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ITI.

The matter contained hereln covers the ingtructions ko and
the respongibility of the agenoy operating the sscombly oot~
tery, Unbdl such time ap totice in writing is given to the
contrary, the lngtructions will remain in foree and will be
strictly adhered to. These Instructions are subjoct to
changes thersin, additiony thercio and subbractions therd-

from, as requived,

addibary
Detabdighment of sibos,
Ly Lsgonbly and reception centers undor the authority of
the Uestorn Deffenpe Command through the appropriaba
Blwisgion Pnpinecrsa.
Roecption eenteors through the W lic locetion Luthority
and appropriote Division Engincors Cor only those roeepe
tion centers osteblisacd in the WVestern Dofonge Commund.
C. oy additionms, chonges or rovislons conecerning projcets
under gonstruetion or alrandy congtrueted in asgombly
ond recoption centorsg andor logtorn Defense Commend smah
ba approved by the Commending Gonerel, Yesterm Dofinaso

Conmmond .

Bxtorior Control - Funectiong of lilitery Poliecc Umits at
lenters for Dvacucos.

s The HMiitery Polloc oaro asadmod o the Contor for ths

L4

wpoge of provonting ingross or cgross of wnoutborized
k & y




persons and prevent evacuses from leaving the Center withw
out proper suthority, (In this connection also see Civilian
Reatrictive Order No, 1, Headauarters Western Defernse Come
mand and Fourth Army, dated My 12 1042}, The Assembly
Centers in the combat ares ate joorally located in proumds
surrounded by fernves clearly delining the ldmits for evicvees
in such places, The perimeter of

to prevent unauthoriszed departure of the evmcuees, In those
Genters having no fences, and boundaries marked only by
slgne, military pelice will control the roads lesding inte
the Center and may have sentry towers placed to obeerve the
evacuee barracks. The balance of the aves nay be covered

by motor patyrol,

To determine those persons who may be authorized to enter
the area see Pavagraph XXXIII, this manual,

The Center Manager is authorized to issue passes to such
avacuess as nay be allowed to leave the Center,

Evacuation Centers are not internment canps., Internment
camps are established for another purpcse and are not
related to the evacunfion program,

In cape of disorder, such as fire or riot, the Centewn
Maneger ox interdor police are authirdwedihs, call upon the

military police for amssistence within thés denter, When

\

the wilitary police are called into the center arem, on

such occasions the comiander of the militeary police will

Rev, Par, August 8, 1942,




agsune full cherge untdl tho omorgeney ends. The quogadon
of the dispogition ol wnincgonble ewvaenecos L not o ros-
ponsibility of the milikery polica.

The commanding of flcor of the militoary police da risponsible

for the blackeout of @ho oveenntion conter. & switeh will

be so locetod to pormit the prompt ocut-off by the military

polico of all olaectrie current in the conter. He will
notify the Centor Moncger of his inatructions relabive to
bleck~outs.

The commending officor of the militiry policse s rospongible
for the protoetion of morchimdiso ot the post cxchangoo:
furnishod for tho ust of the militory porsonncl .

Enlisted men will bo pormitted within the arcos oceupiod by
the ovacucca only whon in the porformance of proseribod
dutics,

S3L militory personncl will be improgscd with the Importonee
of tho dutics to which thoir unit hes boen ascigned, tho
porformonce of whieh domonds the highost sbanderds of duty,
deportnent and militory appoaronco.

A firm but courtoous attitvde will be meintadnod towprd the
evoeuces. Thero will bo ne fectorndzing, Should nn cvoeuwco
attompt to leave the econter without pormwlssion, ho will be
haltod, arrcgtod and dolivered to the Contor poliew, (In
this conmoetdon, clso goe Clvilion Rostrietive Order No. 1
Hocdagquartors Mostern Dofonse Oomaond and Fourth Ly, dated

Moy 19, 1542)




The Militery Polico will dntorforo dn no way with the dnter-

nol orginisotion or monpngoemont of the eontor. The contor

ig oporptod by edvilisn monogonont wdor tha Hartime Olvil

Control idministration, Hoandguariors Wostern Dofonse Comswnd
and Fourth Lemy. 4 edvilian nenogor le in chorge of cach
agentor.

The Wlitary Pelice arc not rosponsiblo for the scarch of
Lodividual ovaeucos and thelr poseossions for econtrmbond,
nor aro they rospensiblo for the cscort of tho vieibors and
gvacuces throughout the contors,. This is tho reeponsibility

of tho contor eivilion police,

Tho control cnd suporvision of the operctions of assonbly snd
rocoption contors are the rogpongiblility of the Commnnding Gone

orel, Woptorn Dofonse Commnnd and Pourth Jany.

Supply .

Ly The U, 8, Lrny will supply kitchon and cooking cquipnent and
individunl nossing oquipmont ce rogquirod; and on initicl dasuo
of cots and motbrosscs or bed encks, on tho besis of one cagh
for owory individval, Boddinmg vill be iseuod on tho basis of
70% for cach 1000 porsons, Hointenanco of the initial issuc
of the cquiprient as doscribed chove will be the rosponsibility
of tho oporntion rgeney, oxcupting that the lrny is rospon-
aible for the madntonenco of eots, steol, ond ports for No.

5 pranges.
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The 17, S. Hrmy, erough aupply r.tupmts, mm furniﬂn aubeiatmww
to the apamtion agenor, Initifal) a’tom&w o requi.md wuhzm- v, ;

Emabliatml
x-atiw walua will be f4fty cents per wawacw per days :tf,' wM\m

quent atwm 26 on reqd siMnn by thﬁ conter manager.

ammmt proves insui'ficlont, apwd Lontion if’or Inorense will Tom

made throngh this of Moe, | There il b@ na pation aevings,

i kool o SSRGS RSl ) o PR B m L“iw depaytaent equd pm.ent;
wales may be pusisickad wRon apmrot o of this office.
ALL yroperty for which regulor demy Pundd are expondod widl vensin

ur

the progerty of the repular drmy and will be accounted for ad mush,
¥ B \ e

Undertuicing and Intecraent Faecilitios.

Ao The U oy by will contrvacl for undertaking sorvices rdquired i

in connectdon wibth decoased ovncténs,  Servicas Mumilehod will |

ke thoge provided Tor by 4R 30-1830 vhich allow $85,00 o

underteking services and, in ocase of necessity, an additional
$50.00 to the fanily or administrators of the dscoased Lo pm-
wide cemetarial ae:rvicea.' ‘

By The U, 8. Army will provide, on roquest of the £ mily of the
docessed or on requcet of the center manager fra those cvacuess |
having no family or other administrators, a plet for burial d'm*‘,v;
fecilitios for eremation as indicated by the cirvounstancos or

reguested by the decessod or his family or sdninistrators. Ii’; ,  

will be understood that the Purnishing of 4 bwrisl plot op pro«-—"

vision of fucilitics for cremation will be e re:sprmai‘ail:’.ty‘of‘. i

the Army only in the ewent it een be definitely proved that ref

souress 6f the individual ov his family or administrators ave .

not sulfficient to provide such facilities.

 *Revised Pavagraph




Punds .

Pands for the oporation and nodmtonomes of the eontors will bo
furnishod by the U 8, Governmont. The aepe of thiss funds by
tho agoney operating the conters will bo as outlincd in o publie
entdon by the Vorting Civil Control Jdpdnietrotion, untltdod:
"Inetretions Governdng Finanedrl Proccdure for .goneics Fore

forming Soxvicos for the Wnrtims Civil Control dmindetration®,

sgeney Opercting the Copbors

Bach assonbly or rocopticn cunmbcr under tho control of the
Commanding Coneoral, Voostorn Dofonec Conmend and Fourth Jarny,
wildl bo oporatod md maraged by the W.Poiy  Jopinoes cvnongos
will be used to the fdloet oxtoant procticoble on jobs which
thoy arc espablo af porforming, conpatiklo sribta good lobor

praoctico,

a clvilian staff ot oveh contor will bo cstablishoed, to bo
knovm ne tho Mixsewtive and Administerative Staff™, This
staff wild be responsible for the cdnindsteotive oporption of
cach contaor through tho opsrations wnit of the Vortine Civil
Control Jdninistrotion ond the Clwvlil Lffrdrs Division of tho

Vogtorn Dofonse Commnnd, to tho Comnmonding Genernl, Vostormn

Dufonsc Command ond Fourth dreyr,  G6 onech eentor the following

sorvicos will bo vatobllishod with thio longt prectdechlo dulkeys
oy o Bupply Division.

This scetior vill provide for o gysbon of supply for cach




project whieh will dnclude thy requidsiticning, rocoiving

fnspoction and worchousing of all motcrdale; supplize ond
equipnont rogquired By tho oporating division.
Viorka Division.
This division will bo rosponsiblo for the followings
Lo Dipposol of purboge ond rubbish.
2. Ploonidng ond supcrvision of construction work oithin
the contor, as cubhorizoed.
Meintonanec of all physiend foeilitics,
Menagorient of works progron, 12 ony,
Oporation of fire dopextaont ond fire deills.
a Plre depertnont will b orgrnlzod, using Japrnoso
ovochoes wundor tho ddegetion of tho sombor staff. The
contor momeogor will be rosponpible for the eoowdinction
with neerby emmmibics ond the uwbilisction of thoir
faeilitics Insofcy ps procticobls in providing propoey
firc protoction for his contor. o pehool for instruction
and fire Lightine and protoction till bo dnstiiuted and all
nerbers of the depretment will bo thoroughly troincd in this
phnso of operction.
6. Btlwege Doportnont,
«» oodwvogo deportnent vill bo cstablishod for the purs
poae &f rocleining ony artielo cnd also of eokleetine
popurs, ecrtons, tin eons, ot eotore; £ar ssla AH
negeneive oporoting in nonrby conmamitics,

Funda dorived fron the eale of ony crtiolc turned in




for snlvege wiIL bg twrncd over to the noarost W 8.
drny Finoneo Qffice for dopoeit in miscellueons roe
colipts ccoomt of the U, S. Trossury.
Finonee ond Records Divieion.
This diviglion will st wp ond meintedn ol) aceomnbing ond
rocorde vwhich neay be roqulired by the U. 8, drtiy and also by the
nponey opevratdsng the contera. This will ineludes
1. Timowkooping and rocording of all work perfornod by ovononces
at tho contors will be maintodncd by the LE.LC 8ineo there
will bo no cherpe for subsistonco, gholtor, ot cetora, and
paymont for worl porforted wikl be medo, eueh roeord vill
bo fop statisticel purpoacs Hmly and 741l roflost )
transaetions for cach evaouee, ineluding buncfits roecivad.
Upon removil of the oveouco fron the jurisdietion of the
Communnding Geonarel, Weptorn Defonse Oommmnd ond Fourth
army, to that of the ler Loloestion Mthority, balrncos will
be proparcd for aach individusl or family heod ond ongr nonow
tory obligntion duc the Indlvidunl or fanily hond will be
disehargoed befors tho cyneups departs freon the conber .
Modntonanee of roeords and {Alos o€ Joponcet fonidlios
individuales .
&y cother reeords s moy be requirod,
Bervice Division,

tiedLeal and Pentel snd Hospital Core

B Tho tochnienl suporvision will be undor the U. 8.

Public Honlth Scorviecc and the ndrinistyntive oporet




Wil by under Who supervision of the contor panagor.

No ‘poymint, by ovreucos to Jeponcec or othior doctors
In the contors.
ol speedoal modienl eore roguleing prrtdewlnr ductors
to be aresmgod for by the U, 8. Public Honlth Scorvies np
part of tho sorvieo to ovaeuces.
adndinietration instruetions to doetors by the U, 8,
Publie Heolth Borvieo will be pubnittod to 1.0.C.4. for
trensnittnl to tho doetors through the Oporntions it
Hondguartars at Son Pronciseo.
Dduertion
The oducationnl oporetion vill be sct up wnder tho tochnieal
dircetion of the U. 8, Doportnont of Ddu~ction Only the
Inglish lonmuape will bo tought.
Public Health ond Sonitation.
The eontor namager will be respongiblo thet cdogquatc mecsurcs
see taken for the public health and sonitetion of tho
Jopancse ovacuces. In this reepeet, he vill b advised by
the U. 8. Public Honlth Survico ond will confort: to thodr
roconnondotion.
Reervationel letivitics.
The eontor noneger will be reeponsible for 1l roercational
aetivitios ond will noke wsu of 01l faedlitice thnt night
exdot. In this rospoct, ho will be cosisted By o enpiltton

chosen from the Jopancecs ovneteos.




i, 1 'Religims Aa’éivit:‘lmm.‘

&, ' Byacupes will be pormitted to promote religious ‘fmrg-:; !
Ard e thn the assenbly cenhers) and to requmt mwh
Ganecasisn sssistance for cooprdineting wreligious atcti?»
vitices s ney be negussary, |
It will be the rosponsibility of the cunber numggerl w-f‘
arrange with the religions urders for such e:e:wij.c:wy‘ w
provide such facilities aa arc available for the con- |
duet of such sorviceoss and to ingure thebt such services ;
wivs eonduetod properly end are not used an & vehdcele o
propagandise oy inelio the moubers of the eonbor.

Dug o the wnesusl  sltuation of temporpry sottloment

and nildtory edgnificonce, certain limitatdons are

neecepsary and are oublitcd as follova:

(1) Pormission will not be granted Caucasion rolipgious .’ '
waorkere to roside within the confimes of thea wi
ions centers.

Japanese reldgious workers will conduct all sore

vices and activitics vherever possible. In thosge

instances where the ghove ard not avellable or not
qualificd in this field, the Japanese concorncd mey
request assistance of Caucasion workers in conduchs
ing religions strvices.

It ds of prime importanee that only Caucasion worlis

ers who hoave o constituency smong those locutod b’

asaenbly centers be permitted entry in such centors.

*Rovised Paragraph =l B,
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%miaiaxinxx‘wi”il‘ m’b bt granted for trr}iﬁﬂf‘ei& mi‘ b
Jupancee voligious méwld‘:mra fx-cma @m é«x;_émmbly |
eontor o anothor for the purmmc af awrrying
on ac":ivit‘lém’ mi;'. this e, 'w.cmpt whore t’i-'t@mi
in & voliglous constitueney within o conter v>'ﬂ;i;1;-
out m direetor or loader, This request ;L‘"cx& trr*wiw;u
For will Be made in writing i;o thiz offico.
Any materiale Intended for roleoss in religlous
publications othor than routine matfers will be
cleared by the Frose Relatdoms represcntative of
“he senbor invelved. 'The sbovs routine motbors
include netices of church sorvices, prayer mneote
ings, and activitice of such nature.
Japenese will not be spoken 1n conneotion with res
1igious services or setdvities excopt where the
unae of English provents the congregntdon from oo
probending the services. The use of Japanese in
this rospeet will be onlyr with the sanction of the
Center Msnagor.
No rocognition will bo given mmy church faderation,
comnittoo or group os to the antherized roprosentation
of 1ts so-called nembers by this office until that rep-
resentation s suthorimed dn writing by the weubers

conearned,

10m8




)

‘6 Duo to the fact that educstional end mocreationsd |

prograns are nwm;. poordinatod ot all 'rédrs,pf.iwn :md "
assenbly sanders, no atbompt will be nm.vm ey hmludé,
any edupetiondd progran within the acmpm‘of‘kﬁligimusﬂ
actiritics, : |
I ig the desire of this office to adhoro. to the
Anerdean principle of religiouvs freedon regapdless of
sect or denowinptdon, raes or eorved, and tc tolerato
no diserinination against any religlous domoninatisn
which the Jopaneso constitueney op group within the
contor have requestod.

Llodging and Mossing.

Yo This divialon will be responsililc for the allocablon of
sholter to 03l ovoonses and the peoperation of food snd
sorving of noalo ab contord.

The following policice wro cstablishod in comnpction with
fecding of gvacuecs in acoordance with the establichod
ration value of 50¢ per ovaosuse paer day.
o, Thot in stCompting to held the swet of the ration bee
lowr the euthorized welue (508), the poverming foctor
be the procurcmont cogt of adeguote ond wholdsone foodo,

It is the intent of tho Commanding General thet wholow
thet only where conpistont with such poliey Ls tho

eost of tha retion o bo hald wpeeillenlly bolow the

wbhoriged wolue theroot

"Rovisod paragroph




‘B, That subsigtenve iteme peoowred for Japmmdse evicuses @

W o be of higher rsp@éifir:zti.@iﬁﬁ‘ﬁhﬁﬂ those

- ! \ ‘
procurod for wea of  the drtad fmrm‘m off the United
Stk
That the anount of food o bo Huwnlshed cuch pavaen
is 1o be c’:ansis'bmm' ivith thedr neods ond thot whore
nécesmwf otrionaes ore o be allowed to have mdrﬂi—'
tlonnl food om request, providing such additional
food fs Puonighed abt regular mepl hours.
That individunls such an bobdes, those in hoepitols,
thogo rogulring spoelol diots, young childron, Andi-
viduels porforning meaunl Labor, efs,, are to be phoe
vided with food In guentitdos and types corsistont
with tholy noede. Full eonglderation will be piven
and necegsery astion token to meot diot requirenonts
of the following age groups arong tht ovacuocss
(1) 2 =2 yoore
(2} ' & yuare
(3) & 10 veors
(2) 10 -50 yeors
(5) Ovar 50 yoars
That upon’ approval by Contier Nonegers, speclild provis
gioms will be made for feoding those individuals whoan
dutica ooy provent than fron atbending the moss nb
rogulor doal hovaes .

3, Whorg it L5 found Ampracticable to provide nddeepusibe ond




'v,mnlammv i.‘c,md w&thm tlw 599! m.tim rxLlrnwumw, bmsj " s

'cznntur mnngur nill ucz&m applmmim to tniaz ot”flcm'

for an '.mcx'zw:sz: 1n the rfxtion’ ndlewrion,

 Commmication Peoklitios.

Iustallation of ﬁavluaphoncﬁ for cbnmmicmtviom- within the conbors
Wikl be Jindited to that required for the sueecesstul operoation
and mancgemnont of the conter, It ig not intonded thet thore
wilk be any wldesproad tolephonde instellation for the usd of
oveuseds . ' Tolophonie or tolepraphic communieation of ovacucos
with loculitice outsido the aenters will be alloved only in

sese of onergoney ond then only with the expross approvil omd
undor the diroct supcrvisgion of the eontan monmoor.  The Centor
switehboard and toletype will bo opernted by 2 Comeuslan menbonr

of the Centor stoaff.
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Transportatisn Facilitics.

The use of moter vehieles for tranpportation purpaoos for Japanoso
ovaouoos within the conters will be linited to the immediato necese-
eftdos as clveumstoncos warrant and then only with the spproval

of the conter monaget .

Laundry end Cloaning Fuellltdes,

The U, 8, Gowernment will not provide power snd machinory for

tho Lawadry and eleaning for tho Jopunuse evacuoce, Thy foolle
itiom dnetalled in the contors by the congtruction engineors will

bo used to the fullest oxtont, The Conter Storc ie autherdsed

to entor into eontruets with eivilian apenciles loeaved makeddo

¥he contors for eleaning end leandry serviee for ovieucos roquest i
gamo provided the ovacuess have the funds available to pay for such
sorvica, It is understood and sgrecd that the V. &, Government

18 not to bo a party to thege contracts nor oblipatod therein in

any mannor,

Proporty Security and Interior Bronch,. Internel Bacuriby.
The Internal Securdity Bronch, under Lt, Col, W, A, Boekel, Fadhs y

is oharged with the responsibillity for maintaining proper internal

order and security ot Aspembly Centers and Lo tho enforeement

of all regulations relating thoreto, Bec Paragraph XXXV eovering

Tntordor Seeurity Regulations .

%Rov, Paragreph




XV. Contor Storos |

e Comteor Storos 1will be cstablishod ot o1l ssecnbly contors by
tho WP

B. Earch store will bo wnder the direct suporvision of the econtor
nanagers the use of ovacuces in its oporation is authordzed, 1if
desirod,

. Contor storcs must bo proparcd to supply the nooeds of .men, wonon
and ohildren ot the lovest poesible cust. Howover, priccs o
be chorgod by contor storeos will not be lover then thogo
chergod for piniler cormoditdos at lety Post Exehehse storcs in
thoe guneral vicinity, nor will the pricce chargoed by conboer
stores oxacod the pricee for sinilar articlos sold in the
neighborhood by eivilian oporatoed shkorcs,

Do The use of noncy as o moddum of oxchango in contor storcs is

]

authordzed only wntil such tince as eoupon books eon bo modeo

avallablc, Thorenftor, no scles for cosh vwill bu permitted

L, Comtor storvs will bo operated by the VW.P.L. undor tho procedure
got forth in Contor Store Reguloation No 1 of Jprdl 22, 1942,
isesucd by the Commanding Generoel, Voestorn Dofunsce Connond mnd
Fouprth Jeny. The Commmnding Generel, Dostorn Defenso Comriond,
will rotain technienl suporvision of, audit and neko roeormens
dations through the Bxchenge Officor, Formrd Beliolon, Ninth

Corvs Jron.

wlde
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 Suorion 1T - ADKTUISTRATIV BAASOUEL AD, ENPARION SEOULITY. B CLICE
Ay The ponsession, consumption, transportation for the murpose of sols,
or sale of sleoholic boverages of any kind by membors ol itho Centor

Adinindiatrative Stalf and Interior Security Police in any Cente: ig

prohibited, with the single exeeption that the Mess and Lodging Divie

A each Center ig euthorized to hold in YIocked stovage sacranoniol
wine for igsue, when necesssry, for usge in religlous aeryvicus,
1s  Any meuber of the Center Administrative Stafi and Interior Deewrdty
Police found under the infliuence of - pessession of , o consuniag
any aleoholic beverages in any Center will be digcoharged,
any wenber of the Center Admindstrative SUall and Interiow
Security Police who gells, oiters fov pals, op teunsporit
marpose of sale any aleoholic beveraps in
diseharged and ie subjoct to prosecution undel
503, T77th Congre
and nossoasion of drugs Ly
stall and Interior Security Police in any GCenter, except
Federval statute oud ag specilied in Parapraph
nrohibited,
Any dndividual who sviolates thi
and is subject to presecution

and applicable Fedoral and State

Ge NMembers of the

all Centers are prohibited

e G . s ARy Y 1 N . ” %
to any evacuee any ariicle listed w yntimband

Payaraph
15




HELBPI TUOOT nanal sound recordinge
Lranserdiotions 1 pangsey except tliose pecordings of
U8 nature approved spseil
i Asssiib Ly Cent
ARTTment property dn the possess af evacyaes

wutliorization.
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Pogtinl Service.
e neture and extent of postal sorvice at centers nust noceow
sardly depond apon the leoal conditlons. Fostal euthoritles
have simifled tholr inbention to eptablish Fogh Cffice Bromches
or elageified statlons wheorever possible.
46 those centors vhore no branch or slossificd stetion ism op=
tablished, the center manaper will desipnnte madl ordorly to
dlatrdbute meil within the conter.
The center nonagor will arranpe to deliver to and picik up fron

the neorest Fost Cffice all inconing nand outpgoing wmall.

ointenanee of Ivacunaes.
The Jrwy will farnish without ceoet to the evaeuness the folloving:
L, GSubplstence, sholtor and hospltalizoation, modiecl cnd dental
SO,
On application, a controlled clothing issue with o money
value ollowance perrionth not to exeoad the followings

Gopt por nontll Copk per youp

Adult malo b 3.82 $30.50
Male, 6 ~ 18 yeors 2.15 25,00
Children, X -~ 5 yours .60 iy 4
wdult fennle 461 42,19
Female, 6 - 1B yoars 2.85 26 .61
~ Totol cost por forily of five 16.03 162.07
Infunt to one yooy Bias 2 .09

Thoe /rny will melte availablo, upon applieation, the following

allovencs Lor ovacneoss




Seetdon Iwk, 1 and 2 above, The {oregeing will not be constarued ag

orahidbitine the legitinate necasaary possession amd wse ol such Ltons
A & & \

in any Centey by members of the Admindstrative Stalf and Intewior

Security Police n epimection with their official dubiea,
Y. Aoy aneh porson who viclates this regulstion will be disehamrpged

and violators may be prosecuted under Public law Mo, B03, 77h

Congross.

Each Agperbly Center Mansger will fuenish an estract coyy

graph KVII, Sectien IL A, B and C, yagulations on contwabind,

holle beverages and drugs, to each member of the Adindmnisteative

and  Internal Security Police in the Center, buch extroot copiles

not be posgted on any bulletin boawd In the Center,

wmding of Automobiles.

motor whicles in the nogscession of Javanape avicuoe;

Linpoundaed,  The impoundment of motor wehieley of




9% 50 por Andividunl pe> sonbi

400 pop souple por Nonth

L1.00 for orol individuel undor 16 jooars old

7450 neiame allovenoe ony ong fondly
w couplo s considerad to be o mon and wife, logally
movriod, o comnonelov,
it Andividual is congiderad to be 16 yenre of ane om
over, whother or not living with paronbe.

24 The above ollowonee will bo fomwd in the forn of o coupon
book, which will be obtaincd fron tho centor nanager,
having o eash volus good for purchasa of nerchanddne 4t the
contor stores.

3 any evaoueo pay purchaso o) coupon book or hooks £or ansh,

at any tino.

XXX, Vapos ond Hours,

Ly The following schodulos of g

"]

rodos and voages, baoed on o fopbye
fourr hour wock, will be applicablc to cvneuces poriorning work
at assoribly and recoption eenters operatud by the [lriy:

ot

Unskillod % 8.00 por nhonth
Okilled 12.00 por nonth
Profossionnl and technieol 16.00 por nonth

Definitionsg:

1. Ungkilled » which include eormon ln ro, dishiachers, trey

4
sorvice ab nees halle, jundor elovis, vesistent pleoyeround
ddroctors, cooks' Lelpers, and other siailar occupntions.

siillod - which ineclnde nurscs, aecountonts, scndor elorks,

ployground diraectors, notion pieturc machine opurctors,

eooka, ot eotora.




