Revocation of an existing or nomina­
tion of a new certifying officer. 

Director, EOUSA Written re­
quest, and re­
sponse. 

3-3.710 Relocation expenses; foreign travel; 
or actual subsistence in a nondesig­
nated high-rate area. 

Director, EOUSA Written re­
quest. 

3-3.720 Payment of travel expenses for state 
and local officials in cases when there 
is no money in the state or local budget 
to pay for the travel. 

Deputy Di­
rector, EOUSA 

3-3.730 All foreign travel for employees occu­
pying Executive Schedule positions. 

Deputy Attorney 
General 

written request 
and response. 

3-3.740 Requests for first-class travel. Director, EOUSA Written request 
and response. 

3-3.800 Requests for relocation expenses. Director, EOUSA Written re­
quest. 

3-3.900 Request to hold asset forfeiture 
trng. 

EOUSA 

3-3.1000 Departure from dist. office confer­
ence guidelines 

Director, EOUSA In writing. 

3-4.120 To request paid advertisements (except
for legal advertisements) to attract
job applicants. 

Assistant At­
torney General, 
JlvID 

Written request 
 and response. 

3-4.221 To request printing. Facilities 
Mgmt. and Sup­
port Services, 
EOUSA 

DOJ-2 

3-4.223 To request printing of official court 
instruments. 

Pub. Mgmt. 
Unit, JMD and 
EOUSA 

If the need is 
recurring, a 
DOJ-2 should be 
submitted to 
EOUSA request­
ing contractor. 

3-4.253 To rent copier equipment. JMD, Office Au­
tomation Staff 

In emergency SF­
44 may be used, 
after acquiring 
authorization 
from FMISS (not 
to exceed 90 
days) • 

3-4.352 To use forfeited property for official 
use. 

Facilities 
Mgmt., EOUSA 

3-4.390 To ship goods pertaining to specific 
litigation, or records to the Federal 
Archives or Records Center in excess of 
$100. 

Property Mgmt.
Serv., JMD 

Form OBD l86T. 

3-5.141; 
.143 

To acquire new space, release space, or 
relocate. 

Asst. Director 
Facilities 
Mgmt., EOUSA, 
and GSA 

Written request 
and approval. 
GSA makes final 
assignment memo 

3-5.210 Request for parking space. Facilities 
Mgmt., EOUSA 
and GSA 

GSA may delegate 
authority to 
EOUSA. 

October 1, 1988 
5 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



3-1. 200 TITLE 3-EOUSA CHAP. 1 

USAM 
SECTION TYPE & SCOPE OF APPROVAL 

WHO MUST 

APPROVE 
 COMMENTS' 

3-7.320; 
.410 

To request automated litigating sup­
port systems; and word processing 
equipment. 

Associate Di­
rector, Infor­
mation Mgmt. 

3-8.332 Training sponsored or coordinated by 
the EOUSA including the AGAI and LEI; 

Director, Of­
fice of Legal 
Education, EOU­
SA 

Attorney and 
Non-attorney 

Training outside of the district or a 
contiguous district; 
Office sponsored training which is 
subject to procurement procedures due 
to the cost of speakers and/or facili ­
ties; and 
Training for which the total cost, in­
cluding travel, is greater than 
$1,500. 

3-8.522 To reduce 80 hour supervisory training
requirement based on prior skills and 
knowledge; and proposed Individual 
first level Supervisory Training
Record. 

Director, Of­
fice of Legal 
Education 
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U.S. Department of Justice 

E 	 '!, J::,xe.fu.tiye, .9(n~e t or United States Attorneys 
p 

5EP 	 10 /0 12 g '93 

Ofticc of the Director 	 Waslrinxton. D.C. 20530 

August 20, 1993 

TO: Holders of United states Attorneys' Manual Title 3. 

FROM: 

tZ
'ted states Attorneys' Manual Staff 


xecutil'_ Offi~-'Jor UniteQ.-S-tet.es Attorneys
,.&F-'~ ),f-ti, '- .l! ...I~CI-¥ .0


tnony c. Mrscato-' 

Director 


RE: 	 Employment of the Secretary 

to the united states Attorney 


NOTE: 1. 	 This is issued pursuant to and EXPIRES unless 
reissued or incorporated pursuant to USAM 1-1.521. 

2. Distribute to holders of Title 3. 

3. Insert 	in front of USAM 3-2.213. 

AFFECTS: 	 USAM 3-2.213 

PURPOSE: 	 This Bluesheet announces a new policy concerning 
filling vacant Secretary to the United States Attorney 
positions. 

*** 	NOTE: The following section 
is added to USAM 3.213. *** 

F. Employment of the Secretary to the United States Attorney: 

Vacant Secretary to the United states Attorney (SUSA) positions 
are to be filled through Schedule C excepted service appoint­
ments. The Schedule C appointing authority is designed for 
positions whose duties can be performed only by an individual 
who has a personal and confidential relationship with his/her 
supervisor who is a key employee of the agency. A Schedule C 
appointment can be effected more quickly and surely than a 
competitive service appointment, and a Schedule C appointee can 
be easily retained or involuntarily removed by an incoming united 
states Attorney even if the SUSA poses no conduct and/or 
performance problems. 

BS# 	 3.015 
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u. S. Department of Justice 

Execuliw OJlice for UlliuJ SIaIu AlIOmeyl 

OffICe of the Director 	 W.hlIrgto-. D.C. 20530 

April 21, 1995 

TO: Holders of United states Attorneys' Manual Title 3. 

FROM: united states Attorneys' Manual Staff 
Executive Office for United States Attorneys 

9

RE: Assignment of Attorney Work to Paralegal Specialists 

NOTE: 1. 	 This is issued pursuant to USAM 1-1.521 and EXPIRES 
unless reissued or incorporated pursuant to USAM 
1-1.521. 

2. Distribute to holders of Title 3. 

3. Insert 	in front of USAM 3-2.213. 

AFFECTS: 	 USAM 3-2.213 C. 

PURPOSE: 	 This Bluesheet announces new policies governing the 
assignment of attorney work to Paralegal Specialists 
employed in united states Attorneys' offices (USAOs). 

*** NOTE: The following section 
is added to USAM 3-2.213 C.*** 

Assignment 	of Attorney Work to Paralegal Specialists: 

USAO Paralegal Specialists who possess a professional law 
degree (LL.B., J.D., or LL.M.) and who have passed the Bar may be 
assigned attorney duties only if they are first converted to an 
Assistant united States Attorney (AUSA) appointment or a paid 
Special AUSA (SAUSA) appointment. In either case, the appoint­
ment will be officially documented in the personnel/payroll 
database. Uncompensated SAUSA appointments in these situations 
are not permitted. 
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Compensation 

Paralegal Specialists who are converted to either AUSA or 
SAUSA appointments will be compensated in accordance with the 
line AUSA paysetting guidelines published annually by the 
Director, Executive Office for United states Attorneys. No 
special paysetting rules apply to these situations. 

Performance Appraisal 

AUSAs, and paid SAUSAs who are appointed for 90 or more 
days, are covered by the performance appraisal provisions of 
law and regulation, and are subject to the line AUSA performance 
appraisal cycle, January 1 to December 31. 
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U. S. Department of Justice 

Office of the Director 

September 	5, 1995 

TO: Holders of united states Attorneys' Manual Title 3. 

FROM: 	 United States Attorneys' Manual Staff 

Executive Office for united states Attorneys 


44~t.1L
J.. Carol DiBattiste 


Director 


RE: Law Clerks 

NOTE: 1. 	 This is issued pursuant to USAM 1-1.521 and EXPIRES 
unless reissued or incorporated pursuant to USAM 
1-1. 521. 

2. Distribute to holders of Title 3. 

3. Insert 	in front of USAM 3-2.213. 

AFFECTS: 	 USAM 3-2.213 B. 

PURPOSE: 	 This Bluesheet announces the Department's requirements 
concerning use of its Honors Program when effecting Law 
Clerk appointments. 

*** NOTE: The following section is added to USAM 3-2.213 B.*** 

Use of 	the Honors Program: 

Law Clerk recruiting and appointments are to be accomplished 
via the Department's Honors Program. The Office of Attorney 
Personnel Management will entertain exceptions to this require­
ment only when the prospective appointee is already employed 
in the united States Attorney's Office. 
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CHAP. 2 	 UNITED STATES ATTORNEYS' MANUAL 3-2.210 

3-2.000 PERSONNEL MANAGEMENT 

3-2.100 INTRODUCTION 

Title 10 has been reorganized as Title 3. Title 3-2, concerning person­
nel matters, is numbered in parallel with Federal Personnel Manual (FPM) 
Chapter numbers. This new numbering scheme should assist users in re­
searching information more rapidly. Further, only policy and other inter­
pretive information necessary to convey policy will be incorporated. 
"Bluesheets" will continue to serve as the vehicle for policy changes. 
Sections for which no Executive Office for United States Attorneys (EOUSA) 
policy exists will be labeled' , (Reserved),' , until such 

UAL 

time as policy is 
established. In any instance where EOUSA policy is not stated or where 
EOUSA policy may, in error, conflict with higher-level guidance, higher­
level guidance will govern. Each district will obtain and maintain 
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a full 
up-to-date copy of the 	United States Attorneys' Administrative Procedures 
Handbook; United States Attorneys' Manual (USAM) , Title 3, Chapter 2; 
Department of Justice (DOJ) Orders; FPM, to include major FPM Supplements, 
Bulletins and Letters; and pertinent Office of Personnel Management clas­
sification and qualification standards. 

All personnel management actions and programs, and the policies and 
procedures utilized to execute same, must be in accordance with 5 U. S. C., 5 
C.F.R., F.P.M., Comptroller General decisions, DOJ Orders and this policy 
document. The United States Attorneys' Administrative Procedures Hand­
book will be consulted to determine correct EOUSA administrative proce­
dures and instructions. 

3-2.200 PERSONNEL 

The authority to take final action in all matters pertaining to the 
employment, separation and general administration of all personnel of 
grade GS-15 and below, excluding attorneys and law students, in U.S. 
Attorneys' offices 

TTO

and the EOUSA, has been delegated to the Director of the 
Executive Office. (See 28 C.F.R. § 0.138). The Associate Attorney General 

. has personnel authority over Assistant U.S. Attorneys. The Director, 
EOUSA, may delegate authority beyond that described in this chapter to 
individual U.S. Attorneys as he/she deems appropriate. 

3-2.210 Basic Concepts and Definitions (General) 

Other reference(s): 	 DOJ Order(s) None 

FPM Chapter(s) 210 

5 C.F.R., Part 210 


Additional references may be identified within the text of the resource (s) 
cited above. 

(Reserved) 
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3-2.211 TITLE 3-EOUSA 	 CHAP. 2 

3-2.211 Veterans' Preference 

other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 211 
5 C.F.R., Part 211.101 

Additional references may be identified wi thin the text of the resource (s) 
cited above. 

Claims to veteran's preference must be verified by the servicing person­
nel specialist prior to appointment. 

3-2.212 Competitive Service and Competitive Status 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 212 
5 C.F.R., Part 212 

Addi tional references may be identified within the text of the resource (s) 
cited above. 

All positions not identified as excepted service positions will be 
filled only after recruitment is conducted which reflects an effort to 
achieve affirmative action program goals and in accordance with the regu­
lations in the Federal Personnel Manual. 

3-2.213 Excepted Service 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 213 
5 C.F.R., Part 213 

Addi tional references may be identified within the text of the resource (s) 
cited above. 

A. Attorneys, Assistant United States Attorneys: 

The attorney sta.ffs of the Executive Office for the United States Attor­
neys (EOUSA) and the Offices of the United States Attorneys (OUSA) are 
excepted from the competitive service. The former are excepted pursuant to 
Office of Personnel Management (OPM) regulation (Schedule A, 5 C.F.R. 
§ 213.3102) and are compensated in accordance with the General Schedule. 
The latter are excepted by statute and are compensated in accordance with 
an administratively determined pay system pursuant to 28 U.S.C. § 548. 

United States Attorneys are authorized to recruit and screen applicants 
and to submit nominations of attorneys to serve as Assistant United States 
Attorneys. It is the policy of the Department of Justice to provide a 
quality opportunity for all attorneys who may wish to apply for positions 
in OUSA. 

B. Law Clerks: 
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CHAP. 	 2 UNITED STATES ATTORNEYS· MANUAL 3-2.213 

Appointing Authority 

Law Clerk appointments are Excepted Service appointments not-to-exceed 
14 months, effected pursuant to Schedule A, Section 213.3102 (e), confined 
to the employment of law school graduates who have not passed the bar. 

Classification and Funding 

Law Clerk appointees are classified to the GS-904 series and are counted 
against either an authorized Assistant United States Attorney position or 
a Paralegal Specialist position, at the option of the United States Attor­
ney. Any Law Clerk position counted against the latter category, however, 
will be funded at the average salary for a Paralegal Specialist position. 

Eligibility/Qualifications Requirements 

Law Clerks may be appointed at the GS-9, GS-ll or GS-12 level, based on 
the following qualifications criteria: 

GS-9: 	 Appointees must have their first professional law degree (LL.B. 
or J. D. ) . 

GS-ll: Appointees must possess one of the following: 

A. An LL.B. or J.D. degree plus one year of subsequent professional 
legal experience (Le., experience typically performed by an attorney); 

OR 

B. An LL. B. or J. D. degree if the appointee· s record reflects superior 
law student work or activities as demonstrated by one of the following: 

1. Academic standing in the upper third of the law school 
graduating class; or 

2. Work or achievement of significance of his/her law school· s 
official law review; or 

3. Special high-level honors for academic excellence in law 
school, such as election to the Order of the Coif; or 

4. Winning of a moot court competition or membership on the 
moot court team which represents the law school in competition 
with other law schools; or 

5. Full-time or continuous participation in a legal aid pro­
gram as opposed to one-time, intermittent, or casual partic­
ipation; or 

6. Significant summer law office clerk experience; or 

7. Other equivalent evidence of clearly superior achievement; 
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3-2.213 TITLE 3-EOUSA 	 CHAP. 2 

OR 

C. An LL .M. degree. 

GS-12: 	Appointees must have an LL.B. or J.D. degree and one or more years 
of judicial law clerk experience. 

The previous prohibition on the employment of candidates who have not 
yet taken the bar exam has been rescinded. Candidates may be hired before 
or after they have taken, but not after they have passed the exam. 

Law Clerks may enter on duty prior to the completion of a background 
investigation as long as appropriate waiver procedures have been followed. 

C. 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. EOUSA is the 
management office charged with administering the Special Assistant U.S. 
Attorney (SAUSA) program, hereinafter referred to as the' 'program," for 
the Department of Justice. SAUSA' s are appointed by letter signed pursuant 
to the direction of the Associate Attorney General. Pursuant to Public Law 
98-94, military attorneys with regular appointments (as well as reserv­
ists) in the Judge Advocate General Corps (JAGC) are authorized to accept 
appointments as SAUSA's. 

Within EOUSA, the Director is assigned responsibility for the program 
while the administrative responsibility is assigned to the Personnel 
Staff. 

The program consists of two definite types of appointments: 

1. Without compensation (other than that which the appointee is receiv­
ing under his/her existing appointment): 

2. With compensation: 

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

b. Compensation based on a per annum salary. 

Appointments of SAUSA' s to assist in civil cases are routinely made upon 
request. However, agency attorneys (particularly those employed by regu­
latory agencies) are not normally authorized to appear before grand juries 
when assisting on criminal cases. 

D. Summer Legal Intern Program (also known as Summer Student Assistant 
Program) : 

Each year, EOUSA conducts a Summer Law Intern Program for U.S. Attor­
.eys' offices. 

July 1, 1992 

4 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



CHAP. 2 UNITED STATES ATTORNEYS' MANUAL 3-2.213 

1. Eligibility: To be eligible, the students 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. 

2. Application Procedure: Applicants for the program are generated by 
the Department's nationwide announcement to schools and through a nation­
wide announcement published by the Office of Personnel Management in a 
"Summer Jobs" bulletin. The filing deadline for these positions may 
vary. 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. 

3. Selection Procedure: Since the Summer Law Intern summer employment 
program is highly competitive, employing offices must assure that appli­
cants are selected from those deemed' 'best qualified." Therefore, of­
fices must establish selection and rating criteria, in accordance with 
merit practices and procedures, that will determine the' 'best qualified' , 
competitors. Rating criteria may include assessment of such factors as the 
students' law school record, prior legal experience or academic awards of 
achievements. 

written documentation of selection procedures, including a copy of the 
rating criteria used and the applications received, must be maintained by 
the employing office for two years from date of selection. 

4. Affirmative Action: Each district must take affirmative action to 
recruit men and women of all racial and ethnic backgrounds. Approval will 
not be given in the absence of clear evidence of affirmative action ef­
forts. 

5. Appointment Limitations: Summer Law Intern appointees receive 
700-hour appointments as Paralegal Specialists, GS-950-07/01 and only may 
be brought on at any time after May 13 and must be terminated by September 
30. 

6. Daughters and Sons Restrictions: Offices may not appoint the daugh­
ters and sons of their own personnel unless they qualify under provisions 
of 5 C.F.R., Part 338. 

E. Legal Intern Program: 

Legal Interns are also known as "JJ' s. " "JJ" is the alpha designa­
tor of the paragraph in 5 C.F.R., Part 213, that provides the authority for 
the Legal Intern Program. 

1. Salaries: Legal interns are hired as Paralegal Specialists, 
GS-950-5 (if they are first or second year law students) or GS-950-7 (if 
they are third year law students). 
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3-2.213 TITLE 3-EOUSA 	 CHAP. 2 

2. Appointment Limitations: Appointments will be made in accordance 
wi th FPM Chapter 213, Appendix J. However, regardless of entrance-on-duty 
date, all Legal Intern Paralegal Specialists must have a not-to-exceed 
date of the September 30 (or sooner) following appointment. This will 
allow funds monitoring in consonance with fiscal year. 

3. Overtime: The employing office will authorize overtime only in 
emergency or occasional, special circumstances. 

4. Daughters and Sons Restrictions: Offices may not appoint the daugh­
ters and sons of their own personnel unless they qualify under provisions 
of 5 C.F.R., Part 338. 

5. Performance Appraisal: Legal interns who are appointed for four 
months or longer are covered by the performance appraisal system. 

3-2.230 Organization of the Government for Personnel Management 

Other reference(s): 	 DOJ Order(s) 1273.1D 
FPM Chapter(s) 230 
5 C.F.R., Part 230 

Additional references may be identified wi thin the text of the resource (s) 
cited above. 

When feasible, participation and attendance is encouraged at personnel 
related committees and meetings of the Office of Personnel Management 
Interagency Advisory Group, Federal Executive Boards, field personnel 
councils and advisory groups established under the leadership of regional 
directors of the Office of Personnel Management. 

3-2.250 Persounel Management in Agencies 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 250 
5 C.F.R., Part 250 

Addi tional re ferellce s may be identi f ied wi thin the text of the re source ( s ) 
cited above. 

A. Personnel Management in the Executive Office for United States Attor­
neys and the Offices of the United States Attorneys: 

Pursuant to 28 C.F.R. § 0.19, personnel authority for Assistant U.S. 
Attorneys and other attorneys GS-15 and below is delegated to the Director, 
Office of Attorney Personnel Management (OAPM).In accordance with this 
delegated authority, the Executive Office for United States Attorneys and 
the Offices of United States Attorneys will adhere to and comply with all 
personnel actions, policies and procedures relative to attorneys, estab­
lished or approved by the Office of Attorney Personnel Management. 

Personnel authority for non-attorney positions grade GS-15 and below, 
exclusive of positions incumbered by law students, is delegated to the 
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CHAP. 2 	 UNITED STATES ATTORNEYS' MANUAL 3-2.252 

Director, Executive Office for United States Attorneys which in turn is 
delegated through the Associate Director, Administrative Services to the 
Assistant Director, Personnel Staff. It is the Executive Office for United 
States Attorneys' policy to accomplish the most efficient and effective 
mix of centralized/decentralized services which will satisfy mission re­
quirements while ensuring the integrity of all statutory and regulatory 
requirements of the federal personnel system. 

Offices of the United States Attorneys with delegated personnel author­
ity will establish and define their individual personnel objectives. Ac­
companying the delegation to the districts is the proviso, which accompa­
nies the Department's delegation from the Office of Personnel Management, 
that the standards, requirements and instructions issued by the Office of 
Personnel Management will be satisfied when the delegated authority is 
exercised. 

Just as the Office of Personnel Management may suspend or withdraw 
authority it has delegated to the agency, the Executive Office may suspend 
or withdraw authority it has delegated if it is determined that' 'require­
ments have not been followed or that the action is in the interest of the 
service for other reasons. ' , 

The Personnel Staff will establish and define the major objectives 
governing personnel management for the Executive Office for United States 
Attorneys and all districts (U.S. Attorneys' offices) that have not been 
delegated personnel authority. 

All personnel actions processed by the Executive Office for United 
States Attorneys and the Offices of the United States Attorneys will be 
processed in accordance with guidelines set forth in the Federal Personnel 
Manual; Department of Justice (DOJ) Orders; united States Attorneys' 
Manual (USAM), Title 3-2.000; and relevant Personnel Management Staff 
Issuances/Administrative Procedures Handbook Issuances. 

3-2.251 Intramanagement Communications and Consultation 

Other reference(s): 	 DOJ Order(s) 1251.1 
FPM Chapter(s) 251 
5 C. F • R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.252 Professional or Other Associations 

Other reference(s): 	 DOJ Order(s) 1251.1 
FPM Chapter(s) 252 
5 C. F . R., None 
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Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.271 Developing Policies, Procedures, Programs and Standards 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 271 
FPM Supplements 271-1 and 271-2 
5 C. F. R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

The development and promulgation of policy, procedures, programs and 
standards for the Executive Office for United States Attorneys and the 
Offices of the United States Attorneys will be in accordance with the laws, 
Executive Orders, rules and regulations governing the personnel process. 

3-2.273 Personnel Management Evaluation 

Other reference(s): 	 DOJ Order(s) 1273.1D 
FPM Chapter(s) 273 and 250 
5 C. F . R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

In accordance with the policy set forth in DOJ Order l273.1D, to the 
extent funds are available, personnel management evaluations will be con­
ducted on a two-year cycle for districts with delegated personnel authori­
ty. The purpose of these evaluations is to assess and analyze the effec­
tiveness of the personnel management program in each of the districts 
individually; assist in identification and resolution of personnel man­
agement problems; aRsess compliance with governing laws, regulations and 
policies; and analyze the overall organizational effectiveness of the 
personnel management program of the bureau. Recommendations on methods to 
resolve any problems identified during the review will be rendered by an 
evaluation team charged with the responsibility for conducting the review. 

Approval for conducting an on-site visit will be obtained from the 
Associate Director, Administrative Services, via the Assistant Director, 
Personnel Staff (PS). An evaluation schedule will be prepared at the 
beginning of each fiscal year and a copy provided to the Department. 

3-2.274 Corrective Actions 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 274 
5 C. F . R., None 
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Additional references may be identified within the text of the resource(s) 
cited above. 

Offices of the United States Attorney which have been delegated person­
nel authority are responsible for correction of personnel errors for their
serviced area. Any district that does not follow all requirements to
correctly process personnel actions is subject to withdrawal or suspension
of its personnel delegation in accordance with USAM 3-2.250 and FPM Chapter
250. 

3-2.290 Reserved 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 290 (Reserved) 
5 C. F • R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.291 Personnel Reports 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 291 
5 C.F.R., None 

Additional references may be identified within the text of the resource (s) 
cited above. 

When the Executive Office for United States Attorneys requires input 
from U. S. Attorneys I offices for the completion of a report, the input will 
normally be requested in writing. In instances of annual or semiannual 
reports, and on occasions when adequate turnaround time is provided, writ ­
ten notices will be sent out in advance to insure timely input and subse­
quent timely submission of reports. In instances when a report is required 
with a short suspense, 

TOR

requests for input will be made by telephone or 
teletype to allow maximum time to respond to the request. 

3-2.292 Personnel Data Standardization 

Other reference(s): 	 DOJ Order(s) 1290.2 
FPM Chapter(s) 292, FPM Supplement 292-1, 
DJ Appendix 1 
5 C.F.R, None 

Additional references may be identified within the text of the resource (s) 
cited above. 

(Reserved) 
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3-2.293 Personnel Records and Files 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 293, FPM Supplement 293-31 
5 C.F.R., Part 293 

Additional references may be identified within the text of the resource(s) 
cited above. 

Official personnel documents for attorneys will be maintained by the 
Office of Attorney Personnel Management. Official personnel documents for 
non-attorneys will be maintained by the Personnel Staff, Executive Office 
for United States Attorneys or the appropriate servicing personnel office 
district. The Executive Office for United States Attorneys recognizes the 
need for non-delegated districts to maintain operating or working folders, 
due to the unavailability of Official Personnel Folders. Districts that 
choose to establish and/or maintain unofficial folders must be aware that 
the Office of Personnel Management discourages this practice; districts 
also must comply with provisions of FPM Chapter 293, subchapter 8. 

3-2.294 Availability of Official Information 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 294 
5 C.F.R., Part 294 
28 C.F.R., Part 16.8 

Additional references may be identified within the text of the resource (s) 
cited above. 

Requests for disclosure of personnel information will be forwarded to 
the Personnel Staff, Executive Office for united States Attorneys. 

The Office of Attorney Personnel Management has physical custody of all 
official attorney personnel records. The Executive Office for United 
States Attorneys, Personnel Staff, maintains official personnel documents 
for all districts without a full delegation of personnel authority. Ser­
vicing personnel office districts, with a full delegation of authority, 
will maintain official personnel records for their serviced, non-attorney 
employees. 

3-2.295 Personnel Forms and Documents 

Other reference(s): 	 DOJ Order(s) 2610.1 
FPM Chapter(s) 295 
5 C.F.R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

Identification Documents 

All offices are to use the forms and documents designated in the united 
States Attorneys' Manual and the United States Attorneys' Administrative 
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Procedures Handbook unless procedural instructions grant exceptions for 
certain delegated districts. 

3-2.296 Processing Personnel Actions 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 296, FPM Supplement 296-33 
5 C.F.R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

All material issued to provide guidance or resolve issues of concerns 
relative to the processing of personnel actions of any kind will be ad­
dressed and disseminated as items for the United States Attorneys' Admin­
istrative Procedures Handbook. Until such time as the manual is completed 
and roeady for utilization, such administrative/procedural matters will be 
addressed via the Personnel Management Staff Issuances (PMSI) system. 

Effective dates of personnel actions will be set in accordance with the 
above-cited references. 

3-2.297 Protection of 	Privacy and Personnel Records 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 297 
5 C.F.R., Part 297 

Additional references may be identified within the text of the resource (s) 
cited above. 

(Reserved) 

3-2.298 Federal Workforce Information Systems 

Other reference(s): 	 DOJ Order(s) 1298.1 
FPM Chapter (s) 298, FPM Supplements 298.1 and 298.2 
5 C.F.R, None 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.300 Employment (General) 

Other reference(s): 	 DOJ Order(s) 1300.4 
FPM Chapter(s) 300 
5 C.F.R., Part 300 

Additional references may be identified within the text of the resource (s) 
cited above. 
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U. S. Department of Justice 

ExecUlive Office for United StaleS Aaomeys 

Office of the Director 	 Washington, D.C. 20530 

May 	 15, 1995 

TO: Holders of united states Attorneys' Manual Title 3. 

FROM: 	 United states Attorneys' Manual Staff 

Executive Office for United states Attorneys 


~~
Director 

RE: 	 Filling Vacant Secretary to the 

United states Attorney positions 


NOTE: 1. 	 This is issued pursuant to USAM 1-1.521 and EXPIRES 
unless reissued or incorporated pursuant to USAM 
1-1. 521. 

2. 	 Distribute to holders of Title 3. 

3. Insert 	in front of USAM 3-2.300. 

AFFECTS: 	 USAM 3-2.300 F. 

PURPOSE: 	 This Bluesheet announces new policies governing 
the staffing of vacant Secretary to the united states 
Attorney positions. 

*** NOTE: Section F. of USAM 3-2.300 is 
replaced by the following guidance (other 
sections of 3-2.300 remain unchanged). *** 

F. 	 Filling Vacant Secretary to the united States 

Attorney positions: 


To allow incoming united States Attorneys to create a 
vacancy in the position of Secretary to the united States 
Attorney (SUSA) and facilitate the placement of a confidential 
assistant of their choosing, all vacant SUSA positions are 
to be filled by term appointment or temporary promotion. Term 
appointment is a nonstatus appointment in the competitive service 
for a specified period exceeding one year but not more than four 
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years. Temporary promotion is an assignment of a current employee 
to a higher-grade position (with attendant salary increase) for a 
temporary period not to exceed five years. 

A term appointment is to be effected whenever a selectee 
for a vacant SUSA position is not a current, permanent, compet­
itive service employee of the united states Attorney's office. 
A temporary promotion is to be effected whenever a selectee 
for a vacant SUSA position is a current, permanent, competitive 
service employee of the united states Attorney's office. 
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3-2.300 TITLE 3-EOUSA CHAP. 2 

A. Personnel: 

The authority to take final action in all matters pertaining to the 
employment, separation and general administration of all personnel except 
attorneys of grade GS-IS and below in u.s. Attorneys' offices and the 
Executive Office for u.s. Attorneys has been delegated to the Director of 
the Executive Office. See 28 C.F.R. § 0.138. The Associate Attorney Gener­
al has personnel authority over Assistant U.S. Attorneys. The Executive 
Office may delegate authority beyond that described in this chapter to 
individual u.s. Attorneys as it deems appropriate. 

All recruitment will be conducted in accordance with the provisions of 
the Federal Personnel Manual and with an affirmative effort to achieve the 
goal of providing an equal opportunity for employment to as many interest­
ed, qualified applicants as possible. 

B. Employee Orientation: 

The Executive Office for u.s. Attorneys and the Offices of the u.s. 
Attorneys will provide for a well-planned, organized, and systematic pro­
gram which will orient new employees to the mission of their office and to 
their individual jobs. 

1. 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 of the Executive Office for u.s. Attorneys, the 
Offices of the u.s. Attorneys, and the organizational unit to which they 
are assigned. An orientation interview should be conducted as soon as or 
immediately after an employee enters on duty. 

2. Responsibilities

a. The Director of the Executive Office for u.s. Attorneys is re­
sponsible for prJviding overall policy direction, leadership, and 
, 'visibility" to the orientation program. The Director is also re­
sponsible for assuring effective implementation of the orientation 
program. 

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

c. The Personnel Staff, Executive Office for United States Attor­
neys is responsible for: 

(1) The general intent of the orientation program; 

(2) Keeping Offices of the U. S. Attorneys fully abreast of chang­
ing personnel policies and practices which may affect employees, by 
means of memoranda, letters, teletypes, and training sessions; and 
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U.S. Department of Justice 

Executive Office for United States Attorneys 

Office of the Director Washington , D.C. 20530 

October 23, 1992 
TO: Holders of United states Attorneys' Manual Title 3. 

FROM: 	 united states Attorneys' Manual Staff 

Executive Office for United states Attorneys 


~~ Laurence S. McWhorter 
01"\ Director 

RE: Appointment Limitations 

NOTE: 1. 	 This is issued pur suant to a nd EXPIRES unless 
reissu ed or incorporated pursuant to USAM 1-1 . 521. 

2. Distribute to holders of Titl e 3. 

3. Insert 	in front o f USAM 3-2. 308 . 

AFFECTS: 	 USAM 3-2.308 C.3., 0.2. and F.5 . 

PURPOSE: 	 This Bluesheet formalizes current p o l icy o n appointme nt 
limitations for Cooperative Education and s tay- in-Schoo l 
Program employe es. 

*** NOTE : Sections C.3 . , 0. 2 ., and F .5. of USAM 3-2. 308 
are r e placed by t h e f o l lowing guidance. Other 
sections of 3-2.308 remain unchanged. *** 

C. Cooperative Education for High Sch ool Stud e nts: 

3. 
time 
In 

S.

Appointment Li mi tat i ons: These continuous, f u ll or part
appointme nts will be made in accordance with FPM Chapte r 308.

accordance with Executive Off ice for Uni ted states Attorneys 
policy , coope rative educat i on appointments must e nd on the last 
day of a full pay period. 

D. Coopera tive Educat i on for Associate Degree Students: 

2. Appointment Limitat i ons : In accordance with Execut ive 
Of fice for United States At t orney s policy, cooperative educ ation 
appointments must end on the last d a y of a f ull pay period. 
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F. stay-in-School Program: 

5. Appointment Limitations : Appo i ntments will be made in 
accordance with FPM Chapter 308. In a c cordance with Executive 
Office for United states Attorneys policy, Stay-in-School 
appointments must end on the last day of a full pay period. 

~rlJ. S. GOVERNMOIT ?R !:lT i ~G OFF: ~ E : 1992 - 3d2-d87;72 10S 
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u.s. Department ofJustice 

Executive Office for United States Attorneys 

Washington, D.C. 20530 

February 28, 	1994 

TO: Holders of United states Attorneys' Manual Title 3 

FROM: ited states Attorneys' Manual Staff 

: ~ ~~cu~jve Of#C". for United states Attorneys


. ,' .4Ic/'J' ·7L.· ' ~1~ 
l '	 A~thony C. Mosca~ 


Dl.rector 


RE: Stay-In-School Program 

NOTE: 1. 	 This is issued pursuant to and EXPIRES unless 
reissued or incorporated pursuant to USAM 1-1.521. 

2. Distribute 	to holders of Title 3. 

3. Insert 	in front of USAM 3-2.308. 

AFFECTS: USAM 	 3-2.308, F.3. 

PURPOSE: 	 This Bluesheet formalizes current policy on stay-In­
School students placed on academic probation, or who 
request to remain working while "sitting out" or main­
taining a less than full-time schedule a semester/ 
quarter/unit from school. 

This Bluesheet formalizes the policy on continuation of 
employment of students in the Executive Office for United states 
Attorneys/United States Attorneys' offices (EOUSA/USAOs) who have 
been placed on academic probation or who take a semester/quarter/ 
unit off. 

EOUSA and USAOs are advised that if a student is placed on 
academic probation, he/she may continue to work during this 
period as long as the employing office and the school approve. 
At the end of the term of the probation, however, if the student 
has not been returned to "acceptable school standing,,,1 his/her 
appointment must be terminated. 

10PM has advised us that each individual school makes this 
determination, and therefore, a statement to this effect is to be 
obtained from the employee's school and submitted to the office 
that maintains the employee's Official Personnel Folder. 

BS# 3.020 
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students are not, as a rule, permitted to "sit out" or 
maintain a less than full-time schedule for any semester/quarter/ 
unit of school, and continue working for EOUSA/USAOs. Under 
extreme circumstances, an exception may be made but must be 
requested/approved through the EOUSA and Justice Management 
Division from the Office of Personnel Management. 
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u.s. Department of Justice 

Executive Office for United States Attorneys 

Office of the Director 	 H&shinglOll. DC 20530 

September 	5, 1995 

TO: Holders of United states Attorneys' Manual, Title 3. 

FROM: 	 united states Attorneys' Manual Staff 

~~United states Attorneys 


Director 

RE: Student Educational Employment Program (SEEP) 

NOTE: 1. 	 This is issued pursuant to and EXPIRES unless 
reissued or incorporated pursuant to USAM 1-1.521. 

2. Distribute to holders of Title 3. 

3. Insert 	in front of USAM 3-2.308. 

AFFECTS: 	 USAM 3-2.308 B. throu~h 3-2.308 D.11. 

PURPOSE: 	 This bluesheet announces policies for employing 
students under the Student Educa~ional Employment 
Program, a newly-established program which replaces 13 
appointing authorities including the "jj" legal intern, 
cooperative education, stay-in-school and Summer Aid 
authorities. The two components of the SEEP are the 
Student Temporary Employment Program a~d the Student 
Career Experience Program. 

*** NOTE: 	 All sections of 3-2.308 "Youth and Student 
Employment Programs" are abolished, except 
section 3-2.308 A. "Volunteer Student 
Employment." *** 

B. Miscellaneous: 

1. Definition of Student: Individuals hired in the Executive 
Office for United states Attorneys (EOUSA) and United states 
Attorneys' offices (USAOs) under either component of the SEEP 
must be enrolled or accepted for enrollment in an accredited high 
school, technical or vocational school, 2-year or 4-year college 
or university, graduate or professional school. Individuals must 
be taking at least a half-time academic, vocational or technical 
course load leading to a degree, diploma, or certificate. Half­
time is defined by the school in which the student is enrolled. 
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A student who needs to complete less than the equivalent of half 
an academic, vocational or technical course load in the class 
enrollment period immediately prior to graduating meets the 
definition of student under both components of the SEEP. 

2. Work Schedules: Students -appointed under either component 
of the SEEP may work full-time or part-time any time during the 
year. There is no limitation on the number of hours per week a 
student may work (subject to the availability of FTEs); however, 
the district, in consultation with the school, is responsible for 
ensuring that students' work schedules do not interfere with 
their academic schedules. The district, the educational 
institution and the student should agree with the work schedule. 
Districts must check periodically with the educational 
institution to monitor students' academic progress. If a student 
falls behind in his/her studies, the district must discuss with 
the school the possibility of decreasing the student's work 
schedule or totally terminating his/her employment. 

3. Financial Need: There is no requirement for students to 
meet any specific economic or income criteria to be eligible for 
employment under either component of the SEEP. However, 
Servicing Personnel Offices may use Department of Health and 
Human Services' poverty guidelines to establish financial need 
criteria for districts choosing to use financial need as the 
basis for selecting students under one or both components of the 
SEEP. 

4. Qualification Standards: Students must meet the Office of 
Personnel Management (OPM) Qualification Standards for the 
positions to which they are appointed under either component of 
the SEEP. Servicing Personnel Offices will waive any OPM test 
requirement for students appointed under the Student Career 
Experience Program. 

5. Grade and Pav: There is no limitation on the grade level 
(subject to the availability of payroll allocations) at which 
students 

S. 

may be hired under either component of the SEEP. 
Students must be paid the appropriate General Schedule (GS) rate 
of 

. 

pay for the grade level of the position occupied, including 
any applicable locality pay authorized for the area in which the 
position is located. This change DOES NOT affect the Office of 
Attorney Personnel Management policy which limits law students 
appointments to the GS-5 and 7 grade levels. 

6. Employment of Minors: Servicing Personnel Offices are 
responsible for ensuring that students hired under either 
component of the SEEP meet federal, state or local laws and 
standards governing the employment of minors. 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



7. Citizenship: As with all other positions in EOUSA and 
USAOs, students employed under either component of the SEEP must 
be united states citizens or owe permanent allegiance to the 
United States. 1 

8. Employment of Relatives: Districts must not place any 
student in a position that reports directly or indirectly to a 
relative or in any position where the relative can influence or 
control the student's appointment, employment, promotion or 
advancement within the agency. 

9. Payment for Training: Subject to the availability of 
funds, districts may pay training expenses for students appointed 
under either component of the SEEP in accordance with Title 5, 
Code of Federal Regulations, Part 410. 

C. Student Temporary Employment Program: 

1. Appointment: This component of the SEEP provides an 
opportunity for students to earn a salary while continuing their 
education. Servicing Personnel Offices may appoint students 
under this program for a period not to exceed one year or less 
regardless of the academic program pursued. Appointments may be 
extended in up to one-year increments as long as the employee 
continues to meet the definition of student. Students do not 
acquire eligibility for noncompetitive conversion to a career or 
career conditional appointment. 

2. position occupied: Students employed under this program 
are not required to perform duties that relate to their academic 
studies or career goals. Students must meet the OPM qualifi­
cation requirements for the position occupied. Servicing 
Personnel Offices may reassign or promote qualified students to a 
new temporary position by way of conversion to a new appointment 
using the original appointing authority. Reassignments or 
promotions made effective prior to the end of the appointment 
must maintain the original not-to-exceed date. 

3. position Classification: positions filled under this 
program shall be classified in accordance with the criteria in 
the appropriate classification standard for GS positions. 

4. Performance Appraisal: Students who are appointed for 90 
days or longer must be provided a performance work plan within 30 
days after they enter on duty. The work plan must include 
elements and standards appropriate for the position to which the 

1 Natives of American Samoa are the only group that owes 
permanent allegiance to the United states. 
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student is appointed. students must be informed that their 
performance will be assessed against the work plan at the mid­
year review and at the end of the rating cycle; and that their 
final rating will be used in the decision to terminate their 
employment or retain them on the rolls. 

5. Benefits: students hired under this program are eligible 
for sick and annual leave, and after one year of continuous 
service, they are eligible to enroll in the health benefits 
program. They are NOT eligible for life insurance, retirement, 
or to participate in the Thrift saving Plan (TSP) program. 

6. Conversion: students hired under this program may be 
noncompetitively converted to the "Student Career Experience 
Program" provided they meet the requirements of that program and 
the district has an appropriate position available. 

D. Student Career Experience Program: 

1. Agreement by All Parties: 
students under the Student 
a written agreement between 
district, the educational institution, 

YS 

Districts choosing to hire 
Career Experience Program must develop 
all parties involved; i.e., the 

and the student. At a 
minimum, the agreement shall include: (1) nature of work 
assignment; (2) schedule of work assignment and class attendance; 
(3) evaluation procedures; and, (4) requirements for continuation 
and successful completion of the program. 

2. Appointment: students hired under this program are given 
a permanent appointment (i.e., without limitation) in the 
Excepted Service under Tenure Group II. 

3. position Occupied: students receive academic credit for 
work performed under this program; therefore, they must be 
appointed to positions which relate to their academic 
studies/career goals. Under no circumstance maya student, under 
this program, be reassigned or promoted to a non-career/academic 
related position. Students are eligible for career ladder 
promotions within their career related position. 

4. position Classification: positions under this program 
must be classified as student trainee in the _9~ Series for the 
appropriate occupational group. 

5. Performance Appraisal: Districts must provide students 
with a performance work plan within 30 days after they enter on 
duty. The work plan must be explained to students and they must 
be informed that their performance will be assessed against the 
work plan at the end of the first work period. Students must 
also be informed that the rating will be a key ingredient in the 
decision to terminate their employment or retain them for another 
work period. Students who are retained will be appraised near 
the end of each period of work. The results of each appraisal 
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will be provided to the student, the educational institution, and 
the Servicing Personnel Office will retain a copy in the 
employee's performance file. The final appraisal will include 
the district's recommendation regarding the student's 
noncompetitive conversion to a career or career conditional 
appointment. 

6. Eligibility for Noncompetitive Conversion: Students are 
eligible to be noncompetitively converted to a career or career 
conditional appointment within 120 days after completing their 
academic studies provided they: (1) satisfactorily completed the 
academic program pursued (i.e., received a diploma, certificate 
or degree); (2) completed at least 640 hours of career-related 
work before completion of (or concurrently with) the course 
requirements; (3) were recommended for conversion by the 
employing office in the final appraisal assessment; and, (4) meet 
OPM qualification requirements for the targeted position to which 
they will be appointed. The conversion must be to an occupation 
related to the student's academic training and career-related 
work experience. Students may be noncompetitively converted to a 
position anywhere within the agency or to a related position in 
any other agency within the Federal Government. 

7. Benefits: Students hired under this program are eligible 
for the same benefits as any other Federal employee appointed to 
a permanent position (i.e., leave, retirement, health and life 
insurance, TSP, within grade increases, etc.). 

8. Travel and Transportation: Subject to the availability of 
funds, districts may pay for expenses for traveling between duty 
station and school. 
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CHAP. 2 	 UNITED STATES ATTORNEYS' MANUAL 3-2.302 


(3) Providing guidelines and assisting the administrative offi ­
cers and supervisors in the implementation of a well-planned and 
organized program. 

d. The administrative officer, administrative assistant, or person­
nelist, according to the particular functional organization of the 
individual office, will instruct the new employee in the responsibili ­
ties and functions of the office as well as the relationship of the 
employee's work to that of his/her co-workers. 

e. The first-level supervisor should develop a plan for introducing 
new employees to their jobs and work environment. 

C. Reemployed Annuitants: 

It is the policy of the Department of Justice not to routinely retain 
retired employees in continuing positions, but to reemploy those annui­
tants whose special skills or expertise are required for the completion of 
short-term assignments or special projects. However, it may be appropri­
ate to retain an annuitant by reemployment in his/her prior position for a 
brief period to facilitate the selection and orientation of a replacement. 

D. Details: 

Requests to detail secretaries serving under' 'Schedule C" appoint­
ments, regardless of the length of the detail, must be submitted to the 
Executive Office's Personnel Staff, 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 neces­
sary to detail the' 'Schedule C" employee. 

3-2.301 Overseas Employment 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 301 
5 C.F.R., Part 301 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.302 Employment in 	the Excepted Service 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 302 
5 C.F.R., Part 302 

Additional references may be identified within the text of the resource(s) 
cited above. 

The Executive Office for united States Attorneys (EOUSA) and the Offices 
of the United States Attorneys will provide an equal opportunity for 

July 1, 1992 
13 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



3-2.302 TITLE 3-EOUSA 	 CHAP. 2 

employment to all excepted service employees and applicants for employment 
without regard to sex, race, color, national origin, religion, physical or 
mental handicap, or age. 

Recruitment 

United States Attorneys are authorized to recruit and screen applica­
tions for Assistant United States Attorney positions. Nominations for 
appointments are to be submitted to the Director, EOUSA. Pursuant to 28 
C.F.R. § 0.19, the Director, Office of Attorney Personnel Management, has 
final approval authority over attorney personnel actions. 

3-2.304 Employment of 	Individual Experts and Consultants 

Other reference(s): 	 DOJ Order(s) 1304.2A, 1304.3A 
FPM Chapter(s) 304 
5 C.F.R., None 

Additional references may be identified within the text of the resource (s) 
cited above. 

(Reserved) 

3-2.305 Employment Under the Executive Assignment System 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 305, FPM Supplement 305-1 
5 C.F.R., Part 305 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.306 Selective Placement Programs 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) None 
5 C.F.R, None 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.307 veterans Readjustment Appointments 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 307 
5 C.F.R., Part 307 

Additional references may be identified within the text of the resource(s) 
cited above. 

The one-year continuous civilian service requirement under FPM basic 
Chapter 410, Subchapter 5-5b, for training through non-governmental fa-
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CHAP. 2 	 UNITED STATES ATTORNEYS' MANUAL 3-2.308 

cilities, will be waived for veterans readjustment appointments made in 
the Executive Office for United States Attorneys and the Offices of the 
United States Attorneys. 

A written training or education plan must be developed for employees 
placed on a veterans readjustment appointment and forwarded to the servic­
ing personnel office for approval and placement in the Official Personnel 
Folder at the time of appointment. 

Progress reviews for employees on veterans readjustment appointments 
will be held, at a minimum, every six months beginning six months after the 
initial appointment. 

3-2.308 Youth and Student Employment Programs 

Other references: 	 DOJ Order 1308.1 
FPM Chapter 308 
5 C.F.R., Part 308 

Additional references may be identified within the text of the resource(s) 
cited above. 

A. Volunteer Student Employment: 

The Civil Service Reform Act of 1978 provides 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 volunteer programs are authorized in Executive 
Office for United States Attorneys (EOUSA) or any U.S. Attorney's office. 

1. Enrollment Reguirements: There is a statutory requirement that stu­
dent volunteers be enrolled not less than half-time in their educational 
institution. Employing offices must ascertain that this requirement is 
met. In all cases, the employing office will procure written certification 
attesting to that fact from the student's school. 

2. Agreements: Written agreements, developed between a responsible 
school official and the employing office, must be prepared in accordance 
with and containing all elements outlined in FPM Chapter 308 and DOJ Order 
1308.1. The head of the employing office, or his/her designee, is delegat­
ed authority to execute student volunteer service agreements. 

3. Work Assignments: Volunteer student service is not to be used to 
displace any employee or to staff a positiqn which is a normal part of the 
agency's workforce. Volunteers must be given only those assignments which 
will further their educational objectives and care must be taken not to 
give volunteers normal work performed by the office (such as legal files 
maintenance or preparation of briefs). 

4. Service Limitations/Reguirements: Student volunteers who work on a 
full-time or substantially full-time basis are subject to the service 
limitations/conditions specified in DOJ Order 1308.1. 
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3-2.308 TITLE 3-EOUSA CHAP. 2 

Student volunteer service is limited to a total time of 18 months to 
avoid a situation developing that will imply that volunteer service will 
insure a job in the future. 

Selection of student volunteer program participants will be in conform­
ance with applicable Federal, state or local laws regarding the employment 
of minors. 

5. Service Documentation: Documentation of student volunteer service 
on the SF-50 will be in accordance with the provisions of DOJ Order 

8

1308.1. 
In addition, the volunteer's total service rendered, in hours or days, must 
be documented on the termination SF-50. 

All student volunteers will be assigned to a standard position descrip­
tion number established by the Personnel Operations Branch. 

If the employing office desires to maintain SF-7 service record cards on 
student volunteers, the cards must be annotated to show that periods of 
service were not Federal employment. 

6. Travel and Subsistence: Students employed under this authority may 
not be provided travel, subsistence expenses or other reimbursements. (CG 
Decision B201528, dated May 11, 1981). 

7. General: Information must be made available to student volunteers 
regarding procedures for locating and qualifying for career appointments. 

Student volunteer programs information will be included in appropriate 
public information/relations activities (' 'e.g., "Job Fairs' ') in which 
EOUSA/OUSA's participate. 

8. Citizenship Requirement: Student volunteer program participation 
is administratively restricted to U.S. citizens. 

9. Program Evalua.tion and Reports: Each office employing student vol­
unteers is responG~ble for monitoring the program, and its operation will 
be reviewed during the personnel management evaluation conducted by EOUSA. 

B. Cooperative Education for Baccalaureate Students: 

1. Working Agreements: Employing offices must execute a written work­
ing agreement wi th the host college. The office head or his/her designee is 
authorized to execute the agreement which must be in conformance with the 
model agreement published by the Office of Personnel Management. The 
agreement must include the specific requirements for non-competitive con­
version and a copy must be given to the student at time of entrance on duty 
(EOD). A copy of the agreement must be forwarded, with the student's EOD 
paperwork, to the servicing personnel office who will assure that the 
agreements are in line with DOJ policy, unless the agreement has been 
"pre-approved" by the EOUSA. The student's orientation briefing must 
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CHAP. 2 UNITED STATES ATTORNEYS' MANUAL 3-2.308 

also emphasize that cooperative education does not commit the office or the 
student to employment after graduation). 

2. Work Schedules: Work schedules will be designed in accordance with 
provisions of FPM Chapter 308. Employing offices must check periodically 
with the educational institution to monitor the student's academic prog­
ress. If a student falls behind in his/her studies, the employing office 
must either adjust the student's hours downward or terminate the part-time 
work schedule totally. 

3. position Classification: The student trainee series for the appro­
priate occupational group will be used for the trainee position, as de­
scribed in FPM Chapter 308. If an appropriate student trainee series does 
not exist, employing offices will use the General Student-Trainee Series, 
GS-099. 

1

4. Qualification Standards: Employing offices will apply the General 
Student-Trainee Series, GS-099 qualifications standard to all positions 
in the cooperative education program, regardless of the classification 
series of the positions. 

5. Performance Appraisal: At the time of EOD, the student must be 
provided with a performance work plan that includes the six elements 
outlined in FPM Chapter 308. In addition to those elements, the work plan 
must include at least five specific skills, knowledges or abilities criti­
cal to the target career job. The work plan must be explained to the 
student and he/she must be informed that performance will be assessed 
against the work plan at the end of his/her first work period. The student 
must also be informed that the rating will be a key ingredient in the 
decision to retain or release the student for another work period. Re­
tained students will be appraised each time they near the end of subsequent 
work periods. The results of all appraisal sessions will be provided to the 
student, the college coordinator and will be made a part of the student's 
Official Personnel Folder. The student's final performance appraisal will 
include the employing office's recommendation regarding the student's 
noncompetitive conversion to a career conditional appointment. 

6. Promotions: Employing offices must discuss with students, prefera­
bly upon EOD or during presentation of the performance work plan, the 
requirements for promotion. Failure to meet any of those requirements must 
be addressed, at a minimum, during the student's performance appraisal 
sessions, but may be addressed at any juncture of the student's employment. 

7. Payment for Training: Employing offices are authorized to pay ex­
penses for a cooperative education student when conditions in FPM Chapter 
410 (regarding training in non-government facilities) are met. See FPM 
Chapter 308 for guidelines to be used when making the decision to fund study 
costs. 
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3-2.308 TITLE 3-EOUSA CHAP. 2 

8. Entry into Competitive positions: Employing offices are charged 
with the responsibility for informing students that upon their completion 
of the program they are also eligible to seek entry-level career-condi­
tional appointments through the competitive process (as well as being 
eligible for non-competitive conversion). See FPM Chapter 308 for addi­
tional information. 

9. Public Affairs: Cooperative education programs information will be 
included in appropriate public information/relations activities (e.g., 
"Job Fairs) in which EOUSA/USAO's participate. 

10. Program Evaluation: Each office employing cooperative education 
students is responsible for monitoring the program, and its operation will 
be reviewed during the personnel management evaluation done by EOUSA. 

C. Cooperative Education for High School Students: 

1. Citizenship: These positions are administratively restricted to 
U.S. citizens or those who owe permanent allegiance to the U.S. 

2. Working Agreements: Written working agreements with the school will 
contain, at a minimum, the information outlined in FPM Chapter 308. Office 
heads or their designees are authorized to approve and maintain such 
agreements. 

3. Appointment Limitations: These continuous, full or part-time ap­
pointments will be made in accordance with FPM Chapter 308. However, 
regardless of EOD date, all high school cooperative students appointments 
must have a not-to-exceed date of September 30 (or sooner) following 
appointment. This will allow monitoring of program funding in consonance 
with the fiscal year. 

4. Work Periods and Overtime: Each employing office will determine 
students work periods, in cooperation with the school, in accordance with 
the requirements in FPM Chapter 308. 

Employing offices will further insure that a student's work or his/her 
work and classroom attendance combined does not exceed 40 hours a week. 
Overtime will be authorized by offices only in emergency or special circum­
stances. 

5. Program Evaluation and Reports: Each office employing high school 
cooperative education students is responsible for monitoring the program, 
and its operation will be reviewed during the personnel management evalua­
tion conducted by EOUSA. Offices must also keep statistics on cooperative 
student participation in order to respond to queries EOUSA may receive. 

6. Performance Appraisal: At the time of EOD, the student must be 
provided with a performance work plan that includes the seven elements 
outlined in FPM Chapter 308. The work plan must be explained to the student 
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CHAP. 2 UNITED STATES ATTORNEYS' MANUAL 3-2.308 

and he/she should be informed that performance will be assessed against the 
work plan at the end of his/her first work period. The student must also be 
informed that the rating will be a key ingredient in the decision to retain 
or release the student for another work period. Retained students will be 
appraised each time they near the end of subsequent work periods. The 
results of all appraisal sessions will be provided to the student, the 
school coordinator and will be made a part of the student's Official 
Personnel Folder. 

D. Cooperative Education for Associate Degree Students: 

1. Citizenship: Schedule A appointments under this authority are ad­
ministratively restricted to U.S. citizens or those who owe permanent 
allegiance to the United States. 

2. Appointment Limitations: Students who are employed under Schedule A 
appointments, regardless of EOD date, must have a not-tb-exceed date of 
September 30 (or sooner) following appointment. This will allow monitor­
ing in consonance with the fiscal year. 

3. Working Agreements: Written working agreements with the school will 
contain, at a minimum, the information outlined in FPM Chapter 308. The 
office head of the employing office or his/her designee is authorized to 
approve and maintain such agreements. Students must be given a copy of the 
working agreemetlt, since it will specify the requirements for non-competi­
tive conversion. 

4. Work Schedules: Work schedules will be arranged between the school 
and the employing office in accordance with the provisions of FPM Chapter 
308. Employing offices must assure that the student is not carrying a full 
course load while working full time. Employing offices must check periodi­
cally with the educational institution to monitor the student's academic 
progress. If a student should fall behind in his/her studies, the employ­
ing office must either adjust the student's hours downward or terminate the 
part-time work schedule totally. 

5. Promotions: Employing offices will decide if students should be 
promoted to GS-3 when they are eligible (after one year of study). The 
criteria for 

A

promotion is the same as with any other position: the stu­
dent's performance appraisal must justify and accompany the promotion. 

6. Overtime: The employing office will authorize overtime only in 
special or emergency circumstances. 

7. Performance Appraisal: At the time of EOO, the student must be 
provided with a performance work plan that includes the seven items out­
lined in FPM Chapter 308. The work plan must be explained to the student 
and he/she should be informed that performance will be assessed against the 
work plan at the end of his/her first work period. The student must also be 
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3-2.308 TITLE 3-EOUSA CHAP. 2 

informed that the rating will be a key ingredient in the decision to retain 
or release the student for another work period. Retained students will be 
appraised each time they near the end of subsequent work periods. The 
results of all appraisal sessions will be provided to the student, the 
school coordinator and will be made a part of the student's Official 
Personnel Folder. 

8. Entry into Competitive positions: Employing offices are charged 
with the responsibility for informing students as to their eligibility to 
compete, through OPM examination, for placement after graduation into 
positions for which they qualify. 

9. Public Affairs: Cooperative education programs information will be 
included in appropriate public information/relations activities (e.g., 
"Job Fairs") in which EOUSA/OUSA's participate. 

10. Program Evaluation: Each office employing cooperative education 
students is responsible for moni toring the program, and its operation will 
be reviewed during the personnel management evaluation done by EOUSA. 

E. Cooperative Education Programs for Graduate Students: 

1. Eligibility: Employing offices are responsible for obtaining veri­
fication, from an appropriate school official, that a student meets the 
"outstanding scholar" provision of an OPM announcement (if applicable 
and claimed by student). In occupations which do not require a written 
test, employing offices must assure and document in the employee's rec­
ords, that qualifications requirements are met. 

2. Recruitment: The head of the office or his/her designee will make 
selections from school referrals after assuring that referrals were based 
solely on merit factors. 

3. Working Agreements: Employing offices must execute a written work­
ing agreement wi th the host college. The office head or his/her designee is 
authorized to execute the agreement which must specify the number of hours 
and periods of work and study. Employing offices must also ensure that the 
agreement includes a delineation of the school's responsibilities as out­
lined in FPM Chapter 308, and that the agreement clearly describes require­
ments for the student's non-competitive conversion. A copy of the agree­
ment must be given to the student at time of EOD. 

4. Appointment Limitations: Employing offices, in concert with the 
school, will determine the length of the student's appointment, ensuring 
that adequate time is provided for the student to complete the requirements 
for his/her graduate degree. 

5. Performance Appraisal: At the time of EOD, the student must be 
provided with a performance work plan that not only will measure competency 
in the student's position, but will evaluate the student's demonstrated 
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potential for non-competitive conversion following graduation. The stu­
dent must receive periodic progress reviews (at a minimum, every six 
months). If the employing office decides to terminate a student for unac­
ceptable performance, both the student and the school coordinator will be 
informed at once, and both parties will be provided a copy of the progress 
review/performance appraisal upon which the termination decision was 
made. 

F. Stay-in-School Program (Formerly Youth Opportunity Campaign): 

1. Citizenship: Stay-in-School positions are administratively re­
stricted to U.S. citizens. As with all other positions in EOUSA/OUSAs, 
non-citizens may not be employed. 

2. Determining Financial Needs: The employing office is responsible 
for determining that the student applicant, upon appointment or reappoint­
ment, meets the economic needs criteria published annually in the FPM 
Chapter 30S. This certification will be made a part of the student's 
Official Personnel Folder. 

3. Student Status Verification: Employing offices are responsible for 
procuring, at time of appointment or reappointment, school certification 
that the student applicant is enrolled in school (or has been accepted for 
enrollment) on a substantially full time basis (as defined in FPM Chapter 
30S). If a student is preparing for a GED High School Equivalency certifi­
cate, and only needs a few courses to finish high school, the employing 
office will obtain certification from the training institution that the 
student is taking the maximum number of courses/hours required for the GED. 

4. Qualifications Determination: Students' qualifications for posi­
tions/grades will be assessed by comparison with the applicable, competi­
tive qualifications standard in OPM Qualifications Handbook X-lIS. Stu­
dents' qualifications will be evaluated based upon their formal training, 
past work history and abilities to perform assignments. 

5. Appointment Limitations: Appointments will be made in accordance 
with FPM Chapter 30S. However, regardless of entrance-on-duty date, all 
Stay-in-School Program appointments must have a not-to-exceed (NTE) date 
of September 30 (or sooner) following appointment. This will allow moni­
toring of program funding in consonance with the fiscal year. 

6. Pay: By authority designated in 2S C.F.R., Subpart X, the pay for 
Stay-in-Schoolers is administratively set at the General Schedule rate 
which reflects the duties assigned and level of performance. For example, 
a Stay-in-Schooler assigned GS-2 level work, and who is performing at that 
level, will be paid the salary equivalent to a GS-2/1. Further, the 
statutory authority for cost-of-living allowances (COLA's) in non-foreign 
areas, title 5 U.S.C. § 5941 and the statutory authority for special salary 
rates, title 5 U. S. C. § 5303 apply to employees who occupy positions under 
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statutory pay systems, as defined in title 5 U.S.C. § 5301. Stay-in­
Schoolers, because they are in pay plans GW and YW, are not subject to the 
statutory pay systems and are therefore ineligible for COLA's and special 
salary rates. It is the policy of EOUSA that, consistent with deficit 
reduction efforts, Stay-in-Schoolers' pay will not be administratively 
set to include the equivalent of any applicable COLA or special salary 
rate, absent any unusual recruitment or retention problems. Offices may 
request an exception to this policy by writing to the Associate Director, 
Administrative Services. 

7. Work Assignments: Students paid at the Federal minimum wage rate are 
assigned to unclassified positions requiring no specific knowledge or 
skills. Therefore, work that requires 40 words per minute typing ability 
will not be assigned to students occupying minimum wage positions. 

8. Overtime: During vacation periods, when students are working on a 
full-time basis, overtime will be authorized by the employing office only 
in emergency or occasional, special circumstances. If the office's work­
load requires scheduling of work beyond the regular hours of the student, 
the office will select additional students, consistent with allocation, 
rather than regularly authorize overtime. 

9. Promotion Eligibility: Employing offices are responsible for peri ­
odically (at a minimum, upon reappointment) reviewing students' abilities 
to perform assignments at the next higher level and at the expected level of 
competence demonstrated by regular employees. 

10. Performance Appraisal: Stay-in-Schoolers who are appointed for a 
period of four months or longer are covered by the performance appraisal 
system. 

11. Discharges/Terminations: When a Stay-in-Schooler is discharged 
for performance-related reasons, the employing office will prepare docu­
mentation which includes all facts leading to the discharge. However, 
before a student is discharged due to poor performance, he/she must be 
given an opportunity to improve his/her performance. The same improvement 
opportunity should be offered to students with minor conduct problems. 

3-2.309 Hosting Enrollees of Federal Grant Programs 

Other reference(s): DOJ Order(s) None 
FPM Chapter(s) 309 
5 C. F . R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

College Work Study Program (CWSP) 

1. Work Assignments: The CWSP is an excellent way to augment the staff­
ing of offices at a low cost and with no charge against personnel alloca-
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tions. The students may perform a variety of duties depending upon their 
qualifications. Students need not be in law or pre-law curriculum; their 
assignments do not have to relate to their course of study. 

2. Who to contact: At most colleges and universities, the financial aid 
officer is responsible for administering the CWSP. In some cases, consor­
tiums of off-campus groups such as the Urban League administer the CWSP for 
a group of schools. They are responsible for determining student eligibil­
ity, negotiating a contract with the office, and referring qualified stu­
dents 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. 

3. The Contract: A contract setting out the agreement to hire CWSP 
students is to be signed by the employing office and by a representative of 
the school. A copy of each contract must be maintained by the employing 
office. 

4. Status of Students: CWSP students must be advised that their employ­
ment in the office does not qualify as federal employment under OPM regula­
tions. 

5. 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 frequent­
ly less than maximum. It is based on the needs of the office, the avail­
abil i ty 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. 

6. Salaries: The salaries of CWSP students are set by the college in 
consul tat ion with the office. Students cannot be paid less than the mini­
mum wage. There is no maximum hourly rate; however, salaries should be 
reasonable based on local conditions and the availability of funds. 

7. Employing Office's Salary Contributions: Normally, an employing 
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. Offices usually will not reimburse the 
college for the costs of state workers' compensation, since CWSP students 
are covered by Federal Workers' compensation. Offices ae authorized to 
agree to reimburse the school for the employee's Social Security contribu­
tions. Offices should not agree to pay the administrative costs of the 
program to the school. 

8. Use of Other Work-Study Programs: In addition to CWSP, there are a 
variety of state, local and privately-financed work-study programs. Al­
though these programs may be equally worthy, they cannot be used by EOU-
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SA/OUSAs. Due to appropriations restrictions, only federally funded pro­
grams are eligible. 

3-2.310 Employment of 	Relatives 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 310 
S C.F.R. Part 310 

Additional references may be identified within the text of the resource(s) 
cited above. 

Nepotism 

Section 3110 of Title 5 restricts the employment of relatives on a 
temporary or permanent basis in the same agency. 

Specifically, any person who has authority to appoint or promote, or to 
recommend the appointment or promotion of employees supervised by him/her, 
may not advocate a relative's appointment, promotion, or advancement any­
where in the Department of Justice. While this does not mean that relatives 
cannot work in the same office, care should be taken to ensure that the 
provisions described in the FPM are met. Districts without delegated 
personnel authority must advise the Personnel Staff, Executive Office for 
U. S. Attorneys, whenever relatives are employed or are about to be employed 
by the same office. Districts with delegated personnel authority will 
exercise care and take every precaution necessary to ensure that provi­
sions described in the FPM are met. 

3-2.311 The Power of Appointment and Removal 

Other reference(s): 	 DOJ Order(s) 1330.1B 
FPM Chapter(s) 311 
S C.F.R, None 

Additional referenc(;:s may be identified within the text of the resource(s) 
cited above. 

A. Authority to Hire: 

The appointing authority for Assistant United States Attorneys, and 
attorneys and law students GS-1S and below, has been delegated to the 
Director of the Office of Attorney Personnel Management. The Director, 
Executive Office for United States Attorneys, has delegated appointing 
authority for non-attorneys, with the exception of law students, and has 
redelegated same, through the Associate Director for Administrative Ser­
vices, to the Assistant Director, Personnel Staff for districts that do not 
have delegated personnel authority. No commitment shall be made to an 
applicant prior to the receipt of approval from the appropriate appointing 
authority. 

July 1, 1992 
24 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



CHAP. 2 UNITED STATES ATTORNEYS I MANUAL 3-2.312 

B. Oath of Office: 

All employees are required to execute an oath of office (SF-6l, Appoint­
ment Affidavit) upon appointment. See 5 U.S.C. §§ 2903, 3331. The head of 
the Executive Office is authorized to administer personally and to dele­
gate authority to administer the oath of office. united States Attorneys 
and the Assistant Director, Personnel Staff are delegated such authority 
by the Director. Any redelegation of this authority must be in writing. 

No employee can be paid until the servicing personnel office receives a 
properly-executed SF-6l. 

3-2.312 position Management 

Other reference(s): DOJ Order(s) 1511.6 
FPM Chapter(s) 312, 511 
5 C.F.R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

A. Definition: 

Position management is the process through which all work is organized 
and assigned among positions in a manner which will serve mission needs 
effectively and economically. This includes achieving a proper palance 
between skills availability, position ceilings,. funds limitations, sound 
human resource utilization, efficiency and economy, mission requirements, 
and matters of public policy. 

B. Purpose: 

This establishes guidance for the uniform development, implementation 
and administration of the effective position management programs through­
out the Executive Office for United States Attorneys (EOUSA) and the 
Offices of the United States Attorneys (OUSAS). 

C. Applicability and Scope: 

1. The provisions herein apply to the EOUSA and all OUSAs. 

2. The provisions encompass all positions paid on the basis of the 
General Schedule (GS) and Administratively Determined (AD) pay plans. 

D. Policy 

1. It is the policy of the EOUSA and OUSAs that all positions and 
organizations be structured in such a manner as to provide the maximum 
attainable efficiency and economy in the use of human resources in support 
of the mission of the organization. Attainment of these objectives is 
imperative to ens~re that resources needed in accomplishing the mission of 
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the DOJ are not dissipated by the costs resulting from poorly structured 
organizations, position structure and assignment of work. 

2. Inherent in this policy is the firm commitment to make certain that 
positions paid on the basis of the GS are properly classified in accordance 
with 5 U.S.C. § 5105. Classification decisions will be made consistent 
with published standards and federal classification principles and poli­
cies. 

3. position management must be carried out in a manner which ensures 
compatibility with other programs such as affirmative action employment, 
merit staffing, and career development. 

4. The EOUSA and all districts shall establish effective position man­
agement programs specifically tailored to their particular functions 
based on allocated full-time permanent (FTP) positions and full-time 
equivalent (FTE) workyears but containing the core requirements described 
below. 

E. Program Elements: 

1. Responsibility for structuring positions, functions, and organiza­
tions is assigned to the Director, EOUSA and each USA. Subordinate line 
managers and supervisors shall be explicitly charged with carrying out 
this responsibility in a manner which optimizes economy, productivity and 
organizational effectiveness. 

2. The Director, EOUSA, and each USA will appoint a Position Management 
Officer (PMO) to assist and advise managers in carrying out their responsi­
bilities. The PMO should be a key official with direct access to the 
Director, EOUSA, or the USA as appropriate, and have an understanding of 
personnel, budget, management analysis and line programs of the organiza­
tion. 

3. Responsibilities of the PMO include the following: 

a. Coordinating all elements of the position management program, 
including control systems, technical staff work, reviews and reports; 

b. Ensuring that the program structure, operations and results are 
officially documented; 

c. Establishing a mechanism for resolving disagreements over posi­
tion management issues (e.g., structuring and approval of positions and 
organizations): 

d. Keeping the Director, EOUSA, or USA informed on specific position 
management matters, and on the overall strength of the program: 

e. Ensuring the results of position management reviews are docu­
mented in accordance with instructions issued by the EOUSA. 
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f. Ensuring that actions taken under the position management con­
trol system to approve or disapprove positions or organizations are 
officially documented for review; and 

g. Ensuring that supervisors and managers with significant position 
management responsibilities (i. e., supervisors who have a total of 20 or 
more attorney and/or non-attorney subordinates reporting to them either 
directly or through subordinate supervisors) receive necessary assis­
tance and are evaluated annually for position management effectiveness. 
This requirement applies to both attorney and non-attorney supervisory 
personnel. 

h. Developing annual action plans for position management assess­
ment and timely implementation of required corrective actions. 

i. Maintenance of current organization charts which display the 
hierarchical framework, i.e., all positions within an organizational 
entity and which depict functional and supervisory/employee relation­
ships. 

4. Actual operation of the position management control system may be 
carried out unilaterally by the PMO or by a committee appointed by the 
Director, EOUSA, or the USA. 

F. Program Guidelines: 

1. Approved FTP positions and FTE workyear ceilings in each employment 
category, i.e., Assistant U.S. Attorneys (AUSAs), paralegal and support 
for both direct and Drug Task Force are not to be exceeded except with an 
approved exception. Requests for exceptions to ceilings should be direct­
ed to the Associate Director for Administrative Services. 

2. Staffing levels within the EOUSA and each district should not be 
based on peak workload. Temporary, intermittent, seasonal or on-call 
employees should be used for peak periods. 

3. Career ladders for GS positions will be established and maintained 
as a matter of record by the servicing personnel office for the EOUSA and 
each district. A career ladder is a series of developmental positions of 
increasing difficulty in the same line of work, through which an employee 
may progress noncompetitively to the target full performance level (FPL) 
position. The FPL is that grade level to which each employee in an estab­
lished career ladder may be promoted. The nature of the organization, the 
work performed, and the way it is structured all affect the determination 
of the FPL. Career ladders should be planned so that there is a logical 
entrance level and career pattern for progression to more skilled and 
higher-graded duties as employees gain the ability to assume greater re­
sponsibility. 
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a. For mixed-grade GS positions, every effort should be made to keep 
the highest-grade duties predominant, i.e., occupying a majority of the 
employee's time. The Office of Personnel Management allows higher­
grade duties, which occupy less than a majority of the time, to deter­
mine the grade of the position only in very unusual situations where 
several criteria are met. (See' 'Introduction to Classification Stan­
dards" Section VII, pp. 5-6; "Digest of Significant Classification 
Decisions" Volume I numbers I and 3 and Classification Principles and 
Policies pp. 45-46.) 

b. Duties of a higher grade than the classified full performance 
level should be concentrated in the smallest possible number of posi­
tions. 

c. Duties of lower grade than the grade of a position should be 
removed from the position to the extent practical and assigned to lower­
graded positions. 

d. "Special assistant" functions should be assigned to existing 
line organization positions rather than consolidated in additional 
staff-level positions. Avoid creating new staffs and organizations. 

4. The number and levels of supervision of both attorney and non­
attorney staffs should be kept to a minimum, i.e., first-level supervisory 
positions should encompass the broadest possible span of control consis­
tent with reasonable control of the workload of the organization and 
second-level supervisory positions should supervise the largest possible 
number of subordinate organizations consistent with mission accomplish­
ment. Full-time deputy positions should ordinarily be created only when 
there is a large span of control, substantial external interface demands, 
or the expectation of frequent and lengthy absences of the supervisor in 
situations likely to require major decisions and such responsibilities 
cannot be assigned on a part-time or rotating basis to other personnel. 

a. Supervisory GS positions are to be classified in accordance with 
guidance in the OPM Supervisory Grade-Evaluation Guide or other appli­
cable OPM classification guides specific to the occupation. 

b. Supervisory positions for AUSAs are controlled by the Director, 
EOUSA, or designee. Normally, a USA is permi tted to designate up to one­
sixth of his/her permanently allocated AUSA positions as paid supervi­
sors. Other factors, including organizational structure and number and 
complexity of cases, etc., will be taken into account when determining 
the number of supervisors authorized for a district. 

AUSA positions established as paid supervisory positions generally 
fall into three categories; 
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(1) positions which have district-wide functional and administra­
tive responsibilities but are not necessarily responsible for the 
direct supervision of five or more AUSAs. Incumbents of these posi­
tions assist the USA in the overall operation of the district and are 
typically titled First Assistant, Chief Assistant, or Executive As­
sistant; 

(2) Positions which have direct technical and administrative re­
sponsibility for five or more AUSAs. These "line" supervisory 
positions are typically titled Chief or Deputy Chief of a legal 
division; or 

(3) positions which have district-wide functional responsibili­
ty. For example, an AUSA who is a subject area expert and responsible 
for the technical review of all other AUSAs' work in that area but 
does not exercise administrative supervision over the AUSAs. Rather 
the AUSAs receive administrative supervision from another supervi­
sory AUSA such as a Chief of the Criminal or Civil Division. 

USAs may wish to establish paid supervisory positions having the charac­
teristics of any of these categories. USAs should refrain, however, from 
requesting that more than one-sixth of the district's permanently allocat­
ed attorney staff be designated as paid supervisors. 

Requests for the establishment of paid supervisory positions should be 
sent to the Director, EOUSA. Justification for the request must be includ­
ed. 

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 ap­
pointees may have a reasonable amount of time, normally not to exceed 
twelve months from the date of appointment, to make changes in the supervi­
sory attorney structure without having to reduce the salaries of his or her 
predecessor's incumbents. 

5. No personnel action, except for details to unclass if ied positions, 
will be effected to put a GS employee into a position prior to the date of 
the classification action. 

6. Action to fill a position may be initiated as soon as it is known that 
a position will be vacated and so long as a current position description 
(PD) exists, if applicable. However, actual entry on duty normally is not 
to occur until a vacancy exists. 

a. Before any formal recruitment action begins for GS positions, 
however, the full performance level (FPL) position must be classified in 
accordance with delegated authority and based on applicable position 
classification standards. The requirement to establish the FPL is 
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necessary to ensure that the potential for future promotion be made 
known to all potential applicants. 

b. When an individual is appointed to a position at a grade below the 
FPL, the appointment is made with the expectation that the employee will 
eventually learn the full range of duties to enable him/her to perform 
the higher graded duties. However, employees are not enti tied to pro­
motion at any given time and management must ensure that each employee, 
in fact, is capable of performance at the higher grade level and suffi­
cient work at the higher grade exists before promotion. 

7. A position may not be classified at the same grade as: 

a. The supervisor over the position; or 

b. Any position under its supervision, without approval of the Jus­
tice Management Division, in accordance with DOJ Order 1511.6. Request 
for such approval should be forwarded through the EOUSA, Security and 
Personnel Staff, with appropriate justification. 

8. The preparation of the PD is a responsibility of management. PDs are 
required for all positions paid on the basis of the GS (e.g., GM, GS, GW) and 
are necessary for purposes in addition to classification, e.g., recruit­
ment, placement, training, and performance evaluation. Therefore, PDs 
must be factually correct and must be kept current. If a PD meets these 
objectives, it is of little consequence who writes it. Employee partic­
ipation is encouraged. Supervisory review for adequacy of information 
clarity and accuracy is mandatory. 

9. All of the following types of PDs may be established provided care is 
taken to assure that each type of description is used only for positions 
which it accurately describes: 

a. Individualized/one-of-a-kind; 

b. Standard; and 

c. Identical-additional. 

To ensure accuracy, the immediate supervisor must certify the position 
Description Coversheet (OF-8) in block 23 for each employee assigned to 
each type of description. 

10. Projected positions, designed around new duties and responsibili­
ties which have not been previously performed, may be established within 
the following requirements: 

a. Projected positions should not be occupied more than six months 
in advance of the date duties and responsibilities are expected to 
materialize. 
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b. In order to verify that projected duties and responsibilities 
have materialized, projected positions must be desk audited within six 
months after they are occupied. 

c. Projected positions in which major duties and responsibilities 
have not materialized within six months after incumbency shall be clas­
sified to the grade derivable from redescription. If the grade is 
lower, the action shall be treated as a classification error. 

11. PD numbers 

a. GS position numbers will be assigned by the servicing personnel 
office in accordance with DOJ Order 1500 .1F and any variation authorized 
by the EOUSA. 

b. AUSAs are paid according to an AD pay plan and, therefore, do not 
have PDs. The EOUSA, however, maintains records indicating which at­
torneys handle specialized functional areas, such as criminal or civil 
matters, or those who have supervisory responsibilities. Therefore, 
AUSAs are assigned PD numbers established by the EOUSA which identify 
the type of work performed by the attorney. 

G. Control Systems: 

The EOUSA and each district shall establish and implement a position 
management control system to systematically detect and correct problems 
such as excessive layering, improper job design, outmoded work methods, 
excessive use of deputies, organizational duplication, overlap and im­
properly classified positions. 

1. The control system shall be administered by the PMO and at a minimum 
shall provide for review of positions and organizations under the follow­
ing circumstances in terms of the criteria outlined in paragraph 2: 

a. Vacant positions; 

b. Reorganizations; 

c. Newly created organizations; 

d. Newly created positions; and 

e. Restructured positions leading to upgrade above the previous 
full-performance level. 

Please note that before any reorganization of non-attorney personnel is 
undertaken, early consultation with the servicing personnel office is 
encouraged to ensure that the reorganization will not have any unantic­
ipated consequence on present or future personnel. Any reorganization of 
paid attorney supervisory positions must receive prior approval of the 
Director, EOUSA. 
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2. Review and establishment is to be conditioned on the following 
factors: 

a. Initial or continued need for the position from the district 
perspective: 

b. Feasibility of establishing a position or converting it to part­
time: 

c. Availability of FTP positions and FTE workyears: 

d. Availability of funds, if applicable: 

e. Feasibility of sharing resources with other agencies or con­
tracting out in accordance with the provision of OMB Circular A-76: 

f. Validity of the need under official established DOJ require­
ments: 

g. Extent to which the organization or position conforms with the 
position management guidelines cited above: 

h. Classification and position management advice provided by the 
servicing personnel office. 

3. Decisions to establish or decisions not to establish positions and 
organizations must be documented by the PMO and retained for a period of 
three years. 

4. The Personnel Staff, EOUSA, is available to provide assistance in 
resolving position management problems and to recommend alternatives. 

H. Periodic Assessments: 

The EOUSA and OUSAs are required to systematically conduct, on a regular 
basis, self-evaluation of the effectiveness of their position management 
program in terms of position management indicators contained in the De­
partment's Plan. Additional normative indicators may be imposed by the 
EOUSA or within a district. Portions of periodic reviews may qualify as 
partial fulfillment of annual maintenance review required by DOJ Order 
1511.6. Results of each review are to be officially documented and re­
tained for three years from date of review for examination by Personnel 
Management Evaluation or administrative reviews conducted by Evaluation 
and Review Staff teams. 

I. Plans and Reports: 

1. Findings of instances of ineffective position management must be 
documented by the PMO and corrective action plans developed to remedy them 
in a timely manner. 
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2. The EOUSA and OUSAs are responsible for submitting an annual posi­
t.ion management action plan to the Assistant Attorney General for Adminis­
tration (AAG/A) by October 31 of each year and a report summarizing actions 
under the program for the preceding year. 

As the form and content of the report will be provided by the AAG/A each 
year, feeder information from district offices will be requested by the 
Personnel Staff, EOUSA on an annual basis. 

3-2.315 Career and Career-Conditional Employment 

Other reference(s): 	 DOJ Order(s) 1315.1 

FPM Chapter(s) 315 

5 C.F.R., Part 315 


Additional references may be identified within the text of the resource (s) 
cited above. 

A. Trial Period for New Employees: 

Assistant U. S. Attorneys and other excepted employees who are appointed 
to other than temporary positions limited to one year or less, are required 
to serve a trial period unless they move from a like, Federal position 
without a break in service and have completed a previous trial period. 

Districts are to consult the Personnel Staff, Executive Office for 
United States Attorneys for advice and assistance before taking an adverse 
action against a probationary employee. 

B. Probationary Period for Supervisors and Managers: 

Assistant U.S. Attorney, supervisory and managerial positions are not 
subject to a supervisory/managerial probationary period. 

Support, supervisory and managerial positions are subject to a supervi­
sory/managerial probationary period. The Personnel Staff, Executive Of­
fice for united states Attorneys is to be consulted for guidance in dealing 
with any deficiencies in performance which occur during the probationary 

. period. 

3-2.316 Temporary Employment 

Other reference(s): 	 DOJ Order(s) None 

FPM Chapter(s) 316 

5 C.F.R., Part 316 


Additional references may be identified within the text of the resource (s) 
cited above. 

Temporary Employment (Non-Attorney) 

Each fiscal year, the Executive Office authorizes temporary, non-attor­
ney workyear allo9ations to allow the accomplishment of any unforseen 
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clerical or paralegal workloads. Requests for additional allocations must 
be justified and submitted, in writing, to the attention of the Associate 
Director for Administrative Services, Executive Office for United States 
Attorneys. 

Districts must obtain the approval of the Personnel Staff, Executive 
Office for United States Attorneys, prior to effecting temporary appoint­
ments and extensions thereof. 

3-2.330 Recruitment, Selection, and Placement (General) 

Other reference(s): 	 DOJ Order(s) 1330.1B 
FPM Chapter(s) 330, 332 (Appendix A) 
FPM Supplement 330 
5 C.F.R., Part 330 

Additional references may be identified within the text of the resource(s) 
cited above. 

Non-Attorney Recruitment and Hiring 

Paid Pre-Employment Interviews 

The Executive Office for United States Attorneys has been delegated the 
authority to pay for pre-employment interviews at grades GS-IO through 
GS-13 for unique positions. 

The Director, Executive Office for United states Attorneys has sole 
responsibility to approve the payment of travel expenses for pre-employ­
ment interviews. 

1. Limitations: 

This authority may not be used in the following situations: 

a. To pay travel or subsistence expenses for the purpose of inter­
esting or persuading prospective employees to accept government po­
sitions; 

b. To pay for pre-employment interviews for the purpose of de­
fraying 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., Re­
search 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 I s qualifications. The determination I unique I is based on the 
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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 candi­
dates certified on OPM certificates or for non-competitive candidates, 
e.g., by transfer or reinstatement. However, the authority is to be used 
primarily for applicants outside the federal service. The number of com­
petitive candidates interviewed for anyone 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 candi­
dates for both competitive and non-competitive appointment are considered 
concurrently, it is recommended that the total number of candidates not 
exceed five. 

3-2.331 Organization for Recruitment and Examining 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 331 
5 C.F.R., None 

Additional references may be identified within the text of the resource (s) 
cited above. 

Manpower planning will be conducted in terms of how long- and short­
range goals may be accomplished through recruitment, training and job 
redesign. 

3-2.332 Recruitment and Selection Through Competitive Examination 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 332, 308 
5 C.F.R., Part 332 

Additional references may be identified within the text of the resource (s) 
cited above. 

A. Office of Personnel Management Certification and Objections to Eli ­
gibles: 

Districts that do not have delegated personnel authority will make no 
commitment to an applicant prior to completion of the certification pro­
cess and approval by the Personnel Staff, Executive Office for United 
States Attorneys (EOUSA). 

Districts that do not have delegated personnel authority will submit all 
Statement of Reason for Passing Over a Preference Eligible (SF-62) forms to 
be reviewed by the Personnel Staff, prior to submission to the Office of 
Personnel Management. 
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All applicants who express an interest in a vacancy should be sent a 
courtesy rejection letter after the appointment has been approved. Dis­
tricts that do not have delegated personnel authority must obtain approval 
of the Personnel Staff to make appointments. 

B. Summer Employment Program for Needy Youth (Summer Aids): 

1. Citizenship: Summer Aid positions are administratively restricted 
to u.S. citizens. As with all other positions in EOUSA/OUSAs, non-citizens 
may not be employed. 

2. Work Assignments: Since summer aids are paid at the Federal minimum 
wage rate, they are assigned to unclassified positions requiring no spe­
cific knowledges or skills. Therefore, work that requires typing ability 
of 40 words or more per minute will not be assigned to summer aids~ 

3. Overtime: The employing office will authorize overtime only in 
emergency or occasional, special circumstances. If the office's workload 
requires scheduling of work beyond the regular hours of the student, the 
office will select additional students, consistent with allocation, rath­
er than regularly authorize overtime. 

4. Training: On-the-job training is the crux of the training effort, in 
most offices, for summer aids. However, if other training activities are 
offered, they must be designed to accomplish the goals outlined in FPM 
Chapter 332, Appendix J. 

5. Pay: The statutory authority for cost-of-living allowances 
(COLA's) in non-foreign areas, 5 U.S.C. § 5941, applies to employees who 
occupy positions under statutory pay systems, as defined in 5 U.S.C. 
§ 5301. Summer Aids, because they are in pay plan' 'YV, ' , are not subject to 
the statutory pay systems and are therefore ineligible for COLA's. It is 
the policy of EOUSA that, consistent with deficit reduction efforts, Sum­
mer Aids' pay will not be administratively set to include the equivalent of 
any applicable COLA, absent any unusual recrui trnent or retention problem. 
Offices may request an exception to this policy by writing to the Associate 
Director, Administrative Services. 

3-2.333 	 Recruitment and Selection for Temporary and Term Appointment Out­
side the Register 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 333 
5 C.F.R., Part 333 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 
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3-2.334 Temporary Assignment Under Intergovernmental Personnel Act 

Other Reference(s): 	 DOJ Order(s) 1334.1 
FPM Chapter(s) 334 
5 C.F.R., Part 334 

Additional references may be identified within the text of the resource(s) 
cited above. 

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 from 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 ' 'recharge their batteries," and a 

19

chance to 
some in-depth research in their areas of interest. 

 

do

This program has been established under the provisions of the Intergov­
ernmental Personnel Act of 1970 (5 C.F.R. § 334), which permits exchanges 
with state or local governments and institutions of higher 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 assign­
ment. Optional Form 69, is used to document the agreement. 

To be eligible, an Assistant U.S. Attorney will normally have at least 
five years experience with the Office of the united States Attorney and 
have expressed the intent to remain with the office for at least two 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. 

Professors selected for this program will be appointed as Special Assis­
tant U. S. Attorneys. They must be interested in trial work, meet any local 
bar membership requirements, and successfully complete a full-field back­
ground investigation. The professors must agree that information gained 
during their year with the Department will be kept confidential and that 
any articles written about their assignments must be cleared through the 
Department of Justice. 

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 autho­
rized 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. 
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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. 

3-2.335 Promotion and Internal Placement 

Other reference(s): 	 DOJ Order(s) 1335.1B 
FPM Chapter(s) 300, 335 
5 C.F.R., Part 335 

Addi tional references may be identified wi thin the text of the resource (s) 
cited above. 

A. Poli.f.Y: It: is the policy of the Executive Office for United States 
Attorneys (OUSAs) 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 handicaps, politics, member­
ship in employee organizations, marital status, personal favoritism or 
patronage. The procedures outlined below apply to all competitive service 
positions in the Offices of the United States Attorneys and EOUSA effective
August 1, 1987. Staffing/placement actions relative to positions covered 
by these guidelines, 

NEYS 

will be made in accordance with the requirements of 
FPM Chapter 335, FPM Supplement 335-1, DOJ Order 1335.1B, this section of 
Title 3, applicable promotion plans and applicable negotiated agreements. 
Negotiated agreements take precedent 

MANUAL 

until further negotiation of the 
specific article is addressed in the contract. However, limiting or re­
stricting areas of consideration to certain categories or groups of candi­
dates based upon such non-merit factors as race, color, religion, creed, 
age, national origin, sex, nondisqualifying handicaps, politics, member­
ship-nonmembership in an employee organization, marital status, personal 
favoritism or patronage, as a matter of policy, is prohibited. 

In the interest of effective management, delegation of selection au­
thority should generally be made to supervisory levels close to the posi­
tion being filled. Whenever practical, it should be delegated directly to 
the supervisor responsible for the vacancy being filled. 

B. Responsibilities: 

1. The Personnel Officer, is responsible for: 

a. Insuring that all actions to fill vacancies are consistent 
with the provisions of this plan. 

b. Insuring that all persons involved in the administration of 
this plan have the necessary technical competence and understanding 
of personnel techniques and regulations. 
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c. Advising and assisting the Offices of the United States Attor­
neys on competitive procedures, qualifications, and general re­
cruitment/placement actions. 

d. Advertising to fill vacancies within the EOUSA, Administra­
tive Officer positions and for any positions for which the area of 
consideration is Department or government-wide. 

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

f. Making necessary information available to employees and the 
public, ensuring individuals' rights to privacy are protected. 

The Associate Director for Administrative Services may delegate any of 
the above responsibilities to the OUSAs. 

2. United States Attorneys are responsible, except for positions as 
indicated above, for: 

a. Insuring that no merit staffing action is taken on the basis of 
a prohibited personnel practice as defined by the Civil Service 
Reform Act of 1978, no personal favoritism or preselection is in­
volved in a promotion or other merit staffing action and that no 
promise or guarantee of placement into a position is made prior to the 
expressed approval of the servicing personnel office. 

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

c. Insuring that all available and interested candidates, not 
rejected on bases described in paragraph L. below, Rejection of 
Applications, are given the opportunity for application and consid­
eration. 

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

e. Preparing and submitting the total package of documentation 
relating to the merit staffing action to the servicing personnel 
office for approval. 

United States Attorneys may assign the responsibility to administer 
this plan to responsible individuals in the organization (e. g., the Admin­
istrative Officer or the personnel specialist, when applicable). 

C. Competitive Actions: All personnel staffing actions, including 
those listed in this section, are covered by this plan unless specifically 
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excluded under paragraph D below. Competitive actions include, but are not 
limi ted to: 

1. Reassignment, transfer, or demotion to a position with known 
promotion potential greater than that of the current position, except as 
permitted by reduction-in-force procedures or to place an employee 
entitled to retained grade. 

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

3. Transfer to a position which has greater promotion potential than 
the potential of the employee's current position. 

4. Reinstatement to a permanent or temporary position (which is 
expected to last more than 120 days) at a higher grade or to a position 
which has higher promotion potential than that last held in a nontempo­
rary, competitive position, except for the reinstatement of a former SES 
employee or a former employee separated as a result of a RIF. 

5. Promotion of an employee based on the assignment of supervisory 
or work leader duties and responsibilities. 

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

7. Temporary promotion of over 120 days. Prior service under all 
details to higher-graded positions and other temporary and term pro­
motions during the preceding 12 months, whether competitive or noncom­
peti tive, count toward expiration of the 120-day limit. The following 
conditions apply to temporary promotions: 

a. A temporary promotion must be for a defini te 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 servicing person­
nel office. 

b. Requests for additional extensions must, at a minimum, be 
submitted to the servicing personnel office, 30 days in advance of 
the proposed effective date. 

c. A temporary promotion may be made permanent without further 
competition provided the temporary promotion was originally effect­
ed under competitive procedures and the advertisement of the vacancy 

July 1, 1992 

40 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



CHAP. 2 UNITED STATES ATTORNEYS I MANUAL 3-2.335 

clearly stated that the temporary position may be made permanent 
without further competition at a later date. 

d. A temporary promotion may not be used for the purpose of train­
ing or evaluating an employee in the position to which he/she has been 
temporarily promoted or for any other higher-grade position. 

8. Any term promotion, unless excluded under paragraph D below. 

9. Movement between pay schedules or classification systems which 
would be a change to a higher representative rate of pay. (The represen­
tative rate of a merit pay covered [GM] position is the same as that of an 
equivalent grade General Schedule [GS] position). 

D. Noncompetitive Actions: The competitive procedures of this plan do 
not apply to: 

1. A promotion resulting from the upgrading of a position without 
significant change in duties and responsibilities due to issuance of a 
new classification standard or the correction of a classification er­
ror. 

2. Repromotion to a grade previously held in a nontemporary position 
in the competitive service from which the employee was demoted without 
personal cause and not at his/her own request. If the employee was 
demoted as a result of reduction-in-force or position reclassification, 
repromotion or reassignment to a position with greater promotion poten­
tial may also be effected noncompetitively. 

3. Career promotion, i.e., when an employee, at an earlier stage, 
was selected from a civil service register, under a direct-hire authori­
ty, or under competitive promotion procedures for a position with an 
established career ladder, intended to prepare the employee for the full 
performance level of a position. To use this provision, the intent must 
be made a matter of record and career ladders for all positions must be 
documented. An employee may move noncompetitively to other positions 
with no higher career ladders. 

4. Promotion of an employ8e whose position is classified at a higher 
grade because of additional duties and responsibil i ties. The employee 
must continue to perform the same basic function, and the former posi­
tion must be absorbed administratively in the new position. The addi­
tion 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 responsibili­
ties which he/she knows or has good reason to believe are grade-enhanc­
ing, and arbitrarily assign them to a particular employee even though 
there are other qualified employees). This prqvision may not be used 
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for a promotion based solely on grade credit for work leader or supervi­
sory duties. 

5. Temporary promotion or detail to a higher grade position of 120 
days or less. 

6. Action taken as a remedy for failure to receive proper consider­
ation in a competitive promotion action. 

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

8. 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. 

9. Selectio~ 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. 

10. Career ladder promotion following noncompetitive conversion of 
a cooperative education student. 

11. Transfer to a position of the same or higher grade provided the 
candidate's current position has the same or higher promotion poten­
tial. 

12. position change made permanent from a temporary or term pro­
motion, 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 without further competition. 

13. Reassignment, lateral transfer, or voluntary demotion of a sta­
tus candidate into a position having same, less or no greater promotion 
potential than tl:at offered by the existing or most recent non temporary , 
competitive service position. 

14. Reinstatement to a position at a grade no higher than one's last 
nontemporary competitive service position, unless the position to which 
reinstatement is made has greater promotion potential except as autho­
rized in paragraph D.9. 

15. Reinstatement of any former career or career-conditional em­
ployee, who previously converted to a career SES appointment, to any 
position and grade for which qualified. 

16. Employees currently receiving retained grade or pay may be reas­
signed 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. 
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17. Any personnel action as directed by the Department of Justice 
(DOJ), the Office of Personnel Management (OPM) , the Merit Systems 
Protection Board (MSPB), or other organizations having the authority to 
impose a decision upon the EOUSA. 

18. RIF related reassignments to: 

a. Different pay systems which result in an employee receiving 
higher pay. 

b. Positions with more promotion potential in a reduction-in­
force situation. (A RIF does not actually have to be underway for 
this exception to apply. However, if a RIF is not in process, this 
provision would apply only to employees whose positions have been 
identified for abolishment, and only after affected employees have 
been so notified). 

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

1. Department of Justice Priority Placement Referral System (PPRS) 
List (see paragraph I.l.); 

2. OPM certificates of eligibles; 

3. Special hiring authorities such as, veterans readjustment ap­
pointments; handicapped appointments, etc.; or 

4. Reassignment, lateral transfer, reinstatement, or voluntary de­
motion of a status applicant into a position with no known promotion 
potential or a position having no higher promotion potential than one I s 
existing or most recent competitive service nontemporary position. 
Selection of a candidate 

RN

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: 

1. Decide not to make a selection; 

2. Select from any other appropriate source of candidates at any 
point in the selection process; 

3. Extend the closing date; 

4. Enlarge the area of consideration; and 

5. Readvertise. 

F. Career Ladder Positions: Career ladders will be maintained as a 
matter of record by the servicing personnel office. Once an employee is 
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selected for a career ladder position, he/she may be promoted without 
further competition to the full performance level indicated for the posi­
tion, provided: 

1. The original appointment to the career ladder position was made 
after competition under merit staffing procedures or other appropriate 
means, such as selection from a civil service certificate or appoint­
ments made as a result of special hiring authorities; 

2. The employee meets qualification, time-after-competitive ap­
pointment and time-in-grade requirements for the higher grade position; 

3. The employee has demonstrated his/her ability to perform more 
difficult and responsible duties at the higher grade level over a sig­
nificant period of time (usually at least six months); 

4. There is sufficient higher grade work to warrant a promotion; and 

5. The immediate supervisor or higher level official certifies the 
recommendation for promotion. 

Promotion or assignment into a career ladder position does not guarantee 
future advancement since that depends on the individual's ability to per­
form at the higher level and management's decision or ability to assign 
those duties. 

