
REPRODUCED ATTHE NATIONAL ARCHIVES 

DEPARTMENT OF JUB'l'ICE 

VU\SHINGTON, D. C. 

CIHCULiu"1 NO. 3249 

TO ALL FIELD ftJrD UNITED STATES ATTORNEYS FOR 
LANDS DIVISION OF THE DEl?j'ill'JJin~ OF JUSTICE :&1\3 
APPOINTlID OLEF/TeAL EMPLOYEES IN OO:NNECTION WITH WORK 
ASSIGNF1J BY THE LANDS DIVISION: 

1. Effective July 1, 1939, the Lands Division of the 

Department of Justice vrill bring all clerical positions 

in the Field into the competitive olassified service 

under the provisions of Rule II, Section 6, Civil Ser-

vice Rules (as amended by Executive Order No. 7915, June 

24. 1935, effective February 1, 1939), which Rule reads 

as follows: 

6. Excepted e111,Pl.91ees-- 'when classified.--Except as 
provided in section 7 of this rule a person hold-
ing a poal tion viThen it becomes classified or .other­
wise subject to competitive examination, shall, 
upon recommendation to the Commission by the head of 
the department or establishment in iNhich he is em­
ployed, have all the rights which he would aCQuire if 
appointed thereto upon competi ti ve exa.'11ination: 
Provided, {a} That he was appointed at least six 
months prior to the e:f!fective date of the chang~ in 
the status of the position; (b) that he has performed 
satisfactory active service during at least tllree 



REPRODUCED AT THE NATIONAL ARCHIVES - 2 -

months of the year immedhitely preceding the 
change in the status of the position; (c) that 
he shall pass such appropriate noncompetitive 
tests of fitness ::lS the Comm.ission may prescribe; 
and (d) tbD.t he is not cEsq.ualHied by any of the 
provisions of section 3 of Oivil Service Rule V or 
of any provision of the Civil Service Act and rules, 
or of any other stn.tute or Executive order. Any 
such person who fails to meet the foregoing require­
ments of this s eetion sb,,:l.l be s epar,slted from the 
service wi thin thirty days (exclusive of lesve to 
which he is entitled) after the Commission reports 
that he is ineligible for cl2.ssification unless the 
head of the agency concel~ned certifies to the Com­
mission thclt such person 112s rendered satisfactory 
service and that he should be retained although 'Ni th­
out aco,uiring a competit:Lve clas;3ified status. 

2. As a result all Lands Division stenogrr~phers, clerks 

and typists in the Field occupying positions with the Lands 

Division on ~~~Y: 1, 1932, may be considered for classifi-

cation: 

a) Upon recommend.ation by the Attorney GeneJ':,'l.l and cer-

tification to the Oi vil Servj.ee Corrnnission tW.it the incumbent 

vvn.s in the service of the Depc-1rtment of Justiee on January 1, 

1939, and hns rendered satisfactory active service during at 

least three months of the year immediately preceding the change 

in status of the posit:ton. 

b) Upon passing such e.Fl1ro·oriate noncompetitive tests of 

fi tness as the Oi vil Service Corrmlissj.on may prescribe. 

Provided that he or she is a oi tizen of the United States 
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and is not disquaUfied by '3.D.Y provision of law, civil 

service rule, any other st?tute or Executive Order. 

3. ~'\ny such incumbent 1;;1ho fails to meet the fore-

Going requirementi~ shall be ;separated from the service wi thin 

30 days (exclusive of leave to ·\'[hich he or she is entitled) 

after the Ci viI Service Commission reports thEtt he or she 

is i.neIigible for classificatj.on, unlsEjs the Attor'ney General 

certifies to the Commission that such incumbent has rendered 

satisfc,ctory ser'lice and should be retained, 13.1 tl:l;O"L1l0 without 

acquirin£...2_ c0B!P.etiti va classified stGtus. 

4. ft.ny clericE'l employee who the attorney or United 

States il.ttorney does not feel justified in recommending for 

classific,l.tion or for retention will be d.ropped from the 

rolls at the close of June 30, 1939, upon advice to that effect 

from the attorney or United 0tc:.tes Attorney having such employee 

under his supervision. 