3. Erofosciomsl snd technicul - which imelude phrsicions
and eurgoons, dentiste, chemiste, englnecrs, teachers,
ot aotern,

C. Poyment for work performed will bo made from approprioted funds
retrosctive to firet nssignment of evacuce to work after arw

rivel at the center.

Banking Pecilities.

A. Thore will be no banks established in nny center, nor will any

of the civilian stoff of the W.P.A. et as lrustes for the
evacues ,

Ly honk wishing to do so is authorized to provide armored cor
service to the vorious centors for the purpose of transacting
businese with any of the evasueces. Mrrengoments for sush service
will be made individuslly by the menagers of the various centers,

Bankirg by mail should be enceuraged.,

Publie Relations,

4, Il public relations in nesembly conters and Manzonar regoption
center will be handled through the prose rolations men desipgrinted
by T. N, Brawn and Company, or sny designeted succossor,

No statements for publication will be mede by the center manager
nor ony member of the administrative staff. iny such stetomente
will be made through the press relations man.

Requests, stating full particulors, by local citizens committocs,

any group or board or investigating committce or similer body,




to viedt any W.C.C.A. assenbly center will be referred to thie

affice for approvel.

Nevaing of Staeots, Barracks, et ovtora.

No astors, highwey, publiz read, building, site or other object i
any assembly center will be nased after any living military or
naval persen of the United States of Ameries, nor after any fors

elgn dignitery or notiable, ineluding militory and naval persons.

Use of the Printed Jeapanese Language in Asgembly Centoers.

No news publicetions of any kind will be prepared or lssued

in the Japanese languoge ln any assombly center which 1s

under the Juriscdiction of the Commanding Genersl, Weslern
Dafense Command znd Fourth Army,

Neceganyy fire, ssnitatdon and police regpilationg nmy be
printed in the Japenese language mpon approvael by this Hoode
quarters., Proposed ingtructions will be submitted to the
Asgigtant Chief of Stafl, Civil Affnirs Diviecion, this Headw
quarters, and necessary approval secured prioy to posbing din
any ascenbly center, After approval by the dsgigtont Chief
of Staff, Civil Affairs Division, Jeponesc translations will
bo returned with suthorization for reproduction and digtribus~

tion within the Cénter. Bach such translation, authorized

¥Revised Paragraph
2nd Rav. JTuly 4
w18  2nd




ke M pwrbad o m sﬂriwwﬂ wi’rh.‘m tm mm*bem ¥ v'il.l b ewaronwg

“pa‘.nmd w o liﬁux'ml Emzlitsh tmmlmimn 011“ ﬁM Mﬂtm«,a am

tho time of distes butlun thereof ox paatod in Jtnctmwmitwn
thcrabe sk t.‘an of pusxama. :
Jmpanme pring of gy k:tnd., such o, m’.mpupem, hooks, pmp’hu
Ju:w » perdodicals or other lihm'"tur‘,,, b Bl a,»mpwm nf ,
approved Japanese roli gdous books (I‘ﬁ‘n]mx et m'“mul.s) and ‘

Englich~Japonese diectionarics, src not anbhordaed fn Ghe sontor ‘

ooy tdme, whon dn. possesslion of evocudes, mid are h@:vaby
declarod to he contraband and will bo ssizod by assembly
contiar pubhoritlog.

L. Jopemase print of any kdnd ddrsoted b ovasiess and
tronsmitted by U. 8y nafl will be turned over by contay
postal authorition to the Intorned ﬁ@lj.m: nt onch neeci-
bly ecenter for deldvery to the evacuces. Ceantcf Past
Office authordtics will notily thy afddresseas of the dise
position of the articles and the evecuees may toko dew
livery of such from the center policc, Upon coupletion
of delivery, cenber police widll inmediately paliove the
ovacuces of the drticles delivered,

Vhen evacucos ore rolievod of boolts op ot?;:;rr listc;vznstuxu in
volume form, recelptn for sume, idonbifiying tho o'.:mr.‘;:rs,\

will be given to. the evacupes by the conber monager.




|

| i ) X |

Thogs artislos will ba Beld by the sunter managery ahd'

éaﬁiup of ﬁh@‘racgipté‘Wili b@'pld¢éd,with ﬁha‘a&tidiééﬁf‘=
soiped. Whon the evacuntion of an assambly c&htar m ol
eocomplishod, such srtlelos, ineluding the racmiﬁ@é;
will bo b@xed paack ﬁhippedntm the &j,rmator aff the mlcm-af |
tion projoet £ which tho ovacvisod Kuve ‘becn drcnsFerred,
Viasdtors, including Caucasions, will not be allowdd to v
sarry Into bhy conbor Jaﬁanusu print of ooy kind, axoephe
ing epproved Jnpomeose roligious booke (Bibles nnd hymnalé)
ond EnglisheJapancee dletionorios.  Such crtiecles will be
ploked wp by the aflibery police outisidn the senter, upon
application for entrance to the cenber by the vieitor, @n&' f
roturned to the visitor on departu=~c from the cemtor, ‘,‘
Whon absolutely essontisl to tho adnmindstrative oporction of the
eontor, contor moxsgors will apply to this office for purmisaionf 
to uese other English-Japunese publicctions not included within
the purview of thoge instrusticons. Avplication for the uss of
such publications vAll be made dlveetly to tho Assistont Chief
of Skoff, Civil Affatirs Division, Hotol Whiteowb, Sy franciaca,
Californip, and 1t will be underetosd that they sro not e bo

used until mich time s specific pertilission is roceived,




J.d*.im Or&«m ua, 1 y Hm&uumﬁars Vcenmrm Nefansga a'mammm& "

and Fourth Army, Mmy 19, 1%2, du.a.f .wminted cj.vnmn mmmgmm' ‘
of! w Q C A, A&mm”bly zm*wra are xmreby wﬂmriwrl to La.aue
pawes permit‘tﬁmp the twmpnmry uba,&nm of Jawmn%n evatuaen
from the sbowe mentioned Assembly Centors. Fapses Lssusd by
eenter managers will conform to the limitations mnd Instruct tons

gat forth bolow. ALl requests £or peeces for peagons ot

gggmgallv govarad balow will b referred to the LAastetont
Chief of Staff, Civil Affairs Division, tlis headauarters Lo
instructions . |
A. | General
L. Pagses will not be fnsued uncer any wlroumgtances by the
center managor whore the point to be visited by the
evacupe 1p of mors than fiftoen (15) miles Afstant Ceom
the eentar whoroin the eveense vesides op iz-v,‘ autisice of
the Limite of Militery Avese 1 and 2.
Ao u mindmum, vasgos will conbudn the following iafor-
mation Por oach dndividual nemed thercon:
Hame, apo, sox, holght, welght, and digtinpmulahing
charncterdsbics, if any.
Mathorized date ond houy of dc;r;;ara:r’(:v;u:'o aud deqiirod

dute and bour of roturn.




@v  Bxuct point(s) evacuea(s) is/are authorized Lo visit,

Prases Lssued vfill be pmepared il‘?.,:ﬁex‘k‘/upli.am‘te and dl g
tributed ds followat
gy Oriipinal fo mrlividmal; o head of  group nomed Theveon.
by Copy to Cammanding Offiser of Wlitary Police wunit on
ciavkr ot Centior.
Copy to Center files,.
Copy te Chief, Operations Branch, Temporary ot les
ment Operations Division, We € Co A,
Copy to Chief, Temporavy Jettlement Cperations
Divisdon, W O. O A,
£ Copy to Chief, Center Interior Police,
AL passes wil) econtein a stabement to the effent that
there whll be no esgpense whatsoowver ta the United @5ates
Gavernmsnt,, either for transportation or for milntetmnce,
and that the svacvees have sufficient funds to cover
sueh expenses.,
Lxeept as indicnted in (a) and (b) bikow, menbers of
the Interior Police will acconpany sach evacuee or proup
of evacnees authorized to be ahsent from LHe Center,
The Center Manager will confeér with the Chief, Interiop
Police, Lo determine the nunber of Interior Police aviile
able for this service at eash Center, and the number of
passes lssued daily shall not exceed Lhe namber which

the available Interior Police can acvommodata.

*Revised Paragraph sl By, Jeptember 3, 1942




Dertain evacuses authorized Lo be abaent from the

Ganter w111 obvioualy not recuire Interior Folice

escort: for example, minor children, aged apd dnflrm
people, individuals to be hospitalizmed uwnder dipeetion
of vhe United states Publie Health Jdervice ahd other

similar enses. Center Minagers snd the Chiefs, Intets

»
for Sesurity Police, are autborized to determine those
cases not requirving escort by Interior Police and

upon agreement by the Chief, Interior Jsourity Folice,
Center Panagers are authorized to provide other
Oancasian egecort in auch instances.

Interior Yolice will not bhe remuired bo Aoconpany
eviacuses during Lhe svacnees” abgence (rou the Center
when such eviacuess are turned over Lo properly ddep-

representatives of city, county, state or

faderal law enforcement agencies.




v

I?..m&:@. mmmmmm E‘muuﬁcs mmy b mﬂmrw

imad to viaib palatives mspﬁ.ba:limd m ah autaidu hm:w il
pital aE ;otlwr ingtitution In the folloving o orxl;n

8, thrn the rolative L& one bolonging tca ‘c,ho Iamoddnte

fa.mily or o whfs hug boen dependent qn the membor

of tha fomily m'omntin thn reguest

Whore the conter manager hoas dofinite knowledegs that
the porson teo be viskted de hoepitalized end 1s in
such comdition that o wislt from e near relative is
advicoble,
Businags maters requiring porsonel Latvontion,  Ordinaedly
arrangenents will bo made so that bBusinose matiors csn Bo
taken care of whb tho centor, howover in webrome copes
where this cannot be arranged, pacsed may be dsmued fors
period of not to oxeoéd edght (¢) howrm, to visit enly

ool state and federal offices.

Yo anewor eubpoonss pnd eourt orders.  Bvacuses subpoonapd

op ordered to court may be grantod pormits to leave the
genter for e period not to axeced eight (£) nours, only
after the center manager has sabvisfied himael that the
mattor cannot be handloed botween the eowrt and the cvncuss

within the confines of the cantey .

38 hoko profpesional examingtions. Bvacuses who have




W@&Vﬁr\ ad thﬂmwlv\m ior, &na !mw bwm Q»‘.‘i‘iei&lly mz;.meql

/ b@forsa, S b-azwd OF stmndnoyy for' g:mnrpowa or umtmrmg

i upmn y On qualifying momwlma tr: nnm,‘. up:m 4 m'of’emaiomn:!.
eareor ng piysicians, deatlste, pimrmmimte om at tom@ya, :
may be grentod pormisaion to bu be- ik Aron, the cén‘t»ﬁ's

for thi par:l.ml ox the a cmnuxa’aion md x:aecmiwmy *mval
timo. Conter managers will be rovxpma;fbln ko (1@&;»,.mm~ !
inp the voalidity of requests mude to tuke the "'bo‘ru ity O
tionod expmdnations . seo 'Pamg"rr-,pha coverdng Introdustoey )
ramaaks and MA% - Gonerol.

To givond fonerals.  Bvasuces who nre mambors of the
dmuedicte family of the docossold, or who ard phyeieslly
ot menmtally depondent on the daconsdd or the Enmsdiate
Pamily of the duceased, may bo granted permission to be
absent from tho contor lfor the purpose of attonding fune
oral of the deceonsed, In eddition, sny sceroditod pro-
ligious peprosentative(s) desigrated by the family Lo
conduet, funeral. servieds for the decesped mey be grantod
pormisaion to be absent fron tho cantor for the PUurpo s
of nttending end conducting services ab the funoral.
Immodintc family is defined as including kmebend, wife,
their childron, ond the :'un‘i'ﬂ.'mr and fatbhor of the hisbend

and/or wifs, and thelr ehildron.




XXVIXI. Visitors - Policuigs Governing
A, In order to clerlfy the procedure regarding visitors at the
varions sssembly snd reception centers, the following basic

palicies will be followeds:

1. Bvacuees will be allowed to receive visitors, providing
the approval of the Center Manager le received, it being
understood that except fur cogent reasong, the normal
practice will be to grant such permission,

Dates and hours for the reception of visitore to he

at the discoretion of the Center Maneger and so postod

on Center Bulletin Boards snd at eatrance gate,

Approved vigitors to be received al the tdme and place
dosignated by the Center Managor.,

Suitable reception rooms or areas for viedting will bu
provided by each Conter Menagor within the boundarics

of the Assombly Center, Under no cirvcumetadvieos will
visiting be allowed through boundary fonccs,

Excopt for purposos of diecipliue, there will be no
probhibition againet visiting among cvacuccs rosiding
within the same Centor,

Visitors who arc not sccupsnte of the particulor Contor
will not be allowed to wisit barracks or living quartors
of tho evacupcs, oxcept that permission to wlsit ovecucos
confincd in hoepitale may x granted by the Center Managor

on approval of tho doctor in chayge of the hospital,

subjoct to inspoction to lnsure that contraband articlos

iy Retieo Daregoeph Rk m RO,
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¥XVIIT.

are not allowed into the ndnenbly eemtois
Vihen necossary in the interests of good diochpline,
the center mnager may rovale priwvilegos of an evicueo,

hy

however, such evacuse to be advised thereof at the Tine
guch decision is made,

orkers or individuals engaged in public woml, vork prc
joeets or other authorized religiousn educctional or recres

ational activitiesn to confine their viedhtn to thome

places awthoxiwed by the center mansger and to ot e
alloved inm ldiving quarters except vhen the noture of

their business so requires,

Regulations Governing Hvacuee Advisory Committee Lox WOCA

Asgambly Centera.

A,

Wev, Par,
Augast 1, 1942

neral.

Mo type of self-government organizalion ids autlorized in

an agsembly center,
Advisory comaittees which have no administrative, execu-

tive o Juddeial porver or authority, but which gerve as

asdvigers to the Center Monager as hereinalter prescribed

are nuthorized.

Inmedintely upen receipt of these inatructions &ll

roference on the part of the adminiptrative stalf to

gvacues self-government in Assembly Centers will coase.
Evacuss opganizations constltubted sontrary to these reagis

latdions will be ddesolved by the Center Manages



inmediately, His sction will be evidenced in writing

and 4n a1l cuses by letier to evamee officers concernwd,
The contente of this entire Section (XKAVIII) will be pube
lished, posted and dissominated so that all evacuses in
each Aasembly Center ave informed of ite contonti.
Composition and Selection of Advisory Committees.
1., Advisory committees will be conpoped of evacuecs
bership in the number indicated below:
a. Centers having a population of 4,000 or leas

b Oonters havinse a pooulation botwaen 5,000 and k0,0
. ¥y ! b ot ]

¢, Centers having & poomlation of ever 10,000 - 11,
Members of the advisory comuittee will he selected by
Asscubly Center Mapager from & panel to be elected ab
followss
a. The panel will be composed of three (3) times the rmime

ber of advisery committee members auvhorized for each

centar,

Both alien and citizon Japanese over 16

are aligible foy elpebtion to the

ALL persons over sixbeen (16) years

mind, are eligible bo wvolte,

Blection to the panel will be

ballot,

The details of nemination and balloting will be

determined by the Center Manager, Bech Center M

ger will report to the Headquarters, WOCA, imuwediatoly

Hew, Par, - 26 = onl Rew,
August 1, 1942




the method and detail preseribed by hizn Yor nemings
tdon and ballobing.

Pelection of Advisory Committoe.

ae The Center Mapneger will select Drom the paisk,
elected as above, an advisory comnitiee in the e

ber authorized for the pavticular aspembly cenlter,

(1) In the diseretion of the Center Manager, he nay

authorize the members of hig advisory compltiee
to select and orpanize subw=committees from among
evacuees penevally. Bach suech subscomuittee will
have the function of guslabing The advisory come
mittee member organizing it in some porticular
af tivie anres Oubweopmittee on
baseball or on zecreation generally, Oube
egoumibtene may not sit with the advisory
comulttee dn its general g s The nomes
of aubscommittes nembers shall be enbmitted to
tha Oentey Manager Tor approval mt need not he
submitted to WCCA Headgusartery,
The advigery comnittee will be composed of Englisk
speal-ing Isged and Mipeld in proportion to the tob
numbers (without vegard to age)
nwithin the respective assembly
Should the panel elected mot provide a wulllolewb yme
ber off Wisedl or Tsmed lor the selection by the Centor
Mopger dn the

$ PUNERE 7 NS
5 M 1 b AR

gor will select without wether electinn fron among

Wlev, Par, w Phwl
Apgast 1, 1942




3

evacuces gonernlly 4 sufiicient mumbess »" Lsaol and
Nisei to provide proportionate representaiion onm the
advisory commitie,

4o Appointment of Advisory Coummdttae

8, Subjoct to the aproval roguired in the suecoeding

parageaph, the naes of the evacuoes selected by the

Center Monager to serve on the ndvidory comitioe

will be published and theiy appointment will be eorw

Tlirmed in writdng to each member by tho Center

T T,

uanasget,

Prior to sach aprointment, the nane, age, aex, place

of birth, and fnfornetion as to whother or nob each

otiec from the elected panel or at laife

will be submitbed Bo thile olflew fdr anproveal .,

announeanent of selection on appainbmont will

made of committee menbershvip prior Lo recedit by
nter Manajer ol app 1 by this oilfice.,

of the advisory comudttee will hold

Center

igory comuitice
macle Drom the
remaining menbors of the olected nanel except wlhen
neceasary to sileet drow Bhe cemwter at large lam order

to maintaln the prescriiwd propowrtion of Issol and

ey Alter exheustion off bthe elected vanel a now

ey, Par, W Bl
Apguet 1, 1942




nel will be elected by the sane proceduve as in
the cave of the election of the original pnnel.
G Panctions of the Advisory Comidttoee,
Le The advisory comnmittee will have no administratdvo,
legislative, executive or judleial poveer ox autinriby.
Ite sole Junotion is advisery to the Center Mamagor,
The following Tield of asgenbly center opevations will
be imcluded in comnittoe advisory functionss:
4, HRecreation and Education,
Health and Sanitation
Lodging and Meassing,
Damloyment and Porssonnel,
Religious and Welfare Activibies,
Interior Security

(Maintenance of pood order and diseipline and obm

wvance of Center rules and regulations),

Meetings of the Advigory Commitiee will be held only when
authorlzed by the Conter Manager, and at all such meatings
the Inglish langusge will be used excelusively. The Cenw
ter Mamager dnd ‘the Chief of the Interior Security Police,
thedr authorized representatives, will bo in attendance
all such moetings., The above instructions apply equally
submeonmittees appointed in accordance with

exeept that It ds not necesssry that represente

Center Menager and Interior Poldce attend subweob
deslred hy the Centex Monmper
by the Chiel of Intericr Security

#Hev, Par,
Augupt 1, 1942




his ptalf,  The Center Manizey will trovide for notdlfw

cotdon of null ocamdtbes meeiivnd to ba eommindeating Lo

Chie’ of Interior Seourite Police.
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IAIX., Poliey and plan covering sounter-spidemic measurcs for Wartimo
Civil Centrol Adminigtration Assembly Centors.
&, Soction 1 - POLICY
1. 'The following poliecles and proceduras are hoxeby eetablished
for the purpose of coopdinating counter-epidonie measumes
within Japancse assombly contore:
a, Tho U, 8, Public Hoalth Service ls responsible for
ourrying out the procedures of tlo counterwopidonie
plan and to ecoordinate tho work botwoon the looal eownby
hoalth officer and the eontor physielan in chargo.
Contor managors are chargod with the taking of moasurce
nocoseary to support and facilitate tho recommendation
of tho physiecian in charge of tho hospital at tho Contor,
the County Health Officors and the United States Fublic
Hoalth Sorvice, If such rocommondations aro eonsidored
impeacticable, or if thore is any disagrecmont, the
Contor Managor will make a prompt roport to this hoadw

gquartors sotting forth full partieulars,

In tho ovent of an cpidomic, the county houlth officor,

acting ae agont of the U, 8, Publie Hoalth Servicc,
will be in inmedimte control of the counter-cpidenic
moasures. The U. 8. Publie Hoclth Scrviec will utilize
whatovor vacednom, sorume, syringes, necdlog, und
othor medical supplice that may be nceded and cen be
made availoble through the county end Stato hoalth

dopartmonts, Whore euch gupplios arec not avallablo,

n27-




the U, 8. Publie Hoalth Serviee will buy the necdod
ltems on the opow marlot threouch Wertione Civil Control
Admindetration funds, Porsonnol sod whotover foellitios
arc noedod will bo supplicd through thoe locol hoolbh
office and the State hoalth deportnont, I additional
personnel is noecsecry, the U, 8, Publie Hoalth Scrwieo
will molc sueh porsonncl aveidlabls as noodod.

The following inmundsationg and vaceinotlons ore Lo bo

corried out og repidly os possiblo:d

(1) Vacednotion of ull eceupcnie weinet sanllpor, 1f

not alroady complotoed,
Immmizotion againet typhoid dnd peratyphold of
all eontor occupante, if not adlrcedy complotou,
ALl oceupantes undox twolve yoous of Lg
Schicl=tostod for diphthoric nud thope found to be
susecptible will be dmmunizod cgafnet diphtherda,
If safficicont tiac ip aviloeble aftor the diphthoria
immunizotione, all occupants under threo yoors of
ege will bo immnized cgolnst vhooping cough,
An immunizotion ond wvoecinotion form shall be propoared
on coech individusl cnd kept on file dn o sultebls ploec,

Form No., W.C,C.A. 8«4, which is now avadlilxl ie %o

> »
be uscd for thie purposc, Upon trangfor of ony ocecupant
to onoethor ecntor) thia fomn

tronsmittod to thoe sont v physicien dn ehol




mattor of mction whore Immmization or vaceination

hawo not hoon complotod,

The eontor physician and hie staff will corry out oo

inotione of food handlers in asecordance with instructions

outlined in "U, 8, Army Sonitery Regulotions and Procodw
wrost ¥ Bulteble records of such oxaminoticns will be
kept ot tho centor so that o roport of the oxsminations
may be ineluded in the rogulor wookly roport of setivie
tice submittod to the Dircetor, U, 8, Public Hoalth

Service District No, 5, Bun Prancisco.

The U, S, Publie Hoalth Sorvico, nssistod by tho physie

vaan dn chorpe ob the conbor and county hcolth offlcors,

to Initiate a survoy to cover the following phosos of
countor=cpidemic moasuros:

(1) Additional hoepitol facilitioe which ean be plaecd
into operation upon an outbroak of wm cpidondie for
fumediste isolation of coscr which comnot be handled
by prosent facilitics, These would include howsing,

cots, cte,

(2) Laboratory foellitios aveiloble for diagnocis of

discusc,
FPindings of the abeove survey will be used o8 o bosis
for a troangfor of ncoded couipnent or personncl to o
eontor whose limitod focilitics would not pormit adoquats
control in casc of an cpidomin,
"Plang for Coumtor-Epidomic Mougurcs to bo talen in

Aesombly Contors®, as outlined by the U, 8, Public Hoalih




Servico Ddetriet No, 5 (Soo Seoctdon 2 below), to be wsed

os o beaals for pointe mot covered Ly tho above dircetivo.
B, doction 2 » PLAN
1. @, Tho plons covering countorecpidomie moasurce for the

Assonbly Contors ore throofold in noaturo cnd ineludes

(1) Mhe glloeatdon of traincd modicnl poveomnel nnd
neecssary loboratory foaedlitice to covor modieal
probloms prior to ond durdng cpidemics,
The application of speeifie proved proventive
noaptres in the fonbere and

(3) The uee of cortain measurcs in the ovent of
spoedfic cpidomie dleocscs.