An individual's promotion potential must be documented in the Official 
Personnel Folder (on the SF-50) and on the OF-S, the position description 
coversheet, for each level. The OF-S forms will be maintained by the 
servicing personnel office. 

G. Qualification Standards: 

1. OPM Handboo]~ X-lIS states the required minimum qualifications 
for each grade and series of positions which will be used, except as 
otherwise approved by OPM, to determine whether employees are "basi­
cally qualified" for a particular position. 

2. Selective placement factors, i.e., knowledge, skills or abili­
ties which are essential for satisfactory performance on the job, are an 
addition to the basic qualification standard for a position, may apply 
to specific positions or groups of positions, and 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. 

3. Job analysis is the method used to identify the knowledges, 
skills, abilities, and personal characteristics (KSAPs) important to a 
position. The job analysis must be based on and related to the official 
classified position description. KSAPs are defined below. 
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a. Knowledge-an organized body of information, usually of a fac­
tual or procedural nature, which, if applied, makes adequate perfor­
mance of the job possible. 

b. Skill-the proficient manual, verbal, or mental manipulation 
of data, people, or things that are observable, qualifiable, and 
measurable. 

c. Ability-the power to perform an observable activity at the 
present time lacking discernable barriers. 

d. Personal characteristic-a specific personality factor apti­
tude, physical or mental trait needed to do the work that appears 
either in addition to or to a greater extent than that generally 
expected of all employees in all jobs. If a personal characteristic 
is suggested, it must be described in terms of the work behavior that 
evidences this trait. Personal characteristics can be difficult to 
measure from the written record and are not to be routinely used. 
Before a personal characteristic may be used in the ranking process, 
it must be reviewed and approved by the servicing personnel office. 

4. To be eligible for consideration for supervisory positions, can­
didates must also meet the supervisory qualification requirements pub­
lished in OPM Handbook X-lIS, Supervisory positions in General Schedule 
Occupations, Part III, in addition to any specific subject-matter 
knowledge and skill requirements. This applies' to proposed actions, 
both competitive and noncompetitive, authorized under this plan. Each 
vacancy announcement must include the supervisory or managerial abili­
ties identified in the X-lIS that are applicable to the specific vacan­
cy. 

5. Candidates must meet qualification requirements, time-in-grade 
requirements and time-after-competitive appointment requirements by 
the closing date of the vacancy announcement in order to be determined 
qualified. This requirement is set in order to be fair to all candidates 
and to have a workable, explainable and consistent policy. 

H. Job Analysis and Crediting Plan: 

1. In accordance with FPM Chapter 335 and FPM Supplement 335-1, a job 
analysis and crediting plan will be developed for each vacancy adver­
tised. For each vacancy announced at multiple grade levels, a job 
analysis and crediting plan must be completed for each grade level. 

2. The job analysis will be conducted and the crediting plan devel­
oped by a subject matter expert (SME), i.e., a person who has had 
experience working in or supervising that type of position, who is 
thoroughly knowledgeable about the duties and responsibilities of the 
job, and is at least in a grade equivalent to the position to be filled, 
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but shall not be an applicant for the position being filled. The SME 
normally will be assisted by a personnel specialist or other individual, 
who is familiar with the job analysis/crediting plan process, who will 
serve as a technical advisor. 

3. The crediting plan is the written basis for assigning points in 
evaluating candidates I training, awards, education and experience 
backgrounds against the knowledges, skills and abilities important to 
the position. Each crediting plan will provide for assignment of point 
values from one (1) through five (5) as indicated below. 

Levels Point Value 
Outstanding 5 points 
Excellent 4 points 
Fully Satisfactory 3 points 
Minimally Satisfactory 2 points 
Barely Acceptable 1 point 

4. Each KSAP will be described, at a minimum, at the minimally 
satisfactory, fully satisfactory, and excellent levels. If only the 
minimally satisfactory through excellent levels are described, room 
will be left to allow the rater/panel the discretion to award the barely 
acceptable point value if qualifications fall short of the minimally 
satisfactory description and outstanding value if qualifications ex­
ceed the excellent description. Half points may not be awarded. 

5. An element may be weighted to give a greater point value if the job 
analysis demonstrates that an element is significantly more critical to 
predicting performance in the job than others. If an element is weight­
ed, it must be justified, in writing, relative to the position descrip­
tion and for documentation of the merit staffing case file. 

I. Locating Candidates: 

1. Before advel:tising any vacancy, the Career Opportunities Bulle­
tin must be reviewed to determine if there are any competitive status 
Department of Justice personnel who have been or may be separated by 
reduction-in-force. The servicing Personnel Management Team, Person­
nel Staff, EOUSA, must be contacted to coordinate referral of qualified 
candidates. 

2. When the qualification requirements discussed in paragraph G are 
developed, they will be publicized in a vacancy announcement. 

3. Regardless of the area of consideration, vacancy announcements 
must be posted on bulletin boards throughout the office, or distributed 
in district I s normal manner, in which the vacancy is located, and may be
forwarded to other federal activities in the commuting area, as appro­
priate. 
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4. Vacancy announcements for Administrative Officer will be pre­
pared by the servicing Personnel Management Team, Personnel Staff, 
EOUSA. Other positions for which the area of consideration is Depart­
ment or government-wide, will be prepared by the servicing personnel 
office on Notice of Vacancy/Career Opportunities Preparation Form 
DOJ-396 and forwarded through the servicing Personnel Management Team, 
Personnel Staff, EOUSA, to the Justice Management Division's Personnel 
Staff for publication in the Career Opportunities Bulletin. 

5. Vacancy announcements for part-time and temporary positions oth­
er than appointments based on special need, e.g., 30 day emergency 
appointments, must be distributed to local Federal Job Information 
Centers and city and state employment offices. 

6. All other vacancy announcements will be prepared by the selecting 
office on Form USA-195. Each announcement will contain the following 
information: 

a. Announcement number and opening date; 

b. Area of consideration (see paragraph J); 

c. Name and telephone number of person to contact for additional 
information; 

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

e. 	 Geographic location of the vacancy; 

f. 	 Deadline for acceptance of applications: 

- A vacancy announcement will be open for at least 

(1) 10 calendar days-GS-12 and below; 

(2) 14 calendar days-GS/GM-13 and above; and 

(3) Temporary positions-at least three work days, regardless 
of grade level. 

g. 	 Duties; 

h. 	 Promotion potential, if any; 

i. Qualification requirements, including provisions for substi ­
tution of education for experience and any selective factors, ap­
proved in advance by the PMS; 

j. Knowledge, skills, abilities and personal characteristics, 
(see paragraph G.3.); 

k. 	 Evaluation methods to be used; 
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1. Whether the position is temporary or part-time and, if so, the 
approximate number of hours per week or duration of the appointment; 

m. Whether the position is supervisory and, if so, that a one year 
probationary period is required before any initial appointment be­
comes final (see 5 C.F.R. § 315.901); 

n. Whether the position is subject to the Performance Management 
Recognition System. If it is, a one-year probationary period is 
required before any initial appointment to a supervisory or manage­
rial position becomes final (5 C.F.R. § 315.901-909); 

o. Instructions for applying including the need for additional 
documents, such as a supplemental questionnaire, if applicable, and 
a performance appraisal completed during the past year for each 
applicant, if required. 

p. That selectee is subject to obtaining the required degree of 
security clearance; and 

q. Include a statement regarding relocation expenses (see para­
graph K. 3 . ) . 

r. Include a statement that an application submitted in a post­
age-paid government envelope is a violation of OPM and postal regula­
tions and therefore will not be considered. 

s. Include a statement that failure to submit information re­
quested may result in a lower rating in the evaluation process. 

7. Supervisors may refer employees for promotion consideration. 
This is in accordance with the supervisor's responsibility to further 
the development of employees. However, supervisory referrals may be 
used only to supplement names obtained by other methods of locating 
candidates unless the employee is eligible for noncompetitive selec­
tion. The employees referred must meet the same requirements and be 
evaluated by the same means as other applicants, i.e., submission of 
SF-171 and related documents. 

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-17l' s, Application for 
Federal Employment, and OBD-35s, Merit Promotion Program Appraisal 
Form, for each position for which they wish to be considered. Such 
employees should, where practical, be given, for a reasonable period of 
time (at least six months) full consideration for any appropriate vacan­
cies for which they qualify subject to budget/ceiling constraints. 
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9. Applications from non-Department of Justice applicants may be 
accepted at the discretion of individual offices and maintained in a 
voluntary applicant file. Applications from the file may be used to 
select applicants to supplement the candidates generated by merit 
staffing advertisements and other methods. If competing outside candi­
dates are considered they will be evaluated against the same criteria as 
internal candidates. 

10. Employees absent because of approved leave, travel, training or 
detail will be considered for vacancies provided they submit to their 
Administrative Officer, office manager or district's personnel spe­
cialist, as appropriate, a current SF-171 and a memorandum listing the 
types of positions for which they wish to be considered, grade levels 
and the duration of the absence. 

J. Areas of Consideration: 

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

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

b. GS/GM-13: All the Offices of the United States Attorneys and 
the Executive Office for United States 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, e.g., to all Department of Justice activities or 
all Federal activities in the commuting area, region or nation in order 
to obtain more qualified applicants if it is anticipated that distribu­
tion within the minimum area of consideration will not generate a suffi­
cient number, i.e., three (3) qualified applicants. Similarly, the 
area of consideration may be broadened for all of the above positions. 

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 sta­
tus candidates who have applied from outside the Department depending 
upon such factors as labor market conditions, the availability of quali­
fied applicants from Departmental sources, ceiling spaces, etc. 

Note: Vacancy announcements for temporary positions must be distribut­
ed to state employment offices in the commuting area, to the local Office of 
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Personnel Management Job Information Center, and also may be distributed 
to other potential recruitment sources. 

K. Relocation Expenses: It is Executive Office policy that relocation 
expenses are authorized for employees whose transfer/movement to differ­
ent geographical areas are determined to be in the interest of the govern­
ment. However, there is no automatic entitlement to reimbursement 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 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 govern­
ment, " the following guidelines will apply: 

 1988

1. A management-directed transfer/movement is determined to be in 
the interest of the government and accordingly payment of relocation 
expenses is authorized. 

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

3. A selection stemming from an announced vacancy. In general, 
relocation expenses are normally authorized for an employee whose 
transfer/movement results from competitive selection pursuant to a 
merit staffing announcement. In view of recent Comptroller General 
decisions, the following statement must be included on all vacancy 
announcements to alert prospective applicants that they are not auto­
matically entitled to payment of relocation expenses: 

, 'Relocation expenses mayor may not be authorized. The deter­
mination of entitlement to the payment of such expenses will be 
made in accordance with guidance in USAM 3-2.311." 

Note that payment of relocation expenses is not automatic in all cases 
and generally will not be authorized where one or more of the following 
conditions/factors exist: 

a. Skill/grade level consideration: 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 obtainable 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. 
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b. Labor market condition: Where past merit staffing recruiting 
efforts for similar vacancies yield sufficient highly-qualified candi­
dates (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. 

c. Relocation to accompany spouse: It has been determined that it is 
not in the interest of the government 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 3(a) and 3(b) 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 Director, Executive Office for U.S. Attorneys and must 
include full justification/reasons why such waiver(s) should be granted. 

L. Rejection of Applications: 

The following constitutes basis for rejection of an application: 

1. Is hand delivered after the closing date; 

2. Is postmarked after the closing date; 

3. Is postmarked on or before the closing date, but is received so 
late, to consider it would delay the selection process; 

4. Is mailed in a postage-paid government envelope; 

5. Does not include enough information on which to make an eligibil­
ity and/or qualification determination; 

6. Is from a non-status candidate and concurrent consideration was 
not extended; or 

7. Is from outside the area of consideration and concurrent consid­
eration was not extended. 

M. Evaluation Methodology: The Federal Merit Policy requires that se­
lection for advancement be made from among the best-qualified candidates, 
i.e., qualified candidates who rank at the top when compared to other 
candidates eligible for a position. Unless otherwise excepted, all appli­
cants for positions in the Offices of the United States Attorneys and the 
Executive Office for United States Attorneys will be reviewed before car­
rying out the evaluation and ranking process, and all applicants eliminat­
ed who do not possess, by the closing date, anyone of the following: 

1. Age requirements, if appropriate; 

2. Time-after-competitive appointment, if appropriate; 
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3. Competitive status, if appropriate; 

4. Qualifications requirements to be met, including selective fac­
tors, if appropriate; and 

5. Time-in-grade requirement, if appropriate. 

N. Candidate Evaluation: 

1. If there are five or less qualified candidates who must compete, 
there is no requirement for formal evaluation. In such cases, all 
eligible candidates may be referred to the selecting official as the 
best qualified group. Note, there is no requirement for formal evalua­
tion of candidates eligible for noncompetitive selection. Normally, 
noncompetitive eligibles are not to be ranked (see paragraph 0.1.). 

2. If there are more than five qualified competitive candidates for 
a position with promotion potential no greater than GS-6, candidates 
must be ranked by at least one SME, as defined above. 

3. Applicants for all positions at or with promotion potential to 
the GS-7 grade level or above for which there are more than five quali­
fied competitive candidates, must be ranked by a panel. 

4. Applicants for all work leader or supervisory positions, regard­
less of grade level, for which there are more than five qualified 
competitive candidates, must be ranked by a panel. 

5. Two important factors must be observed regarding the panel. 

a. At least two people, one of whom must be an SME, must comprise 
the panel. (See paragraph H. 2. ). Panel members should be at least at 
the grade equivalent to or higher than the position to be paneled. 

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

6. Candidates will be rated on each KSAP using all available written 
sources of information, i.e., SF-171, Supplemental Statement, perfor­
mance rating (to the extent that the rating is relevant to the position 
being filled), etc. 

7. If rating is accomplished by a panel, members should rate candi­
dates independently. Members should then review and discuss each can­
didate I s individual factor scores to ensure that scores which differ by 
two or more points have not been awarded; panel members should try to 
resolve any such rating differences and document resolution efforts. 
To obtain final scores for each candidate, panel members should total 
their points and average the totals. 
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8. The panel or individual SME must determine which of the eligible 
candidates are best-qualified based on numerical scores, and the basis 
for such determination must be documented in the merit staffing record. 
The best-qualified candidates are normally the candidates with the 
highest scores. There should be a meaningful distinction between those 
candidates who are in the best-qualified group and the remaining candi­
dates. A meaningful distinction is a significant difference in the 
numerical scores. A significant difference is normally defined as more 
than a five-point difference from the next highest score. 

O. Referral: 

1. When all eligible, competitive 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. Each USA-196 is to document that there are no eligible and 
available candidates on the Department's Priority Placement and Refer­
ral List. If the vacancy was advertised at mul tiple grade levels, those 
candidates identified as best-qualified for a particular grade level 
should be grouped separately from th"ose 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. Addition­
ally, candidates eligible for noncompetitive selection should be 
grouped separately. 

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

3. If there are fewer than three best-qualified candidates, addi­
tional candidates from the qualified list will be certified to provide 
the selecting official with at least three candidates from which to 
choose. In such cases, additional candidates will be certified up to a 
maximum of ten or until there is a meaningful distinction between candi­
dates' scores, whichever occurs first. The best-qualified and quali­
fied candidates should be grouped separately and identified as such. 
Note: Selecting officials may not bypass "best qualified" candi­
dates, to select a "qualified" candidate, without justification ap­
proved by the servicing personnel office and documentation made to the 
merit staffing file. 

4. Depending upon the availability of candidates, the number of 
candidates referred to the supervisor may be less than three, i.e., when 
hard to fill positions do not attract more than three qualified appli­
cants by the closing date. 
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P. Selection: 

1. When the selecting official receives a merit staffing certifi­
cate he or she may elect to interview the candidates referred. If one 
candidate is interviewed, all candidates in the same ranking category, 
i.e., best qualified or qualified, and any higher categories should be 
interviewed. If one or more candidates are not available for the inter­
view within a reasonable period (normally, one week) the selection 
process need not be delayed pending their availability. Telephone 
interviews are appropriate when a candidate is unable to appear because 
of schedule, geographic location, etc. However, equity must be ob­
served and candidates interviewed by telephone must be asked the same 
questions as other candidates. 

2. The selecting official is not required to fill a vacancy by 
selecting one of the candidates listed on the certificate(s). He/she 
may request readvertisement with an expansion of the area of consider­
ation or initiate additional recruitment efforts to fill the job by some 
other type of placement action. However, if selection is to be made from 
those candidates who were rated and ranked under merit staffing proce­
dures, those candidates identified as best qualified must receive first 
consideration for selection. If no selection is made or selection is 
eventually made from candidates other than those who have been identi­
fied as best qualified, the selecting official must document the reasons 
in the merit staffing file, and the documentation/justification must be 
approved by the servicing personnel office. 

3. The selecting official must make a merit staffing selection with­
in a reasonable period of time, i. e. , no later than 60 days from the date 
of issuance. 

4. The selecting official's decision to select a particular candi­
date is subject to the 3pproval of the servicing personnel office, and 
such other approvals as may be required by law, regulation, or policy. 
The selecting official shall indicate his/her tentative decision and 
other actions as required on the Promotion Candidate List. 

5. 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 servicing personnel of­
fice. Employees selected should be released promptly from their exist­
ing positions, normally within 15 calendar days after selection or at 
the end of the first full pay period after selection. 

6. Position changes within the Department involving changes in pay, 
e.g., 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 payor a change 
from one pay plan to another will normally be effective on the first day 
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of the first pay period after the servicing personnel office 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 administrative approval by the servicing person­
nel office, unless the affected supervisors (gaining and releasing) 
agree to an alternative date. 

Q. Information to Candidates: 

1. Every applicant who files for consideration under a merit staff­
ing vacancy announcement is to be notified, in writing, by the selecting 
office of the outcome of each consideration received after final approv­
al of the action. 

2. Upon written request, the serv~c~ng personnel office will fur­
nish to any candidate the information specified below: 

a. The qualification standards and rating criteria (but not the 
crediting plan) used for the position, including selective placement 
factors; 

b. Whether the candidate was considered for the position; 

c. Whether the candidate met the qualification requirements; 

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. Selecting officials are encouraged to discuss with employees the 
reason for the employees I nonselection and what they might do to improve 
their chances for future selection for advancement. 

R. Documentation and Records: 

1. Proper documentation is required for all merit staffing actions. 
The Personnel Officer, EOUSA, is responsible for providing instructions 
to ensure that all pertinent forms and documents are made a part of the 
merit staffing file for each vacancy announcement. 

2. Documentation will be maintained by the servicing personnel of­
fice in accordance with FPM Chapter 335. Offices may keep a copy of the 
documentation for two years. Any requests for copies of any merit 
staffing announcement documentation should be forwarded to the office 
maintaining the official merit staffing case file. 

S. Employee Complaints: Employee complaints arising out of the opera­
tion of this plan are to be handled in accordance with grievance procedures 
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prescribed in DOJ Order 1771.1B 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. 

T. Violations: Violations of merit staffing policy or procedure will 
be dealt with promptly, firmly, and fairly. Corrective action may be 
initiated by the servicing personnel office, EOUSA, the Department, OPM or 
MSPB. 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, and/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 
circumstances surrounding the violation and to the equitable and legal 
rights of the parties concerned. The servicing personnel office may direct 
that the wronged individual be given priority consideration for the next 
appropriate vacancy. 

U. Disciplinary Penal ties: Any official found to have improperly dis­
criminated on the basis of an employee's color, race, religion, national 
origin, politics, marital status, handicap, age, membership or nonmember­
ship in an employee organization, sex, or on the basis of personal favorit ­
ism in the rating of an employee or in making a selection may be subject to 
disciplinary action as circumstances warrant. 

3-2.337 Examining System 

Other reference(s): 	 DOJ Order(s) 337 
FPM Chapter(s) 337 
5 C.F.R., Part 337 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.338 Qualification Requirements (General) 

Other reference(s): 	 DOJ Order(s) 1338.lA 
FPM Chapter(s) 338 
5 C.F.R., Part 338 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.339 Qualification Requirements (Medical) 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 339 
5 C. F. R., Part 339 
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Additional references may be identified within the text of the resource (s) 
cited above. 

(Reserved) 

3-2.340 	 Other Than Full-Time Career Employment (Part-Time, Seasonal, On­
Call, and Intermittent) 

Other reference(s): 	 DOJ Order(s) 1340.1 
FPM Chapter(s) 340 
5 C.F.R., Part 340 

Additional references may be identified within the text of the resource(s) 
cited above. 

A. Policy: 

It is the policy of the Executive Office for United States Attorneys and
the Offices of the United States Attorneys 

MAN

to provide part-time permanent
employment opportunities that are consistent with the Part-Time Career
Employment Act of 1978 and DOJ Order 1340.1, dated December 6, 1984. The 
nationwide goal of the Executive Office and the U. S. Attorneys I offices is
to attain and maintain a constant percentage of part-time employment to
full-time employment. This percentage shall be maintained at a minimum of
one percent. 

B. Responsibilities: 

1. The Director, Executive Office for U.S. Attorneys, and all U.S. 
Attorneys are responsible for ensuring that the nationwide goals for 
part-time career employment are met. The Director is also responsible 
for the overall administration of the part-time career employment pro­
gram and for ensuring the program is supportive of other special empha­
sis programs. 

2. The Personnel Staff is responsible for assisting the Director in 
implementing the Part-Time Career Employment Program by: 

a. Issuing appropriate instructions on the implementation and 
administration of the program; 

b. Reviewing program achievements; 

c. Responding to Departmental and OPM reporting requirements; 
and 

d. Monitoring the program for compliance with Departmental and 
OPM policy guidance. 

3. Districts are responsible for administration of the program by: 

July 1, 1992 
57 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



3-2.340 TITLE 3-EOUSA 	 CHAP. 2 

a. Monitoring employment statistics, such as size of work force, 
turnover rate and workload fluctuations to determine if it may be 
desirable to establish a part-time position; 

b. Monitoring patterns of overtime utilization to determine if 
the work could be more appropriately performed by utilizing a part ­
time worker instead of paying overtime rates; 

c. Ensuring that all resources are considered, including women, 
minorities and handicapped individuals; 

d. Performing administrative tasks in support of the program. 

C. Limitation : 

An initial appoi,ntment of an individual to work part-time may not be 
made with the intent to convert the employee to full-time after a brief 
interval, i. e., part-time appointments are not to be used as, trial periods. 

D. Reporting Requirements: 

U. S. Attorneys' offices are responsible for the compilation and submis­
sion of data requested by the Executive Office for United States Attorneys 
to respond to Departmental reporting dates of May 1 and November 1 of each 
year. 

3-2.351 Reduction-in-Force 

Other reference(s): 	 DOJ Order(s) 1351.C, 1251.2, 1351.3 
FPM Chapter(s) 351 
5 C.F.R., Part 351 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.352 Reemployment Rights 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 352 
5 C.F.R., Part 352 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.353 Restoration to Duty From Military Service or Compensable Injury 

Other reference(s): DOJ Order(s) None 
FPM Chapter(s) 353 
5 C.F.R., Part 353,359 
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.Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.361 Career Intern 	Programs 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 361 
5 C. F . R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.362 Presidential Management Intern Program 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 362 
5 C.F.R., None 

Additional references may be identified within the text of the resource (s) 
cited above. 

(Reserved) 

3-2.410 Training 

Other reference(s): 	 DOJ Order(s) 1410.1C, 14l0.3C 
FPM Chapter(s) 410 
5 C.F.R., Part 410 

Additional references may be identified within the text of the resource(s) 
cited above. 

(See Title 3-8.000) 

3-2.412 Executive, Management and Supervisory Development 

Other reference(s): 	 DOJ Order(s) l4l0.1C 
FPM Chapter(s) 412 
5 C.F.R., Part 412 

Additional references may be identified within the text of the resource (s) 
cited above. 

(See Title 3-8.000) 

3-2.430 Performance Management 

Other reference(s): 	 DOJ Order(s) 1430.3A, 1540.1A and 177l.1B 
FPM Chapter(s) 430, 540, 771 
5 C.F.R., Part 430, 540, 771 
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3-2.430 TITLE 3-EOUSA CHAP. 2 

Additional references may be identified wi thin the text of the resource (s) 
cited above. 

A. Performance Appraisal for Attorneys and Non-attorneys Who Are Not 
Covered by the Performance Management and Recognition System: 

The performance appraisal process is detailed in DOJ Order 1430.3A. 
Except as noted in this section, Assistant United States Attorneys (AUSAs) 
are covered by the provisions of that Order and a subject Attorney Person­
nel Memorandum issued annually. AUSAs have an approved alternate rating 
cycle; therefore, provisions establishing dates for ratings, reports, 
etc. do not apply to them. The appraisal cycles for non-Performance Man­
agement and Recognition System employees are as follows: 

Non-attorneys-April 1 to March 31 of each year. 

General Schedule (GS) attorneys-July 1 to June 30 of each year. 

AUSAs-Anniversary date with the office. This cycle is an approved 
exception to the Department's Performance Management System (PMS). 

The following supplements the above references, addresses issues that 
are at the discretion of individual bureaus within the Department, and 
constitutes policy for the Executive Office and the Offices of the United 
States Attorneys. 

1. For both attorneys and non-attorneys, Performance Work Plans (PWPs) 
must include at a minimum, written performance standards at the Minimally 
Satisfactory, Full Successful, and Excellent levels. 

2. All elements against which an employee is to be rated, both critical 
and non-critical (if any), are to be included in the PWP. 

3. PWPs for posi tions which are classified as supervisory or managerial 
must contain job elements which address Equal Employment Opportunity and 
responsibilities under OMB Circular A-123 (waste, fraud and abuse). 

4. Within a district, the United States Attorney is the highest level of 
review for the purpose of establishing PWPs and evaluating performance. 

5. The Director, Executive Office for United States Attorneys (EOUSA), 
is considered the highest level of review in the EOUSA and is responsible 
for the resolution of all performance grievances. 

6. The original of PWPs, indicating the final, approved rating and 
signed by all required officials, will be forwarded to: 

a. The Servicing Personnel Office, for all non-attorneys or 

b. The EOUSA for all attorneys. For AUSAs, the PWP should be for­
warded with the request for administrative pay increase, if appropri-
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ate. PWPs for all attorneys will then be forwarded to the Office of 
Attorney Personnel Management. 

B. Performance Appraisal-Performance Management and Recognition Sys­
tem (PMRS): 

1. Job Elements and Performance Standards 

a. Job Elements. As pay determinations are tied directly to perfor­
mance ratings for PMRS employees, the performance appraisal process is a 
key element of this system. All elements against which a PMRS employee 
is to be rated, both critical and non-critical are to be included in the 
performance workplan. Rating officials may designate one or more crit­
ical elements as carrying more weight or importance than other critical 
elements. Performance of a weighted critical element(s) which is at a 
lower level than a majority of the critical elements can serve as a basis 
for an overall rating which is lower than a majority of the critical 
elements; however, rating and reviewing officials shall ensure consis­
tency in applying this option for similarly situated employees. See DOJ 
Order 1540.1A (the Order) for further discussion. 

b. Performance Standards. Performance standards are to be written, 
at a minimum, at the minimally satisfactory, fully successful and excel­
lent levels. 

2. Progress Reviews 

At least one formal progress review is to be conducted during the rating 
period, normally halfway through an employee's rating cycle. For example, 
an employee who entered the position in question on November 1, 1987, would 
receive a progress review the end of February or the beginning of March, 
1988, i.e., halfway between November 1, 1987, and June 30, 1988, the end of 
the performance rating cycle. 

3. Rating and Reviewing Officials 

When a United States Attorney or the Director, Executive Office is the 
rating official, he/she shall also serve as the reviewing official since 
there is no higher official in the organization for purposes of this 
section. It is suggested, however, that whenever possible, the United 
States Attorney or the Director, Executive Office not act as both rating 
and reviewing official. Whenever intermediate supervisors exist, they 
should act as rating or reviewing official, as appropriate. 

4. Performance Ratings 

a. Although a tentative rating of record may not be communicated to 
the employee until after higher level of review, as discussed in the 
Order, it is recommended that the rating official give the employee the 
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3-2.430 TITLE 3-EOUSA CHAP. 2 

opportunity to provide input, which the rating official should consider 
in arriving at a tentative rating. 

b. Final appraisals shall be filed on the left-hand (temporary) side 
of the employee's Official Personnel Folder (OPF). When a rating is 
increased as the result of a successfully pursued grievance or other 
proceeding, the amended rating shall be placed in the OPF in lieu of the 
contested rating. 

5. Details and Temporary Promotions within the Department 

a. If an employee is detailed or temporarily promoted within the 
Department, and when it becomes apparent that the assignment will last 
at least 90 days, written elements and standards shall be provided to 
the employee as soon as possible (after employee participation and 
approval by the reviewing official, if possible). The Order requires 
that elements and standards be provided to the employee no later than 30 
days after the beginning of the detail or temporary promotion if the 
assignment is expected to last 120 days or longer. 

b. The reviewing official shall approve the interim rating prior to 
formal communication to the employee, if possible. 

6. Actions Based on Less Than Fully Successful Performance 

At any time during the year when a supervisor concludes that the employ­
ee's performance is below fully successful, the supervisor must: advise 
the employee of specific shortcomings between observed performance in the 
critical element(s) under scrutiny and the performance standard(s) asso­
ciated with the particular element(s); provide the employee with a full 
opportunity to explain the observed deficiencies; and prepare a memoran­
dum-for-the-file summarizing the above discussions, with a copy to the 
employee. For minimally satisfactory performance, the supervisor shall 
also consider counseling, training, supervising the employee more close­
ly, or providing other assistance to help the employee bring his/her 
performance up to an acceptable level. Exactly what steps should be taken 
depend on the circumstances of the case. Actions to be taken for unaccepta­
ble performance are adequately addressed in the Order. 

C. Performance Rating Grievances: 

Attorneys and non-attorneys in the Offices of the United States Attor­
neys (OUSAs) and EOUSA, except members of the Senior Executive Service 
(SES), who wish to contest a performance rating or any aspect of a perfor­
mance rating must adhere to the following material. Department of Justice 
Order 1771.1B and instructions issued by the Office of Attorney Personnel 
Management also apply to attorney personnel. 

The Director, EOUSA has overall responsibility for the performance 
rating grievance system for all non-SES, attorneys and non-attorneys in 
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EOUSA and OUSAs. The Director may delegate all or a portion of the respon­
sibility to a designee. 

1. 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 unrea­
sonable costs to the Government, the EOUSA can require that the employee 
select another representative. 

2. Extensions of Time: The Director, EOUSA, or designee, may grant 
an extension, not to exceed ten calendar days, of each time limit stated 
in the following. 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, EOUSA, or his/her 
designee. 

3. Use of Official Time: The employee and his or her representative 
(if a Department employee) are entitled to a reasonable amount of offi­
cial 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, 
EOUSA, or designee. 

4. Submission of Grievances: 

a. 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 re­
ceipt of the official appraisal. 

b. The rating official must furnish a written reply to the employ­
ee'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. 

c. 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 
EODSA, or designee, received 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. 

d. The record consists of the employee's comprehensive state­
ment, the rating official's reply, the final statement, and the 
attachments to these submissions. 
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U. S. Department of Justice 

Executive OJJice for United Slates Attorneys 

Office of Ihe Director 	 Washington, D. C. 20530 

November 30, 1995 

TO: Holders of United states Attorneys' Manual 
Title 3. 

FROM: Executive Office for united states Attorneys 

Director 


RE: Performance Management 


NOTE: 1. This is issued pursuant to USAM 1-1.521. 


2. Distribute to holders of Title 3. 

3. Insert in front of USAM 3-2.430. 

AFFECTS: 	 USAM 3-2.430 

PURPOSE: 	 This Bluesheet updates and revises the policy for 
evaluating employee performance as a result of Public 
Law 103-89, PMRS Termination Act of 1993; and a 
Department-approved exception to DOJ Order 1430.3A to 
implement a streamlined performance appraisal system. 

*** NOTE: USAM 3-2.430, 	sections A and B, are 
replaced by the following guidance. (Other sections 
of 3-2.430 remain unchanged). *** 

3-2.430 Performance Management 

Other Reference(s} : 	 DOJ Order(s} 1430.3A, and 1771.1B 
5 C.F.R., Partes} 430 and 771 
APHI 430 
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A. Performance Appraisal for Attorneys and Non-attorneys: 

1. Employee coverage. All United states Attorneys' office 
(USAO) and Executive Office for United states Attorneys (EOUSA) 
employees are covered by the provisions of this section except 
for the following: 

a. Senior Executive Service employees; 

b. positions filled by Noncareer Executive Assignments; 

c. Employees for which employment is not reasonably 
expected to exceed 120 calendar days in a consecutive 12 month 
period; or 

d. Positions otherwise specifically excluded by law or 
regulation. 

2. Responsibilities 

a. The united States Attorney is the highest level of 
review for the purpose of establishing Performance Work Plans 
and evaluating performance. 

b. The Director, Executive Office for United states 
Attorneys (EOUSA) is considered the highest level of review in 
the EOUSA, and is responsible for the resolution of all 
performance grievances. 

3. Appraisal Periods. Appraisal periods for USAO and EOUSA 
employees are the following: 

.. 

.". Appraisal,.periods .. ".. 

For: Rating Period: 

Assistant United States Attorneys 
(AUSAs) 

January 1 through December 31 

Supervisory and Senior Litigation 
Counsel AUSAs 

November 1 through October 31 

Non-Attorney Staff April 1 through March 31 

GS Attorneys July 1 through June 30 

MINIMUM APPRAISAL PERIOD I 90 DAYS 

4. Rating and Reviewing Officials. 

a. Assignment of responsibility as a rating or reviewing 
official is determined by the United states Attorney or the 
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Director, Executive Office for United states Attorneys, as 
appropriate. Generally, responsibility as a rating official 
should be assigned to the lowest practical supervisory level 
within the organization. Similarly, responsibility as a 
reviewing official should be assigned to the lowest practical
level above the rating official. 

b. When the United states Attorney or the Director, 
Executive Office for united states Attorneys, is the rating
official, slhe shall also serve as the reviewing official. 

5. Performance Work Plans. A Performance Work Plan (PWP) 
will be developed for each covered employee containing one or 
more critical performance elements. Non-critical performance 
elements may not be included. Employee input is strongly 
encouraged in developing PWPs. 

a. Mandatory Performance Elements. In order to ensure that
major management programs and objectives are consistently and 
systematically administered, groups of positions may be 
required to contain specific performance elements. Rating 
officials will incorporate mandatory performance elements into 
the work plans of covered employees. 

AN

See APRI 430 for a 
listing of positions for which specific performance elements 
are required, and recommended performance standards. 

b. Performance Standards. 

(1). Each performance element must include a written 
standard of performance that defines the rating official's 
expectations for successful performance in such terms as 
quality of work, quantity of work, timeliness, individual or 
group goals and objectives, or in other such terms that are 
appropriate to the position. This constitutes the "Meets 
Expectations" level. Wherever possible, performance 
standards should address organizational objectives, goals, 
and other results-based performance evaluation criteria. 

(2). In addition to performance standards that define 
management expectations for successful performance, 
performance standards may also be written at the next higher 
level, Le., at the "Substantially Exceeds Expectations" 
level, under limited circumstances. Written performance 
standards may be developed at this level only when they will 
promote management goals and objectives by communicating, in 
writing, an exceptionally high level of performance. A 
written standard at the "Substantially Exceeds Expectations" 
shall include specific quality and quantity standards, or 
definition of specific organizational objectives, that 
clearly distinguish performance at this level from 
performance at the "Meets Expectations" level. 
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(3). Performance standards may not be written at the "Fails 
to Meet Expectations" level. 

c. Work Plan Review. Each PWP completed by the rating 
official will be approved by the official designated as the 
reviewing official in advance of the plan being communicated 
to the employee. 

6. Progress Reviews. At least one formal progress review 
will be held during the appraisal cycle. At the progress review, 
the employee's accomplishments relative to each performance 
element will be discussed. The employee and the rating official 
will sign and date the employee's performance work plan to 
document the completion of each formal progress review. 

7. Formal Appraisal of Performance. Rating officials should 
collect information regarding each employee's performance 
sUfficiently in advance of the end of the appraisal cycle to 
ensure a completed, approved, formal appraisal of performance is 
issued within 30 days following the end of the rating cycle. 
Employee input should be encouraged to ensure all relevant 
accomplishments are considered by the rating official. 

a. Assignment of performance element rating levels. The 
rating official will evaluate actual employee performance in 
comparison with defined expectations for successful 
performance for each performance element, and assign one of 
the following rating levels: 

(1). "Fails to Meet Expectations" for fulfilling management 
objectives and organizational goals; 

(2). "Meets Expectations" for fulfilling management 
objectives and organizational goals; or 

(3). "Substantially Exceeds Expectations" for fulfilling 
management objectives and organizational goals. 

b. In assigning each performance element rating level, the 
rating official will take into account the strengths and 
weaknesses of the employee's performance. A judgment will be 
made by the rating official of the performance element rating 
level that best represents the employee's performance as a 
whole as compared against the defined performance element 
standards as a whole. 

c. Documentation of performance element rating levels. No 
additional narrative is required to document employee 
performance that meets an established, written, performance 
standard; e.g., at the "Meets Expectations" level. A written 
narrative is required whenever performance is rated at a level 
for which written performance standards have not been 
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established; e.g., at the "Fails to Meet Expectations," or 
"Substantially Exceeds Expectations" level. In such cases, 
the rating official must provide a brief narrative of the 
employee's actual performance that serves as a basis for the 
rating determination. 

d. Determination of overall rating level. An overall 

rating level will be derived as follows: 


(1). "Unacceptable." Performance in one or more critical 
elements fails to meet standards for successful performance. 
This is a Levell rating as defined by 5 C.F.R. § 430.208. 

(2). "Meets Expectations." Performance meets, or 
marginally exceeds, standards for successful performance. 
This level is appropriate when less than a majority, i.e., 
50% or less, of all elements are rated at the "Substantially 
Exceeds Expectations" level. This is a Level 3 rating as 
defined by 5 C.F.R. § 430.208. 

(3). "Substantially Exceeds Expectations." A majority, 
i.e., more than 50%, of the total number of elements are 
rated at the "Substantially Exceeds Expectations" level. 
This is a Level 5 rating as defined by 5 C.F.R. § 430.208. 

e. Approval by reviewing official. Completed ratings of 
record must be reviewed and approved by the reviewing official 
before they are communicated to the employee. 

8. Details and Temporary Promotions within the Department 

a. written performance elements and standards shall be 
provided to an employee who is detailed or temporarily 
promoted within the Department for more than 90 days. 
Elements and standards shall be provided to the employee no 
later than 30 days after the effective date of the detail or 
temporary promotion. 

b. The reviewing official shall approve the interim rating 
prior to formal communication to the employee. 

9. Actions Based on Less Than Fully Successful Performance. 
Whenever a supervisor concludes that an employee's performance is 
not acceptable and would cause one or more performance elements 
to be evaluated at the "Fails to Meet Expectations" level, the 
supervisor must: 

a. Advise the employee of specific shortcomings between 
observed performance in the element(s) under scrutiny and the 
performance standard(s) associated with the particular 
element(s); 
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b. Provide the employee with a full opportunity to explain 
the observed deficiencies; and 

c. Prepare a memorandum-to-the-file summarizing the above 
discussions. The employee shall be provided a copy. 
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u.s. Department of Justice 

Executive Office (or United States Attorneys • 
OfflCC 0( tbe Director 	 Washiniton. D.C. 20530 

July 31, 1995 

TO: 	 Holders of united states Attorneys' Manual 
Title 3. 

FROM: 	 united states Attorneys' Manual Staff 
Executive Office for united states Attorneys 

_ ., /'.~ ', ' I I 
. (J . " 

!< 
-

, ... ~/ f..--i' ;:1:2"",· c 

arol DiBattiste 


Director 


RE: 	 Revisions to the Procedures for Performance 
Rating Grieyances 

NOTE: 1. This is issued pursuant to USAM 1-1.521. 

2. 	 Distribute to all holders of Title 3. 

3. 	 Insert in front of USAM 3-2.430. 

AFFECTS: 	 USAM 3-2.430 C. 

PURPOSE: 	 The attached bluesheet revises the procedures for 
processing performance rating grievances submitted 
by all attorneys and non-attorneys in the 
united states Attorneys' Offices, and all 
attorneys and non-attorneys, except for SES 
members, in the Executive Office for United states 
Attorneys. 

*** 	 NOTE: The following replaces section 3-2.430 C. 
in your United states Attorneys' Manual: 

3-2.430 C. Performance Rating Grievances 

Other reference(s): DOJ Order 1771.1B, or, if applicable, its 
replacement Order: 

OAPM Memorandum 94-8-A, or, if applicable, 
its replacement memorandum: 

5 C.F.R. Part 771. 
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Attorneys and non-attorneys in the United s t ate s Attorneys' 
Offices (USAOs), and attorneys and non-at torneys, except members 
of the Senior Executive Service (SES), in the Executive Office 
for united States Attorneys (EOUSA), who want t o c ontest a 
performance rating must adhere to the fol l owing p rocedures. 

The Director, EOUSA, is responsible fo r de c iding performance 
rating grievances submitted by all attorneys a nd non-attorneys, 
except members of the SES, in the USAOs and the EOUSA. The 
Director may delegate all or a por tion of the r esponsibility to a 
designee. The designee may not be an official who was involved 
in rating the employee's performance or an official who is 
subordinate to an official who was involved in rating the 
employee's performance. 

1. The Official Record: The employee's comprehensive 
statement (grievance), the rating official's response, the 
employee's reply to the rating official's response, and the 
attachments to these submissions, will comprise the official 
record. The review by the Director, or her designee, will be 
limited to the official record and will include only evidence 
which directly relates to the employee's performance. The 
employee is not entitled to a hearing or oral response. 

a. The employee must deliver his performance rating 
grievance to the Director, or her designee, and the rating 
official, within 30 calendar days after the employee 
receives the official rating. Th e grievance must include a 
comprehensive statement explaining the reasons why the 
performance appraisal, or any part thereof, should be 
changed, the relief being sought by the employee (see infra 
paragraph 7 which discusses the relief the Dir ector is 
authorized to provide to the employee), a copy of the 
contested appraisal which has been signed by all the 
parties, as well as any other supporting documentation. 

b. The rating official may s ubmit a written response, 
including supporting documentation , to the Director, or her 
designee, and to the employee, wit hin 20 calendar days after 
the receipt of the grievance by the Director, or her 
designee. 

c. The employee may submit a reply to the rating 
official's response to the Director, or her designee, and 
the rating official, within ten calendar days after the 
receipt of the rating official's response by the Director, 
or her designee. 

2. Extensions of Time: The Director, or her designee, may 
grant an extension, not to exceed ten cale ndar days , of each time 
limit specified above in paragraph 1. All part i e s will be 
notified in writing of any extensions. A request for an 
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extension of time that is untimely may be rejected by the 
Director, or her designee. 

3. Representation: An employee who contests his 
performance rating has the right to be assisted and/or 
represented by an individual of his choice, including another 
employee of the Department. 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 a different representative. 

4. Use of Official Time: The employee and his 
representative, if the latter is an employee of the Department, 
are entitled to a reasonable amount of official time to prepare 
the written sUbmissions. Arrangements for the use of official 
time must be coordinated by the employee(s) with the appropriate 
supervisor(s). Usually a reasonable amount of time should not 
exceed eight hours. In the event of a disagreement as to what 
constitutes a reasonable amount of time, the determination will 
be made by the Director, or her designee. 

5. Fact Finding: If the Director, or her designee, 
determines that it is appropriate and necessary, the Director, or 
her designee, may engage in fact finding. 

6. Employee's Burden: In order to prevail, the employee 
must demonstrate to the satisfaction of the Director, or her 
designee, that the appraisal, or any part thereof, should be 
changed. 

7. Decision: The Director, or her designee, has the 
authority to increase an overall rating if the ratings on the 
individual elements merit such an increase pursuant to the 
instructions provided on the Performance Appraisal Record, 
increase an individual element rating, remove remarks, leave the 
rating unchanged, or return the record to the rating official for 
further consideration, in which case the Director, or her 
designee, will issue a final decision following such further 
consideration. 

The Director, or her designee, will issue a written decision 
usually within 45 days after submission of the employee's reply 
to the rating official's response, or the deadline for the 
submission if the employee chooses not to submit the response. 
The Director's decision is final and not subject to further 
consideration or review within the Department. 
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5. Review Committee: The final decision on all grievances will be 
made by the Director of the EOUSA, or designee. The Review Committee 
will make a recommendation to the Director based solely on the record. 
There is no right to an oral presentation before the Committee. Howev­
er, if a majority of the Committee determines that it is necessary, the 
Committee may engage in fact-finding. 

a. The Committee will consist of at least three members includ­
ing: 

(l) The Associate Director for Administrative Services, EOUSA, 
or designee. 

(2) A Department employee, including any attorney, designated 
by the employee. If the employee's choice of representative cre­
ates a conflict of interest or gives rise to unreasonable costs to 
the Government, the Director of the EOUSA, or designee, can re­
quire 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. 

(3) The Legal Counsel, EOUSA, or designee. 

All members of the Committee must be currently employed by the Depart­
ment 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. 

b. 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: 

(1) Adjust the overall rating; 

(2) Adjust one or more individual element ratings; 

(3) Remove one or more remarks; 

(4) Leave the overall rating, individual element rating(s) 
and/or remark(s) unchanged; or 

(5) Return the record to the rating or reviewing official for 
further consideration. 

c. 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 Commit­
tee and the Committee will prepare a written recommendation to the Di-
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U. S. Department of Justice 

ueculive Office for Unized SUUes AllOmeys 

Office of the Director 	 WasJUng/()fI, D.C. 20530 

May 16, 1995 

TO: Holders of United states Attorneys' Manual Title 3. 