5. In the case of' those stenographers and clerks who were 

on duty in their pre,.?ent position on January 1: 1939, and who 

are therefore eligible to be recomrnended for classification, 

each Attorney or United States Attorney having such employees 

under their supervision must: 

a) Prepare a letter addressed to the Attorney General 

(Attention: Assistant Attorney Genernl Norm~m M. Littell, 

I,ancls Division) contr:ining (1 stc'tement to the effect that 
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to 
the stenognrpher" clork or t:y1)h~t/be recomr!18nded for clas-

sificctj.on has rendered sntiE;fnctory active service during 

at least th:eee months of the yenr immediately preceding the 

change in stntus of the position, and is recommended for 

classification. 

b) H,rve such stenogrspller, clerk or typist '1'1110 vms 

on duty January 1, 1939, ana. who is to be recommended for 

classificntion execute the enclOL~ed Forms 375, 2390. 2413 

1769, (:md application blank. ,-md return them to the Dep2.rt-

ment immediately ·idth the let-eel' outlined tn the above 

instrl1ct:i.on tla) II. The Departnent -,>Jill then transmit such 

forIns to the Civil Service COlG.misE:ion. 

6. Employees who ~.'.re foreit;n born must furnish proof of 

United dt'ltes c :i.tlzenship. If United States citizenship 

is based on a naturalizatton ci"l'ttftcate, the origtnal of 

that certificfite should be forwsrded with the forms, as it 

is contrary to law to make co})iGS thereof. Origtnal natural-

ization certifieates will be returned. to the employee .. 

7. There :Ls attached hereto feS part of this ctrculClr '" 

list indicating the places at '!Thich there are ei thElr full 

or part-time Fed.ernl medical officers who are available for 

conducting the :aledic~i.l examination required on Form 24.13. 

These examinations will be ~~iven free of charge unless other-

wise indicated. Medicel examinations will not be acceptable 



REPRODUCED ATTHE NATIONAL ARCHIVES - 5 -

unless conducted at one of the stations or by one of the 

medical officers indicated on the list 1 unless no medical 

officer is available within 50 miles,which fact is noted on 

list. Any expense incident to the examinations must be borne 

by the employee. 

8. There is a180 attcJChed hereto as part of t:bis cir-

Gular a list indicating where Form 2j90, requiring finger-

prin t 8, may be execut eO. • 

9. The noncompetitive examinations will be conducted by 

the Oi vil S erviee Commission ;o,t 0:1 hlter date, and inform1:1tion 

relative thereto will be sent ciirect to the employees con-

cerned by the Oilvil Service Commission, thereafter, the Depc'.rt-

ment viill be notified by the Corrnnission as to those employees 

meeting the requirements $ 2nd they will in turn be formally 

notified by the Department of Justice. De(luctions for retire-

ment will be made from their salaries beginning at the next pay 

period following this formE,l notification. 

10. Those employees who ~ntered on duty after Januar~ 1. 

1939, do not fill out any forms. Boweve11 
, it is necessary 

that each attorney or United States Attorney having such employees 

under their supervision ;~:~ter addressed to the 
. /I . 

Attorney General (Attention: Assistant Attorney General Norrnan 

M. Littell) cont;:;ining a st1tenent to the effect that the 

stenographel'1 clerk or typif't to be recommended for retention 
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has rendered sf:1t:Lsfactory service cUld is recommended for 

retentj_on although without acquirlng a classified status. 

Those employees who entered on duty after January 1, 1939, 

and who are reconmlended for retention by their immediate 

superior will be certified by the Attorney General to the 

Civil 8ervice Commission for :eetention in status quo and 

will be restricted by the rules of the Civil Service Com-

mission to the position which they now hold. They may not 

be traJ).sferrS'Jd, promoted to ::mother grade. or 11 ssig,ned to 

another position subject to civil service rules and regu-

lHtions, and they 1.'Vil1 enjoy none of the benefits of the 

c113ssified civil service since they do not meet provision 

"(~l)1I of Rule II, Sectton 6 of Civil. Service Rules Get out 

above. 

11. After July 1, 1939, all Lands Division vacancies 

in c1eric&1 poai tions in the Field will be filled by authoriza-

tion by this Depe.rtment and after approval of the Civil 3er-

vice Commission, in one of the following ways: 

a. By transfer of personnel from other agencies 
operating under civil service; or 

b. By reinstatement of persons with a civil 
serITice stntus who were previously employed; or 

c. By selection from registers of eligibles fur­
ni:3hed by the District Managers of the Civil 
Service Commission. 

~Jf.t;U' 
NOEM.;\N lvI. Lr~TELJ~ 

Assistant Attorney General, 
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