The U, 8, Publie Hoolth Sorvice will aselgn three modiesd

of ficors from its Dietyriot Offico in Son Frarvciseo to

supcrvise the modical cetivitics in the Centora. Two

of the medieuwl officors will wiedt the Apeonbly Contors

in Californin wookly while tho third medicol offfieor

will vielt the Conters in Yaehington and Oropgon,

It is dircoeted that the U, 8, Public Hoalth Scyiocs

soeure tho sorvices of tho loecal health authoritios

in the arcas whore thego Contors arce locatod to oot re

thodr roprosentatives dn the control of gpildenies and

whotovor public hcolth matbor arisce, and to utilize

0kl foedlitice (porsonnel and cauipment) availoble at

the loenl health offices for dicgnosis and contrel of

discosce, The local hanlth officor g to wisit the




Contor daily and he i8 rosponsible for the onforccmont
of public heolth lowe and regulotions,
In the ovent of an opddemie the Contor phyeiclon in

shorgo wouldd inform the loeal hondth officer and aupors

vising public hoalth officcr through the Contor Menogor

ag to the medicol cituation, The loeal health officcy
in coordination with thoe Centor physician in charge

will dmmodintoly toke stops o eontrol the outbrosk, I
the opidomic proved to be boyond the eopabilitios of tho
doenl hoolth officor cnd Counter phyedcicn, the State
Hooldth Deportiont ond U, 8, Public Hoelth Servien will

bo eontacted by vire for mesietonco, The U, 8, Publie
Hoadth Scrvieo hoe ovailable in dte Dietrict 0CLice dn
8on Froneiseo four troined opidomiologlete whose scrvicos
may be obtadned, In additlon, the U, 8, Publie Heoclth
Sorvice eon noke pvolloble the cotire rosources of
National Institute of Hocolth in Washington, D, C.,

which is cblc to sond opldemiologlsts, mediccl offficors,
teehnledonn, and such other profopsioncl workcrs as mey
bo neoded,  Also old for econtrol of speciald discamoe
nay bo obtaincd from the Riskitbelol discuse loboratory
ot Homilton, Montanc, cnd the Plague laborctorics in
San Franeideco. Tho feellitios cpe sueh thot thoy vould
cover cuay type of opidemie and all or ony prat of  thon
ean b brousht to focus on oy Contor whore bthoy oo
nécded withont dolay.
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meomdnatdon with eultwecs in thoso individuale with o
bdetory of typhodd fover, diphthordic, ond othicr disons
conditions whore o corvior stote oxiste will be utdlimed
am o moons of provention ond contrel of opldemie diecosos,
The movemont of popalotion groups from arces vwhwro thoy
haws 1ived mest of thody 1ife to crowuded Centors
definitoly contributcs to the poweibilibty of the ocouns
roneo of epidemie of discoec. In such shiftings of

the population, individuale who have ldved I rarald
arove arc brought into conbnet with thoeo from urbon
arons who noy be enrrvicre of digccscs to which tho
rursl individucl noy nover have been exposeod,  The
raral individual ie brought into contoot with diccogoe
to which ho hag not hod an opporbunity to bulld up an
frmunity, Beeousc of this lavge group of pusecptiblo
individuale, cpidemies ore cpt to ccour if the sousis
tdve ogonts of vorious discceds apre prosont in tho

now populetion to whieh thoy are neu oxposcd, HNorcovor
thore ore eortodn discages such as nenlngitis which

arc prone to cesur in eamps cnd othor plrecs vhero
peoplo arc crovuded togethor under morc or lome fngonde
tory conditione, A1l of thoege eondltdons comtrdbutoe

to the poreibility of opidomdes end the eouplexity

of tho control of thedc opidenics whon thay develop,
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It de b Clenlt to pdvo oxvet Insteuetions ce to whob
ghony be done whon speeifle epddonide discosce bresk
out bocouse cach opidomic hoe eharoctordstics of ite
o whieh neburclly oltar the uwse of oy Inetructions
which moy have boom givan pedor to thy dovelepiend

of the pertieudnr cpddenie, The folloving poregenphe
will desl with the plons of provention nnd eontyol

of the wordous spoeifie ddscrmces

Tho eonmoncst form of 4llncee vhiek hoe oceuyrad in
tho Contors up to tho prosont tdie hoe prob oy beon
the aewto nttackes of 1llnces du Lo food polsondng.,
Thess illnceses are due o soiv bootorde dntroduend

dnto the food theomgh repectod hondlidng, in

procosedng, Loporfoct piparction, ingroper wofrdeoros
tion oy lupropor eooking of th: foodetulfs.  Foud
polsoning ie oepociodly npt to occowr whon foods ord
oookud mimy boure bofore they ore sorvod of thie allovus
an opportunity for the groth of bactoris, When o

serdice of cosoe of food poleoning

cooVIry Bl hardely

officcr will nuko on opidoniclogic inveatigution of

the ecscp, He will oxondne the food, troec thr soures

of Infoetdon, ond colindonty it, Thie ie not o oosy R
ag 1t noy apporr boeousc ofttoh there A8 Tdttls of the

saspoetenr food 1ot ond the ldncse e of elert duration.

The boet vay to hondde thoer cpidonies de %o prevont

thon and thde i bopt doung by ineurdag o sofc oloon




faod supply. To obbadn this, peopor sondtery
fasilition, adequate toilots and washroone o
adoguate referigoration facllition for food st
be provided, Parthornoro, o poaxiog of sonlitory

earc dn proparatdion of foodp, with o nlnfeun of

hendldng of foode e cepentiol, The hucltk  and

enrrdor. atobo of food hondlove cud disbwcshors i
obviously inportont cnd this dg boing choekesd by
thoe phyeicdons in the Centor ond tho leoeal hoalbth
offdeors but cvery noosure thot roduces tho popgi-
bility of food eontotidnotion and grorth of  booborin
deeronscs the plek of food polecndng,

Anothor discass thich oy be pedotod to eontednge
tion of foods ocre the dysentoridce, ancbie, boadllovy,
ota,  If copos of suwbie dysontory mirould develep
in thie  Cenkor 1t will bo the rosponelibility of

the loenl heelth officer to daveetignte oll
roportod cosos, With nuncrous ecgce ptool oxemine
stione for amcbic syste and probobly evltuwres ean
be made . Spoainl attontion will b gl o stool
oxoninations of Lfood handlors an? 12 ony wvore

found to be pogitive, the food hendler will b
ronovod fron his position, pleccd wader appropriote
treatront and vill not bo alloved to roturn to hie
position until froc of the dircasc, Contocts nood

not bo gquorentined, The eonvelcsecnt evee s The

w 3 -




dengerens ong sinee they pass (o dnfootious sncbe
In thodr steoko, Thogo dndividuclis mast bo dsolatod
with oloso supervision ond propor disinfoetion of
all oxarcte and discharges., Deflinite offorts should
bo oo 1o soe that nll dischargoes of the ease ars
proporly serocned fron fldoe.  The meet cffuntdve
eontrol masure is throuph sanitotion of food and
wokor supply.

With an outbroak of boedllary dysentory the cosos
should bo deoolated wntil 3=4 weoke aftor synptone
howve subsdided an? untdd nogetive etool enltures

have boen ebhtadnoed,  Contacte phould bo exenined

and. onyono witl o history of mild diaryhen of 1e2
dogs duration showld rocodve spoedod attontion

and have ghopl cxaninctione mode. Fool hondlore

phould have porticulor ottontion op thoey cre

froquently responsible feor the pproad of the discasc,

Disdnfoetdon of all dischorges of the poticnt ox
espontiol, Eaphopds dg pincod on finding encoe
and troging the souves of infeebion to earricors
through laboratory dingosie,

In eoses of dinprhon anong infenbte fn

it 4 proboably viiss to congiden

infoetions ot bactorioloslie 2ingnosie shoul

modo on all unreeopnlizod infootions which moy sorve

ag o foons of epread of the dforrliccr,.  Shaltory

ipolation and blolegle elcanlinces orc opspntinl




Bo o enntrel of the spread of this tepd of cpldonde
ond thorofors 4t ds cescntliol thot the Contops hoyve
fredlitlon Lo bathing Infonte,

The control of retpdratory discoscs in the Conbors

is going to be quito CACfIewlt if Bho oveencoe ore

in the veorious Asgonbly Contors during tho rodny

goemon and coller vmothcr . il 0 g .

shoue no tondeney towverd fronk opdicnde outbroaks

but it roeurs dn opldende forn dumring cold Sresthor

1 dlnopt avorr plooe whore thore 4s a eoldd winbor

The dnercoecd prevelonec of pcunonio in

canpe, obe,, in probobly dns to the erovding togothor
o largs proup of sugccptibloe dn the proeonce of

o epeeifile virulont puounccoecd, In i opldenie

of poounonic cfferte e chiofly mnds fo podueo

the ‘sovority of the Mdscoss ond the eoasc fotollty

rolo rather than the inedloney of tho Dleans

This i accomplished throwgh the Cletributdon of

ppueific antisora an’ chenethorcpontic cponte, All

of those theranpowtie adfe are ovadlablo

hesonbly Conbor

Control of dnflucnza dn the Contore

be rotbor Cilfficult.  Mospt of tbi

out during the lost proct influcnze Op:

1918 wora of Littlo wolue in eontaol of

fdpcngc,  Strict gunprantdne of




tho (Ciscnse out for a while, but aftor 1% oneo

gots into o Coptor 4t will be Adffiendt te conbrol,
We ure now in o pogition o troat, through chunobhors
apy, the sceondary pnowmonias which fellew Infllucnmo,
but we hove little to offor in tho way of epoplfie
proventives, Isolatdon of the first fou cases noy

be worthwhilo, but whore lorge nunbors of cosos oxc
oxistont isolotion is not proctieal, ALL pationte
ghoul” romoin in bod during tho fobrile ptage of

tho discase an’ if thic o Aong It woul:l holp to
control the JlBoas .

In gonoral, control of thi vonorcsl Cdscceos in tho
Contore shenld be oosior thon in o edvilion oo
$ty, The State hondth muthoritics cro supplying

tha Conteore with thy noswe of all Jopanc#e uwlop
troatnont for vonorcel discace bofors tho cvaeustion
bogan, Theso dndividunls ocro alrgody belng placod

andor troatrnont dn tho vardioung GConters, Tha naturc

of the Centors will allow o cortedn ancunt of provkes

euity vhich alght not he' posedblc outsilo of tho
Contor, If thoro i an inercasn in the Ined

4%

of wonecronl Aleccees dn the Conters 1t will ollow
o fovornbls opportunity to dmmedintcely Lollow wup
sho on encos of vonoeesl ddgcnsc e troec thon

o thodr source,  Tho eontrollced cuavironnent of tho

Conters w411 adl in tho work of the epdtoniologls®
o §




in tracdng source of Infocticn end contacts of
infostod  Inddvidvels,

Plane for control of the eommunicaklo discorcs in
tho Conters offore mony preblone, Moaslos ir awrc
to appoar In the Contore mgnin beonuso contrcl of
the dleopszo & pedo diffiendt boeouee of tha extarong
ocrmandeanbility of the Mpenpe dn the prooyaptive

gtage of thoe dleoose hofore elinienl Alnpnesic eon

be mndey  Onag rioons of control, wbieh 38 not too

satdslfactory, will be fsoletion of the eosos. This
nay prevont fuebhor danoge rasudting fron o cnso.
Oonvalogoont sorwa or plasontal oxtract hove boon
rade avalloablo to the Gontors and theso wuny akd

in provention of tho discese in houschold groups .
Thoso oxposod mny be quarantined ond ine

by physdelone for ony of the symptong which proccds
tho oruptive sbuge with dsolntion of thowe etsee
foundd tc bo pesitive,  Hospltolizotion of @11
reaslos ecsor k8 not reoomnondod heenupo of the
posedbility of seeordary Infeoctiom wiith tho pnoue
rococeus ond stroptosoceur,

If en cxeoss maber of cssom of ehickoniiox

ocewr in the Conters, thoso caecs will bo

alomg with conewrrunt Clsinfoetion of

af tho ecosce, The boalth off'dcer will

-

of ohickonpox te he cortain that




Flene to eontrol oubbrosks of munpe in the Contor
will consint of isolaticn of tho cowxly cogcs until
tho glandular ewolling has subsidcd. Disinfoetion
of nacal dischorge ds of weluc,

Tho hoet plan to use whoen scarlobt fovor brooke out
ie to ilsclote the cosce ond Adveet contocts fov
edght daye with dedly nuddonld dnspectdon of the
sontonets ond the fnstitution of trogptaont og soon
o synptong appear, With sevorel hundrod ehildren
oxposcd to the dircavo Dick-tosting with incnmdzos
tion of sugecntibloe noy be of veluo, Isclation
of eawos in quarters with puporvielon noy |

poseibilo.

Thore ig eone choneo for eontrol of vhooping ecough

with tho proposcd progres of dnpundzation, The
ddpongo oy be neddficd by vaceine treatmont, Modlls
flod isolation of comos with spocinl eore in
avoidoneo of ennteets with othor children should

bo eoryicd out, Suscopbibles should boe gquorantinoed
and obsorved, Diagnogis sheuls’ bo estoblished by
eough plotc when catarrhol symptons apperar,  Drwior
inte dnveetigation of eontuests undor 2 oo

phouldt be node.

Hidth rogued to tho eontrol of Adlphthords it should
bo montioned thet toxodd Lo pvellnble for Jremumnie
gation on’ sotdtoxdn ie an hent for treatnont dn

the Contore.




Thore is ne mwasure of proved voluce that will sontrol

rondingitis in o Conter oneo it in ostoklishod,  With
tho appearance of 'a largs nunbor of esscs routine
isolation and quapanting proccdurcs along with
roductdon of ovorerowding nay bo of valus, Adoguito
foeilitios for ddagnosis and prompt troatnent of
ensod with ehonothorapy will be cvailable, Crocs
which hove oceonrrod dn the Contors up to now havo
boon hospitalizod outeile of the Contor, Thie
procodure night be continuod ne long ae tho coscs
are fow in mnbor,

Ploneg for control of polionyolitie have shown fow
rogulle in tho past beenuso of the lorge nmunbor of
cnscs which go undingnosod and are probebly the
noant of eprocing the disonso, Tho herlth officor
will cdvise dsclotion and quarantine, but the bost
thot con be done is to provi’e diagnostice focilitics
and adoguate enre for the casos,

Bxnct mothods of eproad of the wiarious typos of
oncophnlities arc not knovm and for this roason plans
for provention of the dilscceo eannot be made, Cnpos
phoul? nt loast be isolotod for sofoty ecke, In the
cevont of cquine cnecphnlomyelitis, roasonable oand
antisnosquito neasurce, sercening, ote., tre justie
fiable sinec the nosquito hog o possible role os o

veetor in the discree,

-ko-




Coceldionyoosls Jo o disvace endomde to the econtrnl
valloy of Califorain whore some of the Centors are
located, It le a fuwogus discuse borne by dust which
i peouldar to thie arca, Tularo i on tho northern
bordor of this ondemle arve and poseibly some cnsos
noy bppear there, but it %s not antieipetad that
rmeh difficulty will be encountored from this 2dscose
eineo 4t 1» an ondeonic rathor than an opldonie discosc
In gonoral, methode of eontrol of all the epidemic
discase vay be divided into two typee of reasurcss
control of the infoetod individual, contacts, and

environnent, and gencrsl moosures, The formor

Includeces rocognition of the disesrc ond roporting

i, isolntdon, concurrent dieinfootion, quoarantine
omunizotion, and investdgotion of source of Anfocw
tion, The goneral measures include sanitnry dispossl
of human foces, protoction of wober supplice and
foad frem econtaninatlion, postevrizotion of milk
supplles, proper eercening egainet fllios, ncequitoce
and othor insectes, ond provision for acourate, corly
diagnosis ond eoreful treatnont of infeceted porsons,
Contagious and infectious discases are tronenittod
by personsl contact, It Is thorofors highly impore
tant at all tince, ospocially whon fheed with an
epidenic, to insure that there 1s no oveorerowding,
that thore ig adequate wventilation, and thot provige
ione for washing of hands and porsonnl eleanlinces

oo adequoto,

"’A«l"
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Poliey movurning tranefer of évacuces under jurisdiction of W,C.0.A.

A, Generals

1,

of evacuees between W,0.C,A, Asembly Centers and to WA,
Relecation Projects, except for those evucuses transferred
to W.R.A, Beloeatdion Projecte under official numbered
Transfer Orders lesusd by the Civil Affaive Divialen,

Headquarters WDC and Fourth Army,

Be Conditions wnder which tranefers will be aubhorized:

p

Bxeept as noted in Paragraphs B-2 and D below, transfers
will be made enly for the purbose of reuniting immediake
families, the members of which resided together prior tc
evacuation (cee Parsgraph 4 below for dafinition of the
tern "Immediate Familiecs"),

Consideration will be given to transfers of individuale

who do not come within the clappification given in Bel
above, only when such Individual or individuale are physicall
or mentally dependent upon the family for meintenance,
Transfers between assembly eenters will not be authorized
when both assembly centers invelved will be evacuated to
the same relocation area within & reaconable length of time,
An immediate family ls defined as follows: MHusband and
Wife, their ehildren and euch other relations as aetually
reslded with the fLanily as a2 member of such family prior

te evacuation®”, Bxeept as indicated in parsgraph B2 above,

this doez not include pereons unrelated to the family,

- e

!
The instructions conleined below will govern for the transfer |




Nedtoer does 1t include morried children who prior to evacw

uation madintained a gepsrate household,

0. Applications for Transfor:

L.

Inddviduals desiring transfers for any reason coming within
the purview of Paragraph B above, and Favagraph D helow,

will make applleation only to the Center Menager of the

Center in which they are residents, In order to ineure

that applications are mude only to Center Managers, the pro-
vielons of this parngraph of the Operstion Manual will be
placed on Center bulletin boards and otherwise disseminated
so that all evacuess are acguainted with the contents thereof,

At that time evecuees will be Informed that requeste reoceived
Ap this office

Menager will be returned, without action, ho the Ceater
Managey for proper investigation and submission,

Applicatione forwarded by Center Manager to this office will

inelude the following informations
A, nane, age, sex, family number, height and wedght of
» individual or individusls concerned,
meason why transfer is desired,
» point to which transfer is desired.
A statement as to whether or not those requeating lransfer
ean and will meet the expenses of such tranafer, inecluding
transportation coste of an eecort,
The approximate date on which transfer is desived,

The approximete weight of household goode and personal

w L -




fupedimenta in use by the individual cr individuals at

thedr present location, and which wiil be involved in
Phie requested transfer,
If practicable, information as to the storage location
and approximate amount of household goode and pexrscnal
impedimenta (other than that in use in the center),
On reeoipt by the Center Menager the applisation for transfer
will be ecarefully reviewed and where the reasong for tranefer
are other than those enumerated in Paragraph B, or when
action ag indicated in Paragraph D does not appear to be
warranted, will be returned to the applisant disapproved,
When approved by the Center Msnager, the application will be
forwarded to the Chief, TS0 Divielon through the Chief,
Operations Branch, T80 Division, for appropriate action,
When reasons for transfer other than those authorized in Paragraph
B above are presented to the Center Manager, and when in his
opinion such reasons have merit, the application may be forwarded

as sot forth above for consideration,




XXXI,  Supply Procedure.

& The initial supply of items necessary Loy vhe operation of Cemnters,
ingofar as messing and lodging are concerned, has and will continue
to he a fanction of the 0ffice of tl;e Quartermaster, Western Befense
Command and Fourth Avny, Presidio of San Francisco, Californda. This
supply procedure is being coordinated through the Supply Section of thie
office and the office of (=4, Weatern Defense Commpnd and Fouwwrth frmy.
The @Quartermaster, Western Defense Command and Fouwrth Army, has pros
pared a list of items considered neceassary for the proper operation
of these Centers. [This List s Jnmowm as "A Undt of Bupply” end cone
taing items considered neesssary for the supply of 1,000 persons.
After the initial supply has besn placed in the Centere, roeplacement,
repair and maintensnce shall be the resgpongibility of the Aponcy
operating the Center,
Bocause of the fact that it is conterplated that the internal Property
Acoounting System in all Cemters will be based on the use of the forms
of the Operating Agency, &t will be necessary that close coordination
be had between the Internal accounting forms of the Operating Agency
and thoge Q.M.C. and War Department forme that will have to be nesod

in order that the accounts of tha Accountuble Officers of the Avmy

It must be remembered that transactions reprosenting the transgfer of
property accountability from the Army to all Centers will be pnly om
those forms now, or hereinaftor, designated by Army Repulations for

sueh use.




The following will conatituke the supply procedure dn all nmatters
afforting property transections oxcept thoss in cormectisn with sube-
gistenca which has been covered in sepurate instrucbions.
1. REQUISITIONS

a. Al requisitions submitted to Army Supply Pointe will be

erecuted on War Department QMO form No, A00. Where nore Lnan

one page is needed, the second and all subsequent pages will

be on Form No. 40%.

. In the proparation of requisitions a number systen will be
instituted, this systom being -« in the space go indicated
will be placed the nane of the Center followed by a "Dash'
then the number of the wequisition, followed by another "Dash",
then the figures "42%, indioating the fiseal year, which shall
be changod to 43" on all requisitions submitted on and after
July 1, 1942, At the beginning of each new fiseal yesr, a
now sequenced of requisition mumbers shall be used, starting
with YNo, 1P

. In order to facilitate editing at the Army Depots, a&ll requi-
sitions shall be double spaced snd requisitions for subsistonce
shall be on a separste requisition firom those for clothing and
squipage ,

All requisitions shall bear the signed approval of the Center
Manager and & register of requisitions ghell be maintained in
sach Center.

¢. When supplies are reccived from an Avmy Supply Point, they

will be checked against the "Tally Qut® (W.D, QUC Form o . 490),

il




which will acconpany each ghipment, and iy veriations . eithor
Over, Short or Damsged, will be noted thercon.
i TICKELS.

a, After the receipt of supplies from Army Supply Polant, a Shipping
Ticket, (WD-QMC FPorm No. 434 or Form 432) will be Forwarded in
duplicate to the Center for the signature of the Accountable
Officer. The ordiginal of the Shipping Ticket will be signed, in

the appropriate place by the Accounteble Officer and will be
promptly retwmed to the Army Supply Polut, the dupllicate
being retained by the Center as o deblt voueher to #he Stock
Record Account.

Under no clrcumstances will a Shipping Ticket be altered in any
menner that woald tend to chauge gquantities of lbteme showm

thereon .

3. QVER, SHORT 4D DAIAGED REFORT.

a. This form (WD-QMC Form No. 445) will bo execeuted in all casos

of Overago, Shortage or Demage in a ghipuent receivoed from an
Aemy Supply Foint. Two gopies Lo be attached to the original
of the Shipping Ticket, after being signed by the Accountsble
Officer of the Center, tho signature beling placed on the lower
left-hand corner of the form on the lines headed "Report by".
When this "OS8&D" Report is rocedved by thoe Army Supply Point
and asecepted, the Army Accountable Officer will slgn and return
one copy to the Center, which copy becomes a credit vouchor fo
the Stock Record Account .

¢, If the "OSZD* s not accepted, 1t will be returned with mn




inddcation of nonwsccoptance and it will them be noscsoary for

tho Accountable Officor ot the Contor to ingtitute a Roport of
Survoy.
A1 othor roports of Swvoy will be on the form epplicable te tho
ageney oporating the Conter and thoe survey will be haudled in aceords
anee with tho rogulations of that agoncy,
a, On shipmonts of supplics and ogquipage bolonging to the Army (boing
apart from those bolonging to the Operating Agoncy) WDeQNC Form
Mo, 434 or 432 (Shipping Tickot) will be used,

4 R
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Any varionce in rocoived supplics end cquipnge, (Ovor, Short or
Damagod), will be notod on the bill of lading, This is nccospary
for the protoetion of all concorncd,

Aftor tho reeoipt and verification of ghipmonte rocelved, the
bill of lading will bo accomplishod and will bo promptly roturned
to the last carmior,

On shipment of supplics and cquipage from Contors, the bill of
leding applicable and in usc by the Operating Agoney will ho
usod, the costs of shipmonts boing ndjusted In tho customnay
mannee batwoen the Govormmental Dopartmonts conecrnod,

Such roport of survey will be instdtuted on Roport of Survey Fopm
W.luy AG.0, No, 15, In instonceos of this noturce the survoy will
be conductod by a Survey Officor bto be appointed by Hoodquartors,
Wostorn Defonso Commond ond Fourth Army,

HAREHOUS ING

a, All warchousing of Govermment proporty wiil be bondled in tho

= AB - m::v'
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menmne givisg tho utnoet of eccurdty ocgaiust thoft and lemoge by

the olomunts and propevty will Yo warchousod 4n such nonngr co

ue to afford tho most efficient bandling, Ineofor as storogc,

distribution and fnvontory is conccrned,

o, Upon tho tranefcr or soporation from the Servico of &n hecountoble
Offdcor 3n o Conter, o corrcet inventory in quintuplet will he
gubmittod Ly the Accountoble Officor cnd o physiccl choek of gll
property will be nade by tho outguing cnd incoming wccountakle
Offlcors,

b. A seporate invontory list boing mede for cxpondoblo and none
oxpondable proporty.

¢, Whon the Officor aseuning Accountability is sobisfiod thot alld
proporty, cg rofloctad by the Stock Reeord hesount ls prosont
in the Conter, ho will sign nll copics of this Inventory and om
the line notod for his slgnoturc,

d, The folloving reeital will bo placed fmcdiately below tho last
1tom on paid Iavenbtory:

"Thie invontory, consisting of __ . pogoe, i o truc ond aeeurato
(oxpendoble )
By st of a1l (non-oxpondable) itens for vhich I an cceountoble and

is in agrocmont with the Stock Rseoxd Jdeccount ot

(4emonbly or Recoption) Gontor, as of closc of businces on

_ 1942; ond which 1s this date boing trensforred to

(ngzs E?E 'E.,E.Q“!.a-!:hvi. Qnom)

"y signoturc, appooring bolow, is fndiontdon thot I hoave

choskad and vorificd the sccurancy of this Invontory, cousieting

ef pagoe; thot I an satiefiod thet it 1= an oxoet roe

Ploction of the Stock Rocord Account in this Contor and that

e 49 RCV.




I hove personally verified the presence of all the property
contained therein and do sceopt Accountability for all of
the nbove items, with the exception of the items shown BroLow
and marked "Bxcoptlons” M

(Signature of person sceepting decountability)
$4gned in the preseance of

(Titneas)

kny differences or "Exoeptions" in the tronaforving of Lecourit-

abllity will be handled in the following meawior:

{1) Overages will bo pleked up on the Stock Reccrd Leoount
through the execution of WD-GUC Form Wo. 445 (Ower, Short
and Damaged Roport).

Shorbages will be handled on the boeis Report of
Survey .

hecountable Offlccrs ore rominded that they arc under bond
and thot a elearance, indlcoting releasc of accountnbility
will boe necessary

Aftor the trensfer of accountability has been effcctod and the

inventory is properly signed and sccopted distribution wild Be
£ p o' ~) i

made ae follows:

(1) Original and duplicate to be forwarded to this offiee Lor
proper distribution to agencies econearnad.
One copy to outgoing Aceountabls Officer.
ne copy to new Accountable Offlcer.

One copy for property files of the Jenter.




9. EXPENDIBLE PROPERTY.
Bxpendable property will be ascounted for and exponded in such
manner as provided for by the Regulations of the Opowvating lgeney.
SALVAGE
a. Salvage will be handled in sccordance with the oetablished
procedure of the Operating Agency of the Cenbter Insofar as
"Non-Army Property" is concernoed,
In the case of wservicenble lArmy property, direct communic
betweon Centora and the Army Supply Point is cuthorized and
will be handled in the munner ag directed by the Commanding
Offdenr or Salvago Officor of the Avmy Supply Point. The
Centor Manager will advise the Army Supnly Point of the gquane
tity and natueo of the ihomas for salvege and armangements will
be made by the Bupply Poiht for digpocition of selvaged fArmy
propeyty.
a. W1l be hoandled on a contract basis in aecordance with ropulae
tions of the Opereting lAgency in the Center.
URLALS
a. Propar contracts for Burial Services will be accomplished by
Lemy Supply Pointg and full details, whon available, will be
provided Centers by their lfemy Supply Foint.