FROM: 	 united states Attorneys' Manual Staff 

Executive Office for United states Attorneys 


~~~
Director 

RE: Delegation of Authority for Performance Based Actions 

NOTE: 1. 	 This is issued pursuant to and EXPIRES unless 
reissued or incorporated pursuant to USAM 
1-1.521. 

2. Distribute to holders of Title 3. 

3. Insert 	in front of USAM 3-2.451. 

AFFECTS: 	 USAM 3-2.432 

PURPOSE: 	 This Bluesheet clarifies current policy on 
united States Attorneys' authority to propose 
performance based actions related to Assistant united 
states Attorneys. 

*** NOTE: section 432. is added to USAM 3-2. 
Other sections of 3-2. remain unchanged. *** 

A. Delegation of Performance Based Actions Authority: 

Effective March 3, 1995, the principal Deputy Director, 
Executive Office for united states Attorneys (EOUSA), the Deputy 
Director for Administrative services, EOUSA, and each 
United states Attorney is delegated authority to propose 
performance based actions against Assistant United states 
Attorneys (AUSAs). Authority to issue final decisions relating 
to proposed performance based actions is not redelegated. 
Additionally, the Director, EOUSA, will retain authority to 

BS# 3.025 


U. S
. A

TTORNEYS M
ANUAL 1

98
8



determine whether to terminate temporary or trial period 
appointments of AUSAs, and whether an AUSA's temporary 
appointment will not be converted to a permanent appointment when 
it expires. 

Under this delegation of authority, United states Attorneys 
may propose removals under 5 U.S.C. Chapter 43 for failure to 
meet the minimally satisfactory level of performance for one or 
more critical elements in an AUSA's p erformance work plan. 
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U.S. Department of Justice 

Executive Office for United States Attorneys 

Office of the Director 	 WashillKton, D.C. 20530 

February 17, 	1994 

TO: Holders of United states Attorneys' Manual Title 3. 

FROM: ited states Attorneys' Manual Staff 
d States Attorneys

MOs~lc"o 

ecutive Of '~~~~~

RE: Limitations on the Granting of Quality Step Increases 

NOTE: 1. 	 This is issued pursuant to and EXPIRES unless 
reissued or incorporated pursuant to USAM 1-1.521. 

2. Distribute to holders of Title 3. 

3. Insert 	in front of USAM Title 3-2.451. 

AFFECTS: 	 USAM 3-2.451 

PURPOSE: 	 This Bluesheet changes the limitations on the granting 
of Quality Step Increases. 

***NOTE: sections (a). of USAM 3-2.451, (C) 2.(a) is 
replaced by the following guidance. Other sections of 
3-2.451 are not affected.*** 

3-2.451, (C) 2. (a) Incentive Awards 

a. The employee has not received another QSI within the 
preceding 52 calendar weeks nor a sustained Superior Performance 
(SSP) award within the last six (6) months. If a SSP was 
received within the past 6 to 12 months, the QSI recommendation 
must be based on a different performance rating period; and 
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. rector, or designee. Any Conunittee member may write a dissenting opinion 
which will be forwarded to the Director, or designee. 

6. Decision: 

The Director of the EOUSA, or designee, will make the final decision 
on the performance grievance after reviewing the Conunittee' s reconunen­
dation. All parties will be notified in writing of the final decision. 

3-2.451 Incentive Awards 

Other reference(s): 	 DOJ Order(s) l451.1A 

FPM Chapter(s) 451, FPM Supplement 451-1 

5 C.F.R., Part 451 


Additional references may be identified within the text of the resource (s) 
cited above. 

A. Awards: 

The Department of Justice has an institutionalized awards program de­
signed to recognize and reward superior performance by its employees. The 
awards program for U.S. Attorney personnel is administered by the Execu­
tive Office for U.S. Attorneys (EOUSA). The Director, EOUSA, solicits 
nominations for Special Conunendation Awards, the Director's Award for 
Superior Performance as an Assistant U.S. Attorney, the Director's Award 
for Outstanding Performance in a Litigation Support or Managerial Role, 
and the Director's Award for Equal Employment Opportunity. Unsuccessful 
nominees for the Attorney General's Awards are considered with other nomi­
nees for Special Conunendation and Director's Awards. 

Cash awards, except for Quality Step Increases, are not part of the 
basic compensation of an employee. They are, however, subject to withhold­
ing tax. 

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. 

B. The Director's Awards: 

Nominations for the four Director's awards are solicited annually. 

1. Special Commendation Award: 

This award recognizes achievements which do not meet the criteria of the 
Attorney General's awards, but surpass the standards set for lesser 
awards. To be eligible for recognition, achievements or contributions 
must show one of the following: 
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3-2.451 TITLE 3-EOUSA CHAP. 2 

a. A significant act, service, or achievement that materially con­
tributes 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 indi­
vidual 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 
of 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 Assistants 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 

b. In addition, the nominee should have distinguished himself/her­
self by a significant act or series of related acts that materially 
contribute to the successful accomplishment of the u.S. Attorney's 
functions and duties. 

c. The number of Assistants receiving this award normally will not 
exceed one percent of the total number of Assistant u.S. Attorneys in 
anyone year. 

3. The Director's Award for Outstanding Performance in a Litigation 
Support or Managerial Role: 

This award recognizes outstanding achievements by attorney and non­
attorney personnel serving in a litigation support or managerial role and 
not personally responsible for the preparation or presentation of litiga­
tion 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 difficult situations, significantly bene­
fiting 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. 
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4. The Director's Award for Equal Employment Opportunity: 

This award is designed to recognize the most significant contribu­
tion ( s) to the Equal Employment Opportunity Program (EEOP) of a particular 
U.S. Attorney's Office, the EOUSA, or the Bureau as a whole. 

A nomination may be made for any manager, employee, or group of employ­
ees in two categories: (1) attorney, and (2) non-attorney. The nomina­
tions will be based on significant contributions to the EEOP in such areas 
as leadership, training, recruitment, conciliation, and/or any other ac­
tivity that creates/enhances employment opportunities for women, minori­
ties, and individuals with handicapping conditions. 

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. 

c. Quality Step Increases: 

This award may be given to no more than 25 percent of an office's non­
attorney staff in anyone fiscal year. 

1. To be considered for a Quality Step Increase (QSI) the following 
criteria must be met: 

a. 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; 

b. The performance rating must be based on the employee's current 
position; and 

c. The performance 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: 

(1) that a supervisor/employee relationship exists; and 

(2) that a sufficient amount of time has elapsed for the employ­
ee to fully perform the duties of the position. 

2. The granting of a QSI is subject to the following limitations: 

a. The employee has not received a QSI or Special Achievement 
Award for Sustained Superior Performance within the preceding 52 
calendar weeks; and 

b. At the time the QSI becomes effective, the employee is expected 
to remain for at least 60 days, in the same position and at the same 
grade level, after the effective date of the QSI. 
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3-2.451 TITLE 3-EOUSA CHAP. 2 

3. A QSI is not appropriate when: 

a. The employee is nearing retirement or separating from federal 
employment and would benefit for only a limited period; 

b. The employee is about to receive or just received a promotion 
which included consideration of the high level of performance the QSI 
would recognize; 

c. The employee is serving on a detail to another position; 

d. The employee is transferring to another position either within 
or outside the Department; and 

e. The employee's contribution is so significant that a large 
lump sum payment would be more fitting recognition than a smaller, 
continuing benefit. 

D. Special Achievement Award: 

Special Achievement Awards may be given to an employee or group of 
employees. The number of awards that may be given in any fiscal year is 
limited to no more than 10 percent of the office's total authorized full­
time permanent staff. 

E. Senior Litigation Counsel: 

1. 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 qualify, 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 systein; 

b. When nominated, be at a salary at least equivalent to the GS-15, 
step 1; 

c. Be recognized as an outstanding litigator in the federal court 
system as demonstrated by awards, letters of commendation, press cover­
age, 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; 

e. Be responsible for the in-office training of Assistants less 
knowledgeable 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 
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intention of being available, when it will not interfere with assigned 
caseload, to serve as a rotating faculty member of the Attorney Gener­
al's Advocacy Institute. 

2. Upon designation as a Senior Litigation Counsel, the Assistant may 
be eligible for a pay increase of up to 6% of his or her current salary. 
However, in no case may this increase cause the Assistant's per annum 
salary to exceed that of the established pay cap. This pay increase will 
not affect the Assistant's anniversary date for annual administrative pay 
increases. 

3. It is expected that women and minority attorneys will be given an 
equal opportunity to obtain the requisite skills and qualifications neces­
sary for such positions and that they will be given an equal opportunity to 
be considered for such positions. 

4. Assistants selected to serve as Senior Litigation Counsel are to 
have the following' 'weighted critical elements" included in their per­
formance workplans: 

a. "Under the general direction of the U. S. Attorney, assumes com­
plete responsibility for the preparation and presentation at the trial 
level of complex or difficult cases, often involving significant or 
novel issues." 

(1) Fully Successful: Demonstrates a creative style and ability 
in complex and sophisticated matters working under the general di­
rection of the U.S. Attorney, to: 

(a) Develop appropriate legal theories and plans; 

(b) Organize, prepare and direct investigations and proceed­
ings leading to litigation; 

(c) Effectively represent the United States' interest at all 
stages preliminary to trial; and 

(d) As appropriate, coordinate a team in carrying out above 
functions. 

(2) Excellent: In addition to the standard for' 'Fully Success­
ful, " is considered a subject-matter expert regarding specific ar­
eas of the law and is often consulted for advice by other U.S. 
Attorney offices and/or the Department's legal divisions. Is occa­
sionally 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 responsi­
bility for the development and implementation of a litigation-oriented, 
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'in-house' trailling program for the district's less knowledgeable at ­
torneys. ' , 

(1) K~Successful: Identifies training needs, designs train­
ing 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 un­
derstanding of sUbstantive issues and best use of staff expertise and 
talent. 

(2) Excellent: Identifies training needs and designs a program 
that reflects imaginative use of teaching methods appropriate to 
subject and objectives, incluQlng use of video, demonstrations, and 
other alternatives to the lecture format. Presentations include 
experts, judges, and others from outside the office. 

19

5. Any perfonnance appraisal effected 120 days or more after an Assis­
tant is selected as a Senior Litigation Counsel is to contain an explicit 
evaluation of the above "weighted critical 

NU

elements." Any Assistant 
selected to be a Senior Litigation Counsel is expected to be rated at least 
at the' 'Fully Successful" level in these elements in order to remain in 
the program. 

3-2.511 Classification Under the General Schedule 

Other reference(s): 	 DOJ Order(s) 1511.1A, 1511.4B, and 1511.6 
FPM Chapter(s) 511 
5 C.F.R., Part 511 
28 C.F.R., Part(s) 0.131, 547 

Additional references may be identified within the text of the resource(s) 
cited above. 

A. United States Attorneys and Assistant United States Attorneys: 

U. S. Attorneys 

ATT

ana Assistant Uni ted States Attorneys are not covered by 
the Classification Act of 1949. Consequently, they do not have 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 who have supervisory responsibili ­
ties. Thus, Assistant U.S. Attorneys are assigned numbers, similar to 
position description numbers, which reflect their functional specialties. 

The Personnel Staff, Executive Office for U. S. Attorneys, has developed 
the following mandatory position description numbers. These numbers are 
to be used when an Assistant is working predominantly, not necessarily 
exclusively, on the type of matters indicated. 

Function 
Position Description 

Number 

Criminal Attorney P129CRM8 
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U.:S. Department of Justice 

Executive Office for United St:lt C) .\ttorn~ys 

Office of the Director 	 Washington, D.C. 20530 

June 24, 1992 

TO: Holders of United states Attorneys' Manual Title 3. 

FROM: 	 United states Attorneys' Manual Staff 

Executive Office for united states Attorneys 


~au
0

rence S. McWhorter 

,.. ..,irector 
1

RE: Classification Under the General Schedule 

NOTE: 1. 	 This is issued pursuant to and EXPIRES unless 
reissued or incorporated pursuant to USAM 1-1.521. 

2. Distribute to holders of Title 3. 

3. Insert 	in front of USAM 3-2.511. 

AFFECTS: 	 USAM 3-2.511 A. 

PURPOSE: 	 This Bluesheet replaces out-of-date information in USAM 
Title 3-2 regarding united States and Assistant United 
states Attorney position numbers. 

*** NOTE: Section A. of USAM Title 3-2.511 is 
replaced by the following guidance. section B. 
of 3-2.511 	remains unchanged. *** 

A. United 	states Attorneys and Assistant United states Attorneys: 

United states Attorneys and Assistant United states Attorneys 
do not have position descriptions because they are not covered by 
the Classification Act of 1949. The Executive Office for United 
states Attorneys, however, assigns a position number, similar to 
a position description number, to each United states Attorney 
and Assistant United states Attorney position, to indicate the 
position's supervisory, Senior Litigation Counsel (SLC) or non­
supervisory/non-SLC responsibilities, as well as its functional 
area of responsibility (e.g., Criminal or Civil). Position 
numbers are listed in the united states Attorneys' Administrative 
Procedures Handbook. 

* u.s. G.P.O.:1992-312~344:60220 
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Function 
Position Description 

Number 
Civil Attorney P129CIV8 
Criminal/Civil (General) Attorney P129GEN8 
Collections Attorney P129COLB 
Drug Task Force Attorney P129DTFB 
Tax Prosecution Unit Attorney P129TPU8 

Some offices may have attorneys who predominantly handle even more or 
other specialized areas such as lands, general tax, civil rights, or 
appellate matters. For those offices, the following additional standard 
posit.l..on description numbers have been established. Use of these numbers 
is optional. 

Function 
Position Description 

Number 
Civil Rights Attorney P129CVR8 
Appeals Attorney P129APLB 
Land/Environmental Protection Attorney P129LDN8 
Tax Attorney P129TAX8 

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 option­
al position description is changed from' 'B" to "1." 

The following position description numbers are mandatory: 

Function 
position Description 

Number 
First Assistant/Chief Assistant/Executive Assis­
tant/Administrative Assistant P129AAl 
Senior Litigation Counsel P129SLC8 

B. Delegated Classification Authority: 

Certain u.S. Attorneys have been delegated classification authority. 
As the perimeters of the delegations vary, a specific letter is transmitted 
detailing the scope of authority. Any action effected is to comply fully 
with Office of Personnel Management Position Classification Standards. 

3-2.512 Job Evaluation Under Federal Wage System 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 512 
5 C. F . R., None 

Additional references may be identified within the text of the resource (s) 
cited above. 

(Reserved) 

3-2.530 Pay Rates and 	Systems (General) 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 530 
5 C.F.R., Part 530 
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Additional referenct:!s may be identified within the text of the resource (s) 
cited above. 

(Reserved) 

3-2.531 Pay Under the 	General Schedule 

other reference(s): 	 DOJ Order(s) 1530.3A, 1531.1B 
FPM Chapter(s) 530, 531 
5 C.F.R., Partes) 530, 531 

Additional references may be identified within the text of the resource (s) 
cited above. 

A. Within-Grade Salary Increases: 

If the immediate supervisor feels that an employee's performance does 
not or may not meet an acceptable level of competence, the Personnel 
Office, Executive Office for U.S. Attorneys should be contacted for tech­
nical guidance. 

B. Quality Step Increases: 

Quality step increases may be given to no more than 25 percent of an 
office's non-attorney staff in anyone year. 

3-2.532 Pay Under Prevailing Rate Systems (Reserved) 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 532, FPM Supplement(s) 532-1 and 
532-2 
5 C.F.R., Part 532 

Additional references may be identified wi thin the text of the resource (s) 
cited above. 

(Reserved) 

3-2.534 Pay Under Other Systems 

Other reference(s): 	 DOJ Order(s) 1540.1A 
FPM Chapter(s) 534 
5 C.F.R., Part 534 and Section 531.409 
2 8 U. S . C. §§ 54 1, 54 6, 54 8 

Additional references may be identified within the text of the resource (s) 
cited above. 

A. Administrative Basic Compensation: 

1. United States 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 salary increases 
(Administrative Pay Increases). 
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2. Court-Appointed united States 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 after the new 
Presidentially-appointed U. S. Attorney has entered on duty, the following 
rules apply: 

a. An Assistant returning to the same position, either supervisory 
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 supervi­
sory from a non-supervisory position, or to a higher supervisory posi­
tion) shall be governed by rules of supervisory promotions, in addition 
to what he/she would have received had he/she not served as U.S. Attor­
ney. 

3. Supervisory Assistant U.S. Attorneys 

Supervisory Assistant U.S. Attorneys generally are recruited from the 
ranks of regular Assistants 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 increas­
es. 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 recogni­
tion of any supervisory promotions. 

If supervisory Assistant United States Attorneys are recruited from 
outside the Department, the starting salary pay scale for regular Assis­
tants based on experience will apply, but the Executive Office will recog­
nize an increase in recognition of the supervisory responsibility. 

Under these provisions, an Assistant United States Attorney shall not be 
promoted to a salary which exceeds the established pay cap. 

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 the identified 
skills. 
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The managerial skills of each nominee for a supervisory posi tion must be 
defined with reference to each of the following activities: 

a. Those which reflect the ability to respond to the general public 
and client agencies; 

b. Those which reflect the ability to establish and maintain rela­
tionships 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 struc­
tures and processes necessary to carry them out; 

d. Those which reflect the ability to insure that people are appro­
priately employed and dealt with fairly and equitably; and 

e. Those which reflect the ability to insure that plans are imple­
mented and that appropriate results are achieved. 

A Request for Personnel Action (SF-52), and a narrative description of 
the Assistant's managerial qualificat ions should be submitted to the Exec­
utive Office for United States Attorneys whenever an Assistant is recom­
mended 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 United States Attorneys are eligible for annual 
salary increases in the amounts indicated in the memorandum entitled 
, 'Hiring and Promotion of Assistant United States Attorneys.' , 

4. Assistant United States Attorneys 

Starting salaries f8r regular Assistant U.S. Attorneys are determined 
based on guidance contained in the annual memorandum entitled' 'Hiring and 
Promotion of Assistant U. S. Attorneys." 

B. Administrative Salary Increases: 

Assistant United States Attorneys are compensated under an "adminis­
tratively determined' , pay system which provides for annual pay increases 
called Administrative Pay Increases (APIs). These increases are in lieu of 
both the periodic promotions and within-grade increases received by De­
partment attorneys paid according to the General Schedule. 

The following tenets apply to Assistant United States Attorneys' com­
pensation: 

1. United States Attorneys determine annually whether an Assistant 
receives an API; 
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2. There is a close linkage between performance and pay decisions, 
although United States Attorneys may exercise some discretion in making 
salary recommendations; 

3. Assistants who are rated Excellent should receive salary increases 
equal to or greater than Assistants in the same salary range rated Fully 
Successful; 

4. Normally, salary increases are effective the first pay period fol­
lowing the anniversary of the Assistant's last regular administrative pay 
increase. If the proposed effective date has "slipped" more than one 
month beyond the Assistant's initial entrance-on-duty (EOD) date wi thin a 
district, the United States 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: 

1. An attorney who transfers from one government agency to a United 
States 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. 

2. 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. 

3. 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 level, 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. 

The actual allowable increase that may be requested is published annual­
ly in a memorandum from the Director which addresses Assistant United 
States Attorneys' starting salaries and salary increases. 
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C. Performance Management and Recognition System: 

1. Position Coverage 

a. Public Law (P. L.) 98-615 dated November 8, 1984, established the 
Performance Management and Recogni tion System (PMRS) which replaced the 
Merit Pay System. Employees who are in positions classified in grades 
GS-13, GS-14, and GS-15 and who meet the definition of supervisor or 
management official as broadly defined in 5 U.S.C. § 7103(a)(10) and 5 
U.S.C. § 7103(a) (11) respectively are covered by PMRS and designated by 
the pay plan GM. 

b. Supervisor. Consistent with the provisions of 5 U.S.C. 
§ 7103(a)(10), supervisor is defined as an individual employed by an 
agency in a GS-l3, GS-14, or GS-15 position having authority in the 
interest of the agency to hire, direct, assign, promote, reward, trans­
fer, furlough, layoff, recall, suspend, discipline, or remove employ­
ees, 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 the consistent exercise of independent judgment, 
except that, with respect to any unit which includes firefighter or 
nurses, the term "supervisor" includes only those who 
devote a preponderance (51%) of their employment 

ANUAL 

individuals 
time to exercising such 

authority. 

c. Management Official. Consistent wi th the provisions of 5 U. S. C. 
§ 7103(a) (11), management official is defined as an individual employed 
by an agency in a GS-13, GS-14, or GS-15 position, the duties and 
responsibilities of which require or authorize the individual to formu­
late, determine, or influence the policies of the Department. 

d. Positions which require the exercise of supervisory responsibil­
ities that at least meet the minimum requirements for application of the 
Supervisory Grade-Evaluation Guide (SGEG), and positions which exer­
cise managerial functions delineated in the introductory section to 
SGEG are also covered by PMRS. 

e. Each employee identified as eligible for inclusion in the PMRS 
due to the nature of his/her position is to be advised of such determina­
tion via a memorandum from the office that classified the position. 
PMRS employees also shall be informed of and given access to DOJ Order 
1540.1A (the Order), Title 3 material related to the PMRS, and other 
relevant materials explaining the PMRS. An employee who disagrees with 
the determination that his/her position is subject to inclusion in PMRS 
is encouraged to resolve the disagreement informally. Failing informal 
resolution, inclusion in PMRS will be handled through the grievance 
procedure in accordance with Department of Justice Order 1771.1B (Au­
gust 30, 1982) and USAM Title 3, Employee Grievances. 
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2. Performance Award Pool Manager 

The Performance Award Pool Manager will ensure proper management of 
his/her Pool's performance ratings and equitable performance payouts as­
sociated with the ratings. Other functions and responsibilities of Per­
formance Award Pool Managers are discussed in the Order. The Director, 
Executive Office, or designee, will serve as the Performance Award Pool 
Manager. 

3 • PMRS Pool Board 

The Performance Award Pool Manager will establish a PMRS Pool Board, the 
functions of which are discussed in the Order. The Associate Director for 
Administrative Services, or designee, shall serve as Chair of the Pool 
Board. The actual structure and membership of the Pool Board will be 
determined by the Performance Award Pool Manager, except that the struc­
ture will parallel that of a Performance Standards Review Board, i.e., 
membership shall consist of at least six employees of the organization, at 
least half of whom must be PMRS competitive service employees, (see 5 
C.F.R.430.408(a)(l)). 

4. Performance Standards Review Board 

The Department's Performance Standards Review Board assesses the appro­
priateness of performance standards developed and used for Department PMRS 
employees, serves as an oversight body for the various PMRS Pool Boards and 
performs other functions discussed in the Order. The Pool Manager will 
nominate representatives to the Board annually in response to the Depart­
ment's sol ic itation. An individual should not be nominated two years in a 
row, to ensure fair representation. 

5. Unusually Outstanding Performance Award 

Nominations for Unusually Outstanding Performance Awards shall be ap­
proved by the Performance Award Pool Manager and staffed through the 
Director, Executive Office who is responsible for submitting same to the 
Department's Performance Standards Review Board. 

3-2.536 Grade and Pay 	Retention 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 536 
5 C.F.R., Part 536 

Additional references may be identified within the text of the resource(s) 
cited above. 

Priority Placement of 	Employees Entitled to Grade/Pay Retention Benefits 

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 payor grade 
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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 noncom­
petitively, 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 
to be considered automatically. If the employee is among the ' 'best quali ­
fied" 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 
Staffing Case File submitted to the servicing 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 of­
fer," the following conditions must be fulfilled: 

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

2. The offer must inform the employee that 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. 

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

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

5. The position is in 	the same commuting area. 

An employee whose grade/pay retention benefits are terminated for de­
clining a "reasonable offer' , may appeal the termination to the regional 
office of the 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. 

3-2.540 Performance Management and Recognition System 

Other reference(s): 	 DOJ Order(s) 1540.1A 
FPM Chapter(s) 540 
5 C.F.R., Part 540 
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Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.550 Pay Administration (General) 

Other reference(s): 	 DOJ Order(s) 1551.1C, 1551.3, 1551.4A, 1551.5 and 
1600.1 
FPM Chapter(s) 550, Supplement 990-2, Book 550 
5 C.F.R., Part 550 

Additional references may be identified within the text of the resource(s) 
cited above. 

A. Overtime: 

United States Attorneys or their designees are authorized to approve 
paid overtime for their non-attorney staffs. Payment for overtime is 
authorized only within the limits of their overtime budgets. 

The Executive Office for United States (EOUSA) makes a quarterly alloca­
tion of overtime funds to each U. S. Attorney's office based on estimates of 
overtime requirements within overall budgetary constraints. Estimates of 
overtime needs are requested from each office quarterly. 

Because overtime under 5 U.S.C. § 5542 must be approved in writing, 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 who are delegated authority to 
approve Time and Attendance Records should be delegated the authority to 
approve overtime. 

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. 

Overtime compensation earned while in travel status will be controlled 
by telling the employee when to travel 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. See DOJ Order 1500.2. 

B. Compensatory Time: 

It is the Executive Office policy that all employees must use compensa­
tory time prior to using annual leave. 

Any request to have forfeited compensatory time converted to overtime 
pay, by either an exempt or non-exempt employee, must be made by the 
employee via the supervisor, endorsed by the United States Attorney, and 
sent to the Director, Administrative Services, for a review of entitlement 
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and certification of availability of funds. Each request must include a 
statement by the employee that he/she desires to have the compensatory time 
converted to overtime pay. The supervisor must state the hours of compen­
satory time for which the employee is to be paid, the date(s) it was earned, 
and the hours forfeited, if any. 

TO expedite processing, copies of time attendance records for the pay 
period(s) in which compensatory time was earned and all subsequent pay 
periods, the earnings and leave statements for final pay period of the 
leave year in which the compensator is being forfeited and the first pay 
period of the following leave year, and SF-71 (s) referred to above must be 
submitted. Each request will be reviewed and approved requests will be 
forwarded to Payroll for processing. 

C. Time 	and Attendance Reports: 

Unless specifically authorized by the Director, EOUSA, only the U.S. 
Attorney may sign his/her own Time and Attendance Report, Form DOJ-296, as 
certifying official. 

D. Justice Earnings Statements: 

Office copies of OMF-44 must be filed in locked cabinets, accessible 
only to the U.S. Attorney, the administrative officer, individual(s) des­
ignated by the U.S. Attorney to 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. 

3-2.552 	 Judgment Offsets 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 552 
5 C. F " R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.571 	 Travel and Transportation for Preemployment Interviews and Re­
cruitment 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 571 
5 C. F . R., None 

Additional references may be identified within the text of the resource (s) 
cited above. 

(Reserved) 

Also see 	USAM 3-2.330 
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u.s. Department of Justice 

Executive Office for United States Attorneys 

Office of the Director 	 M6shintrf0n. D.C 20530 

March 19, 1992 

TO: Holders of united states Attorneys' Manual Title 3 

FROM: 	 United states Attorneys' Manual Staff 

Executive Office for united states Attorneys 


~_ Laurence S. McWhorter 

(J~Director 


RE: 	 united states Attorney Authority To Establish Hours of 
Duty 

NOTE: 	 1. This is issued pursuant to USAM 3-2 . 610. 
2. Distribute to Holders of Volume I, USAM. 
3. Insert in front of affected section. 

AFFECTS: USAM 3-2.610A. 

PURPOSE: This bluesheet sets forth a change in the delegation of 
authority to establish workhours. 

A. Office Hours of Operations 

Assistant Directors within the Executive Office for 
united 	states Attorneys and United states Attorneys are 
authorized to establish official office hours for their 
individual organizations. This authority includes the 
establishment 

. 

times) 
compressed 

AT

of both flexible (eight hours per day 
five days per week with variable starting and 

(e.g. four ten-hour days per week) work 
s chedules. 
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3-2.591 Allowances and Differentials Payable in Nonforeign Areas 

Other reference(s): 	 DOJ Order(s) 591 
FPM Chapter(s) 591 
5 C.F.R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.610 Hours of Duty 

Other References: 	 DOJ Order(s) None 
FPM Chapter(s) 610, FPM Supplement 990-2, Book 620 
5 C.F.R., Part 610 

Additional references may be identified within the text of the resource (s) 
cited above. 

A. Office Hours of Operations 

Assistant Directors within the Executive Office for United States At­
torneys and United States Attorneys are authorized to establish official 
office hours for their individual organizations. This authority includes 
the establishment of both flexible (eight hours per day five days per week 
wi th variable starting times) and compressed (e. g. four ten-hour days per 
week) work schedules. 

B. Holidays: 

Office heads 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 pay is charged to the district's overtime 
budget. 

Intermittent employees are not entitled to premium compensation for 
holidays. An intermitt.ent 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 (e.g., Special Assistant U.S. Attorneys who are 
appointed to work a specified number of days over a specific time period). 

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 
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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 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 Associate Director, Administrative Servic­
es, EOUSA. 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. 

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 payor compensato­
ry time off. Normal payment is all that may be received. 

C. Group Dismissals: (Also known as Administrative Leave) 

1. With the noted exception, the Director, EOUSA and u.S. Attorneys are 
authorized to grant absence from duty without charge to leave or without 
loss of compensation (otherwise known as administrative leave) consistent 
with sound management practices and the provisions of applicable FPM Chap­
ters and DOJ Order l630.lA. (Note: This authority is not delegated for 
dismissal of groups of employees in the Washington, D.C. Metropolitan 
area; that authority is retained by Justice Management Division). 

2. Emergency Situations: with the noted exception, the Director, EOUSA 
and U. S. Attorneys or their designees may close an office and place employ­
ees on administrative leave when it is in the best interest of the govern­
ment to do so or the personal safety of the office personnel requires it; 
i. e. , bomb threats, snowstorms, floods, etc. (Note: Dismissals of employ­
ees in the Washington, D.C. Metropolitan area, due to weather conditions, 
are authorized by OPM). 

The Director, EOUSA and u.S. Attorneys are responsible for designating 
and informing in writing those employees designated' 'essential" whose 
presence on the job is required regardless of any general dismissal author­
ity. This must be done annually, each October. 

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 
established by reasonable standards of judgment that the conditions are 
such as to actually prevent working. The office should consider the physi­
cal requirements of the positions involved. Equity does not require that 
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u.s. Department of Justice 

Executive Office for United States Attorneys 

Washington, D.C. 20530 

November 9, 1993 

TO: Holders of United states Attorneys' Manual Title 3. 

FROM: ted states Attorneys' Manual staff 
~.-...eGc#ut · e Of8.CZJ~ ~t:d states Attorneys 

Anthony C. MOS~J(~ 
Director 

RE: Excused Absences (Also known as Administrative Leave) 

NOTE: 1. This is issued pursuant to and EXPIRES unless 
reissued or incorporated pursuant to USAM 1-1.521. 

2. 	 Distribute to holders of Title 3. 

3. Insert in front of USAM 3-2.630. 

AFFECTS: USAM 3-2.630 G. 

PURPOSE: This Bluesheet clarifies current policy on use of 
Administrative Leave for attendance at events. 

*** 	NOTE: section G.5 is added to USAM 3-2.630. 
Other sections of 3-2.630 remain unchanged. *** 

G. 	 Excused Absences: (also known as Administrative Leave) 

5. Attendance at events without charge to leave: Excused 
absence may be granted in limited circumstances when an event: 

a. 	 is directly related to the office's mission; 

b. will enhance the professional development or skills of 
the employee in his/her current position (See USAM 3-8.250.); or, 

c. is officially sponsored/sanctioned by the Attorney 
General. 

united states Attorneys may, at their discretion, grant employees 
a reasonable amount of time charged as excused absence to attend 
events such as training, conferences, or conventions as an 
official representative of the office or as a contributor on the 
agenda without charge to leave. 
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if a group of employees are dismissed, other employees also must be dis­
missed. 

3. Hot Weather: U.S. Attorneys or their designees are authorized to 
allow dismissal of employees during hot weather when the temperature/hu­
midity maximums in FPM Supplement 990-2, Book 610 are reached. 

If an individual employee becomes incapacitated for duty due to the 
unusual level of temperature, he or she may be granted sick leave. 

3-2.620 Alternative Work Schedules 

Other reference(s): 	 DOJ Order(s) 1600.1 
FPM Chapter(s) 620, FPM Supplement 990-2, Book 620 
5 C.F.R., Part 610 

Additional references may be identified within the text of the resource(s) 
cited above. 

Flexitime: 

Flexitime must be approved by the Assistant General for Administration. 
Requests must be submitted through the Executive Office for United States 
Attorneys (EOUSA). 

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; 

4. Additional building costs resulting from flexitime, if any, and 
potential savings in overtime or other expenses; and 

5. Proposed effective 	date 

The Personnel Staff, EOUSA, will provide offices considering the use of 
flexitime with further guidance on development and implementation. 

3-2.630 Absence and Leave 

Other References: 	 DOJ Order(s) 1630.1A, 2120.6B, 2120.11 
FPM Chapter(s) 630, FPM Supplement 990-2, Book 630 
5 C.F.R., Part 630 

Additional references may be identified within the text of the resource(s) 
cited above. 

A. General: 


The Director, "Executive Office for United States Attorneys (EOUSA) and 

U.S. Attorneys or their designees are responsible for developing leave 
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policies for their offices to meet the needs of 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, time frames for requesting leave, and how 
tardiness will be handled. 

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. (However, offices may want to consider having 
one administrative level above the immediate supervisor retain authority 
to approve advance sick and annual leave, excuse absences not chargeable to 
leave or allow official time for representational functions). Individuals 
who approve leave must be made aware that they are responsible for verify­
ing leave actions to i~sure that leave granted is legal and justifiable 
under leave laws and regulations. It is good practice to designate a 
primary and alternate approving authority. 

B. Annual Leave: 

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. 

All requests for annual leave must be submitted on an SF-71, Application 
for Leave. This will assist in requests for restoration of leave. 

Court-appointed and Attorney General-appointed U.s. Attorneys are au­
thorized to approve their own leave for periods of up to two weeks. Periods 
of more than two weeks must be approved by the Director, EOUSA. 

Each U.S. Attorney, Pr~sidentially-appointed, Attorney General-ap­
pointed 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, EOUSA, is to be notified of such 
a designation. 

C. Terminal Annual Leave: 

Terminal annual leave is leave immediately prior to an employee's sepa­
ration from service where it is known in advance that an employee is to be 
separated from service. 

It is the policy of the EOUSA that terminal annual leave requests will 
not be approved. 

D. Restoration of Forfeited Annual Leave: 

Normally, 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 
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. forfeited because of illness or exigencies of the public business, admin­
istrative error or an unjustified or unwarranted personnel action. The 
annual leave an employee potentially could forfeit is indicated on his/her 
JMD-44, Justice Earnings Statement, as "use or lose" leave. 

With the exception of correction of an administrative error there is a 
strict requirement that annual leave be scheduled in advance. The defini­
tion of "annual leave scheduled in advance" is annual leave that is 
requested in writing from 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 cancelled by a 
supervisor because of a work exigency or is interrupted by a period of 
sickness, and the excess annual 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 separate leave 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 fol­
lows: 

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, subse­
quent annual leave usage is charged against the regular annual leave 
account for the leave year. 

Approval authority for restoration requests rests with the Director, 
EOUSA or designee; this authority is not redelegated to districts. 

E. Repayment of Advance Sick Leave: 

1. 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 fail­
ure to return to work is in fact due to an illness or disability. 

2. In the event the employee fails to return to work for a reason other 
than illness or disability, offices should inform employees of the follow­
ing: 
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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. 

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 Indebted­
ness Resulting From Erroneous Payments to Employees. 

F. Leave for Parental and Family Responsibilities: 

1. Leave for Maternity Purposes: 

a. There is no separate category of leave in the federal service 
called "materni'ty leave." Any absence for maternity reasons is 
chargeable to a comblnation of sick leave, annual leave, and/or leave 
wi thout pay. 

b. The period 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 designated approving official provided the employee 
plans to return to the office. Annual leave or leave without pay may 
also be authorized during this period. 

c. Should the employing office feel that a particular working si tua­
tion or condition may have an adverse effect on a pregnant employee, the 
office must consult with competent medical authority, such as the on­
si te or local health service. Management must then advise the employee 
of the medical opinion and together a solution to any existing problem 
should be worked out. 

d. If it is the employee who surfaces a problem or requests modifica­
tion of her work duties due to a medical condition relating to her 
pregnancy, the office must request medical certification from the em­
ployee's physician as to the employee's condition, the nature of recom­
mended limitations and duration. This certification will allow the 
office to properly accommodate the employee's condition. 

e. 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 annual leave or leave without pay. Approval of both annual 
leave and leave without pay are at the discretion of the designated 
approving official. However, efforts should be made to accommodate 
reasonable requests by the employee. 
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f. 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. 

g. While there is no prescribed time for leave for maternity pur­
poses, the usual period of authorized maternity leave is approximately 
12 weeks, beginning 4 weeks before the expected date of delivery and 
extending about 8 weeks after delivery. Since each case is different, 
decisions on this type of leave should be made by designated approving 
officials in concert with the employee and her physician. 

2. Leave for Adoption and Foster Care: 

Employing offices must take care to remain flexible and compassionate in 
granting leave to adoptive and foster parents. Requests for annual leave 
or leave without pay for these parents should be honored wherever possible, 
of course, taking into consideration the needs of the office. 

G. Excused Absences: (Also known as Administrative Leave) 

1. Voting and Registration: 

a. U.S. Attorneys or their designees are authorized to administer 
the procedures and leave limits in DOJ Order 1630.1A relative to the 
procedure to be followed for employees who wish to register and vote in 
local, state or national elections. 

b. Administrative officers are responsible for disseminating infor­
mation to serviced employees as to procedures to be followed in voting 
and registration leave requests. 

2. Blood Donation: The Department encourages participation in blood 
donation programs. Contributions to these important programs benefit the 
community at large and thus every member of the Department. Office heads or 
their designees may excuse an employee up to an hour to give blood. In 
addition, up to four hours administrative leave may be granted the employee 
for recuperative purposes, if needed. An employee who feels well and is 
able to work after donating blood must return to his/her duty station. 

3. Admission to the Bar: Administrative leave may be granted by office 
heads or their designees, in accordance with provisions of DOJ Order 
l630.1A. However, administrative leave may not be authorized for studying 
for or taking bar exams. 

4. Official Time for Employee Representational Functions: 

The Director, EOUSA and U. S. Attorneys or their designees are authorized 
to approve official time for representational functions after determining 
that such time is reasonable and mutually beneficial to the office and its 
employees. 
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3-2.630 TITLE 3-EOUSA 	 CHAP. 2 

In making a determination as to what constitutes a reasonable amount of 
official time, approving officials will be led by the guidance in the DOJ 
Order. 

H. Funeral Leave: The Director, EOUSA and U.S. Attorneys or their 
designees are authorized to grant funeral leave for funerals of certain 
military members in accordance with the provisions of FPM Chapter 630. 

I. Leave Without Pay (LWOP): 

The Director, EOUSA and U. S. Attorneys or their designees are authorized 
to approve all requests for LWOP, including those for periods in excess of 
30 days. Office heads are also responsible for assuring that requests for 
LWOP have been reviewed by the employee's supervisor to assure that the 
value to the Government or the serious needs of the employee are sufficient 
to offset the cost and inconvenience which result from retaining an employ­
ee in a leave without pay status. 

In addition to the conditions outlined in DOJ Order 1630.1A, approving 
officials will take into consideration 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 sUbstantial ­
ly improve, and whether his/her employment record is commendable. Consid­
eration 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 DOJ Order 1630 .1A. 
Should an office head decide to grant LWOP for a circumstance not covered by 
the Order (such as when an employee desires to accompany spouse to a new 
geographic location and seek employment there) the LWOP granted cannot 
initially be authorized for a period in excess of 52 weeks. 

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. 

3-2.711 Labor-Management Relations 

Other reference(s): 	 DOJ Order(s) 1711.1D 
FPM Chapter(s) 711, FPM Supplement 711-1 
5 C.F.R., Part 711 

Additional references may be identified within the text of the resource(s) 
cited above. 

Labor Management Relations: 

Each employee has the right to join or not to join any labor organiz;ation 
which does not strike against or advocate the overthrow of the government 
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of the United States. Employees must be allowed to exercise their rights 
freely without fear or penalty of reprisal. 

If an office receives a petition for exclusive recognition, it must 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 Person­
nel Officer will advise the U.S. Attorney on appropriate procedures and 
bargaining position. 

Managers and supervisors of organizations with contracts are responsi­
ble 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. 

3-2.713 Equal Employment Opportunity 

Other reference(s): 	 DOJ Order(s) USA 1411 
FPM Chapter(s) 713 
5 C.F.R., None 

Additional references may be identified within the text of the resource(s) 
cited above. 

Upward Mobility Program: 

It is the policy of the Executive Office for U.S. Attorneys to effec­
tively utilize the personnel resources of the U. S. Attorneys' offices and 
the Executive Office by increasing the opportunities of lower-level em­
ployees to attain their full employment potential. To that end, the Execu­
tive Office has established an Upward Mobility Program which consists of 
three components-career and educational counseling, basic skills train­
ing, and job restructuring. These efforts are designed to supplement the 
Merit Staffing 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 counsel­
ing is an important part of the Upward Mobility Program. It is 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, coun-
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3-2.713 TITLE 3-EOUSA CHAP. 2 

seling will be provided by the Personnel Staff, in concert with the employ­
ee'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 Man­
agement, to provide basic skills courses for all interested 

198

employees. 
These might include telephone techniques, basic filing, typing, short­
hand, 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 3-2.335. 

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 pro­
vides qualifying experience which may enable an employee to move from a 
dead-end position into a different occupation with greater growth poten­
tial. Usually, a bridge position is one in which a professional or adminis­
trative 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 int€rval 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 pro­
motion potential. The target position must be identified and the position 
description prepared prior to filling the Upward Mobility position. 

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 3-2.335. 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 
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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 sala­
ry 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
sibilities. 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 Mobil­
ity position must have a formal, written Career Development Plan which 
outlines the on-the-job (OJT) experience, formal education, and/or train­
ing necessary to prepare the employee ~or 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 

AN

by the trainee, his or her 
supervisor, and the servicing Personnel Management Specialist. 

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, or local education­
al 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 
duties of the bridge position as well as the potential to successfully 
perform in the target position. This period can be extended for an addi­
tional year. 

Upward mobility trainees who successfully complete the training out­
lined 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 pro­
motions. 

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. 
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H. Evaluation of Trainee's Progress: Supervisors of Upward Mobility 
Program trainees will monitor the participants' performance and develop­
ment. written appraisals will be provided to the servicing personnel 
office every three months. In addition, the trainee will submit progress 
reports, including an appraisal of the training experience, to the servic­
ing personnel office. 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 
the Personnel Staff 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 Mobili ty Program posi­
tions. 

2. Plans for upcoming fiscal year: 

a. Number, position title, series, and grade level of the posi­
tion (s) to be designated as target positions for the Upward Mobility 
Program. 

b. Plans for providing career counseling and training to employ­
ees covered by the Upward Mobility Program. 

This information will be used by the Personnel Staff to prepare required 
reports and to assist it in its coordination role. 

In addition to the report described above, offices with 100 or more 
employees will be reql... ired to conduct formal analysis of their Upward 
Mobility Programs as a part of their Affirmative Action Plans. 

3-2.715 Voluntary Separations and Reduction in Rank or Pay 

Other reference(s): DOJ Order(s) None 
FPM Chapter(s) 715 
5 C.F.R., Part 715 

Addi tional references may be identified wi thin the text of the resource (s) 
cited above. 

Separations-Resignations: 

Resignations are separations initiated by employees desiring to leave 
the United States Attorney's Office or the Executive Office for United 
States Attorneys (EOUSA). Although it can be suggested that employees 
resign, their resignations may not be demanded or coerced. Employees are 
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~nN~ r"~ T Q, NHt"RAI RESOUl1f I:. c(u tive Office for Unit d States Attorneys 

DEC 1 U l'i'j.) 

Office of the Directo[ Washington. D.C. 20530 

September 15, 1993 

MEMORANDUM 

TO: Holders o f Un i ted s t a tes Attorneys' Manual, 
Title 3- 2 .000 

FROM : united States Attorneys' Manual Staf f 

RE: Full-Field Background Investigations for Personnel 
Assigned to organiz e d Crime Drug Enforcement Task Force 
(OCDETF) office s 

AFFECTS: 3-2.732 Per sonnel Securi t y Program 

PURPOSE: This interim Blue sheet officia lly establishes the 
policy that personne l expected t o f ill vacanc i es in the 
OC TF 
o

TO

DETF off i c e s may not physically work in OCDE
f fices or be ass igned to perf orm OCDETF work un t il a 

fu l l -f ie ld backgr ound i nvestigation (FFBI) has been 
favor ably adjudicated by the Department's Secur i ty 
Sta f f . 

On several occasions, and most recently via memora ndum to 
all united states Attorney s from then- Di r ector Laurence S. 
McWhorter on November 25, 199 1 , i t 's been s t ated t h a t before 
personnel can be a ss igned t o OCD ETF off i c es or per f o r m OCDETF 
work , they first must have been subject to a favor ably 
adjud icated FFBI. 

Th is pol i cy has not s pecifically been a ddress e d in 
USAM 3-2. 73 2, Personnel Secur i ty Progra m. Consequently, t he 
following guidance is furnished to ensure that al l Tas k For ce 
offices are c omplying to t h i s personnel security requirement. 

ESt 3.016 
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Please inser t this information i n your united states 
Attorneys' Manua l at 3-2. 732. 

Because of the nature of their work, the Organized crime 
Drug Enforcement Task Force (OCDETF) offices have special 
secur ity requireme nts which must be observed. 

Since its inception, the OCDETF program has required that 
all newly-appointe d personnel have a satisfactorily adjudicated 
fu l l - field background i nvestigation completed before physical ly 
work ing in OCDETF off i ces or before being assigned to perform 
OCDETF work. 

This requirement may not be waived for students or other 
t emporary sta ff to be used in these offices. Temporary staffing 
short ages in OCDETF offices may be covered by employees that have 
had a f ull-field background investigation conducted and 
sati s factorily a d judicated on "loan" from the united states 
Attorney's office. 
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.free to resign at any time. However, they are encouraged to give reasonable 
notice to allow for a replacement or work adjustment. 

A resignation becomes effective at the close of business on the last day 
of the employee's active duty. It is the policy of EOUSA that terminal 
annual leave requests will not be approved (See USAM 3-2.630). 

3-2.720 Affirmative Employment Programs 

Other reference{s): 	 DOJ Order{s) None 
FPM Chapter(s) 720 
5 C.F.R., Part 720 

Additional references may be identified within the text of the resource{s) 
cited above. 

(Reserved) 

3-2.731 Personnel Suitability 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 731, FPM Supplement 731-1 
5 C.F.R., Part 731 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.732 Personnel Security Program 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 732 
5 C.F.R., Part 732 

Addi tional references may be identified within the text of the resource (s) 
cited above. 

(Reserved) 

3-2.733 Political Activity of Federal Employees 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 733 
5 C.F.R., Part 733 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.734 Financial Disclosure Requirements 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 734 
5 C.F.R., Part 734 
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Additional references may be identified within the text of the resource(s) 
cited above. 

A. 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 supervi­
sory position whose pay level is equivalent to GS-l6 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. Attorneyoccupy­
ing 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 ser­
vices 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) 

EYS 

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 immediately 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 proceeding calendar year, and wi thin 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. 

B. Teaching and Lecturing: 

Employees should be cautious to avoid any conflict of interest with 
their position and to insure that no interference with the performance of 
their official duties occurs. Assistant U.s. Attorneys must take annual 
leave or leave without pay for any time required for teaching during normal 
business hours. See USAM 1-4.330. 

C. Civic Organizations, Professional Boards and Committees: 

While certain activities (e.g., Community Chest) can be easily under­
taken without creating problems, membership in national and local bar 
committees, state and municipal commissions, corporate boards of di­
rectors, 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 if funded in whole or in part by 
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the federal government. The Executive Office should be contacted whenever 
questions arise. 

D. Gifts Received from Foreign Governments: 

In accordance with Justice Property Management Regulations (JPMR) 
§ 128-49.201, each U.S. Attorney's Office is required to submit to the 
Executive Office, Attention: Facilities 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 governments during the preceding year. 

3-2.735 Employee Responsibilities and Conduct 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 735 
5 C.F.R., Part 735 
USAM 1-4.000 

Additional references may be identified within the text of the resource(s) 
cited above. 

A. 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. 

For the Department, these standards are contained in 28 C.F.R. Part 45, 
a copy of which can be found in USAM 1-4.700. Every current employee should 
receive a copy annually, and a copy should be given to each new employee 
when he/she enters on duty. Each employee should review these standards 
carefully and bring any problems to the attention of his/her supervisor. 
Any questions concerning the applicability of the Standards of Conduct 
should be addressed to the Legal Counsel, Executive Office for U. S. Attor­
neys. 

B. 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: 

1. Notify promptly the Counsel, Office of Professional Responsibility, 
of any allegation made against a Department employee involving any viola­
tion 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"; 
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2. Take no further action on any allegation except to render such 
assistance as the Counsel, Office of Professional Responsibility may re­
quest; and 

3. Remind employees in writing at least twice a year of the existence of 
the Office of Professional Responsibility, of their right to bring allega­
tions of misconduct directly to the attention of the Office of Professional 
Responsibili ty, and of their obligation to cooperate fully with any inves­
tigation 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. 

C. 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 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 service8 rendered prior to appointment as U.s. Attorney or 
Assistant U. S. Attorney, but which are outstanding at the time of appoint­
ment, may be received unless the United states has a direct substantial 
interest in the matter and the matter 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. 

D. Outside Activities: 

U.S. Attorneys and Assistant U.S. Attorneys may not engage in any out­
side employment or the private practice of law, except as provided by 28 
C.F.R. §§ 45.735-9(3),45. 735-6(b) and (d) or by the Deputy Attorney Gener­
al's specific exception (28 C.F.R. § 45.735-9(e)). Requests for excep-
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tions must be made in writing stating the reasons therefor and should be 
addressed to the Deputy Attorney General through the individual's superi­
or. 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 I 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 
45.735-9(d». Specific situations should be determined on their own mer­
its 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. 

198

No U. S. Attorney or Assistant U. S. Attorney should engage in any profes­
sional practice or any other outside employment if the activity: (1) 
interferes with proper and effective performance of official duties; (2) 
creates or appears to create a conflict of interest; (3) reflects adverse­
lyon 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». 

E. Pro-Bono Work: 

Title 28, Code of Federal Regulations, Section 45.735-9 encourages 
Department of Justice attorneys to participate in pro bono activities 
without compensation in their off-duty hours or while on leave. Leave will 
be granted for court appearance or other necessary absences incident to 
representation. Attorney's fees for such services may not be sought. In 
determining whether to provide pro bono services in a particular matter the 
attorney should consider the requirements of section 45.935-9(f) and, in 
particular, the prohibition against engaging in any professional practice 
that involves a criminal matter. Any attorney wishing to participate in 
such pro 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 determi­
nation 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 purpose of the 
organizational group; and (4) services to improve the administration of 
justice. 
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F. Post-Government Employment Restrictions: 

The 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 em­
ployees, 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 
government 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 (Nov. 14, 1980). 

The regulations cited above, dated February 1, 1980, contain numerous 
examples of permissible and prohibited post-employment activities by var­
ious types of former 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. (See discussion 
in subparagraph G, infra.) 

Requests from present or former employees of U. S. Attorneys' offices for 
the Department's view 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 Counselor the Office of 
Government Ethics, as appropriate (pursuant to 5 C.F.R. § 738; 46 Fed.Reg. 
2582 (Jan. 9, 1981». Requests for 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 re­
garding the permissible and prohibited post-government employment activi­
ties 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 briefs of 
the advisory letters which were prepared by the Executive Office for U.S. 
Attorneys may be obtained by contacting the Executive Office. 

3-2.736 Personnel Investigations 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 736 
5 C.F.R., Part 736 

Additional references may be identified within the text of the resource(s) 
cited above. 

(Reserved) 

3-2.737 Post Employment Conflict of Interest 

Other reference(s): 	 DOJ Order(s) None 
FPM Chapter(s) 737 
5 C.F.R., Part 737 
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U. S. Department of Justice 

Executive Office for United SlQIeS Aaomeys 

Office of the DireclOr 	 Washington, D.C. 20530 

May 16, 1995 

TO: Holders of united states Attorneys' Manual Title 3. 

FROM: 	 united states Attorneys' Manual Staff 

Executive Office for United states Attorneys 


~~
Director 

RE: Delegation of Reprimand/Disciplinary Authority 

NOTE: 1. 	 This is issued pursuant to and EXPIRES unless 
reissued or incorporated pursuant to USAM 
1-1. 521. 

2. 	 Distribute to holders of Title 3. 

3. Insert 	in front of USAM 3-2.751.

AFFECTS: 	 USAM 3-2.751 

PURPOSE: 	 This Bluesheet clarifies current policy on 
United states Attorneys' authority to issue written 
reprimands and propose disciplinary actions related to 
Assistant united states Attorneys. 

*** 	NOTE: section 751 A. is added to USAM 3-2.751. 
Other sections of 3-2.751 remain unchanged. *** 

A. 	 Delegation of Reprimand/Disciplinary Authority: 

Effective March 3, 1995, the principal Deputy Director, 
Executive Office for United states Attorneys (EOUSA), the Deputy 
Director for Administrative Services, EOUSA, and each 
United States Attorney is delegated authority to issue written 
reprimands to Assistant United States Attorneys (AUSAs) and 
propose disciplinary actions against AUSAs. Authority to issue 
final decisions relating to proposed disciplinary actions is not 
redelegated. 

BS# 	 3.024 
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Under this delegation of authority, united states Attorneys 
may propose suspensions of any length and removals, under 
5 U.S.C. Chapter 75, for misconduct or for other such cause as 
would promote the efficiency of the service. 
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U.S. Department of Justice 

Executive Office for United States Attorneys 

Office of the Director 	 Washington. D.C. 20530 

H!·;-, , I '0 ("" 

TO: Holders of United States Attorneys' Manual Title 1 

FROM: United States Attorneys' Manual Staff 
Executive Office for United States Attorneys 

J1-./"Laurence S. McWhorter 

~O' Director 


RE: Paid Advertising 


NOTE: 1 . This is issued pursuant to USAM 1-1.510. 
2. Distribute to Holders of Volume I, USAM. 
3. Insert in front of affected section. 

AFFECTS: 	 USAM 3-4.120 

PURPOSE: 	 This bluesheet deletes the requirement to receive the 
concurrence of the U.S. Office of Personnel Management 
for non-attorney advertisements. 

Delete: Sentences 3 and 4 in paragraph 2, USAM 3-4.120 
Employment Advertising. 

Insert: There is no longer a requirement that the U.S. Office of 
Personnel Management concur in the paid advertisements 
for non-attorney personnel. Refer to the Administrative 
Procedures Handbook Issuance/Personnel/Chapter 332 #2A, 
dated Decemb~r 19, 1990, and/or the Personnel Staff, 
Executive Office for U.S. Attorneys for the correct 
procedures for placing employment advertisements. 

. S. A
BS# 3.003 
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CHAP. 4 UNITED STATES ATTORNEYS' MANUAL 3-4.418 

the office may be kept in a separate file to be designated as an administra­
tive 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. 

3-4.418 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. Un­
der the Attorney General's policy statement on representation of federal 
employees, this information is entitled to the protection of 

19

the attorney­
client communication privilege. See 28 C.F.R. § 50.l5(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 

MANUAL 

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 
nonrestricted litigation files. 

For purposes of this policy, the definition of ' 'attorney-client confi­
dential information" is that information which is protected by the attor­
ney-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 neces­
sary 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: 

INDIV.REP. 

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 communica­
tions has been authorized to be closed, the attorney who handled the case 
shall place all material containing attorney-client communications inside 

July 1, 1992 
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3-4.418 TITLE 3-EOUSA CHAP. 4 

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 super­
visors 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. 

3-4.420 Directives 

Department of Justice Order 0000.1 (July 14,1971), Directives Subject 
Classification System, describe the numbering system for the Department of 
Justice directives and provide an alphabetical listing of subject catego­
ries. 

A list of directives by number can be found in OBD-0000.2H (March 22, 
1982) Directives Index as of January 1, 1988-U.S. Attorneys Offices and 
Division Field offices. Distribution is also listed. 

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. 

3-4.430 Disposal of Records 

The Department's records management program provides for the preserva­
tion of records of permanent (historical) value, the retirement of records 
no longer needed for current operations, and the disposition of non-record 
material. 

3-4.431 Closing Notice for Case Files 

Form USA-207, Notice to Close Legal Case File, is the official closing 
notice for U.S. Attorney litigating case files. The use of this form is 
required for each closed case, and should be prepared by the attorney 
responsible for the case or the legal clerk or technician assisting that 
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u.s. Department of Justice 

Executive Office for United States Attorneys 

Office of the Director 	 KWhington, D.c. 20530 

February 27, 1991 

MEMORANDUM FOR: 	 Holders of United States Attorneys' Manual 

Tit.le 3 


FROM: 	 United States Attorneys' Manual Staff 
Executive Office for United States Attorneys 

50nA~~urence S. McWhorter 
- D I - Ulrector

RE: Closing Notice for Case Files 

NOTE: 	 1. This is issued pursuant to USAM 1-1.510.
2. Distribute to Holders of Volume I, USAM. 
3. Insert in front of affected section. 

AFFECTS: 	 USAM 3-4.431 

PURPOSE: 	 This bluesheet sets forth a new requirement for 
official case closing in a United States 
Attorney's office. 

The following should be added as the second paragraph of 
USAM 3-4.431: 

Pursuant to an Office of the Inspector General finding 
made during a Fiscal Year 1990 United States Attorney's 
office inspection, it is now mandatory that an Assistant 
United States Attorney complete and sign Section III (METHOD 
CLOSED) of the Form USA-207, Notice to Close Legal Case 
File, prior to official case closing in all cases. Any case 
without the required Section III information and signature 
in the file CANNOT be officially closed. 

[NOTE: If you or 	your staff have any questions, please do 
not hesitate to contact Judy Johnson, Management Analyst, 
Evaluation and Review Staff, at (202) 501-6930 or 
FTS 241-6930.] 

BS# 3.002 
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CHAP. 4 	 UNITED STATES ATTORNEYS I MANUAL 3-4.434 

attorney. It is mandatory that an Assistant U. S. Attorney (AUSA) complete 
Section III, Method Closed, and sign and date Section IV prior to official 
case closing. The AUSA will ensure that Section II has been completed and 
the closed case has been reviewed for possible permanent retention (see 
paragraph 3-4.432). Any case without the required Section II information 
and Section IV signature in the file cannot be officially closed. Form 
USA-207 shall be placed as the final document in the case folder. Federal 
Records Centers will not accept a closed case unless it contains a properly 
completed and signed Form USA-207. 

Form USA-207 may be obtained by preparing Form DOJ-182, Stocked Printed 
Item Requisition, and submitting it to the Department of Justice Warehouse 
Services Unit. 

3-4.432 	 Designation of Permanent (Historical) Cases 

Review each closed case to determine if it meets any of the following 
criteria for permanent retention: 

1. 	 The case had an impact on a statute, rule, regulation, or law en­
forcement policy, e.g., set a precedent. 

2. 	 The case received local, regional or national media attention, or 
the interest of a Congressional committee or the Executive Office of 
the President, or widespread public interest. 

When a closed case is designated as permanent, Section II, Item 1 of Form 
USA-207 shall be completed, and the case transferred under a separate 
accession to the Federal Records Center (FRC). 

3-4.433 	 Preparing Records for Transfer to the Federal Records Center 
(FRC) 

U.S. Attorneys should contact their servicing FRC to obtain the latest 
NARA Field Bulletin, which provides information on services available from 
and describes procedures involving the FRC. 

Papers in closed litigative case files that are duplicated in the rec­
ords of Federal courts may be removed and destroyed. Closed case files 
should also be purged of duplicate copies, unnecessary documentation, 
routing slips that contain no relevant information, etc. 

Transfer closed, eligible files to·the FRC annually, or more frequently 
if necessary. Inactive and closed records that have exceeded the autho­
rized retention period may not be transferred to the FRC, and should be 
destroyed by the office. Any transfer to the FRC requires that the record 
have a minimum of one year remaining of the authorized retention period. 

3-4.434 	 Boxing Records for Transfer 

FRC boxes, ·available under National Stock Numbers 8115-00-117-8344; 
8115-00-290-3379; or 8115-00-117-8249, must be used to transfer standard 
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3-4.434 TITLE 3-EOUSA CHAP. 4 

size records (Exhibit A). contact the FRC for assistance when non-standard 
records need to be trans ferred. Pack records in a logical sequence, and use 
a locator system to ensure that individual files can be identified and 
withdrawn in the future. Prepare a box-by-box listing (Exhibit B), to 
include, at a minimum, the case number and name(s) of the litigants. A copy 
of the box listing for each accession must accompany the Standard Form 135, 
Records Transmittal and Receipt, when it is sent to the FRC for approval. 

Do not pack records with different retention authorities or different 
disposal dates in the same box or accession. 

Boxes sent via the postal system or a transfer company must be sealed 
wi th pressure sensitive tape, and must include the complete address of the 
FRC and the sender. Shipping instructions are found in paragraph 3-4.390. 

3-4.435 Standard Form 135, Records Transmittal and Receipt 

Instructions for preparing the SF-135 are given on the reverse side of 
the form, and a sample is shown in Exhibit C. The appropriate disposal 
authority shall be taken from 

EYS 

the comprehensive 

M

retention schedule shown 
in Exhibit D; the General Records Schedules; or a separate NARA approved 
retention schedule when announced by the EOUSA. When using the comprehen­
sive retention schedule (Exhibit D), cite the authority in column 6(h) as: 
"USA Manual, Title 3, Exhibit D, Item __ I '. When transferring closed 
civil and criminal case files that have not been designated as permanent 
records, include this statement in column 6(f) of the SF-135: "CASES HAVE 
BEEN REVIEWED FOR HISTORICAL VALUE AND NONE ARE SIGNIFICANT IN TERMS OF 
LEGAL IMPACT OR INTENSITY OF PUBLIC INTEREST' , . 

Forward the original and one copy of the SF-135, together with one copy 

of the box listing, to the appropriate FRC listed in Exhibit E. Upon 
approval, the FRC will assign an accession number in column 6 (a) thru (c) , a 
shelf location in column 6(j), and will return the SF-135 to the U.S. 
Attorney office. Place a copy of the approved SF-135 in the first box of the 

accession. 

Accessions must be received by the FRC within 90 days after assignment 
of accession numbers (120 days for overseas shipments). Contact the FRC 
promptly if transfer cannot be made within this time period. Failure to 
comply will require the resubmission of a new SF-135 for approval. 

3-4.436 Marking the Boxes. 

Write information directly onto the box with black felt tip marker on 
the box end that does not have the stapled seam. Do not use labels. The 
accession number is entered in the upper left corner, and the box number and 
total number of boxes in the upper right corner, as shown in Exhibit A. 
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CHAP. 4 UNITED STATES ATTORNEYS' MANUAL 3-4.436 

EXHIBIT A. EXAMPLE OF PACKING, MARKING AND SEALING BOXES. 


PACKING AND MARKING BOXES. 


Accession -~or--~~--+--' 
Number 

&x-----·-~~~--
Number ~__J,....;;;;:::a-:::::: 

Legal-slze documentation

SEALING BOXES. 

Boxes sent to FRC by
commercial carrier 
must be sealed with 
nylon filament tape. 

Tuck flaps of boxes if 
records are transported 
50 miles or less by 
Government vehicle. 
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3--4.436 TITLE 3-EOUSA CHAP. 4 


EXHIBIT B. EXAMPLE OF A BOX LISTING. 


United States Attorney 
Department of Justice 
Judiciary Center Building 
555 Fourth Street, NW 
Washington, DC 20001 

Box # 1 
88-0586 ARAGON, Mano 

89-0796 BOOZER, Bernard 

90-0173 AYESH, Gina Bout 

90-0924 CROOKS, Stacey J. 

90-1768 HERNANDIEZ, Peggy 

91-0078 ALBERTA, Jonathan Blaine 

91-0516 BENNETT, James V. 

91-0532 CULBREATH, Barre H. 

91-0693 NEWT, Derrick A. 


Box # 2 
91-0889 JONES, Andrie R. 

91-0916 SOMUAH, Linda A. 

91-0920 AREMO, 01a 

91-0921 HOLLAND, Dorothea E. 

91-0922 CAMPBELL, Keith A. 


Box # 3 
91-0923 DARIAH, Uylah U. 

91-0924 NOLLEY, Talisa F. 

91-0925 CRUZ, Santos I. 

91-0926 HARIVEL, Steve G. 


91-0927 HORTON, Bobie D. 
91-0928 Valco Automotive/William

OdIe 
91-0929 Cash Connections, Inc. 

Box # 4 
91-1102 PRAUS, Andrew 
91-1209 HAM, Jimmie 
91-R1265 RAJOUB, Jebran 
91-R1275 GRAY, Thomas 
91-R1308 MEDLEY, James A. 

Box # 5 
91-R1310 VAUGHAN, Bryant B. 
91-1311 EWING, Ronnie 
91-R1323 ALVAREZ, Mario Roberto 

Box # 6 
91-R1324 KENTISH, Desaree 
91-R1325 CEPHAS, Courtney 
91-1342 DANIELS, John M. 
91-R1354 MUSTICH, Joseph 
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Series Description Disposition 


Instruction 


1 Closed civil and criminal 
case files (including 
bankruptcy) . 

Case files initiated before 1889. PERMANENT. Offer immediately to 
the National Archives and Records 
Administration (NAHA). 
(NC-118-76-1(la» 

t--y­ Case files for territorial periods 1912 
and earlier. 

PERMANENT. Offer immediately to 
NARA. (NCl-118-83-l(1» 

f-----]­ Case files selected as significant because 
the issue had an impact on a statute, rule, 
regulation, or law enforcement policy, e.g.,
set a precedent; or received local, regional
or ~ational media attention, or the interest
of a Congressional committee or the Execu­
tive Office of the President, or widespread 
public interest. Includes case files closed
by former Strike Force Field Offices prior 
to 12-31-89. 

PERMANENT. Transfer separately 
from other case files to the 
Federal Records Center (FRC) one 
year after case is closed. Offer 
to NARA 30 years after case is 
closed. (NCl-l18-76-l(lc» 
(NI-ll8-90-l(la») 

r--r- Case fnes involving sentences of 10 years 
or less (including no sentence and civil 
cases), which have not been selected as 
significant. Includes case files closed by
former Strike Force Field Offices prior to 
12-31-89. 

Transfer separately b-y year of 
closing to the FRC one year after 
case is closed. Destroy 10 years 
after case is closed. ,Include the 
following statement in column 6(f), 
Form SF-135: "CASE(S) HAVE BEEN RE 
VIEWED FOR HISTORICAL VALUE AND 
NONE ARE SIGNIFICANT IN TERMS OF 
LEGAL IMPACT OR INTENSITY OF PUBLIC 
INTEREST". (NC-118-76-1(1» 
(NI-l18-90-l(lb(1» L, 


Case files involving sentences of more than 
10 years (excluding life sentence cases), 
which have not been selected as significant.
Includes case-files closed by former Strike 
Force Field Offices prior to 12-31-89. 

Transfer separately by -yearox 
closing to the FRC one year after 
case is closed. Destroy one year 
after termination of sentence, in­
cluding special parole. Include 
the following statement in column 
6(f), Form SF-l35: CLOSED CASE(S) 
INVOLVING SENTENCES THAT END IN THE 
YEAR . CASE(S) HAVE BEEN REVIEWED 
FOR HISTORICAL VALUE AND NONE ARE 
SIGNIFICANT IN TERMS OF LEGAL IM­
PACT OR INTENSITY OF PUBLIC 
INTEREST. (NC-118-76-l(ld(2)1 
(Nl-1l8-90-l(lb(2» 

I---r Case files involving life sentences not 
selected as significant. 

Transfer separate-ly to the FRC one 
year after case is closed. Destroy 
65 years after case is closed, or 
jone y.ear after death of offender, 
~hichever is sooner. 
(Nl-118-89-2 (21 1 
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Instruction 


7 Outstanding fugitive warrant 
criminal case files. 

Case files selected as significant because 
the issue had an impact on a statute, rule, 
regulation, or law enforcement policy, 
e.g., set a precedent: or received local, 
regional or national media attention, or 
the interest of a Congressional committee 
or the Executive Office of the President, 
or widespread public interest. 

U.S. Attorneys ~, based on space 
constraints, transfer to the FRC 
under separate accession, five 
years after an outstanding fugi­
tive warrant is issued and the 
fugitive has not been apprehended. 
Transfer to NARA 50 years after 
an outstanding fugitive warrant 
is issued and the fugitive has not 
been apprehended, or upon the 
death of the fugitive, whichever 
is sooner. (NOTE SPECIAL 
PROCEDURE. If the fugitive is 
apprehended within the 50 year 
retention period, the entire case 
will be permanently withdrawn from 
the FRC. Upon completion of 
litigation, the closed case will 
be transferred to the FRC under a 
new accession, using the disposit ­
ion authority for closed 
significant cases, item 3.) 
(NI-118-91-1(la)) 

8 Case files that do not meet the criteria 
for significant cases: 

U.S. Attorneys ~, based on space 
constraints, and provided the 
volume of eac~ase is more 
than two cubic feet, transfer to 
the FRC under separate accession, 
five years after an outstanding 
fugitive warrant is issued and the 
fugitive has not been apprehended. 
Destroy 50 years after an out­
standing fugitive warrant is 
issued and the fugitive has not 
been apprehended, or upon the 
death of the fugitive, whichever 
is sooner. (NOTE SPECIAL PRO­
CEDURE. If the fugitive is 
apprehended within the 50 year re­
tention period, the entire case 
will be permanently withdrawn from 
the FRC. Upon completion of litga­
tion, the closed case will be 
transferred to the FRC under a new 
accession using the disposal 
authority in item 3,4,5 or 6, 
whichever is appropriate for the 
case at that time.) 
(NI-118-91-1(lb)) 
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Ins truction 


9 Environment and Natural 
Resources records. 

Environment and Natural Resources case 
files assigned to the U.S. Attorney for 
litigation by the Chief, Land Acquisition 
Section, Environment and Natural Resources 
Division. Case files consist of appraisal 
reports, pleadings, transcripts of hearings, 
copies of title evidence, correspondence, 
exhibits, trial data, and related papers. 

Transfer to the FRC one year 
after case is closed. Destroy 
25 years after case is closed. 
(NCI-118-84-2(1)) 

10 Er.vironment matter files that are not 
ha~dled solely by the U.S. Attorney, 
cont~ining copies of various documents 
filed elsewhere, established and used only 
for reference or informational purposes. 

Transfer to the FRC one year 
after case is closed. Destroy 
five years after the case is 
closed. (NCI-118-84-2(2)) 

ru Rental files, consisting of collection 
documents and working papers of property 
rentals in Government housing projects and 
other property controlled by the Govern­
ment, turned over to the Environment and 
Natural Resources Division for collection. 

Destroy five years after the 
termination of the Government's 
use of the property and the 
distribution of the rent paid 
therefor. (II-NNA-2083(2)) 

ru­ Disbursement files, consisting of schedules 
and related papers pertaining to payments 
for properties purchased or occupied on 
rental basis. 

Transfer to the FRC one year 
after payment. Destroy five 
years after payment. 
(II-NNA-2083 (3)) 

13 Grand jury records, includ­
ing special grand juries 
created by statutes dated 
1889 and later. NOTE. 
Excludes those filed as part 
of a criminal case file, 
which receives the same 
disposition as the case to 
which it relates. 

Includes minutes, dockets, notes, shorthand 
notes on proceedings and transcripts of 
proceedings, documentary exhibits, manual 
or electronic recordings, translations, 
typewriter ribbons used to transcribe 
testimony, or any other recording or 
transcription of proceedings before the 
grand jury which cannot be disclosed unless 
provided by Rule 6(e) of the Federal Rules 
of Criminal Procedure. 

Transfer to the FRC one year after
closing. Destroy 10 years after 
closing. (NCI-1l8-83-1 (2) ) 

14 Closed grand jury ignoramuses (duplicated,. 
(IGNORAMUS. Lat. Formerly the grand jury 
used to write this word on bills of indict­
ment when, after having heard the evidence, 
they thought the accusation against the 
prisoner was groundless, intimating that, 
though the facts might possible be true, the 
truth did not appear to them; but now they 
usually write in English the words "Not a 
true bill,· or "Not found," if that is 
their verdict., 

Destroy when three years old. 
(344-T9l(I)) 
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Instruction 


15 Financial litigation 
records. 

Debt collection records which are main­
tained separately from litigation case 
files. May include claims collection 
litigation report; certificate of indebted­
ness; satisfaction of judgement or 
certificate of discharge; court and related
legal documents such as consent judgements, 
orders, briefs, pleadings and settlement 
agreements; status reports and correspond­
ence; Forms USA-l17A, Criminal Debtor Card: 
USA-117B, Civil Debtor Card; and any other 
documentation developed during the 
negotiation, compromise, settlement and/or 
litigation of the indebtedness. Also 
included may be records maintained by 
private counsel under the Federal Debt 
Recovery Act of 1986, and which are turned 
over to the U.S. Attorney at the completion
of debt collection efforts. 

Transfer to the FRe one year 
after close of debt collection 
case. Destroy six years after 
close of debt collection case. 
(Nl-1l8-89-3 (1)) 

16 Automated data base information, containing 
data extracted from the case file and any 
data generated or developed to support the 
administrative operations of the debt 
collection program. Information may 
include personal data, e.g. , name, social 
security number, date of birth and locator 
data: claim information; payment demand 
information: account information; and any 
other data related to the negotiation, 
compromise, settlement and litigation of 
indebtedness owed the United States. 

Erase automated information from 
the data base six years after 
close of the debt collection 
case file. (Nl-1l8-89-3(2)) 

17 Pa~ment ~rocessing files and other debt 
collection records, which are established 
and maintained separately from the 
litigation case file, e.g., deposit tickets 
check registers, bank statements and 
reconciliations. 

May be transferred to the FRC one 
year after the close of the 
fiscal year. Destroy six years 
after the close of the fiscal 
year. (Nl-1l8-89-3 (3)) 

18 Investigative reports. Investigative reports that are not filed 
as part of any litigation case file. 

Transfer to the FRC when one year 
old. Destroy when five years old 
(346-545(2)) 

19 Second offense cards When maintained. Destroy when 15 years old. 
(346-545 (7) 
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20 Docket records, e.g., Forms 
USA-US, Criminal Complaint 
and Court Proceedings 
Record; and USA-116, Civil 
Claim and Court Proceedings 
Record. 

For criminal case files involving 
sentences of 10 years or less (including 
no sentence), and civil cases. 

May be transferred to the FRC 

one year after close of case. 

Destroy 10 years after close of 

case. (NCl-118-B3-2(1)) 


21 For criminal case files involving 
sentences of more than 10 years. 

May be transferred to the FRC 

One year after close of case. 

Destroy one year after termination
of sentence. (NCI-IlB-33-2(2)) 


22 For c~ses designated as permanent. Retain in U.s. Attorney office 

until the case file is offered 

and accepted by NARA, then 

destroy. (NCI-118-83-2(3)) 


23 Grand and petit jury witness dockets. May be transferred to the FRC one 

year after case is closed. 

Destroy five years after case is 

closed. (346-545 (10))· 


24 Removal case files. Containing requests for removal from one 
district to another of a person or persons 
against whom a criminal complaint, indict­
ment or information has been filed in 
another district. 

Transfer to the FRC after one 

year. Destroy when 10 years old. 

(346-545(14) ) 


25 Alphabetical index cards. When maintained on criminal, civil and 
complaints files. 

Destroy 10 years after close of 
case. (NCl-118-78-1(5)) 


26 Statistical records, e.g. , 
Form USA-5, Monthly 
Statistical Report of U.s. 
Attorney. 

Duplicate copies of statistical files and 
records of the U.s. Attorney consisting of 
copies of initial and final criminal 
docket reports; statistical summaries of 
criminal and civil cases; financial 
summaries; and lists of pending criminal 
cases. 

May be transferred to the FRC one 

year after the date of the report.
Destroy five years after the 

date of the report. 

(346-545(16)) 


27 Files of hearing officers 
created pursuant to Section 
5(g) of the Selective Train­
ing and Service Act of 1940, 
to hear claims of conscien­
tious objectors from military 
training and service. 

Consists of copies of hearing officers' 
reports and related papers, including 
copies of notices to conscientious 
objectors and replies thereto concerning 
dates and places of hearings, docket 
sheets, notes and related materials. 
1940 - March 31, 1947. 

Destroy immediately. 

(347-223 (1)) 
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Instruction 


28 Copies of Selective Service 
forms. 

Forms, e.q., DSS Form 551 showing records 
of delinquents under the Selective Train­
ing and Service Act of 1940, sent by local 
boards to U.S. Attorneys' offices, and 
copies of their letters of acknowledgment. 
October 1940 - May 1947. 

Destroy immediately. 
1348-4211) ) 

29 Case files and general 
records pertaining to the 
arrest, detention and/or 
internment of alien enemies 
during world War I under the 
provisions of Section 12 of 
the President's Proclamation 
of April 6, 1917, and 
supplementary proclamations 
of December 11, :1.917 and 
April 19, 1918. 

Includes copies of official circulars and 
replies thereto, requests for and copies 
of Presidential warrants, receipts for 
prisoners, applications for and orders of 
parole, parole bonds, applications for 
exemption from classification of alien 
enemy, reports of Federal investigative 
agencies, alien report cards, testimony, 
war zone passes, copies of declarations of 
intention of naturalization, correspondence,
and related papers. 1917 - 1920. 

Destroy immediately. 
(348-6611) ) 

30 Records pertaining to the 
arrest, detention, intern­
ment of alien enemies 
during World War II. 

Includes copies of Presidential warrants, 
receipts for prisoners, applications for 
and orders of parole, investigative 
reports, applications for permission to 
travel, notices of change of address, 
documents related to the seizure of con­
traband and all other material related 
thereto. 1941 - 1945. 

Destroy immediately. 
1352-8711) ) 

31 Federal Prosecutor's Manage­
ment Information System 
IPROHIS) for all u.s. 
Attorney offices except 
the District of Columbia. 

Individual case information. PERMANENT. Delete from U.S, 
Attorneys' office files two years 
after close of case and after 
pertinent information has been 
printed. Offer printed records 
to NARA for permanent retention 
when 10 years old. 
INCl-60-83-812b(1)I 

32 Tapes and diskettes containing core data 
sent to the Executive Office for U.S. 
Attorneys (EOUSA) . 

PERMANENT. Offer year end con- I
solidated master files (on 
computer tape) with necessary 
documentation at EOUSA to NARA 
for permanent retention annually. 
INCl-60-83-8(2b(2)I 
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33 Core data sent to EOUSA which is con­
solidated and incorporated into the Docket 
and Reporting Data Base. 

PERMANENT. Offer year end master 
file and necessary documentation 
to NARA annually. Release of 
criminal investigatory records 
contained in the system is subject 
to provisions of 36 CFR 1256.18. 
(NCl-60-83-8(2b(311 

34 PROMIS for the U.S. Attorney
District of Columbia only. 

 Defendant record, case record, charge 
record, continuance record and witnessl 
victim record. 

PERMANENT. Offer to NARA with 
necessary documentation 15 years 
from the final disposition date, 
e.g., the date on which the 
defendant is found guilty or not 
guilty, the date of the plea 
bargain agreement, or the date 
the case is dismissed or nolled. 
(NCl-60-83-8(2all 

35 Docket and Reporting Data 
Base, Executive Office for 
U.S. Attorneys only. 

Criminal and civil master files, the 
collections master file, and the 
transaction log file. 

PERMANENT. Offer year end master 
file and necessary documentation 
to NARA annually. Release of 
criminal investigatory records 
contained in the system is subject 
to provisions of 36 CFR 1256.18. 
(NCl-60-83-8(111 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 

Areas served 

District of Columbia, Mary­
land. West Virginia, and 
Virgi'nia (except U.S. 
Court records). 

Personnel records, medical 
and pay records of all 
Federal Government per­
sonnel. Records of 
agencies in greater St. 
Louis, MO area. 

Maine, Vermont, New Hamp­
shire, Massachusetts, 
Connecticut, and Rhode 
Island. 

New York, New Jersey, Puerto 
Rico, and the Virgin 
Islands. 

Delaware, Pennsylvania, and 
U.S. Court records for 
Maryland, Virginia, and 
West Virginia. 

North Carolina. South 
Carolina. Tennesoee. 
Miosissiooi. Alabama, 
Georgia. Florida. and 
Kentucky. 

Illinois, Wisconsin, Minne­
sota, and U.S. court 
records for Indiana, 
Michigan, and Ohio. 

Indiana, Michigan, and Ohio 
except for U.S. Court 
records. 

Federal records center 

(Mailing address only) 
Washington National 

Records Center 
Washington, DC 20409 

(Shipping addresB only) 
Washington National 

Records Center 
4205 Suitland Road 
Suitland, MD, 

National Personnel 
Records Center 
III Winnebago St. 
St. Louis, MO 63118 

Federal Records Center 
380 Trapelo Rd. 
Waltham, MA 02154 

Federal Records Center 
Military Ocean Terminal 
Building 22 
Bayonne, NJ 07002 

Federal Records Center 
5000 WiBsahickon Ave. 
Philadelphia, PA 19144 

Federal Records Center 
1557 St. Joseph Ave. 
East Point, GA 30044 

Federal Records Center 
7358 South Pulaski Rd. 
Chicago, IL 60629 

Federal Records Center 
3150 Bertwynn Dr. 
Dayton, OH 45439 

Areas served 

Kansas, Iowa, Nebraska, 
and Missouri except 
greater St. Louis area. 

Texas, Oklahoma, Arkansas, 
Louisiana, and New 
Mexico. 

Colorado, Wyoming, Utah. 
Montana. North Dakota, 
and South Dakota. 

Nevada except Clark County. 
California except southern 
California, and American 
Samoa. 

Arizona, Clark County, Nevada, 
and southern California 
(counties of San Luis 
Obispo, Kern. San Bernadino, 
Santa Barbara, Ventura, 
Orange, Los Angeles, 
Riverside, Inyo, Impenal. 
and SaD Diegol 

washington, Oregon. Idaho, 
Alaska, Rawaii, and Pacific 
Ocean area (except 
Amer.ican Samoa). 

Federal records center 

Federal Records Center 
2312 East Bannister Rd. 
Kansas City. MO 64131 

Federal Records Center 
P.O. Box 6216 

Forth Worth, TX 76115, 


Federal Records Center 
Bldg. 48 
Denver Federal Center 
P.O. Box 25307 

Denver, CO 80225 


Federal Records Center 
1000 Commodore Dr. 
San Bruno, CA 94066 

Federal Record. Center 
24000 Avila Rd. 
Laguna Niguel, CA 
92677 

Federal Record. Center 
6125 Sand Point Way 
Seattle. WA 98115 
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3-4.440 TITLE 3-EOUSA CHAP. 4 

3-4.440 Forms 

3-4.441 Standardized Forms 

Whenever possible, standardized forms provided by the Department of 
Justice or the clerk of the court should be used. See OBD Order 2730.1B 
(April 23, 1982), Forms Index for Offices, Boards, and Divisions, for a 
list of forms stocked by the Department warehouse. These forms are avail­
able on request from the Department warehouse stock. Form DJ-182, Requisi­
tion 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 (301) 763-2965. Suggestions for changes in OBD, DJ, 
DOJ, or USA forms should be sent to the Support Services Manager, Facili­
ties 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 t.hat standardized forms are used when applicable. 
If, in the AO's judgmer..'c, a standardized form does not completely serve its 
purpose, he/she should submit a request for revision to the Executive 
Office, Support Services Staff. He/she may also call attention to areas 
where greater standardization is possible. For further information on 
forms management, see "Forms Management Tips for Administrative Offi­
cers," published by the Department of Justice. 

3-4.442 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.) 
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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 follow­
ing 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-I; and in 
parentheses ED and date. For example: USA-40-96-1 (ED 8-1-81). Multiple­
page forms shou:\.d bear the same number, but page number should 

L

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. 
Attorney's offices, a memorandum should be submitted to the Executive 
Office with a copy of the form. 

3-4.500 REPORTING AND TRANSCRIPTION SERVICES 

Pursuant to the Federal A~quisition Regulation (FAR), contracts for 
reporting services will be developed and awarded for each United States 
Attorneys Office (USAO). These contracts will be established over a three 
year period until all districts have appropriate contracts. 

In accordance with the FAR (Part 13, Subpart 13.106, Competition and 
price reasonableness), and the USAO Delegation of Procurement Authority, 
small purchase procedures may be utilized by the USAO to procure these 
services, provided that USAO requirements do not exceed $2,500 per fiscal 
year. 

If USAO requirements exceed $2,500 per fiscal year, the Procurement 
Services Staff (PSS) Justice Management Division (JMD) will accomplish the 
procurement action. The PSS, in coordination with other JMD staffs has 
developed a standardized solicitation for obtaining contract coverage, 
which can be utilized for the current fi$cal year and up to four additional 
option years for the procurement of these services. This solicitation 
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3-4.500 TITLE 3-EOUSA CHAP. 4 

includes grand jury and deposition actions and also addresses areas of 
concern such as physical and personnel security, format, contractor quali­
fications and response times. The geographic area of vendor consideration 
is a 50 mile radius of the USAO. 

Instructions for initiating reporting contracts are contained in the 
Administrative Procedures Handbook. 

3-4.510 Use of Official Court Reporters 

Be advised that all services such as Grand Jury, deposition and other 
reporting services not normally provided through official court proceed­
ings may not be obtained by use of the services of an official court 
reporter or a firm owned by an official court reporter. This requirement is 
based on the section 3.601 of the Federal Acquisition Regulations (FAR) 
which prohibits this action by stating: 

, 'Except as specified in 3.602, a contracting officer shall not 
knowingly award a contract to a Government employee or to a 
business concern or other organization owned or substantially 
owned or controlled by one or more Government employees. This 
policy is intended to avoid any conflict of interest that might 
arise between the employees' interests and their Government 
duties, and to avoid the appearance of favoritism or preferen­
tial treatment by the Government towards its employees. ' , 

Compliance with this regulation requires the termination of any busi­
ness obtained from such individuals or firms. 

If there is a compelling reason that precludes an alternative source for 
these services, an exception must be sought and obtained from the Assistant 
Attorney General for Administration in accordance with FAR 3.602. 

Additionally, the Dual Compensation Act (5 USC 5532) precludes the 
payment of attendance fees to official court reporters. Any such unautho­
rized payments should be refunded. 
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U.S. Department of Justice 

Executive Office for United States Attorneys 

Office of the Director 	 Washington, D.C. 20530 

December 6, 	1993 

TO: Holders of united states Attorneys' Manual Title 3. 

FROM: 	 united states Attorneys' Manual Staff 
Executive Office for United states Attorneys 

e.11J~
oscat-:-1' 

RE: Use of Gove rnment Vehicles 

NOTE: 1. This is issued pursuant to USAM 1-1.510. 

2. Distribute to holders of Title 3. 

3. Insert after USAM 3-4.510. 

AFFECTS: 	 NEW section to USAM. 

PURPOSE: 	 This Bluesheet prescribes the policy for the Use of 
Government Vehicles, owned or leased, including non­
temporary duty rentals, donations, or forfeitures, 
between an employee'S residence and place of duty. 

*** NOTE: This is a new section of the USAM. *** 

3-4.600 MOTOR VEHICLE MANAGEMENT 

3-4.610 Official Use of Government Vehicles Between 
Residence and Plac e of Employment 

This prescribes the policy for the use of government 
passenger carriers owned or leased, (including non-temporary duty 
rentals, donations or forfeitures) between an employee'S 
residence and place of employment. 

. S.
BS# 3.018 
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3-4.6 11 Scope and Applicability 

A. This applies to all United states Attorneys' offices, 
the Executive Offi ce f or united States Attorneys , and all 
employees of those offices . 

B. This applies to the use of home-to-work transportation
for emp l oyees o n normal duty (non-travel) sta t us performing 
assigned duties at their place of employment . 

C. This does not apply to the use of a government passenger 
carrier when the passenger carrier is used in conj unction 

 

with 
official travel t o perform temporary duty awa y from a designated 
or regular place of employment. 

D. This does not a pply to those employe es essential for the 
safe and efficient performance of intelligence, counter­
int elligence, protective services , or c rimin

N

al law enforcement 
duties, when these emp l oyees have been so designated in writing 
by the Attorney General (Head of Agency) in approved Home-to- Work 
Plans. 

3-4.612 References 

A. 	 PL 99-550--Passenger carrier use . 
B. 	 31 U.S.C. 1344. 
C. 	 41 C.F .R. 101-6.4--0fficial Use of Government Passenger 

Carr i ers Between Res i dence and Place of Employment. 
D. 	 Justice Property Management Regu l ati ons , Subpart 

128-38. 50--0fficial Use of Vehic l es . 
E. 	 Memorandum , Office of the Attorney Ge neral, dated 

February 28 , 198 9 , Subject: Home-to-Work 
Transportation Plans. 

F. 	 Memorandum , Assistant Attorney Gener a l for 
Admin istration, dated May 1, 1991 , Subject: Use of 
Officia l Government Vehicles as a Taxable Benefit. 

G. 	 26 C.F .R. § 1.61-21 and 26 C.F .R. § 1.274-5T(k). 

3-4.613 Policy 

Empl oyees of the United States At torneys' offices, and the 
Execut i ve Office for United States Att orneys , a r e not authorized 
under government regulations to use government vehicles for 
trav e l between residence and place of work. Commuting to and 
from work is considered a p ersonal ma t ter a nd not an official 
act . Except for a few narrow exceptions , government vehicles 
cannot be used for personal purposes. 
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In determining the appropriate use of a government passenger 
carrier the following apply: 

A. Authorized Uses--The official uses of a government 
passenger carrier include: 

1. 	 Authorized programs, including program work 
under cooperative agreements or other 
contractual arrangements made pursuant to authority 
vested in the Department. 

2. 	 Use to render assistance in major disasters or 
emergency situations threatening loss of life or 
property. 

3. 	 Use by an employee in accordance with the 
provisions of the Federal Travel Regulations. 

B. Home-to-Work Uses--The use of a government passenger 
carrier to transport an employee between his/her residence and 
place of employment is prohibited except when: 

1. 	 It is in the interest of the Government that an 
employee's travel start from the employee's 
residence rather than place of employment and 
written authorization to start travel from the 
employee's residence is secured (the vehicle may 
be temporarily stored at the employee's residence 
at the conclusion of a trip if approved under the 
same conditions); or 

2. 	 Used by employees engaged in field work, the 
character of which makes such transportation 
necessary and the approval of which (on an 
individual or group basis) has been approved by 
the Attorney General for home-to-work 
transportation. 

c. Use of Official Government Vehicles--The Office of Legal 
Counsel has determined that use of a government vehicle for 
commuting and other personal purposes is a taxable benefit, 
unless the user is covered by a law enforcement or special 
vehicle exception. A general synopsis of law enforcement and 
special vehicle exceptions follows: 

1. 	 Unmarked Vehicles Used by Law Enforcement Officers 

Under certain circumstances, the personal use of unmarked 
vehicles used by law enforcement officers is not taxed as a 
fringe benefit. In applying this rule to vehicles used by 
Departmental employees, each of the following criteria must be 
satisfied in order for the use of the vehicle not to be taxable. 
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(a) 	 The vehicle must be used by a law enforcement 
o f ficer who i s a f u l l -t i me employee of the 
Department and whose du t ies and activities satisfy 
each of the following tests: 

(1) 	 Responsibility f o r the prevention or 
investigation of cr i mes involving injury to 
persons or property ( including apprehension 
or detention of such persons for such 
crimes) ; 

(2) 	 Authorization to carry a firearm (regularly 
carries a firea rm e x c e pt when engaged in 
undercove r work); 

(3) 	 Authorization t o execute search warrants; and 

(4) 	 Authorization to make arrests (other than 
citizen arrests ). 

(b) 	 All personal use of the vehicle must be authorized 
by the Department. (Use o f a vehicle for vacation 
or a recre a tion trip cannot quali fy as an 
authorized use.) 

(c) 	 All personal use of the v e h icle must be incident 
to the employee's law enf orcement function such as 
being able to report f r om home directly to a 
stakeout or surveillance s i te or to an emergency 
situation. 

Uses/Us ers who do not qualify f or each of the above listed 
criteria can not be c onsidered for t h e law enforcement exc ept i on for 
a government passenger carrier. 

2. Special Vehicles 

(a) 	 The u s e of certa i n vehicles such as forklifts, 
refrigerator trucks, buses, large trucks, farm 
and construction vehicles i s not taxable as a 
benefit. 

(b) 	 The personal use of vans and pickup trucks is 
normally taxable as a benefi t unless such a 
vehicle has been mod i fied s o that it is not 
likely to be used more than a de minimis amount 
for personal purposes . For example, if a van has 
been modified to contain on ly a front bench 
seat and permanent shelving in the cargo area 
and that cargo area is continuously filled with 
equipment, persona l use o f the van would be 
deemed de minimis and will not be taxable. 
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3-4.620 Control of Vehicles - Logging Requirements 

Each district that has motor vehicles will establish 
necessary procedures to maintain logs on the use of government 
vehicles (passenger carriers) which are utilized within the 
district and also to establish any home-to-work transportation 
used for official purposes. The log shall be accessible for 
audit and contain at least the following information. 

A. 	 Date/time (out and in); 
B. 	 Name and title of employee; 
C. 	 Name and title of person authorizing use; 
D. 	 Vehicle identification; 
E. 	 Vehicle destination; 
F. 	 Odometer reading (beginning and end); 
G. 	 Purpose (including circumstances requiring Home-to-Work 

Uses) 

Logs shall be maintained for a period of at least two years 
for the purpose of home-to-work transportation as a potential tax 
benefit and for mileage usage for justification purposes of the 
vehicles. 

3-4.540 Control of Government National Credit Card 

Each district shall establish procedures to ensure that 
credit cards are assigned to individual vehicle, personnel, or if 
such cards are shared, that an individual responsible for the 
safeguarding of the cards are appointed. Each district shall 
develop procedures and controls to provide the necessary 
safeguards as outlined in the Justice Property Management 
Regulation 128-38.12
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CHAP. 5 UNITED STATES ATTORNEYS' MANUAL 3-5.122 

3-5.000 SPACE MANAGEMENT 

3-5.100 OFFICE SPACE 

3-5.110 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 space requires public 
access to the reception area. All perimeter space beyond this point should 
be secured for access of U. S. Attorney personnel and authorized visitors. 

In accordance with the Comprehensive Crime Control Act of 1984 (Public 
Law 98-473, October 12, 1984), the following limita.tion applies to reno­
vating, remodeling, furnishing, or redecorating the office of any Govern­
ment employee appointed by the President: 

, 'Sec. 619. During the period in which the head of any depart­
ment or agency, or any other officer or civilian employee of the 
Government appointed by the President of the united States, 
holds office, no funds may be obligated or expended in excess of 
$5,000 to renovate, remodel, furnish, or redecorate the office 
of such department head, agency head, officer, or employee, or 