13, TIRANSFER OF ACCOUNTABILITY TO W.R.A, CENTIRS

&, Mll information and instructions ag to the womnor of handling

tronsfer of accountability from W.C.C.A. Centors to W.R.A

Canters wdll be the subject of a lator momoranduam from thie

Kl




office.

8. Admindstration of Motor Trangportation in the Cemters will be

i

handlod in the manner as prescribed in the regulations of tho
Operating Agency ond Accountoble Officors will bo cherpged
with the responsibility for proper meintenance of motor
trampportation.

ANEOUS

a. decounbable Officors will booy in mind thet 21l noneexpendoble

property mast he accouwted for and although rondored unfit for
fTurthor service by foir wenr ond toar or by other meons, nust
be prapomred and kept for purpodes of fincl ddsyosibion,
Theraefore, evoen though items moy bo rendored unserwviceable,

o

It must be remembered that Army SBupply Pointe cre charged with

the sapply of nany jrny costeblishmonts, in addition to Aspombly
and Recoption Gcntors, and Centor Mancgers will toke stope to
goce that oll reguisitions and othor forms submitted to Supply
Points, aro in proper form boefore submission, so that the
ndnimim of correspondence rogording corvection of crrore ond
additional information rogarding supply mey be oeceomplished.

A spirit of thorough cooporation on the part of Cantor and

arny Supply Point persormel will dnsurc o smooth working

supply syston,

fmprovised “irmy Forms" are now being mimcographod end 2111 be

forvarded undor scparate eover.
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| XXXTT, | POLICY AND PEDCEBU%E YOR MEDEEAﬂ AﬁDvpﬁﬁTﬁL SE&VIQ& QPSRATIDNS@
1. The medieal departacnt of the Assenbly Oonter shall
ambrace the practice of curabive and preventive
medicine, the latter to inelude euporvision of
genoral sanitation of the promises, lmmundzation,

special clinice, health, education and other metilvis

tdoe designed to promote ‘the health of’ the Japuness

residents, In carvying owb these functiong, there
shall be operated an infirmary, an outpatient
department ineluding & dentel elinde and s sanitation
division, The services rendered by the medieal
department shall be dimited fo the Japsnese menbern
of the Center, excepl that under eonditions of
exipency other pereonc may be given emergoncy. treate
ment pending more sppropriate disposlition of ‘tho
cane ,
B, Goneral Organization

L, The United &tates Publie Hmultﬁ Service has been
delegated the responsibility of providing poreonnel
and supervieing the health and medical cord of Jape
ancae evacuees, In discharping this reeponsibility,
the United States Public Health Bervice has enlisted
the asgietance of the State Dopavtment of Pubilic
Hoalth eod the County Hoaloh Department 'of thb

respoctive Counties dn which Assombly Contors are




" ‘-'10@&130«5. J&pamae P‘*.Wicicmm dmnt;iﬁm, mzrms and
maﬂica,l tcmhnﬁ chans wilLl zli*ovida the antual malth
‘a.nd mdicul sorvicns "vithin th:a Assanbly Cwﬁ&um

The Japaneso physiodan demignmted ag "in chavgo"

shall have professlonnl and adminietrative supe.mmiaﬁ i

pvor all other physiclans, dentiebs, murees and

Hospital p@raonnﬁal and ahall’ he rosponsible, thrwgh ‘

the director of scrvices and the Center mamagor, to
the United States Puilie Houlth Service or its ropree
sontative Loy the propor administration of health

ard meddoal sorvimm i the Ansembly Center.

The County Health 0ffdcor has beon deslgnated oe

bhe locsl raprosentative of ‘the Unitod States Publle
Hualth Sorvicn and shaldl have sdminletrative eupor-
vision over medical care, but shall bo diroetly
rosponsible to the camp manager for woeckly sanitary
inspections of the pmni. es, making appropiate
racommendations to the manager in writdng for the
sorrection of wneanitary conditions found Lo exiet,

A eepy of cach voport shall be forwerded bto the
Director, District #5, United Svates Publie Hoalth
Sovvieo, Room #1127, Federal Office Puilding, San
Francisco, Celifornia, The Cournty Hoalth Officer

A8 authorizod to wtildzo Wiz professions) staff in
aesisting the phyeielan in charge in the ergandastion

of oldnde serviecs and in the condvetion of perdodie




sanitation inapc:aqtimm.' The c::‘czzrvi‘ccm of the County i

Hoalth Qfficor ahall bo availéblé to the Conter
manaper at sny time for uaaiat‘-a.nm dn dhe selutdon
of sanitary or modicel problems ardsing in ‘the
Agoembly Centon,

The State Depairtment of Public Health phall conbhie
bute to the Assembly Centor sueh services as it

maintaine on a ptato-wide basie.

Aegenbly Centor Inflrmary or Hospital

“

ot

Goneendt a. Thy infiemery shall be organimed to
provide bed care for minor medical, surgleal, uncome
plicated obstotirieal and contapious dlsease cascs .
The distributlion of murses asgigned to the Lnfirmary
should be such that one registerod nuree, or a dOc:'f;cnzﬁ,
is on duty at all times. Undor these conditions,
undergraduate murses dnd nursing adde may be ubiliscd
for nuraing services, The nezeseary cleridcal snd
maintenance staff ehall be assigned to the infirmery
by the Assembly Centor manager.,
be Complioated opbestetrical and major surpical ond
meddeal cusos dnll be relferred to n local hopplibel
for treatment, The Center manapor will be pespone
giblo for pecuring the nccespary pormite and
providing tranepoctotion to and from the losak
hospitial,

o, In the Centors at Santa Anibe, FPomons and Manzunar,




‘éla.‘}'.iﬂ.t“mmﬁ.u, a;dek;ugk‘bo hospitals have beok Béft; 'tip

i . : il ‘
to care for a1l hut the mout sordows surg.esd

oonditions, Ordinary medinal, surglesi and
chototrical cason will be ewrod for in thm‘w‘
hospitals,

2, Ww: 6. A hospdtal reocrd shall
be kept for cach patdent admitted to the im‘iﬁm-y |
on forms furnished for that purposc, EBach pationt
admittod to the infirmary shall be seen by o physiclan
on adnission, at which time u tenbative diagnosis
shall e recorded and appropriato treabment instituted,
b, The physdedan in charge shall subnlt to the

Asgonbly Contor manasgor o daily roport on dllnoss
in the infirmery, in the guartors, and in outplde
hospitals, and a wookly hospital consus roport on
a form to bo provided, a copy of which will be
forwarded to the United Stetos Publie Health
Soxvice .,

3. Narcoties: The physician in chavge shall bo rasponginlo
for meintaining appropriate rocords voworing tho dise
penging of narcotic drugs, For ecach doso of &
narcotic drig miministered, sn entry shall be made
on the Anddvidusl ouse record and algo in the narcotie
rocord book shewing the date, amount, and namo of
patient roceiving the drug. A daily cheek of nareotilos

on hapd, and dlespensed, shall be mode. A weokly report

uﬁéw




wido by the phyeiedan in charge shall he submitted

to tho loenl roprwmmxﬂim of the E.’ubli‘c, Hoal th
Borvico showing the ordgdnal auppiy with my aad it long
thoroto, the amount u#ed and the belaneo on hlmnd,.
Propor instruction of wmdurgreduatc nursos and muwedng
adds dn the use and cave of nareobtic driage 1s Doporse
tivcl. M.i narcotic drugs shall bo kopt lookod ‘wit;h
koys avallsble only to the physicidn in charpe and
nnarsd  on duty,

4o Verd Boundg: A physician shall soe sach infdrmary
pationt o mindmam of twice dallys once ab morning
rounds amd spatin ot evening bod choels,

D, Buipaticont Servicco

Ly Mgdical: An outpatient climie sorvice shall be avallable
at stated hours for the care of ambulant pationte with
minor complainte, Rosidente of the Assanhbly Contor
should be redquegted to obecrve the elinie hours and
avold ealling a doctor to their gquarters unnccosearily,
Physieians oseignod to the Assombly Center shonld
arvange thelr schodule so that one momber of tho staff
is on eall cuch night,

Ry Bpoeials Specisl clinie sertvices shall b provided by
the medical etaff as oftcn ag nepdod.  Tho County
Hoadth Officor and his staff will aspist in the organ-
Jzutdon and oporation of 31;'1"(,7'.“.!111 clinio seeaiony,

Jo Dontals Hmorgoncy déntal troatment to lnelude extractions

-




#illinge, and osthor procsdure of nonwckong Lie nutuxrp“

shall bo srovided through the oporstion of o dontal
olintc, A ehdef of the dontal scotion shall he
solestod by the United States Public Hoalth Service,
or 1te local represontative, after consultation with
the phyeician in charge,
sandtation ‘
While ‘the County Health Officer or s sanitery jnspector
on hig gtaft shall make a woekly inspection of tho Contér
premisos, the physician in charge shall, with tho apeinw
tance of the County Health Officer, organise a sanitiory
soquad from Japanese residente, whese duty 1t will be to
moke dodly inepoctions of toilote, bathe, lauwndrios,
kitehens, dining room, and grounds. The membors of the
sanitary squad shall bo splogted Cyom pergons who havo
had some technicald training, such as undorgraduste maddoak
students , laboratory technicians, and undergraduate QR A
coring students, The County Health Offlcor and bip
sanitary inepectors should train the sanitavy squad by
loctures and domonstrations, ‘'The sanitary sqoad, andor
the direction of the physiclan in charge, should havo
gsupervieion over the labor squads sgsigned to the maine
tonnnes of toilete, bathe, laundey, and gonoral premisos,
The physician in charge may neke such additdonal rudes

and ropulations o5 are nocespary for vhe oporation of

! B3 .




modical servicos, provided those additional rules are not
in eonflict with those set Corth herein by the U, 8,
Public Health Sorvice and those placed in effect by the
Assenbly Oenter manager, and provided, further, that tho
additional rules are roviewed and approved by the local
reprosentative of tho U, 8, Public Hoolth Service

the Asgembly Center managoer
Bespongibllity for Buuipmont and Supplicg

1. The physicianeinwcharge, or hospital manager, shall

bo respongible to the Assembly Contor manmagor foar

thoge itows of oquipment assigned to the modical
sorvice and shall maiutain an inwentory of all sueh
oquipment initially installed or lator ase fgned,
Appropriate cheelk shall be maintained on all expendable
items of supplics to insure a proper usage of sueh
supplics and to deturmine the neccesity for roplonishe

ing eupplics sufficiently in advance 80 that orders

may be placed and deliverice made prior to depletion,

In discharging this responsibility, the phye fodane
inwcharge may cmploy the wverviees of & Japancso
residont to be desipnated hospitol ad minkstrative
apeistant,
He Procurement of Bauipmont and Supplice

1, Tho initial ftoms of all typee of mod icol, surgical,
and dontel supplics for Assembly Conters werco procuaad
through Army courees, Requests for replaccment of

guch iteme of supplics, execept narcotic drugs, sl

"B




b preparcd on WPA Form 358 (Roqueet for Sexwicos)
and signed by tho phyaleiunsine-gberge, or hospital
managoer, ag roquisitioning officer and shell be

initinled by the loonl reproscntative of the U, &,

Pubdie Health Service before being signed by the

Assombly Conter manager, ap approving officer, Supplics
shall be divided into noneoxpendablo property, GXperne
dable property, and narcotice. Bazh of theso tlhwee
classos shall be listed on soparate Forms #3583, whiek
he Conter menager will route for procurcment to thio
droa Supply O0ffice in wvepordance wit: Supply Frocodure
o o 0 K0

Roqueste for narcotice she b made on WPA Ferm
showing the physician-inecharpe ase roquisitioning
officc, Alter bedng approvod by thn Centor menagor
and the local U.B8., Publle Honlth Sorvice reprosentas
tive, the request shrll be dirceted by the Centor
mapager to the Distriet Director, U,5, Publiec Hos
Service District #5, 112 Federal 0ffice Building,

San Franciseo, Californic, Upon recc ipt of n

(WPA Form 358), the modical officer of tho U,B

Public Health Soxvice suthorized to procurs

shall then offeet procurdment for delivory

requesting Conter and route ono copy of ¥orm #2352

B.R,Gallaghor, Asstt Director of Supply

(o
e MG

Stroet, Ban Francieseo, California, Narcotic dru

5
by, W
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will Be shipped and invoiced to the Adssembly Contor

managey, who ghall turn the druge ovor to thoe physiciane

inwcharge of the Assenbly Coenter infirmary, wha will

bo responsible for the propor handling in agcordance
with the proccdure given in Scction D, Bupploment
No. 1, Assembly Centor Medical Serviecs, Manual of
Oporation and Regulations, ALl vendors involeos
shell clear through tho Office of the U, 8. Publie
Health Sorviee Dietrict No, 5, bo cortifdicd to and
approved by the District Diroctor and  Eorwarded to
Mo, Gullagher for confirming procurcment action,

1. Acgeptence of ¥eos firon Japanose Bvacuces for Medical,
Buprpical, or Dontal Bervices Proliibited

1. PFoes shall neithor be charged now noceptod from
Japenoge evacucos by Japancso or other physicians for
medical, surglical or dontal treatment , ox for matorial
omployed in sueh treotment accorded Japuneee eyacuccs,
The cost of medical, surgical or dental sorvieces and
noeossary appliances or supplics and the cost of the
hospitalizgation will bo borne by federal funds allotied
for that purpost.

Nocesgary prescriptions ord rod by the physilclaneine
charge which cannot be compourided in the Assembly
Contor infirmary vill be apiaroved by the Assembly
Conter manager as a local purchase in acecordanca with
Supply Procodurc No, 1,

Where it beeomesn nocessary to hospitalize a pationt
in other than the Assembly Centor inlfrmary, or

w O] -




whon spocinl consultation is noeassary, appropricto
arrangomonts will be mede by the U, 8, Public Hoalth
Sorvico and will be paid for from fedoral fuds.
Japanoso ovacuges needing hospltalization out:.«y.i.tic'
the Asgembly Contor will be ecoared for oxelusively by
the connty hospital syevom where bode sufficlont in
twmbor to moet the demands sve availawple in the
county hespdtal ov affiliatod eontract inetitutions,
Potionte will only bo ploced in private howpdtals
whore eounty oporated facllitice are dnpufficiont
or absont,
Japanges ovacuces who, ab the Bimo of evasuation,
prw in peivate hospitals at thody om exponse, and
thoge who, folloving cvacuation, arc in
hogpitals at fodeoral govornmont cxpensd,
tronsforrod to the county hospitul as carly as thodp
econdition will permit moving without hovntful effeet
the paticont, provided that county hogpital fucilm
itdoe aro available,
J. Regula t;org.; goverinry Roecipt, Storaec, Disponsing, Didetn
bution, and meintonance of records welative to Administrn

o Narcotics,

j .
R
L L

LCULY

s

1., The phyvesicisn-in-chorze shall be rospongible for moqaie
sitioning, roeecipt and ddsburscment of narcotic or
habitelorming dmige and shall bo accountoble €. tho

U5, Public Hoalth Sorvice through the Assombly Contaor

mensger for thope matorials,
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Nereotdes and habiteforming druge, undonaburod aleohol

and aleohelic bovoragss shall be stored in a locking
sompartment in tho plharmacy. The pharmecist shall
he responeiblo to tho physis funein=charge for tho
shtorage, dispensing and rocords in conncetion with
guch transactions, Rocords in conncetion thorowrith
hall be submitted to the physicioneinscharge aoiek
wook showing an accurato balanno.
The forogoing matoriale may be procured for ward uso
only on the wrdtton order of the ward physiciin and
miot be delivercd to the head nurse in porson )
the phoarmacist in thoe drug room, In cmorgoeney, the
druge or matoriale may bo obtuingd on vorbal order
by tho head nurge, but the we wd physician mnt vieit
pharmacy laber and vorify the order with 4
yritten onrdor,

Narcotic and hablteforming druge, and matorials cone
aining undenatared aleohol, shall bo kept on the
wards in a locking compartment, the key Tor which
g8hall be kopt dn the posscssion of the hoed nupse on

duty, The heoad nursc of gach ward shall Xoop an
aecowrate rocord of all reccipte and < xpenditurcs of
habiteforming drugs, undenaturcd al cohol and aleow
olic beverasee., The account el bo balanced wockdy
showing the amounts on hand, This account slnll

be sountorsigned by the ward physician, who shnll




roport any diseropaneica to the physiciasnsinechareo,

Those matordals shall be disponsed on cack ward
only on a signod ordor from the ward physician,
ontored on the elinieal report of the pationt,  Suech
admindstratdion shall be recorded ascuratals in the
elinieal racord by the ward nursc by whom it woe

adminleterod.,




Instruotions contedned horedn will be ploced in offcet domods
intoly upon roccipt. No othor forms for pasges or rogletors
will bo suthorized, howover Corter Manmgers may odd addie
tional Aotodl which i mocossory dn order to meot the eond e
tions of thoir porticular econter, provided such claborations
will not eonflict in any way with inetructions proscrdbecd
bolovi

PURPOSE . The followring instructions orve publishod for -

1, The dnfornmation and guldance of Wartire Civil Control
Administration lgsonbly Conter Mencgere dn detormining
individuals to be cdnittod to the interdor of Asesonbly
Contor, axd
The purpesc of Indtinting tho reoquircnont of registration
for o1l visitorss both those ndnitted to the Interior
of heserbly Conters and those wisiting owvaecucos in
preseribod vieitor arcas op outhorized idan Poragroph XXVII,

DURG .  Instructions econtodnod dn the Scetlong

folloving arc based on the follouwlng goneral provisionss

1, Thot only thosc individucls, who, in the opinion of
this office howe offilcicl Lusdncee in comncetion with
Asgorbly Conters are to be aduitted to the Interior of
Aogoibly Conteors, The deterndmation of who de to be
alloved sdrdttenee to the lssonbly Contors ie roporvad
to this office wul ony aucstdcns in econnootion thoeros

with whieh are not speceifically coverod bolow will The

n(-)i-’,-




reforrod to thie office for docision,

That the npplicv.tion of thoso inatruetions I8 to o

gonerally as followss

(o) Cortain authorizcd docunonts nre to porve as o
peans of fdeutification by which the Centor Managors
may detornine these individucles to be desuad o
pase granting adnittanco to tho Intordor of tho
Assonbly Contere, (8ce Scetdon ITI bolow).
Thot a detailed rocord of all lndividunle, othor
thon those Wartime Qivil Control adrimnistration
onployece epocifically cuployed at the Contor, e
to bo kopt ino rogistor modntained for that
purposc, (Soe Scotion IV below),
That thoso instructdons are to cpply fo all
frdividuale roquosting alnittance with tho sole
oxecption of tho Commonding Genernl, Westorn
Dofonsc Cortnend und Fourth srmy (Lt. Gonoral
J. L, Doliite), and wny norbores of o perty neconpayw
ing the Cormanding General, who will be adndittod
to any Aesonbly Contor ot any tine without spcelfie

Identification or pase,

1Y 0P, LDUTSSTON T0
LUTLRS

A, Individusle folling within the elnceifications listocd below
nre authordzed to appdy Cor adadseics to the intordor of

lesorbly Contore ond will, providiag thoy poesowss tho




dontdfication Indicated bolow or ap doeeribod in Scotion

11X, be granued o pose cubhorisging such odndttonec.

1, Miditary porsonncl posecandng awbhentdeotod orders epocie
flooldy roquiring tholr prosence dn V.G .Cuh. Lsronbly
fontore; pursuant o aumborod spocial cedors of oy
nilitary hoeadquartors which ave signed by an officor of
the ddjutont Goncrol's Deopertmont and which contoln in
the left-hand lower cornor en offlcial stonp of the
iseudny hoodquorteres and & signature of on of ficor of
the Jdjutant Gonoral's Depextient, Both the elpnoature
end the officicl etormp ooy be by feepindlo ond the ordors
oo not In all instoncoe oetuclly cigued by the Individunls
whono nomos appodr thoreoii,

o onforconent offiednle of City,
Stote, County ond Pederal governnent whon in tho porfors
maneo of officinl dutdos,
Proporly identifdod individucle in tho enploy of T, W,
Broun & Corspony .,

Proporly idoutifdic? tradesnon only to the oxtont ncoorscry

in eomfunetion with Centeor oporatione .

Proporly dcontificd officlele and coployocs of Wertine
Civil Control Jinindstrabicn.

Indivddunle hoving 4in tholr posocecion speellic nuthord
sotion fron thoe Civil Jffcive Divicion, Houdquortors

o

Tiostorn Dofonee Conmend and Fourth Army, dn the form of

g paps. ( Soo Soetions IIL and VI be Tas),




Te Should the fdentification prosonted by any individual
not prove sufficiont in the opinlon of the Contor
Monngor to allow of adnittanes, the matter will bo
roforred to this Hoadquarters by the noest oxpoditious

de Othor than ne indicoted in Beection IX abowve, poragrophs
A=l, 2 and 4, the following will constitute the specific
idontifications on which Contor Monagere are authorimod
to issuc passce permitting admittonce to the intordor of
Asgombly Contors.,
J. 4 nunbored pormoncnt pose, (Foesindle of which appears

in Scetion VI),

An Andividucl pase, lesucd for only one visit or for

o short poriod, (Paceinmilc of which appoars in Section

V1),

A press poass, Isgued by the T, W, Braun & Company,

(Faceinile of which appeare in Secction VI,

An individual pass iesucd by the Center Managor to

contract wvendors represontatives, (Facsimile of vhich

apponrs in Scetion VI),

hn offieial button (approximately % in diancter)

inseribed in black letters on o white backiround,

(Foecsinile of which appenrs in Section VI),

(a) Contor Monsgers will iseue thosc buttons to all
Covensinan porsonnel, including Coucasion Post
Office cuployocs, specifically omployed at W,C.Cuk,

G e




logeubly Conters. Upon goperation of anpr onployed,
ineluding Couecsdon Post Office cmployocs, from
ary Oentor, the bubbons ifseucd will be phakod up

by the Conter Monagor, A rocord will be e dnctey il
by the Combtor Manager of buttons issuod, shoving
tho nume of the porsocn wal the number of thoe utton
and o copy thorcof Purnished to the Toeol militavy
police commnnder, Should any of thoso butbons
bapona lost, Centor Memagors will provide the i -
tary police comtincder with o 1ldst by nunber of the
huttons lost, Thoreafter oneo o bubtbon hag beon
lost and 18 presanied o o neans of Llentlfileation
for adnittance into the Assenbly Contor, adnittonce
vill not be granted the wenrer execpl on personal
approvee]l of the Conter lonager,

Proporly identified membors of the U, B, Ariy
Engincers engaged in construction or nnintenancao
oetivitics at the particular Centor,

Proporly ldentified individunle normnlly eoncerned

with aetivities which require thedr aduipeion to

the Center, such as tolegraph messenjors, enployeos

of wonpanics furnishing utilitice servicos, ote,
Tndividuale covered under 6 and 7 nbove will be
ndnitted only to those pleces within the Center
o apre dircetly econcorned with the aetivities

which they ropresent.,
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GISTIR AND ISSUANCE, OF

&, Visitors' Register,
1s A porsons requesting and obtaining cdmittance to
Asecmbly Centers with the exceptions indicated dn (a),
(b) and (e) below will be required to have racorded
ot the regletration station thedr name, address, buse-
Iness or profession, ond purpose of visit, When this

hag been eccomplished a Onucesion member of the

eivilian staff will provide such individuals with o '

written pass (a facsindile of which appeurs in Scetion
VI,) Bee Sectlion V below,
(n) The Commanding Genexal, Westorn Defense Command
and Fourth Army, Lt, General J, L, DeWitt, and
any monbers of o perty accompenying the Commanding
(reneral.,
Coveasione specifically employod at the partioular
Center,
Repreosentatives of contract voudors, Reprepentae-
tives of esntroet vendors will be adwitted into
tha interior of Asgenbly Centers on a puss, (A
faesinmdle of which nppeare in Scction VI), This
pase will entitle the bearer to enter the particilar
Center without reperting to the repistration station
of the Center, however Contor Mansgers will require
that all pueh representatives are registorcd by

the division or branch of the Centicr to vhich they

e




deliver merehundiso or with whdel thay transact
businees, This registration will ke on the same
form as shown in Soction VI and will boe nade daily
in duplicate. At the close of each day, the
ordyingl will be sont to the rogistration station
and will be included with tho ord isel of other
visitors rogistors for disposition ag indicated

in 2. below,

A vieitors register (o facsimdle of which appears
in Bection VI) will be propared and cloged as of

the end of cach doy, The name, addrese, businces

or profeseion and purpose of viedit of all porsons

roquesting and obtaining admittence to the Conter,
with the exceptions indleated in (a), (b) and (e)
ehove will be recorded on the wisitors rogister,
(o) This register will be prepared in duplicote
and distributed deily ag followsg:
(1) Ovdginal to Chief, Oporations Diviedion,
Wartine Civil Control Administration, 1231
Market Street, San Prancisco, OCalifornin,
Duplicate to be rotained by the Contor

Manaor.

Repdatrotion Station, IDach Center Monager will
provide sufficiont Coveaplan porsomncl to muintadn
o rogistration station at the entrance gate

Center.,




Thig station will be operated if necessary on o
tonty=four hour basis, deponding on sonditions
existing at the particular Center.

Suitable facilitics to shelter the Individuals
encaged in this watter will be provided by the
Ganter Movagoy .