to purchase furniture or make improvements for any such office, 
unless such renovation, remodeling, furnishing, or redecdra­
tion is expressly approved by the Committees on Appropriations 
of the House and the Senate.' 

3-5.120 Planning criteria 

3-5.121 Policy 

The planning criteria are subject to the following policy statement: 

On 

. 

January 8, 1987, GSA issued, "FPMR Temporary Regulation D-73, a 
Quality Workplace Environment Program.' I The goal of this program is to 
increase efficiency and provide a quality working environment while reduc­
ing the amount and cost of Federal workspace. Space assignments are ex­
pected to average 135 sq. ft. or less per workstation, including supplemen­
tal space. 

3-5.122 Space Allocation Standards 

The standards included in this space allocation standard (SAS) shall 
apply to all new space requests submitted after December 12, 1989, and to 
those pending space requirements where the lease contracting process has 
not yet been started and/or the amount of square footage aU. S. Attorney's 

October 1, 1990 
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3-5.122 TITLE 3-EOUSA CHAP. 5 

office (USAO) is to be assigned has not yet been approved and finalized by 
General Services Administration (GSA). 

Only space requests signed by designated representatives of the Execu­
tive Office of the u.S. Attorneys (EOUSA) shall be accepted as final. These 
standards shall not be applied to existing U. S. Attorney space assignments 
unless a relocation of the entire office is planned. 

Questions or disputes over the application of the standards contained in 
this SAS shall be referred to the Office of Real Estate, Office of Real 
Property Development (PQR) in the GSA Central Office for resolution. 

Circulation and Layout Factors 

The square footage goals contained in the SAS are targets which shall be 
utilized by the GSA Real Estate Division regional offices space planners to 
determine the space needs of each u.S. Attorney's office. In modular 
buildings and in older Federal Buildings where space and/or window config­
urations create difficulties in sizing rooms to the target square footages 
in the SAS, private offices and support rooms should be sized as close to 
the target square footages as is practical and economical on the basis of 
the most efficient and prudent use of space. 

u.s. Attorney offices are densely partitioned, typically requiring a 
partition ratio of 1 linear foot of wall for every 10 sq. ft. As a result, a 
circulation and layout space factor will need to be considered by GSA space 
plannecs after a complete analysis of the U.S. Attorney's space needs 
against the SAS target standards have been completed. Since the age and 
configuration of typical Federal Buildings which house most U. S. Attorney 
offices varies widely, the amount of space added should be appropriate to 
the individual u.S. Attorney office and the Federal space where they will 
be housed. Where lease space is to be acquired to house u.S. Attorney 
functions, the circulation and layout factor added by GSA shall be adequate 
to ensure proper 

TORNEY

internal circulation, and address appropriate fire and 
life safety considerations in effect at the time the space request is 
received. 

It shall be the responsibility of each GSA Regional Offices to ensure 
that the space authorized for each u.S. Attorney's office (as a result of 
their space analysis based on this SAS) is adequate for the efficient 
layout of all of the rooms, private offices and areas included in the 
approved SF-81A, "Space Requirements Worksheets' '. It shall also be the 
responsibility of the GSA Regional Office to furnish the EOUSA with a 
project schedule for each space request no less than nine months in advance 
of an office relocation. At a minimum, the schedule shall contain layout 
start and completion target dates, as well as a. projected project comple­
tion (occupancy) date. Any schedule change shall be formally reported to 
the EOUSA in writing. 

October I, 1990 
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CHAP. 5 UNITED STATES ATTORNEYS' MANUAL 3-5.123 

It shall be the responsibility of the EOUSA to see that space layouts are 
reviewed and approved by the appropriate Justice Department officials and 
delivered to the appropriate GSA Regional Office in accordance with the 
approved project schedule. Failure to deliver approved space layouts in a 
timely manner shall result in the EOUSA becoming responsible for any delay 
cost claims incurred by GSA as a direct result of the failure to deliver 
approved layouts within the project schedule. In addition, claims which 
result from occupancy delays caused by the Justice Department's failure to 
issue telephone and/or equipment orders in time to ensure installation 
prior to the space completion/acceptance date specified by the project 
schedule shall be the financial responsibility of the EOUSA. 

3-5.123 Office Standards 

United States Attorneys 

Position/area
U.S. Attorney
(Headquarters locations) 

Sq. Ft. 
300 

Buildout Description
Walls shall extend from slab 
to structural slab and have a 
m1n1mum Sound Transmission 
Class (STC) of 45. Duct pen­
etration shall not compromise
the specified STC. The of­
fice shall have solid wood 
core door with a special lock 
as stated in the EOUSA Physi­
cal Security Requirements.
Vinyl wall covering or panel,
chair rail, above-standard 
carpet with padding and drap­
ery shall be installed.* 
Classification: Office (De­
adbolt lock) 

U.S. Attorney's Toilet 
(Headquarters location 
only)
-No shower 

30 Fixtures include silent flush 
toilet, sink and separate hot 
and cold water controls in­
stalled in a two door, wood 
finished vanity with a one 
piece (no seams formica top
and integral backsplash. In­
stall an 18" x 24" mirror and 
the 110V AC ground fault elec­
trical outlet above vanity.
Install separate towel and 
toilet paper dispensers.
Floor shall be ceramic tile. 
Install exhaust fan that is 
controlled by light switch. 
Provide sound deadening insu­
lation in walls. 

* The Executive Office of the U. S. Attorneys shall provide a Reimbursable Work Authorization 
(RWA) to cover the difference in price between the standard finishes specified as Standard 
Alterations (SA's) and above-standard wall construction and finishes. The R~A shall also cover 
the difference in price between above-standard carpet and standard carpet. 

. S. ATTORNEYS MA
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3-5.123 TITLE 3-EOUSA CHAP. 5 

Position/area Sq. Ft. Buildout Description 
Classification: SP-l 

u.s. Attorneys Office 
(Non-headquarters) 
-No private toilet 
-No shower 
-No private conference 
room 
-No panel 

225 Walls shall extend from slab 
to structural slab and have a 
minimum Sound Transmission 
Class (STC) 45. Duct pen­
etration shall not compromise 
the specified STC. The of­
fice shall have a solid wood 
core door with a special lock 
as stated in the EOUSA Physi­
cal Security Requirements. 
Standard paint and chair 
rail, above-standard carpet 
with padding and drapery 
shall be installed.* 

Classification: Office (De­
adbolt lock) 

u.s. Attorney's Private 
Conference Room (Head­
quarters location only) 

300 Buildout the same as u.s. At­
torney's private office.* 

Classification: Office 

secretary to the u.s. At­
torney (Includes worksta­
tion & visitor seating) 
(Headquarters location 
only) 

150 Above-standard office space 
buildout and finishes to 
match the u.S. Attorney's 
private office, including vi­
nyl wall covering, (no pan­
el), chair rail, drapery, 
carpet with padding. * 

Classification: Office 

Chief Assistant u.s. At­
torney & Managing u. S. At­
torney in Branch Offices 

225 Buildout same as the U. S. At­
torney's private office.* No 
panelling 

Classification: Office 

secretary to the Chief As­
sistant U. S. Attorney & 
Managing U.S. Attorney in 
Branch Offices 

100 Above-standard office space 
buildout and finishes to 
match that of Chief Assistant 
U.S. Attorney's private of­
fice, including vinyl wall 
covering, (no panel), chair 
rail drapery, carpet with 
padding. * 

Classification: Office 
Supervisory Assistant 
u.s. Attorney 

200 Walls shall extend from slab 
to structural slab and have a 
minimum Sound Transmission 
Class (STC) of 45. * Duct pen­
etration shall not compromise 
the specified STC. The of­
fice shall have a solid wood 

*The Executive Office of the U. S. Attorneys shall provide a Reimbursable Work Authorization 
(RWA) to cover the difference in price between the standard finishes specified as Standard 
Alterations (SA's) and above-standard wall construction and finishes. The RWA shall also cover 
the difference in price between above-standard carpet and standard carpet. 
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Position/area Sq. Ft. Buildout Description 
core door with standard lock. 
Standard office finishes 
shall be provided to include 
paint, carpet, and drapery. 

Classification: Office 

Assistant U.S. Attorney 180 Standard office buildout and 
finishes. Paint and carpet, 
and standard window covering. 

Classification: Office 

Executive Administrative 
Officer (EAO) (GS-14 or 
higher) Headquarters only 

200 Same as Supervisory Assistant 
U.S. Attorney's private of­
fice.* 

Classification: Office 

Administrative Officer or
Deputy Administrative Of­
ficer to EAO 

180 Standard office buildout and 
finishes. Same as Assistant 
U.S. Attorney's private of­
fice. 

Classification: Office 

Assistant Administrative
Officer (MO) (private of­
fice only if MO handles 
personnel duties) 

150 or 135 
open area 

Standard office space build­
out and finishes. 
Classification: Office 

Personnel Officer 
(Private Office) 

150 Standard office space build­
out and finishes. 

Classification: Office 

LECC Officer 
(Private Office) 

150 Standard office space build­
out and finishes. 

Classification: Office 

Personnel Specialist 
(Open Area) 

100 Standard Office space build­
out and finishes. 

Classification: Office 

Purchasing Agent/Clerk 
(Open Area) 

100 Standard Office space build­
out and finishes. 

Classification: Office 

Systems Manager Supervi­
sor 
(Private Office) 

150 Standard office space build­
out and finishes. 

Classification: Office 

Assistant Systems Manager 
(Open Area) 

80 Standard Office space build­
out and finishes. 

Classification: Office 

Paralegal 
(Private Office) 

150 Standard Office space build­
out and finishes. 

* The Executive Office of the u. S. Attorneys shall provide a Reimbursable Work Authorization 
(RWA) to cover the difference in price between the standard finishes specified as Standard 
Alterations (SA 's) and above-standard wall construction and finishes. The RWA shall also cover 
the difference in price between above-standard carpet and standard carpet. 
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Position/area Sq. Ft. Buildout Description 
Classification: Office 

Secretarial/Clerk 
typist/legal technician 

80 Standard Office space build­
out and finishes. 

Classification: Office 

Receptionist 135 Standard Office space build­
out and finishes, except as 
noted in reception area en­
try. 

Classification: Office 

8

Clerk/Student Aides 60 Standard Office space build­
out and finishes. 

Classification: Office 

Collections Clerk 
(Open Area) 

80 Standard Office buildout and 
finishes. 

Classification: Office 

Task Force Supervisor 
(Private Office) 

200 Buildout same as Assistant 
U.S. Attorney's private of­
fice. 

Classification: Office 

Task Force Attorney 
(Private Office) 

180 Standard Office buildout and 
finishes. 

Classification: Office 

Task Force Investigators 
(Open Area) 

60 Standard Office buildout and 
finishes. 

Classification: Office 

Visiting Attorney 
(Private Office) 

180 Standard Office buildout and 
finishes. 

Classification: Office 

Visitor Waiting Area (Pub­
lic seating only) USAO to 
furnish average visitor 
totals. May be required 
on different floors, for 
collections units, and 
task force 

20/visitor 
based on the 
average 
hourly to­
tal. Not 
less than 150 

Standard Office buildout to 
include carpet, vinyl wall 
covering or paint, chair 
rail, glass door at entry with 
USAO lettering. Wall sepa­
rating the receptionist and 
office area from the visitors 
shall e.xtend from slab to 
structural slab and contain a 
bullet-resistant window 
w/pass through and bullet re­
sistant material installed on 
the surrounding walls and en­
try door to office space. 
Size of window and class of 
firearm protection specified 
in requirements. Electric 
door strike and intercom, and 
door bell shall also be in 

October 1, 1990 
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Position/area Sq. Ft. Buildout Description 
stalled. Locks per Physical 
Security Requirements. * 
Classification: Office 
(Fixed Duress alarm, Type II 
ballistic material) 

Library Headquarters and 
Branch Offices 

l/every 6 le­
gal volumes 
plus 20% fu­
ture growth 

Standard Office buildout and 
finishes. Where required, 
added structural support may 
be needed. Whenever possi­
ble, shelving should be laid 
out 

ANUAL 

with 4-5 foot aisles to 
minimize the necessity for 
costly structural reinforce­
ment. GSA (or 

19

contract) 
structural engineers should 
be asked for assistance in 
preparing layouts to avoid 
costly structural support 
work. Optional glass for 
light filter. 

Classification: Office-un­
less structural work is re­
quired in which case an SP-3 
classification may be appro­
priate. 

Library Support Space 
(Reference/reading area 
within) 

25/every 5 
Attys. 

Standard Office buildout and 
finishes. 

Classification: Office (If 
librarian on board, 150 sq. 
ft. private office within li­
brary) 

Main Conference Room (Op­
tional built-in storage 
for video equipment) 

400-600 Walls shall extend from slab 
to structural slab and have a 
minimum STC of 45. Duct pen­
etration shall not compromise 
the specified STC. The HVAC 
shall be separately zoned and 
controlled and be capable of a 
minimum of six complete air 
changes per hour with 20% 
fresh air. Solid core wood 
door installed. Wallcover­
ing and chair rail. Re­
cessed, incandescent light­
ing with separate dimmer 
switches. 

Classification: SP-5 (Dead­
bolt lock) 

* The Executive Office of the U. S. Attorneys shall provide a Reimbursable Work Authorization 
(RWA) to cover the difference in price between the standard finishes specified as Standard 
Alterations (SA'S) and above-standard wall construction and finishes. The RWA shall also cover 
the difference in price between above-standard carpet and standard carpet. 
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Position/area 
 Sq. Ft. Buildout Description 
Conference Rooms (Crimi­

nal Div., civil Div., and 

Task Force) 


200-300 Same as Main Conference Room, 
except install standard 
lighting. 

Classification: SP-5 

Trial Preparation Room 
 250 
2 per every 3 
Judges 

Walls shall extend from slab 
to structural slab and have a 
minimum STC of 45. Sol id core 
wood door and lock per Physi­
cal Security specifica­
tions.* 
Classification: SP-5 (Dead­
bolt lock) 

witness Interview 
 150 
1 per every 
10 Attys. 

Same buildout as Trial Prepa­
ration Room. * No special 
lock.* 
Classification: SP-5 (Duress 
alarm receiver) 

Collection Interview Room 
 150 
1 per office
location 

Same buildout as Witness In­
terview Room. * 

Classification: SP-5 (Duress 
alarm receiver) 

Deposition Room 
 200 
1 per office 
location 

Same buildout as witness In­
terview Room. * 
Classification: SP-5 

Evidence Room 
 150-250 Wall shall extend from floor 
to ceiling with 9 gauge ex­
panded metal lath installed 
between wall studs. The ex­
panded metal lath shall also 
be securely installed between 
the drop ceiling and struc­
tural slab above. Doors 
shall be steel or solid core 
wood with a security lock in 
accordance with Physical Se­
curity specifications. Op­
tional built-in shelving, vi ­
nyl floor covering. 

Classification: Office 
(Electro-mechanical key op­
erated deadbolt lock) 

File Rooms 
 9 per legal 
or equivl. 

Standard Office space build­
out and finishes. Based on 
file system or number of 
files, floor load may require 
reinforcement. Optional 
locks for secured file room 
per Physical Security speci­

* The Executive Office of the U. S. Attorneys shall provide a Reimbursable Work Authorization 
(RWA) to cover the difference in price between the standard finishes specified as Standard 
Al terations (SA's) and above-standard wall construction and finishes. The RWA shall also cover 
the difference in price between above-standard carpet and standard carpet. 
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position/area Sq. Ft. Buildout Description 
fications. Vinyl floor cov­
ering. 

Classification: Office-un­
less reinforced. 

Teletype/Fax/Shredder 40 each Standard Office buildout and 
finishes. 

Classification: Office 

Copier/Printing Room 
(Size depending upon 
equipment) 

150-300 Office quality buildout and 
finishes. Where large, noisy 
machines are to be housed in 
the room, extending the walls 
from slab to structural slab 
to raise the STC to 45 should 
be considered along with in­
creased room air changes. 
Vinyl floor covering. 

Classification: Office 

ADP Room (Based on equip­
ment housed) 

300-1000 Room buildout will vary with 
size and equipment needs. 
Most rooms will require a 
package HVAC unit sized for 
specified equipment plus some 
expansion, operational 24 
hours a day. Units shall have 
the ability to control both 
temp. and humidity. Raised 
floor should only be used 
where cable requirements war­
rant. A separate electrical 
panel may be required in the 
room. Walls shall extend 
from slab to structural slab 
and contain a vapor barrier 
and a minimum STC or 45 • 
Equipment specs. must be fur­
nished. SP-5 unless a raised 
floor and separate electrical 
panel is required in the room 
in which case the space would 
be classified as SP-4. 

Word Processing Room 150-250 Buildout will vary depending 
on equipment. Small instal­
lations may require no spe­
cial environmental prepara­
tion. Equipment specs. to be 
furnished. Vinyl floor cov­
ering. 

Classification: Office if no 
HVAC is required. SP-5 if a 
package HVAC is needed. 

Shared computer or word 
processing worksta­
tion/printers 

60 each Office quality space buildout 
and finishes. 

Classification: Office 

October I, 1990 
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Position/area Sq. Ft. Buildout Description 
Mail Sort Workstation 60 Office quality space buildout 

and finishes. 

Classification: Office 

Supply Room (Headquarters 
and Branch locations) 

200-300 Office quality buildout and 
finishes. Size room at 200 
sq. ft. for offices with 25 or 
less attys. and 500 sq. ft. 
for the larger offices. Op­
tional buildin shelving. 

Classification: Office 

Storage Room (basement, 
attics, or other storage 
quality space) 

Size of space to be determined 
by need and availability. 

Classification. ST-l or SP-6 
depending on the type of 
space. 

Juris Terminal 
(in library) 

40 ea. 
 Same finish as classification 
as the library. 

Classification: Office 

Copy Machine 
(table top model) 

40 ea. 
 Office quality buildout and 
finishes. 
Classification: Office 

Copy Machine 
(Stand alone) 

60 
 Office quality buildout and 
finishes. 
Classification: Office 

Telephone Closet 75 
 Closet shall be located with­
in the space assigned to the 
office. Closet shall have 
wall mounted 1/2" plywood in 
sufficient quantity to attach 
telephone equipment. A mini­
mum of 2 duplex 110V, 15 amp 
electrical outlets shall be 
provided. Floors shall be 
vinyl tile. Solid core wood 
door with electro magnetic 
contact door sensors, dead­
bolt lock. 
Classification: Office 

Break Room 150 
 Office quality buildout and 
finishes. Provide 18" x 24" 
stainless steel sink with hot 
and cold water supply and 
waste line mounted in a fin­
ished wood kitchen sink base 
cabinet. In addition, pro­
vide a total of 6 LF (includ­
ing the sink base) of base 
cabinets with matching wall 
cabinets except above the 
sink base. Base cabinets 
shall have a 6 LF laminate 
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Position/area Sq. Ft. Buildout Description 
counter top with intergral 
splash block. Install an 
110V, 20 amp electrical out­
lets. Vinyl floor covering. 

Classification: SP-l 

Standard Office Finish: Carpet with padding, two coats semi-gloss paint, 
standard window covering (usually mini-blinds) 

NOTE: 

Space allowances include footprint and circulation. Perimeter Door Locks: 
All perimeter doors installed with key operated dead bolt locks. (Medeco 
Government Restricted Keyway series with cam-operated bolt or equiva­
lent) . 

All offices to be provided with common use coat closets sufficient for use 
by personnel and visitors. 

3-5.130 Location 

The U.S. Attorneys' offices should be located within the Courthouse 
complex or in close proximity. 

3-5.140 Procedures 

3-5 .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 addi­
tional personnel authorized (specify type, i.e., attorney, support, num­
ber of each) or overcrowded or insufficient space to house presently 
authorized staff. 

Authority for acquisition and/or relocation of space has not been del­
egated to the U. S. Attorneys. Such actions may be accomplished only by and 
with the approval of the Executive Office. 

3-5.142 New Federal Buildings/Courthouses 

GSA requests the Department to provide space requirements for the U.S. 
Attorney and other tenants 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 Execu­
tive Office, they are forwarded to the U.S. Attorney's Office for concur­
rence and return. 
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3-5.143 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. Author­
ity for release or relocation of space has not been delegated to the U.S. 
Attorneys and can be accomplished only through the Executive Office. 

3-5.200 PARKING SPACE 

3-5.210 Policy 

GSA FPMR's state, agencies should assign parking spaces in this order: 
severely handicapped, executive personnel working unusual hours, van/car 
pools, POV's used for government business 12 days per month and which 
qualify for reimbursement travel. 

It is the general policy of the Executive Office to provide parking 
spaces for official government vehicles permanently assigned to the U.S. 
Attorneys' offices. Parking for employee owned vehicles will be provided 
whenever possible consistent with the following criteria: 

3-5.220 Assignment of Parking Spaces 

1. Handicapped employee 
2. United States Attorney 
3. Paid Supervisory Assistant U.S. Attorneys only 
4. Administrative Officer 
5. Operational space 	 official government vehicle 
6. 	 Operational space District Headquarters office 

Branch office 
Unstaffed Branch office with frequent use jus­
tified. 

7. 	 High-crime areas Designated by GSA based on a survey of the area 
and their recommendations. 
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3-6.000 SECURITY MANAGEMENT 

The continued protection of human and physical assets at each U.S. 
Attorney's Office or sub-office is essential to accomplishing its mission 
and objectives. Additionally, the active and enthusiastic participation 
of senior management and supervisory echelons is tantamount to the success 
of all security programs and directly proportional to the quality and 
applicability of the product derived therefrom. Security programs within 
the U. S. Attorney Offices will be structured in such a manner as to utilize 
three distinct components, each tasked with performing specified tasks and 
assuming responsibilities which contribute to the overall effectiveness 
of the security effort. These components are the Executive Office for 
United States Attorneys (EOUSA), a District Office Security Manager from 
each office and a Security Working Group composed of selected District 
Office Security Managers. Duties and responsibilities of each component 
are discussed below. 

3-6.010 Executive Office for united States Attorneys 

The Executive Office for U.S. Attorneys provides the following: 

A. Policy and procedural assistance to Districts for the implementa­
tion and day-to-day conduct for all security related actions. This policy 
will be in keeping with all applicable statutes, Executive Orders, and 
Departmental Orders so as to ensure all required security programs meet 
regulatory requirements as well as the unique needs of each office. 

B. General and specialized security training for all personnel in­
volved in security-related duties. 

C. Budgetary assistance and facilities management support to facili­
tate the design, procurement and installation of all security-related 
equipments, services and syst~ms. 

D. A structured methodology of threat and vulnerability assessment for 
each U.S. Attorney Office which will allow the determination of unique 
security requirements. 

E. The necessary oversight to ensure compliance with all regulatory and 
departmental security policies l identify weaknesses, provide assistance 
and advice and formulate constructive recommendations to improve the qual­
ity of security 

. 

support and overall security posture. 

3-6.020 District Office Security Manager 

The U. S. Attorney will designate an individual, preferably a superviso­
ry Assistant U.S. Attorney to function as tQe District Office Security 
Manager. This ipdividual will manage all security programs of the district 
office and be assisted by other assigned individuals as required. He/she 
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will serve as the principal security official for the district office and 
its sub-offices and advise the U. S. Attorney on all security matters. The 
responsibilities of the security manager are as follows: 

A. Analyze the overall security posture of his/her respective office 
and recommend all necessary systems, equipment and services which will 
alleviate known vulnerabilities and risks. 

B. Implement or cause to have implemented and locally oversight the 
Physical Security, Information Security, Personnel Security, ADP Securi­
ty, Loss Prevention, Security Education and Awareness, Safety and Emergen­
cy Preparedness programs in accordance with current policy. 

C. Develop or cause to have developed all contingency plans and the 
District Office Security Plan. 

D. Prepare budget estimates for the implementation of security pro­
grams at the district office level and coordinate these and other require­
ments affecting security with the Executive Office for U.S. Attorney and 
the Security Working Group. 

E. The District Office Security Managers' Handbook (DOSM), Vol. I-II 
sets forth security procedures for district offices. 

F. Refer to DOSM, Vo1s I-II, for DOJ orders. 

3-6.030 Security Working Group 

The Security Working Group is responsible for: 

A. Reviewing the status of all ongoing security programs for the dis­
trict office's perspective and make recommendations for their continu­
ance, enhancement or termination as necessary. 

B. Reviewing requests for funding of security actions which are de­
signed to implement security programs or actions to further compliance 
with existing statute or policy directives before referral to the Budget 
Sub-Committee. 

C. Providing a single source of advice on security matters representing 
United States Attorney offices to the Associate Attorney General and the 
Director, Executive Office for United States Attorneys. 

D. Providing recommendations concerning the impact of security pro­
grams on the operational requirements of United States Attorney offices. 

3-6.100 SECURITY PROGRAMS 

3-6.110 Physical Security 

Physical security encompasses the sum total of systems and procedures 
required to protect and support all other security areas and should meet 
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the requirement of Executive Order 11642 and Department policies as con­
tained in the current issuance of DOJ Order 2620.4. The complement of 
physical security constraints will be tailored to each environment to 
adequately reflect the threat, vulnerability and risk associated with a 
particular office. The Executive Office will establish recommended safe­
guard minimums designed to meet common threats, such as: 

1. 	 Central access control points protected by ballistic materials and 
configured to minimized forced entry. 

2. 	 Duress alarms for requesting immediate assistance. 

3. 	 Telephone on-hook security and encryption capability. 

4. 	 Alarm systems which detect surreptitious entry during non-working 
hours. 

5. 	 Soundproofing in offices in which sensitive and classified conver­
sations take place. 

6. 	 Secure storage for evidence and classified/sensitive files. 

7. 	 Security plan requirements as specified in Executive Order 11652, 
containing the delegation of security responsibilities, local secu­
rity procedures and contingency plans for bombs threats, natural 
disasters, etc., as required by Executive Orders 11490,11921, and 
11179. 

3--6.111 Secure Communications (STU-III) 

In April of 1991 the Executive Office received the operational security 
doctrine for the national STU-III program. Of particular note are the 
following excerpts: 

--INTENT: "Our greatest concern in developing the STU-III is to protect 
vulnerable U.S. Telecommunications. Therefore, in implementing the 
provisions of this instruction, heads of departments and agencies 
should not impose security restrictions which would inhibit prompt 
fielding or discourage use of the terminals. Any relaxations to the 
provisions of this document must receive the prior approval ·of the 
National Manager, (NSA)." 

--SCOPE: "The provisions of this instruction apply to all departments 
and agencies of the U.S. Government and to their contractors who 
handle, distribute, account for, store or use the type 1 terminal and 
associated COMSEC material." 

--SENSITIVE INFORMATION DEFINED: "(This term is defined the same as the 
term 'sensitive information' is defined in Public Law 100-235)--Any 
information, the loss, misuse, or unauthorized access to or modifica-
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tion of which could adversely affect the national interest of the 
conduct of federal programs, or the privacy to which individuals are 
entitled under section 552a of Title 5, United States Code (the Privacy 
Act), but which has not been specifically authorized under criteria 
established by an Executive Order or an Act of Congress to be kept 
secret in the interest of national defense or foreign policy. ' , 

-USE OF TERMINALS: "The Type 1 terminal is intended to provide secure 
voice and data capabilities through the u.s. Government and U.S. 
Government contractor communities where there is a requirement for 
transmission of classified or sensitive unclassified U.S. Government 
information. The Type 1 terminal will replace or augment, where ap­
propriate, all current secure and non-secure telephones where these 
requirements exist. " 

The importance of this secure capability among all the United States 
Attorneys' Offices lies in the national commitment to provide a means to 
facilitate all aspects of the Executive Branch's mandate to protect sensi­
tive information throughout the Federal government. This requirement has 
been underscored by the administration's efforts toward the war on drugs. 
The Attorney General has been fully briefed by NSA and supports the program 
in all respects. 

A. 	 Telecommunications Securit~bjectives 

Within the Executive Office, the Telecommunications Security effort is 
accomplished within the Physical Security Program designed to support all 
United States Attorneys' Offices. The secure or encrypted telecommunica­
tions requirements are addressed by the STU--III Program. The overall 
objectives of the telecommunications security efforts are generally as 
follows: 

1. 	 Install sufficient secure voice capability at each staffed location 
and to all personnel as necessary to meet operational requirements. 
Basically, this entails providing STU-III terminals to all United 
States Attorneys, all Supervisory Assistant United States Attorneys 
prosecuting traditional drug cases, and other selected personnel 
(Strike Force Assistant United States Attorneys, District Office 
Security Managers, etc.). 

2. 	 Install at each staffed location and other selected sites, a secure 
communications triad consisting of one AT&T STU-III, one secure 
facsimile machine, one IBM compatible PC with lMAGENET and SACS 
software, and one "AB" switching unit. The installation of the 
Secure Triad System will enable each office to communicate with 
other departmental and federal entities by way of secure (encrypted) 
voice, facsimile and PC data exchange. Additionally, it will permit 
the complete interface between these components. 
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3. 	 The installation of physical security safeguards at each office to 
include: 

-Locating the telephone control panel which services each location 
within the protected premises of the United States Attorney's Office 
complex or the physical control of such panels when located outside of 
the tenant office spaces. 

-Installation of line cards or handset cutoff devices on telephone line 
pairs or telephone handsets to ensure the maximum level of on-hook 
security protection. 

-Periodic Technical Security countermeasures (TSCM) surveys to detect 
the presence of hostile emitters or eavesdropping devices. 

-The installation of other safeguards on datalines and systems utilized 
for the transmission of less sensitive and non-national security in­
formation. 

B. 	 STU-III INSTALLATION 

STU-III terminals were designed to replace existing telephone units and 
are configured for easy installation. In most cases, installation is 
easily accomplished by unplugging the existing telephone instrument and 
plugging in the STU·-III terminal. Department of Justice policy states that 
before any telephone system can be purchased, it must first be determined 
that it is STU-III compatible. In those instances where the STU-III termi­
nal is not fully compatible with the existing telephone system, additional 
modification may be required. When this occurs, contact should be initi ­
ated with the EOUSA COMSEC Custodian for assistance. 

To alleviate budgetary constraints on district offices, the Executive 
Office has elected to pay all costs associated with the installation of the 
STU-III terminals. 

For modifications to existing telephone systems or installation of 
additional lines and jacks, District Officers will need to initiate a 
purchase order for the required work with their local telephone company or 
servicing GSA office. 

Modification of offices to meet the minimum physical security require­
ments for STU-Ill's will be coordinated through the Security Programs 
Office. In GSA owned buildings, work such as replacing an existing door 
with a solid wood core door or installation of dead bolt locks should be 
done with funding from an office's miscellaneous Reimbursable Work Autho­
rization (RWA) fund. If the office is in leased space, the district can 
initiate a purchase order to have the security enhancements done. In 
either case, after work is completed, copies of the billing vouchers should 
be forwarded to the Security Programs Office for endorsement/validation. 
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C. STU-III REPAIR/REPLACEMENT PROGRAM 

The Executive Office anticipates that with the distribution of over 
4,000 STU-III terminals, a small portion of units will require repair or 
replacement. Because all terminals must be centrally accounted for as 
Controlled Cryptographic Items (CCI), the repairs of these units must be 
accomplished in the same fashion.' To maintain positive accountability, 
all repairs and/or maintenance to the terminals will be provided by the 
Security Programs Office. 

COMSEC Responsible Users will be responsible for initially trouble­
shooting a non-functioning unit as outlined in the terminal's operating 
gUlae. If basic troubleshooting fails to correct the malfunction, the 
Executive Office COMSEC Custodian should be contacted. Additional trou­
bleshooting may be attempted and if the malfunction persists, the unit will 
be returned to the Executive Office and a replacement unit provided immedi­
ately. The malfunctioning unit will be repaired, placed in the Executive 
Office inventory, and made available to the next office requiring a re­
placement. 

Return of STU-III terminals will be via U. S. Registered mail. Terminals 
must be repacked in an original STU-III shipping container with an accompa­
nying Standard Form (SF)-153 transfer report enclosed. Blocks 1-4, 9-12, 
and 20 should be completed by the sender, together with a brief description 
of the malfunction noted in the lower part of block 9. 

STU-Ill's immediately replaced will be hand receipted for a permanent 
transfer basis by the COMSEC Representative and the user in the same manner 
as original equipment. 

3-6.120 Information Security 

Information Securi ty entails the protection of all material which bears 
a national 

A

security classification or which is considered sensitive to the 
mission-related responsibilities of the office, e. g., grand jury informa­
tion, 

S. 

witness information, tax information or other sensitive case infor­
mation. A documented and well structured program will be instituted to 
ensure 

. 

adequate protection, control and access to information received 
from other agencies in accordance with their requirements and the safe­
guarding of all national security information as specified in Executive 
Orders 12356; 11652; 28 C.F.R., Part 17; and the current issuance of DOJ 
Order 2600.4, 2600.3B in DOSM, Vol. II, 2620.4. Receipt, control, trans­
fer, clearance, access and destruction procedures will be developed and 
placed into effect. These procedures will be tailored to the working 
environment to achieve the necessary protection but minimize the interfer­
ence with administrative and operational procedures. See, also DOSM, Vol. 
I I D. 
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3-6.121 Grand Jury Information 

Refer to DOSM, Vol. I, D-4; Vol. II, DOJ order 2600.4. 

3-6.122 Limited Official Use Information 

Refer to DOSM, Vol. I, D-3; Vol. II, DOJ order 2620.7. 

3-6.130 Personnel Security 

Personnel Security entails the effective screening, selection, inves­
tigation and suitability adjudication of all personnel assets employed by 
the Executive Office and u.S. Attorney Offices. The Personnel Security 
Program will meet the requirements of Executive Orders 10450, 10550, 
11935, DOJ Order 2610.2 (DOSM, Vol. II) applicable Federal statutes, and 
other agency requirements as published. Minimum standards will include 
the development and application of standardized adjudication policies for 
both competitive and excepted service personnel which are in consonance 
with applicable regulations and policy and which are consistent with other 
agencies of government. See, also DOSM, Vol. I, I. 

3-6.140 ADP Security 

The ADP Security Program entails the procedural and operational securi­
ty of all information contained in automated systems, the systems them­
selves and all programming and access to the systems and the information. 
The ADP Security Program will be implemented in accordance with Pub.L. No. 
100-235, The Computer Security Act, 1987; National Bureau of Standards 
Federal Informational Processing Standards (FIPS) Publication 31; 5 
U.S.Code; and the current issuance of DOJ Order 2640.2B (DOSM Vol. II). 
Minimum requirements of the ADP Security Programs will entail the develop­
ment of contingency plans that will allow the continuation of automated 
processing in the event of natural disaster or system damage. Procedural 
guidance will be developed which will employ basic ADP Security safeguards 
such as separation of functions, access control of the system, protection 
of the system and equipment from misuse or computer related crime, and 
control of compromising eminations and safety considerations. Also see, 
DOJ 2640.3 (DOSM, Vol. II), and DOSM, Vol. I, H. 

3-6.150 Loss Prevention 

Loss prevention entails the accountability of all government assets 
against misuse, pilferage and waste and will be instituted in accordance 
with 41 C.F.R. and the current issuance of DOJ Order 2630.2A DOSM, Vol. II). 
Development and utilization of easily accomplished accounting systems for 
items which enjoy a higher risk of threat and pilferage will be utilized to 
further the loss prevention effort. These systems and a loss prevention 
awareness effort will be minimum requirements for all offices. 
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3-6.160 Security Education and Awareness 

Security Education and Awareness is designed to teach all federal em­
ployees their basic responsibilities and duties required to perform their 
respective security functions within their environment. The responsibil­
ity rests with each office of the Federal Government to ensure that each 
person is provided this level of training. The Security Education and 
Awareness Program will develop cost-effective means of providing general 
security training to all employees and specialized training to those indi­
viduals whose duties are more involved with the security process. Each 
office will make the widest possible use of training aids and awareness 
documents to promote and complete understanding of security requirements. 
See, DOSM, Vol. I, E. 

3-6.170 Safety and Health Program 

It is the policy of the Executive Office for U.S. Attorneys and the U.S. 
Attorney Offices to administer an Occupational Safety and Health Program 
(OSHP) 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 Heal th Manager for the Executive 
Office for United States Attorneys develop and maintain a system which 
ensures prompt reports, investigations, and corrections of any unsafe and 
unhealthful working conditions. 

Employees are encouraged to report immediately to their supervisors any 
conditions or situations 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 OSHP activities. See, DOJ Order 
1779.2A in DOSM, Vol. II. 

3-6.171 Responsibilities 

Responsibili ties in administering the OSHP as set forth in DOSM Vol. 1­
Vol. II are as follows: 

A. The Director of the Executive Office for United States Attorneys has 
overall responsibility for the OSHP. The Director, or his/her designees, 
shall promote employee awareness of occupational safety and heal th matters 
through channels such as the' 'For Your Information" news bulletin, pam­
phlets, 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) in DOSM, Vol. II. 
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B. The Safety and Health Manager is responsible for receiving and 
investigating reports of unsafe or healthful working conditions and for 
making 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 responsi­
ble for notifying the Director, Executive Office for United States Attor­
neys, his/her designee of the condition, the corrective efforts initiated, 
the basis for the delay, and a recommended course of action. 

C. The U.S. Attorney is responsible for establishing an Occupational 
Safety and Health Committee (OSHe) in his or her office which, pursuant to 
Department policy, will be composed of at least one management and one 
nonmanagement employee. The United States Attorney is responsible for 
designating a member of his/her staff to serve as the OSHC Coordinator. The 
OSHC will monitor and execute safety and health policies of the program. 
The OSHC Coordinator will be responsible for reporting 

NUAL 

to the Safety and 
Health Manager of the Executive Office any unsafe or unhealthful working 
conditions. Additionally, each local OSHC will be responsible for the 
following duties: 

1. 	 Monitoring and assisting the safety and heal th program at establish­
ments under its jurisdiction and making recommendations to the Safe­
ty and Health Manager on the operation of the program; 

2. 	 Monitoring findings and reports of workplace inspections to confirm 
that appropriate corrective measures are implemented; 

3. 	 Participating in inspections of the establishment, when requested 
by the Safety and Health Manager; 

4. 	 Reviewing and recommending changes, as appropriate, to procedures 
for handling safety and health suggestions and recommendations from 
employees; 

5. 	 Commenting on standards proposed pursuant to the provisions of Chap­
ter 3 of Department of Justice Order 1779.2A (February 12, 1982) 
(DOSM Vol. II) when requested by the Safety and Health Manager; 

6. 	 Monitoring and recommending changes, as required, in the level of 
resources allocated and spent on the safety and health program; and, 

7. 	 Reviewing OBD, Bureau or other establishment responses to reports of 
hazardous conditions, safety and health program deficiencies and 
allegations of reprisal. 

3-6.172 Incident Investigations 

Incident inves·tigations are important and necessary if reoccurrences of 
the incidents are to be prevented and if general working conditions are to 
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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 performance of official duties; 

B. 	 All known public injuries and property damage within the jurisdic­
tional administration of the Department where there is a reasonable 
possibility of a tort claim to be filed against the United states; 

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 of 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 (repair or replaced for any reason other than 
fair wear and tear) irrespective of the cost to repair or replace 
such property. 

3-6.173 Security Incident Reporting 

Refer to DOSM Vol. I, Gl, 3. 

3-6.174 Emergency and Contingency Planning 

All districts should have a copy of Occupant Emergency Plan. Refer to 
DOSM Vol. I, Gl-2. 

3-6.180 Storing Firearms 

Refer to DOSM Vol. II, DOJ Order 2620.4, para. E, pgs. 1-13. 

3-6.200 UNITED STATES ATTORNEY'S OFFICE SECURITY PLAN 

Each U.S. Attorney's Office is required to develop and implement an 
office security plan containing, at a minimum, the elements listed below. 
This plan must be reviewed annually prior to May 1 and two copies of any 
changes or revisions provided to the Facilities Support Staff, Executive 
Office for U.S. Attorneys. See, DOSM, Vol. I, Vol. II and DOJ Order 
2600.2B. 

3-6.210 Elements of the Security Plan 

Elements of the security plan are as follows: 

A. General Site Information: This section should contain information 
regarding the geographical location of the office and a description of the 

July 1, 1992 

10 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



CHAP. 6 UNITED STATES ATTORNEYS' MANUAL 3-6.210 

physical layout, size of the area, age of the building, historical signifi­
cance of building, which numbered floors are occupied by this office, etc. 

B. Threat Information: This section should briefly describe any unusu­
al considerations which should be taken into account in determining secu­
rity systems for the office complex. Information concerning the crime rate 
in the area or in the building should be considered and is available from 
the General Services Administration representative in the form of a "GSA 
Risk Matrix". Additional considerations to be placed in this section 
would be the location of a Communist Bloc diplomatic mission within 50 
miles of the office; unusual case trends which increase the threat to 
employees; etc. 

C. Security Responsibilities: A brief description describing the as­
signment of security responsibilities and the number of positions involved 
from the District Office Security Manager to those individuals who assist 
him/her in meeting known security requirements (ADP Security-Systems Man­
ager, etc.). 

D. Physical Security: Describe in detail the physical security systems 
used, such as: 

1. Present Security System. A brief description of the present securi­
ty system in place, both hardware and procedural. This description should 
indicate the security employed at the point of entry to the building as well 
as that used within the office space occupied by the United States Attor­
ney. Specific items of interest are: type of guards utilized; whether or 
not magnetometers are used; hours of guards; who provides emergency re­
sponse (during the day and during non-working hours); how access to the 
building is gained during non-working hours; what other government offices 
are located nearby which can offer assistance (FBI, USMS) , etc. 

2. Access Controls. A brief description of the procedures by which 
persons gain access to the United States Attorney offices to include an 
explanation of when the office is cleaned and whether or not cleaning 
personnel are supervised. Other spaces within the office complex which 
employ a compartmented access control such as computer rooms, secure stor­
age/vault areas, financial collection spaces, secure conference rooms, 
etc., should be listed together with an explanation of the compartmented 
system being utilized. 

3. Grand Jury Room. Describe the location and physical security of the 
grand jury room. Include an evaluation of the susceptibility of the grand 
jury room to physical penetration during both working and non-working 
hours, an evaluation of whether or not conversation from within the grand 
jury room can be overheard outside should also be included together with an 
estimate of the ease with which witnesses may be brought into the room 
undetected. 
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E. Information Security: A brief description of each type of material 
held to include, national security information, tax information, grand 
jury information, etc., the volume and the storage facilities used to 
protect it. This section should also 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 working as well as non-working hours; a description of the proce­
dures and equipment utilized for document destruction; the estimated quan­
tity (in cubic feet) of material destroyed monthly; any use of private 
contractors to perform destruction, etc. 

F. ADP Security: A brief description of how the program complies with 
the requirements of DOJ Order 2640.2. Specific points to be covered are the 
designation of the ADP Facility Security Officer, the results of the latest 
risk analysis, when the risk analysis was last updated, local policies and 
procedures developed, description of audit trail procedures, backup file 
procedures, access control, data encryption system employed, etc. 

G. Contingency Planning: A description indicating the development and 
use of contingency plans for bomb threats, alternate information storage, 
natural disaster; inclement weather; for flood or fire, etc. This section 
should also include estimates for off-site emergency requirements such as: 
space requirements; storage requirements; transportation, financial and 
personnel support; etc. 

H. Personnel Security: Briefly describe the applicant screening pro­
cess and position sensitivity determination procedures utilized and indi­
cate whether or not they 

N

comply with DOJ policy. This section will also 
contain information concerning the background investigation update pro­
gram and the procedures utilized for the assignment of personnel to the 
Organized Crime and D~ug Enforcement Task Force (OCDETF). 

I. Emergency Planning: This section will contain a complete descrip­
tion of the Occupant Emergency Plan (OEP) in place and any special provi­
sions which have been established in support of the plan. Specific items 
which are to be included are: whether or not this office is the prime tenant 
in a Federally owned facility; if the plan makes provisions for communica­
tions, a command center, serious illness, injuries or mechanical entrap­
ment; identification of emergency medical resources; identification of 
employees trained in first aid/CPR; evacuation procedures; designation of 
key individuals and assignment of duties; bomb threat, search and removal 
procedures; etc. Additionally, if this office has been designated as a 
Federal Emergency Management Association (FEMA) Regional Emergency Coor­
dinator, sufficient explanation concerning the development and general 
provisions adopted in support of this program will be provided. Of specif­
ic importance is a description of liaison procedures utilized between the 
Regional Emergency Coordinator and the District Emergency Coordinators. 
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J. Safety: This section will provide a description of the Safety and 
Health Program presently in place. It should include a discussion concern­
ing the procedure, local policies or unique provisions which have been 
developed to further the goals and objectives of the health and safety 
program. Any unusual or unique situations which impact on the safety and 
health of employees or in the fulfillment of safety and health objectives 
should also be provided together with a description of the efforts taken to 
alleviate them and the measure of success enjoyed. 

K. Education and Training: Each office will provide information in 
this section to indicate the existence and content of all training and 
awareness efforts which provide for the orientation, training, and aware­
ness briefing of employees in all areas of security and associated disci­
plines described herein. Included should be the annual training hour 
objective devoted to each area and the total persons to which this training 
is intended to reach. 

L. Deficiencies: This section of the plan should identify security 
deficiencies for each of the elements of the plan. It should be explained 
whether the deficiency is due to the office procedure, resource limitation 
or other factors such as building design, etc. Following the description 
of each deficiency, the remedial steps being taken should also be de­
scribed. 

M. Dissemination of Plan: This section will contain comments indicat­
ing that the plan has been provided to the Executive Office for United 
States Attorneys as required and describing its local dissemination to 
office personnel in furtherance of the security and awareness program. 

3-6.300 TAX RETURNS AND TAX RETURN INFORMATION 

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 require­
ments of Section 6130(p)(4) of the Internal Revenue Code. See, DOJ Order 
2620.5A (DOSM, Vol. II) and DOSM, Vol. I, D-6. 

3-6.310 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 impor­
tance of effective security and of the position of trust imposed upon each 
individual who has possession, access, or control of such information is 
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indicated by the criminal penalties imposed by 18 U.S.C. § 1905 and 26 
U.S.C. § 7213. 

3-6.320 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 United States Attorneys and the offices of the United 
States 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 Uni ted States Attorneys' offices, by 
the United States 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 circum­
stances to the Director in the case of the Executive Office for United 
States and to the United States Attorney in the case of reports from the 
offices of the United States Attorney. The United States Attorney shall 
report to the Director of the Executive Office for United States Attorneys 
who will be responsible for investigating and preparing recommendations to 
the Deputy Attorney General as to any follow-up action that may be re­
quired. 

3-6.330 Physical Cont~ol Over Tax Returns and Tax Return Information 

The Director, Executive Office for United States Attorneys, and the 
United States Attorneys or their designees shall be responsible for main­
taining, as a minimum, control over tax returns and tax return information 
consistent with security requirements provided below. 

A. When documents cannot be personally transmitted between authorized 

 

recipients, the transmittal of tax returns and tax return and 
related working papers shall be transferred by registered mail with a 
return 

S

information 

receipt requested and labeled, "LIMITED OFFICIAL USE: TO BE OPENED 
BY ADDRESSEE ONLY' , to be signed by the receiver or a designated represen­
tative who is authorized access to the 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 impracticali such 
files should be clearly labeled to indicate that federal tax information is 
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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 informa­
tion. 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 repre­
sentative who is authorized access to tax returns and tax return informa­
tion. A written report of this destruction, identifying the papers will be 
retained for a period of 10 years and later incorporated into the respec­
tive 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. 

3-6.331 General 

The following guidelines are to assist in developing procedures and 
standards to ensure compliance with this order and in conformance with 
Section 6103(p)(4) of the Internal Revenue Code. If assistance or equip­
ment, 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 
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 informa­
tion 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 to burn the entire bundle or the pages 
should be separated to ensure 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 
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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 V3S­
inch by 3/s-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 V2 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 wi tnessed 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. 

B. Inspections: Periodic inspections will be conducted during the year 
by the Executive Office for United States 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 United States Attorney offices and the Executive Office 
for United States 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 permit­
ted. 

Safeguard inspections will include such items as: 

1. 	 The storage and handlirlg 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; 
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5. 	 After-hours security; 

6. 	 Review of who has access to combination safes and changes of combina­
tion; 

7. 	 Analysis of security procedures 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 reformation or 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 united States Attorneys and offices of the united 
States 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 United States Attorneys and the 
offices of the United States 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 United States Attorneys and offices of the United 
States 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 United States Attorneys and United States Attorneys' employees be 
permitted unsupervised access to the tapes or any access to output generat­
ed 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. 
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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 desig­
nated 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 practices 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. 

E. Employee Awareness of the Need for Security: All employees should be 
thoroughly briefed on all security procedures and instruction on tax re­
turns and tax return information requiring their awareness and compliance. 
Periodic reorientation sessions should be conducted to ensure that all 
appropriate employees adhere to all security requirements. 

Employees should be advised of the provisions of § 7213 (a) of the Inter­
nal Revenue Code which makes unauthorized disclosure of information from a 
federal income tax return a crime that may be punishable by a $5,000.00 
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 taxpayers to bring suit for civil damages in a United States 
district court for unauthorized disclosure of returns and return informa­
tion. This section allows for punitive damages, as well as actual damages, 
and provides that in ilO case shall a plaintiff entitled to recovery be 
awarded less than the sum of $1,000 with respect to each instance of 
unauthorized disclosures as well as the cost of the action. 

F. Recordkeeping and Reporting Requirements of the Tax Reform Act of 
1976: United States Attorney 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 United States Attor­
neys' 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, PMiSiDS, 1111 Constitution Avenue, N.W. Wash-
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ington, D.C. 20224. Copies of the report are to be directed to the Di­
rector, Office of Legal Services, Executive Office for United States At­
torneys. The initial report should be provided within one month of receipt 
of such information. 

The administrative office or designated official is responsible for 
enforcing and, when necessary, implementing security regulations or pro­
cedures within each office . 
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U.s. Department of Justice 

~" xecutive Office for United States Attorneys 

Office of the Director 	 Washillxtoll. D.C. 20530 

..... ' . 
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TO: Holders of United states Attorneys' Manual Title 1 

FROM: 	 United states Attorneys' Manual Staff 

Executive Office for united states Attorneys 


J%~Laurence S. McWhorter

'I I' Director 


RE: Credit for Multi-District Forfeiture Cases 


NOTE: 1. This is issued pursuant to USAM 1-1.510.
2. Distribute to Holders of Volume I, USAM. 
3. Insert in front of affected section. 

AFFECTS: USAM 3-7.110 

PURPOSE: This bluesheet sets forth procedures for crediting work 
done in mUlti-district asset-forfeiture cases. 

As the Department of Justice has placed greater emphasis on 
Asset Forfeiture, the need for an accurate accounting system of 
the assets being forfeited by the united states Attorneys' 
offices has arisen. The United states Marshals Service (USMS) 
statistics reflect only the monies they put in the Assets 
Forfeiture Fund in the district of deposit. This method of 
accounting does not accurately reflect the total monies being 
forfeited by the Asset Forfeiture unit of the United states 
Attorney's office for that district. For example, when a United 
States Attorney's office forfeits an asset in another district or 
gives assistance to another district to complete a forfeiture 
and/or execute a forfeiture order, credit should be given to each 
united states Attorney's office participating in the case. 

Pursuant to my memorandum regarding credit for Asset 
Forfeiture work issued July 19, 1990, new emphasis is being 
placed on the Asset Forfeiture statistics reported into the 
individual united states Attorneys' offices' case management 
systems (PROMIS, PC-USACTS, and USACTS-II). The following 
procedures should be followed to ensure that your district 

BS # 3.001 


U. S
. A

TTORNEYS M
ANUAL 1

98
8



2 


receives the appropriate credit when more than one district is 
involved in a forfeiture case. 

NEW ACCOUNTING PROCEDURES FOR MULTI-DISTRICT FORFEITURE CASES 

When multiple districts are involved in a forfeiture case, 
the Assistant United states Attorneys (AUSAs) should agree at the 
beginning of the forfeiture case on an approximate percentage to 
be credited to their respective districts based upon anticipated 
work hours and other factors. If the proportion of work on the 
forfeiture case has changed among the districts when all of the 
assets have been disposed of (this includes real property), the 
agreement should be modified. 

The following factors should be considered by the AUSAs: 

o 	 Number of AUSA and support staff work-hours spent on 
the criminal prosecution and the criminal and/or civil 
forfeiture case by the united states Attorney's office 
during the investigation and the prosecution of the 
case; 

o 	 District which initiated the criminal investigation and 
the criminal and/or civil forfeiture case; 

o 	 Number of AUSA and support staff work-hours spent in 
post-forfeiture issues such as disposition of real 
property and resolution of equitable sharing requests. 

When a determination is made regarding the percentage of the 
monies to be credited to the participating united states 
Attorneys' offices, the AUSAs are to advise their financial 
litigation unit of the dollar amount to be credited to their 
district. The financial litigation unit should then report this 
case like all other forfeiture cases. 

PROCEDURES FOR DISAGREEMENT ON MULTI-DISTRICT CREDIT 

If an agreement cannot be reached by the AUSAs involved in a 
mUlti-district forfeiture case, the matter should be referred to 
the United states Attorneys in each district involved in the 
forfeiture for a determination of the credit each district is to 
be awarded using the factors above. 

If the united States Attorneys are unable to reach a 
decision, a request shall be made to the Director of the Asset 
Forfeiture Office (AFO) to convene a three-member panel 
consisting of a representative from EOUSA, a representative from 
AFO, and a representative from the Executive Office for Asset 
Forfeiture. This panel will determine the percentage of monies 
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to be credited to each district involved in the forfeiture case. 
Each district will submit a memorandum stating the credit that is 
being sought by that district and a justification for its 
position. The panel will make a decision within 30 days of 
receipt of the memoranda from all the districts involved in the 
forfeiture case. The panel's decision will be final. 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



u.s. Department or Justice 

Executive Office for United States Attorneys 

Oft"'Ke oIlhe Dlm:cor 	 Washington, D.C. 20530 

June 27, 1995 

TO: 	 Holders of United states Attorneys' Manual 
Title 3. 

FROM: 	 united states Attorneys' Manual Staff 
Executive Office for united states Attorneys 

C~/~
caroT bitattiste 

Director 


RE: 	 Prevention of Sexual Harassment 

NOTE: 1. 	 This is issued pursuant to and EXPIRES unless 
reissued or incorporated pursuant to USAM 
1-1.521 

2. Distribute to holders of Title 3. 

3. Insert in front of USAM 3-9.000. 

AFFECTS: 	 USAM 3-9.000 

PURPOSE: 	 This Bluesheet clarifies current policy requ1r1ng 
the districts to establish Prevention of Sexual 
Harassment Contact Persons. 

*** 	 NOTE: USAM 3-9.500 is added to USAM 3-9.000. 
Other sections of 3-9.000 remain unchanged. 

3-9.500 	 PREVENTION OF SEXUAL HARASSMENT CONTACT PERSONS 

Pursuant to the Attorney General's mandate for the 
prevention of sexual harassment, each district is required to 
designate a Prevention of Sexual Harassment Contact Person. 
Large districts may appoint more than one contact Person. The 
purpose of this requirement is to enhance existing program 
efforts to eliminate sexual harassment by establishing a 
procedure outside the existing equal employment opportunity and 
grievance processes. 
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Districts may not appoint a manager or supervisor as the 
contact Person. Appointing a manager may result in a conflict of 
interest because of the different roles of managers and Sexual 
Harassment contact Persons. Managers must make decisions and 
take appropriate action after an independent fact-finding. To 
appoint a contact Person who is a member of management would tend 
to blur the two functions. 
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3-11.000 CIVIL PREJUDGMENT DEBT COLLECTION ACTIVITY 

3-11.100 REFERRAL OF CLAIM FROM AGENCY 

3-11.110 Claims Collection Litigation Report 

The Federal Claims Collection Standards (4 C.F.R. Parts 101 to 105) 
prescribe regulations which agencies must follow to collect, compromise, 
and suspend or terminate collection action on their claims. The Standards 
further provide for the referral of administratively uncollectible agency 
claims to the Department of Justice for litigation. Agencies are required 
to provide certain information to the Department when referring claims for 
litigation and enforced collection. See 4 C.F.R. § 105.1 et seq. The 
Financial Litigation Staff, with the support and cooperation of the Gener­
al Accounting Office, developed the Claims Collection Litigation Report 
(CCLR) as the standard report to provide this information. On January 20, 
1983, the General Accounting Office officially implemented the CCLR for 
uniform use by all agencies when referring administratively uncollectible 
claims to the Department of Justice for litigation and enforced collec­
tion. 

Unless an exception has been granted by the Financial Litigation Staff, 
in consultation wi th the General Accounting Office, agencies are required 
to provide a completed CCLR with each claim that is referred. See 4 C.F.R. 
§ 105.2. U. S. Attorneys' offices are responsible for ensuring that agen­
cies comply with the requirements set forth in the CCLR package. These 
requirements should be addressed with local agency representatives when 
claims are referred without the CCLR, or the CCLRs provided are inadequate. 
The Associate Director for Financial Litigation should be advised of any 
problems which cannot be resolved or continue to persist at the local 
level. The Financial Litigation Staff will work with agency headquarters 
personnel to resolve them. 

It is important to bear in mind that some of the items of information 
requested on the CCLR may be superfluous to a particular agency's claims or 
impossible for the agency to obtain. The agency's inability to obtain all 
information required on the CCLR should not be viewed as a bar to the 
referral of a claim for litigation. However, information requested on the 
CCLR should be provided to the extent feasible and any omissions should be 
explained by the agency on the face of the CCLR. 

Copies of the CCLR package were provided to all united States Attorneys' 
offices in January 1983, when the package was officially implemented. The 
Financial Litigation Staff can provide one or several additional copies to 
a U.s. Attorney's Office upon request. 

The Financial Litigation Staff developed a.Short Form CCLR for use by 
agencies in referring claims of $5,000 or less, including interest, admin­
istrative costs and penalties. Agencies will prepare the Short Form and 
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3-11.110 TITLE 3-EOUSA CHAP. 11 

accompanying referral package using the instructions included in the Janu­
ary 20, 1983, CCLR package. If properly prepared, the Short Form CCLR 
should provide United States Attorneys with adequate information to handle 
the majority of uncontested debt claims referred by agencies. 

The General Accounting Office officially implemented and distributed 
the Short Form CCLR to all agencies on March 14, 1986. Copies were provided 
to United States Attorneys' offices at that time. The Financial Litigation 
Staff can provide additional copies to a U.S. Attorney's Office upon 
request. 

3-11.120 Review of CCLR and Claim Referral Package 

Financial Litigation Unit personnel should know and fully understand 
the requirements set forth in the Federal Claims Collection Standards and 
CCLR package, and the importance of these requirements in their review of 
claim referral packages and their financial litigation work. 

Within five (5) working days after receiving a claim from an agency, 
Financial Litigation Unit personnel shall (1) determine whether the claim 
is accompanied by a CCLR, and (2) review the CCLR to verify that the 
information requested on the report and required under the Standards has 
been provided. 

3-11.121 Deficient CCLR and Claim Referral Package 

If the CCLR and accompanying claim referral package is deficient and the 
deficiency cannot be resolved expeditiously with a minimum of effort, a 
deficiency or declination letter shall be immediately prepared and used to 
return the claim to the agency. This letter will inform the client agency 
of the specific reason(s} why the claim is considered deficient and that 
the U.S. Attorney presently declines to litigate and enforce collection. 
The letter will also serve to notify the agency to update their debtor file 
or automated data system so that the claim is removed from "Referred to 
United States Attorney" status. 

A claim may be considered deficient for one or more of the following 
reasons: 

A. Referral made beyond statute of limitations date (4 C.F.R. 
§ 105.l(a»i 

B. Debtor does not reside in the district; 

C. CCLR not provided (4 C.F.R. § 105.2(1» i 

D. Debtor's current address not provided (4 C.F.R. § 105.2(a)(2»i 

E. Current credit data not provided (4 C.F.R. § 105.2(a) (3» ; 
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CHAP. 11 UNITED STATES ATTORNEYS' MANUAL 3-11.130 

F. Credit data provided does not indicate that there is a prospect of 
effecting enforced collection from the debtor (4 C.F.R. § 105.2(a)(3»; 

G. Referral not accompanied by summary and supporting documentation of 
actions taken by agency to collect or compromise a claim (4 C.F.R. 
§ 105.2(a)(l»; 

H. Supporting documentation deficient; 

1. Claim is less than $600 and without other merit (4 C.F.R. § 105.4); 

J. Claim lacks litigative merit; and 

K. Cost to be incurred through litigation exceeds amount of debt. 

The specific reason( s) why the referral is considered inadequate shall 
be identified and explained in the deficiency or declination letter sent to 
the agency. 

Suit shall not be filed on any claim which is referred after the applica­
ble statute of limitations period has expired. Such claims shall be imme­
diately declined and returned to the agency using the deficiency or decli­
nation letter. It is important to remember that all agencies are required 
to refer claims to the Department of Justice as early as possible, consis­
tent with aggressive agency collection action and, in any event, well 
within the period for bringing a timely suit against the debtor. 4 C.F.R. 
§105.1(a). 

3-11.122 Complete CCLR and Claim Referral Package 

As soon as it is determined that the CCLR and accompanying referral 
package is complete, the claim shall be opened in PROMIS, USACTS, USACTS II 
or the United States Attorneys' Docket and Reporting System. An acknowl­
edgment letter shall be promptly sent to the referring agency to officially 
notify the agency that the claim has been received and provide the agency 
with the United States Attorney Claim Number (USAO Number). 

It is most important that the acknowledgment letter and all subsequent 
correspondence with the agency provide both the USAO number and the Agency 
File or Claim Number. This will enable the agency to enter the U.S. 
Attorney's identifying number into their debtor file or automated data 
system and, thus, allow for cross-referencing and claim reconciliation 
needs. For this same reason, all debtor records in PROMIS, USACTS, USACTS 
II or the Docket and Reporting System must include the Agency File or Claim 
Number and the debtor's Social Security Number or taxpayer identification 
number. 

3-11.130 Prejudgment Demand 

Each U.S. Attorney's Office can best determine whether a prejudgment 
demand letter should be sent to the debtor. Many offices have determined 
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3-11.130 TITLE 3-EOUSA CHAP. 11 

that the demand letters which the agency sends to the debtor are sufficient 
and that any further demand is unnecessary and counterproductive. These 
offices proceed directly with the filing of a complaint. The Financial 
Litigation Staff strongly urges that, except in unusual circumstances, 
prejudgment demand letters not be used. 

If the demand letter is returned by the Postal Service without a change 
of address and a good address cannot be obtained expeditiously with a 
minimum of effort, the claim shall be returned to the agency using the 
deficiency or declination letter. 

Once the demand letter has been sent, the date established in the letter 
for full payment shall be entered into the automated tickler system main­
tained on PROMIS, USACTS, USACTS II or the word processing system. If full 
payment or an appropriate offer to repay is not received from the debtor by 
this date, the Financial Litigation Unit shall immediately file a com­
plaint against the debtor in U.S. District Court. 

3-11.131 Response from Debtor Prior to Filing Suit 

If the debtor responds to the demand letter, acknowledges the debt and 
requests to enter into an installment repayment plan, the debtor shall be 
required to complete and sign a Form OBD-500, Financial Statement. If an 
installment repayment plan is justified based upon a review of the Finan­
cial Statement, the debtor shall then be required to execute a consent 
judgment and that judgment entered immediately with the court. The consent 
judgment shall be for an amount equal to the principal amount of the debt 
plus all prejudgment interest, administrative costs and penalties payable 
to the date of judgment, and court costs. The client agency shall be 
promptly notified of the entry of the judgment. 

The use of confess-judgment notes (sometimes referred to as "Cognovit 
notes") or promissory notes containing agreement for judgment is not 
acceptable. A claim shall remain in prejudgment 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. 
When this is done, the date established for receipt of full payment shall be 
entered into the automated tickler system to ensure timely followup. If 
the debtor makes payment in full within the established 3~-day period, both 
the case file, containing the executed consent judgment, and the debt 
record on PROMIS, USACTS, USACTS II or the Docket and Reporting System 
should be closed. Whenever full payment is not received within the 30 days, 
the executed consent judgment shall be entered immediately with the court 
and enforced collection efforts initiated. 

The reason for this policy is twofold. First and foremost, claims are 
referred to the U. S. Attorney for litigation and enforced collection and, 
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once a determination has been made to pursue a claim, the government's 
interests should be promptly secured. Given that the debtor has been 
provided ample opportunity to arrange for repayment of the debt prior to 
referral, it is counterproductive for the U. S. Attorney to provide further 
opportunity for repayment without first securing the government's inter­
ests. 

The U. S. Attorney shall personally approve and set forth in writing for 
the Financial Litigation Unit any exceptions to this policy which are 
required for the handling of unusual types of situations or claims. Any 
approved exceptions shall be incorporated into the United States Attor­
ney's Financial Litigation Plan. 

The terms for repayment should be set forth within the body of a sepa­
rate, written installment repayment plan or letter of agreement. If the 
terms for repayment are included in the consent judgment, such consent 
judgment shall also provide for future modification of the terms upon 
stipulation of the parties. This will allow for increases in the debtor's 
monthly payment amount when justified by updated financial information. 

Financial Litigation Unit personnel should always endeavor to increase 
the amount of a debtor's monthly payment so that the debt is liquidated in 
the shortest period of time possible. Updated financial information 
should be obtained from the debtor and reviewed at least every six months to 
one year. Appropriate dates should be entered into the automated tickler 
system to ensure that the updated financial information is periodically 
obtained and reviewed. 

3-11.140 Filing Suit 

Pursuant to an Office of the Inspector General finding made during a 
Fiscal Year 1990 United States Attorney's office inspection, routine, 
fully-documented referrals fer debt collection action should be filed 
within 30 days of receipt. More complex referrals which may require addi­
tional preparation time should be filed within 45 days. Incomplete refer­
rals should be declined immediately. 

These guidelines apply generally to debt collection referrals which are 
routine in nature. These guidelines should be considered but are not 
mandatory for referrals which raise unusual issues under Rule 11 of the 
Federal Rules of Civil Procedure or where the referral is made during an 
ongoing fraud investigation or for referrals which involve similar types 
of issues. 

3-11.141 Service of Summons and Complaint 

3-11.142 Service of Summons and Complaint by Mail 

Service of the summons and complaint upon the debtor may be made by mail 
in accordance with Fed.R.Civ.P. Rule 4. 
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A deadline date of 20 days for the debtor's return of the Notice and 
Acknowledgment for Service by Mail shall be entered into the automated 
tickler system to ensure timely followup. 

If the envelope addressed to the debtor is returned by the U.S. Postal 
Service without a change of address, and a good address cannot be obtained 
with a minimum of effort, the claim shall be promptly returned to the agency 
using a deficiency or declination letter. If the Postal Service provides a 
new address for the debtor, service of the summons and complaint by mail may 
be attempted again. 

3-11.143 Acknowledgment of Service by Mail Not Returned 

When the Acknowledgment for Service by Mail is not returned by the 
debtor within 20 days after mailing, a U.S. Marshals Service Form 285 shall 
be prepared and delivered with the summons and complaint to the U.S. 
Marshal for personal service. An appropriate deadline date for the return 
of service shall be entered into the automated tickler system to ensure 
timely followup. If the debtor cannot be located by the U.S. Marshal, the 
claim shall be returned to the agency using a deficiency or declination 
letter. 

Upon receipt of the U. S. Marshal's return of service, a deadline date 25 
days from the date of service shall be entered into the automated tickler 
system. If the debtor fails to file an answer within the 20 days provided 
under Fed.R.Civ.P. Rule 12(a), a Declaration and Request for Default and 
Default Judgment shall be filed with the court by that deadline date. The 
default judgment should be for an amount equal to the principal amount of 
the debt plus all prejudgment interest, administrative costs and penalties 
payable to the date of juagment, and provide for post judgment interest and 
costs of suit. The judgment should include an itemization of the principal 
amount of the debt, prejudgment interest, and administrative costs and 
penalties. 

3-11.144 Acknowledgment of Service by Mail Returned by Debtor 

If the debtor returns the Acknowledgment for Service by Mail, a deadline 
date of 25 days from the date of return shall be entered into the automated 
tickler system. A Declaration and Request for Default and Default Judgment 
shall be filed with the court no later than that date if the debtor fails to 
file an answer within the 20 days provided under Fed.R.Civ.p. Rule 12(a). 

The debtor may communicate his or her desire to enter into an install­
ment repayment plan before a Default Judgment is filed with the court. In 
this case, the debtor shall be required to complete and sign a Form OBD-500, 
Financial Statement. If an installment repayment plan is justifieo. based 
upon a review of the Financial Statement, the debtor shall be required to 
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execute a consent judgment and that judgment should be entered immediately 
with the court. 

3-11.150 Debtor Files an Answer to Complaint 

When an answer is filed by the debtor, the Assistant U.S. Attorney 
responsible for financial litigation will proceed with the litigation of 
the merits of the claim. If in the answer the debtor admits that he is 
indebted to the United States as stated in the complaint or raises only 
immaterial issues such as prior inability to pay, the Assistant U.S. 
Attorney should move immediately for judgment in favor of the United 
States. 

The debtor may wish to stipulate to judgment subsequent to filing an 
answer. The Assistant U. S. Attorney shall require as preconditions to the 
stipulation: 

A. That the debtor submit a Form OBD-SOO, Financial Statement; 

B. That the stipulation contain a proviso that the debtor notify the 
Uni ted States Attorney's office in writing of any change of address; and 

C. That the stipulation contain a proviso that the debtor will accept 
service of process by mail at the address provided on the Financial State­
ment or address subsequently provided by the debtor. 

If the court declines to award judgment, the claim shall be promptly 
returned to the referring agency. 

3-11.200 CIVIL POSTJUDGMENT FINANCIAL LITIGATION ACTIVITY 

3-11.210 Initial Post judgment Activity 

3-11.211 Reporting the Judgm~nt 

As soon as the judgment is entered by the court, the PROMIS, USACTS, 
USACTS II or Docket and Reporting System shall be updated to show that the 
judgment has been obtained. 

3-11.212 Perfecting the Judgment 

Upon the entry of any judgment (whe.ther by default, stipulation, court 
determination, or by the referral of a judgment from another district), 
immediate action shall be taken to perfect the judgment as a lien. Such 
action should be in accordance with controlling state law. Special care 
should be taken to ensure that the judgment is perfected as a lien in the 
county in which the debtor resides as well as any other county in which the 
debtor owns real property. 

In most instances, the judgment should be satisfied within this period 
of time. However, care should be taken so that, if necessary, the lien is 
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renewed in a timely manner. An appropriate date prior to expiration of the 
lien shall be entered into the automated tickler system for this purpose. 
If the case is subsequently closed without collection and returned to the 
agency, the closing letter shall advise the agency to notify the United 
States Attorney's office if the agency wants the judgment lien renewed. 

3-11.213 Bill of Cost 

Upon entry of a judgment, the Financial Litigation Unit should present a 
Bill of Cost to the Clerk of the U.S. District Court. The amount of any 
costs taxed by the Clerk shall be included in the letter notifying the 
agency of entry of judgment. Of course, a Bill of Cost should also be 
presented for the recovery of any subsequent costs, and the agency promptly 
informed of the amount of such costs once taxed by the Clerk. 

3-11.214 Notice of Entry of Judgment to Client Agency 

The client agency shall be promptly notified of the entry of the judg­
ment. Except in unusual circumstances, copies of judgments shall not be 
provided to the agencies. Generally, agency personnel responsible for 
updating individual debtor, automated system or accounting records are 
members of non-legal staffs. Often they do not understand and, thus, 
misconstrue the terms of the judgment and the specific monetary relief 
granted. This results in discrepancies between united States Attorney and 
agency debt records, particularly with respect to post judgment principal 
and interest balances. The letter of notification should contain the 
necessary information to enable the agency to properly update their rec­
ords and maintain accurate balances. The letter will also serve as a 
request for any supplemental ability to pay information which the agency 
may have obtained subsequent to referring the claim. 

3-11.220 Post judgment Demand 

Immediately following expiration of the 10-day appeal period, a letter 
shall be mailed to the debtor providing notice of entry of the judgment and 
demanding payment in full within a time certain. The period of time 
established for full payment from the debtor shall not exceed 30 days from 
the date of the letter. 

The date by which full payment should be received from the debtor shall 
be entered into the automated tickler system to ensure timely followup. If 
full payment or an appropriate offer to repay is not received by this date, 
enforced collection proceedings shall be initiated immediately. 

3-11.221 Debtor Responds to Post judgment Demand 

3-11.222 Debtor Offers to Make Installment Payments 

Prior to expiration of the time established in the demand letter for 
full payment, the debtor may respond and offer to make installment payments 
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to satisfy the judgment. When this occurs, the debtor shall first be 
required to complete and sign a Form OBD-500, Financial Statement. 

Under no circumstances shall an installment repayment plan be agreed to 
or the terms and conditions of any plan be discussed with the debtor prior 
to receiving a completed and signed Financial Statement. Complete finan­
cial information must first be reviewed by Financial Litigation Unit per­
sonnel to determine whether a repayment plan would be appropriate and, if 
so, to ensure that the maximum monthly payment amount is obtained. 

3-11.230 Installment Repayment Plans 

3-11.231 Establishment of Repayment Plan 

An installment repayment plan shall be established only when the debtor 
is unable to make payment in full, or to obtain suitable financing from a 
private institution in order to make payment in full. Financial Litigation 
Unit personnel should always bear in mind the time and cost associated with 
each installment repayment plan, such as for processing monthly payments 
and for updating and maintaining debt records. 

Establishment of an installment repayment plan shall not be considered 
unless and until a Form OBD-500, Financial Statement, has been fully 
completed and submitted by the debtor. Under no circumstances shall an 
installment repayment plan be agreed to or the terms and conditions of any 
plan be discussed with the debtor prior to receiving a Financial Statement. 
All financial information provided must first be reviewed by Financial 
Litigation Unit personnel to determine whether a repayment plan would be 
appropriate and, if so, to ensure that the maximum monthly payment amount 
is obtained and the judgment liquidated at the earliest possible date. 

In reviewing the debtor's Financial Statement, full consideration 
should be given to the enforced collection remedies available to the United 
States under controlling state law. An installment repayment plan should 
not be agreed to when the Financial Statement shows the availability of 
assets or property, real or personal, which could be obtained under state 
law and the judgment satisfied in a more efficient and timely manner. 

All installment repayment plan~ shall be in writing. Each plan should 
provide for the entire judgment amount, together with interest and court 
costs, to become immediately due and payable upon debtor's default on the 
terms 

. 

and conditions of the plan. The plan should specifically state that 
any default on the terms and conditions will entitle the United States to 
execute on the judgment without notice to the debtor. 

Monthly payments shall always be in as large ~n amount as the debtor is 
financially able to pay. The minimum amount which may be accepted is $ 60.00 
per month. Any payment of less than $60.00 per month shall be reviewed and 
approved by the Assistant U.S. Attorney responsible for debt collection. 
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Factors to be considered by the Assistant U.S. Attorney in determining 
whether to grant an exception shall include the non-exempt assets of the 
debtor as shown on the Financial Statement, the employment status of the 
debtor, monthly income remaining after the debtor provides for the' 'nec­
essaries" of life and health for himself and family, and any extenuating 
circumstances such as disability or illness. Any agreement to accept less 
than $60.00 per month shall be temporary and the debtor shall be so advised. 
Updated Financial statements shall be obtained from the debtor and thor­
oughly reviewed at least every six (6) months to determine whether an 
increased monthly payment amount is justified. Appropriate dates shall be 
entered into the automated tickler system to ensure that updated financial 
information is obtained and reviewed in a timely manner. 

The amount of the monthly payment required under an installment repay­
ment plan shall be based upon the following guidelines: 

Total Amount 	
of Indebtedness 	

Maximum 
Repayment 

Period 
$ 0 -$ 900.00 	 6 months 
$ 901.00 -$1,800.00 	 12 months 
$ 1,801.00 -$2,700.00 	 18 months 
$ 2,701.00 -$3,600.00 	 24 months 
$ 3,601. 00 -up 	 36 months 

Any exceptions to these guidelines shall be reviewed and approved by the 
Assistant U.S. Attorney responsible for financial litigation. 

3-11.232 	 Judgments in Paying Status Retained by united States Attorney 
Until Fully Satisfied 

Except as provided at TJSAM 3-11.233, infra., all paying judgments shall 
be retained by the U. S. rlttorney' s Office until fully satisfied. Judgments 
shall not be returned to the referring agency for collection of installment 
payments. All payments are to be made by the debtor to the United States 
Attorney's office (made payable to the U.S. Department of Justice) and 
deposited through the Direct Deposit (Lock Box) System. 

The policy does not affect in any way the return of uncollectible 
judgments to the agencies for surveillance. 

3-11.233 	 Return of Certain Bankruptcy Cases to Agencies for Collection 

An exception to the policy set forth at USAM 3-11.232, supra, has been 
established for certain bankruptcy cases. A U.S. Attorney's Office may 
return Chapter 11, 12 and 13 bankruptcy cases which remain in good payment 
status for one year to the referring agency for continued collection, 
unless fraud or conversion of government property was an issue in the 
bankruptcy action. 
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u.s. Department of Justice 

Executive Office for United States Attorneys 

Office of the Director 	 HWhington. D.c. 20530 

August 	31, 1995 

TO: Holders of united states Attorney's Manual Title 3 

FROM: 	 United states Attorney's Manual Staff 

Executive Office for united states Attorneys 


~o©~
Director 

RE: Return of Bankruptcy cases to Agencies for Collection

NOTE: 1. Distribute to Holders of Volume I, USAM 
2. Insert in front of affected section. 

AFFECTS: USAM 3-11.232 and 3-11.233 

PURPOSE: This bluesheet replaces the guidelines on the return of 
bankruptcy cases to agencies for collection. 

3-11.232 	 Judgments in Paying status in Non-bankruptcy Cases 

Retained by United states Attorney Until Fully 

satisfied 


All paying judgments, other than in bankruptcy cases, see 
USAM 3-11.233, infra, shall be retained by the United states 
Attorney's Office until fully satisfied. Judgments shall not be 
returned to the referring agency for collection of installment 
payments. All payments are to be made by the debtor to the 
United states Attorney's Office (made payable to the U.s. 
Department of Justice) and deposited through the Direct Deposit 
(Lock Box) System. 

3-11.233 	 Return of Bankruptcy Cases to Agencies for Collection 

A policy different from that set forth above, at USAM 
3-11.232, has been established for bankruptcy cases under 
chapters 11, 12, and 13, in which there is a confirmed plan which 
provides for repayment to the government. After confirmation of 
a plan takes place, the case shall be returned to the agency for 
monitoring and collection. 

BS# 3.028 
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If special circumstances exist in a particular case which 
indicate that there is a likelihood of the debtor, or debtor in 
possession, defaulting on its terms of repayment to the 
government under the plan, or other problems exist relating to 
timely payment or timely notification of default, the united 
states Attorney's Office may continue to handle the case while 
monitoring its plan for compliance. At such time, as these 
special circumstances no longer exist, the United states 
Attorney's Office shall return the case to the agency for 
continued collection. 

An exception to the policy of returning cases to the 
referring agency arises when the United states Attorney's Office 
has reason to believe that there has been fraud or conversion of 
government property in a bankruptcy case. The case should then 
be referred to the civil division of the united states Attorney's 
Office for screening, in order to determine whether there are 
measures to be taken that would provide for additional civil 
collections, or if it should be forwarded to the Criminal 
Division of the united states Attorney's office for possible 
prosecution. 

The United states Attorney's Office and referring agency 
representatives should coordinate locally to ensure that any 
bankruptcy case returned to the agency can and will be handled 
properly. A brief letter must accompany each returned case. 
This letter shall advise the agency of its responsibility for 
collection and processing payments under the debtor's plan, and 
for returning the case to the United states Attorney's Office 
within 30 days of a default by the debtor on the terms of payment 
under the plan, for purposes of litigation and enforcement. The 
letter should include the debtor's full name, the agency's file 
number, the scheduled payment amount pursuant to the confirmed 
plan, and the scheduled payment date. 

The United states Attorney's Office must also advise the 
debtor, debtor in possession, or, where distribution is made by a 
trustee, advise that trustee as well, in writing that the 
referring agency will be monitoring the debtor's account, that 
all future payments should be sent directly to the referring 
agency, and warn the debtor of the consequences of his or her 
failure to maintain the payment schedule. U. S
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The U.S. Attorney's Office and referring agency representatives should 
coordinate locally to ensure that any bankruptcy case returned to the 
agency can and will be handled properly. A brief letter must accompany each 
returned case. This letter shall advise the agency of their responsibility 
for collecting and processing installment payments and for returning the 
case to the U.S. Attorney's Office within 30 days of the debtor's default on 
the terms of the payment schedule. The letter should also include the 
debtor's full name, the agency's file number, the scheduled payment 
amount, and the scheduled payment date. 

The United States Attorney's Office must also advise the debtor in 
writing that the referring agency will be monitoring the debtor's account, 
that all future payments should be sent directly to the referring agency, 
and warn the debtor of the consequences of his or her failure to maintain 
the payment schedule. 

3-11.234 Default on Installment Repayment Plan 

"Default" is defined as the debtor's failure to make a payment within 
five (5) days of the payment due date agreed to and established in the 
written installment repayment plan. In the event of a default, a past due 
notice shall be mailed to the debtor not later than 20 days from the date of 
default. 

The past due notice should clearly advise the debtor that if he or she 
fails to make payment and cure the default within 10 days of the date of the 
notice, or fails to make any future payments as scheduled in the plan, the 
U.S. Attorney's Office will proceed to execute on the judgment without 
notice. 

Under no circumstances shall the missed payment be forgiven. The debtor 
shall be required to make up the missed payment in order for the default to 
be considered cured. If the debtor fails to cure the default or provide an 
appropriate response within 10 days, immediate steps shall be taken to 
satisfy the judgment out of any non-exempt assets available to the United 
States under state law. 

3-11.240 Enforced Collection Proceedings 

When a debtor fails to respond to the post judgment demand letter or to 
cure a default on the terms of an established repayment plan, immediate 
steps shall be taken to initiate enforced collection proceedings. The 
rights and remedies available to the United States as a judgment cr.edi tor 
and exemptions available to the debtor under state law will be considered 
in determining the most efficient and effective means to satisfy the 
judgment. Full use should be made of those enforced collection remedies 
available to the United States under state law. 
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3-11.241 Proceedings Supplementary to and in Aid of a Judgment 

3-11.242 Discovery to Determine Ability to Pay 

Full use shall be made of those discovery methods (e. g., written inter­
rogatories, judgment debtor exams, etc. ) provided for in the Federal Rules 
of Civil Procedure whenever financial information is not provided volun­
tarily by the debtor. If the debtor fails to respond to such discovery 
requests, those sanctions provided for under the Federal Rules of civil 
Procedure shall be pursued promptly and vigorously. 

All financial information which is obtained shall be thoroughly re­
viewed and a determination made on how to proceed to enforce the jUdgment. 

3-11. 24 3 writ of Garnishment 

The purpose of the writ of garnishment is to obtain money and credits of 
the debtor which are in the possession, custody or control of some third 
party. Garnishment of wages, bank accounts or other funds may be provided 
for as a judgment enforcement remedy under state law. If such remedy is 
available, the debtor's financial information should be reviewed to deter­
mine whether to obtain a writ of garnishment. State law will generally 
determine the procedure to be followed in obtaining such a writ. 

Once an application for a writ of garnishment has been made, an appro­
priate deadline date shall be entered into the automated tickler system to 
ensure that the garnishee (third party) complies with the writ and the 
money is received. Appropriate deadline dates shall also be entered into 
the tickler system so that subsequent writs of garnishment, if required 
under state law, are issued in a timely manner. 

If the debtor offers to enter into a voluntary payroll deduction plan 
subsequent to garnishment, the amount of the monthly payment under such a 
plan shall not be less than the amount which could be obtained on a monthly 
basis under a writ of garnishment. Any exception to this policy shall be 
approved by the Assistant U.S. Attorney responsible for financial litiga­
tion. Current financial information should be obtained from the debtor 
before this action is taken. 

3-11.244 Offset of Federal Employee Judgment Debtor's Salary 

Section 124 of Public Law No. 97-276, 96 Stat. 1195, 1196, provides a 
post judgment federal employee salary offset remedy which is separate and 
apart from the administrative salary offset provisions of 5 U.S.C. § 5514. 
Section 5514 authorizes federal employee salary offset (of up to 15%) 
whenever the head of a federal agency has determined that an employee is 
indebted to the United States. Section 124, though, is limited to instanc­
es where a court has determined that a federal employee is indebted to the 
United States. 
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Specifically, Section 124 provides that the indebtedness of any federal 
employee to the United States, as determined by a court of the United States 
in an action or suit brought against such employee by the United States, may 
be collected in monthly installments, or at officially established regular 
pay period intervals, by deductions in reasonable amounts from the current 
pay account of the employee. 

The following types of disposable pay are subject to federal employee 
judgment debtor offset under Section 124: 

A. Basic pay; 

B. Special pay; 

C. Incentive pay; 

D. In the case of an employee not entitled to basic pay, other autho­
rized pay; and 

E. In the case of an employee who retires, res igns, or whose employment 
ends for some other reason before collection of the judgment is completed, 
subsequent payments of any nature due the individual from the paying agency 
or the United States Treasury. 

The maximum amount deducted for any period ordinarily may not exceed 
one-fourth (25%) of the net disposable pay from which the deduction is 
made. However, collection should be made during the period the individual 
is expected to be employed. Therefore, deduction of a greater amount may be 
necessary to make the collection within the expected employment period. 
The minimum amount deducted for any period must equal at least 15% of the 
net disposable pay from which the deduction is made. 

If the employee retires, resigns or the employment period ends for some 
other reason before the judgment is fully satisfied, deductions must be 
made from subsequent payments of any nature due the individual from the 
paying agency or the United States Treasury. 

The Federal Personnel Manual System includes government-wide guide­
lines which must be followed to initiate and process Section 124 offsets. 
These guidelines should be reviewed carefully to ensure that all offsets 
are handled properly. 

The guidelines specifically address how offsets will be handled when a 
federal employee judgment debtor transfers to another agency or separates 
from federal service before the judgment is fully satisfied. Whenever 
Financial Litigation Unit personnel know that an employee plans to sepa­
rate or has separated from federal service and is eligible for retirement, 
and thus entitled to receive monthly payments from the Civil Service 
Retirement Fund, a completed Standard Form 2805 and two ( 2) attested copies 
of the judgment should be submitted immediately to the Office of Personnel 
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Management (OPM). This will allow OPM to initiate the recovery of any 
remaining judgment amount through offset of 25% of each monthly payment 
made to the employee from the retirement fund. 

A Standard Form 2805 and two (2) attested copies of the judgment should 
also be submitted to OPM in those cases where a Section 124 offset had not 
been initiated but the judgment debtor is receiving payments from the 
retirement fund. 

It is important to note that if the employee separates from federal 
service but is not eligible for retirement, the employee may request a lump 
sum refund of all money paid into the retirement fund. Thus, it is neces­
sary that a Standard Form 2805 and two (2) attested copies of the judgment 
be submitted immediately so that OPM can' 'freeze I I the employee's retire­
ment account before a lump sum refund is made. In this situation, OPM will 
offset as much money as is available and needed to satisfy 

AL 

the remaining 
judgment amount, not merely 25%. 

Once initiated, a Section 124 offset shall not be lifted until the 
judgment is paid in full. 

3-11.245 Execution on Real and Personal Property 

Financial information obtained from the debtor may show non-exempt 
property of a sufficient value to satisfy the judgment in full or in 
significant part. If so, a writ of execution may be issued and praecipe 
prepared directing the attachment of the non-exempt property of the debtor 
and directing its sale for satisfaction of the judgment. Personal property 
should be liquidated prior to the liquidation of real property. In the 
event real property is to be liquidated, the agency should agree to the 
preparation of a preliminary title report to determine feasibility. 

The types of property subject to execution and the method of levy as to 
each are as diverse as there are states. Generally, the law of the state 
where the property is situated controls the type of property subject to 
execution and the procedure for execution. Controlling state law should be 
carefully reviewed. 

3-11.300 CIVIL COMPROMISE POLICY 

The Attorney General has the inherent authority to compromise any action 
insofar as it involves the United States, its agencies, or any of its agents 
who are parties in their official capacities. The Attorney General has 
delegated settlement authority in civil cases to the several Assistant 
Attorneys General and certain other officials. 

A compromise is an agreement to accept less than the total amount owing 
in principal, interest and costs. Any compromise amount which is consid­
ered shall be based upon the total amount due as of the date of the 
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compromise (including all accrued interest and costs), and accepted only 
when it is not in the best interest of the government to pursue the full 
amount of the debt. Under no circumstances should a case be compromised 
without advance consultation with the client agency, unless the agency has 
clearly indicated that some other procedure would be acceptable. 

Whenever a claim is compromised, the full compromise amount shall be 
collected in a lump sum. Any agreement to accept several payments must 
provide for payment of the full compromise amount within 90 days. If 
several payments are agreed to with full payment within 90 days, the 
government I s claim must be secured by the entry of a judgment. The judgment 
shall be for an amount equal to the principal amount of the debt plus all 
prejudgment interest, administrative costs and penalties payable to the 
date of judgment, plus post judgment interest and costs of suit. 

198

When full 
payment is made as agreed, a Satisfaction of Judgment should be filed with 
the court. If payment is not made as agreed, immediate steps should be 
taken to enforce collection of the full amount of the 

AL 

judgment. 

Following consummation of a compromise, the Financial Litigation Unit 
shall promptly send the client agency a notice of compromise and a closing 
letter. 

The letter will serve to document for the agency the reason(s) why the 
claim was compromised. In addition, it will inform the agency of the total 
amount recovered. All program or creditor agencies are required to report 
to the Internal Revenue Service the amount of a debt which is written-off or 
compromised. The amount reported may be determined by the Internal Revenue 
Service to be taxable income of the debtor. The Internal Revenue Service 
regulations require all reporting must be done by the program or credi tor 
agency. Therefore, it is most important that Financial Litigation Units 
promptly notify the agency of any compromise and the total amount recovered 
so that the agency can comply with the reporting requirements. Finally, 
the letter will serve to advise the agency that any remaining amount shown 
on their records as due from the debtor should be adjusted to reflect that 
the claim has been satisfied in full. 

3-11.400 	 SUSPENSION AND TERMINATION OF CIVIL POSTJUDGMENT COLLECTION AC­
TION 

3-11.410 	 Suspension of Collection Action 

In some instances the prospects for obtaining a substantial sum through 
enforced collection proceedings will be so poor that continuation of such 
efforts would be futile. At the same time, however, future prospects for 
enforcing collection may be such that the judgment cannot be considered 
permanently uncollectible. Collection action on such judgments may be 
suspended. The Assistant U. S. Attorney responsible for financial litiga-
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tion should review and approve each case in which suspension is reconunended 
to ensure that such action is appropriate. 

Whenever collection action is suspended, appropriate dates shall be 
entered into the automated tickler system to ensure timely, periodic re­
view. Updated financial information must be obtained from the debtor prior 
to making each review. 

Updated financial information shall be obtained and a re-evaluation of 
the debtor's ability to pay shall be made at least once every six (6) 
months. In those situations where the debtor's financial situation is 
expected to improve in the near term (e. g. , near term employment prospects 
or improved income potential), updated financial information should be 
obtained at least every three months. 

Judgments should not be retained in a suspense status for more than two 
years. If a determination is made that a judgment remains uncollectible 
after making timely, periodic reviews of the debtor's financial situation 
over a two-year period, the judgment should be returned to the agency for 
surveillance or closed as uncollectible. 

3-11.420 Termination of Collection Action 

3-11.421 Return to Agency for Surveillance 

Many judgments which are deemed presently uncollectible may have future 
collection potential. For example, the debtor may be young, or well edu­
cated or may inherit wealth. When this situation exists, a decision must be 
made on whether to suspend collection action or to return the judgment to 
the agency for surveillance. By necessity, this decision must be made on a 