A1 facdlitios for resistration will be loeated o
or immediatoly adjacent to military polleo fane
on duby at the entrance gote,

Postos and regieters will be legiuly prepurcd on
forms to be supplicd by the Operaticne Soetion,
T80 Breneh, Oporations Divielon, Vartiuo Cdvil
Gontrol Administration,

SECTION ¥ ~ AUTHORTZED FASSLS .

A, JMthorized posses will consist of two types, cach of A

different color, namely, & visitors poss and an admnindstra-

tive pass, as indicated in (1) and (2) belows

1, Vieitors Pags, For those wisitors suthorized to visit
svacuces in progeribed arcas or bulldinge spec LEdeally
get apide for such purpopes (8 faesinile of which
appears in Soction VI),.
Administravive Prgs., For those indiyiduale aunthorized
admittance to the intorior of Assembly Centers for
adninistrative reasons, which mey include vis iting or
interwiewing evacuces for offieciel purposes (a facsinile

of which appears in Section VI,
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The passee mithorized in A, abewve will be propared in

duplicate and both eopies will be turncd over to the

nddvidual pormitting ndmittonce te the Center, Tho
dupliente will be pleked up by the nilitery police guerd
on duty at the tdme the individunl entors the Center,

The visitor will be required to retain the original

while in the Centor and on his departure from the Centor

will surrender the pass to the military police guard on
duty, who will record on the pass tho time of departurc
and who, at a time to bo mutuslly agroed upen, will turn
the original over to the elerk at the registration
etation,

1, TUpon receipt of the originul pess from the military
police guard on duty, the elork at the regletration
ptation will reoord on the visitors regieter tho time
of doparture, whether or not poarcels, if any, Were
inspectod, and whether or not contyaband was found,
Information pertoining to percels and contrabnnd

will be recorded on the paes by the iaterior policc,

SECTION VI - FACSIMITIES OF AUTHORIZED IDENTIFICATIONS

Ha

Be

Pormanent Pasg W.C.0.h,

Individual pass issued by Headquarters, 1.C,C.4,
Vigdtors pass

Administrative poss

T, Wo Braun & Company poss

W,C.0he Officinl Button

Sugposted form for Vemdors Foss

SEQTION VI - BOIM FOR VISITORS IEGISTER
L1 - 73 -




he FERMANENT PASS MARIDML CIVIL CONTROL ADMINISIRATION

bl(—:}' 19'5’..’__‘.
Wostorn Pefense Command and Fourth femy
Wortine Civil Control Adminiletration

oy
25
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Tho Bearor
dmployed ag
At
is authordized to enteor oll dssembly Contors
in the performance of official dutdoe.
Officinl:

countersien
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valid i
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B « Individusl Pass issued by Headguartere, W,0.C.4,

1, Original to individual or head of growp.
PROPABE 1y TRIPLICATE: 2, Copy te Mr. Sandquist,
3« Copy to Executive Officer.

VESTERY DEFENSL COMMAND AND IPOURTH ARML
Office of Assistant Chief of Staff, Civil Affadrs Division

B e e D e e e e A

WARTIVE CIVIL CONTROL ADMINISTRLTION
12321 Morket Stroot
San Francisco, Onlifornia
Telephone Klondike 2-2611

Date

The individunl(e) named below are authorigzed to visit

Center, on or nbout s for the purpopc of

Aroas to be visited in the ecentor will be limited to those designatod
by the Centor Manoger. It is understood that the routine sdministration
of the Center will not be disturbed by this wieit,

REMARKS ¢

COUNTERSIGNED BY CONTER MNACIR LXRCUTIVE OFFICER

JE R R

it 4 a0y E.S.

NOMZs Not velid until coumtersipned by Centor Mansgor or authordzed
representative,

ok |




¢ - VISITONS PASS
Simo 6™ x M
No, o VISTIORS PAGS

Adsdt

To Viedt

At (Tine - Ploca)

Purpose of Visit

Contraband, Yoo i o) Inspeeted By,
Tine AMdmitted Wain Gate Time Adndtted Visitors Howso

e o W1

Tine Out Main Gabe Time Deported Viedtors Houso i

-

GOCD. ONLY ON DAY OF ISSUE
Sdgnod

Fop

Conter Manager

To be nade out in duplicate, Owiginal to be retained by visitor nuntil
departure from Oenter, duplicate to bo surrendercd to Military FPolice
Gunrd at entrance bo Center,

L O e

D - ADMINISTRATIVE PASS
ADUTNISTRATIVE PASS 1942

b - -

Noa i
Admit

To Vieit

Purpose of Viedt ol
Time ddmitted Entrance Gate Time Out Exit Gate

GOOD QNLY Ol DAY OF TSSUR

- . 4 AN i i ———— D 010

- SV PYb5 4 4 T M S A SRSl B W B AT e A O BN Sy A g A A s

s

Signed

For,

Centor Manegor
To bo made oubt in duplicete, Originel to be reotained by vieiltor while
in Coenter, surrendored at exilt gate upon departure; duplicato to be
surrendered to Military Polled ot time of entrance,

B e R R T R T A T R
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WAHI‘ ME CIVIL GONTKOL ADMINIS'H ATION

PRI ®8 This pagse, when signed by the person to whom it
is ispued and countersigned by the authorized

PLSHLB prese relotions representative in this jurdsdice
tdon, will entitle the holder, when accompeniod
by the pross relations representative, to entor

tha Assenbly Centor
Vigitor 's Sipnature Paper or Organization Ropresented
Good This Date Only i Prepe lelations Representative

(This pass to be mede out in duplicate, the original to be presens
ted to Militery Guard at pgete, and carbon copy to be retained by
Fross Relationg Representative,

LWITE )

WOSTERN DEFENSE COMMAND AND FOQURTH ARMY
WARTIME CIVIL CONTROL ADMINISTRATION

PREG S This pass, whon signed by the person to whom it
iz issued and countorsigned by the authorized

PABSBES progs relations representative in this jurisdics
tion, will entitle the holder, when accompanied
by the progs relations representative, to enter

the Asgembly Centbter
Visitor's Signature Poper or Organization Ropresented
Good This Date Only Pross Relations Representotive

(This pass to be made out in duplicate, the original to bo prosens
ted to Military Cuard at gate, and cerbon copy to be retained by
Prees Relations Beprepentative ,

(YELLOW)
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G w SUGGHSIED FORE FOR VENDORD PASS

No, VENDORS

et

This pass entitles

ropragenting

St 0 AT b R SR A i B

te enter the interior of Conter

P 4000 e e

for the purpose of transacting business between the houre

of and

This pass is pood for Ldaye and must be venewed ot

- 0 b

expiration date if admittence is desived,

Center Manapger

Contract Vendor w({i: off i)

Bignoture of Representative

By

P T e 1o o s, B I A A0 1 WA
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WXXIV, BURIAL PROCEDULE. (Sve Peragraph VII-B)
A, Preparation and Disposition of Romelng.

1, When an evasuee of any Assembly Center dies, certain
duties devolie upon the wvarious persons officlally con-
cernad thot reguire immediate action, The persons
of Picially conccrned syet The Contor Monager, the Center
Surgeon, and the Center Undertaker (Contractor) .
Inmediately upon the death of an evacuee, the attonding

Burgeon will notify the Center Manager, informing hin as

to the eause of the death, The Center Monager will immods

jately foxward this information to the repres antative of
the United States Public Health Service, MAlso upon the
death of any person within the United States, the Burpeon
18 required to render a report to the United States Bureau
of the Ceneus on forme provided by that buresu, In miny
gtates reporte must also be rendered to the loeal health
swbhoritics,

B, Call on Contractor.

1. Whenever the services of an underbaker are nocossary, Lo
Center Manager will promptly notify the undertakor under
Government contraect and will moake an immediote report to
the Chief, Operations Section, T.8.0. Division, thig honde
quarters, (he United States Fublic Health Service is
responsible that the remaine are properly prepared by the
undertakor in conformation with the provisions eontainad

4n the Govermment contrpet, The United States Public

w 81 -




Hoalth Service or their representative will act as an

laspector for the Government, and no payments may be

made on bLills for wadertakers! servicos until o voprosdns
tetive of the United States Public Health Scrvice cortifies
that he has inspected the remiping alfter preparation for bure
181, and that the provisions of the contract have boen
complied with,
Qentor Manpgers will ascortain from the undertaker whom
the romains of the deceased will be ready for inspection,
This information will then be fmmedintely transmitted by
tolegram to Dr, W, T, Harrison, Sonior OSurgeon, United
States Public Health Service, Federal Office Building,
S8an Francisco, Californin, [iving the followding informae
tions
(a) HName and location of the undertokin; establiphment

in charpe of the remains
(b) Time and date thet remaing will oe prepared and

ready for medical Inspection

0, Isgue of Clothing for Burial,

1, The olothing of deceased will be umed to clothe tho
romaing, if available in clean and pood eondition,  Whon
sueh elothing is not aveilable, the Center Menapgor is
euthorized to purchase, repgardlees of vhether or not tho
clothing allowance of the deceased evacuce 18 excocdod,
Clothing purchaged for burisl purposes will be accountod

for on & prepared shipping tiecket, listing thercon all

-




iteme issucd, The order of the Contoer Managez directing
the iseue and rociting the reasons therefor ig to bo et
tachod to the shipping ticket, The wndertaker in charge
of the burisl arrangementé will certify on the shipodng
tickot that the clothing iseued was recelved and uped in
the preparation of the body fox burdal, The shipping
tdicket thue comploted is a valid woucher to the stook
vecord account of the issuing Center Managor

Clothing purchased or issuwed fox burinl puarposece will be
in accordanco with the desires of tho fanily of the
doccased, but in no dnstance will exeecd the value of
18,00 for adulis, an 110,00 for echilldren,

D, Bxpensce Lor Intcrment. Dofined.

1. Burial expenses propor will bz roste leted tol
(n)  Undertokoer servicese
(b) Cost of capket

(e¢) Hire of hearse

In addition to burial expensos proper, fox which Timite

of cost are preseribed in paragraph B, the follewing mly
bo Purnishod when required (authority to be obhbained
from Wartine Oivil Control Administratdion Hoadgquartore) s
(a) Clothing vhen nceosgary

(b) Necesgary cxpense incident to rocovery of bodiop
(¢) MNeeossary oxpenscs, not o excood §950.00, ine

to interment, such exponses O inelude the followings

(1) Hearse hire for remaing and trans portation
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for immediste rolatives to cemetory.
Services of a minister

Gopt of grave site in private cometery (Seo
Parapraph VEI-H)

(4) Opening and closing of grave

{(d) Orvemation, only upon request of next of kin, ineluwiing

sutable urn for ashos, (Sec Paragraph VII-B)
1., Genersl,

{a) BExcopt as othomilse hore inafter spocifically euthorized,
burdnl expenses proper will ba Timited to 65,00,

(b) The Limit of $85,00 will mot be oxceeded without
authordty of the Quarteraester General.

2, BEwecoptional Oilreumstanoos .

(a) In case of death under the following oxcoptlon cire
cumptancos, burial expensce propor will not ordinarily
oxeeed $100,00:

(1) By dengerous commnicable dipense,

(2) By drovmings vhen the renaing arc not, recovered
Immediataly .

(3) When traveling on a train,

The 1dmit of $100,00 preseribed in (a) above will

not bo exccoded without authority of the Quartcrmaster

Genoral, application for which will be made thru the

Amy Aconey execubing the urial eontract in efleck

for the Sontor,

B .
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1. Burisl plots when roquired will be secured throush the
Purchusing and Contracting Officor who entered into B dal

contyncte for bthe various Assembly Conters. (8eo Paragraph

VITeH)
Becord of Burdals.
1. & record of buriale will be kept by the Center Manopor

which will be twrned ovor by him, when relicwod, to his

guceesgor, or transnittod to the War Relocation Authority

through Wartime Clvil Control Administration Hoadguarters,

i the Contor be digecontimaed, Thir rocord will show the

followings

(n) Nome of deceased

(b) Box of deccased

(e) Caupe of doath

(1) Dute of deuth

(¢) Dato of burial

()  Age at tine of death

(g) Plaoe of birth

(h) Ploce of residence prior to boing interned

(1) Heme of immodiste family or next of kin

( j) Name and address of attending physiecier at time of
death.,

(%) Manbor and losatdon of prave

(1) Name and loeotiom of ecometery

H. Beport of Burials.




KXXV,

Wiy e Centar enarer wiil]

forwerd o report in triplicate to the Chiwf, Qperations
Brawch, this hesdauarters, stating in
information outlined i Paragraph G abovre,

B e et By

MITURION SBOURITY REGULATLONG

Ao ALY eriminal and civil lews, loesl, state and federnl, are in

force and effect in all assembly cenmters. All of these

the foll v Ansembly Center Repulkations will he
. 4

Interior Police, ALY vield

Regulations are heo ne pror

Inteedor Folice St

all members o 3 e wund’f . o GRITT AP TLICH:
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ke,

Loitering in ar sreund the bulldiags ar areas in whioh any of

the buginess »f the Center is carried en is prahibited, but

this shall rst be omnstrued te interfere with any legltimate

baginess an evacues wants te sondust with the steff of

the Center Management s tlwe [aterisr Police,

Alsoholis beverapes, sxoepting sawersnental wines in the
possepsion of persons autnorized, will be confisented withoub
sompensabticn and turned swer ts the physicisnein~charge of tie
Qenter hospital wheo will deatrsy all aleoholloe beverages nat
sultable for medicinal purpeses, retaining that which 48 suit-
able, ALl sueh proceedings will be nade a matter af record in
writing, ineluding the names »f those persous iunvnlved, further
the physioien in eharge at the Center will sosount £ar such
retnined canfiscated liquer en his stosk record aceount, The
degtrustinn of aloohaliec beverapes not sulteble for medieinml
purpeasas will be witnessed by a Cauossian mnember of Center
stalf and will be supervised by the Intericr Seeurity Police
and & sertifisate Yo this effect completed, This sertificate

will shew what was destroyed, listing quentibty sanmd bre
s 4

(Reseinded)

The use of bieyeles by evesuess in fenter will be lihited to
the resgtiletions impesed by the Center lenager. Such ress
trietions shall be published and posted on all bulletin boards
in the Centor.

Teaffio repgulations far sach Center will be published by the

i
yt

Center Menarer, Byaouses will obey a gualh repulations saud
Center Menng ¥ L] ¥ akl rulat aafl

Paragraph w BB W Rev, Avpaat 24, 3042
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day or #nipht when cousldered necessary in the performanse of

vinkstors o these rules will be subjeut Lty resvrietive measures,

Evaoues trusk drivers shall neb be permitted te drive subside

the Oelter except by wribter permisslion af’ the Center Munager,

When an Interior Policeman, in perfarmamee off his duly, requests

Information about an insident or a person frea svacuess,  tley
shall pive all such dnformabien in their possession withowl
Tasaltve

The InCerior Peolice nlffloers are autlinrizod, wiiloub warrant,

oo enter all bulldings wid evacues quirteors ab any

of

Cdme. ol ]

their duties,

=
A
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*
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Praternlization between eviouees md Twbterior Polige

N ‘evasuee  shall enter any roam,  apacrbinent, barrachks op sthep

w B39 w Bew, hairust 24, 1944




building, or part therecf which is vacant, without express
permission from the Center Mamager., When encloasures of these
kinds are norsally cecupled only 4 part of the time, this mle
shall apply during the uncocupied time.

drecept for mail order purchases, purchase of any articled by
evacuges from any source outside the Assembly Center will be
made through the Center Gtove. Such articles will be subject
to inspection by the Interior Police before delivery to the
evacuee, Parcel Post packages addressed to evacuees will be
opened at the Pogt Office for inspection by the evaoues in the
presence of o member of the Interior Police. Packages shipped
by express or freipght conslgned to evacueecs will be similarly
inspected at a place desipgnated by the Center kandger, ALl
articles of a contraband wature will he confiscated, as will
all articlaes not olearly marked with the name and address of
the sender and the name of thHe evacuse.

Property, articles or equipment belonging to, or in oustody of
the United States Government, or any of its agencics, shall
not be moved by evacuees from one building or loeation to
another building or locaticon unless by aunthority of 1he Center
Manager ..

Lvacuees are prohibited from organizing, participating Lok o
being members of any secret club, organization (-‘-.:,tru:.,f,'_.t.i.;z;z Boy
Seout activities), assceiation or combination of more than one

individual, With the weitten permicsion of the Center biantger

gvacuees may orpanize athletic and religious clubs, provided

*Hevised Paragraph i Fley deptember 3, 1942




that all constitubions, by-laws and governing regulstions of
gueh organizatlions shall be bubmitted in writinmg to the Center
Banager for approval before adoptl.n thereof, When deslred

by Center hanagers applieation m~g be mude to tliis office for
permissaion to organize clubs or activities not suthorized above,
Applications will include full details as to the type of orgsn~

ization and desirability for organization therecf,

(a) ALl meetings (does not inelude orpanized and suthorized

Uenter racreational activities) within the Center shall
be conducted im the Bneglish lanpuage except as provided
in Paragraph XD5(e)(é) and adult elasses in Anglish and
Civies, and in other cases where it is absclutely necess
sary for the proper administration and opéeration of the
Center.  En the latbter case: a transeript of the proe
ceadings will be prepared, translated and filed in the
office of the Center anapger, o copy being furnished o
the Interior 3ucurity Police, The use of a spoken
Japanese langiage will be held to an absolute minimag con=
sigtent with administrative necessity.

Except as noted in Paragraph XAVIIL, a member of the
Center Administrative Staff will physically supervise
any and all gatherings (mestings) held for any purpoe..
This dees not mean that a membeér of the Center Adminise

trative Staff mast be present at all tinmes, but it

~J0h= Ruv, septoember 3, 1902




does mean bhist he will ssntrel end suporvise such

meetings by his physieai presgence to the extent thob
it is deemed nebossary by the Qenmter Manuager.

The Imberior Security Polioe, in additien te boiwsg
redqulred to abtbend all weetings econecerned witll selis
gomvernment, are autbarized Lo atbend wWll devbings of
whatever nwbure whioh are congerned wlth the mainteds
ance of orde ols -”111.73('.‘,.‘).._,7].&1‘.!" and RIS T IR
rogulations,  In addition, the Interior Secnrity
Polive are authorized to atbend wll groun Gabhorinag,
exeept those hetween the CGenter Shalt and the ovaouwes
whioh are concerned solely with adnindstrativ

of  the Conter,

attend such meebtinrs st the iavitation of n

the Qenter Stafll .

The oooking or he Al leod LI B qudartors of

- . ik

gvacuees 13 prohibi by [hig does mnot apnly te the
preparabiion of formula Ussds et inla anid spaolal
suthoriged divhs, whisn, Wit the written nynroval ol
the Centor anager, mny be prapared i ovaouoss! QR
tera,

The nrovisions Parasraniy Kwle=3s,

Manusd o ke annl

by avieuees,

siovy Porsgreph i Rwirust 24,0 1942




The Laws of the Btute wheredln the Assenbly Center is imeated
af pertaindng ta gambling will be enforeed by the Iuterior
Police,

Mol e erTecuens, fooluding auxiliery melice, shall not euter

the barrasis, apartments, dernitories or sther quarters sot

aplide for the exelusive use of the Lomaly evacueas, oxeept

when specifically ordered ta do sn by sone Couoisian whn

s head of some Center Mavarement Division aud thie! nay be

done Aanly when necassary to sarpy on wnrk of the Center whiok

canziot be done elaowliera,
Pemole evacnees shall nmt entor tlie {8,  anartaeite,
dornitorias or other quwsrters sebt aside or the sxelusive

pege of male evacuess under any conditicns

Doy

(4 &

There will ba nm personscl naneial fransaotions or ne
tinns between persomiel serying in or with the Wartime C
Gontral Administration and Japsness evaowe:d Aty suel

i
proactice by porsons esnnected with the rtime 0ivil Control
Administration im any sapoacity will not be tolerated
nffieera or employess gerving in the Wartine Clvil Centrol
Admindistratinan are required o con
and dealings with such evecuseos Lo o kil businosasa
Wo personsl business ol any nabture between Wartiue

Gantrol  administration

miitted.




(a) No evacuce is required to tork, however onos an gvacueo

has acpepbted a job for whiech ho will recedve ronumsration,
the evacuee will, excopt in cases of 1llnese, carvy out
his or hor assignment, Should the evacueo desire to
quit, he or she may do se, provided fowtyeeight howr
netice of intent in writing is presented to nis Caueasion
pupervisor, This notice will get forth the resson for
quitting and offective date,
Stoppage of werk (except as provided in (a) above) by
individuale or as o group with the intent to, or the
affect of Anterforing with the execution of the functiong
and operations of the Assembly Uenter ds prohlbited,

No evacuee shsll prevent or attempt to prevent any other

evacuee from working. This rule shall apply te all verbal,

written, or physical means which micht be employed, oither

ddrect or indirect.

No evacuse shall doliberately or willfully destwroy or attempt

to destroy or muitilate any government property.

A11 evanuees shall obey the directions of the supervisors

of the projects on which they awe working, Any evacuoc who

hae any grievance regarding such directions shall submit his

grievance to the Centor Menager in writing,

No evacuee shall make, or offer to make, eny peynent in

money or other thing of wvalue to any member of, or employee

of the Center Staff, tho Interior Sceurity Police or the

Military Police for any act or omispion on their part or

S T




a8 a aimplcz sratulty,

Parents are required to properly and t aoroughly instruct
their ehildren in these rogulations and the necessity for
obedience thereto, In those femilies that econtain membore
who camnot read, it shall be tho duty of the oldest adult
who ean read to instruct the nonercaders in all theso b TR
lations,

No evacuse shall conspire with any other evacuoe, or proup
of evacuees, to evade any of those or subseguent regulations
or any officiel rules and orders of the Center Managor or
the Wartime Civil Control Administration,

Any wviolation of these regulatione nay be progecuted under
Public Law 503,

Under no econdition will the use of profane or abusive
language or conduet unbecoming a gentleman be allowed in
the Assembly Centers, either by Cavcasgisns or eVRLUCHs ,
Songe of mertial naturc or in praisc or woraship of the
Japanese nation, government, or Emperor shall not be playod
or sung in either Englieh or Japancse in Asgenbly Centers,
The letter as well ss the intent of thie regulation ghall

be fully complied with by individuals and groupe .




AAAVE,  DNSFRECTION GF FACKAGHS ANy AXTICLYS CTHER THAN LBTTER ALl

A,  Those Lostructions as set forth in Paragraph XAaV-4, this

manual, are supplemented as follews:

1. The Center lanaper and the Uhief of Interior dusuiity

Police will institute the hecessary procedure for the
inapect lon by the Interior Jesurity Poliee of all articles
or materials coming into the Conter, with the siigle

gxcapt fon of lstter mall,  The inspectlon will be made in

the presance of sither the person brinsine the avhicles
or materials into the Centern, or the person for whom sueh
artieliss or materdals are intended.  This shall appily to
all articlen and materials other than lettor madl, regapds
legs of the means by which it enters the GCenter, and it
whall furbtber apply to all individuals o lnclude the
Interior Jecurity Police, Conter management staff, and
nilitary personnel, including military polige, with the
following exceptions:
4y The Commanding General, Western Defense Copmand snd
Fourth Army.
The Commanding General, soubhern Californis Geetor,
Western Defense Command.
The Commanding General, Northern California scetor,
Woatern Defense Command,
The Commanding General, Northwestern Jdector, Uestern
Defenss Comrand.

the Rssistant Chief of Svaff, Civid Affairs Division,




Headquarters VWestern Defense Command snd Fourth Aron

fo Gllitary Police in performance of oflicial duties
requiring their presence in the Center, us aunthorized
in Parasravh ITY, this manual,

By Xs Tor all articles, packapea or receptacles selaed, the

Chief of Interior Sesurity Police of the Center, ar his

\
authorized repressntative, will Assus a receipt 'in trip-
Tleate, disposed of as follows:
ay  Lriginal to the person nr psrsons from whom the article,
packase or receptacle was seized,
b, Dupileate for Center lanager's file,
¢, Triplicate for f4le by Chisf of Interior Security
Frnlice of Center,
f Ry The Chief of Inverior Seeurity Folice of the Qenter will
|
maintain a card index covering all confiscat ions and
showing details as Lo nane and adiress of the person. o

perscons from whom Selzures were made.
G.  Aetion to be taken should any articles considered contraband

be founds

P

» For those articles, packages or recentacles pertiinine
to Cauensian personnel on duty at the Center, contraband
Ltems will he seized and retained in custody of the
Interior Jecurity Police pending initiation of disciplin-
ary action.

2, For those articles, packages or receptacles pertaining

to visitors, conteaband artieless will be returned te

1 o T




the person or persons bringing them into the Centwnr,
with the advice that such artiecles are contraband .4

cannet be delivered to evacuees or other personnel

A

within the Assembly Center.

For those articles, packages and receptables received
through the mail, express, or through other means of
delivery, the econtraband will be selzed and disposed of

a8 provided below.

Dy Disposition of contraband articles.

1.

N

Items listed as contraband in Publie Proclamation No, 3,
Headguarters Western Defense Commnd and Fourth Arvmy,
dated Warch 24, 1942, (Parapgraph XVIL, Wartime Civil
Control Adminmistration COperations kanusl) all Japanese
language phonograph recorvds ars to he shipped to contract
storage as provided in lettsr of instruction dated

Aagust 13, 1942, issued by Operations ﬂegtion, Temporary

Jsettiement Uperations Branch, Wartime Civil Control

Administration, under the subject “Shipment of Contraband",

ALl other articles, packages or receptacles {except as
noted in (3) below) seized as contraband in Centers are
to be shipped o the Project Director of the receiving

War Relocation Project at the time of evacuation of the

Centers,

as Articles, packages or receptacles seized, for which

ownership cannot be established, will be disposed of

as follows:




(1) Items coming intc a Center by United Btates

postal service, express or freight service, are

to be returned to the ageney meking the delivery.

They are net to be opened for inspection.