case-by-case basis, giving due regard to the judgment amount, the posture 
of the debtor, the likelihood for improvement in the debtor's financial 
situation and the effectiveness of those judgment enforcement remedies 
available under state law. 

In order to return a judgment to the agency for surveillance the follow­
ing criteria must be met: 

A. All other claims arising out of the same transaction have also been 
reduced to judgment; 

B. The judgment is presently uncollectible but has future collection 
potential, and the U. S. Attorney is not in a better posi tion than the agency 
to keep the matter under surveillance; 

C. The U.S. Attorney is satisfied that, as a practical matter, the 
transfer will not adversely affect the chances of collection or the amount 
that will be collected; 
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D. The agency is willing to accept the transfer and understands that it 
is not authorized to undertake final settlement, reduction, or release of 
any unpaid balance without the specific authorization of the Department of 
Justice, and all judicial proceedings to enforce or release judgments are 
to be conducted by the U.S. Attorney; and 

E. The U.S. Attorney considers it unlikely that the judgment will be 
returned for further proceedings. 

The transmittal letter returning the judgment to the agency for surveil­
lance shall advise the agency to notify the U.S. Attorney's Office if at 
some future time documentation can be provided that the debtor is finan­
cially able to pay and the case should be reopened. The letter shall inform 
the agency of the date on which the judgment lien will expire and request 
that the U. S. Attorney be notified in writing six (6) months prior to that 
date if the agency wishes to have the judgment lien renewed. 

Controlling judgment lien perfection statutes should be taken into 
a.ccount with respect to returning judgments for surveillance. Some state 
statutes require judgment lien renewal as often as every three years. 
Where the life of the judgment lien is limited to such a short period of 
time, the U. S. Attorney's Office should make appropriate arrangements with 
individual agencies concerning the return of judgments for surveillance. 

If, subsequent to return, the debtor's financial situation improves or 
enforcement action becomes practical, the agency is obliged to re-refer 
the case to the U.S. Attorney for legal action. 

Once a judgment is returned to the agency for surveillance, the collec­
tion record should be closed as provided for in the PROMIS User's Guide, 
USACTS and USACTS II Operator's Manuals or the United States Attorneys' 
Docket & Reporting System Manual. 

3-11.422 Closing Judgment Cases as Uncollectible 

A judgment case should be closed whenever present and future prospects 
of collecting a substantial amount are so poor that the reasonable proba­
bility is against realizing a net gain over the expenditure of money and 
manpower required to keep the case in an open status. 

An uncollectible judgment case may be closed and returned to the agency 
for surveillance at any time, when justified. However, a system should be 
established for routinely reviewing all judgments that remain in nonpaying 
status for two (2) or more years following the date of judgment. The 
procedures listed below should be used to review and close judgments 
remaining in nonpaying status for two (2) years or more. 

A. If the judgment debtor has no ability to pay,as determined by a 
financial statement obtained or debtor examination conducted within the 
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last 180 days, the case should be closed and returned to the agency for 
surveillance. The agency must be advised of the period of time the judgment 
will remain in effect and provided notice that, if the judgment lien should 
be renewed, the agency will so advise six (6) months before its expiration 
date. The agency may, of course, return a case if it becomes aware of 
assets. 

B. If no action has been taken on the case within 180 days, a new 
financial statement should be obtained or a debtor examination conducted. 
If the debtor has no ability to pay, as determined by the new financial 
statement or debtor examination, the case should be closed and returned to 
the agency for surveillance. The agency must be advised of judgment lien 
information as set forth in A., supra. If the debtor appears to have means 
to pay, vigorous collection efforts should occur. 

C. If a current address is not available and the debtor cannot be 
located after reasonable diligence, the case should be closed and returned 
to the agency for surveillance. It should be noted that a current credit 
report must be obtained as a part of the Financial Litigation Unit's 
efforts to locate the debtor prior to closing the case. Also, the agency 
must be advised of the steps taken to locate the debtor and informed that 
the case should be returned if a good address is obtained by the agency at a 
future date. 

Closing nonpaying judgments using these procedures is consistent with 
the policy that judgments should not be retained in a suspense status for 
more than two (2) years. The procedures are not intended to preclude a 
Financial Litigation Unit from closing an uncollectible case sooner than 
two years from the date of judgment or for retaining a judgment case for a 
longer period of time when warranted. Use of the procedures will enable 
Financial Litigation Unit personnel to eliminate nonpaying judgments from 
their case inventory and enable them to concentrate more time and effort on 
newer, more collectible debt referrals. 

The transmittal letter used to return judgments to the agencies for 
surveillance shall advise the agency to notify the U.S. Attorney's Office 
if at some future time the debtor can be located or documentation can be 
provided that the debtor is financially able to pay and the case should be 
reopened. The letter shall inform the agency of the date on which the 
judgment lien will expire and that the U. S. Attorney be notified in writing 
six (6) months prior to that date if the agency wishes to have the judgment 
lien renewed. 

Once a judgment case is closed and returned to the agency, the collec­
tion record should be closed as provided for in the PROMIS User's Guide, 
USACTS or USACTS II Operator's Manuals, or the United States Attorneys' 
Docket & Reporting System Manual. 
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It is important to note that closing a case and writing off the unpaid 
balance as uncollectible will have no effect whatsoever upon the judg­
ment's validity. Since a case closed as uncollectible can be reopened at 
any time if there is reason to do so, the debtor should not be informed of 
such decision. 

3-11.500 	 PAYMENT PROCESSING INTERNAL CONTROLS 

This policy has been amended and updated to meet the guidelines on 
internal control systems published by the Office of Management and Budget 
in Circular A-123 dated August 16, 1983. Deficiencies in internal control 
policies were identified by the Office of the Inspector General, Inspec­
tions Division, during two investigations conducted in Fiscal Year 1990. 

3-11.501 	 Standards For Internal Financial Control-Employee Responsibil ­
ities 

Provisions for the reporting of government 
placed or lost can be found in 28 C.F.R. 
3.2. 735B. In accordance with these provisions, 
and the legal counsel for the Executive 
(FTS 368-4024) must be notified immediately 
investigation must be made of each reported 

M

funds which have been mis­
Sec. 0.39a, USAH 1-4.100, and USAM 

S 

the United States Attorney 
Office for United States Attorneys 

of lost or missing funds and an 
incidence. In addition, all 

allegations of misconduct or mismanagement of money must be reported to the 
Office of Professional Responsibility. 

In order to comply with these provisions, each district must designate 
responsible personnel in writing. Senior Financial Litigation Unit em­
ployees are responsible for training other Unit employees and ensuring 
compliance with all internal controls. Failure to observe these internal 
control requirements may result in indictment and prosecution. 

3-11.510 	 Receipt of Payments 

Each United States Attorney's office is responsible for ensuring that 
all payments rece i ved (checks, other negotiable instruments, cash or cur­
rency) are properly handled and processed. One employee, at that point in 
the office where payments are first received (e.g. mail room, reception­
ist's desk), shall be delegated the responsibility for the initial pro­
cessing of payments, whether received directly from a person or in the 
mail. Under no circumstances shall this initial procedure be performed by 
an employee of the Financial Litigation Unit. Whenever possible, the 
employee delegated this responsibility should perform these duties in 
plain view of at least one other person. 

The Administrative Officer should use a separate system of internal 
controls for checks received for obligations other than debts owed the 
United States. Examples would be travel reimbursement checks and checks 
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payable to plaintiffs in settlement of claims against the United States. 
If the person at the place of entry is unsure whether the check should be 
routed to the FLU or to the place designated by the Administrative Officer, 
the check should be routed to the FLU which will resolve the problem. 

The employee designated to prepare the check log shall record the amount 
of each payment received during the day on a daily, preprinted and sequen­
tially numbered, log sheet and produce a calculator tape showing each 
payment amount. Payments in cash or currency may be recorded on a separate 
log sheet, which is clearly identified as a record for this type of payment. 
However, a bound ledger is the preferred method for recording payments in 
cash or currency. Once the cash has been converted to a money order or 
cashier's check, the check number and amount of the check or money order 
shall be entered on the check log on the date of conversion, and this 
disposition shall be entered on the cash log. 

Once completed, the log sheet and tape shall then be initialed and dated 
by the employee. The copy of the log sheet shall be maintained at the point 
of initial receipt in the office. The original of the log sheet, the 
original calculator tape, and all payments, shall be delivered immediately 
to the Financial Litigation Unit for further processing and direct depos­
it. See check log included in Appendix A. 

The procedures set forth above will ensure initial establishment of 
internal controls and an audit trail necessary for all payments received. 
A second employee shall be delegated the responsibility for carrying out 
these procedures in the absence of the employee with primary responsibili­
ty. 

Upon receipt of the copy of the log sheet, original calculator tape and 
payments in the Financial Litigation Unit, the employee delegated the 
responsibili ty for verifl.cation of payments shall prepare a second calcu­
lator tape to verify ~ne amount and number of payments delivered to the 
unit, and sign and date the log sheet. A second employee shall be delegated 
alternate responsibility. The tape shall be initialed and dated by the 
responsible employee. Any discrepancy, either in the number or the amount 
of payments, shown on the copy of the log sheet or the two separate calcula­
tor tapes, must be resolved immediately and before any further payment 
processing action is taken. 

Checks or money orders which cannot be deposited on the day of receipt, 
i.e., checks returned for signature or because sufficient information is 
not available to process the payment, must be entered on an Exception 
Register. See detailed instructions and a copy of the Exception Register 
form which are provided at Appendix A. 

When the Exception Register is prepared it shall be placed with the 
check(s), or money order(s), in a safe or locked cabinet. An in/out log 
sheet shall be maintained and a designated member of the Financial Litiga-
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tion Unit should examine the log sheet daily to ensure that the checks are 
expeditiously processed through the Lock Box. When deposit is made, the 
information shall be entered on the Exception Register and the register 
shall be filed behind the daily check log for the date the payment instru­
ments were received. With the exceptions of payments on fines, assessments 
and restitution for non-federal victims, a check or money order should be 
endorsed as soon as the item has been identified for entry on the deposit 
slip, using the' 'For Deposit Only" stamp. 

The check log and cash log (if applicable) produced each day shall be 
maintained on preprinted, sequentially numbered pages and shall be recon­
ciled daily with the Deposit Slip, which is prepared for the deposit of 
payments through the Direct Deposit (Lock Box) System, and with the payment 
tally produced daily through PROMIS, USACTS-II or PC USACTS. This recon­
ciliation shall be completed by an employee other than the employee desig­
nated the responsibility of preparing the original loges) and calculator 
tape, showing the amounts of all payments delivered to the Unit. This is 
necessary to ensure proper internal audit control. 

3-11.511 Receipt of Cash or Currency 

All debtors must be advised to make payments by check or other negotia­
ble instrument (such as a money order) payable to "U.S. Department of 
Justice." Payments made to the order of the' 'United States Treasury" 
may be processed but should be discouraged. If a debtor pays in cash or 
currency, the payment must be accepted and handled as described in para­
graphs 3-11.512 and 3-11.513. 

A separate cash log shall be maintained and recorded on preprinted, 
sequentially numbered pages or in a bound ledger. A Form USA-200 Receipt 
must be completed and provided to the debtor whether or not the debtor wants 
or requests a receipt. One copy of the receipt shall be maintained in 
numerical order in a separate file. The debtor shall be advised of the 
necessity to make all future payments by check or other negotiable instru­
ment. 

The form USA-200, Receipt, is the only receipt form approved by the 
Department of Justice for use by the Financial Litigation Unit. 

3-11.512 Conversion of Cash or Currency to Checks 

All cash or currency delivered to the Financial Litigation Unit must be 
converted immediately to a check or other negotiable instrument for depos­
it through the Direct Deposit (Lock Box) System. The date and amount of 
cash converted shall be entered into the log ~s described at 3-11. 511, and 
any voided receipts must be accounted for by filing a copy of the voided 
receipt in the numerical file copy file. 
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It will be necessary to make the conversion at a financial institution 
or post office. The employee responsible for carrying cash or currency to a 
financial institution for conversion should always be accompanied by an­
other person. If large sums of cash need to be converted, the United States 
Marshal should be asked to provide a security escort. Each United states 
Attorney's Office is responsible for establishing local policy on when the 
Marshal escort is needed and when a second employee within the Financial 
Litigation Unit should accompany the person responsible for the conver­
sion. The amount of cash to be converted, the bulkiness of the cash, the 
location of the office, the distance to be traveled and the means of 
transportation are examples of factors to be considered in establishing a 
local policy. 

Contact the administrative officer to establish procedures for payment 
of the conversion fees as a litigation expense using the draft payment 
system. Only if cash payments are received frequently should procedures be 
established for payment of fees to the financial institution on a monthly 
or quarterly basis. 

3-11.513 Security of Cash Which Cannot be Converted Immediately 

Any cash or currency which cannot be converted immediately to a payment 
instrument acceptable for deposit through the Direct Deposit (Lock Box) 
System must be kept in a secure area and must be logged into and out of that 
area. (See 3-11. 511 supra.) All United States Attorneys I offices must use 
equipment such as safes, locked file drawers, etc., for this purpose. 
Procedures should be established concerning access to keys and, where 
applicable, changes to combination locks. 

3-11.520 Deposit of Payments 

With the exception of: fines, and assessment and restitution payments to 
non-federal victims I which were not processed through the " Direct Depos­
it' I System, all checks or money orders for federal debts shall be endorsed 
as soon as possible after receipt in the Financial Litigation Unit. The 
person responsible 

AT

for preparing the deposit shall enter the appropriate 
deposit number and item number on the back of each check or money order. 

Deposit slips (Form OBD-230), shall be filled out completely with all 
required data. The deposit slips shall be used sequentially and shall be 
signed and dated by the preparer, as well as verified and countersigned by 
the employee who verifies the deposit and the check log. The USAO number 
shall be written on the face of all checks or money orders in the lower left 
hand corner. 

3-11.521 Deposit of Payments Over $50,000 

Payments of $50,000 or more shall be electronically (or wire) trans­
ferred to the C&S Bank. If the United States Attorney or Assistant is aware 
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that a large payment is to be made, steps should be taken to have the 
remitter made arrangements for a wire transfer through his/her bank. If 
the remitter is unwilling to do this, the remitter should be instructed to 
furnish a certified or cashier's check in lieu of a personal or company 
check. 

If the check is drawn on a bank which has a branch in the area of the 
united States Attorney's Office, arrangements should be made to deliver 
the check to the bank for electronic transfer. Most banks require that 
electronic transfers be made prior to 2:00 p.m. 

The format information for electronic transfer may be found in Appendix 
A. The United States Attorney's Office is to notify the Debt Accounting 
Operations Group (DAOG) of the Department of Justice by transmitting a 
facsimile (FAX) as soon as the transfer has been 

UA

made. If the FAX machine 
is not operating, then a call should be made to the Regional Technician to 
alert DAOG regarding the transfer. Calls should not be made to the C&S 
Bank. 

The confirmed electronic deposit will appear on the district's next 
monthly bank statement at the end of the deposits with a 900 series number. 

3-11.522 Direct Deposit of Payments 

All payments received, shall be deposited daily through the Direct 
Deposit (Lock Box) System. The procedures set forth in Order OBO 2110.19, 
dated June 23, 1986, shall be followed. Forfeiture payments are to be 
delivered to the U. S. Marshal Service for deposit in the Assets Forfeiture 
Fund, or the U.S. customs Service for deposit into the Customs Forfeiture 
Fund. All criminal payments, other than BOP or wire transfer payments, are 
to be delivered to the Clerk of the Court. Local policy may be established 
on how these checks are delivered to the Clerk. No payments are to be 
delivered to the client agency. 

All payments received shall be deposited daily through the Direct Depos­
it (Lock Box) System. The procedures set forth in Order OBO 2110 (final 
draft dated January 31, 1984) shall be followed. (Forfeiture payments are 
to be turned over to the U.S. Marshals Service for deposit in the Asset 
Forfeiture Fund. Depending on the date of offense, certain criminal fines 
are to be turned over to the Clerk of the Court. No payments are to be 
turned over to the client agency. ) 

3-11.530 Posting Payments 

All payments received shall be posted daily in accordance with proce­
dures established in the PROMIS User's Guide, USACTS-II Operator's Manual, 

PC-USACTS Operator's Manual, as well as Order OBO 2110.19, June 23, 1986, 
Direct Deposit Lock Box System. 
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Bureau of Prisons' and IRS Off-set payments shall be posted promptly (no 
later than the fifth working day after receipt) from the printouts. These 
payments are to be reconciled against the district's payment tallies (pay­
ments not received by USAO) or the PC-USACTS report U. The designated 
person performing the reconciliation shall initial and date the payment 
list when the reconciliation is complete. The tallies or financial reports 
are to be attached to the original notification list and maintained in a 
permanent file for each fiscal year. The file may be transferred to the 
Federal Record Center one year after the close of the fiscal year. The file 
may be destroyed six years after the close of the fiscal year. 

Reconciliation of criminal payments received by the Clerk of Court which 
are posted by the Financial Litigation Unit shall be made by verifying the 
notification records against the tallies produced daily through PROMIS, 
USACTS-II or PC-USACTS. (Example: Prepare a calculator tape of the re­
ceipts or lists received and verify the received tape against the payments 
posted.) These initialled tallies and tapes must be retained in a perma­
nent file, by fiscal year. The file may be transferred to the Federal 
Record Center one year after the close of the fiscal year. The file may be 
destroyed six years after the close of the fiscal year. 

From time to time districts are notified that a payment has been re­
ceived by the agency. If this notification is other than in writing, the 
agency should be requested to confirm payment by transmitting a facsimile 
to the United States Attorney. Reconciliation of these payments will be 
performed in the same manner as reconciliation of criminal payments stated 
above. 

3-11.531 Separation of Duties--Deposits 

A complete separation of duties shall be maintained between those per­
sons preparing check logs, those persons verifying deposits and those 
persons recording entries to individual debtor's records. 

In offices where it is impractical to achieve a complete separation of 
duties, due to the number of employees in the FLU or other reasons, substi­
tute controls shall be implemented. For example, a weekly verification of 
check/payment logs by the Assistant U. S. Attorney responsible for the FLU, 
or a designated disinterested person, shall be conducted. The person 
delegated responsibility for verification shall compare the deposit tick­
ets against the check logs, at least weekly, making a notation of the date 
of verification and the period covered by the verification. 

3-11.532 Private Counsel Pilot Program 

Financial Litigation Units in districts participating in the Private 
Counsel pilot Program cannot modify financial records or post payments on 
civil debts. These functions are performed exclusively by the Central 
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Intake Facility, a government contractor. Financial Litigation Units in 
these districts receive payments on civil debts only in the following 
circumstances: debtor error, initial payments on installment payment 
agreements and initial or lump sum payments on debts litigated by an 
Assistant United States Attorney who is not assigned to the FLU. The 
Financial Litigation Unit must forward any payment it receives to the 
Central Intake Facility for processing on the day it is received in the 
unit. Payments on criminal debts must be made to the Clerk of Court. 

Check logs may be prepared by Financial Litigation personnel in these 
districts. Mail should be delivered unopened to these units and an indi­
vidual shall be designated to open the mail and log in any checks received. 
Another individual shall be designated the responsibility for carrying out 
these procedures in the absence of the employee with primary responsibili­
ty. The individual responsible for preparing the check log is also respon­
sible for accepting and entering any payment not received by mail. 

A second individual with a designated backup must enter the civil pay­
ments on the Register of Direct Payments Received program. A printout 
should be generated and attached to the check log. The total amount of 
pilot program payments should be entered as ' 'Sent Other' , on the check log 
and "CIF" should be annotated in the space provided. The procedures 
described at 3-11.511 to 3-11.513 must be followed if a payment is made in 
cash or currency. 

3-11.540 Application of Payments for Civil Debts 

The "U. S. Rule" shall be followed in applying civil payments. Under 
this rule, a partial payment is credited first to court costs and fees, 
second to accrued interest, and the balance, if any, to principal. Subse­
quent interest then accrues on the remaining principal, computed from the 
date of the partial payment. See Woodward v. Jewell, 140 U.S. 247, 248 
(1891); 45 Am.Jur.2d, Inte:':"est and Usury, § 99; 47 C.J.S. Interest § 66. 

The' 'U.S. Rule" shall also be followed in applying any payments re­
ceived prior to entry of a judgment unless the debtor's obligation (or the 
program legislation under which it arises) expressly provides otherwise. 

3-11.541 Application of Payments for Criminal Debts 

The' 'U.S. Rule" is not followed when applying payments to criminal 
penalties imposed for offenses committed on or after January 1, 1985. For 
criminal penalties, a partial payment is credited in the following order, 
unless otherwise directed by the Court: 

1. Special Assessments 
2 . Restitution 
3. Fines 
4. costs 

5. Interest 
6. Penal ties 
7. Attorney's Fees 
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3-11.542 Reconciliation of Bank Statements 

The supervisor in charge of the FLU, or a designated employee, shall 
reconcile the monthly deposits against the monthly bank statement to en­
sure that all deposits were received and credited by the bank. Discrepan­
cies in amounts should be immediately reconciled against the check logs and 
deposit slips. If a deposit item is missing from the confirmed list, the 
supervisor shall place a call to the regional technician, DAOG, JMD. The 
call should be followed up by a written memo to JMD. A copy of the memo 
should be placed with the bank statement in question. The supervisor shall 
follow up with JMD in ten working days if the problem has not been resolved. 

If the bank statement includes checks which have not been honored, e. g. 
for insufficient funds, the supervisor shall ensure that the payments are 
inactivated. A copy of the check shall be returned to the debtor with a 
demand for payment. The dishonored check shall be returned to the debtor 
after the replacement payment has been honored. 

Once the bank statement has been reconciled, the supervisor shall ini ­
tial and date the statement. The statement shall be maintained in a file in 
reverse chronological order. The file may be sent to the Federal Record 
Center (FRC) after one year. The FRC will destroy the file after six years. 

3-11.550 Debt Collection Records 

Debt Collection Records, whether maintained as separate files or in the 
civil/criminal case files, should include all applicable records, e.g.: 

Claims Collection Litigation Reports (CCLR) 

certificates of Indebtedness 

Satisfactions of Judgment or 


Certificates of Discharge 

Court and Related Documents, including 


Financial Statements 

Consent Judgments 


Orders 

Briefs 


Pleadings and Settlement Agreements 

Status Reports and Correspondence. 


Any other documentation developed during the negotiation, compromise, 
settlement and/or litigation of the indebtedness shall remain in the file, 
together with Form USA 207, Notice to Close Legal Case File. See 3-4.431. 
These files should also contain any records maintained by private counsel 
participating in the Department's pilot program and which are turned over 
to the United States Attorney at the completion of debt collection efforts. 

This information shall be retained in the file when it is shipped to the 
Federal Record Center (FRC). The file may be sent to the FRC one year after 
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disposition of the case. The FRC will destroy the file six years after 
close of the case. 

Presentence Information Reports (PSIs) and other asset investigation 
reports, such as credit reports and tax returns, may be maintained sepa­
rately in a secure manner which limits access to authorized personnel. 
Local policy should be established on the disposition of these records, 
i. e . , whether they should be destroyed by shredding, burning or returned to 
the appropriate party. 

APPENDIX A 

CHECK LOG INSTRUCTIONS 

1. In order to comply with Department of Justice internal control policy, 
this log must be prepared by someone other than the Financial Litigation 
UNIT (FLU) personnel. It should be prepared by the person who normally 
opens the mail. 

2. All checks received in the office, whether hand delivered or received 
in the mail , must be logged in at the one point so designated by the United 
States Attorney for the district. 

3. The original of the check log (white copy) will be retained by the FLU 
and the copy (yellow) by the Administrative Division. The log is to be 
filed numerically by fiscal year. That is, from October 1st through Sep­
tember 30th of the following year. This file must be retained for one year 
after the close of the fiscal year. It may then be sent to the Federal 
Record Center. It may be destroyed six years after the close of the fiscal 
year. If a log sheet is voided for any reason, the original voided copy 
must be retained in this file. The voided carbon copy (yellow) will be 
filed in the Administrative Division numerical file. If the number of 
checks received on any given day exceeds the number of lines on the check 
log, subtotal the first page and any additional pages needed, and calculate 
the final total, for all checks received that day, on the last page. The 
entry 1 page __ of __ in the bottom left corner of the form should be
completed when using multiple logs to enter checks received the same day. 

NOTE: For audit purposes, it is imperative that the check logs be 
maintained in numerical sequence; including those which are voided for 
any reason, or multiple logs used on the same day. 

4. The log must be prepared using permanent, non-erasable ink, if hand­
written. It must be signed by the preparer. 

5. The log date will be entered by the preparer on the sequentially num­
bered check log. The preparer will enter the check number, the type, from 
whom the payment was received, and the amount. The FLU agent will enter the 
final disposition or deposit item # at the end of each line. Final disposi­
tion notes are: (a) Deposit Item #, (b) Mailed, (c) Exception Register, (d) 
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sent to Clerk of Court, (e) Sent to Marshal, (f) Sent/delivered other­
specify. 

6. The original check log (white), along with a calculator tape total and 
the checks, is to be delivered to a designated person in the FLU. That 
person will prepare a second calculator tape to insure that the amount and 
number of checks listed is correct and if so, will then sign the carbon copy 
of the log. If there is a discrepancy, it must be immediately called to the 
preparer's attention. The preparer shall make the necessary correction to 
the original and carbon, initialling same. 

7. The" Date and Initials" field is an optional field for use by the FLU 
as needed. It may be used by the person who actually keys the checks into 
the system as a control as each check is processed. 

8. At the end of each day, a reconciliation of the log, deposit ticket and 
tallies will be made. The person making and/or verifying the reconcilia­
tion will sign the log, which is to be filed numerically by fiscal year. 
Any exception registers, once completed, will be filed behind the appro­
priate check log for the date of the exception register. 

9. Reconciliation of the check log is accomplished by the person who 
verifies the deposit for that date by completing the following: 

a. 	 Rece i ved today Total dollar value of checks 
received this date. 

b. From previous ex- Total dollar value of any 
ception 	registers checks which were on an ex­

ception register and are now 
being deposited this date. 

c. Subtotal 	 Total of lines a. & b. 
d. 	 Deposited Total dollar amount of depos­

it for this date. 
e. 	 Sent to Clerk Total dollar amount of checks 

sent to Clerk. 
f. 	NFR mailzd out Total dollar amount of checks 

mailed to victims this date. 
g. 	 Sent other Total dollar amount of checks 

so marked in accordance with 
instruction step 5, except 
for 5(c), exception regis­
ter. 

h. 	 Difference Subtract lines d, e, f and g 
from line c. If all checks 
have gone out this date, the 
line will be "0. ~, If not, 
this line will equal the 
dollar amount of items 
marked "exception regis­
ter" in accordance with 
5(c). If this line has a 
balance other than ' , 0, , , an 
exception register must be 
prepared. 
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The original Check Log maintained in the FLU (white) is to be filed in 
numerical order by fiscal year. The retention period is the same for the 
copy (yellow), maintained in the Administrative Division. 
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u.s. Department of Justice CHECK LOG 
u.s. Attorney Office (Sequential Preprinted assigned # here) 

Cashier Check - CC Money Order - MO LOG FOR , 199_ 
Personal Check - PC Treasury Check - TC 
Counter Check/Traveler's Check/Other OT DEPOSIT NUMBER 

FINAL DISPOSITION DATE & 
CHECK # TYPE RECEIVED FROM AMOUNT OR DEPOSIT ITEM 

1988

# INITIALS 

MANUAL 

-
Check Log Prepared by: RECONCILIATION TOTALS 

RECEIVED TODAY: ____ 
Administrative Division 

TTORNEYS 

$
FROM PREVIOUS 
EXCEPTION REGISTER: $____ 

Log Received in FLU by: SUBTOTAL: $---------- ­
DEPOSITED: $----- ­

Financial Litigation Agent SENT TO CLERK: $____ 
Reconciliation of Log: NFR MAILED OUT: $______ 
Deposit and Tallies by: 

SENT OTHER: 

------------
$-----­ SUBTOTAL $___________

WHITE - Financial Litig8tion Unit copy: DIFFERENCE: $____________
YELLOW - receiving area copy: (See Exception Log) 

FORM USA-247 
Page _ of_ AUG. 91 

APPENDIX A 

EXCEPTION REGISTER INSTRUCTIONS 


1. If it is necessary to hold a check (or checks) over for some reason, an 
Exception Register must be prepared by Financial Litigation Unit (FLU) 
personnel. A separate register shall be prepared for each day. The regis­
ter remains with the undeposited check(s). 

2. Once all checks on that particular register have been deposited or 
other disposition made, the register shall be filed in the numerical file, 
behind the Check Log for the date of the register (i.e., Date Instruments 
Received) . 
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3. The preparer will enter the appropriate header information, the check 
number, remitter and dollar amount. If the united States Attorney's number 
(USAO #) is available, it should be entered as well. The total of all 
undeposited checks for the day will be entered and then the preparer will 
sign and date the log. 

4. The Unit supervisor, or some other designated person, shall verify the 
log against the checks and then sign the verification below the preparer' s 
name. The checks shall then be placed for safe-keeping in a safe or locked 
cabinet. 

5. The Unit supervisor shall follow up the next working day to determine 
whether or not the check can be processed for deposit. If not, the supervi­
sor shall place a note with the log stating the reason for further holding 
of the check. 

6. Once the information has been received to allow disposition of the 
check, the check shall be promptly deposited and the deposit date and 
number, item number, and initials entered by the appropriate technician. 
If the check is for a non-federal victim, and is mailed directly to the 
victim, a notation to that effect shall be entered in the comment field 
along with the date the check was mailed. 

7. The total amount deposited and/or disposed of shall be entered and the 
person who verified the original preparation of the log, shall verify the 
final disposition. If that person is out of the office, the designated back 
up should perform this duty. 
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U.S. 	DEPARTMENT OF JUSTICE EXCEP'rION REGISTER Page 
(Items Not Deposited on Day Received) 

For: United States Attorney Office _____ District of ______ City: ______

Date Instruments Received: 	 DEPOSIT INFORMATION: 

-
USAO 

ITEM CHECK/MONEY NAME OF DEBTOR OR DOLLAR CLAIM DEPOSIT DEPOSIT DEPOSIT TECHNICIAN 
NO. ORI'ER NO. REMITTER AMOUNT NO. DATE NO. ITEM INITIALS 

NO. 	 AND/OR COMMENTS 

1 
2 
3 


4 


5 


6 


7 

8 


1988

9 

10 
Total Amount NOT Deposited: $_-- Total Amount Deposited: $ 

Prepared By: Date: 	 Verified By: Date: 

Verified Bv: Date: 

USE ONLY FOR CHECKS OR MONEY ORDERS NOT DEPOSITED 

NUAL 

ON DAY RECEIVED! 

APPENDIX A 

INSTRUCTIONS FOR ELECTRONIC TRANSFER (EFT) 


Item 	6: Re ference Number. The re ference number may be inserted by the 
sending bank to identify the transaction. 

* Item 7: Amount. The amount will include the dollar sign and the 
appropriate punctuation, including cents digits. 

Item 	8: Sending Bank Name. The telegraphic abbreviation which corre­
sponds to Item 4 will be provided by the sending bank. 

* Item 9: Citizens and Southern National Bank Name. It should appear on 
the funds transfer message in the manner stated below: 

Character # Character(s) Definition 

1-3 C&S C&S telegraphic abbrevia­
tion 

4 	 Space (leave blank) 

5-7 ATL Second part of the C&S Bank 
telegraphic abbreviation 

8 	 Space (leave blank) 

*Item 10: Bank Account Number. (00924449) This item is of CRITICAL 
IMPORTANCE. It must appear on the funds transfer message. This eight­
digit numeric symbol identifies DAOG. 

* Item 11: Collection Office Name. Insert your collection office name 
(abbreviations are acceptable). 
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Legal Division/District Name 

An example of how this line, which is comprised of Items 9, 10, and 11, could 
read is: 

C&S ATL (00924449) Southern District New York 

* Item 12: Comments Section. 

Collection Office Code (up to 4 characters) - Fiscal

Year (1 digit) - EFT 

Debtor name (up to 30) 

Collection Office Claim Number (up to 8) 

Example: NYS-I-EFT 

Smith, Joe P. 

8800042 

SAMPLE 


INSTRUCTIONS FOR ELECTRONIC FUNDS 

TRANSFER TO THE DEPARTMENT OF JUSTICE 


(Omitted items will be provided by sending bank) 


Item Explanation of Item Information to be Coded 

2 Receiving Bank Code 
(Citizens & Southern 
National Bank, 
Atlanta, GA) 

061000052 

7 Amount to be Transferred $2,000,000.00 

9 Receiving Bank Code C&S(space)ATL(space) 

10 Department of Justice 
Account Number 

00924449 

11 Payee Name Southern District New 
York 

12 Deposit Identifier 
Debtor 
Collection Office 
Claim Number 

NYS-I-EFT 
Smith, Joe P. 
8800042 

Please Note: 	Item 12 must be completed to apply your payment
correctly. 
INSTRUCTIONS FOR ELECTRONIC FUNDS 

TRANSFER TO THE DEPARTMENT OF JUSTICE 

July 1, 1992 
33 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



3-11.550 TITLE 3-EOUSA 	 CHAP. 11 


(Omitted items will be provided by sending bank) 

Item Explanation of Item Information to be Coded 

2 Receiving Bank Code 
(Citizens & Southern 
National Bank, 
Atlanta, GA) 

061000052 

7 Amount to be Transferred $---------------------

9 Receiving Bank Code C&S(space)ATL(space) 

10 Department of Justice 
Account Name 

00924449 

11 Payee Name 

12 Deposit Identifier 
Debtor 
Collection Office Claim Number

Please Note: 	Item 12 must be completed to apply your payment 
correctly. 
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Electronic Funds Transfer (EFT) 

Department of Justice 
Debt Accounting 

Operations Group 

ATTN: Regional Technician 

FAX #: 

DEBTOR~________________________________________________________________ 

AMOUNT____________________________________________________________________ 

COLLECTION OFFICE 

CLAIM NO. _________________________________________________________________ 


AGENCY CODE_____________________________________________________________ 


REFERRING AGENCY CLAIM NO. ______________________________________________ 


AGENCY PROGRAM/CAUSE

OF ACTION CODE__________________________________________________________ 


ANTICIPATED DATE 

OF TRANSFER _____________________________________________________________ 
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SAMPLE 

Electronic Funds Transfer (EFT) 

Department of Justice 
Debt Accounting 

Operations Group 

U.S. Attorney 
Southern District New York 

Financial Litigation Unit 

ATTN: Regional Technician 
FAX #: 


DEBTOR Smith, Joe P. 


AMOUNT $2,000,000.00 

COLLECTION OFFICE 
CLAIM NO. 8800042 

AGENCY CODE ZSBA 

REFERRING AGENCY CLAIM NO. 12-123456789 


AGENCY PROGRAM/CAUSE 
OF ACTION CODE COMC 


ANTICIPATED DATE 
OF TRANSFER 05-08-91 
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INSTRUCTIONS FOR MAKING ELECTRONIC FUNDS TRANSFER TO THE 

DEBT ACCOUNTING OPERATIONS GROUP OF THE UNITED STATES DEPARTMENT OF 


JUSTICE THROUGH THE CITIZENS AND SOUTHERN NATIONAL BANK 


[1] 

type 


[2] 	* 061000052 [3] 
reference amount 

[ 5 ] [ 6 ] *[7] 
ordering bank and related data 

[ 8 ] 
* [9] *[10] (00924449) * [11]
* [12] 
* [12] Collection office code - FY - EFT 
* [12] 

Item 	1: Priority Code: The priority code will be provided by the send­
ing bank. (Note: Some Federal Reserve District Banks may not 
require this item.) 

Item 	2: Citizens and Southern National Bank Code: THE NINE DIGIT IDEN­
TIFIER IS THE ROUTING SYMBOL OF THE C&S BANK. THIS ITEM IS A 
CONSTANT AND IS REQUIRED FOR ALL FUNDS TRANSFER MESSAGES THROUGH 
THE C&S BANK. 

Item 	3: Type Code: The code will be provided by the sending bank. 

Item 4: Sending Bank Code: This nine-digit American Bankers Associa­
tion identifier will be provided by sending bank. 

Item 	5: Class Code: The class code may be provided by the sending bank 
at its option. 

*To be provided by the debtor or the debtor's attorney to the sending 
bank. 

3-11.600 INTEREST 

3-11.610 Interest Recoverable by the Government 

3-11. 611 Civil Prejudgment Interest 

The United States is entitled to recover prejudgment interest. See 
Royal Indemnity Co. v. united States, 313 U.S. 289 (1940); Billings v. 
United States, 232 U.S. 261, 284-289 (1914); united States v. Eastern 
Airlines, Inc., 366 F.2d 316, 321 (2d Cir.1966). Interest should be de­
manded in every case in which the collection of interest is appropriate. 
When the government prevails in a suit where there is no contract or 
instrument which contains a provision for interest, the rate of the inter­
est to be recovered for delayed payment o~ the obligation to the United 
States should be determined by the interest provision of the Debt Collec-
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tion Act of 1982, 31 U.S.C. § 3717, and the Federal Claims Collection 
Standards, 4 C.F.R. § 102.13. See also Commercial Litigation Branch Mono­
graph entitled' 'Interest on Claims By and Against the Government, " June 
1984. 

When interest is provided for by note or contract, the complaint should 
pray for prejudgment interest at the rate specified therein. When money is 
paid out or property is delivered as a result of fraud or deceit, interest 
should be demanded from the date the debtor received the benefit of the 
funds or property. In other cases, interest should be collected from the 
date of notice of overpayment, or the first demand for repayment, as the 
case may be. See RFC v. Service Pipe Line Co., 206 F.2d 814 (lOth Cir.). 
Agency Certificates of Indebtedness will normally reflect the date of 
first demand for repayment and the applicable rate of interest. 

As noted above, the interest rate established pursuant to 31 U.S.C. 
§ 3717 does not apply if a statute, regulation, agreement or contract 
prohibits charging interest or explici tly fixes the rate of interest. For 
example, in suits for the recovery of balances due the Postal Service, 
interest may be recovered at the rate of six percent from the time of 
defaul t. See 28 U. S. C. § 2718. Interest is also expressly recoverable in 
suits to recover moneys paid or credits granted by the Postal Service as a 
result of mistake, fraudulent representations, collusion, or misconduct 
of a Postal Service officer or employee. See 39 U.S.C. § 2605. 

3-11.612 Civil Post judgment Interest 

Post judgment interest should be affirmatively and specifically provid­
ed for in the judgment, at a rate equal to the coupon issue yield equivalent
(as determined by the Secretary of the Treasury) of the average accepted
auction price for the last auction of 52-week United States Treasury bills
settled immediately 

ATTORN

prior to the date of the judgment. See Commercial 
Litigation Branch MonJgraph entitled' 'Interest on Claims By and Against 
the Government," June 1984. However, civil judgments in favor of the 
United States bear interest as allowed by law, whether or not interest has 
been 

S. 

expressly provided for in the judgment. See 28 U.S.C. § 1961. Under 
the statute, post judgment interest accrues on the entire amount of the 
judgment from the date of entry, including any prejudgment interest award­
ed therein. See united States v. Briggs Manufacturing Company, 460 F.2d
1195,1196 

. 

(9th Cir.1972); 45 Am.Jur.2d, Interest and Usury § 78; 47 C.J.S. 
Interest § 21. Also, under the statute post judgment interest is computed 
daily to the date of payment, and compounded annually for judgments awarded
in U.S. District Court on or after October 1,1982. See 28 U.S.C. § 1961(b). 

3-11.620 Interest Computations 

The financial litigation subsystems of PROMIS, USACTS and USACTS II 
allow for the computation of interest. Financial Litigation Unit person-
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nel should refer to the PROMIS User's Guide or USACTS and USACTS II Opera­

tor's Manuals for procedures to be used for computing interest. Those 
Financial Litigation Units which have not yet converted to PROMIS, USACTS 
or USACTS II should make full use of the programmable calculator located in 
the Unit to compute interest. 

It is important to note that interest on civil money judgments awarded 
in the U.S. District Court on or after October 1, 1982, must also be 
compounded annually. See 28 U.S.C. § 1961(b). This means that once a year 
on the anniversary date of the judgment any outstanding interest balance 
must be added to the outstanding principal balance, thus creating a new 
principal balance. This new principal balance then becomes the starting 
point for computing interest on the judgment during the following year. 

3-11.700 TRANSFERS AND ASSISTS-CIVIL CASES 

3-11.710 Transfers 

When a judgment debtor relocates to another district, the debtor's case 
must be transferred to the U.S. Attorney Office of jurisdiction (i.e., 
district where debtor now resides or .' 'transferee district' ') for collec­
tion. Copies of all pertinent documentation from the case file should be 
provided to the transferee district. The procedures set forth in the 
PROMIS User's Guide, USACTS and USACTS II Operator's Manuals, or United 
States Attorney'sDocket & Reporting System Manual for transferring cases 
should be referred to and followed. 

Once the transfer is accepted by the transferee district, that district 
assumes full responsibility for further collection action. The transfer­
ring district should then close their case file, but retain the file in the 
Financial Litigation Unit until Satisfaction of Judgment is entered. 

Usually a case should not be transferred to another district until a 
judgment has been obtained. All U.S. Attorney Financial Litigation Units 
are responsible for reducing claims to judgment and securing the govern­
ment's interests as soon as possible after receipt of a claim from an 
agency. In view of this policy, there should be only a few instances when 
it would be necessary to transfer a prejudgment claim to another district. 

Whenever a case is transferred to another U.S. Attorney's Office, the 
office transferring the claim shall promptly notify the referring agency 
of the transfer. The agency must be informed of each transfer made so that 
they can update their debtor file or automated system data to reflect the 
proper United States Attorney's Office of jurisdiction. This will ensure 
that any future correspondence or inquiries from the agency on a given 
claim are directed to the proper U. S. Attorney's Office and also allow for 
overall reconciliation of United States Attorney and agency claim data. 
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3-11. 720 Assists 

Instances will arise when a Financial Litigation Unit will require the 
assistance of another United States Attorney's Office to collect a judg­
ment. A request for an ' 'assist' , from another district should be made, for 
example, when: 

A. A debtor has assets or is employed in another district and the 
assistance of that district is needed to attach the debtor's assets or 
garnish the debtor's wages; 

B. There are multiple debtors on one debt and they reside in other 
districts; or 

C. The principal debtor resides within the district but guarantors or 
sureties reside in another district. 

The Financial Litigation Unit requesting assistance is responsible for: 

A. Providing specific instructions on the assistance needed, e.g., 
"register the judgment and levy on the debtor's boat which is stored 
at ... " or "perfect the judgment as a lien in _______ County, provide 
this district with a copy of the recorded lien, and then close the file' , ; 

B. Providing all the needed documentation, such as the CIV 101, certi­
fied copies of the judgment, proof of the debtor's ownership in the proper­
ty to be levied against, or verification of employment; 

C. Entering or reporting payments to reflect monies collected by the 
assisting district. 

D. Keeping the assisting district advised of any changes to the debt 
balance, e.g., as the result of payments received by your district. 

It is important to note that primary record keeping and reporting re­
sponsibility rests w~th the office requesting assistance. 

3-11.800 CLOSING CIVIL JUDGMENT CASES 

When a judgment has been collected in full or when the terms of a 
compromise agreement have been met, appropriate action shall be taken to 
ensure that a Satisfaction of Judgment and any other necessary documents 
are filed with the court(s) of record and judgment liens of record are 
released. 

Once this is done, the debtor and the referring agency shall be promptly 
notified that the judgment has been satisfied in full and provided with a 
copy of the Satisfaction of Judgment. The collection record shall then be 
closed in accordance with procedures set forth in the PROMIS User's Guide, 
USACTS and USACTS II Operator's Manuals or the United States Attorneys' 
Docket & Reporting System Manual. 
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3-11. 900 REPORTING, MANAGEMENT GOALS AND CIVIL FINANCIAL LITIGATION TOOLS 

3-11.910 Reporting 

The requirements for reporting financial litigation activity through 
PROMIS, USACTS, USACTS II or the United States Attorneys' Docket & Report­
ing System are not addressed in detail in this chapter. Debt Collection 
Unit personnel should re fer to the PROMIS User's Guide, USACTS or USACTS I I 
Operator's Manuals or Uni ted States Attorneys' Docket & Reporting System 
Manual (Order USA 2840) for all reporting requirements and the instruc­
tions to be used to meet those requirements. 

All referred debt claims must be opened in the appropriate reporting 
system within five (5) working days of receipt. Those claims which are 
immediately declined and reported on Form USA-228 shall not be opened in 
PROMIS, USACTS, USACTS II or the Docket and Reporting System. 

In order to ensure the accuracy of records maintained in the reporting 
system, EOUSA-generated verification and/or error lists must be reviewed 
upon receipt and corrections made as appropriate. 

3-11.911 Reporting of Immediate Declinations of Civil Referrals 

All affirmative litigation referred to U. S. Attorneys which is immedi­
ately declined and returned to the agencies must be reported to the Office 
of Information Management, Executive Office for United States Attorneys, 
in the following manner. 

A. Docket & Reporting System 

E

Districts. U. S. Attorneys' Offices using 
the Docket & Reporting System shall report immediate declinations of civil 
referrals once a month on Form USA-228, "Monthly Report of Immediate 
Declination of Civil Referrals." The report for each month shall be 
submitted by the fifth working day of the following month to the Case loads 
Collection Unit, IM/EOUSA. 

Regarding Form USA-228, it is important to note that only those refer­
rals for affirmative litigation which are immediately declined and which 
have not been opened in the Docket and Reporting System should be included 
on the form. Also, as stated in the instructions, an individual entry must 
be made on the form for each immediate declination and each column of the 
form must be completed. 

A Form USA-228 must be submitted for each month. If no immediate decli­
nations are made during a given month, the form must be annotated with the 
phrase "No Immediate Declinations Made" and submitted to the Case­
load/Collections Unit. 

As Docket & Reporting System districts convert to either PROMIS, USACTS, 
or USACTS II, they will convert their method of reporting immediate civil 
declinations to the method described at B., infra. 
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B. PROMIS, USACTS and USACTS II Districts. u.s. Attorneys' Offices 
using PROMIS, USACTS or USACTS II shall report immediate declinations of 
civil referrals either through their respective system or by submitting a 
Form USA-228 once a month to the Caseload/Collections Unit as instructed at 
A., supra. Districts are to report either through their respective system 
or by submitting Form USA-228, not both. Use of only one of these methods 
will prevent duplicate reporting. 

It is most important that the Office of Information Management receive 
the required data on immediate declinations of civil referrals. The avail­
ability of complete and accurate centralized information has become in­
creasingly important, particularly in light of government-wide reporting 
requirements which, in effect, have made it necessary to account to the 
Office of Management and Budget for referrals made by the agencies. While 
this focuses primarily on those claims referred for litigation and en­
forced collection, we should be able to readily account for any affirmative 
litigation which is immediately declined. The information reported by 
each district, coupled with the information already available to us 
through the case tracking systems, will enable us to account fully for all 
referrals made by the agencies. 

3-11.920 Management Goals 

3-11.921 Establishment of Quantitative Goals 

The Assistant U.S. Attorney responsible for financial litigation shall 
establish and provide to the U.S. Attorney quantitative goals for the 
Financial Litigation Unit for each fiscal year. Goals should be estab­
lished for the following categories: cash recoveries including net effec­
tive rates of collection by imposition type; total net accounts receiva­
ble; and cost to collect. 

3-11.922 Report to U. S. Attorney on Financial Litigation Accomplishments 

The Assistant U.s. Attorney responsible for financial litigation shall 
provide a report to the U.S. Attorney at the beginning of each month 
quantifying the accomplishments of the Unit during the preceding month and 
comparing these accomplishments with those of the previous month. By using 
these reports, the U. S. Attorney will be able to quickly review, by number 
and dollar amount, both the claims collection activity and the claims 
litigation activity of the Unit. 

A cumulative semi-annual report should also be provided to the U.S. 
Attorney comparing the claims collection activity and the claims litiga­
tion activity of the Unit during the six-month period with that of the 
previous six months, or with that of the same six-month period of the 
previous year. 
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3-11.930 Civil Financial Litigation Tools 

3-11.931 Automated Tickler Systems 

All Financial Litigation Units should have and make full use of an 
automated tickler system. Such a system will serve to ensure that all 
required financial litigation activity and any necessary followup is per­
formed in an efficient and timely manner. 

3-11.932 Skiptracing 

Financial Litigation Unit personnel are obliged to take aggressive 
action to collect claims which are referred by the agencies. However, they 
are not required to "perform collection actions which should have been 
undertaken by any other agency. 'I See 4 C. F. R. § 102.1. Claims are re­
ferred to U.S. Attorneys' Offices for litigation and enforced collection, 
and the referring agency is under an affirmative obligation to provide the 
current address of the debtor. See 4 C.F.R. § 105.2. Claims received for 
litigation should be ready for litigation. Although a limited amount of 
skiptracing incident to litigation, such as occasional address verifica­
tion prior to suit, may appropriately be undertaken, claims are not re­
ferred to United States Attorneys' offices for skiptracing, and heroic 
efforts to locate the debtor are not required. 

3-11. 933 Use of the Media 

In appropriate instances, the Assistant U.s. Attorney responsible for 
financial litigation should give consideration to the discreet use of the 
media to publicize efforts to collect debts due the United States. Use of 
the media as a collection technique should be considered only in those 
cases in which the amounts owed are very large, where a particular type of 
case exists in sufficient numbers to create a newsworthy event, or where 
unusual action has been taken which would dramatize the office's efforts to 
collect. 

Because many inherent problems exist in using the press and publicity as 
a collection device, use of the media should be evaluated on a case-by-case 
basis and should not be used without intensive evaluation and coordination 
with the U.S. Attorney. The U.S. Attorney or a representative specifically 
designated by the U.S. Attorney should be the sole spokesperson for the 
Financial Litigation Unit on media matters. 
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3-12.000 COLLECTION OF CRIMINAL MONETARY IMPOSITIONS 

Responsibilities of the United States Attorneys 

Effective May 8, 1990, responsibility for the enforcement of judgments, 
fines, penalties, and forfeitures was assigned to the United States Attor­
neys. Prior thereto, the responsibility for collecting monetary imposi­
tions was divided between the Department's litigating divisions and the 
United States Attorneys. However, the United States Attorneys, in fact, 
enforced the collection of almost all such impositions, including those 
imposed in cases prosecuted by the Department's litigating divisions. The 
Code of Federal Regulations was amended to reflect the major role played by 
the United States Attorneys in the collection of monetary impositions. 
Thus, that responsibility was assigned to the United States Attorn~ys with 
respect to all criminal monetary impositions imposed in their respective 
districts, unless the Assistant Attorney General for a litigating division 
specifically notifies the United States Attorney that the litigating divi­
sion will assume the enforcement responsibilities. 55 Fed.Reg. 19,063 
(1990) (to be codified at 28 C.F.R. § 0.171). 

Each United States Attorney shall designate an Assistant United States 
Attorney to be responsible for activities related to the satisfaction, 
collection, or recovery of judgments, fines, penalties and forfeitures 
(including bail bond forfeitures). Section 0.171 of Title 28 of C.F.R. 

Within the United States Attorney's office, the Assistant United States 
Attorney designated to be responsible for the satisfaction, collection, or 
recovery of claims and judgments will establish an effective criminal 
collection program. In such a program all monetary impositions arising 
from a prosecution are systematically entered into the Financial Litiga­
tion Unit's case tracking system. The debtor is located, accurate and 
complete financial information is secured, and the judgment is enforced by 
arranging and supervising appropriate payments or by taking legal action 
to eliminate the debt. The Financial Litigation Unit (FLU) of the United 
States Attorney's office performs most of the criminal fine collection 
work. Most criminal collection tasks can be accomplished effectively by 
paralegal or clerical personnel of the Financial Litigation Unit. Howev­
er, in order to employ legal sanctions available to enforce criminal fines, 
attorney supervision and participation is necessary. Teamwork between the 
attorney and the support staff is critical to the efficient functioning of 
the entire system. 

Role of the Executive Office for United States Attorneys 

The Executive Office for United States Attorneys (EOUSA) is responsible 
for establishing policies and procedures and other appropriate action to 
accomplish the satisfaction, collection, or recovery of fines, special 
assessments, penalties, interest, restitution, bail bond forfeitures and 
court costs arising from the prosecution of criminal cases by the Depart-
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ment of Justice and the United States Attorneys. (Responsibility for 
establishing policy and procedures concerning the imposition of criminal 
fines remains in the Criminal Division.) 55 Fed.Reg. 19,063 (1990) (to be 
codified at 28 C.F.R. § 0.22). 

Pursuant to this delegation of authority, EOUSA is responsible for the 
following functions: 

A) Establish policy and procedures on criminal fine collection issues, 
including policy and procedures for fine collection using the Internal 
Revenue Code, interpret criminal fine collection laws, and propose Depart­
ment legislation relating to criminal fine collection; 

B) Establish guidelines, including the establishment of monetary lim­
its, for the compromise or closing of those criminal debts which may be 
compromised or closed; i. e. , appearance bond forfeiture judgments, inter­
est and penalties; 

C) Provide guidance, training and advice to all components of the De­
partment of Justice and the United States Attorneys regarding criminal 
fine collection issues; and 

D) Prepare and distribute to attorney and support personnel materials 
on policy and procedure designed to maximize the collection of criminal 
fines. 

Within EOUSA, the Financial Litigation Staff has the mission of articu­
lating and promulgating policy with regard to the collection of imposi­
tions arising from criminal prosecutions which comports with the overall 
goals of the Department and EOUSA. To this end the Financial Litigation 
Staff shall initiate, develop, and implement effective procedures to col­
lect criminal monetary impositions. 

The Information Marlagement Staff of EOUSA is charged with responsibili­
ty for all office automation and litigation support for the offices of the 
Uni ted States Attorneys. This includes development of coding policies and 
procedures in support of the local case load and collections case tracking 
systems (PROMIS, USACTS-II, pc-USACTS) and maintenance of the central 
Legal Process Debt Collection System, which consolidates information from 
all offices of the United States Attorneys. 

The Evaluation and Review Staff (EARS) of EOUSA is responsible for 
evaluating financial litigation operations in United States Attorneys' 
offices, including the evaluation of an office's criminal collection pro­
gram. The evaluations are conducted by experienced financial litigation 
personnel in the field who participate in the peer evaluation program. 
Financial Litigation evaluators serve as members of integrated teams re­
sponsible for evaluating an office's entire operation. EARS summarizes 
for the Attorney General and Deputy Attorney General the written reports 
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prepared by the evaluators and, where appropriate, requests that assis­
tance be provided by EOUSA staff to the office. 

3-12.010 Waiver of Interest or Late Payment Penalties 

Interest and late payment penalties for criminal fines may be waived by 
the United States Attorney if he finds that reasonable efforts to collect 
them are not likely to be effective. Section 36l2(h) of Title 18. This 
provision applies to any fine in the inventory, regardless of the statute 
under which it was imposed. 

Unlike the provisions for the remission of a fine found at 18 U.S.C. 
§ 3573, no application to the court is necessary to waive interest or 
penalties. This waiver may be accomplished unilaterally by the United 
States Attorney's office so long as a determination is made that reasonable 
efforts to collect the interest and penalties are not likely to be success­
ful. 

Nevertheless, the legislative intent of adding interest and late pay­
ment penalties to criminal fines was to provide strong incentives for 
prompt payment. In order to obtain the maximum incentive for prompt pay­
ment, enforce interest and late payment penal ties must be enforced whenev­
er reasonable efforts to collect them are likely to prove effective. 

The waiver of interest or penalties should be considered only after the 
principal amount of the fine has been paid in full. 

3-12.011 Application of Partial Payments 

Section 36l2(i) of Title 18 provides that partial payments relating to 
fines will be applied in the following order: to principal; to costs; to 
interest; and then to penalties. Where, for example, the fine has been 
paid but a small amount of interest remains unpaid, the interest may be 
waived and the case closed. On the other hand, if there is reason to 
believe that continuing collection efforts will result in recovery of the 
interest or penalty, a waiver should not be granted. 

3-12.020 Depriving Debtors of Their Residence 

Approval of the United States Attorney should be obtained prior tb 
levying execution upon a criminal debtor's residence. Normally execution 
on a criminal debtor's residence should not be made if the debtor is 
cooperative and making reasonable efforts to satisfy the judgment. Simi­
larly, execution upon the debtor's personal property should not result in 
the debtor's family becoming a public charge. This policy, however, should 
not be interpreted as permitting the criminal debtor to live an extravagant 
lifestyle. 
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3-12.100 APPEARANCE BOND FORFEITURE JUDGMENTS 

EOUSA develops policy concerning the collection, compromise, and/or 
closing as uncollectible of appearance bond forfeiture judgments. Experi­
ence soon teaches the collections attorney that unenforceable appearance 
bond judgments create a large amount of work for the FLU with very little, 
if any, money returned to the government. Thus, release from custody 
secured in a manner other than by an appearance bond may be advisable. 
These other types of release are designed to secure the defendant's appear­
ance but do not result in judgments against judgment-proof debtors. The 
collection attorney is encouraged to recommend the use of these alterna­
tive forms of custody release in appropriate cases. 

The types of release prescribed by the Bail Reform Act of 1984 appear at 
18 U.S.C. § 3142. which reads in part: 

§ 3142 Release or detention of a defendant pending trial 

(b) The judicial officer shall order the pretrial release of 
the person on personal recognizance, or upon execution of an 
unsecured appearance bond in an amount specified by the 
court, ... , unless the judicial officer determines that such 
release will not reasonably assure the appearance of the person 
as required or will endanger the safety of any other person or 
the community. 

(c) (1) If the judicial officer determines that the release 
described in subsection (b) of this section will not reasonably 
assure the appearance 

R

of the person as required or will endan­
ger the safety of any other person or the community, such 
judicial officer shall order the pretrial release of the per­
son-

subject to one of the following conditions: release on recognizance, an 
unsecured appearap.ce bond, conditional release, or a bond with a specified 
percent cash deposit. 

3-12.110 Release on Recognizance 

Release on personal recognizance is release from custody without a 
monetary bond requirement. Under this release procedure the judicial 
officer sets other non-monetary release conditions to ensure the appear­
ance of the defendant at court. 

When the defendant who is released on his own recognizance does not 
appear, there is no collection problem since there was no monetary condi­
tion of release. Failure to appear is enforced by 18 U. S. C. § 3146, which 
establishes prison terms of varying lengths or a declaration of forfeiture 
for refusing to obey a court order to appear or to surrender for sentencing. 
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CHAP. 12 UNITED STATES ATTORNEYS' MANUAL 3-12.130 

A term of imprisonment imposed for bail-jumping must, by law, be consecu­
tive with any other prison term imposed. 

Utilization of release on recognizance by United States Magistrates can 
alleviate the problem of appearance bond forfeiture judgments where re­
lease is conditioned on insufficiently secured or completely unsecured 
appearance bonds. 

3-12.120 Unsecured Appearance Bonds 

When a defendant who has been released on an unsecured appearance bond 
fails to appear, a motion for forfeiture of the bond and a request for 
judgment should ensue as expeditiously as court rules allow. Once the 
judgment is obtained, the debt should be collected as a civil judgment. 

It is EOUSA policy that all unsecured personal bonds be reduced to 
judgment and aggressively enforced. Unlike criminal fines, these civil 
judgments may be compromised or closed as uncollectible when collectibili­
ty is doubtful either in fact or at law. As a rule, the judgment should not 
be compromised or closed while the principal remains a fugitive. However 
if the underlying case is closed by the United States Attorney' s office, it 
is recommended that the collection case then be closed as uncollectible. A 
copy of the judgment should be placed in the case file in the event the 
fugitive is eventually apprehended and found to have assets. 

3-12.130 Conditional Release 

The judicial officer may determine that neither release on personal 
recognizance nor execution of an unsecured bond will reasonably assure the 
defendant' s appearance. Where the defendant is indigent, there are condi­
tions of release set forth in 18 U.S.C. § 3142(c), which do not require a 
judgment-proof defendant to post bail. An indigent defendant may be re­
leased to remain in custody of a designated person, or to report on a 
regular basis to a designated law enforcement agency, etc. Failure to obey 
such restrictions may result in a term of imprisonment under 18 U.S.C. 
§ 3146, in addition to any term imposed for the underlying offense. 

Where the defendant does have assets, the following forms of conditional 
release under § 3142 (c) utilize the posting of money or property which may 
result in the collection of forfeited bail. 

Release of the defendant may be ordered: 

(c) (1) (B) ••. subject to the least restrictive further condition or 
combination of conditions which may include the further condition that 
the person-.•. 

(xi) execute an agreement to forfeit upon failure to appear 
as required, such designated property including money, as is 
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3-12.130 TITLE 3-EOUSA CHAP. 12 

reasonably necessary to assure the appearance of the person as 
required, and post with the court such indicia of ownership of 
the property or percentage of the money as the judicial officer 
may specify, or 

(xii) execute a bail bond with solvent sureties in such an 
amount as is reasonably necessary to assure the appearance of 
the person as required. 

3-12.140 Bonds With a Specified Percent Cash Deposit 

If none of the previous additional release requirements are considered 
sufficient to ensure the appearance of the defendant, the judicial officer 
may require the execution of an appearance bond in a specific amount and the 
deposit in the registry of the court, in cash or other security, of a 
specified percentage of the amount of the bond. 

This condition of release definitely places a financial burden on the 
individual if he or she fails to appear. If the deposit is anything other 
than cash, the officer of the court accepting it should be urged to ensure 
that the deposit is owned by the individual presenting it. The agency 
investigator can often provide information in that regard. 

If the security accepted for deposit in the registry is a deed to real 
property, the guidelines outlined below may help ensure that the value of 
the security is sufficient to satisfy the amount set for bail if the 
principal fails to appear. 

When a bond is forfeited under these conditions, the judgment may be 
compromised or closed as uncollectible in the same manner as described 
above at USAM 3-12.160. 18 U.S.C. § 3146 provides as a penalty for a failure 
to appear both the forfeiture of any bail as well as a term of imprisonment. 

3-12.150 Cash Deposit or Surety Bond 

If personal restrlctions and specified percent cash deposits are con­
sidered insufficient protection, the judicial officer may require the 
execution of a bail bond with sufficient solvent sureties or, in lieu 
thereof, deposit of cash. 

3-12.151 Cash Deposit 

A cash deposit in the full amount of the bail is the easiest type of 
release condition to enforce. If the defendant fails to appear, the judge 
orders the total deposit to be forwarded to the Treasury. No collection 
problem is created. 

3-12.152 Personal Sureties 

In dealing with personal sureties, remember the distinction between the 
discretion to grant bail and to accept the bond after bail has been granted. 
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While bail pending trial in non-capital cases is almost a right of the 
defendant, Fed.R.Crim.P. 46(d) provides that every surety must appear to 
be qualified. It states: 

Every surety, except a corporate surety which is approved as 
provided by law, shall justify by affidavit and may be required 
to describe in the affidavit the property by which he proposes 
to justify and the encumbrances thereon, the number and amount 
of other bonds and undertakings for bail entered into by him and 
remaining undischarged and all his other liabilities. No bond 
shall be approved unless the surety thereon appears to be 
qualified. 

In some districts, court employees, such as the United States District 
Court Clerk, are authorized to judge the acceptability of assets pledged to 
meet the requirements of the appearance bond. 

Those officers accepting or taking bond have a certain amount of discre­
tion as to what they will accept as financially sufficient. Hodgkinson v. 

United States, 5 F.2d 628 (5th Cir.), cert. denied, 269 U.S. 554 (1925). 
Courts have variously held that this discretion may be exercised to reject 
for moral risk as well as financial, Uni ted States v. Nebbia, 357 F. 2d 303 
(2d Cir .1966); to reject a bond by a surety fully indemnified against loss 
by a third party, United States v. Lee, 170 F. 613 (S.D. Ohio 1909); or to 
reject property outside the district, Ex parte Cassesse, 288 F. 197 
(E.D.N.Y.1923). United States District Courts may set guidelines for the 
exercise of such discretion. 

The United States Attorney may wish to seek judicial promulgation of 
rules governing the property requirements of personal sureties. Such 
rules could require that the net worth of the surety be at least equal to the 
amount of the bond. 

Suggested guidelines for real property offered as surety are listed 
below: 

A. Obtain a certified copy of the deed to all of the surety's real 
property which is listed as a part of his net worth. 

B. Obtain a certified copy of the deed showing the surety's residence 
homestead (if this property is exempt under state law from creditor's
process) . 

C. Require presentation of letters from two independent appraisers 
showing the fair market value of the real property listed on the net worth 
statement, exclusive of the surety's residence homestead (if exempt under 
state law from creditor's process). 
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D. Require the defendant to provide a certificate of payment of all 
taxes due from any taxing authority with power to seize the pledged proper­
ty for failure to make payment. 

E. Obtain a statement from the mortgagee of any property in the net 
worth statement showing the amount of the mortgage. 

Each of these documents may be presented by the prospective surety to 
the judicial officer admitting or setting bail. 

If such guidelines are adopted by the court and followed by those 
accepting bail, the collection of judgments when the defendant fails to 
appear will be greatly simplified. 

If personal sureties are insolvent or unable to meet the conditions of 
the bond, the United States Attorney should initiate an investigation to 
determine if the surety falsified assets when justifying ability to serve 
as surety. Prosecutions for false swearing or perjury under 18 U.S.C. 
§ 1001 should be pursued vigorously against those who have sworn falsely as 
to their property in order to act as sureties. 

Where a personal surety has pledged real ty as collateral for an appear­
ance bond, the United States Attorney can seek to have the realty forfeited 
directly to the United States when judgment is sought under Fed. R. Crim. P. 
46(e) (3). This is accomplished by moving for a court order to vest title of 
the pledged real ty in the United States pursuant to 18 U. S. C. § 3146, which 
states in part: 

If a person fails to appear before a court as required and the 
person executed an appearance bond pursuant to section 3142 (b) 
or is subject to the release condition set forth in clause (xi) 
or (xii) of section 3142(c)(1)(B), the judicial officer may, 
regardless of whether the person has been charged with an 
offense under ~his section, declare any property designated 
pursuant to that section forfeited to the United States. 

The order should also seek the appointment of a receiver, who would be 
directed to preserve the realty, sell it and deliver the proceeds of the 
sale, after paying fees, expenses, etc., to the United States Attorney for 
application to the appearance bond forfeiture judgment. 

This order should further direct the United States Marshal to place the 
united States in exclusive possession of the pledged realty. This provi­
sion of the order often results in the surety doing his or her utmost to 
persuade the fugitive to surrender in the hope of securing the return of his 
or her property under Fed.R.Crim.P. 46(e)(4). 

It is necessary to refer to state law to determine the type of deed 
obtained by the United States, since this may vary from state to state. 
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3-12.153 Individuals Serving as Professional Sureties 

The guidelines for justification of sureties should also be followed for 
individuals acting as professional, paid sureties. The problem often 
encountered when dealing with an individual professional surety is that 
one piece of property often is pledged as security for several bonds. In 
the event of a default or several defaults, the value of the property is 
insufficient to cover the several amounts. 

Payment in full should be demanded and collected from professional 
sureties promptly. 

Compromise or closing as uncollectible is allowed when dealing with 
professional sureties. However, only in exceptional situations, e.g., 
insolvency or bankruptcy of the surety, would EOUSA authorize closing 
judgments of more than $500,000 when paid, professional sureties are in­
volved. The United States Attorney should follow the same criteria for 
appearance bond forfeiture judgments of $500,000 or less as are followed in 
closing or compromising other claims of $500,000 or less. 

In all cases of extended nonpayment, compromise or closing a bond se­
cured by a professional surety requires a stipulation that the surety will 
no longer write bonds in federal court. 

3-12.154 Corporate Sureties 

Federal law governing corporate sureties for Federal bonds is found at 
31 U. S . C. §§ 9301 to 9309. 

Corporations engaged in the business of providing bonds for the Federal 
government must appear on the current Department of the Treasury, Fiscal 
Service, Bureau of Financial Operations Circular 570: Surety Companies 
Acceptable on Federal Bonds. Those corporations whose names appear in the 
circular have met the standards of Title 31, united States Code, and need 
not justify their ability to meet the financial obligation assumed under 
the bond. Fed.R.Crim.P. Rule 46(d). A copy of Circular 570 is on file with 
the clerk of court. The notes at the end of the circular are helpful when 
preparing to enforce a judgment against a corporate surety. 

Treasury-approved surety companies are required to appoint federal 
process agents in the district where its principal office is located and in 
the district where the bond is to be performed. The name of the process 
agent for a particular company may be obtained from the clerk of the 
district court. The federal process agent is the person whom the corpora­
tion has designated to receive process, i.e., writs of execution, etc. (Do 
not confuse the Federal process agent with the agent who wrote the bond; 
they are seldom the same.) Demand letters, enclosing a copy of the judg­
ment, should be sent to the person the surety company has designated as 
federal process agent in your district. Likewise, a. wri t of execution or 
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3-12.154 TITLE 3-EOUSA CHAP. 12 

other process against the corporation should be served on the process 
agent. Where a process agent has not been appointed or is absent, service 
is to be made directly on the clerk of court of the district court. Fed. 
R. Cr im. P. 46 (e ) ( 3 ) . 

Section 9305 of Title 31 provides that a surety corporation may not 
write additional bonds if it does not pay a final judgment or order against 
it on the bond and if no appeal or stay of judgment is pending 30 days after 
the judgment is entered. If a corporate surety fails to pay the judgment 
after 30 days and does not appeal the case, the United States Attorney 
should file a motion to show cause in the district court why the surety 
should not be enjoined from writing appearance bonds in the district. If 
the court grants the order, a copy of it should be sent to the Financial 
Litigation Staff, EOUSA. 

Corporate sureties providing Federal bonds 

N

(appearance, performance, 
immigration, etc.) are insurance companies. The McCarran-Ferguson Act, 15 
U.S.C. § 1012, precludes the application of federal laws if they would 
otherwise impair state law regulating the insurance business. This stat­
ute will be of importance when considering legal action to enforce claims 
against an insurance company. 

3-12.160 Enforcement of Appearance Bond Forfeiture Judgments 

As noted above, it is EOUSA policy that all forfeited appearance bonds 
be moved to judgment and collected as expeditiously as possible. 

Rule 46 of the Federal Rules of Criminal Procedure provides the statuto­
ry basis for the enforcement of bail bond forfeitures. Subsection 46(e) 
not only provides for the forfeiture (and for the setting aside of forfei­
tures), but also for the movement to judgment, and the remission of judg­
ments. 

Bail bonds are enf~rced in a two stage procedure involving, first, a 
declaration of forfeiture of bail for breach of the bond, which the court 
may later set aside, and second, the entry of judgment of default upon which 
execution may issue. u.s. v. Eisner l 323 F.2d 38 (6th Cir. 1963). The 
forfeiture provision of Rule 46 is designed to discourage violations of 
bail covenants and to deter defaults which create unnecessary delay and 
expense to the government. Smith v. U.S., 357 F.2d 486 (5th Cir. 1966). A 
commissioner [now magistrate] is not empowered to forfeit a bail bond. 
Swanson v. U.S., 224 F.2d 795 (9th Cir. 1955). Penalty of bail forfeiture 
is one for damages and is deemed civil, not criminal, in nature. U.S. v. 
Barger, 458 F.2d 396 (9th Cir. 1972). Remission in whole or part of 
forfeited bail is a matter vested in the sound discretion of federal 
district court. Sifuentes-Romero v. U.S., 374 F.2d 620 (5th Cir. 1967). 

If the bond is declared forfeited, a motion for judgment should be made 
as expeditiously as possible under court rules and should be followed by an 
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effort to gain not only any deposit within the registry of the court, but 
also the balance of the judgment due. 

Since civil judgments do not abate with the debtor's death, collection 
efforts may continue against the estate of a deceased debtor. 

The Bankruptcy Reform Act of 1978 (Pub.L. 95-598, 92 Stat. 2549), effec­
tive October 1, 1979, eliminated the priority granted appearance bond 
forfeiture judgments in bankruptcy proceedings. When a surety against 
whom the United States has a judgment files for bankruptcy, the government 
should file a claim. The law of some states requires that an insurance 
company doing business in the state deposit a certain sum with the state 
insurance commissioner which is kept on deposit in that state's banks. 
Money to pay a judgment or claim may sometimes be found in deposit in the 
insurance commissioner's office. 

Where property is pledged, the judgment should also seek the appointment 
of a receiver, who would be directed to preserve the realty, sell it and 
deliver the proceeds of the sale, after paying fees, expenses, etc., to the 
United States Attorney for application to the appearance bond forfeiture 
judgment. 

This order should further direct the United States Marshal to place the 
United States in exclusive possession of the pledged realty. This provi­
sion of the order often results in the surety doing his or her utmost to 
persuade the fugitive to surrender in the hope of securing the return of his 
or her property under Fed.R.Crim.P. 46(e)(4). 

Within these guidelines, United States Attorneys are authorized to 
compromise appearance bond forfeiture judgments in cases where the differ­
ence between the amount of the judgment and the proposed settlement does 
not exceed $500,000, and where the amount of the judgment is less than 
$500,000. Where such amounts exceed $500,000, authority for compromise or 
closing must be obtained through EOUSA. 

The Financial Litigation Units should be aware of deposits of cash or 
securities in the court registries. If the prosecution results in the 
imposition of a fine, the cash or security deposited by the defendant as 
security for appearance may be applied in satisfaction of the fine. The 
Crime Control Act of 1990 created new section 28 U.S.C. § 2044, which 
provides that upon motion of the United States Attorney, the court shall 
order any money belonging to and deposited by or on behalf of the defendant 
with the court for the purposes of a criminal appearance bail bond (trial or 
appeal) to be held and paid over to the united States Attorney to be applied 
to the payment of any assessment, fine, restitution, or penalty imposed 
upon the defendant. The court shall not release any money deposited for 
bond purposes after a plea or verdict of the defendant's guilt has been 
entered and before sentencing except upon the showing that such assess­
ment, fine, restitution, or penalty cannot be imposed for the offense the 
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defendant committed or that the defendant would suffer an undue hardship. 
28 U.S.C. § 2044 does not apply to any third party surety. Cash or securi­
ties deposited by a surety as collateral on an appearance bond may not be 
applied in satisfaction of a fine imposed upon the defendant who appeared 
in accordance with the obligation of the bond. Heine v. United States, 135 
F.2d 914 (6th Cir. 1943); United States v. Davis, 47 F.Supp. 176 (S.D.N.Y. 
1942), aff'd., 135 F.2d1013 (2dCir. 1943). Money or security in the court 
registry has been directed to satisfy fines before tax liens. united 
States v. Klein, 163 F.Supp. 823 (S.D.N.Y.1958). 

3-12.200 FINES AND RESTITUTION IMPOSED AS CONDITIONS OF PROBATION 

Collection policy for fines and restitution that are conditions of 
probation vary according to the statute under which they are imposed. 

For offenses committed prior to January 1, 1985, the imposition of a 
fine and/or restitution as a condition of probation under 18 U. S. C. § 3651 
(1984) -REPEALED is applicable. Note that while this statute is repealed, 
it is repealed only with respect to offenses committed after November I, 
1987. 

For offenses committed on or after January I, 1985, and prior to Novem­
ber I, 1987, 18 U.S.C. § 3651 (1985)-REPEALED, as amended by section 4 of 
the Criminal Fine Enforcement Act of 1984, applies. Again, this statute is 
repealed only with respect to offenses committed after November I, 1987. 

For offenses committed on or after November 1, 1987, a term of probation 
may be ordered as provided by 18 U.S.C. § 3561, unless the offense is a Class 
A or B felony and the defendant is an individual; or the offense is an 
offense for which probation has been expressly precluded; or the defendant 
is sentenced to a term of imprisonment at the same time for the same or a 
different offense. For a felony, the court shall provide that the defen­
dant either pay a fine, make restitution, or perform community service as 
an explicit mandatory condition of probation. Fines and restitution may 
also be ordered as discretionary conditions of probation under the Sen­
tencing Reform Act. The fine shall be ordered pursuant to the provisions of 
Subchapter C of Chapter 227 of Title 18. Restitution is to be ordered 
pursuant to §§ 3663 and 3664. 18 U.S.C. §§ 3563(b)(2) and (b)(3). 

3-12.210 Remission of Fines or Restitution During Probationary Period 

a. For offenses committed prior to November 1, 1987. 

The provisions of 18 U.S.C. § 3651 allow the court to impose a fine or 
restitution as a condition of probation and to eliminate all or a portion of 
the condition during the period of supervision. The statute states that 
"[wJhile on probation and among the conditions thereof, the defendant 
[m] ay be required to pay a fine in one or several sums; ... " and ' , [m lay be 
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required to make restitution ...• " "The court may revoke or modify any 
condition of probation, or may change the period of probation. ' , 

Fines imposed specifically as conditions of probation provide flexibil­
ity and strong control by the court during the period of supervision. If an 
outstanding balance remains and the probationer has made good faith at­
tempts to satisfy the imposition, the court may remit the portion of the 
fine which the debtor is unable to pay. 

b. For offenses committed on or after November 1, 1987. 

Pursuant to 18 U. S. C. § 3563 (c), the court may modify, reduce, or enlarge 
the conditions of a sentence of probation at any time prior to the expira­
tion or termination of probation. 

3-12.220 Fine Remission Upon Expiration or Revocation of Probation 

a. For offenses committed prior to January 1, 1985. 

1. A fine imposed as a condition of probation may be remitted by the 
court during the period of probation. Another portion of 18 U.S.C. 
§ 3651 indicates that, in certain circumstances, the fine will be elimi­
nated when the period of probation terminates. This part states that 
"[t]he defendant's liability for any punishment (other than a fine) 
imposed as to which probation is granted, 

AN

shall be fully discharged by 
the fulfillment of the terms and conditions of probation. ' , 

Initially, it must be determined whether the fine has been imposed as a 
condition of probation. This should be clearly stated in the judgment and 
commitment order. For example, the following language would indicate that 
the fine is a condition of probation: 

Ordered and adjudged that the defendant having been found 
guilty of said offense, is hereby committed to the custody of 
the Attorney General or his authorized representative for im­
prisonment for a term of five years and to pay a fine of $5,000, 
execution of sentence is hereby suspended and the defendant is 
placed on probation for a period of three years and, as a 
special term and condition of probation, the defendant will pay 
a fine of $5,000. 

Other judgment and commitrr,ent orders will be less clearly worded but 
will, nevertheless, impose a fine as a condition of probation. 18 U.S.C. 
§ 3651 states that' '[p]robation may be limited to one or more counts or 
indictments, but, in the absence of express limitation, shall extend to the 
entire sentence and judgment. " The Criminal Code presumes that probation 
extends to the entire sentence. 

Therefore, any phrase describing the fine in the following or similar 
terms will al!ow the Assistant United States Attorney with criminal col-
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lection responsibility to interpret the sentence as imposing the fine as a 
condition of probation: 

, 'The fine imposed is to be paid as a condition of probation. ' , 

, 'The fine imposed is to be paid according to the terms and conditions 
established by the Probation Office.' , 

, 'The fine is to be paid through the Probation Officer. ' , 

2. If the fine or restitution is imposed as a condi tion of probation, 
it terminates with the expiration or revocation of probation. 

(a) Expiration. If probation expires (terminates at the end of 
supervision), the fine or restitution is remitted and the United 
States Attorney should close the collection case. United States v. 
Rosello, 193 F.Supp. 900 (D.P.R.1961). A notation of the closing, 
citing 18 U.S.C. § 3651, is entered on the collection record. 

(b) Revocation. If probation is revoked by the court, the United 
States Attorney must look to the action of the court to determine if 
an imposition remains to be collected. See 18 U.S.C. § 3653. There 
are three possibilities: 

(1) The court may order execution of the sentence which it 
originally imposed and suspended. In the example of the five-year 
sentence of imprisonment and $5,000 fine, the defendant would once 
again owe the original $5, 000 fine and the United States Attorney 
would immediately initiate enforcement attempts. 

2) 
be no 
less 

ATTO

The court may impose a new sentence. The new sentence may 
greater than that which was originally imposed, but may be 
severe. 18 U.S.C. § 3653. In other words, the court may 

reimpose the $5,000 fine or impose a smaller fine authorized by 
statute. It may not impose a larger amount, even if the larger 
amount is authorized by the statute under which the defendant was 

S. 

sentenced. Roberts v. United States, 320 U.S. 264 (1943). If a 
fine is imposed at resentencing, the defendant once again owes the 
amount assessed and the United States Attorney should immediately 
initiate enforcement attempts. If no fine is imposed at resen­
tencing, the defendant does not owe a fine and the United States 
Attorney may close the collection case. 

(3) The court may have originally suspended imposition of sen­
tence. This means that instead of sentencing the defendant to 
five years imprisonment and a $5,000 fine, the court imposed no 
sentence at all, but simply placed the defendant on probation and 
directed the defendant to pay a fine (or restitution) as a condi­
tion of probation. If imposition of sentence was suspended, the 
court may impose any sentence it originally may have imposed by 

July 1, 1992 
14 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



u.s. Department of Justice 

Executive Office for United States Attorneys 

Wa.rhingtoo, D.C 20530 

April 26, 	 1995 

TO: Holders of the united states Attorneys' Manual Title 3 

FROM: 	 United states Attorneys' Manual Staff 

~~Office for United states Attorneys 


o diBtt~ 
Director 

RE: Suspension of Criminal Collection Action 

NOTE: 	 1. Distributed to Holders of Volume I, USAM 
2. Insert in front of affected section 

AFFECTS: 	 USAM 3-12.300 

PURPOSE: 	 This bluesheet replaces the suspension of criminal 
collection action policy by clarifying and broadening
the permissible uses. 

3-12.300 SUSPENSION OF CRIMINAL COLLECTION ACTION 

criminal fines, restitution, assessments, interest, 
penalties, and court costs (hereafter referred to as "criminal 
debts") may be placed in suspense whenever it is determined that 
reasonable efforts to collect are currently not likely to be 
effective. This includes cases where the defendant is able to 
make only nominal payments that, if continued, will not result in 
payment in full within the life of the debt. The segregation of 
uncollectible criminal debts, the deadwood, from the remainder of 
the criminal collection inventory will enable the Financial 
Litigation unit to focus its attention on active cases where a 
likelihood of collection exists. The quidelines set forth below 
must be followed in order to suspend criminal collection action. 

3-12.310 Application of the Suspense Policy 

a. The suspense policy does not apply to criminal debts 
that are no longer enforceable, e.g., fines over 20 years old or 
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special assessments over five years old. Fines over 20 years old 
should be closed unless the united states Attorney and the 
defendant have agreed in writing to an extension of the period of 
liability. section 3613(b) of Title 18. The obligation to pay a 
special assessment ceases five years after judgment. section 
3013 of Title 18. 

b. Prior to placing a criminal debt in suspense, liens must 
be filed as appropriate. 

c. Criminal debts placed in suspense can and will be 
selected for the IRS Tax Refund Program provided that the 
defendant's name and Social Security Number are properly entered 
into the office's case tracking system. 

d. All criminal debts placed in suspense as uncollectible 
or unlocatable must be reviewed periodically to determine 
collectibility or whether the defendant can be located. 
Appropriate dates must be entered into the case tracking system 
to ensure timely, periodic review. At least once every year 
skiptracing efforts must be undertaken or updated financial 
information obtained to determine if the defendant can be located 
or has the ability to pay. If the amount of the total criminal 
debt owed by the defendant is equal to or less than $25,000 but 
more than $10,000, this review may be conducted every two years. 
If the amount of the total criminal debt is $10,000 or less, this 
review may be conducted every three years. 

e. Suspending collection action of a criminal debt has no 
effect upon the judgment's validity. Whenever the Financial 
Litigation unit learns that a defendant has the ability to payor 
the defendant can be located, the criminal debt must be removed 
promptly from suspense and collection action pursued. 

f. Information on the coding of suspense action is 
available in the office's system operation manual. 

3-12.311 Permissible Uses 

a. Deportation. The criminal debts of a defendant, 
regardless of the total amount, may be placed in suspense if the 
Financial Litigation Unit has been advised or has information 
that the debtor has been deported or is a foreign national who 
has departed the united states. Where appropriate, remission of 
a fine, in accordance with the remission policy set forth below 
at 3-12.350, should be considered. 

b. Debt not due. When the court orders other than 
immediate payment of a criminal debt, the debt should be 
suspended until due. 
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c. stay of enforcement. If a criminal case is on appeal 
and the defendant is granted a stay of enforcement by the court 
pursuant to Rule 38, all criminal debts should be suspended until 
the stay is lifted. 

d. Uncollectible. The criminal debts of a defendant may 
be placed in suspense if financial information obtained on the 
defendant within the last 180 days (such as a financial 
statement, credit report or third party information) indicates no 
ability to payor the ability to only make nominal payments. 
Nominal payments are those which, if continued at the current 
payment rate, will not result in payment in full within the life 
of the debt. 

e. Unlocatable. The criminal debts of a defendant may be 
placed in suspense if a current address is not available for the 
defendant and the defendant cannot be located after reasonable 
diligence. Reasonable diligence is defined as: (1) district 
policy when the total criminal debts imposed against a defendant 
total less than $100,000; and, (2) at least three skiptracing 
efforts when the total criminal debts imposed against a defendant 
total $100,000 or more. If a Social Security number and last 
known address are available for the defendant, a current credit 
report must be obtained prior to the record being placed in 
suspense. 

3-12.312 Approval Necessary to Suspend Collection Action 

Each united states Attorney's office must establish 
guidelines for approving the suspense of collection. The 
following are recommended guidelines, subject to the approval of 
the united states Attorney. 

a. For criminal debts imposed totalling less than $100,000, 
senior support staff in the Financial Litigation unit may approve 
the suspension of collection. 

b. For criminal debts imposed totalling $100,000 or more, 
the Assistant United states Attorney responsible for financial 
litigation must approve the suspension of collection. 
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CHAP. 12 UNITED STATES ATTORNEYS I MANUAL 3-12.220 

statute. Thus, if a $5,000 fine is imposed at this point, the 
United States Attorney should immediately initiate collection 
attempts. If no fine (or restitution) is imposed, the United 
States Attorney may close the collection case. 

In all three instances, in order for the defendant to owe a fine or 
restitution, it must be imposed at resentencing. If a fine or restitution 
is not assessed at the resentencing, the United States Attorney may close 
the collection case. It is, therefore, imperative that the United States 
Attorney be informed of the results of the probation revocation hearing so 
that he or she may take the appropriate action with respect to the outstand­
ing fine. 

If the fine or restitution is not imposed as a condition of probation, 
neither expiration nor revocation of probation will affect the existence 
of the fine. Expiration is the natural termination of probation after the 
period of supervision has ended. Revocation is court-ordered termination 
of probation because of probation violations. In both instances, when the 
fine is not a condition of probation, the fine continues in existence and 
must be collected by the United States Attorney even though probation 
terminates. 

b. For offenses committed on or after January 1, 1985, through November 
1,1987. 

The Criminal Fine Enforcement Act of 1984 amended 18 U.S.C. § 3651 with 
regard to criminal fines (but not with regard to restitution). For of­
fenses committed on or after January 1,1985, through November 1,1987, the 
court may remit a fine or restitution during the period of probation. 
However, if at the end of probation, a fine (only, and not restitution) 
imposed as a condition of probation is not paid in full, the court may 
terminate probation but the defendant remains obligated for the balance of 
the fine. In such instances, the United States Attorney should immediately 
initiate collection attempts under 18 U.S.C. § 3565. However, restitution 
imposed solely as a condition of probation for offenses committed during 
this period will terminate with the expiration of a term of probation. 

c. For offenses committed on or after November 1, 1987. 

1. Expiration. 

a. Fines. Section 3563(b)(2) provides that if a fine has been 
imposed pursuant to the provisions of subchapter C of Chapter 227, 
payment of the fine may be made a condition of probation. If the 
court does not modify or reduce a fine that is a condition of proba­
tion prior to the expiration of the term of probation, the defendant 
remains obligated to pay the unpaid balance of the fine. After the 
expiration of the term of probation, the United States Attorney is 
responsible for collection of the unpaid balance of the fine until 
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3-12.220 TITLE 3-EOUSA CHAP. 12 

the liability to pay the fine expires as provided by § 3613 (b). Upon 
showing that reasonable efforts to collect a fine or assessment are 
not likely to be effective, 18 U.S.C. § 3573 permits the Government to 
petition the court to remit all or part of the unpaid portion of a 
fine. 

b. Restitution may be ordered as a condition of probation even 
though restitution is not ordered as a separate offense pursuant to 
§ 3663. 18 U.S.C. § 3563(b) (3). If restitution is ordered as a sepa­
rate offense, the order of restitution continues after the term of 
probation expires. However it is suggested in all cases 

19UAL 

that at the 
end of the probation period the court be moved under Fed.R.Civ.P. 56 
to grant summary judgment for the balance of the restitution that 
remains outstanding. This will provide the victim with a civil 
judgment which may be enforced by the victim. See Teachers Insurance 
and Annuity Association v. Green, 636 F.Supp. 415 (S.D.N.Y.1986). 

2. Revocation. If the defendant violates a cOlldition of probation 
at any time prior to the expiration or termination of probation, the 
court may: (a) continue the defendant on probation, with or without 
enlarging or modifying the conditions; or (b) revoke the sentence of 
probation and impose any other sentence 

M

that was available at the time 
of the initial sentencing. If the sentence of probation is revoked, the 
United States Attorney must 

3565(a) 

YS 

look to the revocation order to determine 
whether the resentencing imposes a new fine or restitution. Section 

of Title 18. 

3-12.300 SUS~ENSION OF CRIMINAL COLLECTION ACTION 

criminal fines, restitution, assessments, interest, penalties, and 
court costs (hereafter referred to as "criminal debts' , ) may be placed in 
suspense whenever it is determined that reasonable efforts to collect are 
currently not likely to be effective. The segregation of uncollectible 
criminal debts, the Jeadwood, from the remainder of the criminal collec­
tion inventory will enable the Financial Litigation Unit to focus its 
attention on active cases where a likelihood of collection exists. The 
following guidelines must be followed in order to suspend criminal collec­
tion action. 

3-12.310 Application of the Suspense Policy 

a. The suspense policy does not apply to criminal fines over 20 years 
old. Fines over 20 years old should be closed unless the United States 
Attorney and the defendant have agreed in writing to an extension of the 
period of liability. Section 3565(h) of Title 18. 

b. The suspense policy does not apply where the criminal debtor is 
incarcerated and eligible to participate in the Bureau of Prisons Inmate 
Financial Responsibility Program. 
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CHAP. 12 UNITED STATES ATTORNEYS' MANUAL 3-12.311 

3-12.311 Prerequisites to Suspension of Collection Activity 

The following conditions must be met before suspending criminal collec­
tion action: 

a. Fines Imposed for Misdemeanors/Infractions 

1. A fine imposed for a misdemeanor/infraction may be placed in 
suspense if financial information on the defendant, such as a financial 
statement, credit report or third party information obtained within the 
last 180 days indicates no ability to pay. If the amount imposed is over 
$500, the judgment must be perfected as a lien prior to being placed in 
suspense. (For amounts less than $500, the judgment may be perfected in 
accordance with local policy.) 

2. A fine imposed for a misdemeanor/infraction may be placed in 
suspense if a current address is not available for the defendant and the 
defendant cannot be located after reasonable diligence. If a Social 
Security number and last known address are available for the defendant, 
a current credit report must be obtained prior to the record being 
placed in suspense. (For amounts less than $500, the judgment may be 
perfected in accordance with local policy.) 

3. A fine imposed for a misdemeanor/infraction may be placed in 
suspense if the Financial Litigation Unit has been advised or has hard 
information that the debtor has been deported or is a foreign national 
who has departed the United States. In such instances, remission of the 
fine, in accordance with the remission policy set forth below at 
3-12.350 should be considered. 

b. Fines Imposed for Felony Offenses 

1. A fine imposed for a felony offense may be placed in suspense if 
financial information on the defendant, such as a financial statement, 
debtor examination, information obtained through discovery, or third 
party information obtained within the last 180 days indicates no ability 
to pay. Prior to placing a fine in suspense, the judgment must be 
perfected as a lien, if possible. A tickle date must be entered into the 
case tracking system to ensure that, if needed, any liens of record are 
renewed in a timely manner. 

2. A fine imposed for a felony offense may be placed in suspense if a 
current address is not available for the defendant and the defendant 
cannot be located after reasonable diligence. For felony offense 
fines, reasonable diligence is defined as pursuing at least three skip 
tracing procedures. If a Social Security number and last known address 
are available for the defendant, a current credit report must be ob­
tained as a part of the Financial Litigation Unit's effort to locate the 
defendant. Prior to suspending collection action, the judgment must be 
perfected as a lien according to state law, if possible. 

July 1, 1992 
17 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



3-12.311 TITLE 3-EOUSA 	 CHAP. 12 

3. A fine imposed for a felony offense may be placed in suspense if
you have been advised or have hard information that the defendant has 
been deported and has no assets or the defendant is a foreign national 
who has deported the United States and has no assets. In such instances, 
remission of the fine, in accordance with the remission policy set forth 
below at § 3-12.350 should be considered. 

3-12.312 	 Approval Necessary to Suspend Collection Action 

Each United States Attorney's office must establish guidelines for 
approving the suspense of collection. The following are recommended 
guidelines, subject to the approval of the United States Attorney. 

a. Fines Imposed for Misdemeanors/Infractions. Senior support staff 
in the Financial Litigation Unit may approve the suspension of collection 
action on fines imposed for misdemeanors/infractions. 

b. Felony Offense Fines Less than $25,000. Senior support staff in the 
Financial Litigation Unit may approve the suspension of collection action 
on felony offense fines under $25,000. 

c. Felony Offense Fines of $25,000 or More. The Assistant United 
States Attorney responsible for financial litigation must approve the 
suspension of collection action on felony offenses of $25,000 or more. 

3-12.313 	 Review of Fines Placed in Suspense 

All criminal fines placed in suspense must be reviewed periodically to 
determine collectibility or to determine if the defendant can be located. 
Appropriate dates must be entered into the case tracking system to ensure 
timely, periodic review. 

a. Fines Imposed for Misdemeanors/Infractions. At least every two 
years skip tracing efforts must be undertaken or updated financial infor­
mation obtained to determine if the defendant can be located or has the 
ability to pay. If the amount of the imposition is less than $500, this 
review may be conducted every three years. 

b. Fines Imposed for Felony Offenses. Skip tracing efforts must be 
undertaken or updated financial information obtained at least once a year. 

c. Fines over Twenty Years Old. The suspense category should be re­
viewed periodically for any fines over twenty years old. Such fines should 
be removed from suspense and closed. 

3-12.314 	 Miscellaneous Information Relating to Suspending Collection Ac­
tion 

A. Refer to your systems operation manual for information on the coding 
of suspense action. 
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RE: Special Assessments Imposed Against Undocumented Aliens 

AFFECTS: 	 USAM ,3-12.320 

PURPOSE: 	 This bluesheet sets forth guidelines for the remission 
of special assessments imposed against indigent, 
undocumented aliens. 

The following new section has been added to USAM 3-12.320 

3-12.321 Remission of special assessments imposed against 
undocumented aliens. *'. 

Pursuant to 18 U.S.C. S 3013, the court shall impose a special 
assessment on any person convicted of an offense against the united 
states. The imposition of special assessments under this section 
is mandatory and without regard, to the defendant's ability to pay. 
Thus, assessments are imposed against indigent, uhdocumented aliens 
who are about to be deported. In such cases, there is no 
likelihood that the assessment will be p~id. 

Upon the petition of the Government showing that reasonable 
efforts to collect an assessment are not likely to be effective,' 
the court may remitall ;or part of the unpaid portion of the 
assessment. 18 U.S.C. S 3573 .. 

The obligation to pay an assessment expires five years after 
the date of the judgment. 1a U.S.C. S 3013(c). 

3.12-321.1 Remission of Assessments at sentencing 

In those cases where the convicted person (1) is an 
undocumented alien, (2) is about to be deported, (3) has no 'assets 
to satisfy the assessment, (4) is not sentenced to a fin., 
restitution or other monetary penalty, and (5) is not sentenced to 

"BS# 3.012 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



any incarceration, the Assistant united states Attorney who is 
present at sentencing should move, for remission of the assessment 
at that time pursuant to 18 U.:S.C. S 3573 •. 

Under 18 U. S • C. S 3573 ,. the Government must show that 
reasonable efforts to collect a fine or assessment are not likely 
to be effective. If the convicted person is represented by court­
appointed counsel, that is an indication that reasonable efforts to 
collect the assessment prior to his deportation will not be 
successful. The border patrol will know whether the convicted 
person has any cash on his person that may be used to satisfy the 
assessment. 

3-12.321.2 Remission of Existing Assessments Against Undocumented 
Aliens 

In some districts, assessments have been imposed against 
thousands of deported aliens with no assets. Because of the 
tremendous number of cases, these assessments have not been entered 
in the case tracking system. Where the convicted person has been 
sentenced only to pay a special assessment and has been deported, 
the following approach is recommended: 

A. Assessments which will expire through lapse of time 
within the next six months. Unless there is contact with the 
debtor suggesting that the assessment may be collectible, these 
assessments should be allowed to expire five years after the date 
of judgment. 

B. Other assessments. It is recommended that the United 
states Attorney's office prepare a blanket petition for remission, 
which states that all persons whose names appear on the attached 
list are deported aliens without ability to pay the special 
assessments. A list containing the name of each deported alien 
whose assessment is being remitted, the court number, and the 
amount of the assessment being remitted should be attached to the 
blanket petition for remission. 

The blanket petition should be filed with the court that 
imposed the assessments. It is not necessary that it be filed with 
the same judge who imposed the assessments. 

It is recommended that the united states Attorney discuss this 
procedure with the Chief Judge before filing the blanket petition 
for remission. 

3. Case tracking. In those cases where the special 
assessments imposed against deported aliens have not been entered 
in the case tracking system, the blanket petition for remission 
should be retained in the files as a record of the remission. The 
debtors whose names appear on that petition should not be entered 
in the case tracking system. 
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B. Criminal fines placed in suspense can and will be selected for the 
IRS Tax Refund Program provided that the defendant's name and Social 
Security Number are properly entered into your case tracking system. 

C. It is important to note that suspending collection action of a 
criminal fine has no effect upon the judgment's validity. Whenever you 
become aware that a defendant has the ability to payor the defendant can be 
located, the criminal fine must be removed promptly from suspense and 
collection action pursued. 

3.12.320 	 Miscellaneous Information 

a. Coding. Refer to your systems operation manual for information on 
the coding of suspense action. 

b. IRS Tax Refund Program. Criminal fines placed in suspense can and 
will be selected for the IRS Tax Refund Program if the defendant's name and 
Social Security number are properly entered into your case tracking sys­
tem. 

c. Reactivating Collection Activity. Suspending collection action on 
a criminal fine has no effect on the judgment's validity. Whenever you 
become aware that a defendant has the ability to payor the defendant can be 
located, the criminal fine must be removed promptly from suspense and 
collection action pursued. 

3-12.321 	 Remission of Special Assessments Imposed Against Undocumented 
Aliens 

Pursuant to 18 U.S.C. § 3013, the court shall impose a special assessment 
on any person convicted of an offense against the United States. The 
imposition of special assessments under this section is mandatory and 
without regard to the defendant's ability to pay. Thus, assessments are 
imposed against indigent, undocumented aliens who are about to be deport­
ed. In such cases, there is no likelihood that the assessment will be paid. 

Upon the petition of the Government showing that reasonable efforts to 
collect an assessment are not likely to be effective, the court may remit 
all or part of the unpaid portion of the assessment. Section 3573 of Title 
18. 

The obligation to pay an assessment expires five years after the date of 
the judgment. Section 3013(c) of Title 18. 

3-12.321.1 Remission of Assessments at Sentencing 

In those cases where the convicted person (1) is an undocumented alien, 
(2) is about to be deported, (3) has no assets to satisfy the assessment, 
(4) is not sentenced to a fine, restitution or other monetary penalty, and 
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3-12.321.1 TITLE 3-EOUSA CHAP. 12 

(5) is not sentenced to any incarceration, the Assistant United States 
Attorney who is present at sentencing should move for remission of the 
assessment at that time pursuant to 18 U.S.C. § 3573. 

Under 18 U.S.C. § 3573, the Government must show that reasonable efforts 
to collect a fine or assessment are not likely to be effective. If the 
convicted person is represented by court-appointed counsel, that is an 
indication that reasonable efforts to collect the assessment prior to his 
deportation will not be successful. The border patrol will know whether 
the convicted person has any cash on his person that may be used to satisfy 
the assessment. 

3-12.321.2 Remission of Existing Assessments Against Undocumented Aliens 

In some districts, assessments have been imposed against thousands of 
deported aliens with no assets. Because of the tremendous number of cases, 
these assessments have not been entered in the case tracking system. Where 
the convicted person has been sentenced only to pay a special assessment 
and has been deported, the following approach is recommended: 

A. Assessments which will expire through lapse of time within the next 
six months. Unless there is contact with the debtor suggesting that the 
assessment may be collectible, these assessments should be allowed to 
expire five years after the date of judgment. 

B. Other assessments. It is recommended that the United States Attor­
ney's office prepare a blanket petition for remission, which states that 
all persons whose names appear on the attached list are deported aliens 
without ability to pay the special assessments. A list containing the name 
of each deported alien whose assessment is being remitted, the court 
number, and the amount of the assessment being remitted should be attached 
to the blanket petition for remission. 

The blanket petition should be filed with the court that imposed the 
assessments. It is not necessary that it be filed with the same judge who 
imposed the assessments. 

It is recommended that the United States Attorney discuss this procedure 
with the Chief Judge before filing the blanket petition for remission. 

3. Case tracking. In those cases where the special assessments imposed 
against deported aliens have not been entered in the case tracking system, 
the blanket petition for remission should be retained in the files as a 
record of the remission. The debtors whose names appear on that petition 
should not be entered in the case tracking system. 

3-12.330 Fines Against Dissolved, Inactive, or Defunct Corporations 

This policy applies to fines imposed against corporate defendants for 
offenses committed prior to November 1, 1987, the effective date of the 
Sentencing Reform Act. 
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CHAP. 12 	 UNITED STATES ATTORNEYS' MANUAL 3-12.350 

It is the policy of the Department of Justice that criminal fines 
involving corporations not be closed until payment in full is received or 
the corporation has been legally dissolved. Legal dissolution generally 
occurs when the corporate charter is forfeited, not when the corporation 
becomes inactive or defunct. In other words, the corporation must cease to 
exist as a corporate entity, not merely in the status of no longer doing 
business. 

While the Department agrees that involuntary dissolution through state 
action should not be the exclusive method by which a fine from a defunct 
corporation may be closed, alternative procedures must carefully ensure 
that the corporation is permanently defunct before the debtor is presumed 
dead and enforcement efforts are terminated. Therefore, forfeiture of the 
corporate charter, or the right to do business, or any other corporate 
power which has the legal effect of less than complete dissolution, but 
which prevents the corporation from transacting business until certain 
fines and penalties are paid, may be considered equivalent to dissolution. 
Nevertheless, corporate fines may not be closed until seven years after the 
date on which the corporate powers were forfeited and until seven annual 
checks with the appropriate state agency have confirmed that the corpora­
tion has not been restored to an active status. 

In some states I a corporation never expires but may be renewed any time
upon payment of a state franchise tax. If this situation exists, the 
Financial Litigation Unit should made 

to 
ascertain 

S 

annual inquiries with the Secretary
of State or other officials responsible for corporation supervision 

current status. The case may be closed after seven years of 
inactivity. 

If the corporate powers, rights, and privileges have not been restored 
after seven years, the corporate fine may be administratively closed. An 
appropriate entry must be entered in the collection record. 

If the corporation is later restored to active status, the collection 
case must be reopened and the debtor vigorously pursued. 

3-12.350 	 Policy for the Remission or Modification of Criminal Fines Under 
18 U.S.C. § 3573 

Section 3573 was amended by the Anti-Drug Abuse Act to permit the court, 
upon petition by the Government that reasonable efforts to collect a fine 
were not likely to be successful, to remit all or any part of a fine or 
assessment, including interest and penalties, regardless of the date of 
imposi tion. Thus, this statute applies to any unpaid fine in the invento­
ry. This amendment permits the United States Attorney to petition the 
court to remit uncollectible fines, which if granted, will allow you to 
remove the fine from your inventory. Given the burgeoning amount of crimi-
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nal fine debt being carried by the United States Attorneys, it is extremely 
important that the inventory is purged of all of the deadwood. 

Where there is a reasonable belief that a fine will never be collected, 
petition for remission of all or part of the fine is preferable to placing 
the case in suspense and waiting 20 years for the liability for payment to 
cease. It is suggested that priority for remission be given to older cases 
where you have extensive documentation that the debtor cannot reasonably 
be expected to pay the fine or that based on the data available, you cannot 
reasonably expect to locate the debtor. 

Where a fine is currently uncollectible, but reasonably may become 
collectible in the future, the fine should be placed in suspense until it 
becomes collectible and not remitted. See 3-12.300 et seq. for policy on 
suspending collection activity. 

In determining whether administrative suspension or court-ordered re­
mission should be utilized, discretion should be exercised, especially if 
a fine was imposed in a case that was of local community interest. All 
petitions should have the approval of the United States Attorney prior to 
submission to the court. Further, in sentencing defendants for offenses 
committed on or after January 1, 1985, the court was required to consider 
the defendant's ability to pay the fine when imposing sentence. Thus a 
sentence imposing a long term of imprisonment and a fine should not, in 
itself, be a reason for requesting remission. The defendant may have 
assets with which to pay the fine and may also earn money during his term of 
incarceration. 

Section 3573 provides that the petition must be filed in the district 
where the fine was imposed unless jurisdiction has been transferred. Where 
you have a foreign judgment and court jurisdiction was not transferred, the 
judgment must be returned to the originating district with a request that 
the financial litigation unit of that district initiate a petition for 
remission. Be sure tu include the documentation to prove that collection 
cannot be reasonably expected. 

It is important to remember that fines are imposed to punish convicted 
criminals and to deter others from committing the crime. Thus the United 
States Attorney or the court may not grant the petition on the grounds that 
such action sends the "wrong message' , to those inclined to commit such an 
offense. Where the petition is declined, the case may be placed in sus­
pense. 

3-12.400 RESTITUTION ORDERED UNDER THE VICTIM AND WITNESS PROTECTION ACT 
(18 U. S . C. §§ 35 79, 35 8 0 AND §§ 3 6 6 3, 3 6 64 ) 

3-12.410 Policy Pertaining to the Collection of Restitution 

It is the Department's policy that United States Attorneys will enforce 
orders of restitution on behalf of victim(s), whether the victim is the 

July 1, 1992 
22 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



CHAP. 12 UNITED STATES ATTORNEYS' MANUAL 3-12.410 

Government or a third party, to the same extent that they enforce the 
collection of a fine. Departmental guidelines provide for assisting vic­
tims in recovering from their losses to the fullest extent possible consis­
tent with available resources. The criminal prosecutor has the responsi­
bility for obtaining the name of the victim(s) and the amount due. See 
Guidelines for Victim and Wi tness Assistance Office of the Attorney Gener­
al, July 9, 1983. The Probation Officer should include the names of the 
victim(s) and amount of loss to each in the presentence investigation 
report. Where there are many victims, the judgment may contain an addendum 
listing the names, addresses, and amounts due each victim. The order of 
restitution should be specific as to whether the defendant is to make 
restitution directly to the victim, or is to turn the restitution over to 
the Attorney General for transfer to the victim. 18 U.S.C. §§ 3579(F)(4) 
and 3663 (f) (4). Where the judgment fails to include the name and amount due 
to the victim, an amended order should be requested. 

Subsections 3579(h) or 3663(h) of Title 18 permit enforcement of the 
order of restitution by the United States as if it were either a fine or a 
civil judgment, or by the victim as if it were a civil judgment. The 
legislative history of the amendment to § 3579(h) makes it plain that the 
United States may enforce the order of restitution on behalf of a victim 
when that person is other than the United States. Pleadings made by the 
United States on behalf of a third party victim should indicate that they 
are being made by the United States on behalf of the victim pursuant to 18 
U.S.C. § 3579(h) or § 3663(h). When acting 

MAN

on behalf of a third-party 
victim, it should be remembered that 

a 

S 

the United States has no right to 
compromise judgment on behalf of the victim. 

Unless the court designates in its order that a particular victim( IS) is 
to be paid prior to other victims, all victims designated in the order of 
restitution have the same priority and should share in the distribution of 
restitution payments. The preprinted language on the judgment and commit­
ment order form distributed by the Administrative Office of the United 
States Courts in July, 1990, states that restitution payments shall be 
divided proportionately among the victims based on the amount of the loss 
of each victim. Thus, if Victim A is owed a total of $1,000 and Victim B a 
total of $500 and the defendant makes a payment of $150, $100 will be paid to 
Victim A and $50 will be paid to Victim B. 

While it may be convenient to make disbursements to victims in alphabet­
ical order, or to pay the debtors owed the largest amounts (or the smallest 
amounts) before others or to divide the total amount of restitution equally 
among all of the victims, this should not be done without court approval. 

Whether to enforce orders of restitution in favor of third party victims 
must be determined on a case by case basis consistent with the needs of the 
victim and the resources of the United States Attorney's office. Assis­
tance to third party victims is subject to the conditions listed below: 
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a. Where restitution is ordered to be turned over to the Attorney 
General for transfer to the victim and the amount is not voluntarily 
forthcoming from the defendant, or 

b. Where the court has ordered restitution as a discretionary condi­
tion of probation under 18 U.S.C. § 3651 and enforcement of the order is 
requested by the probation officer, or 

c. Where restitution is ordered to be paid directly to the victim, 
the defendant fails to pay the victim, and the United States Attorney is 
requested by the victim or the probation office to enforce the order. 

This policy is subject to the following conditions: 

a. That there is an indication that the defendant has assets with 
which to pay the restitution; 

b. That the collection effort will be pursued only so long as there 
are assets from which to collect; 

c. That the collection efforts will cease after the principal is 
collected unless interest has been specifically ordered by the court. 
(It is the policy of the Department of Justice that interest will not be 
collected on restitution unless the court specifically orders interest 
to be paid in its order of restitution); 

d. That collection of restitution for persons other than the victim 
is at the discretion of the United States Attorney. The government may 
cease acting in behalf of the victim upon fulfillment of the order of 
restitution; 

e. The above conditions may be waived by the United States Attorney; 
and 

f. When conditions a-d are encountered and a decision is made to 
cease the collection effort on behalf of the victim, the victim and 
other persons will be notified in writing by the United States Attorney 
that the united States will no longer pursue the case in his behalf, 
citing the reason( s) therefor, and that they may retain private counsel 
at their own expense. In general, the reasons for returning the case to 
the victim should be similar to those in which the United States returns 
civil cases to its client agencies. 

3-12.411 Reporting of Restitution 

Any payments of restitution received by the United States Attorneys' 
offices on or after the effective date of this policy shall be reported in 
the case management system (PROMIS, USACTS-II or PC-USACTS), without re­
gard to whether the victim is the United States or a third party. Such 
payments shall be reported in accordance with the appropriate case manage-
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u.s. Department of Justice 

Executive Office for United States Attorneys 

Office of the Director 	 ~. D.c. 205JO 

March 20, 	 1992 

TO: Holders of United states Attorneys' Manual Title 3 

FROM: 	 united states Attorneys' Manual Staff 

Executive Office for united states Attorneys 


Jr,yf~~urence S. McWhorter

rJ-:l" Dl.rector 


RE: Reporting of Restitution 

NOTE: 	 1. This is issued pursuant to USAM 1-1.510.
2. Distribute to Holders of Volume I, USAM. 
3. Insert in front of affected section. 

AFFECTS: 	 USAM 3-12.411 

PURPOSE: 	 This bluesheet sets forth guidelines for the 

reporting of restitution payments in the case 

management system. 


The following new section has been added to USAM 3-12.400. 

3-12.411 	 Reporting of restitution. 

Any payments of restitution received by the united states 
Attorneys' offices on or after the effective date of this policy 
shall be reported in the case management system (PROMIS, USACTS-II 
or PC-USACTS), without regard to whether the victim is the united 
states or a third party. Such payments shall be reported in 
accordance with the appropriate case management system users 
manual. Use of the USA-117A (Criminal Debtor Card) is no longer 
authorized. 
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ment system users manual. Use of the USA-117A (Criminal Debtor Card) is no 
longer authorized. 

3-12.500 FINES IMPOSED BY UNITED STATES MAGISTRATES 

a. The Federal Magistrates Act (28 U.S.C. §§ 631-639) concerns the unit­
ed States Attorney I s responsibility for collecting fines imposed by united 
States magistrates. The Attorney General is charged with the responsibil­
ity of collecting all unpaid fines that are certified to him by the clerk of 
court. A fine imposed by a magistrate is no different than any other fine i 
any and all statutes for fine collection apply to their collection. Be­
cause magistrates often try large numbers of cases and may hold court in 
locations away from the district court, such as in national parks or at 
military and naval installations, different procedures are 

198AL 

necessary to 
process the collection of these fines. The situation is further complicat­
ed by the transferring of responsibility for the receipting of payments 
from the United States Attorney to the Clerk of Court. 

b. United States Magistrates generally hear cases where the defendant 
is charged with misdemeanors or petty offenses. A petty offense is defined 
as a Class B or Class C misdemeanor or an infraction. 18 U.S.C. § 19. 
District courts may publish rules which allow certain specified offenses 
to be satisfied by a forfeiture of collateral. For such offenses, the 
defendant may elect to stand trial before a magistrate or to not stand trial 
and forfeit collateral (i.e., the violation notice or citation together 
with the money to pay the fine is mailed to a Central Violations Bureau 
(CVB). The CVB is an organization which serves a group of district courts. 
The CVB receives the money which is later forfeited by the magistrate when 
the defendant does not appear at the trial. 

c. If the defendant fails to appear and does not send the money to the 
CVB, the magistrate orders his arrest and the defendant is brought before 
the magistrate. The magistrate also hears those cases in which the defen­
dant, having received a citation or violation notice, elected to stand 
trial. The Department remains responsible for the collection (but not the 
receipt) of unpaid fines in these cases. To expedite collection, a proce­
dure has been established by an agreement between the Department and the 
Administrative Office of the United States Courts for notices of delin­
quency or default (on Departmental letterhead) to be sent to debtors by 
those CVBs with automated equipment. The CVB will furnish a report to the 
United States Attorney regarding cases for which default notices were sent 
during the previous month. The United States Attorney should then enter 
the judgment in its collection system and follow appropriate collection 
procedures. Where the CVB does not have automated equipment, the clerk of 
court will notify the United States Attorney of unpaid fines, who will then 
enter the judgment in the case tracking system and follow appropriate 
collection procedures. 
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d. The Magistrate also hears other cases for offenses that are not 
initiated by a citation or violation notice. These cases may involve Class 
A misdemeanors (which are not petty offenses) and for which larger fines 
may be imposed. Responsibility for collection of unpaid fines in these 
cases remains with the United States Attorney. 

3-12.600 STAND-COMMITTED FINES 

a. A stand-committed fine is one which requires that the debtor remain 
incarcerated until the fine is paid in full. The title' 'stand-committed' , 
refers to the special manner in which this fine is enforced and is derived 
from the wording of the sentence which is usually similar to the following: 
, 'Ordered and adjudged that the defendant, having been found guilty of said 
offenses, is hereby ordered to pay a fine in the sum of $1,000 and to stand 
committed in the custody of the Attorney General or his authorized repre­
sentative until the fine is paid in full.' , 

b. The Sentencing Reform Act has no provision authorizing a stand­
committed fine. However where the offense occurred prior to November 1, 
1987, the applicable law, 18 U.S.C. §§ 3565 and 3569, which provide for 
stand committed fines, may be utilized. See U.S. v. Atlantic Disposal 
Service, Inc., 887 F.2d 1208 (3rd Cir.1989). 

c. Occasionally, the sentencing judge will suspend execution of a 
stand-committed fine for 30 or 60 days to allow the defendant an opportuni­
ty to secure adequate funds to satisfy the imposition. When this occurs, 
the suspense system should be annotated to initiate a review of the case two 
weeks before payment is due. At that time, if the fine has not been paid in 
full, the debtor should receive a letter stating that he will be incarcer­
ated on the date designated for execution of the sentence if the fine 
remains unpaid. If payment is not received on the appointed day, the United 
States Attorney should prepare an Order of Arrest and an affidavit in 
support of the order, present it to the presiding judge for signature, and 
deliver it to the United States Marshal who will arrest the debtor and place 
him in incarceration until the fine is paid in full or the debtor is 
released by law. 

d. Since indigents may not be imprisoned for debts, 18 U.S.C. § 3569 
details the procedure by which an indigent with a stand-committed fine may 
be released from imprisonment without paying the fine. The debtor must 
apply to the United States Magistrate for a hearing to determine his 
indigency. The hear ing is usually conducted on the last day of the term of 
the sentence, since § 3569 provides that the convict's eligibility to make 
application to take the oath is based on the defendant's having completed 
the term of imprisonment. If the debtor is serving a term of years, the 
application in writing is made to the nearest United States Magistrate in 
the district where he is imprisoned. After notice to the United States 
Attorney where the fine originated and to the United States Attorney in the 
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district where the hearing is to be conducted, the Magistrate will hear and 
determine the matter. The United States Attorney where the fine originated 
should forward any financial information relating to the debtor to the 
United States Attorney where the hearing is to be conducted for presenta­
tion at the hearing. If no information disputing the debtor's claim of 
indigency is received from the United States Attorney, it will be assumed 
that the inmate's statement is true. If during the hearing on the debtor's 
financial status, there is evidence that he or she is unable to pay the fine 
and has no property exceeding $20 in value (except property exempt from the 
creditor's process in the state where the inmate is imprisoned) the United 
States Magistrate will administer and the inmate may take a pauper's oath 
and be discharged from the incarceration. 

e. 18 U.S.C. § 3569 provides that if the debtor possesses non-exempt 
property in excess of $20 value, the United States Magistrate will not 
order the inmate's release. However § 3569 also provides that the inmate is 
still eligible for release if the united States Attorney (and not the 
United States Magistrate) determines that certain property is reasonably 
necessary for the support of the debtor or the debtor's family, the inmate 
may be released on payment of the excess amount. On the other hand, if the 
Uni ted States Attorney determines that retention of all or certain assets 
are not necessary for the support of the inmate or his family, failure on 
the part of the inmate to pay the excess amount on his fine results in the 
debtor's being returned to incarceration. 

f. The pauper's oath serves only to release the debtor from imprison­
ment. It does not remit the fine or relieve the debtor of his or her 
obligation to make full payment. See United States v. Jenkins, 141 F.Supp. 
499 (S.D.Ga.), aff'd., 238 F.2d 83 (5th Cir.1956). Nor does serving an 
additional 30-day term as provided for in 18 U.S.C. § 3569 (1983) serve as a 
substitute or alternative for payment of fine. See Vitagliano v. United 
States, 601 F.2d 73 (2d Cir.), cert. denied, 444 U.S. 1085 (1979). The 
United States Attorney must continue vigorous and aggressive collection 
attempts until the fine is paid in full and may enforce the judgment by 
execution against the property of the debtor. However, the debtor may not 
be sentenced for contempt of court for failure to make payment. See Uni ted 
States v. Baird, 241 F.2d 170 (2d Cir.1957). 

g. Until the enactment of the Criminal Fine Enforcement Act of 1984 
(Pub.L. 98-596), 18 U.S.C. § 3569 provided that the debtor must be confined 
for an additional 30 days before he or she was qualified to petition for an 
indigency hearing and the pauper's oath. However, Williams v. Illinois, 
399 U.S. 235 (1970), and Tate v. Short, 401 U.S. 395 (1971), have invalidat­
ed this 30-day provision. When a debtor who is serving a term of years 
reaches release date, the debtor is immediately eligible for release if he 
or she has taken the pauper's oath. The Criminal Fine Enforcement Act also 
amended 18 U.S.C. § 3565 to provide that the court could order a stand-
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committed fine only if it found by the preponderance of the information 
relied on in sentencing that the defendant had the present ability to pay a 
fine or penalty. 

3-12.700 FINE ENFORCEMENT POLICY DURING APPEAL 

a. The Department of Justice formerly proscribed garnishment or execu­
tion against the property of the defendant during the pendency of an 
appeal. This policy has been reconsidered in view of the large number of 
narcotic and white collar crime cases in which there is likelihood that the 
defendant will conceal or convey assets during appeal. In such cases, the 
United States Attorney should take action to protect the interests of the 
government. 

b. A variety of possibilities exists to ensure that the defendant's 
assets will not be dissipated during pendency of an appeal. Unless a stay 
of execution was ordered at sentencing, the United states Attorney may levy 
execution on the debtor's property 10 days after entry of judgment and 
place the funds it secures in the registry of the court. United States v. 
Fujimoto, 14 F.R.D. 448 (D.Hawaii 1953). 

c. When an appeal is filed, the defendant has the right to request a 
stay of execution on the payment of a fine under provisions of Rule 38 of the 
Federal Rules of Criminal Procedure. However, Rule 38 provides the court 
several options to allow the government to preserve its ability to collect 
the fine if a stay is granted and the case is affirmed. Fed.R.Crim.P. 38(c) 
provides: 

A sentence to pay a fine or a fine and costs, if an appeal is 
taken, may be stayed by the district court or by the court of 
appeals upon such terms as the court deems proper. The court 
may require the defendant pending appeal to deposit the whole 
or any part of the fine and costs in the registry of the district 
court, or to give bond for the payment thereof, to submit to an 
examination of assets, and it may take any appropriate order to 
restrain the defendant from dissipating assets. 

Rule 38 (c) applies to stays of fines for offenses committed after Novem­
ber 1,1987. Rule 38(a)(3) of the Fed.R.Crim.P. is applicable to stay of 
fines for offenses committed prior to November 1, 1987; the wording of 
Rules 38(c) and 38(a)(3) is the same. The effect of Rules 38(c) and 
38(a)(3) has been modified by 18 U.S.C. §§ 3624 and 3572(g). 

1) For offenses committed after December 31, 1984, and before Novem­
ber 1, 1987, 18 U. s. C. § 3624 provides that unless exceptional circum­
stances exist, if the sentence to pay a fine is stayed pending appeal, 
the court granting the stay shall include in such stay a requirement 
that the defendant deposit the fine in the registry of the court, 
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provide a bond or other security to ensure payment of the fine, or be 
restrained from transferring or dissipating assets. 

2) For offenses committed after November 1,1987,18 U.S.C. § 3572(g) 
modifies the court's use of Rule 38(a)(3) by providing that unless 
exceptional circumstances exist (as determined by the court), the court 
shall require the defendant to deposit in the registry of the court any 
amount of the fine that is due; or require the defendant to provide a 
bond or other security to ensure payment of the fine, or restrain the 
defendant from transferring or dissipating assets. 

3) The Sentencing Reform Act amended Rule 38 to add sUbsection (e) 
providing for stays of execution with regard to restitution and forfei­
ture. 

d. Unless the court orders a stay for the fine in the sentence, or 
provides for other than immediate payment of the fine, the Government 
should execute on the defendant's property as soon as possible after 
sentencing. If an appeal is taken, no execution shall issue nor proceed­
ings be taken for its enforcement until the expiration of 10 days after 
entry of judgment. Fed.R.Civ.P. 62(a). If the court has not deferred 
payment, the fine is payable immediately. 

MANUA

The United States Attorney 
should execute on the defendant's property. Cash collected while the case 
is on appeal is to be deposited 

EYS 

in the registry of the court pending outcome 
of the appeal. The defendant may request a stay of execution of the fine as 
provided by Rule 38(c). FLU personnel must understand that the court, 
having ordered immediate payment of the fine, expects the Government to 
enforce that order. Any motion to have the defendant post security for 
payment of the fine should come only after the defendant has requested a 
stay. If the defendant requests a stay, the court may then order the 
defendant to give security to ensure payment of the fine. See United States 
v. Graziano, 682 F.2d 1384 (11th Cir.), cert. denied, 466 U.S. 937 (1982). 

e. If the court orders a stay, or the defendant requests a stay, the 
Government should file motions requesting the deposit of the whole fine, or 
in the alternative, a bond to guarantee payment of the fine, or an order 
restraining the defendant from transferring or dissipating assets, or an 
examination of the defendant's assets. A financial examination of the 
defendant, or of third parties having a financial relationship with the 
defendant, and conducted under the Federal Rules of Civil Procedure, may, 
of itself, cause the defendant to post the fine. 

f. Care should be taken that no confusion exists about the bond guaran­
teeing the defendant's appearance during the appeal and a bond to guarantee 
the payment of the fine. The appearance bond will be exonerated when the 
conditions to appear have been met, and may have been posted by third 
parties who have no obligation to pay the fine. Fed.R.Crim.P. 46(f). A 
bond to guarantee payment of the fine will normally be co-signed by a 
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professional surety company which guarantees to pay the fine if the defen­
dant defaults. United States v. Phillips, 42 F.R.D. 581 (W.O.Pa.1967), 
vaca ted on other grounds sub nom., Uni ted Sta tes v. Sams, 406 F. 2d 404 (3d 
Cir.1969). 

3-12.800 ENFORCEMENT OF FINES DURING INCARCERATION 

a. United States Attorneys should make every effort to enforce a fine 
judgment during the period of the defendant's incarceration; cases should 
be placed in suspense status only after all enforcement attempts have been 
exhausted. 

b. Every incarcerated fine debtor should receive a demand letter re­
minding the inmate of his or her outstanding imposition. The letter should 
include a Financial Statement of Debtor (Form OBO-500 or OBO-500B) and 
direct that the form be completed and returned to the United States Attor­
ney. Many incarcerated debtors will, of course, refuse to cooperate in 
this manner. Others, however, will provide a brief summary of their finan­
cial situation. If real property is listed in the completed OBO-500, 
OBO-500A, OBO-500B, or discovered in independent searches conducted by the 
United States Attorney or other governmental agencies, a judgment lien 
should be perfected. If non-exempt, easily liquidated personalty is 
found, execution should immediately issue. In other words, no enforcement 
opportunity should be postponed to satisfy the fine simply because the 
debtor is incarcerated. 

c. The Bureau of Prisons strongly encourages each sentenced inmate to 
satisfy his legitimate financial obligations, which include child sup­
port, restitution to victims, and fines and special assessments through 
the Inmate Financial Responsibility Program. The prison staff meets with 
each inmate to develop a plan for meeting these obligations by using the 
inmate's outside resources or institution earnings for payment. The in­
mate is responsible for making all payments required by the financial 
responsibility plan. Payments may be made from earnings of the inmate 
within the institution or from outside resources. Funds are electronical­
ly transferred from the prisons to the lock box. Twice monthly a printed 
record of payments made by inmates is sent to the Financial Litigation 
Units. 

Where an incarcerated debtor fails to cooperate in meeting his financial 
obligations, consideration should be given to bringing the debtor before 
the court for a deposition. 18 U.S.C. § 3621(d) provides that the United 
States Marshal shall, without charge, bring a prisoner into court or return 
him to a prison facility on order of a court of the United States or on 
written request of an attorney for the Government. Fed.R.Civ.P. 30(a) 
provides that the deposition of a person confined to prison may be taken 
only by leave of court on such terms as the court prescribes. 
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d. Garnishment of prisoners' trust funds (wages earned for prison work) 
is proscribed as a result of the interpretation of legislation establish­
ing prison industries and as a matter of policy settled between the Crimi­
nal Division and the Bureau of Prisons. With the exception of the Internal 
Revenue Service tax liens (for past-due income taxes) and repayment for 
willful destruction of government property, the terms of the trust con­
tract require the permission of the inmate before funds can be disbursed. 
The rationale supporting exemption of prisoners' trust fund from garnish­
ment reflects concern for rehabilitation of inmates. Since prisoners are 
not compelled to work, but are paid when they do, garnishment of the wages 
of working inmates would discourage employment in prison industries and 
preclude any rehabilitative benefits derived from such work. 

3-12.900 INTERNAL REVENUE SERVICE REPORTING REQUIREMENTS 

Section 3-12.900 of the USAM dated October 1, 1988, is rescinded effec­
tive October 1, 1988. 

July 1, 1992 
31 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



CODE OF FEDERAL REGULATION REFERENCES 
Title & Section USAM Section 

4 C.F.R., Parts 101-105 ........... 3-11.110 
4 C.F.R. § 102.1 ..................... 3-11.932 
4 C.F.R. § 102.13 .................... 3-11.611 
4 C.F.R. § 105.1 et seq ........... 3-11.110 
4 C.F.R. § 105.1 ..................... 3-11.121 

4 C.F.R. § 105.1 ..................... 3-10.150 

4 C.F.R. § 105.2 ..................... 3-11.110 

4 C.F.R. § 105.2 ..................... 3-11.121 

4 C.F.R. § 105.2 ..................... 3-11.932 

4 C.F.R. § 105.4 ..................... 3-11.121 

5 C.F.R., Part 210 ................... 3-2.210 

5 C.F.R., Part 211.101 ............. 3-2.211 

5 C.F.R., Part 212 ................... 3-2.212 

5 C.F.R., Part 213 ................... 3-2.213 
5 C.F.R., Part 230 ................... 3-2.230 
5 C.F.R., Part 250 ................... 3-2.250 
5 C.F.R., Part 293 ................... 3-2.293 
5 C.F.R., Part 294 ................... 3-2.294 
5 C.F.R., Part 297 ................... 3-2.297 
5 C.F.R., Part 300 ................... 3-2.300 
5 C.F.R., Part 301 ................... 3-2.301 
5 C.F.R., Part 302 ................... 3-2.302 
5 C.F.R., Part 305 ................... 3-2.305 
5 C.F.R., Part 307 ................... 3-2.307 

5 C.F.R., Part 308 ................... 3-2.308 

5 C.F.R., Part 310 ................... 3-2.310 

5 C.F.R., Part 315 ................... 3-2.315 

5 C.F.R., Part 315.901 ............. 3-2.335 

5 C.F.R. §§ 315.901-315.909 ....... 3-2.335 

5 C.F.R., Part 316 ................... 3-2.316 

5 C.F.R., Part 330 ................... 3-2.330 

5 C.F.R., Part 332 ................... 3-2.332 

5 C.F.R., Part 333 ................... 3-2.333 

5 C.F.R., Part 334 ................... 3-2.334 

5 C.F.R. § 334 ......................... 3-2.334 
5 C.F.R., Part 335 ................... 3-2.335 
5 C.F.R., Part 337 ................... 3-2.337 
5 C.F.R., Part 338 ................... 3-2.213 
5 C.F.R., Part 338 ................... 3-2.338 
5 C.F.R., Part 339 ................... 3-2.339 
5 C.F.R., Part 340 ................... 3-2.340 
5 C.F.R., Part 350.501 ............. 3-2.531 
5 C.F.R., Part 351 ................... 3-3.313 
5 C.F.R., Part 351 ................... 3-2.351 
5 C.F.R., Chapter 351. .............. 3-3.313 
5 C.F.R., Part 353 ................... 3-2.353 

5 C.F.R., Part 359 ................... 3-2.353 

5 C.F.R., Part 410 ................... 3-2.410 

5 C.F.R., Part 412 ................... 3-2.412 

5 C.F.R., Part 430 ................... 3-2.430 

5 C.F.R., Part 451 ................... 3-2.451 

5 C.F.R., Part 511 ................... 3-2.511 

5 C.F.R., Part 530 ................... 3-2.530 

5 C.F.R., Part 530 ................... 3-2.531 

5 C.F.R., Part 531 ................... 3-2.531 

5 C.F.R., Part 532 ................... 3-2.532 

5 C.F.R., Part 534 and Sec­

tion 531.409 ......................... 3-2.534 
5 C.F.R., Part 536 ................... 3-2.536 
5 C.F.R., Part 540 ................... 3-2.430 
5 C.F.R., Part 540 ................... 3-2.540 

Title & Section USAM Section 

5 C.F.R., Part 550 ................... 3-2.550 

5 C.F.R., Part 610 ................... 3-2.610 

5 C.F.R., Part 610 ................... 3-2.620 

5 C.F.R., Part 630 ................... 3-2.630 

5 C.F.R., Part 711 ................... 3-2.711

5 C.F.R., Part 715 ................... 3-2.715

5 C.F.R., Part 720 ................... 3-2.720

5 C.F.R., Part 731 ................... 3-2.731

5 C.F.R., Part 732 ................... 3-2.732

5 C.F.R., Part 733 ................... 3-2.733

5 C.F.R., Part. 734 ................... 3-2.734

5 C.F.R., Part 735 ................... 3-2.735

5 C.F.R., Part 736 ................... 3-2.736

5 C.F.R., Part 737 ................... 3-2.737 

5 C.F.R. § 737 ......................... 3-2.735 

5 C.F.R., Part 738 ................... 3-2.738 

5 C.F.R. § 738 ......................... 3-2.735 

5 C.F.R., Part 751 ................... 3-2.751 

5 C.F.R., Part 752 ................... 3-2.752 

5 C.F.R. § 752.404 .................... 3-2.752 

5 C.F.R. § 752.405 .................... 3-2.752 

5 C.F.R., Part 754 ................... 3-2.754 

5 C.F.R., Part 771 ................... 3-2.430 

5 C.F.R., Part 771 ................... 3-2.771 

5 C.F.R., Part 792 ................... 3-2.792

5 C.F.R., Part 831 ................... 3-2.831

5 C.F.R., Part 870 ................... 3-2.870

5 C.F.R., Part 890 ................... 3-2.890

5 C.F.R., Part 930 ................... 3-2.930

28 C.F.R., Subpart X ................ 3-2.308

28 C.F.R., Part 0.15 ................ 3-2.752

28 C.F.R. § 0.15 ...................... 3-2.752

28 C. F • R., Part O. 19 .. . . . . . . . . . . . . .. 3 - 2 .751
28 C.F.R., Part 0.19 ................ 3-2.752

28 C.F.R. § 0.19 ...................... 3-2.250 

28 C.F.R. § 0.19 ...................... 3-2.302 

28 C.F.R. § 0.19 ...................... 3-2.751 

28 C.F.R. § 0.22 ...................... 3-1.110 

28 C.F.R. § 0.39 ...................... 3-2.735 

28 C.F.R., Part 0.131 ............... 3-2.511 

28 C.F.R. § 0.131 ..................... 3-2.630 

28 C.F.R. § 0.131 ..................... 3-3.710 

28 C.F.R. § 0.131 ..................... 3-8.332 

28 C.F.R. § 0.138 ..................... 3-2.100 

28 C.F.R. § 0.140 ..................... 3-4.120 

28 C.F.R. § 0.171 .................... 3-10.110 

28 C.F.R. § 0.171 .................... 3-12.000 

28 C.F.R., Part 16.8 ................ 3-2.294 

28 C.F.R. § 16.21 et seq ........... 3-3.262

28 C.F.R., Part 17 ................... 3-6.120

28 C. F. R. §§ 17.74 -17 .77 ........... 3 -4 .431

28 C.F.R., Part 45 ................... 3-2.735

28 C.F.R. § 45.735-6 ................. 3-2.735

28 C.F.R. § 45.735-9 ................. 3-2.735

28 C.F.R. § 45.735-27 ............... 3-2.734

28 C.F.R. § 50.15 ..................... 3-4.418

28 C.F.R. § 170 ........................ 3-9.400 

28 C.F.R., Part 547 ................. 3-2.511 

29 C. F.R. § 1613 ...................... 3-9.270 

29 C.F.R. §§ 1613.211-1613.238 ... 3-9.270 
29 C.F.R. § 1613.215 ................. 3-9.211 

29 C.F.R. § 1613.301 ................. 3-9.130 

29 C.F.R. § 1613.601 ................. 3-9.300 

29 C.F.R. § 1613.602 ................. 9-9.300 
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CODE OF FEDERAL REGULATION REFERENCES 

Title & Section USAM Section 

31 C.F.R. § 224 ....................... 3-12.154 
41 C.F.R. § 101..................... 3-4.232 
41 C. F . R. § 101-11. 4 . . . . . . . . . . . . . . . .. 3 -4 .431 

Title & Section USAM Section 

41 C.F.R. § 101-25.301. ............. 3-4.232 

41 C.F.R. § 101-25.403 .............. 3-4.232 

41 C.F.R. § 101-26.8 ................. 3-4.332 
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UNITED STATES CODE REFERENCES 

Title & Section USAM Section

5 U.S.C. § 302 ......................... 3-4.120 
5 U.S.C. § 2l08 ........................ 3-2.752 
5 U.S.C. § 2903 ........................ 3-2.311 
5 U.S.C. § 3110 ........................ 3-2.310 
5 U.S.C. § 333l. ....................... 3-2.311 
5 U.S.C. §§ 3371-3376 ................ 3-2.334 
5 U.S.C. § 3372 ........................ 3-2.334 
5 U.S.C. § 5105 ........................ 3-2.311 
5 U.S.C. § 530l. ....................... 3-2.308 
5 U.S.C. § 530l. ....................... 3-2.332 
5 U.S.C. § 5303 ........................ 3-2.308 
5 U.S.C. § 5514 ....................... 3-11.244 
5 U.S.C. § 5533 ........................ 3-3.210 
5 U.S.C. § 5533 ........................ 3-3.450 
5 U.S.C. § 594l. ....................... 3-2.308 
5 U.S.C. § 594l. ....................... 3-2.332 
5 U.S.C. § 7103 ........................ 3-2.534 
5 U.S.C. § 7513 ........................ 3-2.752 
5 U.S.C. §§ 8501-8508 ................ 3-2.850 
15 U.S.C. § 1012 ..................... 3-12.154 
15 U.S.C. § 1692 ..................... 3-10.120 
18 U.S.C. § 205 ........................ 3-2.735 
18 U.S.C. § 207 ........................ 3-2.735 
18 U.S.C. § 1001 ..................... 3-'_:<:.152 
18 U.S.C. § 1825 ...................... 3-3.210 
18 U.S.C. § 1905 ..................... 3-6.3.10 
18 U.S.C. §§ 2510-2520 .............. 3-3.250 
18 U.S.C. § 3142 ..................... 3-12.100 
18 U. S . C. § 3142 ..................... 3-12. 13 0 
18 U.S.C. § 3146 ..................... 3-12.110 
18 U.S.C. § 3146 ..................... 3-12.152 
18 U.S.C. § 3503 ...................... 3-3.240 
18 U.S.C. §§ 3561-3566 

TTORNE

............. 3-12.200 
18 U.S.C. § 3563 ..................... 3-12.210 
18 U.S.C. § 3565 ..................... 3-12.310 
18 U.S.C. § 3565 ..................... 3-12.320 
18 U.S.C. § 3565 ..................... 3-12.600 
18 U.S.C. § 3569 ..................... 3-12.600 
18 U.S.C. §§ 3571-3574 ............. 3-12.200 
18 U.S.C. § 3572 ..................... 3-12.700 
18 U.S.C. § 3573 ..................... 3-12.200 
18 U.S.C. §§ 3579-3580 ............. 3-12.400 
18 U.S.C. § 3605 ..................... 3-12.200 
18 U.S.C. §§ 3611-3615 ............. 3-12.200 

TItle & Section USAM Section 

18 U.S.C. § 3613 ..................... 3-12.320 

18 U.S.C. § 3624 ..................... 3-12.700 

18 U.S.C. § 3651 ..................... 3-12.200 

18 U.S .C. § 3651 ..................... 3-12.210 

18 U.S.C. § 3651 ..................... 3-12.310 

18 U.S.C. § 3651 ..................... 3-12.400 

18 U.S.C. § 3653 ..................... 3-12.210 

18 U.S.C. §§ 3663-3664 ............. 3-12.400 
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U.S.C. § 4244 ...................... 3-3.520 

18 U.S.C. § 4244-8 .................... 3-3.622 

26 U.S.C. § 6103 ...................... 3-7.510 

26 U.S.C. § 7213 ..................... 

1988

3-6.3.10 

28 U.S.C. § 524 ........................ 3-3.270 

28 U.S.C. § 541 ........................ 3-2.311 

28 U.S.C. § 541 ........................ 3-2.534 

28 U. S . C. § 542........................ 3 - 2 . 752 

28 U.S.C. § 546 ........................ 3-2.534 

28 U.S.C. § 548 ........................ 3-2.213 

28 U.S.C. § 548 ........................ 3-2.534 

28 U.S.C. §§ 631-639 ................ 3-12.500 

28 U.S.C. § 753 ........................ 3-3.210 


 

28 U.S.C. § 753 ........................ 3-3.420 

28 U.S.C. § 881 ........................ 3-4.352 

28 U.S.C. § 915 ........................ 3-4.223 

28 U.S.C. § 1783 ...................... 3-3.232 

28 U.S.C. § 1821 ...................... 3-3.232 

28 U.S.C. § 1821 ...................... 3-3.262 

28 U.S.C. § 1821 ...................... 3-3.520 

28 U.S.C. § 1961 ..................... 3-11.612 

28 U.S.C. § 1961 ..................... 3-11.620 

28 U.S.C. § 2414 ...................... 3-3.530 

28 U.S.C. § 2718 ..................... 3-11.611 

31 U.S.C. § 82b ........................ 3-3.630 

31 U.S.C. § 82c ........................ 3-3.630 

31 U.S.C. § 665 ........................ 3-3.300 

31 U.S.C. § 665 ........................ 3-3.315 

31 U.S.C. § 665 ........................ 3-3.321 

31 U.S.C. § 3324 ...................... 3-3.610 

31 U.S.C. § 3717 ..................... 3-11.611 

31 U.S.C. § 9305 ..................... 3-12.154 

31 U.S.C. § 9306 ..................... 3-12.154 

39 U.S.C. § 2605 ..................... 3-11.611 

44 U.S.C. § 3702 ...................... 3-4.120 

44 U.S.C. § 3703 ...................... 3-4.120 
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1994 CUMULATIVE SUPPLEMENT TO 
GENERAL INDEX 

"." indicates 1994 changes. 

ACCOUNTS AND ACCOUNTING 

Executive Office for United States Attorneys, this 


index . 


ACTIONS AND PROCEEDINGS 

Attorney fees, 


Criminally derived property, actual knowledge, 

9-111.511 


Forfeitures, 9-111.420 

Forfeitures, 


Criminally derived property, 9-105.800 

Money laundering, 9-105.540 et seq. 


Principles of federal prosecution, attempts to liti­

gate, ·9~27.150 


Tax fraud, civil cases, shelters, 6-4.211 


ADMISSION TO BAR 

Executive Office for United States Attorneys, this 


index 


ADVICE OF RIGHTS 
Juvenile offenders, arrest, 9-8.111 

ADVISORY COMMITTEE OF UNITED STATES 
ATTORNEYS 

• Subcommittees, 1-3.540, 1-3.541 
• Working groups, 1-3.540,1-3.541 

AGE 
Principles of federal prosecution, declined prosecu­

tions, 9-27.230 

AIRCRAFT 
Criminal 

S. 

division, 

ATTORN

terrorism and violent crime sec­
tion, piracy, responsibilities, 9-3.400 

Destruction, 

. 

Supervising section, 9-63.203 

Money laundering, amendments, 9-105.512 

Piracy, 


Nonprosecution agreements, approval, principles 
of federal prosecution, 9-27.640 

Supervising section, 9-63.103 
Terrorism and violent crime section, responsibili­

ties, 9-3.400 

ALCOHOLICS AND INTOXICATED PERSONS 
Employee assistance program, executive office for 

United States attorneys, 3-2.792 

ALIENS 
Fines and penalties, deportation, remission, 

3-12.321 et seq. 

AMENDMENTS 

Criminally derived property, 9-105.110 

Financial Privacy Act, 9-105.560 et seq. 

Money laundering, criminally derived property, 


9-105.110 

ANTI-DRUG 

MANUAL 

ABUSE ACT 
Money laundering, 


Additional offenses, 9-105.520 


19

Amendments, 9-105.510 


ANTITRUST CASES 
Alternative noncriminal dispositions, principles of 

federal prosecution, 9-27.250 

APPEAL AND REVIEW 

 

Narcotics, destruction of evidence, exception re­
quests, 9-101.300 

Racketeering, authorization of prosecutions, 
9-110.811 

APPEALS IN CRIMINAL PROSECUTIONS 
Principles of federal prosecution, declined prosecu­

tions,9-27.230 

ARREST 
Juvenile Offenders, this index 

• Media Relations, this index 
Probable cause, principles of federal prosecution, 

9-27.210 
Warrants, 


Execution, 

• Presence of news media, 1-7.600 

Juvenile offenders, 9-8.111 


• Media relations, execution, presence of news me­
dia, 1-7.600 

Principles of federal prosecution, probable cause, 
9-27.210 

ASSASSINATION 
Supervising section, protection of government offi­

cials, 9-65.120 

ASSAULT 
Criminal division. terrorism and violent crime sec­

tion, responsibilities, 9-3.400 

ASSETS 
Money laundering. substitute assets, amendments, 

9-105.543 

ASSETS FORFEITURE FUND 
Financial litigation, deposits, 3-11.522 
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ASSISTANT 


AssisTANT ATTORNEYS GENERAL 
Convicted individuals, disqualification from hold­

ing office, conflicting strategies in relief pro­
ceedings, 9-138.180, . 

Court reporters, employment, exceptions. 3-4.451 
Forfeitures. attorney fees. exemption agreements. 

9-111.700 
Internal procedures. principles of federal prosecu­

tion. 9-27.130 
Office p,rocedures, principles of federal prosecu­

tion. establishment. 9-27.130 
Principles of federal prosecution. modification. ap­

proval, 9-27.140 
• Recusal. United States attorneys. consultation. 

1-3.171 

Reports • 

• Acting United States attorneys, recusal. 1-3.171 

• United States attorneys. recusal, consultation, 

1-3.171 


 ATTORNEY-CLIENT PRIVILEGE 
Attorney fees. transfer of assets, forfeitures. 

9-111.610 

ATTORNEY FEES 

Bona fide fees. criminally derived property, 


9-105.600 et seq. 

Criminally deri ved property. 


Bona fide fees. 9-105.600 et seq. 

Depositions. 

ATTORN

forfeitures of criminally derived prop­
erty, post judgment discovery, 9-111.630 

Disclosure, criminally derived property. forfeitures, 
9-111.512 

Evidence. forfeitures, criminaJly derived property, 
9-111.210 

Sham transactions, 9-111.410 
Forfeitures. 9-105.600 et seq., 9-111.000 et seq. 

Knowledge, criminally derived property, 
9-111.430 et seq. 

Narcotics, post judgment discovery proceedings. 
9-111.630 

Orders, 

S. 

post judgment discovery. 9-111.630 
Probable cause, criminally derived property. 

. 

9-111.530 
Records and recordation. criminally derived prop­

erty, transfer of assets. 9-111.630 
RICO violations, post judgment discovery p10ceed­

ings.9-111.630 

Subpoenas, discovery. assets, 9-111.610 

Transfer to assets, 9-111.700 


Indictments. actual knowledge, criminally derived 
property, 9-111.511 

Injunctions, restraining orders, forfeitures of crimi­
nally derived property, 9-111.530 

Knowledge, criminally derived property, forfei­
tures, 9-111.430 et seq. 

Money laundering, exemptions, 9-105.521 
Narcotics, criminally derived property, forfeitures, 

9-111.100 
Policy limitations, forfeitures. criminally derived 

property, 9-111.230 

ATTORNEY FEES-Cont'd 
Probable cause. criminally derived property, forfei­

tures, 9-111.530 
Records and recordation, 

Forfeitures. criminally deri ved property, 
9-111.630 

RICO violations, forfeitures, 9-111.100 
Sixth amendment, forfeiture of transfer to assets, 

9-111.210 
Subpoenas. forfeitures of criminally derived prop­

Temporary 

Third 

Policy 

ATTORNEY 
Financial 
Guidelines 
• Victim 
Housing 

• 

 

Reporting 

Victim 

MANUAL 

erty, discovery of assets, 9-111.610 
restraining orders, forfeitures, 

19

crimi­
nally derived property. 9-111.530 

parties, forfeitures, criminally derived prop­
erty, 9-111.210 et seq. 

limitations, 9-111.230 

GENERAL 
privacy, amendments, 9-105.563 
• 

and witness assistance, 1-11.310 et seq. 
discrimination. actions, initiation, 8-2.231 

system for United States attorneys, 
1-10.230 

and witness assistance, guidelines. 
1-11.310 et seq. 

ATTORNEYS 
Juvenile offenders, delinquency proceedings, 

9-8.112,9-8.160 
Labor department. proceedings for relief. individu­

als disqualified from holding certain offices. 
9-138.160 

Reasonable cause, forfeitures. knowledge of crimi­
nally derived property, 9-111.520 

Records and recordation, 
Forfeiture, attorney fees, criminally derived prop­

erty.9-111.630 
Witnesses, identity, pretrial disclosure, 9-6.200 

AUDIO RECORDINGS 
• Media relations, assisting news media, 1-7.600 
• Sealed crime scenes, media relations, 1-7.600 

BACKGROUND INVESTIGATIONS 
Executive Office for United States Attorneys, this 

index 

BAIL 
Bankruptcy, forfeitures, enforcement of judgments, 

3-12.160 

Enforcement of judgments, forfeitures, 3-12.160 

Fines and penalties, 


Application of deposited cash or security in satis­
faction of fine, 3-12.160 

Forfeiture of bond, 
Collection, compromise and/or closing as uncol­

lectible, 3-12.100 
Enforcement of judgments. 3-12.160 

Judgments and decrees. 
Forfeitures. enforcement, 3-12.160 

2 


U. S
. A

TTORNEYS M
ANUAL 1

98
8



CIVIL 

BAIL-Cont'd 
Parole commission, recommendations,. responsibili­

ties of prosecuting attorneys, 9-27.760 
Probate proceedings, forfeitures, enforcement of 

judgments, 3-:12.160 
Receivers and receivership, forfeitures, enforce­

ment of judgments. 3-12.160 
Unsecured'appearance bonds, 3-12.120 

BANK ROBBERY 
Supervisory jurisdiction, 9-61.630 

BANKRUPTCY 
Appearance bond forfeitures, enforcement of judg­

ments, 3-12.160 
Bail, forfeitures, enforcement of judgments, 

3-12.160 
Nonprosecution agreements, approval, principles of 

federal prosecution, 9-27.640 
United States attorneys, 
• Tax cases, direct referrals, 6-5.522 

BANKS AND BANKING 
Electronic transfers, 

Financial litigation, 
Deposit of payments, 3-11.521 
Payment processing, instructions, App. A, 

foIl. 3-11.550 . 
Financial Litigation, this index 
Money laundering, criminally derived property, 

9-105.000 et seq. 
Statements, 

Financial litigation, monthly deposits, reconcili­
ation, 3-11.542 

Wire transfers, financial litigation, deposit of pay­
ments, 3-11.521 

BAR ASSOCIATIONS 
Alternative noncriminal dispositions, principles of 

federal prosecution, 9-27.250 

BLOCKBUSTING 
Housing discrimination, 8-2.231 

BUDGETS 
• Media relations, 

ATTORN

comments, 1-7.335 

. 

BUREAU OF PRISONS 
• Coordination of news media efforts, 1-7.310 
• Media Relations, generally, this index . 
• Public 

S. 

affairs officers. coordination of news media 
efforts, 1-7.310 

BUSINESS AND COMMERCE 
Supervisory jurisdiction, Hobbs Act prosecutions, 

9-131.020 

CASE FILES 
• Recusal, United States attorneys, marking files, 

1-3.171 

CASE TRACKING SYSTEMS 
Undocumented aliens, remission of exi~ting special 

penalty assessments, 3-12.321.2 

CENTRAL REGION, CIVIL TRIAL SECTION 
• Tax Division, this index 

CERTIFICATES AND CERTIFICATION 
Juvenile offenders, federal court jurisdiction, 

9-8.130 et seq. 

CHILDREN AND MINORS 
Confidential or privileged information, witnesses 

and victims, protection of identity, 9-8.114 

MANUAL 

Contempt, child witnesses and victims, violation of 
privacy protection, 9-8.114 

Defined, protection of identity of witnesses and vic­
tims, 9-8.114 


198

Victims of crime, protection of identity, 9-8.114 

Witnesses, 


Protection of identity, 9-8.114 

CIVIL CASE PROCEEDINGS 
Alternative noncriminal dispositions, principles of 

federal prosecution, 9-27.250 
• Background information, release, 1-7.520 

 

Forfeitures, 

Criminally derived property, 9-105.800 

Money laundering, amendments, 9-105.540, 


9-105.541,9-105.1000 
• Identification materials, release of information, 

1-7.520 
• Media relations, 1-7.000 et seq. 

CIVIL DIVISION 
Employment, prohibition against certain persons 

holding office, civil actions, 9-138.200 

CIVIL LIBERTIES ACT OF 1988 
Japanese Americans, redress payments, office of re­

dress administration, 8-2.300 

CIVIL RIGHTS DIVISION 
Criminal section, 

Notice, criminal civil rights violations, prelimi­
nary investigations, 8-3.110 

CIVIL RIGHTS-CIVIL CASES 
Community development block grants, discrimina­

tion, 8-2.230 

Damages, housing discrimination, 8-2.231 

Handicapped persons, 


Housing, 8-2.230, 8-2.231 

Japanese persons, redress payments, office of re­


dress administration, 8-2.300 
Municipal services, discrimination, 8-2.230 
Payments, Japanese Americans, office of redress ad­

ministration, 8-2.300 
Punitive damages, housing discrimination, 8-2.231 
Redress administration, office of, payments to Japa­

nese Americans, 8-2.300 
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CIVIL 


CIVIL RIGHTS-CIVIL CASES-Cont'd 

Rehabilitation Act of 1973, 


Hous'ipg, 8-2.230 


,CIVIL RIGHTS-CRIMINAL CASES 
Bodily injury, wilful deprivation of federal rights, 

enhanced penalty, 8-3.210 
Elements of offense, 8-3.210 Enhanced penalties, 

Wilful deprivation of federal rights, death or bod­
iIy injury, 8-3.210 

Notice, ' 
Preliminary investigations, 8-3.110 

COLLATERAL ATTACK 
Principles of federal prosecution, declined prosecu­

tions, 9-27.230 

COLLECTIONS ATTORNEYS 
Executive Office for United States Attorneys, this 

index 

COMMITTEES 
Law Enforcement Coordinating Committee, gener­

ally, this index 

COMMUNITY INTEREST 

Economic harm, principles of federal prosecution, 


declined prosecutions, 9-27.230 


COMMUNITY RELATIONS SERVICE 
• Public affairs officers, coordination of news media 

efforts, 1-7.310 

COMPENSA TION AND SALARIES 
Court reporters, dual payments, 3-4.451 

COMPLAINT 
• Fugitive Felon Act, this index 

Juvenile offenders, arrest, 9-8.111 
• Media relations, release of information, 1-7.520 
• Unlawful flight complaint, state extradition pro­

ceedings, 9-69.410 

COMPROMISE AND SETTLEMENT 
Bail, 

S. 

forfeitures, 
Judgments, 3-12.160 

ATTOR

COMPUTERS 
Electronic Surveillance, this index 

CONFESSIONS 
Juvenile 

. 

offenders, 'voluntariness, 9-8.112 

CONFIDENTIAL OR PRIVILEGED 
INFORMATION 

Attorney fees, 
Criminally derived property, prosecutions, 

9-105.600 
Transfer of assets, forfeitures, 9-111.610 

Children and minors, witnesses and victims, protec­
tion of identity, 9-8.114 

Juvenile Offenders, this index 

CONFIDENTIAL OR PRIVILEGED INFORMA­

TION-Cont'd 


• Media relations, 1-7.111 
Presentence reports, review, principles of federal 

prosecution, 9-27.720 

CONFLICT OF INTEREST 

Court reporters, payments, 3-4.451 


CONSUMER PRODUCT TAMPERING 

Supervising section, 9-63.1130 


CONTEMPT 
Children and minors, witnesses and victims, viola­

tion of privacy protection, 9-8.114 

COOPERA TING DEFENDANTS 

19

Principles 

MANUAL 

of federal prosecution, declined prosecu­
tions, 9-27.230 

COPIES 
Land natural resources, environmental enforce­

ment, consent decrees, 5-12.620 

S 

COPYRIGHTS 
Money laundering, amendments, 9-105.512 

CORRECTIONAL INSTITUTIONS 
Reporting system for United States attorneys, 

1-10.230 

COURT REPORTERS 
Dual Compensation Act, attendance fees, payments, 

3-4.451 
Executive office for United States Attorneys, tran­

scription services, contracts, 3-4.450 et seq. 

COVERT OPERATIONS 
Money laundering, undercover sting operations, 

9-105.511 

CRIMINAL DIVISION 
Aircraft piracy, terrorism and violent crime section, 

responsibilities, 9-3.400 
Assault, terrorism and violent crime section, respon­

sibilities, 9-3.400 
Chronic offenders, terrorism and violent crime sec­

tion, responsibilities, 9-3.400 
Explosives, terrorism and violent crime section, re­

sponsibilities, 9-3.400 
Firearms, terrorism and violent crime section, re­

sponsibilities, 9-3.400 
Gangs, terrorism and violent crime section, respon­

sibilities, 9-3.400 
Homicide, terrorism and violent crime section, re­

sponsibilities, 9-3.400 
Juvenile offenders, 9-8.000 et seq. 
Kidnapping, terrorism and violent crime section, re­

sponsibilities, 9-3.400 
Money laundering section, responsibilities, 9-3.400 
Murder, terrorism and violent crime section, respon­

sibilities, 9-3.400 
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CRIMINAL 


CRIMINAL DIVISION-Cont'd 
Organized crime and racketeering section, 

Approval of prosecutions, review process, 
9-110.811 . 

Gambling ships, 9-110.900 
Repeat offenders, terrorism and violent crime sec­

tion, responsibilities, 9-3.400 
Robbery, terrorism and violent crime section, re­

sponsibilities, 9-3.400 
Solicitation of violent crime, terrorism and violent 

crime section, responsibilities, 9-3.400 
Terrorism and violent crime section, . 

Organization of units, addresses and telephone, 
9-3.300. 

Racketeering, authorization of prosecutions, re­
view process, 9-110.811 

Responsibilities, 9-3.400 
Threats, terrorism and violent crime section, respon­

sibilities, 9-3.400 
Violent crimes, terrorism arid violent crime section, 

responsibilities, 9-3.400 

CRIMINAL ENFORCEMENT SECTIONS 
• Tax division, 6-3.600 

CRIMINAL HISTORY RECORD 
INFORMATION 

Declined prosecutions, 9-27.270 
Nonprosecution agreements, principles of federal 

prosecution, considerations, 9-27.620 
Plea bargains, 

ATTORNE

principles of federal prosecution, 
9-27.420 

Principles of federal prosecution, declined prosecu­
tions,9-27.230 

CRIMINAL MONETARY IMPOSITIONS 
Domicile and residence, depriving debtors of resi­

dence, 3-12.020 
Prior approval, depriving debtors of residence, 

3-12.020 
Restitution, Victims and Witness Protection Act, 

3-12.410 et seq. 

CRIMINAL PROCEEDINGS 

S. 

See, also, Plea bargains, generally. Guilty Pleas, 
this index 

GUILTY PLEAS 
Additional charges, principles of prosecution, 

9-27.320 
• Admissions, media relations, release of informa­

tion, 1-7.550 
• Age of defendant, release of information, 1-7.520 
• Alibis, media relations, release of information, 

1-7.550 
Assistant attorneys general, 

Nonprosecution agreements, approval, 9-27.640, 
9-27.641 

Attorney fees, 

Criminally derived property, 9-105.500 et seq. 

Forfeitures, 9-111.430 


Case management. 	 Principles of federal prosecu­

tion, generally, post 


CRIMINAL PROCEEDINGS-Cont'd 
• Character of defendant, media relations, release of 

information, 1-7.550 
• Confessions, media relations, release of informa­

tion, 1-7.550 
Criminal History Record Information, generally, 

this index 
Criminally derived property, attorney fees, 

9-105.500 et seq. 
Declining to prosecute. Principles of federal prose­

cution, generally, post 

Drugs and Medicine, this index 


• Employment of defendant, release of information, 
1-7.520 

Financial 

Forfeitures, 

Criminally 

198

Money 

Grounds, 

Guidelines 
Identity 
• Release 
Included 

Initiating 

ANUAL 

litigation, internal financial controls, 
3-11.501 

derived property, 9-105.800 

laundering, amendments, 


9-105.540 et seq. 
commencing or declining prosecutions, 

9-27.220 

sentences, plea bargains, 9-27.451 


and identification, 

of information, 1-7.520, 1-7.540 
offenses, plea bargains, principles of fed­

eral prosecution, 9-27.410 
prosecutions. 	 Principles of federal prose­

cution, generally, post 
• Investigations, release of information, 1-7.530 

Jurisdiction, 
Initiating or declining prosecutions, other jurisdic­

tions, 9-27.240 
Labor organizations, convicted individuals, dis­


qualification from officeholding, 

9-138.100 et seq. 


• Marital status of defendant, release of information, 
1-7.520 

Mental incompetency of accused, 
Principles of federal prosecution, decision to 

prosecute, 9-27.230 
Money laundering, 


Additional offenses, 9-105.520 

• Name of defendant, release of information, 1-7.520 

Nolo contendere pleas, principles of federal prose­
cution, 9-27.500 et seq. 

Noncriminal alternatives to prosecution, 9-27.250 
Nonprosecution agreements. Principles of federal 

prosecution, post 

Notice, 

• United States attorneys, recusal, 1-3.171 

• Ongoing investigations, release of information, 
1-7.530 

Plea bargains. Principles of federal prosecution, 
post 

Pretrial release, alternatives to appearance bonds, 
3-12.100 

Principles of federal prosecution, 9-27.000 et seq. 
Administrative law and procedure, noncriminal al­

ternatives to prosecution, 9-27.250 
Age, declined prosecutions, 9-27.230 
Air piracy, nonprosecution agreements, 9-27.640 
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CRIMINAL 


CRIMINAL PROCEEDINGS-Cont'd 
Principles of federal prosecution-Cont'd 

Antitrust cases, noncriminal alternatives to prose­
cution, 9-27.250 

Appeals in criminal prosecutions, declined prose- .
cutions, 9-27.230 

Application, 9-27.120 
Argumen,ts, nolo contendere pleas, opposition, 

9-27.530 
Assistant attorneys general, 


Nonprosecution agreements, approval,_ 

-Cooperative witnesses, approval, 9-27.640 

Multidistrict requests, 9-27.641 

Bail, declined prosecutions, 9-27.230 
Bankruptcy, nonprosecution agreements, 9-27.640
Bar associations, noncriminal alternatives to 

prosecution, 9-27.250 
Charging an offense, 9-27.300 et seq. 


Additional charges, 9-27.320 

Plea agreements, 9-27.330 

Precharge plea agreements, 9-27.330 

Seriousness of offenses, 9-27.310 


Civil case proceedings, noncriminal alternatives 
to prosecution, 9-27.250 

Civil rights, decision to prosecute, impermissible 
considerations, 9-27.260 

Collateral attack, declined prosecutions, 9-27.230 
Community interest, economic harm, declining to 

prosecute, 9-27.230 
Cooperation, declining to prosecute, 9-27.230 
Criminal history record information, declining to 

prosecute, 9-27.230 
Customs, noncriminal alternatives to prosecution, 

9-27.250 
Declining prosecutions, 9-27.200 et seq. 

Purpose, 9-27.110 

Departures, 9-27.140 

Deterrence, declining to prosecute, federal inter­


est, 9-27.230 
Dual prosecutions, declining to prosecute, 

9-27.230 
Enhancement of sentence, drug penalties, prior 

convictions, 9-27.451 
Fifth amendment privilege, nonprosecution agree­

ments, 

S. 

witnesses, 9-27.610 
Firearms, plea bargains, 9-27.451 
Fraud, nonprosecution 

ATTOR

agreements, 9-27.640 
Gender, decision to prosecute, impermissible con­

siderations, 9-27.260 

Grand jury, non prosecution agreements, coopera­

tive witnesses, 9-27.610 

Grounds, decision to prosecute, 9-27.220 

Guidelines 

. 

sentences, plea bargains, 9-27.451 

Handicapped persons, declining to prosecute, 


9-27.230 

Impermissible considerations, initiating or declin­


ing prosecutions, 9-27.260 

Implementation, 9-27.130 

Initiating prosecutions, 


Purpose, principles of federal prosecution, 
9-27.110 

CRIMINAL PROCEEDINGS-Cont'd 
Principles of federal prosecution-Cont'd 

Internal security offenses, nonprosecution agree­
ments, 9-27.640 

Licenses and permits, noncriminal alternatives to 
prosecution, 9-27.250 

Limitation of prosecutions, declining to prose­
cute, 9-27.230 

Mentally ill persons, declining to prosecute, 
9-27.230 

Modifications, 9-27.140 
National origin, decision to prosecute, impermissi­

ble considerations, 9-27.260 
Nolo 

MANUAL 

contendere pleas, offers, 9-27.500 et seq. 
Noncriminal alternatives to prosecution, initiating 

or declining prosecutions, 9-27.250 

Nonlitigability, initiating prosecutions, 


9-27.200 et seq. 


19

Nonprosecution agreements, 9-27.600 et seq. 
Air piracy, approval, 9-27.640 
Bankruptcy, approval, 9-27.640 
Federal officers and employees, approval, 

9-27.640 
Fraud, approval, 9-27.640 
Officers and employees, approval, 9-27.640 

 

Other prosecuting attorneys, biding effect, 
9-27.630 

Public officials, approval, 9-27.640 
State officers and employees, approval, 9-27.640 
Tax cases, approval, 9-27.640 
Witness security program, 9-27.630 

Offers of proof, nolo contendere pleas, 9-27.520 
Other jurisdictions, declining prosecution, 

9-27.240 
Other prosecuting attorneys, non prosecution 

agreements, binding effect, 9-27.630 
Parole violations, declining to prosecute, 9-27.230 
Personal circumstances, declining to prosecute, 

9-27.230 

Personal culpability, declining to prosecute, 


9-27.230 

Plea bargains, 9-27.400 et seq. 

Approval, 9-27.451 
Charges, selection, 9-27.430 
Considerations, 9-27.240 
Defendants denying guilt, 9-27.440 
Federal Rules of Criminal Procedure, this index 
FEDERAL RULES OF CRIMINAL PROCE­

DURE 
Records, 9-27.450 

Political association, decision to prosecute, imper­
missible considerations, 9-27.260 


Preface, 9-27.001 

Pretrial diversion, noncriminal alternatives to 


prosecution, 9-27.250 
Prior offenses, declining to prosecute, 9-27.230 
Priorities and preferences, 

Declining to prosecute, substantial federal inter­
est, 9-27.230 

Nonprosecution agreements, 9-27.610 
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DECLARATORY 


CRIMINAL PROCEEDINGS-Cont'd 
Principles of federal prosecution-Cont'd 

Pri vileges and immunities,. nonprosecution agree­
ments, self incrimination, 9-27.610 

Probable cause, decision to prosecute, 9-27.210 
Probation violations, declining to prosecute, 

9-27.230 
Professional organizations, noncriminal alterna­

tives to prosecution, 9-27.250 
Public. attitudes, declining to prosecute, 9-27.230 
Pl,lblic interest test, nonprosecution agreements, 

9-27.610 
Purpose, 9-27.110 
Race, decision to prosecute, impermissible consid­

erations, 9-27.260 
Records and recordation, 

Declining prosecution, 9-27.270 
Substantial assistance pleadings, guidelines, 

plea bargains, 9-27.451 
Religion, decision to prosecute, impermissible 

considerations, 9-27.260 
Second and subsequent offenses, declining to 

prosecute, 9-27.230 
Securities, noncriminal alternatives to prosecu­

tion, 9-27.250 
Self-incrimination privilege, nonprosecution 
. agreements, witnesses, 9-27.610 
Sentence and Punishment, generally, this index 
Sentencing guidelines, plea bargains, 9-27.451 
Signatures, 

Nonprosecution agreements, 9-27.650 
Records, 9-27.650 

Specific offenses, nonprosecution agreements, 
scope, 9-27.630 

Speedy trial, non prosecution agreements, 
9-27.610 

State bar associations, noncriminal alternatives to 
prosecution, 9-27.250 

States, prosecutions 

S. ATTORN

in other jurisdictions, federal 
declining to prosecute, 9-27.240 

Statute of limitations, declining to prosecute, 
9-27.230 

Substantial assistance, plea bargains, guidelines, 
9-27.451 

Substantial federal interest, initiating or declining 
prosecutions, 9-27.230 

Successive prosecutions, declining to prosecute, 

 

9-27.230 
Tax cases, 

Noncriminal alternatives to prosecution, 
9-27.250 

Offenses, nonprosecution agreements, 9-27.640 
United States Attorneys, this index 
Unusual circumstances, nolo contendere pleas, op­

position, 9-27.510 

Use immunity, nonprosecution agreements, 


9-27.610 

Weapons, plea bargains, 9-27.451 

Witnesses, 


Nonprosecution agreements, scope, 9-27.630 
Self incrimination, 9-27.610 

CRIMINAL PROCEEDINGS-Cont'd 
• Prior criminal records, media relations, release of 

information, 1-7.540 
Prior offenses, 

Drug penalties, sentence enhancement, 9-27.451 
Nonprosecution agreements, principles of federal 

prosecution, considerations, 9-27.620 
Probable cause, principles of federal prosecution, 

9-27.210 
Records and recordation, 

Criminal History Record Information, generally, 
this index 

• Media relations, release of information, 

1988

1-7.540 

MANUAL 

• Residence of defendant, release of information, 
1-7.520 


Restitution, generally, this index 

• Sealed crime scenes, media relations, photography, 

taping, recording or televising, 1-7.600 

Sentence and Punishment, generally, this index 

Statements, 

• Media relations, release of information, 1-7.550 
Subpoenas, 
• Media relations, release of information, 1-7.530 
United States attorneys, 
• Recusal, notice, 1-3.171 

Unsecured appearance bonds, 3-12.120 

Victim and Witness Protection Act of 1982, 


. 1-11.300 et seq. 
Violent crimes, 

Criminal division, terrorism and violent crime sec­
tion, responsibilities, 9-3.400 

CRIMINALLY DERIVED PROPERTY 
Amendments, 9-105.110 

CUSTODIANS 
Juvenile offenders, arrest, notice, 9-8.111 

CUSTOMS 
Alternative noncriminal dispositions, principles of 

federal prosecution, 9-27.250 
Money laundering, amendments, 9-105.512 

CUSTOMS FORFEITURE FUND 
Financial litigation, deposits, 3-11.522 

DAMAGES 
Housing discrimination, 8-2.231 
Punitive damages, 

Housing discrimination, 8-2.231 

DEBT TRACKING UNIT 
Environmental enforcement section, 5-12.620 

DECLARATORY JUDGMENTS 
Labor organizations, prohibition against certain per­

sons holding office, 9-138.200 
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DEPARTMENT 


DEPARTMENT OF JUSTICE 
• Community Relations Service, generally, this index 

Debt tracking unit, environmental enforcement sec­
tion, 5-12.620 

• Field offices, media relations, points of contact, 
·1-7.220 

Investigations, financial privacy amendments, re­
cords from other agencies, 9-105.563 

• Office of justice Programs, generally, this index 
• Office of PqIicy and Communications, generally, 


this index 

Records and recordation, 


Financial privacy, amendments, 9-105.563 


DEPORTATION 

Special penalty assessments, remission, 


3-12.321 et seq. 


DEPOSITED FUNDS 

Money laundering, amendments, 9-105.520 


DEPOSITIONS 

Court reporters, transcription, contracts, 


3-4.450 et seq. 


DEPUTY ATTORNEY GENERAL 
• Acting United States attorneys, recusal, 1-3.171 
• United States attorneys, recusal, 1-3.171 

DETERRENCE 
Principles of federal prosecution, declining to prose­

cute, 9-27.230 

DIGITAL DISPLAY PAGING DEVICES 

Electronic surveillance, interception, authorization, 


9-7.114 


DIRECT DEPOSITS 
Financial Litigation, this index 

DISCLOSURE 
Attorney fees, 

Criminally derived property, forfeitures, 
9-111.512 

Transfer of assets, forfeitures, 9-111.610 
Money laundering amendments, tax information, 

9-105.552 
Presentence 

ATTOR. 

reports, protection of sources, princi­
ples 

S. 

of federal prosecution, 9-27.720 
Sentence and punishment, principles of federal 

prosecution, 9-27.750 
• Tax Cases, this index 

DISCOVERY 
Attorney fees, transfer of assets, forfeitures, 

9-111.600 et seq. 
Post judgment discovery proceedings, attorneys, 

criminally derived property, 9-111.630 

DISTRICT COURTS 
Convicted individuals, disqualification from certain 

offices, relief, 9-138.120 

DOJ URGENT REPORTS 

Generally, 1-10.231 


DOMICILE AND RESIDENCE 
Civil rights, criminal cases, elements of offense, 

8-3.210 
Criminal monetary impositions, depriving debtors 

of residence, 3-12.020 

DRUG ADDICTS 
Employee assistance program, executive office for 

United States attorneys, 3-2.792 

DRUG ENFORCEMENT ADMINISTRATION 
• Coordination of news media efforts, 

19

1-7.310 
• Media Relations, generally, this index 
• Public affairs officers, coordination of news media 

efforts, 1-7.310 

DRUGS AND MEDICINE 

Criminal proceedings, 


Sentence enhancement, prior convictions, 

9-27.451 


Juvenile offenders, federal court jurisdiction, 

9-8.130 


DUAL COMPENSATION ACT 
Court reporters, attendance fees, payments, 3-4.451 

DUAL 

MANUAL 

PROSECUTION 
Principles 

 

of federal prosecution, declining to prose­
cute, 9-27.230 

EASTERN REGION, CIVIL TRIAL SECTION 
• Tax Division, this index 

ELECTRONIC COMMUNICATIONS 
Interception, authorization, 9-7.114 

ELECTRONIC FUND TRANSFERS 
Money laundering, amendments, 9-105.515 

ELECTRONIC MAIL 
Interception, authorization, 9-7.114 

ELECTRONIC SURVEILLANCE 
Computers, 

Interception of transmissions, authorization, 
9-7.114 

Digital display paging devices, interception, 
authorization, 9-7.114 

Electronic communications, interception, authoriza­
tion, 9-7.114 

Electronic mail, interception, authorization, 9-7.114 
FAX machines, interception, authorization, 9-7.114 
Pagers, interception, authorization, 9-7.114 
Teletype communications, interception, authoriza­

tion, 9-7.114 

ELECTRONIC TRANSFERS 
Financial Litigation, this index 
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EXECUTIVE 

EMERGENCIES 

Reporting system for United States attorneys, 


1..:-10.230 . 


. ENFORCEMENT OF JUDGMENTS 
Appearance bond forfeitures, 3-12.160 

ESCAPE . 

Reporting system for United States attorneys, 


1-10.230 


EVIDENCE 

Attorney Fees, this index 

Juvenile Offenders, this index 


• Media relations, criminal proceedings, release of in­
formation, 1-7.550 

Principals of federal prosecution, items included in 
indictment, 9-27.310 

Prosecution, commencing or declining, federal prin­
ciples, 9-27.220 . 

EXECUTION 

Criminal monetary impositions, debtors residence 


or personal property, 3-12.020 


EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS 

Accounts and accounting, 
Multi-district forfeiture cases, credit, 3-7.111 

Administrative leave, 
Employee 

ATTORNE

assistance program, alcohol, drug or 
emotional problems, counseling, 3-2.792 

Admission to bar, 
Law clerks, 3-2.213 

Alcoholics and intoxicated persons, employee assis­
tance program, 3-2.792 

Appointments, 
Law clerks, 3-2.213 


Asset forfeiture. Forfeitures, generally, post 

Assistant directors, 


Office hours of operation, 3-2.610 

Background investigations, 


Law clerks, 3-2.213 

Blanket 

S. 

petitions, undocumented aliens, remission 
of existing special penalty assessments, 
3-12.321.2 

 

Case files, closing notice, 3-4.431 

Case management system, restitution, reports, 


3-12.411 

Case tracking, undocumented aliens, remission of 

existing special penalty assessments, 
3-12.321.2 

CDP, automated data processing, 3-7.400 et seq. 
Classification, 

Law clerks, 3-2.213 
Closed files, 

Federal records center, transfers, 3-4.433 et seq. 
Closing notice, case files, 3-4.431 
Collections, 

Restitution, 3-12.411 

EXECUTIVE OFFICE FOR UNITED STATES AT­
TORNEYS-Cont'd 

Collections attorneys, 
Pretrial release, alternatives to appearance bonds, 

3-12.100 
Communications, 

Security management, 3-6.111 
Compensation and salaries, 

Law clerks, 3-2.213 

Compressed work schedules, 3-2.610 

Computers, 


Case management systems, 3-7.110 
Confidential or privileged information, 

Employee assistance program, medical counseling 
records, 3-2.792 

Consultation, 
• Recusal, 1-3.171 
Contracts, 

198

Reporting and transcription services, 
3-4.450 et seq. 

Costs, 
Employee assistance program, treatment, 3-2.792 

Counseling and counselors, 
Employee 

ANUAL 

assistance program, 3-2.792 
Court reporters, transcription services, contracts, 

3-4.450 et seq. 
Deported defendants, special penalty assessments, 

remission, 3-12.321 et seq. 
Destruction, 

Records and files, 3-4.410 
Drug addicts, employee assistance program, 

3-2.792 
Emergencies, 

Occupant emergency plan, security management, 
3-6.174 


Employee assistance program, 3-2.792 

Employment, 


Assistance program, alcohol, drug or emotional 
problems, 3-2.792 


Law clerks, 3-2.213 

Monthly resource summary reports, 3-7.120 

Nonattomey personnel, advertising, 3-4.120 

Promotions, 


Employee assistance program, referral assis­

tance, 3-2.792 


Expenses and expenditures, 

Employee assistance program, treatment, 3-2.792 


Federal records center, 

Case files, 


Closing notice, 3-4.431 

Permanent cases, transfers, 3-4.432 


Transfers, 3-4.433 et seq. 
Files, 3-4.400 et seq. 
Fines and penalties, 

Undocumented aliens, remission, 3-12.321 et seq. 
Firearms, 

Storage, security management, referential mate­
rial, 3-6.130 

Flexible work schedules, 3-2.610 
Forfeitures, 

Multi-district forfeiture cases, credit, 3-7.111 
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EXECUTIVE 

EXECUTIVE OFFICE FOR UNITED STATES AT· 
TORNEYS-Cont'd 

Forms, 
Closing notice, case files, 3-4.431 
Pe.rmanent cases, designation, 3-4.432 
Records transmittal and receipt, 3-4.435 

Grand jury, 
Security 1TIanagement, referential information, 

3-6.131,3-6.121 
Guidelines, . 

Debt collection, filing suit, time, 3-11.140 
Guns. Firearms, generally, ante 
Health, 

Employee assistance program, 3-2.792 
Internal controls, payment processing, 

3-11.500 et seq. 
Job security, employee assistance program, referral 

assistance, 3-2.792 
Limited official use information, security manage­

ment, referential information, 3-6.122 
Maintenance and repairs, 

STU-III 'program, secure communications, 3-6.111 
Medical care and treatment, 

Employee assistance program, 3-2.792 
Mentally ill persons, employee assistance program, 

3-2.792 
Multi-district forfeiture cases, credit, 3-7.111 
Nonattorney staff, 

Employment advertising, 3-4.120 
Notice, 

Closing notice, case files, 3-4.431 
• Recusal, 1-3.171 
Occupant emergency plan, security management, 

3-6.174 
Office files, 3-4.400 et seq. 
Office standards, 3-5.123 
Organization, 

Financial litigation, 

ATTOR

3-10.000 et seq. 
Private counsel pilot program, modification of fi­

nancial records or posting payments on 
civil debts, 3-11.532 

Payments, 
Post judgment collections, 

Application 
Civil 
Criminal 

Petitions, 
Undocumented 

Plans, 
Occupant 

. S. 

to debt amount, 
debts, 3-11.540 

debts, 3-11.541 

aliens, remission of existing spe­
cial penalty assessments, 3-12.321.2 

emergency plan, security management, 
3-6.174 

Policies, 
Restitution, collection, 3-12.411 

Post judgment collections. Payments, ante. 
Private counsel pilot program, financial litigation 

units, modification of financial records or post­
ing payments on civil debts, 3-11.532 

Property management, 
Accessions, records transmittal and receipt, 

3-4.435 

EXECUTIVE OFFICE FOR UNITED STATES AT· 
TORNEYS-Cont'd 

Property management-Cont'd 

Case files, 


Federal records center, transfers, closed files, 

3-4.433 et seq. 


Permanent retention, 3-4.432 
Closed files, 

Federal records center, transfers, 3-4.433 et seq. 
Destruction, records and files, 3-4.410 
Forms, 


Records transmittal and receipt, 3-4.435 

Historical cases, designation, 3-4.432 

Marking 

MANUAL 

boxes, records transmittal and receipt, 
3-4.436 

Nonrecord materials, disposition, 3-4.410 
Permanent cases, designation, 3-4.432 
Records and recordation, 

1

Boxing records for transfer, 3-4.434 
Case files, 

Permanent retention, 3-4.432 
Federal records center, transfers, 3-4.433 et seq. 

Schedules, retention of records, 3-4.435 
Transfers, 

Federal records center, 3-4.433 et seq. 
Qualifications, 


Law clerks, 3-2.213 

Records 

 

and recordation, 3-4.400 

Boxing records for transfer, 3-4.434 

Closed cases, federal records center, transfers, 


3-4.433 et seq. 

Employee assistance program, medical counsel-


ing, confidentiality, 3-2.792 

Federal records center, transfers, 3-4.433 et seq. 

Property management, ante 

Schedules, retention, 3-4.435 


• Recusal, 1-3.171 

Release on personal recognizance, 3-12.110 
Reporting and transcription services, 


3-4.450 et seq. 

Reports, 

• Acting United States attorneys, recusal, 1-3.171 


Restitution, 3-12.411 

Security incident reporting, referential material, 

3-6.173 
Restitution, Victims and Witness Protection Act, 

3-12.410 et seq. 

Schedules. 


Records and recordation, retention, 3-4.435 

Security management, 


Emergency and contingency planning, 3-6.174 

Firearms, storage, referential material, 3-6.180 

Grand jury, referential information, 3-6.121, 


3-6.131 
Incident reporting, referential material, 3-6.173 
Limited official use information, referential infor­

mation, 3-6.122 
Telecommunications, 3-6.111 

Sick leave, 
Employee assistance program, alcohol, drug or 

emotional problems, treatment, 3-2.792 
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FINANCIAL 


EXECUTIVE OFFICE FOR UNITED STATES AT· 
TORNEYS-Cont'd 

Speci8,I penalty assessments, undocumented aliens, 
remission, 3-12.321 etseq. 


Standard alterations, price, 3-5.122 

Standards, 


Offices, 3-5.123 
Storage, . 

Firearms, security management, referential mate­
rial, 3-6.180 

STU-IIi terminals, secure communicatio~s, 3-6.111 
Supplement to monthly resource summary report, 

3-7.120 
System managers, local offices, case management, 

3-7.110 

Telecommunications, security, 3-6.111 

Time, 


Debt collection, filing suit, 3-11.140 
Transcription and reporting services, 

3-4.450 et seq. 
Treatment, alcohol, drug or emotional problems, 

empioyee assistance program, 3-2.792 
TWXJFAX, reporting system for United States at­

torneys, 1-10.230 
Typewriters, 

Automated data processing, services, 
3-7.400 et seq. 

Uncollectible penalty assess~ents, undocumented 
aliens, remission, 3-12.321 et seq. 


Unsecured appearance bonds, 3-12.120 

Weapons. 

EXEMPTIONS 
Labor organizations, 

holding 
9-138.120 


Money laundering, 

EXPLOSIVES 
Criminal 

ATTORNE

Firearms, generally. ante 


persons disqualified from 

office for criminal conduct, relief, 


attorney fees, 9-105.521 

division, terrorism and violent crime sec­
tion, responsibilities, 9-3.400 

EXTORTION 
Supervisory jurisdiction, 9-60.340 

FACSIMILE MACHINES 
Electronic surveillance, authorization, 9-7.114 

 

FEDERAL ACQUISITION REGULATIONS 
Court 

S. 

reporters. procurement, 3-4.451 

FEDERAL AGENCIES 
Disclosure, financial records, 9-105.563 
Records, financial privacy; disclosure, 9-105.563 

FEDERAL BUREAU OF INVESTIGATION 
• Coordination of news media efforts. 1-7.310 

Investigative jurisdiction, 
Civil rights-criminal cases, preliminary investiga­

tions. 8-3.110 
• Media Relations, generally, this index 

FEDERAL BUREAU OF INVESTIGATION­

Cont'd 


• Public affairs officers, coordination of news media 
efforts, 1-7.310 

FEDERAL LAW ENFORCEMENT OFFICIALS 
Interference or obstruction, 9-65.500 

FEDERAL OFFICERS AND EMPLOYEES 
Nonprosecution agreements, principles of federal 

prosecution, 9-27.640 
Supervisory jurisdiction, 

Families of federal officials, protection, 9-65.904 

MANUAL 

Protection of government officials, 9-65.120 

FEDERAL RECORDS CENTER 
Executive Office for United States 

198

Attorneys, this 
index 

FEDERAL RULES OF CRIMINAL PROCEDURE 
Evidence, principles of federal prosecution, com­

mencing or declining prosecution, 9-27.220 
Nolo contendere pleas. 9-27.510 

Public interest. acceptance of plea. opposition. 
9-27.530 

Plea bargains. 9-27.410 
Records, 9-27.450 
Sentence recommendations, principles of federal 

prosecution, 9-27.730 
Presentence reports, review. principles of federal 

prosecution, 9-27.720 
Principles of federal prosecution, noncriminal dis­

positions, 9-27.250 
Sentence and punishment, resentencing, principles 

of federal prosecution, 9-27.720 

FIDUCIARIES 
Labor organizations, prohibition against certain per­

sons holding office, civil actions, 9-138.200 

FIFTH AMENDMENT 
Nonprosecution agreements, self-incrimination 


privilege, principles of federal prosecution, 

9-27.610 


FINANCIAL INSTITUTIONS 
Defined, money laundering amendments, 9-105.531 
Financial litigation, conversion of cash or currency 

. to checks, payment processing, 3-11•.512 

Financial Privacy Act, disclosure; amj:ndmepts, 


9-105.560 et seq. 

Money laundering, criminally derived property, 


9-105.000 et seq. 


FINANCIAL LITIGATION 
Application of payments, payment processing, 

Civil debts, 3-11.540 
Criminal debts, 3-11.541 

Assets forfeiture fund, deposits, 3-11.522 
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FINANCIAL 


FINANCIAL LITIGATION-Cont'd 
Banks and banking, 

Conyersion of cash or currency to checks, pay­
ment processing, 3..,..11.512 

Electronic transfers, payment processing, instruc-. 
tions, App. A, foil. 3-11.550 

Statements, reconciliation with monthly deposits, 
3-11.542 

Criminal debts, payment processing, application of 
payments, 3-11.541 

Criminal proceedings, internal financial controls, 
3-11.501 


Customs forfeiture fund, deposits, 3-11.522 

Debt collection.records, 3-11.550 

Deposits, payments received, 


Bank statements, reconciliation, 3-11.542 

Direct deposit of payments, 3-11.522 

Electronic transfers, instructions, App. A, 


foil. 3-11.550 

Exception register instructions, App. A, 


foil. 3-11.550 

Separation of duties, 3-11.531 


Direct deposits, 3-11.522 

Conversion of cash or currency to checks, pay­


ment processing, 3-11.512 

Payment processing, 3-11.520 


Electronic transfers, 

Deposit of payments, 3-11.521 

Payment processing, instructions, App. A, 


foIl. 3-11.550 
Exception register, 

Checks or money orders not deposited on day of 
receipt, 3-11.510 

Instructions, App. A, foil. 3-11.550 
Fees, conversion of cash or currency to checks, pay­

ment processing, 3-11.512 
Financial institutions, conversion of cash or cur­

rency to checks, payment processing, 3-11.512 
Forms, 

Check logs, 

ATTOR

App. A, foil. 3-11.550 
Electronic transfers, payment processing, App. A, 

foIl. 3-11.550 
Exception register, App. A, foil. 3-11.550 

Internal 
3-11.500 

Investigations, 

. 

3-11.501 
Log sheets, 

Cash 
Instructions, 

Lost 

S. 

controls, payment processing, 
et seq. 
misplaced or lost government funds, 

or currency received as payment, 3-11.511 
App. A, foil. 3-11.550 

government funds, internal financial control 
standards, 3-11.501 

Managers program, 3-10.140 
Multi-district statewide meetings, 3-10.160 

Misplaced government funds, internal financial con­
trol standards, 3-11.501 

Notice, 
Electronic or wire transfers, deposit of payments, 

3-11.521 
Misplaced or lost government funds, 3-11.501 

On-site training, managers program, 3-10.140 

FINANCIAL LITIGATION-Cont'd 
Partial payments, payment processing, 


Civil debts, 3-11.540 

Criminal debts, 3-11.541 


Payment processing, 
Application of payments, 


Civil debts, 3-11.540 

Criminal debts, 3-11.541 


Check log instructions, App. A, foIl. 3-11.550 
Direct deposit of payments, 3-11.522 
Electronic transfers, instructions, App. A, 

foil. 3-11.550 
Exception register instructions, App. A, 

foil. 3-11.550 
Postal service, conversion of cash or currency to 

checks, payment processing, 3-11.512 
Posting payments, 

Private 

MANUAL 

counsel pilot program, 3-11.532 

19

Private counsel pilot program, modification of fi­
nancial records or posting payments on civil 
debts, 3-11.532 

Records and recordation, 
Debt collection records, 3-11.550 
Receipt of payments, private counsel pilot pro­

gram, 3-11.532 
Referral of claims, 

Filing suit, 3-11.140 et seq. 
Reporting requirements, 

Misplaced or lost government funds, 3-11.501 
Restitution, 

 

Victims and Witness Protection Act, 
3-12.410 et seq. 

Security, 
Cash or currency which cannot be converted im­

mediately to payment instrument, 3-11.513 
Conversion of cash or currency to checks, finan­

cial institutions, 3-11.512 

Separation of duties, deposits, 3-11.531 

Staff, 3-10.130 


Managers program, 3-10.140 
Technical assistance, managers program, 3-10.140 
Time, filing suit, referral of claims, 3-11.140 
Training, 

Internal financial controls, 3-11.501 

Managers program, 3-10.140 


Wire transfers, deposit of payments, 3-11.521 


FINANCIAL PRIVACY ACT 
Amendments, 9-105.560 et seq. 

FINES AND PENALTIES 
Appearance bonds, application in satisfaction of 

fine, 3-12.160 
Bail, application of deposited cash or security in sat­

isfaction of fine, 3-12.160 
Collection, 

Remission or modification of unpaid fines, 
3-12.350 

Suspension of collection action, 

IRS tax refund program, 3-12.320 

Reactivation, 3-12.320 


Undocumented aliens, special penalty assess­
ments, 3-12.321 et seq.
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FUGITIVE 


FINES AND PENALTIES-Cont'd 
Dep~rted defendants, . 

SpeQal penalty assessments, remission, 
3-12.321 et seq. . . 

Domicile and residence, depriving debtors of resi- . 
denc~, 3-12.020 

Enhanced penalties, financial privacy, 9-105.561 

Execution., 


Residence or personal property of debtor, 
3~12~020 

Existing assessments, undocumented ali(fns, remis­
. sion, 3-12.321.2 

Felonies, 

Suspension of collection action, 


IRS tax refund program, 3-12.320 
. Reactivation, 3-12.320 

Financial Privacy Act, enhanced penalties, amend­

ments, 9-105.561 


Foreign judgments, remissiQn or modification of un­
paid fines, 3-12.350 


Infractions, this index 

Interest, . 

Waiver, 3-12.010 
Jurisdiction, remission or modification of unpaid 

fines, 3-12.350 
Juvenile offenders, disposition upon adjudication, 

9-8.161 
Litte payment penalties, 

Waiver, 3-12.010 
Misdemeanors, 

Suspension of collection action, 
IRS tax 

ATTORNE

refund program, 3-12.320 
Reactivation, 3-12.320 

Modification, uncollectible fines, 3-12.350 
Partial payments, applications, 3-12.011 
Priorities and preferences, partial payments, appli­

cation, 3-12.011 
Remission, 


Uncollectible fines, 3-12.350 

Undocumented aliens, special penalty assess­


ments, 3-12.321 et seq. 
Special penalty assessments, 

Undocumented aliens, remission, 3-12.321 et seq. 

Tax 

S. 

refund program, 

Suspension of collection, 3-12.320 

Uncollectible fines, 
Remission or modification of fines, 3-12.350 

 

Undocumented aliens, special penalty assess­

ments, remission, 3-12.321 et seq. 


Undocumented aliens, remission, special. penalty as­
sessments, 3-12.321 et seq. 


Waiver, . 

Interest or late payment penalties, 3-12.010 

Partial payments, application, 3-12.011 

FINGERPRINTS AND FINGERPRINTING 
Juvenile offenders, 9-8.111 

• Media relations, release of information, 1-7.550 

FIREARMS 
Weapons, generally, this index 	

FORCE AND VIOLENCE 
Criminal division, terrorism and violent crime sec­

tion, responsibilities, 9-3.400 

FOREIGN ASSETS 
Plea agreements, forfeitures, 9-16.600 


FOREIGN COUNTRIES 
Officers and employees, 

Supervisory jurisdiction, protection, 9-65.805 
Plea agreements, forfeitures of foreign assets, 

9-16.600

MANUAL 

FOREIGN JUDGMENTS
Fines and penalties, remission or modification of

unpaid fines, 3-12.350 

FORENSIC SCIENCE

198

• Media relations, release of information, 1-7.550 

FORFEITURES 

Attorney Fees, this index 
Criminally derived property, 9-105.800 
Financial litigation, assets or customs forfeiture 

fund, deposits, 3-11.522 
Foreign assets, plea agreements, 9-16.600 
Money laundering, amendments, 9-105.540 et seq. 
Multi-district forfeiture cases, executive office for 

United States attorneys, credit, 3-7.111 
Plea agreements, foreign assets, 9-16.600 

FORMS 
Financial Litigation, this index 
Juvenile offenders, 

Certification, federal jurisdiction, 

Forms foil. 9-8.180 


Information, Forms foil. 9-8.180 


FOSTER HOMES 
Juvenile offenders, disposition upon adjudication, 

9-8.161

FRAUD
Attorney fees, forfeitures, sham transactions, 

9-111.410
Money laundering, amendments, 9-105.512 

FREEDOM OF INFORMATION ACT
• Media relations, release of information, 1-7.700 
• News media, release of information, 1-7.700 

Tax cases, 
• Responsibility for litigation, 6-3.530 


FUGITIVE FELON ACT 
Complaint, 
• State extradition proceedings, 9-69.410 
Unlawful flight, 
• State extradition proceedings, complaints, 

9-69.410 

13 


U. S
. A

TTORNEYS M
ANUAL 1

98
8



GANGS 

GANGS 
Criminal division, terrorism and violent crime sec­

tion. responsibilities, 9-3.400 
Robbery, Hobbs Act prosecutions, 9-131.040 

GENDER 

Principles of federal prosecution, impermissible 


considerations, 9-27.260 


GENERAL LITIGATION AND LEGAL ADVICE 
SECTION 

Juv"enile offenders, supervision of prosecutions, 
9-8.001 

GOVERNMENTAL AGENCIES 
Reporting system for United States attorneys, con­

flicts, 1-10.230 

GRAND JURY 
Attorney fees. forfeitures, discovery of assets relat­

ing to criminally derived property. 9-111.630 
Court reporters, transcription services, contracts, 

3-4.450 
Internal revenue service, 

Request for investigation, 6-4.121 
• Media relations, confidential or privileged informa­

tion, 1-7.111 
Nonprosecution agreements, principles of federal 

prosecution,9-27.610 " 

Notice, 

• United States attorneys, recusal, 1-3.171 
Principles of federal prosecution, most serious of­

fenses, 9-27.310 
Security management, executive office for United 

State attorneys, referential information, 
3-6.121,3-6.131 

• Supervising judges, United States attorneys, re­
cusal, notice, 1-3.171 


United States attorneys, 

• Recusal. notice. 1-3.171 
Witnesses, 


Nonprosecution agreements, 9-27.610 


GUARDIAN AND WARD 
Juvenile offenders, arrest, notice, 9-8.111 

GUIDELINES 
Victim 

S. 

and Witness 

ATTOR

Protection Act 1982, 
1-11.310 

GUILTY 

. 

of 

PLEAS 
Alford pleas. consent, prior approval, 9-16.015 
Charges, selection, 9-27.330 
Defendants denying guilt, plea bargains, 9-27.440 
Discretion, prosecutors, 9-27.110 
Foreign assets, forfeitures, plea agreements, 

9-16.600 

Forfeitures, foreign assets, plea agreements, 


9-16.600 

Guidelines sentences. plea bargains. 9-27.451 


• Media relations, release of information, 1-7.550 
Plea agreements. Plea bargains, generally. post 

GUILTY PLEAS-Cont'd 
Plea bargains, 

Alford pleas, 9-27.440 
Attitudes, defendants, consideration, 9-27.420 
Charge bargaining. principles of federal prosecu­

tion, 9-27.410 
Conviction, likelihood, consideration, 9-27.420 
Dismissal of other charges, 9-27.410 
Expenses and expenditures, trial and appeal, con­

siderations, 9-27.420 
Factual bases, 9-27.430 
Firearm charges, 9-27.451 
Forfeitures, foreign assets, 9-16.600 
Multiple 

MANUAL 

defendants, 9-27.430 
Parole, recommendations, principles of federal 

prosecution, 9-27.760 
Precharge agreements, 9-27.330 

19

Principles of federal prosecution, 9-27.400 et seq. 
Charges, selection. 9-27.430 

Considerations, 9-27.420 

Defendants denying guilt. 9-27.440 

Records and recordation, 9-27.450 

Selecting charges, 9-27.430 


Pro se defendants, principles of federal prosecu­
tion, 9-27.410 

 

Prompt disposition of case. consideration, 
9-27.420 

Purpose, principles of federal prosecution, 
9-27.110 

Sentence, recommendations, 9-27.410, 9-27.730 
Principles of federal prosecution. Plea bargains. 

ante 
Sentencing, responsibilities of prosecutors, princi­

ples of federal prosecution, 9-27.710 
Substantial assistance, plea bargains, sentencing 

guidelines, 9-27.451 

HANDICAPPED PERSONS 
Principles of federal prosecution, declining to prose­

cute, 9-27.230 

HEALTH 
Employee assistance program, executive office for 

United States attorneys, 3-2.792 

HEARINGS 
Criminal proceedings, convicted individuals, dis­


qualification from holding certain offices, 

9-138.120 


HIJACKING 
Reporting system for United States attorneys, 

1-10.230 

HOBBS ACT 
Supervisory jurisdiction, 9-131.020 

HOMICIDE 
Criminal division. terrorism and violent crime sec­

tion. responsibilities. 9-3.400 
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JURISDICTION 


HOSTAGES 

Supe~visory jurisdiction, 9-60.730 


HOUSING AND URBAN DEVELOPMENT 

DEPARTMENT 


Housing discrimination, 8-2.231 


IDENTITY AND IDENTIFICATION 
• Media relations, criminal proceedings, release of in­

forination, 1-7.S40 

Witnesses, pretrial disclosure, 9-6.200 


IMMIGRATION AND NATURALIZATION 
• Coordination of news media efforts, 1-7.310 
• Media Relations, generally, this index 
• Public affairs officers, coordination of news media 


efforts, 1-7.310 


INDICTMENTS 

Additional offenses, principles of federal prosecu­


tion, 9-27.320 

Attorney fees, forfeitures, criminally derived prop­


erty, 9-111.S11 

Charging decisions, principles of federal prosecu­


tion, 9-27.300 et seq. 

Juvenile offenders, 9-8.111 

Machine guns, delivery or possession, 9-63.611 


• Media relations, release of information, 1-7.S20 

Principles of federal prosecution, most serious of­


fenses, 9-27.310 
Purpose, principles of federal prosecution, 9-27.110 
Racketeering, this index 

INDIGENT PERSONS 
Conditional release, 3-12.130 

INFORMATIONS 
Additional 

ATTORN

offenses, principles of federal prosecu­
tion, 9-27.320 

Charging decisions, principles of federal prosecu­

S. 

tion, 9-27.300 et seq. 

Additional charges, 9-27.320 

Plea bargains, 9-27.330 


 

Seriousness of offense, 9-27.310 

Drugs and medicine, prior convictions, sentence en­

hancements, 9-27.451 
• Media relations, release of information, 1-7.S20 

Narcotics, repeat offenders, sentence enhance­
ments, 9-27.451 

Principles of federal prosecution, most serious of­
fenses, 9-27.310 

Sentence enhancements, drug penalties, prior con­

victions, 9-27.451 


INFORMERS 
Presentence reports, confidential sources, princi­

ples of federal prosecution, 9-27.720 

INFRACTIONS 

Fines and penalties, 


Suspension of collection action, 

Coding, 3-12.320 

IRS tax refund program, 3-12.320 

Reactivation, 3-12.320 


INJUNCTIONS 
• Abusive tax shelters, 6-3.S30 

Forfeitures, RICO violations, temporary restraining 
orders, 9-110.414 


Housing discrimination, enforcement, 8-2.231 

• Tax liabilities, understatement, 6-3.S30 

MANUAL 

• Tax shelters, 6-3.S30 
Temporary restraining orders, 

Attorney fees, criminally derived property, forfei­
ture, 9-111.530 


Housing discrimination, 8-2.231 
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RICO violations, forfeitures, 9-110.414 


INTERNAL REVENUE SERVICE 
Money laundering, amendments, 9-10S.110 

Trade or business reports, 9-10S.SS0, 9-10S.SS1 

INTERSTATE COMMERCE 

Supervisory jurisdiction, Hobbs Act prosecutions, 


9-131.020 


INTIMIDATION 
Witnesses, pretrial disclosure, 9-6.200 

INVASION OF PRIVACY 
• Media relations, 1-7.111 

INVESTIGATIONS 
Financial litigation, misplaced or lost government 

funds,3-11.S01 
• Media Relations, this index 

Nonprosecution agreements, principles of federal 
prosecution, 9-27.610 

Probable cause, principles of federal prosecution, 
9-27.210 

JAPANESE AMERICANS 
Redress payments, office of redress administration, 

8-2.300 

JENCKS ACT 
Witness identity, pretrial disclosure, 9-6.200 

JUDGMENT LIENS 
• Tax cases, extension, 6-8.200 

JUDGMENTS AND DECREES 
Bail, this index 

JURISDICTION 
Fines and penalties, remission or modification of 

unpaid fines, 3-12.350 
Juvenile offenders, federal courts, 9-8.120 et seq. 
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JURY 

JURY 
Juvenile delinquency proceedings, 9-8.160 

JUSTICE PROGRAMS, OFFICE OF 
Victim and witness assistance guidelines, compli­

ance,monitoring, 1-11.320 

JUVENILE 
Defined, criminal division, 9-8.002 

JUVENILE DELINQUENCY 
Defined, criminal division, 9-8.002 

JUVENILE OFFENDERS 
Adult offenders, segregation, 


Confinement, 9-8.161 

Pre-irial detention, 9-8.113 


Adult prosecution, 9-8.170 

Transfers, 


Conviction on lesser charges, 9-8.171 

Advice of constitutional rights, arrest, 9-8.111 

Arrest, 9-8.111 


Certificates and certification, federal jurisdiction, 
9-8.150 

Attorneys, 
Delinquency proceedings, 9-8.112, 9-8.160 

Burden of proof, delinquency proceedings, 9-8.160 
Certificates and certification, federal court jurisdic­

tion, 9-8.130 et seq. 
Community-based facilities, disposition upon adju­

dication, 9-8.161 
Complaints, 


Arrest, 9-8.111 

Certificates 

ATTOR

and certification, 9-8.150 

Confessions, voluntariness, 9-8.112 

Confidential or privileged information, 9-8.111 


Delinquency proceedings, 9-8.160 

Consent, adult prosecution, 9-8.170 

Counsel, 


Delinquency proceedings, 9-8.112, 9-8.160 
Criminal division, generailitigation and legal ad­


vice section, supervision of prosecutions, 

9-8.001 


Custodians, arrest, notice, 9-8.111 
Custody, segregation from adult offenders, 9-8.113 
Delinquency proceedings, 9-8.160 
Detention, 

. 

Disposition 

S. 

upon adjudication, 9-8.161 
Pending trial, 9-8.113 


Drug offenses, federal court jurisdiction, 9-8.130 

Enlistment in military forces, 9-8.180 

Evidence, 


Delinquency proceedings, 9-8.160 
Federal enclaves, jurisdiction, 9-8.140 
Federal jurisdiction, 9-8.120 et seq. 
Fines and penalties, disposition upon adjudication, 

9-8.161 

Fingerprints and fingerprinting, 9-8.111 


JUVENILE OFFENDER8-Cont'd 
Forms, 

Certification, federal jurisdiction, 
Forms foil. 9-8.180 

Information, Forms foil. 9-8.180 
Foster homes, disposition upon adjudication, 

9-8.161 
General litigation and legal advice section, supervi­

sion of prosecutions, 9-8.001 
Government land, federal court jurisdiction, certifi­

cates and certification, 9-8.141 

Guardians, arrest, notice, 9-8.111 

Indictment and information, 9-8.111 


Certificates and certification, 9-8.150 
Jurisdiction, federal courts, 9-8.120 et seq. 
Jury, 

MANUAL 

delinquency proceedings, 9-8.160 
Land and natural resources, federal 

198

court jurisdic­
tion, certificates and certification, 9-8.141 


Magistrates, arrest, 9-8.111 

Military bases, jurisdiction, 9-8.140 

Military forces, enlistment, 9-8.180 

Miranda warnings, 9-8.112 

Motions, prosecution as adult, 9-8.170 

Narcotics, federal court jurisdiction, 9-8.130 

Notice, 


Arrest, 9-8.111 

Delinquency proceedings, 9-8.160 


Official detention, disposition upon adjudication, 


Parents, 

 

9-8.161 

arrest, notice, 9-8.111 


Photographs and pictures, booking photographs, 

9-8.111 

Presentments, admissibility of confessions, 9-8.112 
Pretrial detention, 9-8.113 
Pretrial diversion, 9-8.180 
Prior juvenile records, commencement of proceed­

ings, 9-8.115 

Probation, disposition upon adjudication, 9-8.161 

Prompt presentment, admissibility of confessions, 


9-8.112 

Prosecution as adult, 


General litigation and legal advice section chief, 

authority, 9-8.001 


Questioning juvenile in custody, 9-8.112 

Records and recordation, prior juvenile records, 


9-8.115 
Removal of cases, certificates and certification, 


9-8.150 

Repeat offenders, adult prosecution, 9-8.170 

Restitution, . 


Disposition upon adjudication, .9-8.161 
Second and subsequent offenses, 

Adult prosecution, transfers, 9-8.170 
Segregation, adult offenders, pretrial detention, 

9-8.113 
Self-incrimination, delinquency proceedings, 

9-8.112, 9-8.160 
Sentencing guidelines, disposition upon adjudica­

tion, 9-8.161 
Speedy trial, 9-8.113 
Summons, arrest, 9-8.111 
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MEDIA 


JUVENILE OFFENDERS-Cont'd 

Transfer of cases, certificates and certification, 


9~.150 


Transf~rs, 

Adult prosecution, 


Convic):ion on lesser charges, 9-8.171 

Motions, 9-8.170 


Trial, 9-8.160 
United States magistrates, arrest, 9-8.111 
Violent Frimes, federal court jurisdiction, 9-8.130 
Waiver, right to counsel and privilege against self­

. incrimination, delinquency proceedings, 
9-8.112 . 


Warrants, arrest, 9-8.111 

Witnesses, 


Confrontation and cross-examination, delin­
quency proceedings, 9-8.160 

KIDNAPPING 
Criminal division, terrorism and violent crime sec­

tion, responsibilities, 9-3.400 
Reporting system for United States attorneys, 

1-10.230 
Supervisory jurisdi~tion, 9-60.130 

KNOWLEDGE 
Attorney fees, criminally derived property, forfei­

tures, 9-105.620, 9-105.630, 
9-111.430 et seq., 9-111.500 et seq. 

Sting operations, money laundering, 9-105.511 

LABOR, DEPARTMENT OF 
Attorneys, 

ATTORN

proceedings for relief, individuals dis­
qualified from holding office, 9-138.160 

Convicted individuals, disqualification from hold­
ing office, exemption or relief, 9-138.130, 
9-138.150 

LABOR AND EMPLOYMENT 
Conviction of crime, prohibition against certain in­

dividuals holding office, 