Items coming into a Center, the methed of enfrance

of wiich cannot be determined, vill be didposed of

as follows: Ouch items are to be shiped to

contract storage as provided in letter of

instructions dated Aupast 12, 1942, issued by

Uperations dection, Temporary Gettlement

Operations Branch, Wartime Civil Control Admire

istration, ander the subject "Shipment of

Contraband", This includes artisles bot con-

sldered contraband in rature that may be ineluded

in a package or receptacle which contauined articles

of  eontraband.
Paragraph X4V, this manwal, anthorizes sclzure of apanes
print of any kind when in the possession of evacuess
within the Assembly Centers. The Chief of the Intericr
ieeurity Folice at Assembly Centers will forward t¢
Chief, Interior ‘Security Branch, Wartise 04ivil Control
Rdminjistration, 1231 uarket Street, 3an Pranciseo, Cal-
ifornia, such Japanese print which the Chier of Interior
jecurily Polier of the Assembly Center considers actually

shbversive in nature,







INSTRUCTIONS GOVERNING FINAFCIAL PROCEDURE
FOR
AGENCIES PERFORMING SERVICES
FOR
WARTIME CIVIL CONTROL ADMINISTRATION

WARTIME CIVIL GONTROL ADMINISTRATION
1231 Earkst Streect
San Franciscs, California
Telephone Klondike 2-2611




1. In the interest of fiscal control for the W.C.C.A. it is imperative
that all opersting agencles associated with the ".C.C.A, under dircctive
contedned in Executive Order No. 9066, dated February 19, 1942, submit td
the Assistant Chief of Staff, Civil Affairs, an estimate of financial
requirement nmecessary to carry out thelr respective sssigned functions in
connaction with evacuation and temporary settlement operations,

2. Bstimatos will cover period from the date the reporting agency
became associated with the W.C.C.A. to ineclude April 30, 1942. The
astimate will bu broken down into the following general hundings, Heads
ings inapplicable to the roporting sgencies nssignoed functions will be
carried in the estimate with notation showing "not applicalbe.. no funds
required,”

&8s Cemeterial Expenses
(Disposition of remains of persons under control.)

Clothing
ssues of clothing, alteration and repeir of clothing; lssues

necessary laundry supplies; issucs of authorized toilet,
barber and tailor material, to persons under control, who are
without personal funds. Issue to be mado on basis of proven
necessity only and subject to approval of respective camp
MANARGT o )

Communicetion

(Rental snd payment for commercial, exchange, message trunic-
line, long-distance, and leased-line telephone service. Telew
graph messages ineluding rental of commercial telegraph lines
and equipment )

Contingencics

(For all vmergencies and extraordinary expenses, impossible
to anticipate or classify. Obligations in this category to
be made only after obtaining approvel of Licutensnt General
Dewitt,)

Medical and Hospital
(Medical and F{oepItal suppliocs for camps, for laundry work
for persons under control while patients in a camp ho- ital
including laundry for attending medicsl personnol on auty with
camp hospital,

Pay of f.’sm.n%
—%lr Pay vegular Civil Service Employees

(2; Pey emergency or temporary employees
(3) Pey security wage (W.P.A,) employocs
(L) Pay to persons under control who ars engaged for work

on authorized projects.
Complote roster of employees referred to in (1) and (2) above
will be submitted showing Civil Service Classification,
applicable salary rate, a brief resume of assigned duties,
The date each employec was assligned to W.C.C.A. duty will be
indicated. Do not include employees who are only incidentelly
assoclated with W.C.C.A. affalrs and whose incidental services
arc such as to pluce no additional burden upon the salary
funds of the operating ageney os to warrent reimbursement
therefor from military appropriations.

-

In hiring emergeney or temporery employees, the selary rates
prescribed in the Cleesification Act will govern unless good

a.l-.




end sufficient roasons justifly devintion from the Clarsifi-
cotion Act ratos, /

Rates of pay for security wage (nom evacuee) employees (W.P.A.)
will be governcd by rugulations of the operuting service.

Ratus of pay for persons under control (evacuees), ineluding
deduetions for subsistence, ete,., will be established by the
operating agency (in consultation with War Relocation Authors
ity), subject to approvel of Lieutennnt Genersl DeWitt.)

&. &?M upplics
Authorieﬁ i8sues of candles and motechess authorized issues
of soap, todlet paper; equipment and furniture for kitchens and

mess hall, each and all for the persons under control, For
stationery, office furniture, typewriters, including blank
books and blank forms, z2nd for printing orders and reports es-
sential and necessory.)
Shelter and Utilitics
“(Bxpenses incidont to the construction, installation, operation
and maintenance of buildings, utilities, appurtensances and
acecesaorios nocessary for the shelter, protection and accomow
dation of tho porsons in custody. Rental of buildings, provided
space is not available in Government-owned buildings end grounds
for required purpose. Watoer supply, sewer and fire-alarm
systems, fire apparatus, roads, woaks, drainasge. Purchase of
water, disposel of sewerage, BStoves required for use for
heating offices, hospitals, barracks, aleo ranges and stoves
for cooking food and apperatus and applionces for cooking and
serving food, including maintenence and repair of such heating
and cooking appliances. For furnishing heat and light for the
authorized barracks, hospitals, storchousgses and offices.)
Travel
For travel allowances and travel in kind, as authorized by law
for authorized personnel traveling in connection with activi-
tics pertaining to alien control and removal, including mileage,
transportation, reimbursement of actual expenses, or per diem
allowiances of authorized personnel. Where neceseary, transpor-
tation of persons under control and being evacuated, and actual
subsistence costs (not exceceding $1.00 per meal) for such
persons being transported where it is impracticable to supply
cooked or travel rotions in kind, Bstimates for anticipated
travel and per diem expenses for authorized civilian employee
travel will inelude a brief outline of necessary travel upon
which estimate is based,

Z‘funﬁmrtation
For the transportation of supplies, including pecking and
crating., For tolls and ferriage; for drayage and cartage; for

operation, meintenance and repuir of wagons, carts, drays, other
vehieles and motor-propelled vehicles required for transporta-
tion of persons in custody and supplies and for necessary official
camp and adadnistration purposcs.)
Qther Anticipeted Expenses

TDutline in detail snd justify,)

02-
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Operating ageneies will not procure matopials, supplies, equipw
ment, work or serviees for Army (Form 1080 reimbursement)
actount except as falls within the scope of thelr acsigned:
functions as indicated in written general directive Lo the
operating sgency from Hoadquarters, Westorn Defonse Command and
Powrth Army. i

Procurement of all office supplics, office equipment and admime
istrative office personnel, not peculiar to the operating agency,
mast be made in accordance with Admindstrative Order Mo, 2 W.C.C.A.,
dated Morch 30, 1942, the expensos thoreof being paid from monine
previously advenced to 0.B.M, accounts from military fundas. DNo
relmbursament (Form 1080) procedures are imvolved in this conneos
tion,

ALL procurcment of office spocej eontrueting for teleophone nnd
tuletype services of » recurring noturc; or authorizing of
trevel when requested by Division heads and furnishing the necesw
sary forns for Government travel (exeopt military personnel)
will be effected as outlined in paragraph 3.b, abova,

Attention of all operating agencies is called to attached extract
copy of Genersl Regulation No. 78.,Revised, General Acccunting
Office. Billing offices will be expucted to state thelr Forms
No. 1080 as provided thewein,

Salory and travel reimburseusent vouchers (Porm No. 1080) will be
supported by copice of payrolis and trovel vouchors on which
amployees were paid by billing office disbursing officer. These
supporting vouchers will contain the voucher reforence and other
data of the billing office's disbursing officer. In connection
with saliry reimburscement vouchers (Form No. 1090) the attention
of operating agencies 1s called to the requirements of a decision
of the Controller General of the United States (13 C.G. 234).
Careful reeding thereof will indicate the dmportance and necossity
of expeditious submission of rostor called for in paragraph 2 f,
sbove, The syndpeis of the denision readss

"Pursuant to the provisions of Scction 60L of the act of

June 30, 1942, 47 Stat. 417, two Depertments of offices of

the Government operating under separate appropriations may
enter into an agreement for purely personsal sorvices by the
personncl of one depertment or office for the performance of
the work of the other, for which reimburscement or transfer

of appropriations may be made not tc excecd the regular salary
and asuthorized expenses, if any, of the personnel covering

the period involved,

"In the abgence of a written order or agrecment in advance
providing the intoerdepartmontal personcl services, or unless
the written order or sgreement specifically provides for reime
bursenent , the loan of personnel between departments or offices
will be repgarded as heving been mede as an accommodetion for
which no reimbursemcnt or tronsfor of appropristion will be
mede for salaries."

A1l reimbursement yvouchers (Form No, 1080) covering transfor of
e@ither used or new materials, supplies and equipment will be
valued as indiccted in peragraph 3n, b and ¢, attached regulations,
Mnveriel relsmbursement wouchers will be supported by Receiving

G




Report (WD Q.M.C. 432) (in duplicate) signed by the regularly designated
military sccountable and responsible officer at point of delivery.

(1) Under authority contained in lotter, Headquartery Western Defense
Commnd snd Fourth Army, file 303.6 (Fins , dated April 16, 1942, At 1s
racognized that the military receiving instrument referred to above may
not be immediately available to all operating agencles, Authority to
utilize the property receiving instruments peculiar te the billing
agency was granted in the following language:

M the several civilian governmental agencies cooperating with
this headquarters ir alien removal and evacuation activities nay utde
lize receiving instruments peculiar vo the operating sexvice an avie
dence that oroperty involwed in appropristion reimbursement procedures
(Form 1080) between funds of the military and the eivilian ageney, has
been received., Provided that such forms, prepared in duplicate, shall
be duly accomplished by a properiy designated civilian accountable
of flcer appointed as such under the terms of Memorandum, this hoadw
quarters, dated Mareh 20, 1942, to the Assistent Chief of Steff, Civil
Affuirs, this headquarters.

(2) Ageneies cocperating in allen evacustion and eontrol, whose ace
tivities arce such as do not warrant designation of an accountable and
regponsible property officer under the torms of the aforementioned
memorandum,will support their reimbursencnt vouchers (Standard Form No,
1080) by properly suthonticated recciving instruments peeuliar to their
seryvice, These roceiving instruments will be prepared in triplicate
and annotated to show that accountability rests with the Property
Officor, Wartime Civil Control Administration, and that the propexty
involved will be produced, or suitable ovidence furnished as to dte
disposition when called upon to do so by the Property Officer, Viaptime
Civil Control Administration."

Reimburscment vouchers (Form No. 1080) will be accompanied by, and will
bo abstracted on Schedule of Disbursemonts, Standard Form No, 1064
(prepercd in triplicate). Roimbursement vouchers arc submitted to the
Inspoction and Fiseal Branch, U.C,C.A., Uhiteomb Hotel, 1231 Market 8t.,
San Prancisco, California,

5, DMNothing in the forcgoing budget estimato roguirements is to be construed
to restiict the oporsting agoncy in carryling out its assignod functions. Sub-
mispion of pupplomental cstimates, in form sot forth abeve, nay be submitted at
any time. Justification for the supplomental cetimate will be mado.

6, EBstimatos for operatione to cover poriod ley 1, 1942 to June 30, 1942

phould be submitted as soon as practieablo.

7. Activitics of the War Roleention Authority arc not to be ineluded in the
estdmatos os that ageney oporates within the limits of such funds as way ho
aveilablo to it, s

8. Commont of tho operating sgenelos on desirability of offceting tremsfor
of appropriations from War to the account of oporating agemey for disbursing
through the reporting agencics' rogular paying chamnels is desirced.

2 Inel,

/
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Rovised (4~21-42) Instructions Governing Finaneisl Procedurc for Agencics
Porforming Scrviceos for Wertime Civil Control Administration,




PROCEDURE FOR ADJUSTMENT BETWEDN APPROPRIATION PUND, LIMITATION, AND O¥WIOLAL
PROJEOD ACCOUNTS,

{General Regulations Nu. TO-Revised)

Auguat 17, 198F.

1. The procedures prescribed (1] in Genersl Regulations Wo. V6 and Supplement
Now 1 thereto, dated April 4, 1934, and Noveuber 22, 18954, respectively for the
uge of standard forms Wos. 1060, 1080a, L080L, and 1080¢, Voucher for Adjustments
between Appropriations and/or Fundg, and Standaxd Powm 10o. 1001, Sohednle of
Adjustments; (2} 'in Cenoral Accounting Office oimoular lottor, A=65775, dated
May 0, 1836, vhioh authorises the use of the above forns for od jus tments betwoen
bfficial projects under the seme appropristion; and (3] inm Gonural Hegulat lons
Nos 21 and Bupplement No. 1 thoreto, dated Marsh 10, 1923, and Morch 12, 1928,
rospectively, autheorizing the use of Stomdard Form No. 1034, Pubiic Vousher for
Purchasos, ond Borvicos othor tham Porsomal, for adjustments betwoen approprictions,
arc horoby rescindod, and the procedurc horcinafter provided in liou thoroof oud tho
folloviing stondard forms arc horeby preseribead for genorel use throuchout the
Goyormmont scrvica, offoetive Octobor 1, 1937y

Fomm lio, 1080--Rovised, Vouchor for Adjustmonts botwoon Apvopriations
and/or Punds (originnl--vhito)

Form Noe 10800~~Rovisod, Vouchor for Adjustmonts botvicen .Lporopriae
tiong eand/or Punde (momoynndume~yollow)

Foym No. 1080b=~~Roviscd, Vouchor for Adjustmonts botwoon Approprintions
and/or Mands (oollcction vouchor-=hlug)

Form No. 1080¢~~Revisod, Vouchor for Ldjustmente DBotwoon Lppropriations
and/or Furde (mecmornndum of colloction vouchor—wgroon)

Form Mo. 108l-~Rovisod, Schodule of Adjustments

Form Hoe 1097, Requost for Corrostioms in Lpproprictiom, Pund, Limitrtion,
and Official Projoot .coounts.

ADJUSPMENTS FOR TRUISITRS

%e Adjustments botwoon appropriations, funds, limitations, and official projects
for services perfommed, for materials, supplies, and equipment furni shed, ond foy
advance payments requested pursuant to lov for services to be performed or supplies
to be furnished, will be accomplished by use of rovised Fowms 1080, 1080a, 10800,
and 1080¢, Voucher for Adjustments between Apvropriations and/or Punds, horeinaftes
raferred to as the "odjustment vouchors," ond 108k--Rovised, Schedule of Ad Jugt-
ments, except as otherwise providod in paragroph 7.

CLABSES OF TRANSITARS

s In oxdor that tho Comoral Accounting Offiec miy oot prompEly on adjustment
vouchors it is desired that for tho difforent clnssos of transactions shown bolow
Informntion bo furnishod as indicnted:

(n) Tronsfore of motoriels, supplies and equiymont (othcr th'n from storchouse
stock).~=lintericls, supplics, ond cguipment should bo troansforroed, 1f nov, ot the
cost of aoquisition; if used or othomilso doprocintod im valno, nt cost of nequl s fe
tion loss doprocinticns In dotormining the tromsfor voluo of used mtoriole,
mapplios, and cquipmont thoro mast bo takom into considor~tiom A propor allovoneo

(1)
Inel. #1
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for doprociation, computod upon such standord baeis mry ho dotommined to bo propor,

the oomputations with roapoct theroto to bo stotod om the odjfustmont vouahor. :
Thore shrll ho shovin on tho adjuatmont voushor tho rofcromec to tho disbursing
offivorts vouchor aumbor ~nd symbol ecovering tho scquisition of tho anid crticlos,

In the ovemt the roquired voushor roforumec ewmnes bo furnishod, the tronsfor velue

of the articlo will bo ~pplied ns miscclloneons roecipta.

(b} Tronsfors from store house SLocK. “WHaTe muterifile, supplics, ond equiment

are furnished from storehouse stoelk there should bhe o stntamont om tho cdjustment
vouchor $o that offect nnd thnt tho aporopriction to be oreditod hne boem or wilk

be avcilable for roplasamont thercof, if such roplAscmont im nocossnyy. T Pe=

" plasoiient I8 not noedssnyy, tho PAME @owld ho indloctod om tho odjustmont vouchor
end tho crodit dircetod to bo Aponlicd, ns miscollnnoous rocoiptd, to cocount “BIL5.
Snle of Govornmont Proporty--All Othow,™ The unit prisc of nll matorinle, sapplics,

oo, 80 tremsforrod should bo tho average cost price or a pricc computod wpoen
such ethor bosie op will insuro full roimbursomont to the fund from vhich noquired,
nnd the unit price nnd brels usod will be shovwn onm thoe ndjustmont vouchors,

(o) Tramsfors of coste for spocinl or shop=job work,-=thoro tronafors of coote
for speainl or shop-job wori arce to bo consumntod, tho depnrimont, burcon, or
astablichmont porfomming tho scxvices for which roimbursomont to tho nperopriction
or fund s to bo modo ghould show on tho adjustmont voushcr cithor tho Job priso
por unit for work or a distribution of the ohargus as betwocn Inbor (porsonnd)
sorviocss, motorinle, and supplice, nnd genornl ovorhond, togothor with a stotomont
ghoving thg basie used for such dictribution.

(d) Hespnesle

PROPARATION OF ROVISED FORMS 1080, 1080n, 1080b, 1080¢, ~nd 1081

4, By the bHilling offico.~=(n) The doportmont, coteblisbment, burosn, or
office (the billing of fice) porforming the scyvices or fumishing the supplics for
vhdeh roimburscement or cdvanco poayment is sougbt ¥wWill proporc tho ndjustmont
vouchors, roviscd Forme 1080, 1080, 1080b, nnd 1080¢ (nll of which will bo prow
pored ot ono writing), by showing thorcon in the spncos provided therofor {1} tho
ball numaber, (2) the nmes of tho dopertments, cstablishmomte, buronus or of ficos
comeorned, (3} dotnil dnth portnining to nrticlos, sorvicce, cto., tronsforrod,
nnd (4} in tho noeounting olnssification block on Forms 1080b-=Revisod nnd L1080 e
Rovigod, to be completod by tho billing offico, on ong Iino in tho o luma hooded
tAppropristion, Limitotion, or Projoet Symbol? the rp proprintion or fund symbol
omd the suffix of the limitation or projoect, if ony is favolvoed, to bo croditod,
If move them omo limitation or projoct is invelved ndditionsl lines will be nsed
for ench such odditionnl limitntion or projeocts The nmounts to be aredited to the
limitotion or project will be shovm in the column hended "Limitation or Project
Amount” on the same line ca the symbol, and the ~pproprintion title and amovnt
eraditable to sush npproprintion will bs entered in the columme hecded "Appropricw
tion Title! omd "iporoprintion Amount®, respestivelys. Porms 1080~-Revised ond
1080b=~Rovised will he cortified by the officer im the billing of fice having
admindstrotion of the rporoprintions or funds to be orodited,

(b} Tho originol and Hemorondmn copics of the ndjustment voucher (Fomma 1060w
Rovisod and 1080n-~Rovisod) and the colloction vouchor (Foxm 1080b-~Rovised) will
be tronsmittod Dy the billing.office o the depnrtment, cstoblishmont, bureou,
or oFfice for waleh, tho scrvices merc.or nre to be porfoimed or the suppliocs wore
or &¥c to bo furmishod, Onc memorondum copy of tho colloetion vouchor (Porm 10800
~~Rovised) will Be wotained by tho billing office owniting informotion.as to, Sho
C‘.Oc ion tnlmn)'."vd'-...,wv,"""‘a"‘_w‘mwi-” ARSIt e SR STM AT B N TR WAV TR i oF
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B¢ By tha office bMilleds (o) Upon receipnt of the odjustment veuohers in' the
department, establishment, baveaw, b office Billed, they will be completed ne
follovies

(b} Iu the acoownting elossifiontion bleck on Poxmg 1080wwRevised And 10B0Q--
Revised, to be completed by tho office billed, there vwill be diown on the one line
in tho colomm hended "Approprist ion, Limitotion, Or Projoot Symbol” the Appio=
pristion or fund symbol ond the suffix of the Yimitation or projuot, if ony is inm
volved, %o be chrrgod, If more thom ome limitation or projoct is imvalved nddis
tionel limes will bo usod for onch such additionnl Limitotion or projoot, The
nmounts to do chorgod to the limitotion or projeoet will bo shown in the oolima
hondod "Limitation ox Projoct Jmount™ on tho enmo line cg tho symbol, rnd the
cporoprisstion titleo and smount chargonble to the nppropriction will ho ombtored in’
tho colwms hendod ".poroprintion TitloR ~nd "iporopriation Jmount", rospoetivo’yy
The lovior portion of the nocounting clhssificotion bloelk is for uso by the adminise
trntivo offico ns nn rdd in posting to the ndministrative rocords tho nmounts 14 st~
ed thorcone .

(e} Mho ndjustmont voushor {Forms 1080-~Roviscd and 1080be-Rovised) if
aporoved will thon be cortifind for poyment by the officor hnving ndministrmtion
of the nmprintiona or fumds to ho ohnrgod,

(d)

fhy e

EFFECIING ADJUSTMENTS IN JLCCOUNTABLE OFFICERS' ACCOUNTS

L R
%ﬂ) WMok

7s In tho necounts of difforont nccountablo officors.-=(n) In those ensos
whoro poyucnts for sorvicos rondored or for supplica, oquipmont, ote., tromsforrved
by one ngeney of the Fodorel Govormmont to mothor sre roquired to be mode by o
dlfforont nceountnble officor tlywm the one sathorized to roccive and cecount for
tho smount of tho ¢olleotions, the buronw ox of ficc porforming tho soywiccs or
tramsforring tho 6746 suprlics, otes (the billing officc), will state on odjustw
mont vouchor on rovisod Powvms 1080, 1080n, 1080h, nmd 1080c, np horoinbeforoe prow-
vidod in porngrophs 4 (o) snd (b)e

(b) Upon roceipt of tho ~djustmont vouchors in the departmont, ostablishmont,
burumi, or officc billed, thoy will bo complcted ~s heroihbofore providod in poros
grophs 5 (b} ond (o).

(c) *:‘.ﬂl&

g, |(teme

(G) sl ok

{b) A woe

g PROCUDURE POR RFFBOTING CORINOCTION OF NRIORS

i

10, A

12, s
kA

R« N, DLLIOTD,
Aoting Comptrollor Gonoral of the Unitod Statcs.

{Volume 17=~Prge J128~=Doce Comp.)
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WESTERN DEFENSE COMMAND AND FOURTH ARMY
Office of Assistant Chief of Steff, Civil Affairs Division

WARTIME CIVIL CONTROL ADVINISTRATION
1231 Merkst Street
San Francisce, California

ADMINISTRATIVE ORDER #2
March 30, 1942

£11 Personnel of the “Fartime Civil Control Administration.

Procurement of Supplies, Equipsent znd Personnel,

Effective immedistely a1l resuesis for of
th

fice supplies, sgquipment
or personnél will be msde on aprroved forms and in the

follcowing manner:

E:

SUPPLIES:

supplies on
Form OE¥ 390 in qusdruplicsts, retaining one copy for their and transmitting
the originsl and three copiss to the Administretive Officer. ¢ nage of the
Chief of the Division will be tyred on the form to the left of the space provided
for the signature of the Approving Officer, The original will bear the signeture
of the Division Head or his designsted representstive,

EQUIPKENT:
. Requests for equinment such s desks, typewriters, adding machines,

ste, mty be made in the same penner but it is desirsble %o keep such itess
segregsted from requests for suppliss.

FRINTING:

Requests for printing will be made the sare wey - on seperite
requisitions. The printing of forms must be clsarsd through the Statistical
S=ction =nd the sinction of that Secetion given before printing of forms is
ordered,

PROCESSING:

Upon
delivery to the deaignated offics.

mﬁ;ﬂy@@ﬂ PURCHASES:

It i=s important that requests for any the chove be handled in
the meaner outlined 2nd verbal requests, becsuss of volume, can act be given
consideration.

responsibles for payment of items purchised,
perce thet seloction by on individusl is nscsssary, thot cen be ¢
t2tion to thet effect should be placed on the requisition.

PIPSONMNEL:

Reguests for personnel will bs submitted on Form OB 28, one
origins]l =nd thres copiss with one copy to bs retained for your files. It is un-
negesecry to conplete the entire form =nd it should be prepered as follcws:

v Neme, if known, will be typsed on line 22. On line 23 the dite on
shieh the employee ontors rcotive duty will be indicated. Under ®Proposed Status"
indierte the sugsested title s-nd the proposed szlsry. The lattor should be
gonsistent with Civil Servies elsssifications ond if ony question srises, sdvies
s tc proper cl-ssific-tion will be furnished by the Perscnnel issistant in the

‘xﬁ.nistrrtive office. On lins 37 under "Remerks" = brief justifiertion of the

==




ADVINISTRATIVE ORDER #2

Qsd for epployment should be given mnd the criginsl form signed by the Head
the Division in the lower left cornor of the space. Approval will be indietted
by the signeturs of the administr-tive | Officer in tAc space provided.
or persomnel involves & sityation y

nk end the Perscnnel Secticn will ende

4 o

ir

In the svent the request i
recraitoent, line 22 should be 1ot B
tc reerult fromw files clrecdy ;s,t' bli v frepm other sourcus, the type C
personncl being recuisitioned. In suc 1sL-..c~:a it is important thit the &
be scéconpenied by 'ddlu‘n 1 infurration s to the qu 11f‘c tiocns necessary.
hat ooge, une or more persons, Sppirently que ied, will be interviewed by
Fersconsli S‘;i'_‘tif;n “nd will be 1'~.‘f-_,f'x"';d . i - Jivi on £G Whe YVA.;_L e ke Ris
>-Jlection,

%
na
k
i

extremely
the Adrinis-—

ATTEMDANCE RECCRDS:

Fors OB 396, Attendince Report, must be submiticd for esch payrcll
period =nd without it the Poyrcll Scetion is not suthorized to issue payrclis.

The nexes of 211 empleyees on the §,0.C.A. poyrell rast be placed
on t-is fore grouped in the order of gradss, boginning with the highest grade.
in *%® will be placed in tec spaee provided for cach day ¢ thﬁ period thet the

loyes is warkmg. If = r_“l“w, is absent on iAnnud 1 save &g Wi® will
‘?zgn&tg his status, If r, is sbsent on sick leacve an W ?.111 be place=d in the
spage.

Di
i

orm OE* 396 is tc be sipgned isicn Chicfs or their zuthoriged

iv
Troasury Dept., will be used tc

by
reprosentziives, Signoturs c:rds, Fore 1626,
vorify signttures.

To assist in kcupi, & record of employees =n odaitionel form will
be provided for your own usc, is Lvra should be e'sily syeilsble to all employoes
in vour Section and they should b: rsqu s they enter on duty
esch day., They will likewise indiccle ia the 80 the hour of their
departurse.

LERVE!

aspplicstions for anmucl lsave saust be approved by Division heads
adv.noe ond Form OHEY €, signed by on suthorizcd offieial, should be subnmitied
st onco, Sick leave must be applied Tor as cuickly =s possible after the employee
retums to duty. ibsencc on sick lecve in excess of three days requires the
gertificats of & registerced prrctitioner.

= Copies of forms referred to arc attached. -Additional copies moy be
gotsined by reguisition, 7
i e

'{ A e A e

"l’ E:RL R, BENDETSEN
golencl, G.S8.Cé
isstt Chief of Staff
Civil Affzirs Division
OFFICICL : : 3
a,) 4 ’ S
‘*ﬁﬁﬁ%x;u\ Ses ' &(

Vheain P, Gesbel, ors
Grptr’ain, govalry
Aeting .djutand -




HEADQUARTERS WESTERN DEFLNSE COMMAND AND FOURTH ARMY
OFVICE OF THE ASSIST/NT CHIEF OF STLFF, CIVIL AFPLIRS DIVISION
WARTIME CIVIL CONTROL ADMINTSTRATION

Lpril 6, 1942

sdministrative Qrder ) R RS
} ROUTINE ADMINISTRATIVE PROCEDURE
Number ) :

GINERAL

Le CiD and WCCL, being part military and part civilian, entails
an adminietrative organization which necessitates certain rules of
procedurs whioch must be striotly adhered to in order to eliminate
unnecessary effort and confusion while retaining edministrative con-
trol. The following are prescribed for the guidance and compliance
of personnel, both military eand oivilian.

2y The administrative organization composed of CAD and WCCL o6~
cuples a dual status. CAiD is a General Staff Seotion of WDC-4th Lrmy
and as such has no operating funetions, but exists solely for the
puzpose of cbtaining information for, assisting in the formulation
of the policles of and odvising the Comranding General, WDC~dth Army”
in matters pertoining to civil affalrs., WCCL is not o staff section,
but an operating body (although it has certain faet finding and ad-
visory funoctions).

3¢ 4 mabter which falls entirely within the scope of CAD will
almost invariably be a "command" matter; this is usuelly a communioca~
tion (order, request or otherwise) to subordinate units of WDC-4th
Army or to higher headquarters (War Department, including S8.0,8. ete.)
Such is done entirely in the name of the Uommanding Generdl WDC«4th
fs,rm,y' "

“h matter which falls entirely within the scope of WCCA will
seldom, if esver, be a matter of military comzand, although it may
involve the direction (command) of civilien or other personnel under
the Jjurisdiction of WCC.. In such cose, the compand is by the Offi-
cer in charge of WCCi,.

4, L motter which partakes of both CLD and WCC. functions will be
handled by the one having the major interest therein, This, in many
cases, will require a decision based on the policy of endeavoring to
relieve Headquarters, WDC-4th .rmy of as much of the administrative
burden as possible. )

PREVIOUS INSTRUCTIONS

5, 411 administrative instructions heretofor issuocd by CAD and
WCCA, in confliet with the following, are hersby rescinded.

OFFICE HOURS

6, The office will be opon seven days a weck. Shifts will be
arrenged by Section Chicfs so thet an operating staff is available
each day. Normal civilion employment is eight hours a day,

i




The lunch period is 45 ninutes. A member of each seotion must he
available at all times between 8:15 AM and 10:00 PM so that corres-
pondencge, telephones, ste., can be adequately covered,

QFFICE OF RECORD

7« CAD is an Office of Recoyd, A mail and record room will ba
operated. Maill and records will be indexed and filed in accordance
with the Dewey Decimal system., Records sent to the record section
for file, must bear in the lower right hand corner the word "file"
and the initials of the person asuthorizing the r'iling.

CORRESPONDEICE
8. Torm and compositi.n of letters.
a Comnand Letters.

(1) Command letters will be prepared in strict conformity
with Army Regulations 340-15 "Correspondence, How Conduoted"., They
will be written on stationcry "HEADNUARTERS WESTERN DEFENSE COMMAND
AND FOURTII ARMY", The heading of such letters will be entirsly
within the upper third of the first sheet and substantially in the
following form:

HEADQUARTERS WESTERN DEFIIISE COM AND AlID FOURTH ARMY
OFFICE OF THE COMIANDING GEIERAL
PRESIDIO OF SAN FRANCISCO, CALIFORNIA

April 10, 1942
SUBJECT: Administrative Matters,
Qs Commanding General, Southern California Sector,

Paragraphs will be numbered and indented. No salutation will be
used, No complimentary closing will,be used;where the signaturo is
to be that of an offieer other than the Comranding General, there
will be typed on the line preceding the signature line, the phrase
(to subordinate units) "By Command of Lisutenant Gensral DeWittr;
(to higher authority or to military comranders, not under the juris-
dietion of C. G., WDC~4th Army) "For the Commanding CGeneral".

(2) Command communicetions to subordinate units of WDC~4th
Army will be signed by the Adjutant Gencral or an Assistent Adjutant
General., Command communications to higher headquarters or to a -
military headquarters, not under tho jurisdiction of WDC-4th Army,
will be signed by the Adjutant Genergl, an Assistant Adjutant General
or, in certain casos, by the Commending General (in his absence, by
the Chief of Staff).

(8) Signeture will bu followed, where signed by the Come-
manding General, withr

"Jo Lo Dollitt
Lioutenant Goncral U. S. Apmy
Comman.ding™

il




Where signed by the Chicf of Staflf; with

"7+ L. Bradloy
Brigadior Gonoral U.S.jwy
Chicf of Btare®

here signed by the «4jutant Goncral: with

LBy i howis
COlOan, P Go DQ
Ld jutont Goneral®

Where signed by Captain Fullerton; with

"Hugh T, fullorton
Captain, 4. G D, ,
issistant Jdjutant Gonoral

whore o communication must be scnt to the Proeidio for concur-
renco, the above will not bo typed. This will oncble the sdjutant
General to eign the lotter immediatoly after tho last noccsscry
goncurrenes hes becn obtuined.

b Non~command lottors.

(1) DNon~command lottors will be composod in accordance
with correct business practice, usual conrtesy and as further pro-
acrived horeoin. They will be writton om stationcry "Hcadquartors
Wastern Defensc Command and Fourth .rmy, Office of tho Lssistant
Chicf of Staff, Civil uffairs Division, Vortime Civil Control Ad-
ministretion”, Paragraphs will not bc numborod, but will be indent-
ed. The first parcgroph of a lottor replying to anothor communico-
tion will idontify such communioation by subjecet and date. If the
communication roesived was ocddrossod to Lt, Gen, 7, L. Do'Titt, but
the answor is to be signed by another, the first paragraph will also

- contoln a phresc substentially in the form "Licutcenant Gonoeral J. L.
DeWitt hos dirccted me to acknowlodge your lottop Miokswssn  mye
solutation will be "Dear 8ir" or "Donr Modam™ oxesopt in lottor ade
drosscd to high civilian officicls, vhore a phrase such a8 "Boar
Senator Joncs" or "Decr Govornor™ will bo usecd. Tho body of tho
lettor will bo as bricf as is consistont with o complets stotoment
snd with ususl rules of courtesy. Tho eomplimontary closing will
be "Very truly yours” in all ccscs ocxeept ?a) where o lettor is thaonlke-
ing the nddressce in which case "Sincercly yours®™ will bo uscd and
(b} where the letter is to o high eivilian official in which caso
"Sincerely yours® or other phrasc may be uscd, depending upon tho
degroe of acquaintonce or friendship botwcen tho writer and tho ade~
drc886G6,

(2) Non-commond corwunications will be signod as follows:

(n) Signature will ordinarily bs by Captain Tullerton,

fo1llowed by

"Hugh T. Pullerton
Captain, 4.G.D.
sasistent LCjutant Guuewpriv




o

However, in certain ccscs signoture will be ocs praseribed for vom-
rand compunications; thosc cnses will generally be lettors to members
of Congress, ete. The purnnsge of having all letters, eommond ox
non-command , normelly signed by the .sseistant .djutent Genercl, is to
enable a degrec of edminiatretive control over corresponience and to
assure proper recording, meiling, filing, ete,

I, f(b) Vhere the basio communication s addressad to
Colonel Bendetsen and there ig o personal rolationship, slgocture will
be personally by Colonel Bendetson, followed by

"arl K. Bondetsen
Colonel G, 3., C..
issistant Chief of Staff
Civil 4iffairs Division
Wortime Civil Control Ldministration™

However, whore Colonel Bondetson does not have' a porsonal, as dis-
tinat from an officicl, interest in the metter, signature will be a8
preseribed in the immedinte preceding poaragraph,

{e) Communicationg from Colonel Bendetsen to CLD -
end/or WCCA4 staff, will be signed personally by Colonsl Bendetsen,
faliowed by

"Korl R, Bendetsen

Colonel G. 8. Q.

j.. cn s.. Co lﬂtoDo
Wa QO e

Where Colonel Bendetgsen coannot, becauss of absence, cte,., sign,such
cocunications will be "By nrder of Colonel Bendetsen®, signed by
the Exccutive Officer and authenticated by the ..djutant,

{d) Communicatinns issued tn the staff by, or by au~
thority of Colonel Bemdotsen, will be entitled (a)".idministrative
Orders No. W, and (b)" Memorancum No. ". Orders will be
directive, memorendn will be informatnry. MWhrmally, memorandc will
be "By Oré r of Chlonel Bendetscn" ancd signod by the Executive Offi-
cer. ALlministrative Ordor-issued .pril 6, 1942 will bo numbeBed s

Memorandus, issued Lpril 6, 1842, will be numbered X,

(e) Pross Neleascs will be issucd by the Publie
Relations Branch. They will not boar the signature of Colonel Bens
detsen or any other officer of this staff; howover, before release,.
they must be approved by Colonel Bondotson.

9« Coples,

‘a  Excessive copies will be - 1'.l, In general; cormmand loté’
tors, when delivered to the lLssistant /LdJjutant Gonersl, for dispeteh,
should comprise tho original, 2 white and 1 green carbon copy; none-
command letters will bhave only the groen copy. If the office pro-
paring the communication desires to have the matter suspended, 1.9.
where a reply to the lettor is expected or certein setion is expect
ed ot a later dote, ed additional carbon (pink), should he included

-040




with the dosired suspomse dnto indicated; such copy will be ploced
in the A. G. suspense file and brought to tha attention of the ine
tarested officor on the susponse date.

‘b The groen carbon ¢npy is the record onpy and will, in cach
case, have typed or stemped upon it, the initials »f tho person
dictating or enmprsing the letber and the initials of the typist.

The inlticls of the ermporscr will be in capltals fnllowed by a 3lent
line and the initiels of the typist in smcll letters. Below them will
appear the initials “Cabh'., These initinls will be placed within one
half inch of the right edge of the greon carbon copy, approximately
opposite the date,

10. Preparction £or mailing.

a Lfter a e¢ommunication hos beon prepered by the typist, it will
be checkod by the typist with ansther person ageinst the stenogra-
phio nntes or other draft. Thereafter the letter with envelope will
be fostened with twn paper clips (n»ot staples) to the carbon aogies
80 thaot the green carbon enpy protrudes approximately one half in

baymnd the right odge of the original. The letter will be deliverod
to the onmposing »fficer for his review and enrrcetion, If correct,
he will initicl tho green carbsn ¢opy above his typed initials. Hoe
will then obtein, on ths green carbnon ¢opy, the initials of all
other interested Chicfs »f Sectims of CiD nnd WCChe If the ocom-
manieatinon requires the conourronce »f staff scetions of WDC~4th
Army£ ha will nttach t7» the letter o routing slip with such intereste-
>

ed staff seections chocked.

b The letter will-then be deliverod tn the Lssistant idjutant
Goneral's offiec where, Lf all eoneurrences have becn ~btainad, it
will be signod, mailed and ¢ arbon enpies filed, with pink c~py, if
any, placcd in the 4L, G.'s suspenso file. If the officer preporing
tho lettor desires a onpy for his own files, he should dircet the
pulling nf c copy prior tn dclivery »f the ocrmmunication to the
AH88istant Jdjutant General,

8 Comrmnications t» which nare attached a routing slip frr eone
currence of staff sceti-ns, at the Presidins, will be sent by the
Agglstant Ldjutent Gonerel to the Presidio by messenger and conctirs
rence will thoere bo ~btained; thereafter the letter will be sent to
the office of the 4djutant Generel, WDC~4th Lirmy ot the Presidio
whn, or one »f his nssistants, will sign ond dispatch the letter
from thes Presidio.

11. Preparation and Composition »f Tolegrams, Telotypes amd
Radingrons,

a Number »f enpies. Therc should be an originel, »ne white
and ~ne green carbon ¢oples (pink susponse ¢opy, if desired).

b Brovity. Onneiseoness is ossentiol, but clarity must not be
sacrifieed for brevity. There mey be uscd such beginning phrases as
"Rourtel®, "Reurad” t» Ldontify an carliocr crumunication,

g8 3ignoture, The signaturcs will bo es f~1llows:
Commend messoges to higher cuthoritics:




"DaWitt
Gomrond ing
WDC-4th Lrmy"

Command mossnges to subsrdinate units
"Lewis, ACG
WDCw4th ~pmy®

Non eommand messagossa !
' cormelly "lewis, AG
WDC~-4th Arck"

but, if hy nature »f the nessago, therc is reason to sign it other-
wise, the surname or full name of the officer signing will be used
fallowed by bhis officinl cepacity, 6. 8.

"Bendetsen, Crloncl
Wartime Civilian Contr»l idministratinn

4 authenticatinn, The green carbon ¢»py will be preparcd similar~
tn the greon o py »f = lottor end will, before submissi’m t» the
L8sistant AHAJjutont Goneral, have all nocessery c-ncurrences evidencod
by initials, The issistont Ldjutent Gonoral will then authenticate
all out-gning crmmunicetiong as follows: oithor in the lowor left
hand-chrner 2r uppor right nsor the dote line, deopendingrup»on the
form, will bo in ocapitzls "Officiol”™, with e space for signature end

thoroafter
"Hugh T. Fullerton
Captain L.G.De
Lssistant Jdjutant Gonepral”™

Whore concurroncss must be obtained frorm WDC-4th Lrmy at the Predidio
the word "O0fficial” only will be used; space f£»r signoture will be
laft,

12, Messengoer sorvice.

Intar-office nessonger service is scheduled oevery thirty
minutes from B8:00 M tn 8:00 PM each day,., During the period 8:00 M
tn 8:00 AM messenger service nay bo nbtained by calling local 689,
Mecgsenger serviece to gnd from the Presidis will be available nn the
following schodule

Leawe Hotel Whitenwb at 6:00 AM, 11:30 iM and 4:30 PM,

Leove WiC-4th Lrrmy at 8:00 M, 1:00 PM and 6:00 PM, Special ser-
vice to the Prosidio at other hours nay be arronged by calling
Iaenl 689,

13, Classified Unrunisations.

Liny communieatisn which has been clessificd as "Speret” or
"Confidential", whon not in active use, (inciuding nights), will
be delivered to the Jssistant idjutant General, £or locking in
the safe or sther dispositinn.




\

Suoh onmrunications will it be handled by memamgur-, but will be
hondled by band, from one Commissisned Officor to annthar, -
designnted Nom-Gorsdssioned Officers, ~r by Civilisn Seetion

Chiefs. )

KARL, R. BINDETSEN

Cnlonel Ge 24 C.
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WESTHHN DRFENGT COMMAND AND FOURTE ARMY ./
Offive of Assistant Oh%ef of Staff, Civil Affaive Di¢

'mmm OIVIL CONTROL wmmsmmdm
18371 Market Btreat
Som Francisco, Oelifornis

June 9, 1942

Personn) denlings with Bwasuvaes

ALY Apencion merving in oy with Wortime
O4viy Control Adminietration

1. T4 bos ocome to ny attenticn that there
may have besn personal finsncinl transactions or nesus
tintions between personnsl servivg {0 or with the Yar-
timo Ciwil Control Administration and Japnnose avracuess,

2y Any sueh proctice by persong connectod
with the Wortime Civil Control Administration in any
onpacity comnot be tolornted and 1% is rogucetod thet
ron eoution any eof your officers or cmploycea sorving
with or in Wortime Clvil Countrel Adninistration that
thay are roguired o confine tholr relavionships and
denl inge with such svadudos to of fisdel tusiness only,
®o personnl hueingse of any nature botween Wortime Civil
Qontrol Admindistrntion porsonnel and sweh evacusses is
permitted,

18/ KARY R, BENDETSHN
Xarl R. Pondotsen
Oaobonal, O BB
Aspintont Chief of Staff
Ddvii Affairs Division




 UNITHD STATES DRPARTMDNE OF AGRICULTURE WEA Tnstruetion MO.1
AR SECURITY ADMINISTHATION , :
PHE &

ORGANTZATION AND OPERATIONS OF TVACUATION CONTHOL UHito

X GENBRAL: In sonAestioh with tné arussation of aliens and obher
Jepanase from Paglfis Const military ur@aa, thmru‘hmm baoen sstabiishad in the
Parm Seouriby dministrotion the Tvacuation Coutrsl Unit, The furations of
this undt are parellel te, anﬂ’nbt part of the 1. Punetion snd prezoam. il
1t is heedyd by a Chiof', whe 'is responsible to the Regional Direcior. . Tie
field people work in eloss conporation with the "FL personnels  Thiz “Au*vise
tion deseribes the funetions, orsunization, 4nd pparations of the Uvacustion
Control Unit. g

i

X W THIRICUNS

b WCCL Symbol for " artine Civil Control Administration.’ 14
Le made up of throe ageneiesy - thae Fapm Seourity Ldministration, the Fedarsl
SJasurity .agenoy, and the Psdorsl Reserve Systém » -Those apenches arc jcingn
in'h besm %o assist the [emy in the. avecuntion of designated groups of poopla
from certain dofemse arads. ' ‘ B

B ;ﬂgumziglﬁ,gfﬂiggg; Headquarters for loeal "CCh teams. {Thay
are sonttered throughout the “evasuation sren'. 4 list of these offices g
contalned fm VR dnstructions n the 915 serige. Lt leait one. Fi [ieird
«ront ds lecated in eoch such office. f

¢ o Fleld Aponts: ¥B/ reprosentatives in locel = GC.. teams.,
They handle ol Term casans The Federal Heserve representatives handle Lhe
translor or etorage of business amd borsonsl proporty.  The Tmploymacnb. s re
(Poderal Securitys provides offices, equipment, supplies, office MBI
and some persounsl.

D Svacuation Projoet: Removal of civilinng desiprnnted by tie.
wrmy, from o speeific arca within s given lemgth of time. These PG e b el e
numhered, They are snnocunved by Olviliag Mielusion Orders fsrusd B i i
Such orders speeify dates for required repigtration of a1l persons sun del e
evacuation, This porioed is usually 1) or 2 days. The poriod beotween Lie
igsuanco of the order, and the slearance of tlid aroa, Lausually abouh b da

e

b Civil Control btantions flendgquiirters for eposiald CCL teumg whe
direotily uBsist 16 the Linal cloarance of avacuses in en exoluded nren. hoes
stations are always locutsd in an RVASuntion projoct area.’ Often pore vhe -
one atation is situvated in such an arem,  but dincthess instemecs seprrebs xonsd
are established, so that esech evacunted person deals with only ome stuti

. Foa Tvacuation Control Units: 'Sl repregeitativas On"C%hMQ””;rﬁi
Stuklon T oy cﬂnsrsL-vg~¥uur cinsqw& of persunel, Tas Lo Lo

waeuvation aeents

~sgistont Uvsonation .prents

Interviewers

«esistunt Interviewere (Clork-8tenographors)

(4=l =42) Page 1
{R7V, 4=1lag2)
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Usually the Unit will comsist of but three peaple, this steff may be supe
plemented during the registretion perdod (1 to 2 deys) by personnel £ tiun
Fleld Agent's staff, if the pressure of work in the ' Fh offime will pounily
pernit sush an srrengement, All members of s Control Unit may be requinud

to act ns interviewers during the actual registration,

G Additiomal Fleld Serviees: In addition to the above, two types
of field smervice personnel mey be svailable to asaist Control Unite on s.cntal
probloms: Cpecia] Fveocuation Agents, who are attorneys: and Losistant A
who will act as trouble-shooters, |

ELE AENERAL PLAN OF OFEHATIONS

A General: On Maroch 16, 1942 , the evaouation program was begun,
Pleld 0ffices were set up apd ' FA Pield ‘gents began to register Japenese
farmers and prospective substitute operators, end to extend eredit to

substitute operetors,

Shortly thereafter a number of FOA Special Negotistors were put in the field
bo assdst in reviewing and clodlng deals between evacuating farmera,
processors, sooperative assooiations, marketing agencies, and similur
orgenized groups.

A largs force of TFA Field Agents and their steffs has been working throughout
the Facific Coast Wilitery sres, promoting and assisting in the trensfer of .

farms wnd disposel of ferm property by all people subject to svecuabion.

B Sreliminery |lenning by Evecuati on Agent and Fleld Apent:
Plenaing fer evacustion requires olese team-work betwesn Tha leld Agents
and the @moua tion Agents, The Fracuation Agent will teke the fellowing
steps when he comes into an evacuation project arean,

1. Premptly corkact the Field Agant

2e MAnalyze with the Field ‘gent the number of Japenese Parmers in
the new excluded ares, and disouss the situntion,

$e  Plan with the Fleld Agent the number of personnel whioch will s
needed during the registra tion period, and arrange for the provision
of these personnel, from the "FA staff if pcesible, In some instencos
the Evacuetion Unit can handle the Joby in others, sssistance from +is
Field Office will be needed, In the event such help is required end
it camnot be mmde mvailable by the Field spgent, he will eoopurats

fully by essisting in the selection and employment of temporary
edditional persommel.

4. Then go to the Civil Control Station and request space and
srrangements accordingly,

(4-1-42)
(Rew, 4+11-42)
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WHA ol instrmti‘an 940,1
111 { Continued )

( Cooperation Betwesn Fymaouaticn and Meld Agents During QMcwaiNam

During the operation of the Civil Control Btetson the Eveocumtion Agent end
the Fisld Agent must work effectively together, The Bveocuntion Agent will
see that the following are accomplished:

1. Tho status of each ease is recorded on Form ' FA=30, cbntrbl
Station Record, in duplicate,

4y The, i‘ieid Agmﬁ is notified prcmpt:l:,é of all eases where subw-
stitute operetors heve not been provided, or where deals for dispossl
of chattels have net been arranged, : i j

de ‘I‘hé Contral Unit cooperstes fully with' the Pield Agent in actions
t prevent sbendonment and find sultable substitute operators or
purchnsers., j : i

45 Thet all originel copies of JFA~B0, sl a eopy of WrA-31, Control
Station Tally Sheet, all sempleted and in erder, are delivered to €hs
Fleld Agent, The Bvecus tion fgent will remain in the ares an extre
day, if necessary, to deliver a gleer report to the Fisld Agent,

It will be expected that the Fieid Agents will take nooeéigm aetion to
find substitute operators for any sbandoned farms, te close pemding
deals, and to promote continmuity of orop production In the eveocus tion
aren,

s DETAILED CONTROL STATION FROCEDURE :

A Office Arrengements : The Evacustion gent's firat responsi-

bility is to contact the U.S8.E.2, representative in charge of the Control
Station and meake known his needs for spaee, equipment, supplies, ete,

B Contact with other Agencies: . His second responsibility is
to explain FSATS pert in Lhe program to the other cooperating agencies,
Ordinerily a meeting is held for this purpose the dey before the Control
Stetion opens., He should completely explain the FSA funoctions with particular
empheeis on the fauct that all farmers, nurserymen, greenhouse operaters and
oyster fermers must be routed through the FSA regardless of whether or not
their ferm +arrangements heve been comploted. 'This is true even though the
substitute operntor has taken over.,

e Internal Arrengement: The Evacuetion Agent should 8.0 hr e
his interviewers in close proximity to ome unother so that the receptionist~
stenographer can direct families to them with Ghe miaimum of vonfusionh, Her
desk should we placed in front of the othsrs snd should be eleerly marked
to identify 1t to the Pfamilies as the FOA section.