Reduction of disability, 9-138.110 et seq. 

Telephone consultations, 9-138.040 


Reduction 

S. 

in exemption proceedings, 

9-138.100 et seq. 


LABOR 

 

ORGANIZATIONS 
Convicted individuals, disqualification from hold­

ing office, relief, 9-138.100 et seq. 

LAND AND NATURAL RESOURCES 
Environmental enforcement, compromise and settle­

ment, 
Consent decrees, copies, 5-12.620 

Juvenile offenders, certificates and certification, 
federal court jurisdiction, 9-8.141 

Quiet title actions, 
Direct referral actions, 5-1.310 

United States, 
Party to action, direct referral actions, 5-1.310 

LAW ENFORCEMENT AGENCIES 
Nonprosecution agreements, officials or agents, 

9-27.640 

LAW ENFORCEMENT COORDINATING 
COMMITTEE 

Generally, 1-11.000 et seq. 
Attorney general, guidelines, victims and wit­

nesses, 1-11.320 

LAW ENFORCEMENT OFFICERS 

Federal officers, 


Interference or obstruction, 9-65.500 


MANUAL 

LESSER INCLUDED OFFENSES 
Plea bargains, principles of federal prosecution, 

9-27.410 

LICENSES AND PERMITS 

1988

Alternative noncriminal dispositions, principles of 
federal prosecution, 9-27.250 

LIENS 

Tax Liens, generally, this index 


LIMITA TION OF PROSECUTIONS 

 

Principles of federal prosecution, declining to 
prosecute, 9-27.230 

LISTS 

Money laundering, cases, 9-105.1000 


LOCAL GOVERNMENTS 
Principles of federal prosecution, declining to 

prosecute, prosecution in other jurisdictions, 
9-27.230 

LOCAL PROSECUTORS 
Murder-for-hire and violent crimes in aid of racket­

eering activity, approval guidelines, 9-110.810 

MACHINE GUNS 

Weapons, this index 


MAIL FRAUD 

Tax cases, 6-4.211 


MANDAMUS 
Witnesses, identity, pretrial discovery, 9-6.200 

MEDIA RELATIONS 

Adjudicative proceedings, 


Prejudice, 

• Non-disclosure of information, 1-7.510 
• Release of information, 1-7.550 

• Admissions, criminal proceedings, release of infor­
mation, 1-7.550 

• Alibis, release of information, 1-7.550 
• Apprehension of fugitives, release of information, 

1-7.112 
• Arguments, criminal proceedings, release of infor­

mation, 1-7.550 
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MEDIA 

MEDIA RELATIONS-Cont'd 

Arrest, 

• Release of information, 1-7.520 
• Warrants, execution, presence of news media, 

1-7.600 
• Audio recordings, ·assisting news media, 1-7.600 
• Authority for media relations, 1-7.200 et seq. 
• Background information, criminal proceedings, re­

lease of information, 1-7.520 
• Balancing interests, release of information, 1-7.110 
• Ballistic tests, release of information, 1-7.550 
• Budgets, comments, 1-7.335 
• Character of defendant, release of information, 


1-7.550 

• Comments on new policies and initiatives, legisla­

tive proposals or budgetary issues, 1-7.335 
• Complaint, release of information, 1-7.520 
• Conduct of law enforcement officers, prosecutors 

and courts, release of information, 1-7.112 
• Confessions, release of information, 1-7.550 

.• Confidential or privileged information, 1-7.111 
• Contacts, 1-7.210, 1-7.220, 1-7.420 
• Coordination with policy and communications of­

fice, 1-7.300 et seq. 
• Criminal records, release of information, 1-7.540 
• DNA testing, release of information, 1-7.550 
• Evidence, criminal proceedings, release of informa­

tion, 1-7.550 
• Field offices, points of contact, 1-7.220 
• Fingerprints and fingerprinting, release of informa­

tion, 1-7.550 
• Forensic services, release of information, 1-7.550 
• Freedom of Information Act, release of informa­


tion, 1-7.700 

• Grand jury, confidential or privileged information, 

1-7.111 . 
• Guilty pleas, release of information, 1-7.550 
• Identity and identification, criminal proceedings, re­

lease of information, 1-7.540 
• Indictments, release of information, 1-7.520 
• Informations, release of information, 1-7.520 
• International news, notice and comment, 1-7.331 
• Invasion of privacy, 1-7.111 


Investigations, 

• Confidential or privileged information, 1-7.111 
• Release 

S. 

of information, 

ATTOR

1-7.520, 1-7.530 
• Legislative proposals, comments, 1-7.335 

U. 

• Major regional news, notice and comment, 1-7.331 
• Media representatives, 1-7.210, 1-7.220 
• National media representatives, requests regarding 


in-depth stories or matters of national signifi­

cance, notice, 1-7.333 


• National news, notice and comment, 1-7.331 

News conferences, 

• Approval by United States attorneys, 1-7.420 
• Coordination with policy and communications of­

fice, 1-7.332 
• Coordination with United States attorneys, 

1-7.410 

Notice, 

• International, national or major regional news, 


1-7.331 


MEDIA RELATIONS-Cont'd 

Notice-Cont'd 

• National media representatives, requests regard­

ing in-depth stories or matters of national sig­
nificance, 1-7.333 

• On-going operations, confidential or privileged in­
formation, 1-7.111 

• Opinions as to guilt, criminal proceedings, release 
of information, 1-7.550 

• Photography and pictures, assisting news media, 

1-7.600 


• Plea agreements, release of information, 1-7.550 
• Points of contact, 1-7.210,1-7.220 
• Polygraphs, release of information, 1-7.550 

Prejudice, 

Adjudicative 

MANUAL 

proceedings, ante 

• Non-disclosure of information, 1-7.510 
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• Release of information, 1-7.550 
• Press clippings, 1-7.334 


Press releases, 

• Approval by United States attorneys, 1-7.420 
• Coordination with United States attorneys, 


1-7.410 

• Presumption of innocence, 1-7.600 

• Prior approval, photographing, taping, recording or 
televising law enforcement activity, 1-7.600 

• Prior criminal records, release of information, 

1-7.540 


• Public safety, release of information, 1-7.112 
• Public 

 

trials, release of information, 1-7.112 
• Purpose, 1-7.000 
• Radio tapes, 1-7.334 
• Release of information, 1-7.500 et seq. 
• Sealed crime scenes, photography, taping, record­

ing or televising, 1-7.600 
• Search warrants, execution, presence of news me­

dia, 1-7.600 
• Statements, criminal proceedings, release of infor­

mation, 1-7.550 . 
• Subpoenas, release of information, 1-7.530 
• Tax cases, confidential or privileged information, 

1-7.111 
• Television tapes,I-7.334 
• Video recordings, assisting news media, 1-7.600 
• Witnesses, criminal proceedings, release of informa­

tion, 1-7.550 

MEDICAL CARE AND TREATMENT 
Executive Office for United States Attorneys, this 

index 

MENTAL INCOMPETENCY 
Principles of federal prosecution, declining to prose­

cute, 9-27.230 

MENTALLY ILL PERSONS 
Employee assistance program, executive office for 

United States attorneys, 3-2.792 
Principles of federal prosecution, declining to prose­

cute, 9-27.230 
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OFFICE 

MILiTARY BASES 
Juven~le offenders, jurisdiction, 9-8.140 

MILITARY FORCES 
. Juvenile offenders, enlistment, 9-8.180 

~IRANDA WARNINGS 
Juvenile offenders, 9-8.112 

MONET~RY INSTRUMENTS 
Defined, money laundering amendments,.9-105.522 

MONEY 
Forfeitures, criminally derived property, 9-105.800 

MONEY LAUNDERING 
Generally, 9-105.000 et seq. 


Case list, 9-105.1000 
Criminal division, money laundering section, re­


sponsibilities, 9-3.400 


MONEY TRANSPORTATION 
Money laundering, amendments, 9-105.515 

MOTIONS 
Labor organizations, convicted individuals, dis­

qualification from officeholding, 9-138.110 

MOTIVES 
Principles of federal prosecution, declining to 

prosecute, 9-27.230 . 

MOTOR VEHICLES 
Destruction, 9-63.200 et seq. 

MULTI-FAMILY DWELLINGS 
Housing discrimination, 

ATTORN

8-2.231 

NARCOTICS 
Amendments, money laundering, 9-105.110 

Appeal and review, destruction of evidence, excep­


tion requests, 9-101.300 
Attorney fees, forfeitures, 9-111.100 
Coordinators, destruction of drug evidence, 

9-101.300 
Criminally derived property, 9-105.000 et seq. 
Exception 

S. 

requests, destruction, 9-101.300 


. 

Forfeitures, 

Attorney fees, 9-111.100 
Criminally derived property, 9-105.800 

Juvenile offenders, federal court jurisdiction, 

9-8.130 


Money laundering, 9-105.000 et seq. 

Amendments, 9-105.512 

Photographs and pictures, destruction, documenta­
tion of evidence, 9-101.300 

Preservation of evidence, exception requests, 
9-101.300 

Sentence and punishment, 
Enhanced sentences, 

Prior convictions, 9-27.451 

NARCOTICS-Cont'd 
Weights and measures, destruction of marijuana, 

9-101.300 

NATIONAL ORIGIN 
Principles of federal prosecution, decision to prose­

cute, impermissible considerations, 9-27.260 

NATIONAL SECURITY 
Nonprosecution agreements, approval, 

1988

principles of 
federal prosecution, 9-27.640 

NEWS CONFERENCES 

• Media Relations, this index 


NEWS MEDIA 

Reporting system for United States attorneys, 

1-10.230 


NOLO 

MANUAL 

CONTENDERE PLEAS 
Offer of proof, 9-27.520 
Opposition, 9-27.510 

Arguments, 9-27.530 
Plea bargains, 

Dismissal of other charges, 9-27.410 

 

Principles of federal prosecution, 9-27.500 et seq.
Purpose, 9-27.110 

Underlining criminal charges, defendants, public ad­
missions, 9-27.520 

Unusual circumstances, acceptance, 9-17.510 

NONPROSECUTION AGREEMENTS 
Generally, 9-27.600 et seq.

Assistant attorneys general, approval, 9-27.640, 
9-27.641

Other federal prosecutors, binding effect, 9-=-27.630
Principles of federal prosecution. Criminal Pro­

ceedings, this index 
Purpose, principles of federal prosecution, 9-27.110 

NOTICE
Attorney fees, criminally derived property, limita­

tions, 9-105.700 
Juvenile offenders, arrest, 9-8.111 

• Media Relations, this index 
• United States Attorneys, this index 

OBSTRUCTION OF JUSTICE
Supervisory responsibility, criminal prosecution, 

9-69.102

OFFICE OF JUSTICE PROGRAMS 
• Public affairs officers, coordination of news media 

efforts, 1-7.310 

OFFICE OF POLICY AND COMMUNICATIONS 
• Media Relations, generally, this index 

OFFICE OF PUBLIC AFFAIRS 
• Media Relations, generally, this index 
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OFFICERS 

OFFICERS AND EMPLOYEES 
Nonprosecution agreements, public officials, princi­

ples of federal prosecution, 9-27.640 

. ORGANIZED CRIME AND RACKETEERING 
SECTION 

Approval of prosecutions, review process, 
9-110.811 

OVERSEAS VOTERS 
• Ciyil Rights-Civil Cases, this index 

PAGERS 

Electronic surveillance, interception, authorization, 


9-7.114 


PAROLE 
Principles of federal prosecution, 


Declined prosecutions, 9-27.230 

Responsibilities of prosecutors, 9-27.710 


Recommendations, plea agreements, principles of 
federal prosecution, 9-27.760 

PAROLE COMMISSION 

Convicted individuals, disqualification from hold­


ing certain offices, exemptions, 9-138.140 

Sentence and punishment, assistance, 9-27.760 


PARTIES 

Principles of federal prosecution, effect, 9-27.150 


PERSONAL PROPERTY 

Criminal monetary impositions, execution, 3-12.020 

PETITIONS 

Criminal proceedings, convicted individuals, dis­


qualification from holding office, 9-138.120 


PHOTOGRAPHS AND PICTURES 

Juvenile offenders, booking photographs, 9-8.111 


• Media relations, assisting news media, 1-7.600 
Narcotics, destruction, documentation of evidence, 

9-101.300 
• Sealed crime scenes, media relations, 1-7.600 

PLEA AGREEMENTS 
• Media relations, 

ATTORN

release of information, 1-7.550 

PLEADINGS 

Sentence enhancements, drug penalties, prior con­


victions, 9-27.451 


POLICIES 


. S. 

Principles of federal prosecution, generally. Crimi­

nal Proceedings, this index 


POLITICAL ASSOCIATION OR AFFILIATION 

Principles of federal prosecution, decision to prose­


cute, impermissible considerations, 9-27.260 


POLYGRAPHS 
• Media relations, release of information, 1-7.550 

POSTAL SERVICE 
Money laundering, investigations, 9-105.513, 

9-105.523 

PRESENTENCE REPORTS 
Principles of federal prosecution, sentencing, re­

view, 9-27.720 

PRESIDENT OF THE UNITED STATES 
Cordoned off areas, presidential visits, 9-65.444 
Uniformed division of the secret service, 9-65.462 
Visits, 

Posted, cordoned off or restricted areas, 9-65.444 

PRETRIAL DETENTION OR RELEASE 
Juvenile 

MANUAL 

offenders, 9-8.113 

198

PRETRIAL DIVERSION 
Juvenile offenders, 9-8.180 
Probable cause, principles of federal prosecution, 

9-27.210 

Terrorism, 9-22.100 


PRINCIPLES OF FEDERAL PROSECUTION 
Criminal Proceedings, this index 
Guilty 

 

Pleas, this index 

PRIOR APPROVAL 
Alford pleas, consent, 9-16.015 
Assistant attorneys general, 

Public figures, nonprosecution agreements, 
9-27.640 

Attorney fees, forfeitures, criminally derived prop­
erty, 9-111.300 

Exemptions, 9-111.700 
Criminal monetary impositions, depriving debtors 

of residence, 3-12.020 
Criminal proceedings, 


Alford pleas, consent, 9-16.015 

Attorney fees, forfeiture of criminally derived 


property, 9-111.300 
Exempt property, 9-111.700 


Extortion, 9-2.133 

Mail fraud, 6-4.218, 6-4.242 


• Media relations, photographing, taping, recording 
or televising law enforcement activity, 
1-7.600 

Money laundering, indictments, specific intent, 
9-105.110 


Murder-for-hire, 9-2.133, 9-110.800 

RICO violations, 


Temporary restraining orders, forfeitures, 
9-110.414 

Violent crimes in aid of racketeering activity, 
9-110.800 

Electronic communications, interception, 9-7.114 
Federal officials, nonprosecution agreements, 

9-27.640 
Federal record centers, shipment, executive office 

for United States attorneys, 3-4.390 
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RACKETEERING 


PRIOR APPROVAL-Cont'd 
Fines and penalties, 


Depriving debtors of residence, 3-12.020 

Remission or modification of unpaid fines, 


. 3-12.350 

Forfeitures; 


Attorney fees, criminally deiived property, ex­

empt'assets, 9-111.700 


RICO violations, temporary restraining orders, 

9-110:414 


Grand jury, 

Controlled substance analogs, 9-100.150 

Tax cases, 6-4.120 


Guilty pleas, 

Alford pleas, 


Consent, 9-16.015 

Indictments, 


Controlled substance analogs, 9-100.150 

Money laundering, specific intent, 9-105.110 


Local officials, nonprosecution agreements, 
9-27.640 


Mail fraud, 6-4.218, 6-4.242 

Nonprosecution agreements, 9-27.610, 9-27.640 


Other districts or divisions, agreements purport­

ing to bind, 9-27.641 


Principles of federal prosecution, declining to 

. prosecute, 9-27.230 


RICO violations, 

Mail fraud, tax violations, 6-4.218, 6-4.242 

Temporary restraining orders, forfeitures, 


9-110.414 

State officials, nonprosecution agreements, 


9-27.640 

Tax cases, 


Fraud, 6-4.218, 6-4.242 

Indictment or information, 


Money laundering, specific intent, 9-105.110 
Mail fraud, 6-4.218, 6-4.242 
Money laundering, specific intent, 9-105.110 

Temporary restraining orders, RICO, forfeitures, 

9-110.414 


PRIORITIES AND PREFERENCES 
Fines 

S. 

and penalties, partial payments, application, 
3-12.011 

Principles of 

ATTORN

federal prosecution, substantial fed­
eral interest, declining to prosecute, 9-27.230 

PRIVACY 

. 

ACT 
Tax cases, 
• Responsibility for litigation, 6-3.530 

PRO SE DEFENDANTS 
Plea bargains, rules of criminal procedure, 9-27.410 

PROBABLE CAUSE 
Attorney fees, criminally derived property, forfei­

tures, 9-111.530 
Criminal proceedings, decision to prosecute, 

9-27.210 

PROBATE PROCEEDINGS . 
Appearance bond forfeitures, enforcement of judg­

ments, 3-12.160 

PROBATION 
Juvenile offenders, disposition upon adjudication, 

9-8.161 
Labor organizations, prohibition against certain per­

sons holding office, revocation, 9-138.300 
Principles of federal prosecution, declining to 

prosecute, 9-27.230 
Restitution, 

Remission, 3-12.210 

MANUAL 

Expiration or revocation of probation, 3-12.220 

PROBATION SERVICE 
Presentence investigations, principles of federal 

prosecution, duties of government 

198

attorneys, 
9-27.720 

PROFESSIONAL ORGANIZATIONS 
Alternative noncriminal dispositions, principles of 

federal prosecution, 9-27.250 

PROFESSIONAL RESPONSIBILITY, OFFICE 

 

OF 
Financial litigation, misconduct or mismanagement 

of money, reports, 3-11.501 

PROPERTY 
Forfeitures, criminally derived property, 9-105.800 

PUBLIC OFFICIALS 
Nonprosecution agreements, principles of federal 

prosecution, 9-27.640 

QUIET TITLE ACTIONS 
Land and Natural Resources, this index 

RACE 
Housing discrimination, 8-2.231 
Principles of federal prosecution, decision to prose­

cute, impermissible considerations, 9-27.260 

RACKETEERING 
Appeal and review, authorization of prosecutions, 

9-110.811 
Approval guidelines, murder-for-hire and violent 


crimes in aid of racketeering activity, 

9-110.810 


Forfeitures, temporary restraining orders, 9-110.414 
Gambling ships, 9-110.900 
General guidelines, approval of prosecutions, 

9-110.812 

Indictments, 


Murder-for-hire and violent crimes in aid of rack­
eteering activity, post-indictment duties, 
9-110.816 

Interstate commerce, 

Violent crimes in aid of racketeering activity, 


9-110.803 
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RACKETEERING 

RACK,ETEERING-Cont'd 

Labor .organizations, telephone consultations, of­


ficeholding prohibitions, 9-138.040 
Local prosecutors, approval guidelines, 9-110.810 . 
Murder-for-hire, . 

Post-indictment duties, 9-110.816 
Pecuniary' value, 

Violent crimes in aid of racketeering activity, 
9-110.803 

Prosecutive memos, 
Murder-for-hire and violent crimes in aid of rack­

eteering activity, 9-110.815 
Review, authorization of prosecutions, 9-110.811 
RICO, 

Attorney fees, forfeitures, 9-111.100 
Post judgment discovery, 9-111.630 

Indictments, 
Temporary restraining orders, forfeitures, 

9-110.414 
Labor organizations, prohibition against certain 

persons holding office, 9-138.300 

Robbery, Hobbs Act prosecutions, 9-131.040 

Ships and shipping, 


Gambling ships, 9-110.900 
Specific guidelines, approval of prosecutions, 

9-110.813, 9-110.814 
States, 

Approval guidelines, federal prosecutions, 
9-110.810 

Supervisory jurisdiction, Hobbs Act prosecutions, 
9-131.020 

Temporary restraining 

ATTORN

orders, forfeitures, 
9-110.414 

Time, authorization of prosecutions, review proc­
ess, 9-110.811 

Vessels, 
Gambling ships, 9-110.900 

Violent crimes in aid of racketeering activity, 
9-110.800 et seq. 

REAL ESTATE 
Housing discrimination, 8-2.231 

REASONABLE CAUSE 
Attorney 

S. 

fees, forfeitures, knowledge of criminally 
derived property, 

RECEIVE 

. 

9-111.520 

AND DEPOSIT OFFENSES 
Money laundering, amendments, 9-105.520 

RECEIVERS AND RECEIVERSHIP 
Appearance bond forfeitures, enforcement of judg­

ments, 3-12.160 

RECORDS AND RECORDATION 
Financial privacy, amendments, 9-105.563 
Juvenile offenders, prior juvenile records, 9-8.115 
Plea bargains, principles of federal prosecution, 

9-27.450 

REDLINING 

Housing discrimination, 8-2.231 


RELIGION 
Principles of federal prosecution, decision to prose­

cute, impermissible considerations, 9-27.260 

REMOVAL FROM OFFICE 
Labor organizations, prohibition against certain per­

sons holding office, RICO forfeiture provi­
sions, 9-138.300 

REMOVAL OF CASES 

Juvenile offenders, certificates and certification, 


9-8.150 


REPORTS 
DOJ 

MANUAL 19

urgent reports, 1-10.231 
Executive office for United States Attorneys, report­

ing and transcription services, 3-4.450 et seq. 
Presentence Reports, generally, this index 
Restitution, 3-12.411 

• Tax Cases, this index 
• United States Attorneys, this index 

RESTITUTION 

 

Juvenile offenders, disposition upon adjudication, 
9-8.161 

Plea bargains, bases for sentences, 9-27.430 
Principles of federal prosecution, declining to prose­

cute, 9-27.230 
Probation, this index 
Reports, 3-12.411 
Sentence and punishment, recommendations, princi­

ples of federal prosecution, 9-27.730 

Victims and Witness Protection Act, 


Collection, 3-12.410 et seq. 


RETIREMENT AND PENSIONS 
Convicted individuals, disqualification from hold­

ing office, reduction of disability, 
9-138.100 et seq. 

Telephone consultations, 9-138.040 

RETURNS 
• Tax Cases, this index 

RICO 
Tax returns, false entries, predicate offenses, 

6-4.211 

RIGHT TO COUNSEL 
Attorney fees, criminally derived property, forfei­

ture, 9-111.210 

RIOTS 
Reporting system for United States attorneys, 

1-10.230 
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SPEEDY 


ROBBERY 
Criminal division, terrorism. and violent crime sec­

tion, responsibilities,.9-3.400 

Gangs, Hobbs Act prosecutions, 9-131.040 

Organized crime, Hobbs Act prosecutions, 


9-131.040 
Supervisor.y jurisdiction, Hobbs Act prosecutions, 

9-131.020 

RULES OF CRIMINAL PROCEDURE . 

Principles of federal prosecution, noncriminal-dis­


positions, 9-27.250 


SEARCH WARRANTS 
• Execution, presence of news media, 1-7.600 
• Media relations, execution, presence of news me­

dia, 1-7.600 

SECOND AND SUBSEQUENT OFFENSES 
. Principles. of federal prosecution, declining to 

prosecute, 9-27.230 
Weapons, enhanced punishment, 9-63.613 

SECRET SERVICE 
Uniformed division, 9-65.462 

SECURITIES 
Alternative noncriminal dispositions, principles of 

federal prosecution, 9-27.250 

SECURITY CLASSIFICATIONS 
Reporting system 

ATTORN

for United States attorneys, 
1-10.231 

SELF·INCRIMINATION 
Juvenile offenders, delinquency proceedings, 

9-8.112, 9-8.160 

SENSITIVE INFORMATION 
Defined, secure communications, 3-6.111 

SENTENCE AND PUNISHMENT 
Alternative 

Declined 

. 

Disclosure, 

Government 

Providing 

S. 

dispositions, principles of federal prose­
cution, noncriminal alternatives, 9-27.250 


prosecutions, 9-27.700 et seq. 


attorneys, principles of federal prose­
cution, 9-27.750 

factual material to defense, 9-27.750 
Enhancement, drug penalties, prior convictions, 

9-27.451 
Factual basis, principles of federal prosecution, 

9-27.720 

Factual material, disclosure, 9-27.750 

Guidelines, plea bargains, 9-27.451 

Imprisonment, principles of federal prosecution, 


9-27.740 

Parole commission, assistance, 9-27.760 

Participation, principles of federal prosecution, 


9-27.700 et seq. 

SENTENCE AND PUNISHMENT-Cont'd 
Plea bargains, princples of federal prosecution, 

9-27.410 
Presentence investigations, duties of federal prose­

cutors, 9-27.720 
Principles of federal prosecution, 9-27.700 et seq. 

Declined prosecutions, 9-27.230 
Prosecution by other jurisdictions, federally declin­

ing to prosecute, 9-27.240 
Public interest, sentence recommendations, . 

9-27.730 
Purpose, principles of federal prosecution, 

198

9-27.110 

MANUAL 

Recommendations, conditions for making, 9-27.730 
Considerations, wait, 9-27.740 

Resentencing, failure to permit defense presenta­
tions, principles of federal prosecution, 
9-27.720 

Restitution, sentence recommendations, principles 
of federal prosecution, 9-27.730 

Substantial assistance, plea bargains, guidelines, 
9-27.451 

Undocumented aliens, deportation, remission of 
special penalty assessments, 3-12.321 

Witnesses, cross examination, principles of federal 
prosecution, 9-27.720 

 

SEX 
Principles of federal prosecution, decision to prose­

cute, impermissible considerations, 9-27.260 

SHIPS AND SHIPPING 
Gambling ships, 9-110.900 

SICK LEAVE 
Executive Office for United States Attorneys, this 

index 

SIGNATURES 
Nonprosecution agreements, records, 9-27.650 

SIXTH AMENDMENT 
Attorney fees, forfeitures, 9-111.210 

SMUGGLING 
Money laundering, amendments, 9-105.512 

SOLICITATION 
Criminal division, terrorism and violent crime sec­

tion, responsibilities, 9-3.400 
Supervisory jurisdiction, 9-60.520 

SOLICITOR OF LABOR, OFFICE OF 
Convicted individuals, disqualification from hold­

ing certain offices, relief proceedings, 
9-138.150 

SPEEDY TRIAL 
Juvenile offenders, 9-8.113 
Nonprosecution agreements, principles of federal 

prosecution, 9-27.610 
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STATE 

STATE OFFICERS AND EMPLOYEES 

Nonprosecution agreemel)ts, principles of federal 


. prosecution, 9-27.640 


STATEMENT OF ASSETS AND LIABILITIES 
• Tax cases\ compromise and settlement, inability to 


pay, 6-6.412 


STATEMENT OF FINANCIAL CONDITION 

Tax cases, 

• Forms, 6-6.901 . 

STATES 

Federal prosecution, decision to prosecute, prosecu­


tions in alternate jurisdictions, 9-27.220 

Principles of federal prosecution, declining to prose­

cute, prosecutions in other jurisdictions, 
9-27.240 

STATUTES 

Attorney fees, forfeitures, criminally derived prop­


erty, construction, 9-111.220 


STAYS 
• Tax cases, bankruptcy, direct referrals to United 


States attorneys, 6-5.522 


STENOGRAPHERS 

Executive office for United States Attorneys, tran­


scription services, 3-4.450 et seq. 


STING UNDERCOVER OPERATIONS 
Money laundering, amendments, 9-105.511 

SUBPOENAS 
Attorney fees, 

Criminally derived property, forfeitures, 
9-111.610 

Transfer of 

ATTORN

assets, forfeitures, 9-111.620 
• Media relations, release of information, 1-7.530 

SUBSTANTIAL FEDERAL INTEREST 
Declined 

S. 

prosecutions, principles of federal prose­
cution,9-27.230 

SUCCESSIVE PROSECUTION 
Principles of federal prosecution, declining prose­

cute, 9-27.230 

SUMMONS 
Juvenile 

. 

to 

offenders, arrest, 9-8.111 

TAX CASES 
• Administrative settlements, approval, redelegation 

of authority, 6-6.130 
Alternative noncriminal dispositions, principles of 

federal prosecution, 9-27.250 

Appeal and review, 

• Criminal appeals and tax enforcement policy sec­


tion, 6-3.600 

• Criminal enforcement sections, 6-3.600 

TAX CASES-Cont'd 

Bankruptcy, 


Dischargeability, 

• Direct referrals to United States attorneys, 

6-5.522 
• Post-judgment collection procedures, 6-8.440 

• Post-judgment collection, 6-8.440 
• Priorities and preferences, post-judgment collec­

tion procedures, 6-8.440 
• Proofs of claims, direct referrals to United States 

attorneys, 6-5.522 
• 

• Turn-over 

Collection, 

• Investigations, 

• Common 

Compromise 
• Administrative 

 

Collateral 
• 
Forms, 

• 

MANUAL 

Stays, direct referrals to United States attorneys, 
6-5.522 

hearings, direct referrals 

19

to United 
States attorneys, 6-5.522 


internal revenue service special 
. procedures function, 6-8.460 

scheme or plan, sentencing guidelines, 
major count policy, plea agreements, 6-4.311 

and settlement, 
settlements, approval, redelegation 

of authority, 6-6.130 

agreements, 


Forms, 6-6.902 


Collateral agreements, 6-6.902 
• Inability to pay, statement of assets and liabili­

ties, 6-6.412 
• Redemption, release of right, 6-6.903 
• Statement of financial condition and other infor­

mation, 6-6.901 
• Future income collateral agreements, 6-6.520 
• Graduated percentages, future income collateral 

agreements, 6-6.520 

Inability to pay, 

• Statement of assets and liabilities, 6-6.412 
Offers in compromise, 
• Financial statements, verification, internal reve­

nue service special procedures function, 
6-8.460 

• Inability to pay, statement of assets and liabili­
ties, form, 6-6.412 

• Statement of assets and liabilities, inability to 
pay, 6-6.412 


Post-judgment collection, 

• Financial statements, verification, internal reve­

nue service special procedures function, 
6-8.460 

• Redemption, federal tax liens, application for re­
lease, forms, 6-6.903 

• Statement of assets and liabilities, inability to 

pay, 6-6.412 


• Statement of financial condition and other infor­
mation, forms, 6-6.901 

• Course of conduct, sentencing guidelines, major 
count policy, plea agreements, 6-4.311 

• Damages, unauthorized disclosure of information, 
6-3.530 
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TAX 


TAX CA,SES-Cont'd 
Delegation of authority, . 

Refunds, false and fictitious claims, grand jury in­
. vestigations, authorization, ~.120 

• Dischargeability, bankruptcy, direct referrals to 

· United States attorneys, 6-5.522 

Disclosure., 

• Damages actions, unauthorized disclosure of infor­

mation, 6-3.530 

Money laundering amendments, 9-105.552 


• Returns and return information, post-judgment 
collection procedures, 6-8.470 


Dismissal of proceedings, 

• Sentencing guidelines, plea bargains, major count 

policy, ~.311 
Electronic filing, 

Multiple filings of false and fictitious returns 
claiming refunds, direct referral to United 
States attorneys, ~.243 

Tax refund cases, grand jury investigations, 

authorization, ~.120 


Evasion, 

Money laundering, amendments, Anti-Drug 


Abuse Act, 9-105.110 

Criminally derived property, 9-105.110 


False returns, filing, 6-4.211 

Federal government, 

• Responsibility for litigation, 6-3.530 

Federal tax liens, 


Redemption, 

Release of rights, 

• Forms, 6-6.903 


Freedom of Information Act, 

• Responsibility for litigation, 6-3.530 

Guidelines, 

• Sentence and punishment, major count policy, 

plea agreements, 6-4.311 

Guilty pleas, 

• Sentencing 

procedures 

ATTORNE

guidelines, major count policy, 
~.311 

Injunctions, 
• Understatement of tax liabilities, 6-3.530 

Interest, 

• Post-judgment 

S. 

collection procedures, 6-8.450 
Internal revenue service, 


Special function, 


. 

• Collection investigation, 6-8.460 
• Post-judgment collection, advising United States 

attorney, 6-8.200 

Investigations, 

• Collection investigations, internal revenue service 


special procedures function, 6-8.460 

• Criminal enforcement sections, 6-3.600 
• Reports, judgment debtors, special procedures 


function of internal revenue service, assisting 

United States attorneys, 6-8.200 


• Judgment liens, extension, 6-8.200 
Judgments, 


Collection of taxes, 

• United States attorneys, 6-8.200 

TAX CASES-Cont'd 
Jurisdiction, 


Filing false tax returns, ~.211 


• Liens, 6-8.430 
• Compromise and settlement, redemption, applica­

tion for release, forms, 6-6.903 
• Judgment liens, extension, 6-8.200 

Mail fraud, 6-4.211 

Major counts, 

• Sentencing guidelines, plea agreements, ~.311 

• Media relations, confidential or privileged informa­
tion, 1...;.7.111 

MANUAL 

Money laundering, 
Criminally derived property, amendments, 

9-105.110 
Scienter elements, 9-105.514 

Nonprosecution agreements, approval, 

198

principles of 
federal prosecution, 9-27.640 


Pleas, 

• Sentencing guidelines, major count policy, 

~.311 
Post-judgment collection procedures, 
• Bankruptcy, 6-8.440 
• Compromise and settlement, ante 


TAX CASES 


 

• Interest, 6-8.450 
• Investigations, internal revenue service special 


procedures function, 6-8.460 

• Liens, 6-8.430 
• Referrals to United States attorneys, 6-8.200 
• Returns and return information, disclosure, 


6-8.470 

• Special procedures function, internal revenue serv­

ice, advising and assisting United States attor­
neys, 6-8.200 

• Pre-sentencing guideline offenses, major count pol­
icy, plea agreements, 6-4.311 


Priorities and preferences, 

• Liens, post-judgment collection procedures, 

6-8.430 

Privacy act, 

• Responsibility for litigation, 6-3.530 

Proof of claims, 

• Direct referrals to United States attorneys, bank­

ruptcy, 6-5.522 

Prosecutorial authority and procedure, 

• Criminal enforcement sections, 6-3.600 
• Recommendations for prosecution, review, 


6-3.600 

• Recommendations for prosecution, criminal tax 

cases, review, 6-3.600 
Referrals, 

Grand jury investigations, 
Refunds, false and fictitious claims, ~.120 

• Post-judgment collections, 6-8.200 

Refund suits, 

• Abusive tax shelters, penalties, 6-3.530 
• Civil trial sections, 6-5.000 
• Fines and penalties, abusive tax shelters and un­


derstatement of tax liabilities, 6-3.530 
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TAX CASE8-Cont'd 

Refund suits-Cont'd . 


G(and jury investigations, delegation of authority 

to United States attorneys by tax division, 

6-4~120 

Multiple filings, false and fictitious returns claim­
ing refunds, direct referral to United States at­
torneys, 6-4.243 

• Tax shelters, penalties, 6-3.530 
• Understatement of tax liabilities, penalties, 


6-3.530 

• Regulations, responsibility for litigation, 6-3.530 


Reports, 

• Investigation reports of judgment debtors, special 

procedures function of internal revenue serv­
ice, assisting United States attorneys, 6-8.200 

Returns, 

Electronic filing, tax refund cases, grand jury in­


vestigations, authorization, 6-4.120 

False entries, filing, 6-4,211 


• Post-judgment collection procedures, disclosure, 
6-8.470 


RICO, predicate offenses, 6-4.211 

• Rulings, responsibility for litigation, 6-3.530 
• Same course of conduct, sentencing guidelines, ma­

jor count policy, plea agreements, 6-4.311 

Sentence and punishment, 

• Criminal appeals and tax enforcement policy sec­


tion, guidelines, 6-3.600 

• Guidelines, major count policy, plea agreements, 

6-4.311 

Shelters, mail fraud, 6-4.211 


• Special interest litigation, 6-5.000 
• Statement of assets and liabilities, compromise and 

settlement, inability to pay, forms, 6-6.412 

Statement of financial condition, 

• Forms, 6-6.901 

• Stays, bankruptcy, direct referrals to United States 
attorneys, 6-5.522 


Summons enforcement, 

• Abusive tax shelters, penalty and injunction cases, 

6-3.530 
• Turn-over hearings, bankruptcy, direct referrals to 

United States attorneys, 6-5.522 
• Unauthorized disclosure of information, damage ac­

tions, 6-3.530 

United 

. S. 

States 

ATTORN

attorneys, 

• Bankruptcy, direct referrals, 6-5.522 
• Post-judgment collection procedures, responsibili­


ties, 6-8.200 et seq. 


TAX DIVISION 
Central region, civil trial section, 
• Special interest cases, 6-3.530 

• Criminal appeals and tax enforcement policy sec­
tion, 6-3.600 

• Criminal enforcement sections, 6-3.600 
• Director of criminal enforcement, 6-3.600 
• Eastern region, civil trial section, 6-3.510 

• Special interest cases, 6-3.530, 6-5.000 
• Judgment collection manual, 6-1.110 

TAX DIVISION-Cont'd 
Prior approval, grand jury investigations, tax re­

funds, delegation to United States attorneys, 
6-4.120 

• Regional section chiefs, criminal enforcement sec­
tions, 6-3.600 

• Special interest cases, 6-3.530 

TAX LIENS 
• Post-judgment collection procedures, 6-8.430 

TAX REFUND PROGRAM 

Fines 

MANUAL 

and Penalties, this index 


TAX SHELTERS 

19

• Injunctions, 6-3.530 

Tax fraud, mail fraud, 6-4.211 


TAXATION 
Shelters. Tax Shelters, generally, this index 
Tax Shelters, generally, this index 

TELECOMMUNICA TIONS 
Executive office for United States secu­

rity management, 3-6.111 
Labor 

 

attorneys, 

organizations, convicted individuals holding 
office, telephone consultations, 9-138.040 

Reporting system for United States attorneys, 
1-10.231 

TELETYPE 
Electronic surveillance, authorization, 9-7.114 

TEMPORARY RESTRAINING ORDERS 
Injunctions, this index 

TERRORISM 
Pretrial diversion, 9-22.100 

TERRORISM AND VIOLENT CRIME SECTION 
Criminal Division, this index 

THIRD PARTIES 
Attorney fees, forfdtures, criminally derived prop­

erty, 9-111.210 et seq. 
Racketeering, temporary restraining orders, forfei­

tures, 9-110.414 

THREATS 
Criminal division, terrorism and violent crime sec­

tion, responsibilities, 9-3.400 

TIME 
Racketeering, authorization of prosecutions, review 

process, 9-110.811 

TRAINING 
Financial Litigation, this index 
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UNITED 


. TRAN~FER OF CASES 
Juveni~ offenders, certificates and certification, 

9-8.150 . 

TRANSFERS 

Money laundering, amendments, 9-105.515 


TREATMENT 
Executiv.e office for United States attorneys, em­

ployee assistance program. alcohol, drug or 
emotional problems, 3-2.792 

TRIAL 
Attorney fees, forfeitures, post judgment discovery 

of assets derived from crime, 9-111.630 

TWXlFAX 

Reporting system for United States attorneys, 


1-10.220 


UNDERCOVER STING OPERATIONS 

Money laundering, amendments, 9-105.511 


UNITED STATES 
Maritime jurisdiction, juvenile offenders, federal 

court jurisdiction, certificates and certification, 
9-8.141 

Territorial jurisdiction, juvenile offenders. federal 
court jurisdiction, certificates and certification, 
9-8.141 

UNITED STATES ATTORNEYS 
• Acting United States attorneys, recusal. 1-3.171 

Appointments, 

Assistant United States attorneys, 

• Temporary service as United States attorneys, 

reemployment, 1-3.200 
• Assistant attorneys general, recusal, consultation, 

1-3.171 

Assistant United States attorneys, 

• Appointments, temporary service as United States 

attorneys, reemployment, 1-3.200 
Multi-district forfeiture cases, credit, 3-7.111 

• Principal 

ATTORN

• 

S. 

assistant, recusal, 1-3.171 
• Reemployment, temporary service as United 


. 

States attorneys, 1-3.200 

• Special assistant United States attorneys, gener­

ally, post 
Temporary acting United States attorneys, re­


cusal,I-3.171 

• Temporary service as United States attorneys, 


reemployment, 1-3.200 

• Case management system, recusal, 1-3.171 

Civil rights-criminal cases, preliminary investiga­
tions, notice, 8-3.110 

Convicted individuals, disqualification from hold­
ing certain offices, relief proceedings, 
9-138.160 et seq. 

• Coordination of news media efforts, 1-7.320, 
1-7.400 et seq. 

UNITED STATES ATTORNEYS-Cont'd 
• Counselling programs, resource materials, victim 


and witness assistance, 1-11.330 

Criminal proceedings, 

Principles of federal prosecution, generally, post 
• Deputy attorney general, recusal, 1-3.171 
• Direct referrals, tax cases, bankruptcy, 6-5.522 

Disciplinary sanctions, principles of federal prose. 
cution, unjustified departures, 9-27.130 

• Files. 	 Case Files, generally, this index 
Guidelines, 

MANUAL 

• Victim and witness assistance, 1-11.320, 1-11.330 
Housing discrimination, administrative subpoenas, 

enforcement, 8-2.231 
Internal procedures, principles of federal prosecu­

tion, 9-27.130 
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Law Enforcement Coordinating Committee, gener­
ally, this index 

• Media Relations, generally, this index 
Multi-district forfeiture cases, credit, 3-7.111 
Notice, 
• Acting United States attorneys, recusal, 1-3.171 
• Recusal, 1-3.171 


 

Office procedures, 

Principles of federal prosecution, establishment, 

9-27.130 
• Victim and witness assistance, 1-11.330 

• Offices, recusal, 1-3.171 
Principles of federal prosecution, 9-27.120 

Modifications or departures, 9-27.140 

Recusal, 

• Procedures in implementing recusals, 1-3.171 

• Reemployment, assistants, temporary service as 
United States attorneys, 1-3.200 

• Referrals, tax cases, bankruptcy, 6-5.522 
Reports, 
• Acting United States attorneys, recusal, 1-3.171 
• Victim and witness assistance, 1-11.330 

• Resource materials, victim and witness assistance, 
1-11.330 


Special assistant United States attorneys, 

• Tax cases, bankruptcy, direct referrals, 6-5.522 

Subcommittees, 

• Law enforcement coordinating committee, 


1-11.211 

• Support services, resource materials, victim and wit­

ness assistance, 1-11.330 
• Tax Cases, .this index 
• Temporary acting United States attorneys, recusal, 

1-3.171 
• Transfer of supervisory responsibility, recusal, 

1-3.171 
• Treatment programs, resource materials, victim and 

witness assistance, 1-11.330 
• Urgent reports, acting United States attorneys, re­

cusal,I-3.171 
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UNITED 

. UNITED STATES A'fTORNEYS-Cont'd 
Vacancies in office, 
• Assistant United States attorneys, temporary serv­

o ice, reemployment, 1-3.200 
Victim and witness assistance guidelines, implemen­

tation, responsibilities, 1-11.320 

UNITED STATES CODE 

Money laundering amendments, prosecutions, 


. 9-105.530 
 0 

UNITED STATES MAGISTRATES 

Juvenile offenders, arrest, 9-8.111 


UNITED STATES MARSHALS 
• Coordination of news media efforts, 1-7.310 
• Media Relations, generally, this index 
• Public affairs officers, coordination of news media 


efforts, 1-7.310 


VACANCIES IN OFFICE 
• United States Attorneys, this index 

VESSELS 

Gambling ships, 9-110.900 


VICTIM AND WITNESS PROTECTION ACT 

Generally, 1-11.300 et seq. 


• Attorney general, guidelines, 1-11.310 et seq. 

Pretrial disclosure, 
Restitution, 


Collection, 

VICTIMS OF 
Children and 
Protection, 

• Victim and 

index 
• Victim and Witness 

ATTORN

witness identity, 9-6.200 


3-12.410 et seq. 

CRIME 

minors, protection of identity, 9-8.114 

Witness Protection Act, generally, this 

Protection Act, generally, this 

index . 


VICTIMS OF CRIME, OFFICE FOR 

Victim and witness assistance guidelines, implemen­


tation, compliance, 1-11.320 


VIDEO RECORDINGS 
• Media relations, assisting news media, 1-7.600 
• Sealed 

. S. 

crime scenes, media relations, 1-7.600 

VIOLENT CRIMES 
Juvenile offenders, federal court jurisdiction, 

9-8.130 

WAIVER 
Fines and Penalties, this index 
Juvenile offenders, right to counsel and privilege 

against self-incrimination, 9-8.112 

WARRANTS 
Arrest, principles of federal prosecution, probable 

cause, 9-27.210 

WEAPONS 

Criminal division, 


Responsibilities, 

Terrorism and violent crime section, 9-3.400 


Machine guns, 

Delivery or possession, 9-63.611 

Enhanced. punishment, 9-63.613 


Plea bargains, 9-27.451 
Repeat offenders, enhanced punishment, 9-63.613 
Second and subsequent offenses, enhanced punish­

ment, 9-63.613 
Short-barreled 

MANUAL 

rifle or shotgun, enhanced 

19

punish­
ment, 9-63.613 

Supervisory responsibility, 9-63.519 

WEIGHTS AND MEASURES 
Narcotics, destruction of marijuana, 9-101.300 

WIRE TRANSFERS 
Financial litigation, deposit of payments, 3-11.521 

WITNESS SECURITY PROGRAM 
Nonprosecution 

 

agreements, 9-27.630 

WITNESSES 
Children and Minors, this index 
Criminal proceedings, principles of federal prosecu­

tion, decision to prosecute, 9-27.220 

Disclosure, identity, pretrial, 9-6.200 

Identity, pretrial disclosure, 9-6.200 

Immunity, 


Attorney general, offenses first disclosed in immu­
nized testimony, authorization to prosecute, 
9-23.400 

Authorization procedures, 
Attorney general, offenses first disclosed in im­

munized testimony, prosecution, 9-23.400 
Compulsion orders, 

Nonprosecution agreements, 9-27.610 
Nonprosecution agreemen!s, 9-27.610 

Juvenile offenders, 
Confrontation and cross-examination, delin­

quency proceedings, 9-8.160 
• Media relations, criminal proceedings, release of in­

formation, 1-7.550 
Nonprosecution agreements, principles of federal 

prosecution, 9-27.610 
Plea bargains, cooperating defendants, 9-27.410 

Selecting charges, 9-27.430 

Protection, 

• Victim and Witness Protection Act, generally, this 

index 
Sentence and punishment, cross examination, princi­

ples of federal prosecution, 9-27.720 
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ZONING 


WITNESSES-Cont'd 
Use immunity, 

Nonprosecution agreements, principles of federal 
prosecution, 9-27.610 

Victim and Witness Protection Act, generally, this 
index 

WORDS AND PHRASES 
Child, p'rotection of identity of child witnesses and 

victims, 9-8.114 

WORDS AND PHRASES-Cont'd 
Juvenile, criminal division, 9-8.002 

Juvenile delinquency, criminal division, 9-8.002 

Sensitive information, secure communications, 
3-6.111 

ZONING AND PLANNING 

Housing discrimination, 8-2.231 


29 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



INDEX TO 

TITLE 3 - EXECUTIVE OFFICE FOR 

UNITED STATES ATTORNEYS 


ABANDONED OR UNCLAIMED PROPERTY 
United States marshals, custody, 3--4.380 

ACCIDENTS 
Occupational safety and health, executive office for 

United States attorneys, 3-6.172 

ACCOUNTABILITY 
Defined, property management, 3--4.310 

ACCOUNTABLE OFFICER 
Defined, property management, 3--4.310 

ACCOUNTS AND ACCOUNTING 
Chargeable appropriations, executive office for United 

States attorneys, 3-3.620 et seq. 

ACKNOWLEDGMENTS 
Financial Litigation, this index 

ACTIONS AND PROCEEDINGS 
Executive Office for United States Attorneys, this 

index 

ADDING MACHINES 
Executive office for United States attorneys, sales or 

exchanges, 3--4.362 

ADDRESS VERIFICATION 
Skiptracing, generally, 

ATTORN

this index 

ADMINISTRATIVE BASIC COMPENSATION 
Executive office for United States attorneys, 3-2.534 

ADMINISTRATIVE EXPENSES 
Executive office for United States attorneys, approv­

al, 3-3.580 

ADMINISTRATIVE GRIEVANCE SYSTEM 
Federal agencies, 3-2.771 

. 

ADMINISTRATIVE LEAVE 
Executive 

S. 

Office for United States Attorneys, this 
index 

ADMINISTRATIVE OFFICE OF UNITED 
STATES COURTS 

Printing expenses, 3--4.223 

ADMINISTRATIVE SERVICES UNIT 
Executive office for United States attorneys, responsi­

bilities, 3-1.120 

ADMISSION TO BAR 
Attorneys, excused absences, 3-2.630 

ADOPTION 
Leaves of absence, 3-2.630 

ADP PROGRAM 
Executive office for United States attorneys, 3-7.400 

et seq. 

ADVANCE PAYMENTS 
Executive office for United States attorneys, 3-3.610 

ADVERTISING 
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Executive Office for United States Attorneys, this 
index 

ADVISORY COMMITTEES 
Executive office for United States attorneys, equal 

employment opportunities, 3-9.120 

ADVOCATING OVERTHROW OF GOVERN· 

 

MENT 
Labor 

MANUAL 

organizations, federal employee rights, 3-2.711 

AFFIDAVITS 
Executive Office for United States Attorneys, this 

index 
Sureties, appearance bond forfeitures, 3-12.152 

AFFIRMATIVE ACTION 
Executive Office for United States Attorneys, this 

index 

AGENTS FOR SERVICE OF PROCESS 
Appearance bond forfeitures, appointment of federal 

process agents, 3-12.154 

ALARMS 
Executive office for United States attorneys, security 

management, 3-6.110 

ANNUAL LEAVE 
Executive office for United States attorneys, employ­

ment, 3-2.630 

ANSWER 
Financial Litigation, this index 

APPEAL AND REVIEW 
Bonds (officers and fiduciaries), collateral, use in 

payment of criminal monetary impositions, 
3-12.140 

Collateral on bond, deposit of cash, use in payment 
of criminal monetary impositions, 3-12.140 

Executive Office for United States Attorneys, this 
index 

Fines, enforcement during appeal, 3-12.700 
Pending appeals, enforcement of fine during appeal, 

3-12.700 

APPEALS IN CRIMINAL PROSECUTIONS 
Fines, enforcement during appeal, 3-12.700 
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INDEX 

APPEALS IN CRIMINAL PROSECUTIONS 
-Cont'd 

Narcotic cases, fines, enforcement during appeal, 
3-12.700 

Pending appeals, enforcement of fine during appeal, 
3-12.700 

White collar crime cases, fines, enforcement during 
appeal, 3-12.700 

APPEARANCE BONDS 
Bail, generally, this index 

APPELLATE ADVOCACY 
Executive office for United States attorneys, courses, 

attorney training, 3-8.112 

APPRAISALS AND APPRAISERS 
Deeds accepted as personal sureties, bail bond, 

3-12.152 
Executive Office for United States Attorneys, this 

index 

APPROPRIATIONS 
Executive Office for United States Attorneys, this 

index 

ARREST 
Forfeiture of collateral, appearance before magistrate,

failure to send money to central violations bu­
reau, 3-12.500 

Nonpayment of fines, stand-committed fines, 
3-12.600 

Stand-committed fines, 3-12.600 

ASSESSMENTS 
Executive Office for United States Attorneys, this 

index 

ASSET FORFEITURE 
Office of counsel, executive office for United States 

attorneys, advice, 3-1.120 

ASSET FORFEITURE FUND 
Financial litigation, United States marshals fund, 

3-11.520 

ASSISTANT DIRECTORS 
Executive 

S. 

office for United States attorneys, equal 
employment 

ATTOR

opportunity responsibilities, 

ASSISTANT 

. 

3-9.120 

UNITED STATES ATTORNEYS 
Executive Office for United States Attorneys, this 

index 

ASSOCIATE ATTORNEYS GENERAL 
Executive office for United States attorneys, adminis­

tration of personnel, authority, 3-2.100 

ASSOCIATIONS AND SOCIETIES 
Executive office for United States attorneys, profes­

sional organizations, 3-2.252 

ATTACHMENT 
Financial litigation, execution on real and personal 

property, 3-11.245 

ATTORNEY FEES 
Executive office for United States attorneys, policies, 

pro bono work, 3-2.735 

ATTORNEY GENERAL ADVOCACY INSTITUTE 
Generally, 3-8.100 et seq. 

ATTORNEY GENERALS ADVISORY COMMIT­
TEE 

Financial litigation subcomittee, working with finan­
cial litigation staff, 3-10.130 

ATTORNEY PERSONNEL MANAGEMENT, OF­
FICE OF 

Executive Office for United States Attorneys, this 
index 

ATTORNEYS 
Executive Office for United States Attorneys, this 

index 
Foreign counsel, payments, 3-3.230 et seq. 

AUDIO RECORDS 
Executive Office for United States Attorneys, this 

index 

AUTOMATED CASE MANAGEMENT SYSTEMS 
Executive office for United States attorneys, 3-7.110 

AUTOMATED DATA PROCESSING (ADP) 
Executive office for United States attorneys, 3-7.400 

et seq. 

AUTOMATED INFORMATION SYSTEMS 
Executive office for United States attorneys, security 

management, 3-6.140 

AUTOMATED LITIGATION SUPPORT SERVIC­
ES 

Executive office for United States attorneys, 3-7.300 
et seq. 

AUTOMATED TICKLER SYSTEMS 
Executive office for United States attorneys, financial 

litigation tools, 3-11.931 

AWARDS 
Executive Office for United States Attorneys, this 

index 

BACKGROUND INVESTIGATIONS 
Executive office for United States attorneys, security 

management, 3-6.210 

BAIL 
Collection of bond forfeitures, designation of assistant 

United States attorney responsible, 3-10.110 
Conditional release, collection of criminal monetary 

impositions, 3-12.130 
Corporate sureties, forfeitures, 3-12.154 
Deeds, personal sureties, guidelines for acceptance, 

3-12.152 
Executive Office for United States Attorneys, this 

index 
Forfeitures, 3-12.100 

Acceptability of pledged assets, personal sureties, 
3-12.152 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



INDEX 

BAIL-Cont'd 
Forfeitures-Cont'd 

Assistant United States attorney, designation as 
collection officer, 3-10.110 

Bonds with specified percent cash deposit, 3-12.140 
Cash deposits, 3-12.150, 3-12.151 
Conditional release, 3-12.130 
Corporate sureties, 3-12.154 
Criminal monetary impositions, collections, 

3-12.000 et seq. 
Deceased debtors, unsecured appearance bonds, col­

lection, 3-12.120 
Deeds, personal sureties, 3-12.152 
Deposit of cash or other security, 3-12.140 
Designation of assistant United States attorney to 

collect, 3-10.110 
Executive Office for United States Attorneys, this 

index 
Guidelines, 3-12.000 

Personal sureties, acceptance, 3-12.152 
Individuals serving as professional sureties, 

3-12.153 

Motions, unsecured appearance bonds, 3-12.120 

Personal sureties, 3-12.152 

Release on recognizance, 3-12.110 

Sureties, 3-12.150, 3-12.152 et seq. 

Unsecured appeara.nce bonds, 3-12.120 


Personal sureties, appearance bond forfeitures, 
3-12.152 

Professional sureties, forfeitures, 3-12.153 
Release on personal recognizance, 3-12.110 

BAIL REFORM ACf OF 1984 
Appearance bond forfeitures, 3-12.100 

BANKRUPfCY 
Executive Office for United States Attorneys, this 

index 
Financial litigation, 

ATTORN

installment repayment plans, re­
turning to referring agency for collection, 
3-11.233 

Sureties, individuals serving as professional sureties, 
appearance bond forfeitures, 3-12.153 

BANI\RUPTCY 

S. 

REFORM ACf OF 1978 
Appearance bond forfeiture judgments, priority, 

3-12.120 

BANKS AND BANKING 
Garnishment of accounts, financial litigation, 

3-11.243 

BAR CODE LABELS 
Executive 

. 

office for United States attorneys, personal 
property, 3-4.330 

BILL OF COSTS 
Financial litigation, 3-11.213 

BILLS OF LADING 
Executive office for United States attorneys, shipping, 

3-4.390 

BLIND PERSONS 
Executive office for United States attorneys, training, 

availability, 3-8.610 

BLOOD DONORS 
Executive office for United States attorneys, excused 

absences, 3-2.630 

BOARDS AND COMMISSIONS 
Executive office for United States attorneys, perform­

ance management recognition system pool board, 
3-2.536 

BONDS (OFFICERS AND FIDUCIARIES) 
Appeal bonds, collateral, use in payment of criminal 

monetary impositions, 3-12.140 
Bail, generally, this index 
Costs of court, enforcement during appeal, 3-12.700 
Fines and penalties, enforcement during appeal, 

3-12.700 

Justification of Sureties, generally, 

19

this index 


BUDGETS 
Executive office for United States attorneys, security, 

assistance, 3-6.010 

BUILDINGS 
Executive Office for United States Attorneys, this 

index 

BULLETINS 
Executive office for United States attorneys, office of 

counsel, advice, 3-1.120 

CALCULATORS 
Executive 

 MANUAL 

office for United States attorneys, sales or 
exchanges, 3-4.362 

CALENDARS 
Grand jury, 3-4.411 

CAPITALIZED PERSONAL PROPERTY 
Defined, property management, 3-4.310 

CAREER EMPLOYMENT 
Executive Office for United States Attorneys, this 

index 

CARRIERS 
Executive office for United States attorneys, damaged 

goods, refusal, 3-4.332 

CASE FILES 
Executive Office for United States Attorneys, this 

index 

CASE MANAGEMENT REPORTS 
Executive office for United States attorneys, 3-7.100 

et seq. 

CASE TRACKING SYSTEMS 
Criminal monetary impositions, collection, 3-12.000 

CASH 
Financial Litigation, this index 

CASH DEPOSITS 
Bail forfeitures, 3-12.150, 3-12.151 

CENTRAL CASELOAD AND COLLECfION SYS­
TEM 

Executive office for United States attorneys, 3-7.110 
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INDEX 

CENTRAL VIOLATIONS BUREAU 
Forfeitures, United States magistrates proceedings, 

3-12.500 

CERTIFICATES AND CERTIFICATION 
Executive Office for United States Attorneys, this 

index 

CERTIFICATES OF INDEBTEDNESS 
Financial litigation, prejudgment interest, 3-11.611 

CERTIFYING OFFICERS 
Executive Office for United States Attorneys, this 

index 

CHECKS 
Executive office for United States attorneys, post­

judgment collections, processing, 3-11.512 
Financial litigation, payment processing, 3-11.510 et 

seq. 

CHILD SUPPORT 
Correctional institution inmates, satisfaction of finan­

cial obligations, 3-12.800 

CIVIL ATTORNEYS 
Employment, position descriptions, 3-2.511 

CIVIL RIGHTS ATTORNEYS 
Employment, position descriptions, 3-2.511 

CLAIMS BY UNITED STATES 
Financial Litigation, generally, this index 

CLAIMS COLLECTION LITIGATION REPORTS 
Financial Litigation, 

ATTORN

this index 

CLASS ACTIONS 
Executive Office for United States Attorneys, this 

index 

CLOSELY HELD CORPORATIONS 
Fines, dissolved, inactive or defunct corporate de­

fendants, collection, 3-12.330 

CLOSING CASES 
Appearance bond forfeitures, guidelines, 3-12.000 
Sureties, 

S. 

individuals serving as professional sureties, 
appearance bond forfeitures, 3-12.153 

COGNOVIT NOTES 
Financial litigation, 3-11.131 

COLLATERAL 
Appeal bonds, use in payment of criminal monetary 

impositions, 3-12.140 
Personal 

. 

acceptability, 

sureties, appearance bond forfeitures, 
3-12.152 

COLLECTIONS 
Executive Office for United States Attorneys, this 

index 

COLLECTIONS ATTORNEYS 
Employment, position description, 3-2.511 

COLLEGES AND UNIVERSITIES 
Executive Office for United States Attorneys, this 

index 

COMMERCIAL PAPER 
Checks, financial litigation, payment processing, 

3-11.510 et seq. 
Cognovit notes, financial litigation, acceptability, 

3-11.131 
Confess-judgment notes, financial litigation, accepta­

bility, 3-11.131 
Financial litigation, 

Payment processing, 3-11.510 et seq. 
Prejudgment interest, 3-11.611 

Promissory notes, financial litigation, containing 
agreement for judgment, acceptability, 3-11.131 

COMMITTEES 
Executive 

MANUAL 

Office for United States 

198

Attorneys, this 
index 

COMMUNICATIONS 
Executive Office for United States Attorneys, this 

index 

COMPENSATION AND SALARIES 
Executive Office for United States Attorneys, this 

index 
Financial litigation, 

 

Federal employees as judgment debtors, salary ofT­
set, 3-11.244 

Garnishment, 3-11.243 
Step increases. Quality step increases, generally. 

Executive Office for United States Attorneys, 
this index 

COMPENSATORY TIME 
Employment, 3-2.550 

COMPETITIVE EXAMINATIONS 
Employment, recruitment and selection, 3-2.332 

COMPLAINT 
Financial Litigation, this index 

COMPROMISE AND SETTLEMENT 
Bail, generally, this index 
Financial Litigation, this index 

COMPUTER ASSISTED LEGAL RESEARCH 
Executive office for United States attorneys, 3-7.200 

et seq. 

COMPUTERS 
Executive Office for United States Attorneys, this 

index 

CONDITIONAL EXPENSES 
Executive Office for United States Attorneys, this 

index 

CONDITIONAL RELEASE 
Collection of criminal monetary impositions, 3-12.130 

CONFERENCES 
Executive office for United States attorneys, district 

offices, expenses, 3-3.1000 

CONFESS-JUDGMENT NOTES 
Financial litigation, acceptability, 3-11.131 
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INDEX 

CONFIDENTIAL OR PRIVILEGED INFORMA­
TION 

Executive Office for United States Attorneys, this 
index 

CONFLICTS OF INTEREST 
Executive Office for United States Attorneys, this 

index 

CONGRESS 
Advice regarding congressional inquiries, executive of­

fice for United States attorneys, 3-1.120 

CONSENT TO JUDGMENTS 
Financial litigation, installment repayment plans, 

3-11.131 
Following filing of suit and before default judg­

ment file, 3-11.144 

CONSTRucnON 
Executive office for United States attorneys, new 

buildings, space management, 3-5.142 

CONSULTATION 
Executive Office for United States Attorneys, this 

index 

CONTEMPT 
Fines, failure to make payment, stand-committed 

fines, 3-12.600 

CONTINUING LEGAL EDUCATION 
Executive Office for United States Attorneys, this 

index 

CONTRABAND 
Executive office for United States attorneys, unre­

turned items, 3-4.380 

CONTRACfS 
Executive Office for United States Attorneys, this 

index 
Financial litigation, prejudgment interest, 3-11.611 

COOPERATIVE EDUCATION 
Executive office for United States attorneys, students, 

3-2.308 

COPIERS 
Executive 

S. 

office for United States attorneys, procure­

. 

ment, 3-4.253 

ATTORN

CORPORATE SURETIES 
Appearance bond forfeitures, 3-12.154 

CORPORATIONS 
Dissolution, fines, collection, 3-12.330 
Executive Office for United States Attorneys, this 

index 
Fines, dissolved, inactive or defunct corporate de­

fendants, 3-12.330 

CORRECfIONAL INSTITUTIONS 
Financial responsibility program, inmate obligations, 

3-12.800 
Fines owed by inmates, collection, 3-12.800 

CORRECfIVE ACfIONS 
Executive office for United States attorneys, person­

nel, 3-2.274 

COST OF LIVING 
Summer employment program for needy youth, al­

lowances, 3-2.332 

COSTS OF COURT 
Criminal monetary impositions, 


Collection, 3-12.000 

Suspension, 3-12.300 et seq. 


Deposits, pending appeals, 3-12.700 
Enforcement during appeal, 3-12.700 
Executive 

MANUAL 

office for United States attorneys, financial 
litigation responsibilities, 3-11.213 

Financial Litigation, this index 
Pending appeal, enforcement of collection, 

1988

3-12.700 

COUNSELING AND COUNSELORS 
Executive Office for United States Attorneys, this 

index 

COURT REGISTRIES 
Deposits, use in payment of criminal monetary impo­

sitions, 3-12.140 

 

COURTHOUSES 
Executive office for United States attorneys, property 

management, new buildings, 3-5.142 

COURTS 
Executive Office for United States Attorneys, this 

index 

CRIME VICfIMS 

Restitution, generally, this index 


CRIMINAL ATTORNEYS 

Employment, position description, 3-2.511 


CRIMINAL FINE ENFORCEMENT ACf 
Fines imposed as conditions of probation, 3-12.200 

CRIMINAL FINE IMPROVEMENTS ACf 
United States magistrates, fines imposed by, collec­

tion, 3-12.500 

CRIMINAL MONETARY IMPOSITIONS 

See, also, Fines and Penalties, generally, this 


index 

Generally, 3-12.000 et seq. 


Appeals, enforcement during appeal, 3-12.700 

Bail, generally, this index 

Incarceration, enforcement during, 3-12.800 

Internal revenue service reporting requirements, 


3-12.900 

Restitution, Victims and Witness Protection Act, 


3-12.400 

Stand -commi tted fines, 3-12.600 

Suspension of collection action, 3-12.300 et seq. 


CRIMINAL PROCEEDINGS 
Alternatives to incarceration, collection of criminal 

monetary impositions, 3-12.000 
Bail, generally, this index 
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INDEX 

CRIMINAL PROCEEDINGS-Cont'd 
Conditional release, collection of criminal monetary 

impositions, 3-12.130 
Costs, criminal monetary impositions, collection, 

3-12.000 
Executive office for United States attorneys, tax re­

turns, disclosure of information, 3-6.3 10 
Incarceration, criminal monetary impositions covering 

costs, 3-12.000 
Infractions, generally, this index 
Monetary impositions, collection, 3-12.000 et seq. 
Perjury, personal sureties, bail bond, inability to 

meet conditions, 3-12.152 
Release on personal recognizance, 3-12.110 
Tax returns, disclosure, 

Executive office for United States attorneys, 

3-6.310 


CRIMINAL VICTIMS 
Restitution, generally, this index 

CURRENCY 
Financial Litigation, this index 

CUSTODY 
Executive Office for United States Attorneys, this 

index 

DAMAGES 
Executive office for United States attorneys, refusal 

to accept deliveries, damaged goods, 3-4.332 

DEAF PERSONS 
Executive office 

availability, 

DEBT COLLECTION 
Financial Litigation, 

DEBT COLLECTION 
Financial litigation, 

DEBT COLLECTION 
Executive office 

case management, 

ATTORN

for United States attorneys, training, 
3-8.610 

generally, this index 

ACT OF 1982 
prejudgment interest, 3-11.611 

MANAGEMENT SYSTEM 
for United States attorneys, local 

3-7.110 

DEBTORS 
Executive 

index 

DEBTS 
Executive 

. 

tions, 
3-7.110 

S. 

Office for United States Attorneys, this 

office for United States attorneys, collec­
central caseload and collection system, 

DECLINATION LETTERS 
Financial litigation, referral of forms, deficiency in 

claims collection litigation report and referral 
package, 3-11.121 

DEEDS AND CONVEYANCES 
Bail, forfeitures, personal sureties, 3-12.152 
Deposit for security, appearance bond, forfeitures, 

3-12.140 
Personal sureties, appearance bond forfeitures, 

3-12.152 

DEFAULT 
Executive office for United States attorneys, post­


judgment collections, 3-11.234 

Financial litigation, installment repayment plans, 


3-11.231, 3-11.234 


DEFAULT JUDGMENTS 
Financial litigation, 

Debtors failure to file answer, 3-11.143, 3-11.144 
Perfection, 3-11.212 

DEFICIENCY OR DECLINATION LETTERS 
Financial Litigation, this index 

DELIVERY 
Executive 

MANUAL 

Office for United States this 
index 

198

Attorneys, 

DEPARTMENT OF JUSTICE 
Executive Office for United States Attorneys, this 

index 
Financial Litigation Staff, generally, this index 

DEPORTATION 
Fines and penalties, deporting person owing, suspen­

sion of collection action, 3-12.311 
Special penalty assessments, closing as uncollectible, 

deported defendants, 3-12.320 

DEPOSITIONS 
Executive 

 

Office for United States Attorneys, this 
index 

DEPOSITS 
Bail bond, forfeitures, 3-12.150, 3-12.151 
Financial litigation, receipt of payments, 3-11.510 

Conversion of cash or currency to checks, 
3-11.512 

Fines or costs, enforcement during appeal, 3-12.700 

DIFFERENTIAL PAY 
Executive office for United States attorneys, employ­

ment policies, 3-2.591 

DIRECT DEPOSITS 
Financial litigation, 3-11.520 

Conversion of cash or currency to checks, 
3-11.512 

DIRECTORS 
Executive Office for United States Attorneys, this 

index 

DISABILITY INSURANCE 
Executive office for United States attorneys, employ­

ees, 3-2.832 

DISABILITY RETIREMENT 
Executive office for United States attorneys, responsi­

bilities, 3-2.831 

DISABLED VETERANS AFFIRMATIVE ACTION 
PLAN 

Executive office for United States attorneys, responsi­
bilities, 3-9.101 
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DISCIPLINARY PROCEEDINGS 
Employees, executive office for United States attor­

neys, 3-2.751 

DISCLOSURE 
Executive Office for United States Attorneys, this 

index 

DISCONTINUED SERVICE RETIREMENT 
Executive office for United States attorneys, 3-2.831 

DISCOVERY 
Executive Office for United States Attorneys, this 

index 
Financial litigation, enforced collection proceedings, 

determining ability to pay, 3-11.242 

DISCRIMINATION 
Executive Office for United States Attorneys, this 

index 

DISEASES 
Executive office for United States attorneys, occupa­

tional safety and health responsibilities, investiga­
tions, 3-6.172 

DISPLACED EMPLOYEE PROGRAM 
Executive office for United States attorneys, merit 

staffing, 3-2.335 

DISSOLUTION 
Corporations, fines, 

Fines against corporate defendants, collection, 
3-12.330 

Suspension, 3-12.330 

DOCKET AND REPORTING SYSTEM 
Financial Litigation, this index 

DOCKETS 
Executive office for United States attorneys, records, 

property management responsibilities, 3-4.411 

DRUG TASK FORCE 
Executive Office for United States Attorneys, this 

index 

EDUCATION 
Executive 

S. 

Office for United States Attorneys, 
index 

ATTORN

this 

. 

ELECfIONS 
Voter registration, executive office for United States 

attorneys, excused absences, 3-2.630 

ELECfRONIC DATA PROCESSING 
Executive Office for United States Attorneys, this 

index 

EMERGENCIES 
Executive Office for United States Attorneys, this 

index 

EMPLOYEE DISCRIMINATION 
Discrimination, generally. Executive Office for Unit­

ed States Attorneys, this index 

EMPLOYMENT 
Executive Office for United States Attorneys, this 

index 

ENFORCED COLLECTION PROCEEDINGS 
Financial Litigation, this index 

ENVIRONMENTAL PROTECfION ATTORNEYS 
Employment, position description, 3-2.511 

EQUAL EMPLOYMENT OPPORTUNITY 
Executive Office for United States Attorneys, this 

index 

ETHICS 
Financial litigation, 3-10.120 

ETHICS IN GOVERNMENT 
Executive office for United States 

1988

attorneys, fmancial 
disclosure reports, responsibilities, 3-2.734 

ETHNIC 

 MANUAL 

AND RACIAL CODES 
Equal employment opportunity, executive office for 

United States attorneys, responsibilities, 3-9.130 

EVALUATIONS 
Executive Office for United States Attorneys, this 

index 

EVIDENCE 
Executive Office for United States Attorneys, this 

index 

EXCEPTED SERVICE 
Executive office for United States attorneys, employ­

ment, 3-2.213, 3-2.302 

EXECUTION 
Financial litigation, 3-11.245 
Fines and Penalties, this index 
Stay of execution, payment of fine, pending appeal, 

3-12.700 

EXECUTIVE DEVELOPMENT 
Executive Office for United States Attorneys, this 

index 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS 

Generally, 3-1.000 et seq. 
Abandoned or unclaimed property, United States 

marshals, custody, 3-4.380 
Absence and leave, 3-2.630 
Accidents, occupational safety and health, 3-6.172 
Accountability, defined, property management, 

3-4.310 
Accountable officers, 

Defined, property management, 3-4.310 
Property management, responsibilities, 3-4.320 

Accounts and accounting, chargeable appropriations, 
3-3.620 et seq. 

Actions and proceedings, 
Case files, 3-4.412 
Class actions, generally, post 
Discrimination complaints, generally. Equal em­

ployment opportunity, post 

Expenses and expenditures, generally, post 


7 

U. S
. A

TTORNEYS M
ANUAL 1

98
8



INDEX 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS--Cont'd 

Actions and proceedings-Cont'd 
Out-of-pocket litigation expenses, 3-3.570 
Personnel, processing, 3-2.296 
Process, prejudgment debt collection, service, 

3-11.140 et seq. 
Adding machines, sales or exchanges, eligibility, 

3-4.362 
Administration of personnel, authority, 3-2.100 
Administrative assistants, position description, assist­

ant United States attorneys, 3-2.511 
Administrative basic compensation, 3-2.534 
Administrative expenses, approval, 3-3.580 
Administrative grievance system, agencies, 3-2.771 
Administrative leave, 3-2.610 

Annual leave, 3-2.630 
Training programs, 3-8.251 

Administrative office of United States courts, print­
ing, expenses, 3-4.223 

Administrative operations, phasing down United 
States attorney operations, lapsed appropriations, 
3-3.310 et seq. 

Administrative services unit, 3-1.120 
Admission to bar, attorneys, excused absences, 

3-2.630 
Adoption, leave, 3-2.630 
ADP, automobile data processing, 3-7.400 et seq. 
Advance payments, 3-3.610 
Advance sick leave, prepayment, 3-2.630 
Adverse actions, employment, 3-2.752 
Adverse or pecuniary interest. Conflict of interest, 

generally, post 
Advertising, 3-4.100 et seq. 

Employment advertising, 3-4.120 
Expenses, chargeable appropriations, 3-3.621 
Legal advertising, 3-4.110 
Property management, post 

Advisory committees, equal employment opportunity, 
3-9.120 

Advisory reports, 

ATTORN

expenses, chargeable appropriations, 
3-3.621 

Advocating overthrow of government, labor organiza­
tions, employee rights, 3-2.711 

Affidavits, 
Appointments, oaths of office, 3-2.311 
Court 

S. 

documents, printing, 3-4.223 
Affirmations. Oaths and affirmations, generally, post 
Affirmative 3-2.720 

Equal employment opportunity, 3-1.101 
Policy, 3-9.100 


Policy, 3-2.300 

Programs, 


. 

action, 

Employment, 3-2.720 

Implementation, 3-9.101 


Summer legal intern program, recruitment, 3-2.213 
Age discrimination, complaints, 3-9.200 et seq. 
Agencies. Federal agencies, generally, post 
Agreements. Contracts, generally, post 
Alarms, security management, 3-6.110 
Alternative work schedules, employment, 3-2.620 
Announcements, vacancies, merit staffing, 3-2.335 
Annual leave, 3-2.630 
Annuitants, reemployment policies, 3-2.300 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Appeal and review, 
Case files, 3-4.412 
Discrimination complaints, 3-9.220 

Notice of right following investigation, 3-9.230 
Equal employment opportunity, post 
Fines and penalties, enforcement, 3-12.700 

Appeals attorneys, position description, assistant 
United States attorneys, 3-2.511 

Appearance bonds, forfeitures, financial litigation 
unit, 3-1.120 

Appellate advocacy, courses, attorney training, 
3-8.112 

Appointments, 
Affidavits, oaths of office, 3-2.311 
Authority, 3-2.311 

Appraisals and appraisers, 

19

Expenses, 

MANUAL 

chargeable appropriations, 3-3.621 
Fees, 3-3.410 

Appropriations, 
Chargeable items, 3-3.620 et seq. 
Lapses, phasing down United States attorney oper­

ations, 3-3.300 et seq. 
Armed forces. Military forces, generally, post 
Assessments, 

 

Financial litigation unit, responsibilities, 3-1.120 
Position management, 3-2.312 

Asset forfeiture, office of counsel, advice, 3-1.120 
Assistant directors, equal employment opportunity re­

sponsibilities, 3-9.120 
Assistant United States attorneys, 

Administrative salary increases, 3-2.534 
Compensation and salaries, 3-2.213, 3-2.534 
Directors awards, superior performance, 3-2.451 
Disciplinary proceedings, generally, post 
Excepted service, employment, 3-2.213 
Expenses, chargeable appropriations, 3-3.621 
Financial disclosure, 3-2.734 
Outside cases and activities, 3-2.735 
Performance management, 3-2.430 
Position descriptions, 3-2.511 
Pro bono work, 3-2.735 
Removal, 3-2.752 
Sabbaticals, 3-2.334 
Supervisory positions, removal, 3-2.752 
Veterans, removal, 3-2.752 

Associate attorney general, administration of person­
nel, authority, 3-2.100 

Associate degree students, cooperative education, 
3-2.308 

Associations, professional organizations, 3-2.252 
Attorney fees, pro bono work, 3-2.735 
Attorney general advocacy institute, 3-8.100 et seq. 

Expenses and expenditures, 3-8.312 
Attorney personnel management, office of, 3-2.250 

Personnel records and files, maintenance, 3-2.293 
Attorney-client files, maintenance, confidential or 

privileged information, 3-4.418 
Attorneys, 

Admission to bar, excused absences, 3-2.630 
Appellate advocacy course, 3-8.112 
Attorney general advocacy institute, generally, ante 
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INDEX 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Attorneys-Cont'd 
Attorney-client tiles, confidential information, 

3-4.418 
Audio or video tape lending library, 3-8.140 
Classification of positions, general schedule, 3-2.511 
Computer-assisted legal research, 3-7.200 et seq. 
Conditional expenses, foreign counsel, 3-3.230 et 

seq. 

Continuing legal education, generally, post 

Equipment, purchases, 3-4.232 

Expenses and expenditures, training, 3-8.300 et 


seq. 
Funds, training, 3-8.250, 3-8.251 
Individual development plans, 3-8.240 
Instructors, nomination, 3-8.114 
Law clerks, generally, post 
Legal education institute, 3-8.120 
Legal education office, 3-8.100 
Legal support training institute, 3-8.130 
Local attorney training fund, 3-8.311 
Office of counsel, statT responsibilities, 3-1.120 
Office of legal education, 3-8.100 et seq. 
Paralegals, generally, post 
Personnel records, custody, 3-2.294 
Position descriptions, 3-2.511 
Pro bono work, 3-2.735 
Property management, attorney-client information, 

mainttnance, 3-4.418 

Records, custody, 3-2.294 

Special seminars, 3-8.113 

Supervisory training, 3-8.520 et seq. 

Support statTs, 
Training, 3-8.000 

Authorization 
Selecting 

Trial advocacy 
Audio records, 

Audio/video 

ATTORN

training, 3-8.320 et seq. 

et seq. 


of expenses, 3-8.310 et seq. 
assistant attorneys, guidelines, 3-8.332 

courses, 3-8.111 

tape lending library, 3-8.140 
Tape recordings, generally, post 

Automated case management systems, computers, 
3-7.110 

Automated data processing (ADP), 3-7.400 et seq. 
Automated information systems, security manage­

ment, 

S. 

3-6. 140 
Automated litigation support services, 3-7.300 et seq. 
Automated tickler systems, financial litigation tools, 

3-11.931 
Automobiles. Motor vehicles, generally, post 
Awards, 

Employees, incentive awards, 3-2.451 
Expenses, chargeable appropriations, 3-3.621 

Background 

. 

investigations, security management, 
plan, 3-6.210 

Bail, 3-12.100 et seq. 
Cash deposits, 3-12.140 et seq. 


Corporate sureties, 3-12.154 

Individual serving as professional sureties, 


3-12.153 

Personal sureties, 3-12.152 

Specified percents, 3-12.140 


Conditional release, 3-12.130 

Corporate sureties, cash deposits, 3-12.154 


EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Bail-Cont'd 
Financial litigation unit, responsibilities, 3-1.120 
Personal sureties, cash deposits, 3-12.152 
Professional sureties, cash deposits, 3-12.153 
Recognizance, release, 3-12.110 
Unsecured appearance bonds, 3-12.120 

Bankruptcy, 
Federal agencies, collections, 3-11.233 
Post judgment financial activity, return to agencies 

for collection, 3-11.233 
Bar code labels, personal property, 3-4.330 
Basic concepts and definitions, 3-2.210 
Bills of lading, shipping, 3-4.390 
Blind persons, training availability, 3-8.610 
Blood 
Boards, 

MANUAL 

donation, excused absences, 
performance management 

19

3-2.630 
recognition system, 

pool board, 3-2.536 
Bonds (officers and fiduciaries), forfeitures, financial 

litigation unit, 3-1.120 
Books, papers and documents, subpoenas, conditional

expenses, 3-3.261 

Budgets, security, assistance, 3-6.010 

Buildings, 


Breakdowns, essential services, closing offices, 

 

3-2.610 
Space management, 3-5.100 et seq. 

Bulletins, office of counsel, advice, 3-1.120 
Calculators, sales or exchanges, eligibility, 3-4.362 
Calendars, grand jury, 3-4.411 
Cancellation, class actions, discrimination complaints, 

3-9.320 
Capitalized personal property, defined, property 

management, 3-4.310 
Career and educational counseling, equal employment

opportunity, 3-2.713 
Career employment, 3-2.315 

Development plans, equal employment opportunity, 
upward mobility program, 3-2.713 

Intern programs, 3-2.361 
Ladders, position management, 3-2.312 
Management group, training, 3-8.420, 3-8.430 

Carpets, purchases, 3-4.231 

Carriers, damaged goods, refusal, 3-4.332 

Case tiles, 


Actions and proceedings, 3-4.412 
Property management, post 


Case management reports, 3-7.100 et seq. 

Cash, collections payments, processing, 3-11.511 

Central caseload and collections system, 3-7.11 0 

Certificates and certification, 


Job applicants, 3-2.332 

Pregnancy, leave, 3-2.630 


Certifying officers, 

Chargeable appropriations, 3-3.630 

Vouchers, payment, 3-3.630 


Chargeable appropriations, 3-3.620 et seq. 
Checks, post judgment collections, processing, 

3-11.512 
Chief assistants, 

Position description, assistant United States attor­
neys, 3-2.511 

Citizens and citizenship, volunteer students, 3-2.308 
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INDEX 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Civic organzations, conflict of interest, 3-2.734 
Civil attorneys, position description, assistant United 

States attorneys, 3-2.511 
Civil litigation, continuation lapsed appropriations, 

3-3.321 
Civil rights. Equal employment opportunity, general­

ly, post 
Civil rights attorneys, position description, assistant 

United States attorneys, 3-2.511 
Civil trials, courses, attorney generals advocacy insti­

tute, 3-8.111 
Class actions, discrimination, agency employees, 

3-9.300 et seq. 

Acceptance, 3-9.320 

Cancellation, 3-9.320 

Corrective actions, 3-9.370 

Evidence, 3-9.340 

Federally conducted programs, discrimination, 


3-9.400 

Filing, 3-9.310 

Hearings, 3-9.350 

Informal resolution, 3-9.340 

Notification, 3-9.330 


Decisions, class members, 3-9.360 

Opting out, 3-9.330 

Rejection, 3-9.320 


Classification, U.S. attorneys, job descriptions, 
3-2.511 

Classified positions, management, 3-2.312 
Clerical staff, 

Temporary employment, 3-2.316 
Clerical training, career management group, 3-8.430 
Clerk of court, legal advertising, 3-4.110 
Clerks. Law clerks, generally, post 
Code of federal regulations, printing, 3-4.220 
Collections, 

Central caseload and collection system, 3-7.110 

Criminal monetary impositions, 3-12.000 et seq. 

Fines and penalties, 

ATTORN

post 

Policy, 3-1.110 

Prejudgment debt collection, generally, post 


Collections attorneys, position description, employ­
ment, 

Colleges 

S. 

3-2.511 
and universities, 

Federal grant programs, student employment, 

. 

3-2.309 

Non-government training programs, 3-8.450 

Sabbaticals, assistant United States attorneys, 


3-2.334 
Commercial printing reports, 3-4.224 
Commissioners. Land commissioners, generally, post 
Committees, 

Employees, conflict of interest, 3-2.734 

Occupational safety and health, 3-6.171 

Performance ratings, review of grievances, 3-2.430 

Position management, appointment, 3-2.312 

Ratings, grievances, review, 3-2.430 


Communications, 
Expenses, chargeable appropriations, 3-3.621 
Personnel, agencies, 3-2.251 
Training, career management group, 3-8.430 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Compensable injuries, restoration to employment, 
3-2.353 

Compensation and salaries, 3-2.530 et seq. 
Administration, 3-2.550 et seq. 
Administrative basic compensation, 3-2.534 
Appraisers, 3-3.410 
Assistant United States attorneys, 3-2.213, 3-2.534 

Administrative salary increases, 3-2.534 

Attorney staffs, 3-2.213 

Chargeable appropriations, 3-3.621 

Compensatory time, 3-2.550 

Differential pay, 3-2.591 

Federal 

MANUAL 

employee judgment debtors, setoffs, 

3-11.244 

Fees, generally, post 
General schedule, 3-2.531 

19

Grades, 3-2.536 
Increases, recognition system, 3-2.536 
Injury compensation, 3-2.810 
Judgments, offsets, 3-2.552 
Judicial law clerks, 3-2.531 
Justice earning statements, 3-2.550 
Leave without pay, 3-2.630 
Masters, 3-3.410 

 

Nonforeign areas, allowance and differential pay, 
3-2.591 

Offsets, jUdgments, 3-2.552 
Overtime, 3-2.550 
Pay under other systems, 3-2.534 
Performance incentives, 3-2.451 
Performance management recognition system, gen­

erally, post 
Prevailing wage systems, 3-2.532 
Quality step increases, generally, post 
Reduction in rank, 3-2.715 
Retention, grades, 3-2.536 
Senior litigation counsel program, 3-2.451 
Setoffs, judgments, 3-2.552 
Special assistant United States attorneys, 3-2.213 
Stay-in-school program applicants, 3-2.308 
Student employees, federal grant programs, 3-2.309
Summer employment program for needy youth, 

3-2.332 
Supervisory assistant advisory attorneys, 3-2.534 
Time and attendance reports, 3-2.550 
Training programs, 3-8.250 
Unemployment compensation, 3-2.850 

Compensatory time, employees, 3-2.550 

Competitive examinations, recruitment and selection, 


3-2.332 
Competitive positions, students, entry, 3-2.308 
Competitive procedures, merit staffing, 3-2.335 
Competitive services and status, personnel, 3-2.212 
Complaints, 

Case files, 3-4.412 
Discrimination complaints, generally. Equal em­

ployment opportunity, post 
Returns, prejUdgment debt collection, 3-11.143, 

3-11.144 
Compromise and settlement, financial litigation, 

3-11.300 
Computation, interest, 3-11.620 
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INDEX 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Computers, 
Attorney, computer-assisted legal research, 3-7.200 

et seq. 
Automated data processing (ADP), services, 

3-7.400 et seq. 
Computer-assisted legal research, 3-7.200 et seq. 
Crime, security management, 3-6.140 
Litigation support, automated services, 3-7.300 et 

seq. 
PROMIS, security standards, 3-7.510 
Repairs and maintenance, JURIS system, 3-7.250 
Security management, 3-7.500 

Standards, 3-7.510 
System managers, responsibilities, local case 

management, 3-7.100 
Tax information, disposition after use, 3-6.331 
USACTS-II, security standards, 3-7.510 

Conditional expenses, 3-3.200 et seq. 
Attorneys, foreign counsel, 3-3.230 et seq. 
Books, papers and documents, subpoenas duces te­

cum, 3-3.261 
Depositions, 3-3.210 

Discovery depositions, 3-3.211 
Travel expenses, defendants and counsel, 3-3.240 

Expert witnesses, 3-3.280 
Extradition, 3-3.220 
Federal rules of evidence, expert witnesses, pay-

ment, 3-3.280 
Foreign counsel and witnesses, 3-3.230 et seq. 
Interpreters, 3-3.250 
Litigation expenses, chargeable appropriations, 

3-3.623 
Policies, witness protection and maintenance, 

3-3.270 
Protection, witnesses, 3-3.270 
Subpoenas, 3-3.260 et seq. 

Compliance, subpoenas duces tecum, 3-3.261 
Employees under subpoena, 3-3.262 
Subpoenas duces tecum, compliance, 3-3.261 

Travel expenses, depositions, attendance of defend­
ants and counsel, 3-3.240 

Witnesses, 
Expert witnesses, payments, 3-3.280 
Foreign witnesses, 3-3.230 et seq. 
Protection and maintenance, 3-3.270 

Conferences, district offices, expenses, 3-3.1000 
Confidential 

. 

or privileged information, 
Attorney-client 

ATTORN

files, maintenance, 3-4.418 
Tax returns, disclosure, 3-6.300 et seq. 

Conflicts of interest, 
Employment, 

S. 

post 
Office of counsel, advice, 3-1.120 
Postemployment conflicts of interest, 3-2.737 

Congressional inquiries, office of counsel, advice, 
3-1.120 

Construction, new buildings, space management, 
3-5.142 

Consultation, 3-2.304 
Intramanagement communications, 3-2.251 
Printing, publishing projects, 3-4.222 

Continuing legal education, 
See, also, Training, generally, post 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Continuing legal education-Cont'd 
Attorney generals advocacy institute, authorization 

of expenses, 3-8.312 
Instructor nomination, 3-8.114 
Office of legal education, 3-8.100 
Special seminars, 3-8.113 

Contraband, enemy aliens, unreturned items, 3-4.380 
Contracts, 

Court instruments, printing, 3-4.223 

Labor organizations, bargaining, 3-2.711 

Leases, generally, post 

Student employment, federal grant programs, 


3-2.309 

Controlled substances. Narcotics, generally, post 

Cooperative 

MANUAL 

education, students, 

198

3-2.308 

Copiers, procurement, 3-4.253 


Rental or lease, 3-4.251 

Corporations, 

Fines and penalties, suspension, 3-12.330 
Foreclosure expenses, 3-3.580 

Corrective actions, 
Class actions, discrimination complaints, 3-9.370 
Personnel, 3-2.274 

Cost-of-living allowances, summer employment pro­

 

gram for needy youth, 3-2.332 

Costs, financial litigation, 3-11.213 


Collection, 3-1.120 

Counseling and counselors, 

Equal employment opportunity counselors, responsi­
bilities, 3-9.120 

Programs, employees, 3-2.792 
Court instruments, printing, approval, 3-4.223 

Court reporters, 3:"'3.420 et seq. 


Authority for appointments, 3-3.440 

Compensation and salaries, 


Grand jury, 3-3.450 

Independent court reporters, 3-3.430 

Depositions, expenses, 3-3.210 
Expenses, chargeable appropriations, 3-3.621 
Fees, 3-3.420 et seq. 


Grand jury, 3-3.450 

Independent reporters, 3-3.430 


Independent reporters, employment, 3-3.430 

Lands commissioner cases, 3-3.440 

Transcripts, generally, post 


Courthouses, property management, new buildings, 
3-5.142 

Courts, 
Chargeable appropriations, 3-3.624 
Official court instruments, printing, 3-4.223 

Criminal attorneys, position description, assistant 
United States attorneys, 3-2.511 

Criminal Monetary Impositions, generally, this index 
Criminal proceedings, 

Case files, 3-4.412 
Continuation during lapsed appropriations, 3-3.321 
Monetary impositions, collection, 3-12.000 et seq. 
Tax return information, disclosure, 3-6.310 
Trials, advocacy courses, attorney general's advoca­

cy institute, 3-8.111 
Custodians, property management, responsibilities, 

3-4.320 
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INDEX 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Custody, 
Evidence, 3--4.380 
Official attorney personnel records, 3-2.294 
Tax returns, 3-6.300 

Damages, goods, refusal of delivery, 3--4.332 
Data, personnel, standardization, 3-2.292 
Data processing. Computers, generally, ante 
Deaf persons, training availability, 3-8.610 
Debt collection management systems, local case 

management, 3-7.110 
Debtors, 

Indexes, payment records, 3--4.414 
Judgments and decrees, post judgment litigation, 

3-11.200 et seq. 
Prejudgment debt collection, generally, post 

Debts. Collections, generally, ante 
Default, installment payments, post judgment collec­

tions, 3-11.234 
Definitions, 3-2.210 

Equipment, 3--4.252 
Grievance, 3-2.771 
Official time, 3-2.771 
Orders, grievances, 3-2.771 
Position management, 3-2.312 
Property management, 3--4.310 

Defunct corporations, fines, suspension, 3-12.330 
Delivery, 

Forfeited items, United States marshals, release, 
3--4.380 

Property management, accountability, 3--4.332 
Demands, financial litigation, post judgment activity, 

3-11.220 
Department of justice, 

Employees, relocation expenses, 3-3.800 
Notarial expenses, 3-3.540 
Office hours, 3-2.610 
Orders, printing, 3--4.220 
Priority placement referral system list, 3-2.335 
Special assistant United States attorneys, employ­

ment, 3-2.213 
Deported defendants, uncollectible penalty assess­

ments, 3-12.320 
Depositions, 

Conditional expenses, ante 
Court reporters, expenses, 3-3.210 
Expenses 

. 

and 

ATTOR

expenditures, 
Chargeable appropriations, 3-3.621 

Court reporters, 3-3.210 

Indigent persons, 3-3.520 

Witnesses, 

S. 

3-3.211 

Indigent persons, expenses, 3-3.520 

Deposits, payments, post judgment collections, 
3-11.520 

Deputy director, 
Equal employment opportunity responsibilities, 

3-9.120 
Organizational responsibilities, 3-1.120 

Destruction, 
Drug evidence, office of counsel, advice, 3-1.120 
Tax return information, 3-6.330 et seq. 

Differential pay, 3-2.591 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 


Directors, 3-1.120 

Assistant United States attorneys, 

Recruitment, authority, 3-2.302 
Superior performance, awards, 3-2.451 

Authority, 3-2.100 

Employee orientation programs, responsibilities, 


3-2.300 
Employment, authority, delegation, 3-2.300 
Equal employment opportunity responsibilities, 

3-9.120 
Occupational safety and health, responsibilities, 

3-6.171 
Special assistant United States attorneys, responsi­

bilities, 3-2.213 
Disability, sick leave, 3-2.630 
Disability insurance, employees, 3-2.832 

19

Disability 

 MANUAL 

retirement, 3-2.831 
Disabled persons. Handicapped persons, generally, 

post 
Disabled veterans affirmative action plan, 3-9.101 
Disciplinary actions. Employment, post 
Disciplinary proceedings, 3-2.751 
Disclosure, 

Assistant United States attorneys, financial informa­
tion, 3-2.734 


Finances, 3-2.734 

Tax returns, 3-6.300 et seq. 


Discontinued service retirement, 3-2.831 
Discovery, 

Depositions, generally, ante 
Financial litigation, ability to pay, 3-11.242 

Discrimination, 

Affirmative action, generally, ante 

Complaints, 


Age discrimination, 3-9.200 et seq. 
Equal employment opportunity, post 

Diseases, occupational safety and health, investiga­
tions, 3-6.172 

Displaced employee program, merit staffing, 3-2.335 
Dissolution, corporations, suspended fines, 3-12.330 
District offices, conferences, expenses, 3-3.1000 
Dockets, property management, records, 3--4.411 
Documents, personnel, 3-2.295 
Draperies, purchases, 3--4.231 

i Drug task force, 
Attorneys, position description, assistant United 

States attorneys, 3-2.511 
Position management, 3-2.312 


Duplicating production, reports, 3--4.224 

Duty hours, employees, 3-2.610 

Economy of operation, 3-3.120 

Education, 


See, also, Training, generally, post 
Continuing legal education, generally, ante 
Plans, veterans, readjustment appointments, 3-2.307 
Security management, 3-6.160 

Security plan, 3-6.210 
Educational counseling, equal employment opportuni­

ty, 3-2.713 
Electronic data processing. Computers, generally, 
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INDEX 

EXECUTIVE OFFICE FOR UNITED STATES 
ATIORNEYS-Cont'd 

Emergencies, 
Closing offices, 3-2.610 
Rentals, authority, 3-4.257 
Security management, security plan, 3-6.210 

Employee representional functions, excused absences, 
3-2.630 

Employees. Federal officers and employees, general­
ly, post 

Employment, 3-2.300 et seq. 
See, also, Equal employment opportunity, gener­

ally, post 

Absence and leave, 3-2.630 

Adverse actions, 3-2.752 

Advertising, 3-4.120 

Affirmative action, generally, ante 

Agencies, 


Administration grievance system, 3-2.771 
Personnel management, 3-2.250 

Alternative work schedules, 3-2.620 
Annuitants, reemployment, policies, 3-2.300 
Appointments, powers, 3-2.311 
Assistant U.S. attorneys, performance management, 

3-2.430 

Career employment, generally, ante 

Career intern programs, 3-2.361 

Certification, job applicants, 3-2.332 

Colleges and universities, work study students, 


3-2.309 

Compensation and salaries, generally, ante 

Competitive examinations, 3-2.332 

Competitive positions, students, entry, 3-2.308 

Conduct, employees, 

ATTORN

3-2.735 

Conflict of interest, 


Financial disclosures, 3-2.734 
Postemployment conflict of interest, 3-2.737 


Consultants, 3-2.304 

Counseling and health programs, 3-2.792 

Disability insurance, 3-2.832 

Disciplinary actions, 3-2.751 et seq. 


Adverse actions, 3-2.752 
Office of government ethics, 3-2.738 


Disclosures, financial matters, 3-2.734 

Duty hours, 3-2.610 

Employee responsibilities and conduct, 3-2.735 

Equal employment opportunity, generally, post 


. 

Examinations, 

S. 

specific positions, programs, 3-2.930 
Excepted service, 3-2.302 

Executive assignment system, 3-2.305 

Executive development, 3-2.412 

Experts, 3-2.304 

Family, 3-2.310 

Federal grant programs, enrollees, hosting, 3-2.309 
Financial disclosures, 3-2.734 

Foreign countries, overseas employment, 3-2.301 

Government ethics office, discipline, 3-2.738 

Grant program, enrollees, hosting, 3-2.309 

Grievances, generally, post 

Health and counseling programs, 3-2.792 

Health benefits, 3-2.890 

Hours of duty, 3-2.610 

Incentive awards, 3-2.451 


EXECUTIVE OFFICE FOR UNITED STATES 
ATIORNEYS-Cont'd 

Employment-Cont'd 
Injuries, 


Compensation, 3-2.810 

Restoration to duty, 3-2.353 


Intern programs, 
Career intern programs, 3-2.361 
Performance management, legal interns, 3-2.213 
Presidential management intern 

Medicare, 

198

program, 3-2.362 
Investigations, personnel, 3-2.736 
Job descriptions, 3-2.312 
Labor-management relations, generally, post 
Life 
Management 

Merit 

Military 
Miscellaneous 
Mobilization 
Nepotism, 
New 

Office 

 

Office 

Orientation, 
Overseas 

MANUAL 

insurance, 3-2.870 
training, 3-2.412 

3-2.832 
staffing, promotions and internal placements, 

3-2.335 

service, restoration to duty, 3-2.353 


matters, 3-2.990 

readiness, 3-2.910 


3-2.310 

employees, 


Adjustment, orientation, 3-2.300 
Trial periods, 3-2.315 

of government ethics, disciplinary matters, 
3-2.738 

of personnel management, advertising, nonat­
torney positions, 3-4.120 

3-2.300 
employment, 3-2.301 

Part-time or seasonal employment, 3-2.340 et seq. 
Career intern programs, 3-2.361 

Classification, 3-2.511 

Compensable injuries, restoration to duty, 


3-2.353 

General schedule, classification, 3-2.511 

Injuries, restoration to duty, 3-2.353 

Intern programs, 3-2.361 


Presidential management intern program, 
3-2.362 

Military service, restoration to duty, 3-2.353 
Policies, 3-2.340 
Presidential management intern program, 3-2.362 
Reduction in force, 3-2.351 
Reemployment rights, 3-2.352 

Performance management, 3-2.430 et seq. 

Assistant United States attorneys, 3-2.430 

Award pool manager, 3-2.536 

Details, 3-2.430 

Evaluations, federal wage system, 3-2.512 

Federal wage system, job evaluations, 3-2.512 

Grievances, 3-2.430 

Incentive awards, 3-2.451 

Job evaluations, 3-2.512 

Legal interns, 3-2.213 

Performance evaluations, federal wage system, 


3-2.512 
Performance management and recognition system, 

3-2.540 
Compensation, increases, 3-2.536 


Performance work plans, 3-2.430 

Review committees, grievances, 3-2.430 

Temporary promotions, 3-2.430 
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INDEX 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Employment-Cont'd 
Performance management-Coned 


Volunteer students, evaluations, 3-2.308 

Wage system, job evaluations, 3-2.512 


Personnel management, office of, generally, post 

Personnel suitability, 3-2.731 


Schedule, classification, 3-2.511 

Placement. Recruitment, selection and placement, 


generally, post 

Political activity, 3-2.733 

Position management, 3-2.312 

Postemployment conflict of interest, 3-2.737 

Postgovernment employment restrictions, 3-2.735 

Presidential management intern program, 3-2.362 

Priority placement referral system, department of 


justice, 3-2.335 

Probationary periods, supervisors and managers, 


3-2.315 

Promotions, 


Equality of opportunity, 3-8.600 

Policy, 3-2.335 

Position management, 3-2.312 

Students, 3-2.308 


Qualifications, specific positions, 3-2.933 

Recognition and performance management system, 


3-2.540 

Recruitment, selection and placement, generally, 


post 

Reduction in rank, 3-2.715 

Reduction-in-force, 3-2.351 

Reemployed annuitants, policies, 3-2.300 

Relatives, 3-2.310 

Relocation expenses, 3-3.800 

Removal, powers, 3-2.311 

Retirement and pensions, 3-2.831 et seq. 


Social security retirement, 3-2.832 

Schedules, alternative work schedules, 3-2.620 

Security, personnel, 3-2.732 

Selection. Recruitment, selection and placement, 


generally, ante 

Selective placement programs, 3-2.306 

Senior executive service, 3-2.920 

Separations, voluntary separation, 3-2.715 

Specific positions, 


Examinations, 
Qualifications, 

S. 

3-2.930 
3-2.933 


Student employment, 

ATTORN. 

3-2.308 

Suitability disqualification actions, 3-2.754 

Supervisory development, 3-2.412 

Supervisory training, 3-8.520 et seq. 

Survivors and disability insurance, 3-2.832 

Temporary employment, 3-2.316 


Recruitment and selection outside the register, 
3-2.333 


Term appointments outside the register, 3-2.333 

Training, executive management and supervisory 


development, 3-2.412 

Unemployment compensation, 3-2.850 

Veterans, readjustment appointments, 3-2.307 

Voluntary separation, 3-2.715 

Volunteers, student employees, 3-2.308 

Work schedules, alternative schedules, 3-2.620 


EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Employment-Cont'd 
Work study students, 3-2.309 
Youth employment, 3-2.308 

Advertising, 3-4.120 
Enemy aliens, contraband, custody of unreturned 

items, 3-4.380 
Environmental protection attorneys, position descrip­

tion, assistant United States attorneys, 3-2.511 
Equal employment opportunity, 3-9.000 et seq. 

See, also, Employment, generally, ante 

Advertising, employment, 3-1.120 


MANUAL 

Affirmative action, generally, ante 

Appeal and review, 


Discrimination complaints, 3-9.220 
Following investigation, 3-9.230 

Final decisions, 3-9.251 

198

Handicapped persons, federally conducted pro­
grams, 3-9.400 

Notice of right following investigations, 3-9.230 
Career and educational counseling, 3-2.713 
Career development plans, 3-2.713 
Class action complaints, discrimination complaints, 

3-9.300 et seq. 

 

Costs of court, discrimination complaints, payment, 
3-9.233 

Data, racial and ethnic codes, 3-9.130 
Directors awards, performance incentives, 3-2.451 
Disciplinary action, officials engaging in discrimina­

tory practices, 3-9.250 

Discrimination complaints, 3-9.200 et seq. 


Appeal and review, 3-9.220 
Class actions, generally, ante 
Handicapped persons, federally conducted pro­

grams, 3-9.400 
Notice of right following investigation, 3-9.230 

Class actions, generally, ante 
Costs, payment, 3-9.233 
Eligible persons, 3-9.210 
Expenses, 3-9.233 
Final decisions, 3-9.250 

Appeals, 3-9.251 

Handicapped persons, federally conducted pro­


grams, 3-9.400 
Formal complaints, 3-9.200 
Handicapped persons, access to facilities, federal­

ly conducted programs, 3-9.400 
Hearings, 

Class actions, 3-9.350 
Handicapped persons, federally conducted pro­

grams, 3-9.400 
Title VII complaints, 3-9.240, 3-9.241 

Informal complaints, 3-9.200 
Adjustment, 3-9.231 
Class actions, 3-9.340 
Handicapped persons, federally conducted pro­

grams, 3-9.400 
Investigations, 3-9.230 

Handicapped persons, federally conducted pro­
grams, 3-9.400 

Third party complaints, 3-9.280 

Memoranda, final decision, 3-9.250 

Mixed case complaints, 3-9.200 
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EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Equal employment opportunity-Cont'd 
Discrimination complaints-Cont'd 

Payments, costs, 3-9.233 
Personnel records, retention, 3-9.290 
Persons entitled to file, 3-9.210 
Processing, 3-9.200 
Proposed disposition, 3-9.232 
Records and recordation, personnel, complaint 

processing, 3-9.290 
Reinvestigations, final decision, 3-9.250 
Rejection, 3-9.220 

Class actions, 3-9.320 
Remedial actions, 3-9.260 
Reprisal allegations, 3-9.270 
Responsibilities, complainants, 3-9.211 
Retaliation, 3-9.210 
Rights, complainants, 3-9.232 
Third parties, 3-9.280 
Title VII complaints, 3-9.200 
Withdrawal, 3-9.221 

Dispositions, discrimination complamts, 3-9.232 
Educational counseling, 3-2.713 
Employment review procedures, nonattorneys, 

3-9.140 
Ethnic codes, 3-9.130 
Evaluation, trainees, 3-2.713 
Excepted service, 3-2.302 
Final decisions, 3-9.250 

Department of justice, appeals, 3-9.251 
Handicapped persons, federally conducted pro­

grams, 3-9.400 
General education and basic skills, training oppor­

tunities, 3-2.713 
Handicapped persons, 3-9.150 

Federally conducted programs, 3-9.400 
Hearings, 

Class actions, 3-9.350 
Handicapped persons, federally conducted pro­

grams, 3-9.400 
Title VII complaints, 3-9.240, 3-9.241 

Informal complaints, 3-9.200 
Adjustment, 3-9.231 
Handicapped persons, federally conducted pro­

grams, 3-9.400 
Internal placement, 3-2.335 
Investigations and investigators, 3-9.230 

Discrimination 

S. ATTORN

complaints, 3-9.230 
persons, federally conducted pro­

grams, 3-9.400 
Responsibilities, 3-9.120 
Third party complaints, 3-9.280 

Officers, responsibilities, 3-9.120 
Plan, 

. 

Handicapped 

3-9.101 
Policy, 3-9.100 
Promotions, 3-2.335, 3-8.600 

Employment review procedures, 3-9.140 
Review procedures, 3-9.140 

Racial codes, 3-9.130 
Records and recordation, discrimination complaints, 

processing, 3-9.290 
Recruitment, federal equal opportunity recruitment 

plan, 3-9.101 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Equal employment opportunity-Cont'd 
Rejection, discrimination complaints, 3-9.220 

Class actions, 3-9.320 
Remedial actions, discrimination complaints, 

3-9.260 
Reprisals, discrimination complaints, allegations, 

3-9.270 
Responsibilities, 3-9.120 
Scope, 3-9.110 
Staff, responsibilities, 3-1.120 
Statistical data, minority group designator codes, 

3-9.130 
Support staffs, employment review procedures, 

3-9.140 
Technical assistance, policy, 3-9.103 
Third party complaints, discrimination, 3-9.280 
Training, 

MANUAL 

3-8.600 

19

Policy, 3-9.102 
Supervisors, 3-8.521 

Upward mobility program, 3-2.713, 3-8.600 
Withdrawal, discrimination complaints, 3-9.221 

Policy, 3-8.600 
Equipment. Machinery and equipment, generally, 

post 
Errors, personnel matters, correction, 3-2.274 
Essential 

 

personnel, phasing down United States at­
torney operations, lapses in appropriations, 
3-3.312 

Ethics in government, financial disclosure, reports, 
3-2.734 

Ethnic and. racial codes, equal employment opportu­
nity, 3-9.130 

Evaluations, 
Federal wage system, job performance, 3-2.512 
Personnel management, 3-2.273 

Evidence, 

Custody, 3-4.380 

Office of counsel, advice, 3-1. 120 

Security management, 3-6.110 


Examinations, 

Employment, specific positions, 3-2.930 

Mental examinations, generally, post 


Excepted service, employment, 3-2.213, 3-2.302 

Execution sales, real estate, post judgment collection 

activity, 3-11.245 
Executive assistants, position description, assistant 

United States attorneys, 3-2.511 

Executive development, 3-2.412 


Career management group, 3-8.430 

Employment, 3-2.412 

Training policies, 3-8.510 et seq. 


Executive furniture, 3-4.232 
Exhibits, United States marshals, custody, 3-4.380 
Expendable personal property, defined, property 

management, 3-4.310 
Expenses and expenditures, 3-3.500 et seq. 

Administrative expenses, approval, 3-3.580 

Advertising, chargeable appropriations, 3-3.621 

Appraisers, chargeable appropriations, 3-3.621 

Attorneys, training, 3-8.300 et seq. 

Chargeable appropriations, 3-3.620 et seq. 

Conditional expenses, generally, ante 
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EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Expenses and expenditures-Cont'd 
Depositions, ante 
Discrimination complaints, processing, 3-9.233 
District offices, conferences, 3-3.1000 
Employment, advertising, 3-4.120 
Expenses chargeable to other agencies, 3-3.625 
Foreclosure proceedings, government agencies or 

corporations, 3-3.580 
Indigent persons, 3-3.520 
Law enforcement coordinating committee, 3-3.900 
Mental examinations, indigent persons, 3-3.520 
Notaries pUblic, 3-3.621 
Out-of-pocket expenses, generally, post 
Payments, 3-3.600 et seq. 
Payments, generally, post 
Per diem, generally, post 
Printing, court documents, 3-4.223 
Prior approval, 3-3.560 
Relocation expenses, generally, post 
Shipping, 3-4.390 
Support staff training, 3-8.320 et seq. 
Training expenses, authorization. 3-8.300 et seq. 
Transcripts, 3-3.450, 3-3.500, 3-3.510 
Traveling expenses, generally, post 
Witnesses, 

Indigent persons, 3-3.520 

Lapsed appropriations, 3-3.315 


Expert witnesses, 
Conditional expenses, 3-3.280 
Depositions, 

ATTORN

expenses, 3-3.211 
Government employees, 3-3.262 
Indigent persons, expenses, 3-3.520 
Witnesses appointed by court under federal rules 

of evidence, payments, 3-3.280 
Extradition, 

Conditional expenses, 3-3.220 
Litigation expenses, chargeable appropriations, 

3-3.623 
Facilities management and support services, 

Equipment, purchases, 3-4.231 
Printing, authorization, 3-4.221 

Facsimile machines, rental or lease, 3-4.251 
Family, 

Employment, 3-2.310 

. 

Responsibilities, leave, 3-2.630 
Farmers 

S. 

home administration, foreclosure sales, out­
of-pocket expenses, 3-3.580 

Federal agencies, 
Administrative grievance system, 3-2.771 
Bankruptcy cases, collections, return to agencies, 

3-11.233 

Interagency training, 3-8.440 

Investigations, evidence, custody, 3-4.380 

Notice, entry of judgment, financial litigation, 


3-11.214 
Chargeable appropriations, 3-3.625 
Foreclosure proceedings, expenses, 3-3.580 

Personnel management, 3-2.250 
Transfer of property, 3-4.361 

Federal archives and records center, retired records, 
3-4.431 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Federal employees. Federal officers and employees, 
generally, post 

Federal equal opportunity recruitment plan, 3-9.101 
Federal grant programs, colleges and universities, stu­

dent employment, 3--2.309 
Federal officers and employees, 

Accountable officers, generally, ante 
Grievances, 3-2.771 
Judgment debtors, setoffs against salaries, 3-2.552, 

3-11.244 
Managers and management, generally, post 

Federal 

MANUAL 

personnel manual, recruitment 

198

practices, 
3-2.300 

Federal programs, discrimination, class actions, 
3-9.400 

Federal property management regulations, printing, 
3-4.220 

Federal rules of evidence, expert witnesses, payments, 
3-3.280 

Federal surveillance service, employment compensa­
tion, 3-2.850 


Federal wage system, job evaluations, 3-2.512 


 

Fees, 3-3.400 et seq. 

Appraisers, 3-3.410 

Court reporters, ante 

Masters, 3-3.410 

Training programs, 3-8.250 

Witness fees, generally, post 


Files, personnel, 3-2.293 
Filing, 


Equipment, purchases, priorities, 3-4.232 

Expenses, chargeable appropriations, 3-3.621 


Final action, employment and administrative matters, 
authority, 3-2.100 


Financial disclosure, requirements, 3-2.734 

Financial litigation, 


Organization, post 

Financial management, 3-3.000 et seq. 


Organization, post 

Financial need, stay-in-school program, applicants, 


3-2.308 

Fines and penalties, 


Appeals, enforcement, 3-12.700 

Collections, 


Actions, suspension, 3-12.300 et seq. 
Criminal fines, 3-1.110 

Deported defendants, uncollectible fines, 3-12.320 
Incarceration, enforcement, 3-12.800 
Income tax, writeoffs, reporting requirements, 

3-12.900 
Probation, 3-12.200 et seq. 
Stand-committed fines, 3-12.600 
United States magistrates, 3-12.500 
Written off fines, income tax reporting require-

ments, 3-12.900 
Firearms, office of counsel, advice, 3-1.120 
First assistants, position description, assistant United 

States attorneys, 3-2.511 
First class transportation, travel expenses, 3-3.710, 

3-3.740 
Flexitime, 3-2.620 
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EXECUTIVE OFFICE FOR UNITED STATES 

ATTORNEYS-Cont'd 
Foreclosure, expenses, proceedings brought on behalf 

of government agencies or corporations, 3-3.580 
Foreign counsel and witnesses, conditional expenses, 

3-3.231 
Foreign countries, 

Depositions, 3-3.210 
Overseas employment, 3-2.301 
Travel expenses, 3-3.730 

Forfeited annual leave, 3-2.630 
Forfeitures, 

Appearance bonds, financial litigation unit, 3-1.120 
Bail, generally, ante 
Delivery, forfeited items, release by United States 

marshals, 3-4.380 
Motor vehicles, use by United States attorneys, 

3-4.352 
Office of counsel, advice, 3-1.120 
Use of forfeited property by United States attor­

neys, 3-4.352 
Formal grievances, 3-2.771 
Format, 

Printing, 3-4.221 
Forms, 

Authorization of training expenses, 3-8.330, 
3-8.331 

Personnel, 3-2.295 
Property management, 3-4.440 et seq. 
Special forms, 3-4.442 
Standardized forms, 3-4.441 
Transfer of property, 3-4.361 

Foster care, leave, 3-2.630 
Free employment 

ATTORN

interviews, travel expenses, 3-2.571 
Freedom of information, office of counsel, advice, 

3-1.120 
Funds, 

Attorneys, trammg, 3-8.250, 3-8.251 
Local attorney training fund, 3-8.311 

Imprest funds, 3-3.550 
Funeral leave, excused absences, 3-2.630 
Furloughs, phasing down United States attorney op­

erations, lapses in appropriations, 3-3.313 
Furniture, 

Purchases, 3-4.231 
Sales 

S. 

or exchanges, eligibility, 3-4.362 
Garnishment writs, financial litigation, post judgment 

activity, 3-11.243 
General 

. 

education and basic skills, equal employment 
opportunity, training opportunities, 3-2.713 

General education and basic skills, training, equal 
employment opportunity, 3-2.713 

General schedule, 
Classification of positions, U.S. attorneys, 3-2.511 
Compensation, 3-2.531 

General services administration, interagency training, 
3-8.440 

General student-trainee qualifications, 3-2.308 
Gifts, lists, submission, 3-2.734 
Goals, executive development, 3-8.511 
Government ethics office, 3-2.738 
Government funded training, attorneys, 3-8.250, 

3-8.251 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Government printing and binding regUlations, print­
ing, 3-4.220 

Graduate students, cooperative education, 3-2.308 
Grand jury, 

Case files, 3-4.412 
Continuation lapsed appropriations, 3-3.321 
Court reporters, 3-3.450 
Criminal trial advocacy courses, 3-8.111 
Dockets, records, 3-4.411 
Information security, 3-6.120 
National security, 

MANUAL 

Security plan, elements, 3-6.210 
Room, security system, 3-6.210 

Grievances, 

Defined, 3-2.771 

Performance ratings, 3-2.430 


198

Group dismissals, 3-2.610 

Guardians ad litem, fees, 3-3.410 

Guidelines, 

Attorney training expenses, 3-8.332 
Personnel actions, 3-2.250 

Guns, sales or exchanges, eligibility, 3-4.362 
Handicapped persons, 

 

Access to facilities, allegations of discrimination, 
3-9.400 


Affirmative action plan, 3-9.101 

Discrimination, 


Complaints, 3-9.200 et seq. 

Federally conducted programs, 3-9.400 


Equal employment opportunity, ante 

Parking places, 3-5.220 
Priorities and preferences, 3-2.335 
Training programs, availability, 3-8.610 

Health, 
See, also, Safety, generally, post 

Benefits, 
Administration, 3-2.831 
Employment, 3-2.890 
Federal employees, 3-2.890 

Health and counseling programs, federal employees, 
3-2.792 

Occupational safety and health, generally, post 
Hearings, 

Class actions, discrimination complaints, 3-9.350 
Discrimination complaints, 3-9.240, 3-9.241 

Class actions, 3-9.350 
Equal employment opportunity, ante 

High school and secondary school students, coopera­
tive education, 3-2.308 

Holidays, 3-2.610 
Hospital expenses, witness appropriations, chargeable 

expenses, 3-3.622 
Hours, employees, 3-2.610 
Household goods, relocation expenses, 3-3.800 
Illness, sick leave, 3-2.630 
Imprest funds, 3-3.550 
In forma pauperis proceedings, expenses, 3-3.520 
Inactive corporations, fines, suspension, 3-12.330 
Incarceration, stand-committed fines, 3-12.600 
Incentive awards, 3-2.451 

Expenses, chargeable appropriations, 3-3.621 
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EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Income tax, 
Fines and penalties, writeoffs, reporting require­

ments, 3-12.900 

Information security, 3-6.120 

National security, 


Security plan, elements, 3-6.210 
Written off fines, reporting requirements, 3-12.900 

Independent court reporters, employment, 3-3.430 
Indexes, debtors, payment records, 3-4.414 
Indigent persons, expenses, 3-3.520 

Chargeable appropriations, 3-3.621 

Expenses chargeable to United States courts, 


3-3.624 
Individual development plans, attorneys, 3-8.240 
Informal complaints. Equal employment opportunity,

ante 
Informal grievances, 3-2.771 
Informal resolution, class actions, discrimination com­

plaints, 3-9.340 
Information management, 3-7.000 et seq. 

Automated case management systems, 3-7.110 
Case management reports, 3-7.100 et seq. 
Computers, generally, ante 
Organization, post 
Reports, United States attorneys, monthly resource 

summaries, 3-7.120 
Staff, 3-1.120 

Information systems, federal work force, 3-2.298 
Injuries, 

Compensation, 3-2.810 

Occupational safety, investigations, 3-6.172 

Part time or seasonal employees, restoration to 


duty, 3-2.353 
Restoration to employment, 3-2.353 

Installment payments, 
Financial litigation, post judgment activity, 3-11.222 

et seq. 
Post judgment demands for payment, financial liti­

gation, 3-11.222 
Institutes, 

Attorney general advocacy institute, generally, ante 
Legal education institute, generally, post 
Legal support training institute, generally, post 

Instructors, attorney generals advocacy institute, 
3-8.114 

Interagency training, 3-8.440 
Interest, t\nancial 

ATTORN. S. 

litigation, 3-11.600 et seq. 
Intern programs. Employment, ante 
International affairs, office of, depositions, 3-3.210 
Interpreters, expenses, 3-3.250 

Chargeable appropriations, 3-3.621 
Expenses chargeable to United States courts, 

3-3.624 
Interviews, nonattorney recruitment and hiring, 

3-2.330 
Intramanagement communications, 3-2.251 
Inventories, 3-4.256 

Incoming U.S. attorneys, 3-4.340 

Property custodians, responsibilities, 3-4.320 

Property management, 3-4.340 et seq. 


Investigations and investigators, 
Discrimination complaints, 3-9.230 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Investigations and investigators-Cont'd 
Discrimination complaints-Cont'd 

Third party complaints, 3-9.280 

Equal employment opportunity, ante 

Evidence, custody, 3-4.380 

Federal agencies, evidence, custody, 3-4.380 

Occupational safety and health, 3-6.172 

Personnel, 3-2.736 


Job analysis and crediting plan, merit staffing, 
3-2.335 

Job descriptions, 3-2.312 
Job evaluations, federal wage system, 3-2.512 
Jobs, advertising, 3-4.120 
Judgments, 

Federal employees, setoffs against compensation, 
3-2.552, 3-11.244 

Judgments 

MANUAL 19

against United States, payment, 3-3.530 
Notice, entry of judgment, client agencies, 3-11.214 
Perfecting judgment, financial litigation, 3-11. 212 
Post judgment collections, 3-11.200 et seq. 
Prejudgment collections, 3-11.000 et seq. 

Judicial law clerks, compensation, 3-2.531 
Juries, criminal and civil trial advocacy courses, 

3-8.111 
JURIS, 

Computer-assisted legal research, 3-7.200 et seq. 
Maintenance, 3-7.250 

Justice 

 

department. Department of justice, generaliy, 
ante 

Justice earnings statements, 3-2.550 
Justice management division, career management 

group, 3-8.430 
Justice publications, 3-4.222 

Publications and printing guide, printing, 3-4.220 
Labor and employment, 

Employment, generally, ante 
Equal employment opportunity, generally, ante 

Labor disputes, employee rights, 3-2.711 
Labor organizations, employee rights, 3-2.711 
Labor-management relations, 3-2.711 

Supervisors, required training, 3-8.521 
Land attorneys, position description, assistant United 

States attorneys, 3-2.511 
Land commissioners, 

Court reporters, 3-3.440 
Expenses chargeable to United States courts, 

3-3.624 
Law clerks, 

Compensation and salaries, 3-2.531 
Employment, 3-2.213 

Law enforcement coordinating committee, 
Expenses, 3-3.900 
Victim-witness staff, responsibilities, 3-1.120 

Law schools, sabbatical programs, 3-2.334 
Lease to purchase, defined, 3-4.252 
Leases, 

See, also, Rentals, generally, post 
Equipment other than word processing equipment, 

3-4.250 et seq. 
Receipt packages, initial or renewal leases, 3-4.330 
Relocation expenses, 3-3.800 
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EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Leaves of absence. Administrative leave, generally, 
ante 

LECC. Law enforcement coordinating committee, 
generally, ante 

Lecturing, financial disclosure, 3-2.734 
Legal advertising, 3-4.110 
Legal division, chargeable appropriations, 3-3.623 
Legal education. Continuing legal education, gener-

ally, ante 
Legal education, office of, 3-1.120, 3-8.100 et seq. 
Legal education institute, 3-8.100 

Administration, 3-8.120 
Legal interns. Intern programs, generally, ante 
Legal operations, lapsed proceedings, 3-3.320 et seq. 
Legal research, computer-assisted research, 3-7.200 et 

seq. 
Legal support training, career management group, 

3-8.430 
Legal support training institute, 3-8.100, 3-8.130 

Administration, 3-1.120 
Legal technicians, legal support training institute, 

3-8.130 
Letterheads, printing, 3-4.221 
Libraries, 

Audio or video tapes, attorneys, 3-8.140 
Bookshelves, purchases, 3-4.232 

Life insurance, 3-2.831, 3-2.870 
Litigation support, 

Automated services, 3-7.300 et seq. 
Directors awards, superior performance, 3-2.451 

Local attorney training fund, 3-8.311 
Local support staff training, 3-8.321 
Lost property, reports, 3-4.343 
Machinery and equipment, 

Attorneys, purchases, 3-4.232 
Authority, purchases, 3-4.257 
Automated data processing services, 3-7.400 et seq. 
Copiers, 3-4.253 
Expenses, chargeable appropriations, 3-3.621 
Inventories, generally, ante 
JURIS, maintenance, 3-7.250 
Miscellaneous equipment, 3-4.254 
Purchasing, 3-4.231 

Equipment other than word processing equip­
ment, 3-4.230 et seq. 

Priorities, 3-4.232 
Sales 

. S. 

or exchanges, eligibility, 3-4.362 
Supplies, generally, 

ATTORN

post 
Magnetic tapes, tax information, disposition, 3-6.331 
Maintenance and repairs. Repairs and maintenance, 

generally, post 
Managers and management, 

Development, 3-2.412 
Equal employment opportunity responsibilities, 

3-9.120 
Goals, financial litigation, 3-11.920 et seq. 
Management-directed transfers, relocation expenses, 

3-2.335 
Performance, directors awards, 3-2.451 
Performance management and recognition system, 

pay increases, 3-2.540 
Probationary periods, 3-2.315 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Managers and management-Cont'd 
Property management, generally, post 
Security management, generally, post 
Supervisors, generally, post 
Training, 3-2.412 

Career management group, 3-8.430 
Manpower planning, organization for recruitment and 

examining, 3-2.331 
Masters, fees, 3-3.410 
Maternity leave, 3-2.630 
Media use, financial litigation, tools, 3-11.933 
Medical care and treatment, sick leave, 3-2.630 
Medicare, 3-2.832 
Meetings, 

MANUAL 

attendance, personnel groups, 

198

3-2.230 
Memoranda, 

Discrimination complaints, final decision, 3-9.250 
Executive development programs, solicitation, 

3-8.512 
Mental examinations, 

Indigent persons, expenses, 3-3.520 
Witness appropriations, chargeable expenses, 

3-3.622 
Merit staffing, promotion or internal placement, 

3-2.335 
Support staff training programs, authorizing non­

government training, 3-8.334 
Microcomputer 

 

training, career management group, 
3-8.430 

Military forces, 
Restoration to employment, 3-2.353 
Subpoenas duces tecum, military documents, 

3-3.261 
Veterans, generally, post 

Minority group designator codes, equal employment 
opportunity, 3-9.130 


Miscellaneous equipment, 

Procurement, 3-4.254 

Rental or lease, 3-4.251 


Misconduct, employees, 3-2.735 

Mobile homes, relocation expenses, 3-3.800 

Mobilization readiness, 3-2.910 

Monthly resource summary reports, 3-7.120 

Motor vehicles, 


Forfeited vehicles, use by United States attorneys, 
3-4.352 

Occupational safety and health, vehicles on official 
business, investigations, 3-6.172 

Official use vehicles, United States attorneys, 
3-4.352 

Operational economy, 3-3.120 
Relocation expenses, 3-3.800 
Travel expenses, authorization, 3-3.710 

Narcotics, 
Office of counsel, advice, 3-1.120 
Organized crime drug enforcement task force, ad­

ministrative responsibilities, 3-1.120 
National origin discrimination, complaints, 3-9.200 et 

seq. 
National security, information security, 3-6.120 
Natural disasters, computer systems, security manage­

ment, 3-6.140 

Nepotism, 3-2.310 
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EXECUTIVE OFFICE FOR UNITED STATES 

ATTORNEYS-Cont'd 


New cases, institution during lapsed appropriations, 

3-3.322 


New employees, 
Adjustment, 3-2.300 
Relocation expenses, 3-3.800 
Trial periods, 3-2.315 

Newsletters, JURIS system, 3-7.240 
Nonattorney staff, 

Employees, personnel records, custody, 3-2.294 
Equipment, purchases, 3-4.232 
Performance management, 3-2.430 
Preemployment interviews, 3-2.330 
Service, office of counsel, advice, 3-1.120 
Support staffs, generally, post 

Noncapitalized personal property, defined, property 
management, 3-4.310 

Noncompetitive actions, merit staffing, 3-2.335 
Nonessential personnel, phasing down United States 

attorney operations, lapses in appropriations, 
3-3.312 

Nonexpendable personal property, defined, property 
management, 3-4.310 

Nongovernment training programs, colleges and uni­
versities, 3-8.450 

Notaries public, expenses, 
Chargeable appropriations, 3-3.621 
Depositions, 3-3.210 
Employees, 3-3.540 

Notice, 
Discrimination complaints, appeals, 3-9.230 
Entry of judgment, client agencies, 3-11.214 
Personnel reports, requests, 3-2.291 
Resignations, 3-2.715 
United States 

ATTORN

attorney operations, lapses in appro­
priations, phasing down, 3-3.311 

Oaths and affirmations, 
Employees, 3-2.311 
Interpreters, 3-3.250 

Obsolete records, 3-4.431 
Occupational safety and health, 3-6.170 et seq. 

Committee, 3-6.171 
Injuries, 3-6.172 
Security management, 3-6.170 

Security plan, 3-6.210 
Vehicles 

S. 

on official business, investigations, 3-6.172 
Office automation staff, copier equipment, approval, 

. 

3-4.253 
Office directors, equal employment opportunity re­

sponsibilities, 3-9.120 
Office equipment, purchases, 3-4.232 
Office hours, department of justice, 3-2.610 
Office of counsel, 3-1.120 
Office supplies, sales or exchanges, eligibility, 3-4.362 
Officers and employees. Federal officers and em­

ployees, generally, ante 
Offices, space standards, 3-5.122 
Official court instruments, printing, 3-4.223 
Official information, personnel, availability, 3-2,294 
Official time, grievances, defined, 3-2.771 
Official use vehicles, United States attorneys, 3-4.352 
Operational economy, U.S. attorneys offices, 3-3.120 
Operational expenses, 3-3.100, 3-3.120 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS--Cont'd 

Orders, 
Advertising, 3-4.110 
Grievances, defined, 3-2.771 

Organization, 3-1.000 et seq. 
Administrative officer, responsibilities, 3-1.120 
Appearance bonds, financial litigation unit, forfei­

tures, 3-1.120 
Assessments, financial litigation unit, responsibili­

ties, 3-1.120 
Attorney general's advocacy institute, administra­

tion, 3-1.120 

MANUAL 

Automation, offices, responsibilities, 3-1.120 
Bail forfeitures, financial litigation unit, responsibili­

ties, 3-1.120 

Collections, debts, policy, 3-1.110 

Conflict of interest, office of counsel, 

198

advice, 

3-1.120 

Counsel, office of, responsibilities, 3-1.120 
Court costs, collections, financial litigation, 3-1.120 
Criminal fines, collection, 3-1.110 
Deputy director, responsibilities, 3-1.120 
Director, responsibilities, 3-1.120 
Equal employment opportunity staff, responsibili­

ties, 3-1.120 
Financial litigation, 


Policy, 3-1.110 

Responsibilities, 3-1.120 

Staff responsibilities, 3-1.120 


Financial management, 
Administrative services, responsibilities, 3-1.120 
Policy, 3-1.110 

Fines and penalties, collection, criminal fines, 
3-1.110 

Forfeitures, appearance bonds, financial litigation 
unit, 3-1.120 

Information management, 

Policy, 3-1.110 

Responsibilities, 3-1.120 


Introduction, 3-1.110 
LECC/victim-witness staff, responsibilities, 3-1.120 
Legal education institute, administration, 3-1.120 
Legal education office, responsibilities, 3-1.120 
Legal support training institute, administration, 

3-1.120 
Office evaluations, administrative services, 3-1.120 
Organized crime-drug enforcement task force, (OC­

DETF) administrative unit, responsibilities, 
3-1.120 

Personnel, 
Administrative services, responsibilities, 3-1.120 
Management, 3-2.230 
Policy, 3-1.110 

PrejUdgment debt, collection, policy, 3-1.110 
Procurement, 

Administrative services, responsibilities, 3-1.120 
Policy, 3-1.110 

Property, administrative services, 3-1.120 
Space, 


Administrative services, 3-1.120 

Policy, 3-1.110 


Training, 

Nonattorney training, responsibilities, 3-1.120 
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Organization-Cont'd 
Training-Cont'd 

Office of legal education, responsibilities, 3-1.120 
Policy, 3-1.110 

Organized crime and drug enforcement task force, 
Administrative unit, responsibilities, 3-1.120 
Background investigations, security plan, 3-6.210 

Orientation, 
Employment, 3-2.300 
Security plan, 3-6.210 

Other agencies, chargeable appropriations, 3-3.625 
Other associations, personnel, 3-2.252 
Out-of-pocket expenses, 

Litigation expenses, 3-3.570 
United States marshals service, foreclosure proceed­

ings, 3-3.580 
Outside cases, department employees, participation, 

3-2.735 
Overseas employment, 3-2.301 
Overtime, 3-2.550 

Pay. Compensation and salaries, ante 
Summer employment program for needy youth, 

3-2.332 
Paralegals, 

Health and counseling programs, 3-2.792 
Legal support training institute, 3-8.130 
Management, 3-2.312 
Personnel files, property management, 3-4.416 
Political activity, 3-2.733 
Relocation expenses, 3-3.800 
Support staffs, generally, post 
Temporary employment, 3-2.316 
Training, generally, post 
Work force information systems, 3-2.298 

Parental leave, 3-2.630 
Parking. Property management, post 
Part-time or seasonal employment. Employment, 

ante 
Paupers. Indigent persons, generally, ante 
Paying status, judgments retained by United States 

attorneys, 3-11.232 
Payments, 3-3.600 et seq. 

Discrimination complaints, costs, 3-9.233 
Judgments against United States, 3-3.530 
Making change, 3-11.514 
Post judgment collections, 3-11.500 et seq. 

. 

Application to debt amount, 3-11.540 
Deposits, 

S. 

3-11.520 

ATTORN

Posting, 3-11.5 30 
Property management, post 
Publications management unit, services obtained 

through regional government printing office, 
3-4.223 

Travel expenses, 3-3.720 
Vouchers, 3-3.600 et seq. 

PC-JURIS, computer-assisted legal research, 3-7.220 
Pecuniary interest. Conflicts of interest, generally, 

ante 
Penalties. Fines and penalties, generally, ante 
Pending actions, case files, 3-4.412 
Per diem, 

Discrimination complaints, processing, 3-9.233 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Per diem-Cont'd 
Local attorney training, 3-8.311 

Local support staff training, 3-8.321 

Witness appropriations, chargeable expenses, 


3-3.622 
Perfecting judgment, financial litigation, 3-11.212 
Performance award pool manager, duties, 3-2.536 
Performance evaluations, federal wage system, 

3-2.512 
Performance incentives, compensation, 3-2.451 
Performance management. Employment, ante 
Performance management recognition system, 3-2.540 

Pay 

MANUAL 

increases, 3-2.536 
Performance work plans, employment evaluations, 

3-2.430 
Periodic assessments, position management, 

19

3-2.312 
Personal effects, relocation expenses, 3-3.800 
Personal injuries. Injuries, generally, ante 
Personal property, 

Bar code labels, 3-4.330 
Custodians, responsibilities, 3-4.320 

Defined, property management, 3-4.310 

Inventories, 3-4.340 

Property management, post 
Receipts, accountable personal property, issuance, 

3-4.350 
Personnel, 3-2.000 et seq. 

Investigations, 3-2.736 
Management evaluation, 3-2.273 

Personnel 

 

management, agencies, 3-2.250 
Personnel management, office of, 

Advertising, nonattorney positions, 3-4.120 
Interagency training, 3-8.440 
Retirements, administration, 3-2.831 
Staff, 


Issuances system, personnel actions, processing, 

3-2.296 


Orientation programs, responsibilities, 3-2.300 
Part-time career employment program, implemen­

tation, 3-2.340 
Personnel officers, equal employment opportunity re­

sponsibilities, 3-9.120 
Petitions, delivery of forfeited items, release by Unit­

ed States marshals, 3-4.380 
Phasing down United States attorney operations, ap-

propriations, lapses, 3-3.300 et seq. 
Phone numbers, letterheads, printing, 3-4.221 

Photographs and pictures, purchases, 3-4.231 

Physical examinations, 


Expenses, chargeable appropriations, 3-3.621 
Witness appropriations, chargeable expenses, 

3-3.622 
Physically handicapped persons. Handicapped per­

sons, generally, ante 
Pilferage, security management, 3-6.150 
Placement of employees. Recruitment, selection and 

placement, generally, post 
Plans, position management, 3-2.312 
Policies, 

Collection of criminal monetary impositions, 
3-12.000 

Grievances, airing, 3-2.771 
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EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Policies-Cont'd 
Part-time employment, 3-2.340 
Personnel management, 3-2.271 
Position management, work organization, 3-2.312 

Political activity, federal employees, 3-2.733 
Position descriptions, jobs, 3-2.312 
Position management officers, appointment, 3-2.312 
Postemployment conflicts of interest, 3-2.737 
Postgovernment employment restrictions, 3-2.735 
Posting vacancies, merit staffing, 3-2.335 
Post judgment debt collection, 3-11.200 et seq. 
Post judgment interest, financial litigation, 3-11.612 
Posttrial proceedings, continuation lapsed appropria­

tions, 3-3.321 
Preemployment interviews, travel and transportation, 

3-2.571 
Pregnancy, 

Certificates and certification, leave, 3-2.630 
Leave, 3-2.630 

Prejudgment debt collection, 3-11.000 et seq. 
Acknowledgments, service of summons and com­

plaint, 3-11.143, 3-11.144 
Actions and proceedings, filing, 3-11.140 et seq. 
Claims collection litigation reports, 3-11.110 
Commencement of actions, 3-11.140 et seq. 
Demands, 3-11.130 
Mail and mailing, service of summons and com­

plaint, 3-11.142, 3-11.143 
Prejudgment demands, 3-11.130 
Referrals, federal agencies, 3-11.100 et seq. 
Responses, debtors, prejUdgment demands, 3-11.130
Returns, summons and complaint, 3-11.143, 

3-11.144 
Review, claims referral packages, 3-11.120 et seq. 
Service of summons and complaint, 3-11.140 et 

seq. 
Prejudgment interest, financial litigation, 3-11.611 
Presidential management intern program, 3-2.362 
Pretrial proceedings, continuation, lapsed appropria­

tions, 3-3.321 
Prevailing wage systems, compensation, 3-2.532 
Printing, 3-4.220 

approval, 

ATTORN

et seq. 
Expenses, chargeable appropriations, 3-3.621 

Prior 

S. 

3-1.200 
Copier equipment, 3-4.253 
Expenses and expenditures, 3-3.560 

. 

Priorities and preferences, 
Department of justice, placement referral system 

list, 3-2.335 

Equipment, purchases, 3-4.232 

Grade and pay retention benefits, 3-2.536 

Veterans, 3-2.211 


Privacy, 
Office of counsel, advice, 3-1.120 
Personnel records, protection, 3-2.297 

Pro bono legal work, assistant United States attor­
neys, 3-2.735 

Probation, fines and penalties, 3-12.200 et seq. 
Probationary periods, supervisors and managers, 

3-2.315 
Proceedings. Actions and proceedings, generally, 

ante 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Processing, personnel, actions, 3-2.296 
Procurement, 3-4.000 et seq. 

Advertising, generally, ante 

Printing, 3-4.220 et seq. 

Purchasing, generally, post 


Professional associations, 3-2.252 
Conflict of interest, 3-2.734 

Professional development training, career management 
group, 3-8.430 

Professional responsibility, office of, employee mis­
conduct, notification, 3-2.735 

Programs, 

MANUAL 

Personnel management, 3-2.271 
Policy development, 3-2.271 
Specific positions and examinations, 3-2.930 

PROMIS, computers, security standards, 

198

3-7.510 
Promotions, 

Employment, ante 
Equal employment opportunity, ante 
Policy, 3-2.335 
Position management, 3-2.312 

Property, 3-4.000 et seq. 
Management. Property management, generally, 

post 

Personal property, generally, ante 

Real estate, generally, post 


Property custodians, 
Defined, property management, 3-4.310 
Responsibilities, 3-4.320 

Property damage, occupational safety and health, in­
vestigations, 3-6.172 

Property management, 3-4.000, 3-4.300 et seq. 
Accountability, 3-4.330 
Acquisitions, excess property, 3-4.363 
Administrative files, management, 3-4.417 
Advertising, 

Employment, 3-4.120 
Legal advertising, 3-4.110 

Attorney-client information, maintenance, 3-4.418 
Case files, 

Closing notices, 3-4.431 
Management, 3-4.412 


Controls, 3-4.344 

Correspondence, files, 3-4.415 

Courthouses, new buildings, 3-5.142 

Custody, evidence, 3-4.380 

Debtor indexes, payment records, files, 3-4.414 

Definitions, 3-4.310 

Delivery problems, accountability, 3-4.332 

Determination, accountable property, 3-4.333 

Dockets, records, management, 3-4.411 

Employees, personnel files, 3-4.416 

Evidence, custody, 3-4.380 

Exchanges, property, 3-4.362 

Federal officers and employees, 


Personnel files, 3-4.416 
Forfeitures, 

Motor vehicles, use by United States attorneys, 
3-4.352 


Forms, 3-4.440 et seq. 

Goods, shipment, 3-4.390 

Inventories, 3-4.340 et seq. 
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EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Property management-Cont'd 
Location, offices, 3-5.130 
Lost property, reports, 3-4.343 
Motor vehicles, forfeited vehicles, use by United 

States attorneys, 3-4.352 

Office files, 3-4.400 et seq. 

Office space, management, 3-5.100 et seq. 

Parking, 3-5.200 et seq. 


Assignments, parking spaces, 3-5.220 
Payments, 


Debtor indexes, files, 3-4.414 

Records, debtor indexes, 3-4.414 


Permanent issue, accountable personal property, 
3-4.350 

Personal property, 

Accountability, 3-4.350 

Dispositions, 3-4.360 et seq. 


Personnel files, 3-4.416 

Physical inventories, 3-4.340 et seq. 

Planning, space management, 3-5.120 et seq. 

Receipts, official files, 3-4.413 

Records and recordation, 3-4.320 


Administrative files, 3-4.417 
Attorney-client information, 3-4.418 
Case files, closing notices, 3-4.431 
Correspondence, 3-4.415 
Debtor indexes, payment records, 3-4.414 
Directives, 3-4.420 

- Disposal, 3-4.430 

Forms, 3-4.440 et seq. 

Management, 3-4.400 et seq. 

Personnel files, 3-4.416 

Physical inventories, 3-4.342 


Reports, 

Inventories, lost or stolen property, 3-4.343 

Lost property, inventories, 3-4.343 

Stolen property, inventories, 3-4.343 


Responsibilities, 3-4.320 
Sales, property, 3-4.362 
Seized property, 

ATTOR

3-4.370 
Shipments, goods, 3-4.390 
Space management, 3-5.000 et seq. 
Standards, space management, 3-5.122 
Stolen 

S. 

property, reports, 3-4.343 
Storage, evidence, 3-4.380 
Summaries, records, physical inventories, 3-4.342 
Temporary 

. 

issue, accountable personal property, 
3-4.351 


Transfers, property, 3-4.361 

United States attorneys, 


Forfeited vehicles, use, 3-4.352 
Offices, 3-5.100 et seq. 

Property management officer (PMO), defined, proper­
ty management, 3-4.310 

Protection, witnesses, conditional expenses, 3-3.270 
Psychiatrists, witness appropriations, chargeable ex­

penses, 3-3.622 
Public affairs, cooperative education programs, infor­

mation, 3-2.308 
Publications management unit, court instruments, 

printing approval, 3-4.223 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Purchasing, 3-4.230 et seq. 
Machinery and equipment, ante 

Qualifications, 
Merit staffing, 3-2.335 
Specific positions, 3-2.933 

Quality step increases, 
Nonattorney office staff, number eligible, 3-2.531 
Performance incentives, 3-2.451 

Racial and ethnic codes, equal employment opportu­
nity, 3-9.130 

Racial discrimination, complaints, 3-9.200 et seq. 
Rates and charges, 

Copier 
Shipping, 

Rating 

Readjustments, 
Real 

Executions, 

Property 
Relocation 

Receipts, 

Reception 
Recognition, 
Records 

Attorney 
Attorneys, 

 MANUAL 

equipment, outside use, 3-4.253 
3-4.390 

officials, performance management, employ­
ment, 3-2.430 

veterans, appointments, 

19

3-2.307 
estate, 

post judgment collection activity, 
3-11.245 


management, generally, ante 

expenses, 3-3.800 


accountable personal property, issuance, 
3-4.350 

areas, space management, 3-5.000 
labor organizations, 3-2.711 

and recordation, 3-2.293 
personnel records, custody, 3-2.294 

personnel records, custody, 3-2.294 
Disposition of records, 3-4.430 
Equal employment opportunity, discrimination com­

plaints, processing, 3-9.290 

Expenses, chargeable appropriations, 3-3.621 

Individual records, 3-4.342 

Information management, generally, ante 

Obsolete records, 3-4.431 

Privacy, personnel records, 3-2.297 

Property management, ante 

Records management program, disposition of 


records, 3-4.430 
Retired records, 3-4.431 
Security management, 3-6.110 
Training, records management, career management 

group, 3-8.430 
Recruitment, selection and placement, 3-2.330 et seq. 

Assistant United States attorney positions, nomina­
tions, 3-2.302 

Authority, United States attorneys, 3-2.213 
Classification standards, vacant positions, 3-2.312 
Examinations and examiners, 3-2.331 et seq. 
Examining system, 3-2.337 
Intergovernmental personnel, temporary assign­

ments, 3-2.334 
Internal placement, 3-2.335 
Organization for recruitment, 3-2.331 
Policies, affirmative action, 3-2.300 
Preemployment employment interviews, travel and 

transportation, 3-2.571 

Promotion, 3-2.335 

Qualifications, 3-2.338 


Medical qualifications, 3-2.339 

Temporary appointees, 3-2.333 
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EXECUTIVE OFFICE FOR UNITED STATES 

ATTORNEYS-Cont'd 


Recruitment, selection and placement-Cont'd 
Temporary assignments, 3-2.334 
Travel expenses, 3-2.571 

Reemployed annuitants, 3-2.831 
Registration, voters, excused absences, 3-2.630 
Relatives. Family, generally, ante 
Religious discrimination, complaints, 3-9.200 et seq. 
Relocation expenses, 

Employees, 3-3.800 

Merit staffing, 3-2.335 

Motor vehicles, 3-3.800 


Removal from office, 
Assistant United States attorneys, 3-2.752 
Employees, authority, 3-2.311 

Rentals, 
Authority, 3-4.257 
Defined, office equipment, 3-4.252 
Equipment other than word processing equipment, 

3-4.250 et seq. 

Leases, generally, ante 

Receipt packages, initial or renewal agreements, 


3-4.330 
Reorganizations, position management, 3-2.312 
Repairs and maintenance, 3-4.264 

Computers, JURIS system, 3-7.250 

JURIS equipment, 3-7.250 

Property custodians, responsibilities, 3-4.320 


Replacement, used or worn out furniture, 3-4.232 
Reports, 

Automated data processing, 3-7.430 
Case management, 

ATTORN

3-7.100 et seq. 
Commercial printing reports, 3-4.224 
Copier equipment, 3-4.253 
Duplicating production, 3-4.224 
Expenses, chargeable appropriations, 3-3.621 
Financial disclosure, 3-2.734 
Financial litigation, 3-11.211, 3-11.900 et seq. 
Gifts, 3-2.734 
Information management, generally, ante 
Inventories, 3-4.342 
Judgments and decrees, financial litigation, 

3-11.211 

Management goals, financial litigation, 3-11.922 

Part-time 

S. 

employment, 3-2.300 et seq. 

Reemployment rights, 3-2.352 


. 

Personnel, 3-2.291 

Position management, 3-2.312 

Printing, 3-4.224 

Property custodians, responsibilities, 3-4.320 

Property management, ante 

Tax return information, 3-6.330 et seq. 


Confidentiality, safeguards, 3-6.331 

Time and attendance reports, employees, 3-2.550 

United States attorneys, monthly resource summa­


ries, 3-7. 120 

Unsafe or unhealthy work sites, 3-6.170 

Upward mobility program, equal employment op­


portunity, 3-2.713 
Representation, employee grievances, 3-2.771 
Reprisals, discrimination complaints, allegations, 

3-9.210, 3-9.270 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Research, computer-assisted legal research, 3-7.200 et 
seq. 

Resignations, employees, 3-2.715 
Resource summaries, United States attorneys, month­

ly reports, 3-7.120 
Responses, debtors, post judgment demands for pay­

ment, 3-11.221 
Restitution, Victim and Witness Protection Act, 

3-12.400 
Restoration, forfeited annual leave, 3-2.630 
Retaliation, discrimination, complaints, 3-9.210, 

3-9.270 
Retirement 

198MANUAL 

and pensions. Employment, ante 
Review. Appeal and review, generally, ante 
Review committees, performance ratings, grievances, 

3-2.430 
Round-trip travel, relocation expenses, 3-3.800 
Rules and regulations, printing, 3-4.220 
Sabbaticals, assistant United States attorneys, 3-2.334 
Safety, 3-6.170 et seq. 

Manager, 3-6.171 

Occupational safety and health, generally, ante 

Programs, security management, security plan, 


3-6.210 
Salaries. Compensation and salaries, generally, ante 
Sales, property management, reports, 3-4.362 
Schedules, 

Alternative work schedules, 3-2.620 
Annual leave, 3-2.630 
Classification of positions, U.S. attorneys, 3-2.511 

Seal, official use, printing, 3-4.221 

Seasonal employment. Part time or seasonal employ­


ment, generally. Employment, ante 
Secretaries, details, assignments, 3-2.300 
Security management, 3-6.000 et seq. 

Automated data processing (ADP), security pro­
gram, 3-6.140 

Computers, ante 
District offices, security managers, 3-6.020 
Education, 3-6.160 
Health and safety programs, 3-6.170 et seq. 
Information, 3-6.120 
Investigations and investigators, health and safety 

programs, 3-6.172 

Loss prevention, 3-6.150 

Occupational safety and health, 3-6.170 et seq. 

Personnel, 3-6.130 


Employment, 3-2.732 

Physical security, 3-6.110 

Plans, United States attorneys offices, 3-6.200, 


3-6.210 

Post judgment collections, cash, 3-11. 513 

Programs, 3-6.100 et seq. 

Safety and health programs, 3-6.170 et seq. 

Security managers, district offices, 3-6.020 

Security working group, 3-6.030 

United States attorneys, security plans, 3-6.200, 


3-6.210 
Working group, 3-6.030 

Security manager, district offices, 3-6.020 
Security personnel, 3-2.732 
Security systems, elements of security plan, 3-6.210 
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Seized property, reports, 3-4.370 
Selection of employees. Recruitment, selection and 

placement, generally, ante 
Selective placement programs, employment, 3-2.306 
Senior executive service, employment, 3-2.920 
Senior litigation counsel, 

Position description, assistant United States attor­
neys, 3-2.511 

Program, 3-2.451 
Senior personnel, executive development, 3-8.510 et 

seq. 
Sensitive case reports, office of counsel, advice, 

3-1.120 
Service, summons, prejudgment debt collection, 

3-11.140 et seq. 
Services, procurement, 3-4.255 
Setoff and counterclaim, federal employee judgment 

debtors, compensation and salaries, 3-11.244 
Sexual harassment plan, equal employment opportuni­

ty, 3-9.101 
Shredding, tax information, disposal, 3-6.331 
Sick leave, repayment of advance leave, 3-2.630 
Sign language interpreters, training programs, 3-8.610 
Skip tracing, financial litigation, tools, 3-11.932 
Social security retirement, 3-2.832 
Solicitation, executive development training program, 

3-8.512 
Sound recordings. Tape recordings, generally, post 
Space, 

Expenses, chargeable appropriations, 3-3.621 

Management, 3-5.000 et seq. 

Organization, ante 


Special achievement awards, performance incentives, 
3-2.451 

Special assistant United States attorneys, 
Compensation and salaries, 3-2.213 

Special authorization unit, foreign witnesses, expenses, 
3-3.232 

Special emphasis program managers, equal employ­
ment opportunity responsibilities, 3-9.120 

Special emphasis training, career management group, 
3-8.430 

Special masters, 
Expenses, chargeable appropriations, 3-3.621 
Fees, 3-3.410 

Special 

S. 

penalty 

ATTORN

assessments, closing, 3-12.320 
Special seminars, 3-8.113 
Special state or local prosecutors, assistant United 

States attorneys, appointment, 3-2.334 
Standardized data, personnel, 3-2.292 
Standardized forms, 3-4.441 
Standards, 

Computers, 

. 

3-7.510 
Conduct, employees, 3-2.735 
Personnel security, 3-6.120 
Policy development, 3-2.271 
Printing, 3-4.221 
PROMIS, security standards, 3-7.510 
Review board, performance management recognition 

system, 3-2.536 
Space management, reports, 3-5.122 
USACTS-II, computer security standards, 3-7.510 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Stand-committed fines, 3-12.600 
State and local holidays, 3-2.610 
State unemployment insurance offices, claims, 3-2.850 
Statistics, equal employment opportunity, minority 

group designator codes, 3-9. 130 
Stay-in-school program, cooperative education, 

3-2.308 
Stenographers. Court reporters, generally, ante 
Step increases. Quality step increases, generally, ante 
Stolen property, reports, 3-4.343 
Storage, 

National security, security plan, elements, 3-6.210 
Relocation 

MANUAL 

expenses, 3-3.800 
Security management, 3-6.110 

Student assistance program, legal interns, summer 
employment, 3-2.213 

19

Students, 
Employment, 3-2.308 
Federal grant programs, 3-2.309 
Summer employment, 3-2.213 

Subpoenas. Conditional expenses, ante 
Subsistence expenses, chargeable appropriations, 

3-3.621 
Summaries, physical inventories, records, 3-4.342 
Summer aid positions, qualifications, 3-2.332 
Summer 

 

employment program for needy youth, 
3-2.332 

Summer law assistant positions, equal employment 
opportunity, employment review procedures, 
3-9.140 

Summer legal interns, employment, 3-2.213 
Summons, prejUdgment debt collection, returns, 

3-11.144 
Supervisors, 

See, also, managers and management, generally, 
ante 


Development, 3-2.412 

Equal employment opportunity responsibilities, 


3-9.120 
Grievance procedures, responsibilities, 3-2.771 
Performance management, generally. Employment, 

ante 

Probationary periods, 3-2.315 

Training, 3-8.520 et seq. 


Career management group, 3-8.430 
Supplementary proceedings, collections, financial liti­

gation, 3-11.241 
Supplies, 

Authority, purchases, 3-4.257 
Expenses, chargeable appropriations, 3-3.621 
Inventories, generally, ante 
JURIS equipment, 3-7.250 
Procurement, 3-4.255, 3-4.256 

Support services, automated litigation, 3-7.300 et seq. 
Support staffs, 

Equal employment opportunity, review procedures, 
3-9.140 

Training, 3-8.320 et seq. 

Legal support training institute, 3-8.130 

Selecting staffers, guidelines, 3-8.332 

Supervisory training, 3-8.520 et seq. 


Surveys, office of counsel, advice, 3-1.120 
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EXECUTIVE OFFICE FOR UNITED STATES 
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Survivors and disability insurance, 3-2.832 
Suspension, post judgment collection actions, 3-11.410 
System managers, local offices, case management, 

3-7.100 
Systems, work force information, 3-2.298 
Tape recordings, 

Audio and video tapes, lending library, 3-8.140 
Tax information, disposition after use, 3-6.331 

Task forces, organized crime, administrative responsi­
bilities, 3-1.120 

Tax attorneys, position description, assistant United 
States attorneys, 3-2.511 

Tax Reform Act of 1976, recordkeeping and report­
ing requirements, 3-6.331 

Tax returns, 
Computers, information, disposition after use, 

3-6.331 

Custody, 3-6.300 

Security, disclosure, 3-6.300 et seq. 


Taxation, 
Income tax, generally, ante 
Information security, 3-6.120 

Security plan, elements, 3-6.210 
Teaching, financial disclosure, 3-2.734 
Technical assistance, equal employment opportunity, 

3-9.103 
Telephones, security management, 3-6.110 
Temporary court reporters, lands commissioner cases, 

appointment, 3-3.440 
Temporary employment. Employment, ante 
Temporary promotions, 3-2.430 
Term employment, appointments outside register, 

3-2.333 
Terminal annual leave, 3-2.630 
Termination, 

Grade or pay retention benefits, 3-2.536 
Post judgment collection actions, 3-11.420 

Theft, security management, 3-6.150 
Third parties, discrimination complaints, employment, 

3-9.280 
Threats, security plan, 3-6.210 
Time, 

Flexitime, 3-2.620 
Inventories, 

S. 

completion, 3-4.341 
Title VII complaints, job discrimination, 3-9.200 
Tools, financial litigation, 3-11.930 

. 

Torts, occupational 

ATTORNE

safety and health accidents, in­
vestigations, 3-6.172 

Training, 3-2.410, 3-8.000 et seq. 
Administrative leave, 3-8.251 
Attorneys, ante 
Authorization, 3-8.334 
Career management group, 3-8.430 
Computer-assisted legal research, 3-7.230, 3-7.240 
Cooperative education, students, payments for 

training, 3-2.308 
Delegation, training authority, fully delegated dis­

tricts, 3-8.331 

Discrimination, 3-8.600 

Equal employment opportunity, ante 

Equality of opportunity, 3-8.600 

Executive development, 3-2.412, 3-8.510 


EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Training-Cont'd 
Expenses, authorization, 3-8.300 et seq. 
General policies, 3-8.500 et seq. 
Guidelines, authorizing, 3-8.332 
Handicapped persons, opportunity, 3-8.610, 3-9.150 
Individual development plans, 3-8.240 
Interagency training, 3-8.440 
Non-government training, 3-8.450 

Authorization, 3-8.334 

Officers, 3-8.410 

Organization, ante 


MANUAL 

Primary provider, 3-8.400 

Requests, United States attorney, 3-8.333 

Security, 3-6.010 


Security plan, 3-6.210 
Sources, 3-8.400 et seq. 

198

Summer employment program for needy youth, 
3-2.332 

Supervisory training, 3-2.412, 3-8.520 et seq. 
Upward mobility program, equal employment op­

portunity, 3-2.713 
Transaction listings, customer activity, 3-4.342 
Transcripts, expenses, 3-3.510 

Chargeable appropriations, 3-3.621 
Chargeable to other agencies, 3-3.625 

Transferred cases, financial litigation, 3-11.700, 
3-11.710 

Translations, expenses chargeable to other agencies, 
3-3.625 

Transportation, preemployment interviews, 3-2.571 
Travel, lapses in appropriations, 3-3.314 

Preemployment interviews, 3-2.571 
Traveling expenses, 3-3.700 et seq. 

Chargeable appropriations, 3-3.621 
Conditional expenses, depositions, attendance of de­

fendants and counsel, 3-3.240 

Department of justice employees, subpoenas, 


3-3.262 
Depositions, 3-3.240 
Discrimination complaints, processing, 3-9.233 
Foreign witnesses, American citizens, 3-3.232 
Interviews, 3-2.571 
Local attorney training, 3-8.311 
Local support staff training, 3-8.321 
Motor vehicles, 3-3.710 
Nonattorney personnel, preemployment interviews, 

3-2.330 

Per diem, generally, ante 

Prior approval, 


First-class travel, 3-3.740 

Preemployment interview, 3-2.330 

State and local officials, 3-3.720 


Training funded by government, 3-8.250 

Witness appropriations, chargeable expenses, 


3-3.622 
Trial periods, new employees, 3-2.315 
Trials, 

Advocacy courses, attorney general's advocacy In­

stitute, 3-8.111 
Continuing during lapsed appropriations, 3-3.321 
Training, legal education institute, 3-8.120 
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INDEX 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Tuition, 
Local attorney training, 3-8.311 
Local support staff training, 3-8.321 

Typewriters, sales or exchanges, eligibility, 3-4.362 
Unclassified positions, position management, 3-2.312 
Uncollectible penalty assessments, deported defend­

ants, 3-12.320 
Unemployment benefits, 3-2.850 
United States attorney offices, personnel authority, 

3-2.250 
United States attorneys administrative procedures 

handbook, personnel actions, processing, 3-2.296 
United States attorneys manual, office of counsel, 

advice, 3-1.120 
United States courts, chargeable appropriations, 

3-3.624 
United States magistrates, 

Fines and penalties, 3-12.500 
Hearings, witness appropriations, chargeable ex­

penses, 3-3.622 
United States marshals, 

Evidence, storage, responsibilities, 3-4.380 
Seized property, responsibilities, 3-4.370 

Universities. Colleges and universities, generally, 
ante 

Unusually outstanding performance awards, 3-2.536 
Upward mobility program, 3-2.713 

Career management group, 3-8.430 

Support staff training programs, authorizing non-


government training, 3-8.334 
USACTS-II computer security standards, 3-7.510 
Vacancies, merit staffing, announcements, 3-2.335 
Veterans, 

Assistant United States attorneys, removal, 3-2.752 
Disabled veterans, affirmative action plan, 3-9.101 
Priorities and preferences, 3-2.211, 3-2.335 
Readjustment 

ATTOR

appointments, 3-2.307 
Volunteers, student employees, 3-2.308 
Voters and voting, excused absences, 3-2.630 
Vouchers, certifying officers, payment, 3-3.630 
Vulnerability assessments, security management, 

3-6.010 
Wage system, job evaluations, 3-2.512 
Wages. 

S. 

Compensation and salaries, generally, ante 
Waivers, 

Prior approval, 

Fingerprints, 3-2.732 

Foreign extradition proceedings, 3-3.220 


Weapons, 
Office of counsel, advice, 3-1.120 
Sales or exchanges, eligibility, 3-4.362 

Witness fees, 
Chargeable 

. 

appropriations, 3-3.622 
Department of justice employees, 3-3.262 
Lapses in appropriations, payments, 3-3.315 

Witnesses, 
Conditional expenses, ante 
Depositions, generally, ante 
Dockets, 3-4.411 
Expenses, 3-3.520 
Expert witnesses, generally, ante 
Extradition, expenses, 3-3.220 

EXECUTIVE OFFICE FOR UNITED STATES 
ATTORNEYS-Cont'd 

Witnesses-Cont'd 
Fact witnesses, expenses, 3-3.262 
Foreign witnesses, expenses, 3-3.232 
Government employees, request, 3-3.262 
Indigent persons, expenses, 3-3.520 
Information security, 3-6.120 
Operational economy, 3-3.120 
Phasing down United States attorney operations, 

lapses in appropriations, fees and expenses, 
3-3.315 


Prisoners, 3-3.262 

Protection and maintenance policies, 3-3.270 


Women. Pregnancy, generally, ante 
Word 

MANUAL 

processing. Computers, generally, ante 
Work force information systems, 3-2.298 
Work performance plans, performance 

19

management, 
3-2.430 

Work study programs, students, 3-2.309 
Working agreements, volunteer students, cooperative 

education, 3-2.308 
Writ of garnishment, financial litigation, post­

judgment activity, 3-11.243 
Youth employment. Employment, ante 
Youth opportunity campaign, cooperative education, 

EXHIBITS 
United 

 

3-2.308 

States marshals, custody, 3-4.380 

EXPENDABLE PERSONAL PROPERTY 
Defined, property management, 3-4.310 

EXPENSES AND EXPENDITURES 
Executive Office for United States Attorneys, this 

index 

EXPERT WITNESSES 
Executive Office for United States Attorneys, this 

index 

EXTRADITION 
Executive Office for United States Attorneys, this 

index 

FACILITIES MANAGEMENT AND SUPPORT 
SERVICES 

Executive Office for United States Attorneys, this 
index 

FACSIMILE MACHINES 
Executive office for United States attorneys, rental or 

lease, responsibilities, 3-4.251 

FAIR DEBT COLLECTION PRACTICES ACT 
Financial litigation, standards, 3-10.120 

FALSE SWEARING 
Personal sureties, bail bond, inability to meet obli­

gations or conditions, 3-12.152 

FAMILY 
Executive office for United States attorneys, person­

nel policies, leave, 3-2.630 

27 
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INDEX 

FARMERS HOME ADMINISTRATION 
Foreclosure sales, out-of-pocket expenses, policies, 

3-3.580 

FEDERAL AGENCIES 
Executive Office for United States Attorneys, this 

index 

FEDERAL ARCHIVES AND RECORDS CENTER 
Executive office for United States attorneys, retired 

records, disposition, 3-4.431 

FEDERAL CLAIMS COLLECTION STANDARDS 
Financial Litigation, this index 

FEDERAL OFFICERS AND EMPLOYEES 
Financial litigation, judgment debtors, salary offset, 

3-11.244 

FEDERAL PERSONNEL MANUAL 
Recruitment practices, 3-2.300 

FEDERAL PROPERTY MANAGEMENT REGU­
LATIONS 

Printing, 3-4.220 

FEDERAL RULES OF EVIDENCE 
Expert witnesses, payments, 3-3.280 

FEDERAL SURVEILLANCE SERVICE 
Employment compensation, 3-2.850 

FEDERAL WAGE SYSTEM 
Job evaluations, 

ATTORNE

3-2.512 

FEES 
Executive Office for United States Attorneys, this 

index 

FIFTH CIRCUIT 
Money posted for bail, application to criminal fines, 

3-12.140 

FINANCIAL LITIGATION 
Generally, 3-10.000 et seq. 

Accounts receivable, management goals, 3-11.921 
Acknow ledgments, 

Debtors response to prejudgment demand, 3-11.131 
Letter, 

S. 

receipt of complete claims collection litiga­
tion report and referral package, 3-11.122 

. 

Service of summons and complaint, post 
Address verification, skiptracing, 3-11.932 
Administratively uncollectible agency claims, referral 

to department of justice for litigation, federal 
claims collection standards, 3-11.110 

Agency file or claim number, 3-11.122 
Answer to complaint, 3-11.150 

Declaration and requests for default and default 
judgment, failure to file answer, 3-11.144 

Failure to answer, declaration and request for de­
fault and default judgment, 3-11.143 

Appearance bonds. Bail, generally, this index 
Application of payments, payment processing, 

3-11.540 
Asset forfeiture fund, United States marshals fund, 

3-11.520 

FINANCIAL LITIGATION-Cont'd 
Assistant United States attorneys, designation, 

3-10.110 
Assists, requests for assistance between United States 

attorneys offices, 3-11.720 
Attachment, execution on real and personal property, 

3-11.245 
Audits and auditing, receipt of payments, establishing 

audit trail, 3-11. 51 0 
Automated tickler systems, 3-11.931 
Bail, generally, this index 
Bank accounts, garnishment, 3-11.243 
Bankruptcy, installment repayment plans, returning 

MANUAL 

to referring agency for collection, 3-11.233 
Bill of costs, 3-11.213 
Cash, receipt as payment, 3-11.511 

198

et seq. 
Changemaking, 3-11. 514 

Conversion to checks, 3-11.512 

Keeping in secure area, 3-11.513 


Cash recoveries, management goals, 3-11.921 
Certificates of indebtedness, prejUdgment interest, 

3-11.611 
Changemaking, payments made by cash or currency, 

3-11.514 
Checks, payment processing, 3-11.510 et seq. 
Claim numbers, United States attorney claim num­

ber, 3-11.122 
Claims collection litigation reports, 3-11.110 et seq. 

Deficient reports, 3-11.121 
Opening of claim, 3-11.122 
Providing copies, 3-11.110 
Review, 3-11.120 et seq. 
Short form, small claims, 3-11.110 
Verification of information, 3-11.120 

Client agencies, relationships, 3-10.150 
Closing cases, 3-11.800 
Closing uncollectible cases, 3-11.422 
Cognovit notes, acceptability, 3-11.131 
Collection, generally. Fines and Penalties, this index 
Collection costs, management goals, 3-11.921 
Commercial paper, payment processing, 3-11.510 et 

seq. 
Compensation and salaries, 

Federal employees as judgment debtors, salary off­
set, 3-11.244 

Garnishment, 3-11.243 
Complaint. Summons and complaint, generally, post 
Compromise and settlement, 3-11.300 

Closing cases, 3-11.800 
Executive office for United States attorneys, 

3-11.300 
Federal claims collection standards, 3-11.110 

Computation of interest, post or prejudgment inter­
est, 3-11. 620 

Confess-judgment notes, acceptability, 3-11.131 
Consent to judgments, installment repayment plans, 

3-11.131 
Following filing of suit and before default judg­

ment, 3-11.144 
Contracts, prejudgment interest, 3-11.611 
Conversion of cash or currency to checks, payment 

processing, 3-11.512 
Costs of court, 

Application of payments, 3-11.540 
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INDEX 

FINANCIAL LITIGATION-Cont'd 
Costs of court-Cont'd 

Bill of costs, 3-11.213 
Installment repayment plans, 3-11.231 

Criminal Monetary Impositions, generally, this index 
Currency, receipt as payment, 3-11.511 et seq. 

Changemaking, 3-11.514 
Conversion to checks, 3-11.512 
Keeping in secure area, 3-11.513 

Debt Collection Act of 1982, prejudgment interest, 
3-11.611 

Declaration and request for default and default judg­
ment, debtors failure to file answer to com­
plaint, 3-11.144 

Declination letters. Deficiency or declination letters, 
generally, post 

Declination of referrals from agencies, reporting, 
3-11.911 

Default, installment repayment plans, 3-11.231, 
3-11.234 

Default judgments, 
Debtors failure to file answer, 3-11.143, 3-11.144 
Perfection, 3-11.212 

Deficiency or declination letters, 3-11.121 
Prejudgment demand, letter return by postal ser­

vice, 3-11. 130 
Summons and complaint return without change of 

address, 3-11.142 
United States marshals service, inability to locate 

debtor, 3-11.143 
Delayed payment of obligations, interest, 3-11.611 
Deposits, payments received, 3-11.510 

Conversion of cash or currency to checks, 
3-11.512 

Direct deposit of payments, 3-11.520 
Discovery, enforced collection proceedings, determin­

ing ability to pay, 3-11.242 
Docket and reporting system, 

Opening of claim, 3-11.122 
Reporting judgments, 3-11.211 
United States attorneys docket and reporting sys­

tem, generally, post 
Enforced collection proceedings, 3-11. 240 et seq. 

Discovery, determining ability to pay, 3-11.420 
Execution, 3-11.245 
Federal 

S. 

employees, salary offsets, judgment debtors, 
3-11.244 

Garnishment, 3-11.243 

. 

Post judgment 

ATTORN

demand, failure to payor make ap­
propriate offer, 3-11.220 

Salary offset, federal employees as judgment debt­
ors, 3-11.244 

Ethics, 3-10.120 
Execution, 3-11.245 
Fair Debt Collection Practices Act, standards, 

3-10.120 
Federal claims collection standards, 3-11.110 

Prejudgment interest, 3-11.611 
Relationships with client agencies, 3-10.150 
Review, 3-11.120 

Federal officers and employees, judgment debtors, 
salary offset, 3-11.244 

Federal personnel manual system, offset, federal em­
ployee judgment debtor salary, 3-11.244 

FINANCIAL LITIGATION-Cont'd 
Filing suit, 3-11.140 et seq. 

Answer to complaint, generally, ante 
Prejudgment demand letter not answer, 3-11.130 
Service of process, generally, post 

Financial statements, 
Closing judgment cases as uncollectible, 3-11.422 
Installment repayment plans, 3-11.222, 3-11.231 
Stipulation to judgment, 3-11.150 

Fines and Penalties, generally, this index 
Forfeitures, generally, this index 
Fraud, prejUdgment interest, 3-11.611 
Garnishment, 3-11.243 
Goals of management, 3-11. 921, 3-11.922 
Improvement 

MANUAL 

of government-wide 

19

debt collection ef­
forts, priority, 3-10.100 

Installment repayment plans, 3-11.230 et seq. 
Acknowledgment of debt, 3-11.131 
Bankruptcy, return to referring agency for continu­

ing collection, 3-11.233 
Consideration of alternatives, 3-11.231 
Debtor offers, 3-11.222 
Default, 3-11.234 
Establishment, 3-11.231 
Federal employees, salary offset, 3-11.244 

 

Financial statements, 3-11.222, 3-11.231 
Minimum amounts, 3-11.231 
Past due notice, default, 3-11.234 
Payments, 3-11.232 
Repayment periods, 3-11.231 
Request following filing of suit and before default 

judgment, 3-11.144 
Response to post judgment demand, 3-11.222 
Retention of judgments in paying status, 3-11.232 
Return of judgment to referring agency for collec­

tion, 3-11.232 

Bankruptcy cases, 3-11.233 


Writing requirement, 3-11.231 

Interest, 3-11.600 et seq. 

Application of payments, 3-11.540 
Computations, 3-11.620 
Installment repayment plans, 3-11.231 
Post judgment interest, 3-11.612 
Prejudgment interest, 3-11.611 

Internal audit control, receipt of payments, 3-11.510 
Internal revenue service, reports, amount of debt 

written off or compromised, 3-11.300 
Interrogatories, enforced collection proceedings, deter­

mining ability to pay, 3-11.242 
Judgment debtors, 

Exams, determining ability to pay, enforced collec­
tion proceedings, 3-11.242 

Relocation to another district, transfer of case, 
3-11.710 

Judgments, 
Bill of costs, 3-11.213 
Closing as uncollectible, 3-11.422 
Collection or recovery, 

Closing cases, 3-11.800 
Designation of assistant United States attorney, 

3-10.110 
Compromise policy, multiple payments, 3-11.300 
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INDEX 

FINANCIAL LITIGATION-Cont'd 
Judgments-Cont'd 

Consent judgments, 
Debt or acknowledgment of debt, installment re­

payment plan, 3-11.131 
Following filing suit and before default judgment, 

3-11.144 

Copies, providing to client agencies, 3-11.214 

Default judgment, debtors failure to answer, 


3-11.143 

Notice of entry to client agency, 3-11.214 

Perfection, 3-11.212 

Post judgment demand, 3-11.220 


Installment repayment plans, generally, ante 
Post judgment financial litigation, generally, post 
Reporting, 3-11.211 
Retention, suspended status, 3-11.410 
Return to agency for surveillance, 3-11.410, 

3-11.421 
Satisfaction, 


Closing cases, 3-11.800 

Compromise payments, 3-11.300 


Stipulation, 

Perfection, 3-11.212 

Preconditions, 3-11.150 


Uncollectible claims, generally, post 
Jurisdictional problems, assist from other districts, 

3-11.720 
Liens, 

Closing cases, 3-11. 800 
Perfection of judgment, 3-11.212 
Renewal, termination of collection action, 3-11.421 

Limitation of actions, 
Deficient claims collection litigation reports and 

referral 

ATTORN

package, 3-11. 121 
Department policy, 3-10.100 

Liquidation, execution on real and personal property, 
3-11.245 

Litigation tools, 3-11.930 et seq. 
Location of debtor, financial litigation unit obli­

gations, 3-11.932 
Logsheets, 

Cash or currency received as payment, security, 
3-11.513 

Receipt 

S. 

of payments, 3-11.510 
Lump sum collections, compromise, 3-11.300 
Mail, service of summons and complaint, 3-11.142 
Management 

. 

goals, 
Establishment of quantitative goals, 3-11.921 
Report to United States attorney, financial litiga­

tion accomplishments, 3-11.922 
Media publicity, 3-11.933 
Money orders, conversion of cash or currency, pay­

ment processing, 3-11. 512 
Multi-district statewide meetings, 3-10.160 
Multiple debtors, assist from other districts, 3-11.720 
Negotiable instruments, payment processing, 3-11.510 

et seq. 
Notes, prejudgment interest, 3-11.611 
Notice, 

Compromise, 3-11.300 
Consent to judgment, entry, debt or acknowledging 

debt, 3-11.13 1 

FINANCIAL LITIGATION-Cont'd 
Notice-Cont'd 

Entry of judgment, notice to client agency, 
3-11.214 


Judgment liens, renewal, 3-11.212 

Past due notice, installment repayment plans, 


3-11.234 
Payments received from debtor by referring agency, 

3-10.150 
Receipt of agency claim, 3-11.122 
Transfer of cases, judgment debtor relocating to 

another district, 3-11. 710 
Offset, federal employees as judgment debtors, sala­

MANUAL 

ries, 3-11.244 
On-site training visits, regional financial litigation 

specialists program, 3-10.140 
Partial payments, payment processing, 3-11.540 
Past due notice, installment repayment 

198

plans, 
3-11.234 

Payment processing, 3-11.500 et seq. 
Application of payments, 3-11.540 
Cash, generally, ante 
Changemaking, 3-11.514 
Conversion of cash or currency to checks, 

3-11.512 

Currency, generally, ante 


 

Direct deposit of payments, 3-11.520 

Fines or forfeitures, 3-11.520 

Posting payments, 3-11.530 

Receipt of cash or currency, 3-11.511 et seq. 

Receipt of payments, 3-11.510 

Security of cash which cannot be converted to 


checks, 3-11.513 
Payroll deduction plans, subsequent garnishment, 

amount, 3-11.243 
Pensions, federal employees as judgment debtors, off­

set of payments, 3-11.244 
Perfection of judgment, 3-11.212 
Personal property, execution, 3-11.245 
Postal money orders, conversion of cash or currency, 

payment processing, 3-11.512 
Posting payments, 3-11.530 
Post judgment demand, 3-11.220 et seq. 

Installment payments, debtor offers, 3-11.222 

Installment repayment plans, generally, ante 


Post judgment financial litigation, 3-11.200 et seq. 
Bill of cost, 3-11.213 
Entry of judgment to client agency, notice, 

3-11.214 

Initial post judgment activity, 3-11.210 et seq. 

Perfecting judgment, 3-11.212 

Reporting judgments, 3-11.211 


Post judgment interest, 3-11.612 
Practices, limitations, 3-10.120 
Prejudgment debt collection, 3-11.000 et seq. 

Claims collection litigation report, 3-11.110 et seq. 

Interest, 3-11.611 

Referral of claim from agency, 3-11.100 et seq. 


Claims collection litigation report, 3-11.110 et 
seq. 

Prejudgment demand, 3-11.130 
Response from debtor prior to filing suit, 3-11.131 

Professional and ethical standards, 3-10.120 
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INDEX 

FINANCIAL LITIGATION-Cont'd 
PROMIS, 

Closing cases, 3-11.800 
Interest computations, 3-11.620 
Opening of claim, 3-11.122 
Payment prior to filing suit, 3-11.131 
Payments, posting, 3-11.530 
Reporting judgment, 3-11.211 
Reporting requirements, 3-11.910 

Declination of referrals, 3-11.911 
Transfer of cases, judgment debtor relocating to 

another district, 3-11.710 
Uncollectible debts, 


Closing judgment cases, 3-11.422 

Return to agency for surveillance, 3-11.421 

Promissory notes, containing agreement for judgment, 
acceptability, 3-11.131 

Publicity, media, 3-11.933 
Real estate, execution, 3-11.245 
Reconciliation, daily receipt of payments, 3-11.510 
Records and recordation, 

Assists from other districts, 3-11.720 
Payment by debtor prior to filing suit, 3-11.131 
Receipt of payments, 3-11.510 
Reporting requirements, 3-11.910 

Referral of claims, 
Administratively uncollectible agency claims, federal 

claims collection standards, 3-11. 110 
Authority over disposition of matter, 3-10.150 
Claims collection litigation reports, generally, ante 
Declining, report, 3-11.911 
Deficient claims collection litigation reports and 

accompanying referral package, 3-11.121 
Opening of claim, 3-11.122 
Review of claims collection litigation report, 

3-11.120 
Regional financial litigation specialists program, 

3-10.140 
Multi-district 

ATTORN

statewide meetings, 3-10.160 
Renewal of liens, perfection of judgment, 3-11.212 
Repayment plans. Installment repayment plans, gen­

erally, ante 
Reporting requirements, 3-11.910 

Declination of referrals, 3-11. 911 
Financial litigation accomplishments, 3-11.922 

Reports, 
Claims collection litigation reports, generally, ante 
Judgments, 3-11.211 
Responsibilities, from other districts, 

3-11.720 
Request 

. S. 

assists 

for assistance between United States attor­
neys offices, 3-11. 720 

Residence, 
Deficient claims collection litigation reports and 

referral package, 3-11.121 
Judgment debtor relocating to another district, 

transfer of cases, 3-11.710 
Restitution, generally, this index 
Retirement and pensions, federal employees as judg­

ment debtors, offset, 3-11.244 
Returning case to agency for surveillance, 3-11.410, 

3-11.421 
Closed cases, 3-11.422 

FINANCIAL LITIGATION-Cont'd 
Round-table sessions, multi-district statewide meet­

ings, 3-10.160 
Satisfaction of judgment, 

Closing cases, 3-11.800 
Compromise payments, 3-11.300 

Semiannual reports, 3-11.922 
Service of process, 3-11.141 et seq. 

Acknowledgments, 3-11.144 
Deadline date, 3-11.142 

Failure to return by debtor, 3-11.143 


Mail, 3-11.142 

United States marshals service, 3-11.143 


Settlement. 

Short 

Skiptracing, 
Small 

Social 
Standards, 
State 
Statute 

Deficient 

Statutory 
StipUlation 

 

Department 

Perfection, 
Preconditions, 

MANUAL 

Compromise and settlement, generally, 
ante 

form claims collection litigation 

19

report, small 
claims, 3-11.110 

3-11.932 
claims, short form claims collection litigation 

report, 3-11.110
security number, debtor records, 3-11.122

debt collection actions, 3-10.120 
law, perfection of judgment, 3-11.212 

of limitations,
claims collection litigation report and re­

ferral package, 3-11.121
policy, 3-10.100 

interest, prejUdgment interest, 3-11.611 
to judgment, 

3-11.212 
3-11.150 

Summons and complaint, 
Answer to complaint, generally, ante 
Prejudgment interest, 3-11.611 
Service of process, generally, ante 

Supervision and support, 3-10.110 
Suspension of collection action, 3-11.410 

Closing as uncollectible, 3-11.422 
Federal claims collection standards, 3-11.110 
Fines and Penalties, generally, this index 

Taxpayer identification number, debtor records, 
3-11.122 

Technical problems, regional financial litigation spe­
cialists program, 3-10.140 

Temporarily uncollectible debts, suspension of collec­
tion action, 3-11.410 

Termination of collection action, 3-11.420 et seq. 
Federal claims collection standards, 3-11.110 

Terms for repayment, prejUdgment demand, 3-11.131 
Tickler systems, 3-11.931 
Training, 

Multi-district statewide meetings, 3-10.160 
Regional financial litigation specialists, 3-10.140 

Transfer of cases, judgment debtor relocating to an­
other district, 3-11. 710 

Uncollectible claims, 
Closing case, 3-11.422 
Fines and Penalties, generally, this index 
Referral, administratively uncollectible agency 

claims to department of justice, federal claims 
collection standards, 3-11.110 

Return to agency for surveillance, 3-11.410, 
3-11.421 

Suspended collection actions, 3-11.410 
31 
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INDEX 

FINANCIAL LITIGATION-Cont'd 
Uncontested claims, 

Short form claims collection litigation report, 
3-11.110 

Unit within United States attorneys office, 3-10.110 
United States attorney claim number, 3-11.122 
United States attorneys docket and reporting system, 

Closing cases, 3-11.800 
Uncollectible judgment cases, 3-11.422 

Declinations of referrals, reporting requirement, 
3-11.911 


Opening of claim, 3-11.122 

Payments, 


Debtor prior to filing suit, 3-11.131 
Posting, 3-11.530 


Posting payment, 3-11.530 

Reporting judgment, 3-11.211 

Reporting requirements, 3-11.910 


Declinations of referrals, 3-11.911 
Return of case to agency for surveillance, 3-11.421 
Transfer of cases, judgment debtor relocation to 

another district, 3-11.710 
Uncollectible debts, 


Closing judgment cases, 3-11.422 

Return to agency for surveillance, 3-11.421 


United States marshals, service of summons and 
complaint, 3-11.143 

United States marshals asset forfeiture fund, deposits, 
3-11.520 

U.S. Rule, application of payments, payment process­
ing, 3-11.540 

Updated financial information, suspension of collec­
tion action, 3-11.410 

USACTS, 
Closing cases, 3-11. 800 
Interest computations, 3-11.620 
Opening of claim, 3-11.122 
Payments, 

Debtor prior to filing suit, 3-11.131 
Posting, 3-11.530 


Reporting judgment, 3-11.211 

Reporting requirements, 3-11.910 


Declination of referrals, 3-11.911 
Transfer 

S. 

of cases, judgment debtor relocating to 
another district, 3-11. 710 

Uncollectible debts, 

Closing judgment cases, 3-11.422 


. 

Return to 

ATTORN

agency for surveillance, 3-11.421 

USACTS-II, 

Closing cases, 3-11.800 
Interest computations, 3-11.620 
Opening of claim, 3-11.122 
Payments, 

Debtor prior to filing suit, 3-11.131 
Posting, 3-11.530 


Reporting judgment, 3-11.211 

Reporting requirements, 3-11.910 


Declination of referrals, 3-11.911 
Transfer of cases, judgment debtor relocating to 

another district, 3-11.710 
Uncollectible debts, 


Closing judgment cases, 3-11.422 

Return to agency for surveillance, 3-11.421 


FINANCIAL LITIGATION-Cont'd 
Victims and Witness Protection Act, restitution, 

3-12.400 
Wages, 

Federal employees as judgment debtors, salary off­
set, 3-11.244 

Garnishment, 3-11.243 
Writing requirement, installment repayment plans, 

3-11.231 
Writs, 

Execution, 3-11.245 
Garnishment, 3-11.243 

FINANCIAL LITIGATION STAFF 
Generally, 3-10.130 et seq. 

FINANCIAL RESPONSIBILITY PROGRAM 
Correctional institution inmates, 

19

3-12.800 

FINANCIAL STATEMENTS 
Financial Litigation, this index 

FINES PENALTIES 
Ability 

MANUAL 

AND 
to pay, 

Stand-committed fines, 3-12.600 
Suspension of collection action, 

Prerequisites, 3-12.311 

 

Removal from suspense, 3-12.314 
Affidavits, stand-committed fines, incarceration, 

3-12.600 
Alternatives to incarceration, collection of criminal 

monetary impositions, 3-12.000 
Appeal and review, enforcement during appeal, 

3-12.700 
Arrest, nonpayment, 

Stand-committed fines, 3-12.600 
United States magistrates, fines imposed by, 

3-12.500 
Bonds (officers and fiduciaries), enforcement of fine 

during appeal, 3-12.700 
Cash deposits, enforcement of fine during pending 

appeal, 3-12.700 
Central violations bureau, fines imposed by United 

States magistrates, collection, 3-12.500 
Closing as uncollectible, 

Corporate defendants, dissolved, inactive or de­
funct, 3-12.330 

Fines over twenty years old, 3-12.313 
Special penalty assessments, deported defendants, 

3-12.320 
Coding of suspense action, systems operation manual 

information, 3-12.314 
Collateral on appeal bond, use in payment, 3-12.140 
Collection, 3-12.000 et seq. 

Corporate defendants, dissolved, inactive or de­
funct, 3-12.330 

Deported defendants, closing special penalty assess­
ments as uncollectible, 3-12.320 

Designation of assistant United States attorney re­
sponsible, 3-10.110 

Internal revenue service tax refund program, fines 
placed in suspense, case tracking system, 
3-12.314 

Pending appeals, enforcement, 3-12.700 

Period of incarceration, 3-12.800 
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INDEX 

FINES AND PENALTIES-Cont'd 
Collection-Cont'd 

Probation, imposed as condition, revocation of pro­
bation, 3-12.220 


Receipt of payments, 3-11.520 

Skiptracing, suspension of activity, 3-12.311 

Stand-committed fines, 3-12.600 

Suspension of collection action, 3-12.300 et seq. 


Application of suspension policy, 3-12.310 
Coding of action, systems operation manual in­

formation, 3-12.314 

Fines over twenty years old, 3-12.313 

Incarcerated defendants, 3-12.800 

Necessary approvals, 3-12.312 

Prerequisites, 3-12.311 

Removal from suspense, 3-12.314 

Review of fines, 3-12.313 

Stand-committed fines, 3-12.600 

Validity of judgment, 3-12.314 


United States magistrates, fines imposed, 3-12.500 
Conditions of probation, 3-12.200 et seq. 
Contempt, failure to make payment, stand-committed 

fines, 3-12.600 
Corporations, dissolved, inactive or defunct corporate 

defendants, collection, 3-12.330 
Criminal Fine Improvements Act, United States mag­

istrates, fines imposed by, 3-12.500 
Demand letters, incarcerated fine debtors, 3-12.800 
Deported defendants, 

Special penalty assessments, closing as uncollectible, 
3-12.320 

Suspension of collection action, 3-12.311 
Deposits, enforcement of fine during appeal, 3-12.700 
Dissipation of defendants assets, pending appeals, 

3-12.700 
Dissolved, inactive or defunct corporate defendants, 

collection, 3-12.330 
Enforcement during appeal, 3-12.700 
Enforcement during incarceration, 3-12.800 
Examination of assets, enforcement of fine during 

appeal, 3-12.700 
Execution, 

Enforcement of fine during appeal, 3-12.700 
Enforcement of fine during period of incarceration, 

3-12.800 
Stand-committed fines, 3-12.600 

Executive Office for United States Attorneys, this 
index 

Expiration, fines as condition of probation, 3-12.220 
Felonies, 

. 

Review 
Suspension 

Approval 

S. ATTORN

of fines placed in suspense, 3-12.313 
of collection action, 3-12.311 
guidelines, 3-12.312 

Financial statement of debtor, enforcement of fine 
during incarceration, 3-12.800 

Foreign nationals, currently residing outside United 
States, suspension of collection action, 3-12.311 

Garnishment, 
Dissolved, inactive or defunct corporate defendants, 

action against successor corporations, 3-12.330 
Enforcement of fine during appeal, 3-12.700 
Prisoners trust funds, 3-12.800 

Hearings, stand-committed fines, indigent persons, 
3-12.600 

FINES AND PENALTIES-Cont'd 
Incarceration, 

Enforcement of fine during period of incarceration, 
3-12.800 

Stand-committed fines, 3-12.600 
Income tax, 

Fines written off, statute of limitations, internal 
revenue service reporting requirements, 
3-12.900 

Remitted fines, reporting, 3-12.900 
Indigent persons, stand-committed fines, 3-12.600 
Infractions, this index 
Interest, 

Compromise or closing, guidelines, 3-12.000 
Imposition 

Suspension 
Internal 

MANUAL 

as condition of probation, application of 
law, 3-12.200 

of collection action, 3-12.300 et seq. 
revenue service, tax refund 
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program, case 
tracking system, 3-12.314 

Judgment liens, enforcement of fine during incarcera­
tion, 3-12.800 

Late payment penalties, collection of criminal mone­
tary impositions, 3-12.000 

Liens, 
Enforcement of fine during incarceration, 3-12.800 
Imposition as condition of probation, application of 

law, 3-12.200 
Limitation 

 

of actions, writing off fines, internal reve­
nue service reporting requirements, 3-12.900 

Magistrates fines, collections, 3-12.500 
Misdemeanors, 

Review of fines placed in suspense, 3-12.313 
Suspension of collection action, 


Approval guidelines, 3-12.312 

Prerequisites, 3-12.311 


Motions, enforcement of fine during appeal, 3-12.700 
Narcotics violations, enforcement of fine during ap­

peal, 3-12.700 
Nonpayment, stand-committed fines, 3-12.600 
Notice, 

Imposition as condition of probation, delinquency 
or default, application of law, 3-12.200 

Stand-committed fines, indigent persons, hearing, 
3-12.600 

Paupers oath, stand-committed fines, discharge from 
incarceration, 3-12.600 

Pending appeals, enforcement of fine, 3-12.700 
Probation, this index 
Receipt of payments, 3-11.520 
Remission, 

Condition of probation, 
Expiration or revocation of probation, 3-12.220 
Probationary period, 3-12.210 

Income tax reporting, 3-12.900 
Reports, central violations bureau, fines imposed by 

United States magistrates, 3-12.500 
Review, suspension of collection action, 3-12.313 
Sentencing Reform Act, stand-committed fines, 

3-12.600 
Skiptracing, 

Felony offenses, collection, suspension of activity, 
3-12.311 

Review of fines placed in suspense, 3-12.313 
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INDEX 

FINES AND PENALTIES-Cont'd 
Special penalty assessments, 

Collection, 3-12.000 
Deported defendant, closing of case, 3-12.311, 

3-12.320 
Stand-committed fines, incarceration, 3-12.600 
Statute of limitations, internal revenue service report­

ing requirements, 3-12.900 
Stay of execution, payment of fine, pending appeal, 

3-12.700 
Suspension of collection action. Collection, ante 
Termination, fines as condition of probation, 

3-12.220 
Training, collection, 3-12.000 
Uncollectible fines, 

Closing as uncollectible, generally, ante 
Corporate defendants, dissolved, inactive or de­

funct, 3-12.330 
Deported defendants, special penalty assessments, 

3-12.320 
Statute of limitations, internal revenue service re­

porting requirements, 3-12.900 
Suspension of collection action, 3-12.300 et seq. 

United States magistrates, imposition, collection, 
3-12.500 

Validity of judgment, suspension of collection action, 
3-12.314 

White collar crime cases, enforcement of fine during 
appeal, 3-12.700 

FIRST ASSISTANTS 
Employment, position description, assisting United 

States attorneys, 3-2.511 

FIRST CLASS TRANSPORTATION 
Travel expenses, United States attorneys, 3-3.710, 

3-3.740 

FLEXITIME 
Executive office for United States attorneys, person­

nel policies, 3-2.620 

FORECLOSURE 
Proceedings brought on behalf of government agen­

cies or corporations, expenses, 3-3.580 

FOREIGN COUNTRIES 
Executive Office for United States Attorneys, this 

index 

FOREIGN NATIONALS 

ATTORN

Fines 

. S. 

and penalties, currently residing outside United 
States, suspension of collection action, 3-12.311 

FORFEITURES 
Bail, this index 
Collection, 3-12.000 et seq. 

Designation of assistant United states attorney re­
sponsible, 3-10.110 

Conditional release, failure to appear, collection of 
criminal monetary impositions, 3-12.130 

Deposits, United States marshals asset forfeiture 
fund, 3-11.520 

Executive Office for United States Attorneys, this 
index 

FORFEITURES-Cont'd 

United States magistrates hearings, collection, 


3-12.500 


FORMS 

Executive Office for United States Attorneys, this 


index 


FRAUD 
Financial litigation, prejUdgment interest, 3-11.611 

FREEDOM OF INFORMATION 
Executive office for United States attorneys, responsi­

bili ties, 3-1.120 

FUNDS 
Executive Office for United States Attorneys, this 

index 

198

FUNERAL LEAVE 
Executive office for United States attorneys, excused 

absences, policies, 3-2.630 

FURLOUGHS 
Executive 

MANUAL 

office for United States attorneys, phasing 
down United States attorney operations, lapsed 
appropriations, 3-3.313 

 

FURNITURE 
Executive Office for United States Attorneys, this 

index 

GARNISHMENT 
Financial litigation, 3-11.243 
Fines and Penalties, this index 

GENERAL SCHEDULE 
Executive Office for United States Attorneys, this 

index 

GENERAL SERVICES ADMINISTRATION 
Interagency training, 3-8.440 

GIFTS 
Executive office for United States attorneys, lists, 

submission, 3-2.734 

GOVERNMENT ETHICS OFFICE 
Executive office for United States attorneys, policies, 

3-2.738 

GRADUATE STUDENTS 
Cooperative education, executive office for United 

States attorneys, 3-2.308 

GRAND JURY 
Executive Office for United States Attorneys, this 

index 

GUARDIAN AD LITEM 
Executive office for United States attorneys, fees, 

responsibilities, 3-3.410 

GUIDELINES 
Executive Office for United States Attorneys, this 

index 
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INDEX 

HANDICAPPED PERSONS 
Executive Office for United States Attorneys, this 

index 

HEALTH 
Executive Office for United States Attorneys, this 

index 
Federal employees, programs, 3-2.792 

HEARINGS 
Executive Office for United States Attorneys, this 

index 
Fines and penalties, stand-committed fines, indigent 

persons, 3-12.600 

HIGH SCHOOLS AND SECONDARY SCHOOLS 
Students, cooperative education, executive office for 

United States attorneys, 3-2.308 

HOLIDAYS 
Executive office for United States attorneys, responsi­

bilities, 3-2.610 

HOMESTEAD EXEMPTION 
Appearance bond forfeitures, real estate as collateral, 

3-12.152 

HOSPITALS 
Witness appropriations, expenses, 3-3.622 

HOUSEHOLD GOODS 
Executive office for United States attorneys, reloca­

tion expenses, policies, 3-3.800 

ILLNESS 
Executive office for United States attorneys, sick 

leave, policies, 

IMPREST FUNDS 
Executive Office 

IN FORMA PAUPERIS 
Expenses, 3-3.520 

INCENTIVE 
Executive Office 

index 

INCOME 

S. 

TAX 
Executive Office 

index 
Financial litigation, 

ATTORN

3-2.630 

for United States attorneys, 3-3.550 

PROCEEDINGS 

A WARDS 
for United States Attorneys, this 

for United States Attorneys, this 

. 

reports, amount of debt written 
ofT or compromised, 3-11.300 

Fines, writing ofT due to statute of limitations, re­
porting requirements, 3-12.900 

Remitted fines, reporting, 3-12.900 
Taxpayer identification number, financial litigation, 

debtor records, 3-11.122 

INDEXES 
Executive office for United States attorneys, debtors, 

payment records, 3-4.414 

INDIGENT PERSONS 
Executive Office for United States Attorneys, this 

index 
Fines, stand-committed fines, 3-12.600 

INDIVIDUAL DEVELOPMENT PLANS 
Executive office for United States attorneys, attorney 

training, 3-8.240 

INFORMAL COMPLAINTS 
Executive Office for United States Attorneys, this 

index 

INFORMAL GRIEVANCES 
Executive office for United States attorneys, person­

nel policies, 3-2.771 

INFORMATION MANAGEMENT 
Executive Office for United States Attorneys, this 

index 

INFRACTIONS 
Fines and penalties, collection, 

Imposed 

MANUAL 

by United States magistrates, 

19

3-12.500 
Suspension of collection action, 

Approval guidelines, 3-12.312 

Prerequisites, 3-12.311 

Review, 3-12.313 


INJUNCTIONS 
Corporate sureties, appearance bond forfeitures, fail­

ure to pay judgment, writing additional appear­
ance bonds, 3-12.154 

INJURIES 
Executive Office for United States Attorneys, this 

index 

INSOLVENCY 

 

Personal sureties, bail bond, appearance bond forfei­
tures, 3-12.152 

Sureties, individuals serving as professional sureties, 
appearance bond forfeitures, 3-12.153 

INSTALLMENT PAYMENTS 
Executive Office for United States Attorneys, this 

index 

INSTALLMENT REPAYMENT PLANS 
Financial Litigation, this index 

INTEREST 
Criminal collection actions, suspension, 3-12.300 et 

seq. 
Criminal monetary impOSitions, collection, 3-12.000 
Financial Litigation, this index 
Fines and Penalties, this index 

INTERN PROGRAMS 
Employment. Executive Office for United States At­

torneys, this index 

INTERNAL AUDITS 
Financial litigation, receipt of payments, 3-11.510 

INTERNAL REVENUE SERVICE 
Collection of criminal monetary impositions, policies 

and procedures, 3-12.000 
Criminal fines placed in suspense, tax refund pro­

gram, case tracking system, 3-12.314 
Financial litigation, reports, amount of debt written 

off or compromised, 3-11.300 
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INDEX 

INTERPRETERS 
Executive Office for United States Attorneys, this 


index 


INTERROGATORIES 

Financial litigation, enforced collection proceedings, 


determining ability to pay, 3-11.242 


INTERVIEWS 
Executive office for United States attorneys, nonat­

torney recruitment and hiring, 3-2.330 

INVENTORIES 
Executive Office for United States Attorneys, this 

index 

INVESTIGATIONS AND INVESTIGATORS 
Executive Office for United States Attorneys, this 

index 

JOB DESCRIPTIONS 
Executive office for United States attorneys, employ­

ment responsibilities, 3-2.312 

JOB EVALUATIONS 
Executive office for United States attorneys, federal 

wage system, 3-2.512 

JUDGMENT DEBTORS 
Financial Litigation, this index 

JUDGMENT LIENS 
Fines, enforcement during incarceration, 3-12.800 

JUDGMENTS 
Bail, forfeitures, 

ATTORN

compromise or closing, guidelines, 
3-12.000 

Criminal monetary impositions, collections, 3-12.000 
et seq. 

Executive Office for United States Attorneys, this 
index 

Financial Litigation, this index 
Unsecured appearance bonds, failure to appear, 

3-12.120 

JURIES 
Executive office for United States attorneys, criminal 

and 

S. 

civil advocacy courses, 3-8.111 

JUSTICE EARNINGS STATEMENTS 
Executive 

. 

office for United States attorneys, 3-2.550 

JUSTICE MANAGEMENT DIVISION 
Career management group, 3-8.430 

JUSTICE PUBLICATIONS 
Executive Office for United States Attorneys, this 

index 

JUSTIFICATION OF SURETIES 
Corporate sureties, appearance bond forfeitures, 

3-12.154 
Individuals serving as professional sureties, appear­

ance bond forfeitures, 3-12.153 
Personal sureties, appearance bond forfeitures, 

3-12.152 

LABOR AND EMPLOYMENT 
Executive Office for United States Attorneys, this 


index 


LABOR DISPUTES 
Executive office for United States attorneys, employ­

ee rights, 3-2.711 

LABOR ORGANIZATIONS 
Executive office for United States attorneys, employ­

ee rights, 3-2.711 

LABOR-MANAGEMENT RELATIONS 

Executive Office for United States Attorneys, this 


index 


LAND 
Real 

MANUAL 

Estate, generally, this index 

LAND ATTORNEYS 
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Employment, position description, assisting United 
States attorneys, 3-2.511 

LAND COMMISSIONERS 
Expenses chargeable to United States courts, 3-3.624 

LAW CLERKS 
Executive Office for United States Attorneys, this 

index 

LAW ENFORCEMENT COORDINATING COM­
MITTEE 

Executive 

 

Office for United States Attorneys, this 
index 

Expenses and expenditures, 3-3.900 

LAW SCHOOLS 
Sabbatical programs, United States attorneys, 3-2.334 

LEASES 
Executive Office for United States Attorneys, this 

index 

LEAVE WITHOUT PAY 
Executive office for United States attorneys, responsi­

bilities, 3-2.630 

LEAVES OF ABSENCE 
Executive office for United States attorneys, training 

programs, 3-8.251 

LECTURES 
Executive office for United States attorneys, financial 

disclosure policies, 3-2.734 

LEGAL ADVERTISING 
Executive office for United States attorneys, 3-4.110 

LEGAL DIVISION 
Executive office for United States attorneys, charge­

able appropriations, 3-3.623 

LEGAL EDUCATION, OFFICE OF 
Generally, 3-1.120, 3-8.100 et seq. 

LEGAL EDUCATION INSTITUTE 
Executive Office for United States Attorneys, this 

index 
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INDEX 

LEGAL RESEARCH 
Computer assisted research, executive office for Unit­

ed States attorneys, 3-7.200 et seq. 

LEGAL SUPPORT TRAINING 
Executive office for United States attorneys, career 

management group, 3-8.430 

LEGAL SUPPORT TRAINING INSTITUTE 
Executive office for United States attorneys, 3-8.100, 

3-8.130 

LEGAL TECHNICIANS 
Executive office for United States attorneys, support 

training institute, 3-8.130 

LIBRARIES 
Audio and video tapes, loans, 3-8.140 

LIENS 
Deeds deposited as personal sureties, bail bond, ap­

pearance bond forfeitures, 3-12.152 
Financial Litigation, this index 
Fines, 

Enforcement during incarceration, 3-12.800 
Imposed as conditions of probation, application of 

law, 3-12.200 

LIFE INSURANCE 
Executive office for United States attorneys, person­

nel policies, 3-2.831, 3-2.870 

LIMITATION OF ACTIONS 
Financial litigation, 

Deficiency claims 
referral package, 

Department policy, 
Fines, writing ofT, 

requirements, 

LIQUIDATION 
Financial litigation, 

property, 3-11.245 

LITIGATION SUPPORT 
Executive office 

ed services, 

LOCAL ATIORNEY 
Generally, 

S. 

3-8.311 

ATTORN

collection litigation reports and 
3-11.121 

3-10.100 
internal revenue service reporting 
3-12.900 


execution on real and personal 

SERVICES 
for United States attorneys, automat­
3-7.300 et seq. 

TRAINING FUND 

LOST 

. 

PROPERTY 
Executive office for United States attorneys, reports, 

3-4.343 

MCCARRAN-FERGUSON ACT 
Corporate sureties, appearance bond forfeitures, 

3-12.154 

MACHINERY AND EQUIPMENT 
Executive Office for United States Attorneys, this 

index 

MAINTENANCE AND REPAIRS 
Executive Office for United States Attorneys, this 

index 

MANAGERS AND MANAGEMENT 
Executive Office for United States Attorneys, this 

index 

MANUALS 
Criminal monetary impositions, collection, 3-12.000 
Fines, collection, 3-12.000 

MASTERS 
Compensation and salaries, 3-3.410 

MATERNITY LEAVE 
Executive office for United States attorneys, policies, 

3-2.630 

MEDICAL 
Executive 

MEDICARE 
Executive 

MEETINGS 
Executive 

MEMORANDA 
Executive 

MENTAL 

 MANUAL 

CARE AND TREATMENT 
office for United States attorneys, sick 

leave policies, 3-2.630 

19

office for United States attorneys, responsi­
bilities, 3-2.832 

office for United States attorneys, person­
nel groups, attendance, 3-2.230 

Office for United States Attorneys, this 
index 

EXAMINATIONS 
Executive Office for United States Attorneys, this 

index 

MERIT STAFFING 
Executive office for United States attorneys, pro­

motional or internal placement, 3-2.335 


MICROCOMPUTERS 
Executive office for United States attorneys, training, 

career management group, 3-8.430 

MILITARY FORCES 
Executive Office for United States Attorneys, this 

index 

MINORITY DESIGNATOR CODES 
Executive office for United States attorneys, equal 

employment opportunity, 3-9.130 

MISCONDUCT 
Employee misconduct, executive office for United 

States attorneys, policies, 3-2.735 

MONEY ORDERS 
Financial litigation, conversion of cash or currency, 

payment processing, 3-11.512 

MORTGAGES 
Deeds deposited as personal sureties, bail bond, ap­

pearance bond forfeitures, 3-12.152 

MOTIONS 
Fines and penalties, enforcement of fine during ap­

peal, 3-12.700 
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INDEX 

MOTOR VEHICLES 
Executive Office for United States Attorneys, this 

index 

NARCOTICS 
Executive Office for United States Attorneys, this 

index 
Fines, enforcement during appeal, 3-12.700 
Pending appeals, enforcement of fine during appeal, 

3-12.700 

NATIONAL DISASTERS 
Executive office for United States attorneys, comput­

er systems, security management, 3-6. J40 

NATIONAL ORIGIN 
Discrimination. generally. Executive Office for Unit­

ed States Attorneys, generally, this index 

NATIONAL SECURITY 
Executive office for United States attorneys, informa­

tion security, 3-6.120 

NEPOTISM 
Employment, executive office for United States attor­

neys, policies, 3-2.310 

NEW EMPLOYEES 
Executive Office for United States Attorneys, this 

index 

NEWS MEDIA 
Financial litigation, publicity, 3-11.933 

NONCAPITALIZED PERSONAL PROPERTY 
Defined, property management, 3--4.310 

NONEXPENDABLE PERSONAL PROPERTY 
Defined, property management, 3--4.310 

NOTARIES PUBLIC 
Executive Office for United States Attorneys, this 

index 

NOTES 
Commercial 

ATTORN

Paper, generally, this index 

NOTICE 
Executive Office for United States Attorneys, this 

. 

in.dex 
Financial Litigation, this index 
Fines 

S. 

imposed as conditions of probation, delinquen­
cy or default, application of law, 3-12.200 

Stand-committed fines, indigent persons, release from 
imprisonment, 3-12.600 

OATHS AND AFFIRMATIONS 
Executive Office for United States Attorneys, this 

index 
Paupers oath, stand-committed fines, discharge from 

incarceration, 3-12.600 

OCCUPATIONAL SAFETY AND HEALTH 
Executive Office for United States Attorneys, this 

index 

OFFICIAL COURT INSTRUMENTS 
Executive office for United States attorneys, printing, 

3--4.223 

OFFICIAL USE VEHICLES 
United States attorneys, 3--4.352 

OFFSET 
Financial litigation, federal employees as judgment 

debtors, salaries, 3-11.244 

ORDERS 
Executive Office for United States Attorneys, this 

index 

ORGANIZATION 
Executive Office for United States Attorneys, this 

index 

ORGANIZED 

198MANUAL 

CRIME AND DRUG ENFORCE­
MENT TASK FORCE 

Executive Office for United States Attorneys, this 
index 

ORIENTATION 
Executive office for United States attorneys, security 

plan, 3-6.210 

 

OUT-OF-POCKET EXPENSES 
Executive Office for United States Attorneys, this 

index 

OVERSEAS EMPLOYMENT 
Executive office for United States attorneys, policies, 

3-2.301 

OVERTIME PAY 
Executive office for United States attorneys, policies, 

3-2.550 

PARENTAL LEAVE 
Executive office for United States attorneys, policies, 

3-2.630 

PARKING 
Executive Office for United States Attorneys, this 

index 
Handicapped persons, executive office for United 

States attorneys, responsibilities, 3-5.220 

PART-TIME OR SEASONAL EMPLOYMENT 
Executive Office for United States Attorneys, this 

index 

PAUPERS OATH 
Stand-committed fines, discharge from incarceration, 

3-12.600 

PA YMENT PROCESSING 
Financial Litigation, this index 

PAYMENTS 
Executive Office for United States Attorneys, this 

index 

PAYROLL DEDUCTION PLANS 
Financial litigation, subsequent garnishment, amount, 

3-11.243 
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INDEX 

PC-JURIS 
Computer-assisted legal research, executive office for 

United States attorneys, 3-7.220 

PENDING ACTIONS 
Executive office for United States attorneys, case 

files, 3-4.412 

PENDING APPEALS 
Fines, enforcement during appeal, 3-12.700 

PENSIONS 
Financial litigation, federal employees as judgment 

debtors, offset of payments, 3-11.244 

PER DIEM 
Executive Office for United States Attorneys, this 

index 

PERFORMANCE MANAGEMENT 
Executive Office for United States Attorneys, this 

index 

PERFORMANCE MANAGEMENT RECOGNI· 
TION SYSTEM 

Executive Office for United States Attorneys, this 
index 

PERJURY 
Personal sureties, bail bond, inability to meet condi­

tions, 3-12.152 

PERSONAL INJURIES 
Injuries, generally, this index 

PERSONAL PROPERTY 
Defined, property 
Executive Office 

index 
Financial litigation, 

PERSONAL SURETIES 
Appearance bond 

PERSONNEL 
Executive Office 

index 

PETITIONS 
Executive office 

for fitted items, 
shals, 

S. 

3-4.380 


ATTORN

management, 3-4.310 
for United States Attorneys, this 

execution, 3-11.245 

forfeitures, 3-12.152 

MANAGEMENT, OFFICE OF 
for United States Attorneys, this 

for United States attorneys, delivery 
release by United States mar­

PHONE NUMBERS 
Executive 

. 

office for United States attorneys, letter­
head, printing, 3-4.221 


PHOTOGRAPHS AND PICTURES 
Executive office for United States attorneys, purchas­

es, 3-4.231 

PHYSICAL EXAMINATIONS 
Executive Office for United States attorneys, this 

index 

PILFERAGE 
Executive office for United States attorneys, security 

management, 3-6.150 

PLACEMENT OF EMPLOYEES 
Executive Office for United States Attorneys, this 

index 

POLICIES 
Executive Office for United States Attorneys, this 

index 

POLITICAL ACTIVITIES 
Federal employees, executive office for United States 

attorneys, policies, 3-2.733

POSITION DESCRIPTIONS 
Employment of assistant United States attorneys, 

3-2.212

POSITION MANAGEMENT 
Executive 

MANUAL 

office for United States attorneys, person­
nel, 3-2.312
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POSTJUDGMENT DEMAND 
Financial Litigation, this index 

POSTJUDGMENT FINANCIAL LITIGATION 
Financial Litigation, this index 

POSTTRIAL PROCEEDINGS 
Executive office for United States attorneys, lapsed 

appropriations, 3-3.321 

PREEMPLOYMENT 

 

INTERVIEWS 
Executive office for United States attorneys, travel 

and transportation policies, 3-2.571 
Travel expenses, 3-2.571 

PREGNANCY 
Executive office for United States attorneys, leave, 

policies, 3-2.630 

PREJUDGMENT DEBT COLLECTION 
Executive Office for United States Attorneys, this 

index
Financial Litigation, this index 

PREJUDGMENT DEMAND
Financial litigation, 3-11.130

Response from debtor prior to filing suit, 3-11.131 

PREJUDGMENT INTEREST
Executive office for United States attorneys, financial 

litigation responsibilities, 3-11.611

PRETRIAL PROCEEDINGS

Executive office for United States attorneys, lapsed 

appropriations, 3-3.321

PREVAILING RATE SYSTEMS 

Executive office for United States attorneys, compen­

sation and salaries, 3-2.532

PRINTING
Executive office for United States attorneys, court 

documents, 3-4.223
Executive Office for United States Attorneys, this 

index 
Government printing and binding regulations, 

3-4.220 
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INDEX 

PRIOR APPROVAL 
Generally, 3-1.200 

Administrative expenses, foreclosure, executive office 
for United States attorneys, 3-3.580 

Advertisements, job applicants, executive office for 
United States attorneys, 3-4.120 

Alterations, executive office for United States attor­
neys, 3-3.580 

Annual leave, United States attorneys, executive of­
fice for United States attorneys, 3-2.630 

Annuitant employment, executive office for United 
States attorneys, 3-2.300 

Assistant United States attorneys, 
Executive office for United States attorneys, 

3-2.250 
Removal, executive office for United States attor­

neys, 3-2.752 
Special assistants, appointment, executive office for 

United States attorneys, 3-2.213 
Attorneys, 

Foreign counsel, employment, executive office for 
United States attorneys, 3-3.230 

Private practice, United States attorneys, executive 
office for United States attorneys, 3-2.735 

Supervisory positions, executive office for United 
States attorneys, 3-2.312 

Automated litigation support systems, executive office 
for United States attorneys, 3-7.320 

Certifying officers, revocation, executive office for 
United States attorneys, 3-3.630 

Classified information, access, executive office for 
United States attorneys, 3-2.732 

Compensation and salaries, 
Preemployment 

United 
Supervisory 

States 
Computers, word 

fice for 
Copiers, rental, 

attorneys, 
Data processing, 

United States 
Disciplinary actions, 

States attorneys, 
Expenses and 

Foreclosure 
States 

Foreign 

S. 

counsel, 
attorneys, 

ATTORN

interviews, executive office for 
States attorneys, 3-2.330 
positions, executive office for United 

attorneys, 3-2.312 
processing equipment, executive of­

United States attorneys, 3-7.410 
executive office for United States 

3-4.253 
word processors, executive office for 

attorneys, 3-7.410 
executive office for United 
3-2.751 

expenditures, 
proceedings, executive office for United 

attorneys, 3-3.580 

. 

executive office for United States 
3-3.230 

Foreign travel, executive office for United States 
attorneys, 3-3.580 

Outside training, executive office for United States 
attorneys, 3-8.332 

Relocation expenses, executive office for United 
States attorneys, 3-2.335, 3-2.311 

Work study agreement, executive office for United 
States attorneys, 3-3.580 

Extended appointments, executive office for United 
States attorneys, 3-2.316 

Extradition, foreign proceedings, witnesses, executive 
office for United States attorneys, 3-3.220 

Federal archives and records center, shipment, execu-
tive office for United States attorneys, 3-4.390 

PRIOR APPROV AL-Cont'd 
Fingerprints and fingerprinting, executive office for 

United States attorneys, 3-2.732 
First-class travel, executive office for United States 

attorneys, 3-3.740 
Foreign counsel, employment, executive office for 

United States attorneys, 3-3.230 
Foreign travel, 

Executive schedule employees, executive office for 
United States attorneys, 3-3.730 

Expenses, executive office for United States attor­
neys, 3-3.580 

Relocation expenses, executive office for United 
States attorneys, 3-3.700 

Forfeited property, official use, executive office for 
United States attorneys, 3-4.352 

Furloughs, executive office for United States attor­
neys, 3-2.751 

General staff, tour of duty changes, executive office 
for United States attorneys, 3-2.610 

Individual first level supervisory training record, re­
duction, executive office for United States attor­
neys, 3-8.520 

Job applicants, advertisements, executive office for 
United States attorneys, 3-4.120 

Labor and employment, 
Advertisements, job applicants, executive office for 

United States attorneys, 3-4.120 
Law student employment, executive office for United 

States attorneys, 3-2.311 
Leave, United States attorneys, executive office for 

United States attorneys, 3-2.630 
Lecturing, executive office for United States attor­

neys, 3-2.735 
Local officials, travel expenses, executive office for 

United States attorneys, 3-3.720 
Machinery and equipment, 

Copiers, rental, executive office for United States 
attorneys, 3-4.253 

Purchases, executive office for United States attor­
neys, 3-3.580 

Motor vehicles, parking spaces, executive office for 
United States attorneys, 3-5.210 

Nominations, certifying officers, executive office for 
United States attorneys, 3-3.630 

Nonsensitive positions, fingerprinting, executive office 
for United States attorneys, 3-2.732 

Outside employment, executive office for United 
States attorneys, 3-2.735 

Outside training, executive office for United States 
attorneys, 3-8.332 

Parking spaces, executive office for United States 
attorneys, 3-5.210 

Preemployment interviews, travel expenses, executive 
office for United States attorneys, 3-2.330 

Printing, 
Executive office for United States attorneys, 

3-4.221 
Official court instruments, attorneys, 3-4.223 

Private practice of law, executive office for United 
States attorneys, 3-2.735 

Property, 
Forfeited property, official use, executive office for 

I United States attorneys, 3-4.352 
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INDEX 

PRIOR APPROVAL--Cont'd 
Property-Cont'd 

Transportation, executive office for United States 
attorneys, 3-3.580 

Purchases, equipment, executive office for United 
States attorneys, 3-3.580 

Records and recordation, 
Shipping, expenses, executive office for United 

States attorneys, 3-4.390 
Reduction in grade or pay of employees, executive 

office for United States attorneys, 3-2.751 
Reemployed annuitants, executive office for United 

States attorneys, 3-2.300 
Relocation expenses, 

Foreign travel, executive office for United States 
attorneys, 3-3.700 

New employees, executive office for United States 
attorneys, 3-2.335 

Subsistence in nondesignated high rate areas, exec­
utive office for United States attorneys, 
3-3.800 

Transferring employees, executive office for United 
States attorneys, 3-2.311 

Relocation of office, authority, 3-5.143 
Removal, assistant United States attorneys, executive 

office for United States attorneys, 3-2.752 
Rentals, 

Copiers, executive office for United States attor­
neys, ~-4.253 


Executive office for United States attorneys, 
3-3.580 

Reorganizations, attorney supervisory positions, exec­
utive office for United States attorneys, 3-2.312 

Reprimands, executive 

ATTORN

office for United States attor­
neys, 3-2.751 

Revocation, certifying officers, executive office for 
United States attorneys, 3-3.630 

Sabbatical programs, executive office for United 
States attorneys, 3-2.334 

Secretary details, executive office for United States 
attorneys, 3-2.300 

Security clearances, executive office for United States 
attorneys, 3-2.732 

Sensitive compartmented information, executive office 
for United States attorneys, 3-2.732 

Shipping, goods pertaining to specific litigation, exec­
utive office for United States attorneys, 3-4.390 

Space acquisition, executive office for United States 

. 

attorneys, 
State 

United 
Students, 

States 

S. 

3-3.580, 3-5.141 
officials, travel expenses, executive office for 

States attorneys, 3-3.720 
fingerprinting, executive office for United 

attorneys, 3-2.732 
Supervisory positions, designation, executive office for 

United States attorneys, 3-2.312 
Hour training requirement, reduction, executive of­


fice for United States attorneys, 3-8.520 

Suspensions, executive office for United States attor­

neys, 3-2.751 
Teaching, executive office for United States attorneys, 

3-2.735 
Temporary appointments, executive office for United 

States attorneys, 3-2.316 

PRIOR APPROVAL--Cont'd 
Tour of duty changes, executive office for United 

States attorneys, 3-2.610 
Training, executive office for United States attorneys, 

3-8.332 
Transportation of property, executive office for Unit­

ed States attorneys, 3-3.580 
Traveling expenses. Executive Office for United 

States Attorneys, this index 
Waivers. Executive Office for United States Attor­

neys, this index 
Word processing equipment, executive 

198

office for 
United States attorneys, 3-7.410 

Work study agreements, expenses, executive office for 
United States attorneys, 3-3.580 

PRIORITIES AND PREFERENCES 
Handicapped persons, executive office for United 

States attorneys, responsibilities, 3-2.335 

PROBATION
Criminal monetary 

States 
Executive 

MANUAL 

impositions, collection, 3-12.000
Employment, supervisors and managers, executive of-

fice for United attorneys, 3-2.315
office for United States attorneys, fines 

and penalties, 3-12.200 et seq. 
Fines and penalties, 3-12.200 

Remission,
Expiration or revocation of probation, 3-12.220 
Probationary period, 3-12.210 


Restitution as condition, enforcement, 3-12.400 
Revocation, 

 

collection of fine imposed as condition
of probation, 3-12.220 

PROCESS 
Service of Process, generally, this index 

PROCUREMENT 
Executive Office for United States Attorneys, this 

index 

PROFESSIONAL RESPONSIBILITY, OFFICE OF 
Employee misconduct, notification, executive office 

for United States attorneys, 3-2.735 

PROGRAMS 
Executive Office for United States Attorneys, this 

index 

PROMIS
Executive office for United States attorneys, security 

standards, 3-7.510 
Financial Litigation, this index 

PROMISSORY NOTES
Financial litigation, containing agreement for judg­

ment, acceptability, 3-11.131 

PROMOTIONS 
Executive Office for United States Attorneys, this 

index 

PROPERTY 
Executive Office for United States Attorneys, this 

index 
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INDEX 

PROPERTY CUSTODIAN (PC) 
Defined, property management, 3-4.310 

PROPERTY CUSTODIANS 
Executive Office for United States Attorneys, this 

index 

PROPERTY DAMAGE 
Executive office for United States attorneys, occupa­

tional safety and health investigations, 3-6.172 

PROPERTY MANAGEMENT 
Executive Office for United States Attorneys, this 

index 

PROPERTY MANAGEMENT (PMO) 
Defined, property management, 3-4.310 

PROPERTY MANAGEMENT OFFICER (PMO) 
Defined, property management, 3-4.310 

PSYCHIATRISTS 
Witnesses, appropriations, chargeable expenses, 

3-3.622 

PUBLIC AFFAIRS 
Cooperative education program, executive office for 

United States attorneys, information, 3-2.308 

PUBLICATIONS MANAGEMENT UNIT 
Executive office for United States attorneys, court 

instruments, printing approval, 3-4.223 

QUALITY STEP INCREASES 
Executive Office for United States Attorneys, this 

index 

RACE 
Discrimination, 

ATTORN

generally. Executive Office for Unit­
ed States Attorneys, this index 

RACIAL CODES 
Equal employment opportunity, executive office for 

United States Attorneys, 3-9.130 

RATES AND CHARGES 
Executive Office for United States Attorneys, this 

index 

REAL ESTATE 
Collateral, appearance bond forfeitures, 3-12.152 
Deeds, 

Deposit 

Executive 

. 

Appearance 

S. 

bond forfeitures, personal sureties, 
3-12.152 

for security, appearance bond, forfeitures. 
3-12.140 

Office for United States Attorneys, general­
ly, this index 

Financial litigation, execution, 3-11.245 
Forfeitures. collateral on appearance bond, 3-12.152 

RECEIPTS 
Executive office for United States attorneys, account­

able personal property, issuance, 3-4.350 

RECEIVERS AND RECEIVERSHIP 
Personal sureties, appearance bond forfeitures, real 

estate as collateral, 3-12.152 

RECORDS AND RECORDATION 
Executive Office for United States Attorneys, this 

index 
Financial Litigation, this index 

RECRUITMENT 
Executive Office for United States Attorneys, this 

index 

REFERRAL OF CLAIMS 
Financial Litigation, this index 

REGIONAL FINANCIAL LITIGATION SPECIAL· 
ISTS PROGRAM 

Financial 

MANUAL 

litigation staff, 3-10.140 
Multi-district statewide meetings, 3-10.160 

REGISTRATION OF VOTERS 
Executive office for United States 

198

attorneys, excused 
absences, policies, 3-2.630 

RELATIVES 
Executive office for United States employees, employ­

ment policies, 3-2.310 

RELEASE ON PERSONAL RECOGNIZANCE 
Appearance bond forfeitures, 3-12.110 

RELIGION 
Discrimination, generally. Executive Office for Unit­

ed States Attorneys, this index 

REMISSION 
Fines 

 

and Penalties, this index 

REMOVAL FROM OFFICE 
Executive Office for United States Attorneys, this 

index 

RENTALS 
Executive Office for United States Attorneys, this 

index 

REPORTS 
Central violations bureau, fines imposed by United 

States magistrates, default notices, 3-12.500 
Executive Office for United States Attorneys, this 

index 
Financial Litigation, this index 

REPRISALS 
Employment discrimination complaints, allegations, 

3-9.210, 3-9.270 

RESEARCH 
Computer assisted legal research, executive office for 

United States attorneys, 3-7.200 et seq. 

RESIDENCE 
Financial litigation, 

Deficiency claims collection litigation reports and 
referral package, 3-11.121 

Judgment debtor relocating to another district, 
transfer of cases, 3-11.710 

RESIGNATIONS 
Executive office for United States attorneys, employ­

ees, policies, 3-2.715 
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INDEX 

RESOURCE SUMMARIES 
United States attorneys, monthly reports, 3-7.120 

RESTITUTION 
Correctional institution inmates, enforcement during 

incarceration, 3-12.800 
Criminal monetary impositions, collection, 3-12.000 
Victims and Witness Protection Act, 3-12.400 

Enforcement, 3-12.400 

RETALIATION 

Employment discrimination complaints, 3-9.210, 


3-9.270 

RETIREMENT AND PENSIONS 
Executive Office for United States Attorneys, this 

index 
Financial litigation, federal employees as judgment 

debtors, offset, 3-11.244 

REVIEW 
Appeal and Review, generally, this index 

SABBATICALS 
United States attorneys, 3-2.334 

SAFETY 
Executive Office for United States Attorneys, this 

index 

SALARIES 
Compensation and Salaries, generally, this index 

SALES 
Executive office for United States attorneys, property 

management, 

ATTORN

reports, 3-4.362 
Real estate, personal sureties, appearance bond forfei­

tures, real estate as collateral, 3-12.152 


SCHEDULES 
Executive Office for United States Attorneys, this 

index 


SEASONAL EMPLOYMENT 
Executive Office for United States Attorneys, this 

index 

SECURED TRANSACTIONS 
Appearance bond forfeitures, personal sureties, 

3-12.152 

SECURITY 
Appearance 

. 

bond forfeitures, deposit of cash or other 
security, 

S. 

3-12.140 

SECURITY MANAGEMENT 
Executive Office for United States Attorneys, this 

index 

SECURITY SYSTEMS 
Executive office for United States attorneys, elements 

of security plan, 3-6.210 

SELECTION OF EMPLOYEES 
Executive Office for United States Attorneys, this 

index 

SENIOR LITIGATION COUNSEL 
Executive Office for United States attorneys, this 

index 

SENTENCE AND PUNISHMENT 
Alternatives to incarceration, collection of criminal 

monetary impositions, 3-12.000 

SENTENCING REFORM ACT
Fines imposed as conditions of probation, 3-12.200 
Stand-committed fines, 3-12.600

SERVICE OF PROCESS 
Corporate sureties, appointment of federal process 

MANUAL 

agents, appearance bond forfeitures, 3-12.154
Financial Litigation, this index 

SET OFF AND COUNTER CLAIM 
Federal employees, judgment debtors, compensation 

and salaries, 3-2.552, 3-11.244 

198

SETTLEMENT 

Compromise and Settlement, generally, this index 


SEX DISCRIMINATION 

Discrimination, generally. Executive Office for Unit­


ed States Attorneys, this index 

SEXUAL HARASSMENT 
Equal employment opportunity, executive office for 

United States attorneys, policies, 3-9.101 

SHORT 

 

FORM CLAIMS COLLECTION LITIGA­
TION REPORT 

Financial litigation, small claims, 3-11.110 

SHREDDING
Tax information, executive office for United States 

attorneys, disposal, 3-6.331 

SICK LEAVE 

Executive office for United States attorneys, repay­

ment of advance leave, policies, 3-2.630 

SIGN LANGUAGE 

Executive office for United States attorneys, inter­

preters. training programs, 3-8.610 

SKIPTRACING 
Financial litigation, 3-11.932 
Fines, 

Felony offense, collection, suspension of activity, 
3-12.311 

Suspension of collection action, review, 3-12.313 

SMALL CLAIMS 
Financial litigation, short form claims collection liti­

gation report, 3-11.110 

SOCIAL SECURITY 
Financial litigation, social security number, debtor 

records, 3-11.122 
Retirement, executive office for United States attor­

neys, policies, 3-2.832 

SOLICITATION 
Executive office for United States attorneys, executive 

development training programs, 3-8.512 
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INDEX 

SOUND RECORDINGS 

Executive Office for United States Attorneys, this 


index 


SPACE 

Executive Office for United States Attorneys, this 


index 


SPECIAL ACHIEVEMENT A WARDS 
Employment performance incentives, executive office 

for United States employees, policies, 3-2.451 

SPECIAL ASSISTANT UNITED STATES ATTOR·
NEYS 

Executive office for United States attorneys, employ­
ment, 3-2.213 

SPECIAL AUTHORIZATION UNIT 
Executive office for United States attorneys, foreign 

witnesses, expenses, 3-3.232 

SPECIAL COMMENDATION AWARDS 
Performance incentives, 3-2.451 

SPECIAL EMPHASIS PROGRAM MANAGERS 
Equal employment opportunity responsibilities, execu­

tive office for United States attorneys, 3-9.120 

SPECIAL EMPHASIS TRAINING 
Executive office for United States attorneys, career 

management group, 3-8.430 

SPECIAL MASTERS 
Executive Office for United States Attorneys, this 

index 

SPECIAL PENALTY ASSESSMENTS 
Fines and Penalties, this index 

STA~DARDS 

Executive Office for United States Attorneys, this 
index 

ST Al'ID-COMMITTED FINES 
Executive office for United States attorneys, 3-12.600 
Incarceration, 3-12.600 

STATES 
Holidays, 3-2.610 
Unemployment 

S. 

insurance offices, claims, 3-2.850 

STATISTICS 
Equal 

. 

employment 

ATTORN

opportunity, minority group desig­
nator codes, 3-9.130 

STATUTE OF LIMITATIONS 
Limitation of Actions, generally, this index 

STAY-IN-SCHOOL PROGRAM 
Cooperative education, executive office for United 

States attorneys, 3-2.308 

STAYS 
Fines, execution, pending appeal, 3-12.700 

STIPULATION TO JUDGMENT 
Financial litigation, 

Perfection of judgment, 3-11.212 
Preconditions, 3-11.150 

 STOLEN PROPERTY 
Executive office for United States attorneys, reports, 

3-4.343 

STORAGE 

Executive Office for United States Attorneys, this 


index 


STUDENT ASSISTANT PROGRAM 

Executive office for United States 

198

attorneys, legal 

interns, summer employment, 3-2.213 


STUDENTS 
Executive office for United States attorneys, federal 

grant programs, 3-2.309 

SUBPOENAS 

Executive 

MANUAL 

Office for United States Attorneys, this 

index 


SUMMONS 
Financial Litigation, this index 

SUPERVISED RELEASE 
Criminal monetary impositions, collection, 3-12.000 

SUPERVISORS 

Executive Office for United States Attorneys, this 


index 


 

SUPPLIES 

Executive Office for United States Attorneys, this 


index 


SUPPORT 
Child support, correctional institution inmates, satis­

faction of financial obligations, 3-12.800 

SURETIES 

Appearance bond forfeitures, 3-12.150 et seq. 

Bail, appearance bond forfeitures, 3-12.150 et seq. 

Corporate sureties, appearance bond forfeitures, 


3-12.154 
Individuals serving as professional sureties, appear­

ance bond forfeitures, 3-12.153 

SURVEYS 
Executive office for United States attorneys, office of 

counsel, advice, 3-1.120 

SURVIVORS AND DISABILITY INSURANCE 
Executive office for United States attorneys, person­

nel, 3-2.832 

TAPE RECORDINGS 

Executive Office for United States Attorneys, this 


index 


TASK FORCES 

Organized crimes drug enforcement task force, ad­


ministrative responsibilities, 3-1.120 


TAX ATTORNEYS 

Employment, position description, assistant United 


States attorneys, 3-2.511 


TAX REFORM ACT OF 1976 
Recordkeeping and reporting requirements, executive 

office for United States attorneys, 3-6.33\ 
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INDEX 

TAX REFUND PROGRAM 
Criminal fines placed in suspense, case tracking sys­

tem, 3-12.314 

TAX RETURNS 
Executive Office for United States Attorneys, this 

index 

TAXATION 
Executive Office for United States Attorneys, this 

index 

TAXPAYER IDENTIFICATION NUMBERS 
Financial litigation, debtors records, 3-11.122 

TELEPHONES 
Executive office for United States attorneys, security 

management, 3-6. 110 

TEMPORARY EMPLOYMENT 
Executive Office for United States Attorneys, this 

index 

TERM EMPLOYMENT 
Executive office for United States attorneys, appoint­

ments outside register, 3-2.333 

TERMINAL ANNUAL LEAVE 
Executive office for United States attorneys, policies, 

3-2.630 

THEFT 
Executive office for United States employees, security 

management, 3-6.150 

THIRD PARTIES 
Equal employment opportunities, discrimination com­

plaints, 3-9.280 

THREATS 
Executive office for United States attorneys, security 

plan, 3-6.210 

TIME 
Executive Office 

ATTOR

for United States Attorneys, this 
index 

TITLE TO PROPERTY 
Personal sureties, appearance bond forfeitures, real 

estate 

S. 

used as collateral, 3-12.152 

TORTS 

U. 

Occupational safety and health accidents, executive 
office for United States attorneys, investigations, 
3-6.172 

TRAINING 
Criminal monetary imposItIOns, collection, 3-12.000 
Executive Office for United States Attorneys, this 

index 
Financial litigation, 

Multi-district statewide meetings, 3-10.160 
Regional financial litigation specialists program, 

3-10.140 

TRANSACTIONS LISTINGS 
Executive office for United States attorneys, customer 

activities, 3-4.342 

TRANSCRIPTIONS 
Executive office for United States attorneys, expenses 

chargeable to other agencies, 3-3.625 

TRANSCRIPTS 
Executive Office for United States Attorneys, this 

index 

TRANSFER OF CASES 
Financial litigation, judgment debtor relocating to 

another district, 3-11. 710 

TRANSFER OF JURISDICTION 
Fines imposed as conditions of probation, collection, 

3-12.200 

TRANSLATIONS 
Executive 

MANUAL 

office for United States attorneys, 

19

expenses 
chargeable to other agencies, 3-3.625 

TRANSPORTATION 
Executive office for United States attorneys, preem­

ployment interviews, 3-2.571 

TRAVEL 
Executive Office for United States Attorneys, this 

index 

TRAVELING 

 

EXPENSES 
Executive Office for United States Attorneys, this 

index 

TREASURY, DEPARTMENT OF 
Fiscal service, bureau of financial operations circular, 

surety companies acceptable on federal bonds, 
3-12.154 

TRIAL 
Executive Office for United States Attorneys, this 

index 

TYPEWRITERS 
Executive office for United States attorneys, sale or 

exchanges, 3-4.362 

UNCLASSIFIED POSITIONS 
Executive office for United States attorneys, position 

management, 3-2.312 

UNCOLLECTIBLE CLAIMS 
Financial Litigation, this index 

UNCOLLECTIBLE FINES 
Fines and Penalties, this index 

UNITED STATES ATTORNEY CLAIM NUMBER 
Financial litigation, 3-11.122 

UNITED STATES ATTORNEYS 
Administrative procedures handbook, personnel ac­

tions, processing, 3-2.296 
Assistant United States attorneys, 

Financial litigation, designation, 3-10.11 0 
Debt collection. Financial Litigation, generally, this 

index 
Exceptions, competitive service, employment, 3-2.213 
Financial Litigation, generally, this index 
Officers, personnel authority, 3-2.250 
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INDEX 

UNITED STATES ATTORNEYS-Cont'd 
Personnel authority, offices, 3-2.250 
Units, financial litigation, 3-10.110 

UNITED STATES ATTORNEYS DOCKET AND 
REPORTING SYSTEM 

Financial Litigation, this index 

UNITED STATES ATTORNEYS MANUAL 
Executive office for United States attorneys, office of 

counsel, advice, 3-1.120 

UNITED STATES COURTS 
Appropriations, 3-3.624 

UNITED STATES MAGISTRATES 
Executive Office for United States Attorneys, this 

index 
Fines, imposition, collection, 3-12.500 

UNITED STATES MARSHALS 
Executive Office for United States Attorneys, this 

index 

UNITED STATES MARSHALS ASSET FORFEI­
TURE FUND 

Financial litigation, deposits, 3-11.520 

UNITED STATES MARSHALS SERVICE 
Financial litigation, service of summons and com­

plaint, 3-11.143 

UNIVERSITIES 
Colleges and Universities, generally, this index 

UPWARD MOBILITY 
Executive office 

employment 

USACTS 
Financial Litigation, 

USACTS-II 
Executive office 

standards, 3-7.510 
Financial Litigation, 

VACANCIES 
Executive office 

staffing, announcements, 

TTORN

PROGRAM 
for United States attorneys, equal 
opportunity, 3-2.713 

this index 

for United States attorneys, security 

this index 

for United States attorneys, merit 
3-2.335 

VETERANS 
Executive Office for United States Attorneys, this 


index 


VICTIMS AND WITNESS PROTECTION ACT 
Restitution, enforcement, 3-12.400 

VICTIMS OF CRIME 
Restitution, generally, this index 

VIDEO RECORDINGS 
Lending libraries, 3-8.140 

VOTER REGISTRATION 
Executive office for United States 

198

attorneys, excused 

MANUAL 

absences, policies, 3-2.630 

WAGES 
Compensation and Salaries, generally, this index 

WEAPONS 
Executive Office for United States Attorneys, this 

index 

WHITE COLLAR CRIMINAL CASES 
Fines, enforcement during appeal, 3-12.700 

WITNESS FEES 
Executive Office for United States Attorneys, this 

index 

WITNESSES 
Executive Office for United States Attorneys, this 

index 
Foreign witnesses, conditional expenses, 3-3.231 

WOMEN 
Executive Office for United States Attorneys, this 

index 

WORD PROCESSING 
Executive Office for United States Attorneys, this 

index 

WORK STUDY PROGRAMS 
Executive office for United States attorneys, students, 

3-2.309 

YOUTH OPPORTUNITY CAMPAIGN 
Executive office for United States attorneys, coopera­

tive education, 3-2.308 
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