Da Routi of Families. Bach family registering is given an envelope
by the receptionist at uhe ocontrol desk, Attas nied to the envelope will be a
pink (roubing and control) slip, If the femily heed is a farm operator,
gresnhouse operator, or nurseryman, or dyster fuciier, the Control re¢spts onlek
will cheok the bleek provided -for FSA, The family head will eventualiy ie

directed to the PSA receptionist-steno, for FSA registration and recording of
date on Form WF: 30, :

Pﬂge B
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1 The receptionigt=whondpramher wills ERIND t4 the hmwa r* i
the i‘nmily head Twadtuat Lon ;’rojem(: Noy, Case No., and then rolor the' nmm
o' an intevrv"lmrmr, passing him the Form, . ! e

2, THe ‘Intarviewsr will: Complete Form *mmao i‘mofar s nogible
during the first eontacts Upon complation of' the interview he will ©enly
the applicable spmees in the® “Control Square” indieating the status o.
the case and the return dete if the transfer or digroeali of land, erov
or chattels’'is not complete. If the evacuee has satisfaotorily sompleted
all arrangements and it is not necessary for him Yo return to the FSL,
the imterviewsr will initial the pink "routing and ‘eomsral” 8lip just
to the right of the FSL block, I the evacuee is %o return to the FS. the

interviewer will 4mdicate the date juat to the left of the FB. block
anud insert a plain shgot of paper in the avacuses control anvelope aﬂwwmg
the return, date angd’ t}ya inmrviawerg Mme. ‘ sl

hin this 1 dbus"the Imterviever should réfer tho ‘svacumss, to the ohock
out/ aontrol desk. The original of the' " PL-30 will be plased in a foldor
Tor return yo the TS, ressptionist»gtenographer for’ tabiilating on form
Ph=31s This is*dons even thouph the i'amily mas 't rqturrx at o subgequent
date te complete  his arm,ng;ements. i T

8. Return interviews: Return intvar‘viewa are handled in the srme
manner as the first interview except that the requtxonlst-—s‘:enagrav o
wWill pull the form ' Fi-30 from her file and make H: available’ to the in-
tarvie«rer. . :

Thie i:ntarvmwer will ocarry on t‘rom where- ‘ho' 1@1“& of,‘t’ mui bring the infor-
,mation up to date om Form | Fa-30. " Nkl A

I"orm WFA=3L, Control otut;icm Tnlly Sheast

vy

la The mcept1onist~u’cenmrrapher Wiiln 'iwgiatw the fanily on
this' form by case number and name at the time she places the name and
‘dddress on form '[i-30, Thig procodur’e Wbl k p.rcwfde A’ ucmpleim xogistry
&f the familios ns they come Yo' t}m I'Sn Eémtipn, e

2 %oeptionist-utemcgrapher’s action on, Pu-Sl piter interview:
‘then tlie Fa~30 is returned to the raoeptimbie.t-'stenog;rapher she . will
proceond as follows: .

ey For completed vases:; “i‘abuluta Bi) required information on
Form =31 (excopt remarks ccl\mm) and 1ndieat’e thut the. case in completed.

be For incomplete casq,a: Tab'tﬂ.ate data uvallabla on Form
#ia=3) under status at Mp‘lstry and indicate the retufn date. (Ses Note)

BOT5s ‘ It i8 necessary: *bhac,,mse* Bhnox,mphor keep the "FiL-31
up to date at all times in order that neouratse repnrta
may bo made (Smm mert Proce&ur% )

; N e 4 1 O LN Yo 4 \
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8, Pimal preparetion of UF!-31; hen all casen have clesred
through the FtA Section and all aetlon possible hes oesn taken mt JShe
gontrol Station, Porm WPA~3) will be cheocked sarefull ‘agnlogt the "Fi-t0rs
Yy the !“vai%mpn Agm’b, the Steno,, and where possib 8, the Field Apen!
¥ “"gl‘!&' et all Information listed ds sorrect, Sfter this review the
o Ryeb o T, 0 o 5, SMacks afolLos e o She Thsek e
work in the a&r‘qm.‘éftcr Qweu:gan, . a‘”‘” the Fileld Agont An do(ing;‘ htt

4+ The items to be transfored from the FA-30's %o Tally SHeet
are numbered. These numbers correspond to the numbers on heedings of the
Tally Sheqt, : A ’ ; : ; j

G Piosl.Diaposition of Form/ {Fh=81 and WFA+8Qx  "hen the t‘eviw s
eom;\lwod the st::o will type the form WRA«S31l in énioriginal and gwo Voopijms.
for distribution as follows: Origimel and one nopy %6 the Bvacustion CHiwf,
30 Van Ness 'venue, Sen Frenciseo; one copy to the "iIFA Field Agent along
with the originals of Form WPr-30. 'The 'FA 50%s should ‘be arrenged alpha-
R’gigak}égn%nd firmly attached to form ywFA-31 before turning them over to the

NOTE s The Pield Agent will urdoubtedly wish to stert work on AR
inoc\mpleted crses before the Control stetiom is closed and the WPr 30ts
and 31's mre turned over to him. Therefore, the names, addressces and

- pertiuent information on wielosed transactions should be furnished him
daily or oftener, ue required, - el :

VI, ' REPORTS'BY THE BVACUATION AgENT: h

: ' to wire
A,  at the eclose of each day of rogistration it is necessary
(cellect) o report of the day's business to the Ewaoustion Chief at 30 Ven
Nese Avenue, Sen Francisco. THIS IS }ANDATORY. The telegraphie report
must contein the following informetion

l. The date (da¥) covered by the report,
Z2¢ The number of evacuating farmers repistered that day.

Se The number of such farmers with arrengements complete at
time of registry,

4e The number pertisll complete,
S« The number with no arrangements,

This wire should be set up as follows:

APRIL 8 TOTAL 36 REGISTERED,

18 COMPLEYE 8 PARTIAL 9 NONE
Y Co SMITH
EVACUATION AGENT

If no registrations were mede, wire: YAPRIL 8 MO REGISTRATIONS"™,

(4=1-42) Page B
(Rev. 4~11-42)
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ViFa : I HEEE i Tnstruetion BEC. 1
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B« The report of repistrations is & daily, not an sccumulative,
report, If K7 ovkouses register oy April 15, end 80 on April JH, Ehe
daily report For April 16 4s 80, not 137, , e i

5ol d A

Co 4 daily report of resistrati one need not be' mubnltted for dajs
of Copteol Stwtion duty aN&'Ghe requlret registration period, undein 4l
additiomal evecsuses are rep stsred, Do not count re~interviews of ool yas
ag new reglstrations. If additional megistretions are made, wire fn o
daily reports. . The Evacuation Chief knrws, from having sopilens 'of Brolu s
Orders, which days ere registration days. T

Ds The Eveoustion hgents will submit a final! telegrapie #épors,
a% the cloge of the Station, dontaining grand totale of eolwmme Qf thriwh 9
of -Form iFA=8l, This wire will he ‘get up as follows: %t L)

PINAL FEFORT TQrAL NUMBER CASES 196, 'COLUME
POUR 166, PIVE- 20, §I% 10, SEVEN 9, EXGHP |
5000, NINE A 3760, NINE B 457,

Yl Smabh

Fyacuatd on Agent

Vi, FEPORTS BY THE U'Fi PIELD AGENT. Upon receipt of Forms Whi-30
and 31 from the Bvaouation hgent, the Field Agent will fmmedistely reconcile
his records on Form WFA«l % -eflect any corrected date regarding the
trensfer of farms, Buch c¢orrected records vill then be the basis of

suba equent periodic repuris Lo the UFA program Chief by the WEA Field
Agen*;. ;

‘ ¥
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FEDERAL SECURITY AGENCY
OFFICE OF DEFENSE HEALTH AND WELFAHE SERVICES
785 Market® Sthreet
San Francisco, California

April 7, 1942

Wartiime Civil Con trol Administration
Whitcomb Hoteld
San Francisco, Calilornia

Under date April 7, 1942, Colonel 'laas issued the following directive
to the civil agenciea participating in the operation of eivil control stations:

1. Por the purpose of processing evacuees, civil control stations will
ke located in unit areas to be evacualec., iithin each such station there will
be included appropriste sections to render services applicable to the several
interested civilian agencies, The civilian agencies concerned will provide
for the persormel and the instruction of the personnel assigned to these
sections, The supervisor of each section will control all matters pertaining
to the services rendered by his particular agency.

%e 'The Federal Security Agency will be responsible for the estabw
1ishment, organization and operation of the control station as & whole, A
monager of the contrel station will be named by the Federal Security Agency s
This manager will receive instructions with refercnce to the evacuation
project from the military authorities and will be responsible fox the dis-
tribution and execution of these instructlions by supervisors of gectiong
within the control statlion,

3. Thos several civilian agencies will control the services rendercd
by their representatives ot the control stations but insofar as the coordinam
ticn pnd the operation of the installation n8 e whole Ls concerned, it la
desired that the supcrvisors of sections be directod to rceeive tholr instruce
tions from the manager of the control station.

In accordance with above, the Federal Seeurity Agency has formalatoed
and prosenks the attached "Operating Plen for Civil Control Station",

Vory truly yours,

Richard M, Neustadt

Regional Director




Io Opepstine Plans for Civii Control Statlons

The following procers is based on a gontrol station operation for 500
family heads, snd ssimes a twu-doy reglstration period, a six-day workling
pariod, and a six-day evasuation psriod excluding Sendsys,

No more than 250 family heads will be gchednl.d for rogistration eaeh
of the two days, ‘The physieal [acilitles of each control station should be
go arranged as to allow a natural flow of the activities fer which the office
in regponsible,

The evacuse sheuld be met by the receptioniet, from there be referved
to the sociel workeers representing the Burean of Public Assistance of the
Social Security BDoard, then te the representative of the lederal Reserve Panlk,
Farm Sceurity Adminlsticbion, and Unitod States Employment Servics as needed,

An easy avenie of access should be provided between the social worker's
desk and those of the other repréesuntatives.

Provision should be made to arrang: the desks of hhe representatives,
providing adsles so that only one exdt and one ¢ntry is aveilable, It is
highly desirable thnt the assistant supervisor for Public Assistance be
assigned o desk near the exit to faeilitate the taking of an ovep-nll review
prior o the cvecues leaving the office,

The assistent supervisor of Public Asnistance chould be the last o
wee the cvacuee prior to the disposition ot the control desk, At that polnt,
the records which the eliont cavried with hin in the offlce should he cdl-
lected from him pnd routed for £iling,

11. Organizatior, Magagsmen' and Gencrel Definition of Hosoonsibilities

0

The mansger of cach WICA i a repregertative designebed
by the United Btotes Imployment S - ti Ldurai Seeurity Agency to
perfomn that funetion, Hu will have e mn] b r.mw':r\s",bi].;i.f.,;' for the orzani-
zation, management and functicning of wach statlon., Hu wills

1. Leases the sprce bo be used for stations snd will procure all
supplice and cquipmunt for the coption of stations excepting that coulp-
ment which can be furnished by Lhe separate agenclos,

2. Tssue such disbursing orders as arc nccessary for providing
space, souipment and transportation of eguipment.

3. Boa respongible for the guneral organizabtion, menogement, arrange-
ment and proccdures of the officey,

In addition

N o K1Y scebion haods of Lh ardons ogencive, with the e¢xecptdon of
1

the Army, will report to him when ix'J*i;rc of poliecy concusrning another
ageney develop. He will then errange for disposiag of the problom
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5, A1) dnstructions ou the evacuaiion wrrangements will be issued by
him to the scetion heads, No sectior hond will proceed on any other evacuation
instructions,

6. All officisl information in relation to the operation of the stavion
will be released by the manag.r,

7. He will he responsible for insuring the successful operatdion of
the station as far as the civilian agencies are concerned,

The manager will be sssisted by the followinmg, wach of whom s responw
sible for the approprinte funmctions of his seetion:

1, Supervisor of Farm Security Administration

2  Supervisor of Federnl Rescrve Bank

3. Suporvisor of Public Assistancs

L. Representative of the ¥, §. Public Health Service

Each of the supervisors end representativas will have the staff necesmary to
perform the functions approprinte to the scetion,

The Sector Gommander will provide the offieinl Army representative at
the station, This ropresentative will be responsible for all Arey functions
in the office and for providing information to the office manager on trans-
portation and embarkstion arrangements,

The Sector Commander will be the only Army rupresentative issuing
of ficial information to the manager on the arrengements for the evacuabtion,

1IT. Staff and Planning

The size of the staff will be governed largely by the caseload which
mist be served by the control office. DExperience indicates that the average
length of the registration interview is 25 minutes per family, On this basis
it is possivle to plan the social work and receptionist staff needed for a
gilven population,

As an illustration, sssume that it s cstimated that it will be neces-
sary to register 500 families over a period of two days. .On the basis of
8~hour days, cach social worker would be able to interview 20 families per
day, or 40 families over Lie iwo-day registration period. Accordingly, 13
social workers would be necded; this number belng sxelugive of the supsrvisor
of public sssistance and the two assistanh surcrvisors of public assistance,

Because of the differences in the volume of services, the recoptlon-
ists! interview is quitc brief and roguires approximetoly one-fifth of the”
tims needed for the services rendercd by the social worker., On this basis,
five receptionists mould be ample. Only three receptionists will be ;
necessary on subscquent days durdng the evacuntion period.

These enleulations are based on limited wperience and assume that
staff acouaintod with the operations of a control station is secured,
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The shaff of ressepticnists is reorudted ard directly supervised by
the office mansger.

soetat work stat? ia recruitied by the Bureau of Public Asaistance
arvised by the supervigor of public asslztance assigned no the

T }
abdon,

i
and 18 sup
gontral st

In order to accomplish the registration as efficiently and smoothly
mo poswible, it is necessary that Lhe days set aside for reglstretion be
lrept free of all services not part of the registration project, Accordinply,
no return appointments should be solheduled uwatdl alter the close of regis-
tLration.

Medical examination appeintinents should not e sochodaled for days of
registration, Persons registoring on the {iret day ghould be scheduled fop
the medical examinations to bogin on the third day of tha operation of the
control station., Porsons resistoerdng on the seoond day ahould be schedulod
for subsequent days te allow [ims flor typing, eLe.

1V. Genernl. Bowbing

The progress of the evaeuce ih the control office ds ams follows: To
the receptivnist; from there to the gocial workers and tonon te the Farm
Security Admindstration and the Federal Resorve Bank, a8 indicated by the
evacune's nesds, Upon return to the soclal worker, tho evacuee is roubed
to the assistant supervisor of public assiatance, and from thews to tae
gontrol desl,

On relura visits the elient 4s routed in accordence with the appoint-
i

menbs indicatod on his resords. Such appolntpants may b for medicdl eXmme
ination, for further discussion of property problems which are the respon-
sibility of the Pederal Resermre Bank or the Porm Security Aduinletration, or
for diseusgion of problems deslt with by the soclal warkor,

The detsiled procodurss are givon Xov cash | tance bhe swction
coelow,

ol

V. Epecifie Functions end Prosedurcs

1, The Receptionlat

A, unctions o first oy pogictration vislit

-

Two £loormen will be sssigned to oid the rocuptiondsts in the
reception funection. ‘Thiy wi (1) Fodte traffic to rucentioniste.
(2) Routw trofMe from the receptionists to the sccial workers,

(3) Provent crowds from gatherirg before tho vacoption desks. (4)
Advise non~evacuating persons, (employers, frisnds, ete.) that they
cannot, ancompany the evacuey in the rogistpration process,

Tho pegentionist wilk have at hand a eupply of Large manila
envelopes which are pre-pumbered,  To the envelope will be stzplicod a
Routing and Control Slip and n Sondal Data Resistration Formy In the
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pavolone will be four copies of the Proporty Form snd cne Triple

Pornonal and Haggrge Tage The number on this tog will be the Sone
trolling cess numbor and will be stamped on the Routdng and Control,
514p, the Secial Date Rugistration Form and on the envelope dtsell,

mha rocoptdontet will:

(&) Rocedive the evacusce and check ¢n + map of the ares
that the evacuse's residence is within the area, thus
determining that the evasuse is subject 1.0 registration.

(b) Write the evecwos’s neme and sddress, check 80X,
numyer in famdly, the nntionality, and socinl parvice
(under Sorvices Roquosted) on the Routing and Control
Slip.

(¢) Write the evacuece's nam: on all three parts of the
Triple Tag.

(d) Ricord the case number, the name of hoad of fomily,
and the number in the family on & control lodger,

(e) Refer evacuse Lo a greinl worker.

If for any vemson a vegistration io crneelled, bho gomplete
ey

record st be preserved for finel dispositicn ns indicated in

Seetion VI,

Since the registrabion and interview by the social worker is’
move time-consuning and it is cesentinl Lo prevent neealess walting,
the pecestionist will control the referrals to the soelal worker.
Bach socinl worker is to handle five regletretion intepviews during
wvery two-hour period, Thus ¢ach scodel worker is to have five
referrals for the pericd from 8 to 10 a.m,, five referrals {rom
10 a.m. to 12 Noon, five from 1 to 3 p.m., and 5 from 3 to 5 pente
A skeloton staff will ke naintadned durdng the noon hour, and the
sehodule of reforrals will be adjusted accordingly,

Ench receptionist will make 35 referrels for every tvro-our
period, When the slips for 35 referernls have been exhousted, the
receptionist will assign refurrals for a subsequent pwriod; the hour
of return agnin being gauged at the rate of & dnterviews for cvery two
hours for cvory sosial worker, Whun a day's work load is asgigned,
the receptionist will gaupe the cvacues's return on the same basis
for the sceond day of pegistraticn. (This will be facilitated through
the mediwn of the receptionistts appointment record, )

B. Functicns on subsecusnt visits

On the third doy »f owacuertion, most of the evicuces antd
familice registured durding the first day will bo roturning Lo the
contral stoticn for modlcrl cxamination sppointnents., The records
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of these evacuses will have been typed and filed numerically in the
meantine, The appointuent houe for the uedleal examingtion will
howe boen indicated by the social worker in Item & of the Seocial Date
Registrotion form, as well as on Lhe bottom part of the Triple Tag.
The evacnce will soe bhe recepbionist who wills

(m) Request the evacuse to show the Triple Teg bearing the case
numpar,

(b) Pull out of the file the appropriaste case record,

(¢) Check the hour of sppointment for medieal examination.

(d) Cheelk thet euch member of evacuee's family has a Triple
Tag besring the identifying cease numbur,

(e) Route the avacuee to the medical examinatlon room, romirde
ing evacuee that alter the examination he and his family are
to return to the control desk tn surrender the records on the
way out of the stablon.

After the c ﬂrwlv jon of the registratlion, sveguees will be
returing not only for medical oxmalnations bubt alse for other appoint-
ments., The dates nf sppointmonts with the sociel workers and with the
othor representatives will have beorn notud by these reprosentatives
in the appropriate spaces ¢n the Routirg and Countrol S1ip, Thuse

appointments mast be noted by the representatives in Lhe "Sorwices
Requested" section of the Houting and Control Slip as follows:
Sceinl workers will note the day and hour en the line provided for
"Soeial Serwice." The Frrm Security Administration repregentatives
will make the same netation on the "Foarm Sesurity" line, and the
Fedoral Heserve Bank representatives on the "Foderal Reserve! lina,

At the time of the roturn visit for these appointments, the
receptioniet will follow the same procedure as above and will direct
the evacuee to the appropriste represuntntive,

The Social Worker

A, Punctions on first cr repistration visit

The social worker will ruceive the evacuce, who has beon issued
the record envelops as indiecnted in (1) A abeve, The gocial worker
will thens

(a) Compare cuse numbers on  all reeords,

(b) GComplete the Soelal Data Registrntion (az indlcated in
suparste irﬁdﬁwtnﬂﬁo) and aggurtain cther speci i* p'oblcms

£
on which the €omdly need nssistence before moving,
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(¢) Chesk the appropriate services nesded for the evacuse's
referral on the Routing and Control B31ip.

(@) Refer the svacuee to the nppropriste representatives fop
discussion of specifls problems (personal and non~famm prope
erty, and car for storage to Fuderal Reserye Somis farm prop-
erty to Parm Sacurity Administretion), nokifying evasues to
return to the social worker when the cvacuec's businnces with
the appropriste represuntatives is congluded.

(e) Upon retur of the cvacuec from the cther papresentatives
ihdieated above, dnform the evacuse about the medical @xmminae-
tion for thu ovacuce and hiw family., Bxeminations will be
arvenged on the days and hours smssigned Lo the social workor,
but not earlicr then the third day of raglstralion. Appeint-
ronts will be noted on the Sccial Dete Begistrution Forms in
Ttem B, and on the bottonm tag of the numbered Triple Tag,
ineluded in the envelope, At this poinbt toe soclel workew
will Zssue to the evacuse ope Triple Tag lor every mombor

of the evacuue's family The worker must inssvt the name of
the person and the case number on wssh Triple Tog Issuad,
Exnlain to the ovasues the use of Tripls Tags, (as given in

B below).

) Inform the evacuce of departurs srrongoments and date,

(£
1f more than cno departure date is availzble, the worker will
consider the size of the family and the volume of property to

ke stored, arrengencnts belng mads for disposition of nroperty,
medicnl examination appointment and all eother arpropriats
fastors. It 1s tn be rememboerad that evecunbion must be ex-
pedited and equalized as to days, end usually the first served
should be the first to gos (the only excuptions buing mude

for the special probloms Indicated aboTa, )

{g Noteo departure dote in Item 7 on Soeial Pata Rogistration
L I ; _
Form and on the Triple Tag issued to the evacuece,

(h) Remind the evacuee of all srrengements and subsequent
asppointmente in the office,

(1) Recommend financial assistance when indiented. Thie
18 provided on the basis of individuul or family need, ard

is given generally for the following purposcas: (1) To
purchase prtieles which military authorities roequirs evacuues
to bring with them for woception aenburs, (2)  Tu poay for
erating of persennl oroporty which the Federal Riserve Board

is to store at Govirnment SApensd,
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It will net be possibls to maks an accurate or veri-
ficd detormiveticn of noed for fincncial assistance dug to
the short peried of time and large number of inddviduals who
mst be served with o Limdtad steff, It will Cherefore be
neccsssry to make such dutemmdnations cn the basis of infor-
mation given duwwdng bhe interview, and arvive at a Judgmont
at that time,.  In most inetances fomilies will hdvn the necus~
sary articles needod at riception conters, but single Endi-
viduals who FLVH a0 resourees, sach ~g ferm laborurs and
thome slveady forvend to ziv. up their employmunt will usually
hawe such necdn, ﬁﬂai-ganc. flor arabting of persouval proparty
will he neccgsavy ooly ocenssionally, but should be kept in
mind when interviowing ﬁfmJJJuJ with Timited coash roronrces,

e articles that fanilive snd individuals are required
bo bake with thum Lo recoption centers are speeificd dn the
instructions Lo individuals which are posted with the ex-
clusion order, and usually consist of such Lhings as bedding
and linens, (ns mattresses), toil:t articles, knives, forks,
spoons, plates and cuns.

(1) MNete date snd hour of subsequent appointment with sceizl
worker (if needud) on the Ruuting end Control Slip (sce under
(1) B above), initiel thy ”ducL*L Beyviee™ 1tam and route the
evaguse Lo the assisbant supervisor's deegk,

B stuen Anterviows

I;nx‘;;‘.~k..g"xv!prwvhmslylnxﬂx‘u ¢ud upon botween the
GEVACUE 1~~..j he soeial worker, the hour and dabe of appointment will
Bve beon noted on 1P‘ RBouting ond Control S1ip.  The evocuee will
retum to th. workor with the snveldpe of records reissucd bo him by
tha receptionist,
The social worker will give the evacteo advies snd information
needed and will sea thet 2ll necessary appointmente with other wepre-
gontatives are kepht, She ”11 instruct the client ?J reburn Lo the

DV 9 b S AT
social worker ag sin vofore i ““'uv

ALt all plons have beon completad by the othcer representa-
tives, th S“Cinl'w:rmur'will complete bthe arrangoements for conbrmlled
uvacun;imu

If, ak this Jf.yv‘: 18 det -d that the evacuse needs finan
¢ial *u”'gt“HCu in o Lon n tna mvve, ‘hv workur will prepare
& brdal .ucgnu'wﬁ"uiuu tu thiie effact, and vi L rafor the ovacuee Lo

the assistant supervisor who will preperc an ovder,
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Pho werksr will alse chack with the avacues to assure that nll
arrongoments are understood, She will explain to the evacuee the use
of the Triple Taps; one section for each purscn, one gagtion for the
perscnal beggrge. (The third port will hawve boun takon up by the
medieal expminer.) If the evncuee necds additlonal tags for perstnal
baggage, nny blank tag may be used for tides purpese. It should be
pointed out to the wwicuse that the amount of perannal bogpoge is
1imited to that which can bo carried by the evacuee and members of
s family,

Tha svacuse ig then referrved to the sssistant supervisor for
final reviow,

Assistant Supervisor of Public Assistarnce

In an office handling 250 rogletrations per day, there will be

i
assigned two assistant supervisoras of public assistance,

At tho gompletion of the rugistration visit, as woll as at the
completion of the return visit (i any) te blie eocial worker, the
avacues will be Touted to the assistant supcrvisor,

Here the records will be revicwed to insure that all-cssential
arvangonents heve been made and services glven, If asgistance ls
necessary, o disbursing crder will be completed at this point and its
us@ explained to the <vacuee,

1# no changes or additions are needed the aselstant suporvisor
of public assistence will initisl the Routiag and Control Slip in
the lower right-hand sorner to indieate finel disposition of the cnse,
and the evacuse will be referred to the Control desk.

The Contrpl Dosk

The centrol desk is supervised by the office nenager and is
charged with Lhe following functiong:

(e) Pirst, cr registration wisit

After completion of the registration, the evacuee is
routed to the cuntrol desk where he surrenders the envelope
of records, vetaining thu Triple Tege and the Property Forms,
and/or Motor Vohiele Formms,

The econtrol derk will also check to detiermine that cech
service indicated on the Routing and Control Slip hns been
perforned, and that all negessary services have meds final
disposition of the enge for that visit,
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Rueords cancelled during the offige proceus are ninrked
Meancelled? seross the Soclal Data Ropistration Porm and the
Routding and Control Sidip. Such reccrds are dlaposed of
sceordirg to instructions in Sectdon VI,

(b) Return Intorview Visits

After completion of uach wreturn visit, the control duslk
colleets the envelope of records for refillng and detormdnes
thet the services fur which the vieit was made heve buen pro-
vided, The ovacues shuuld retain hds Triple Tegs sl any other
fornis which reguirs completion by the evacues outside of the
‘.4f€ice v

VI. Disposition of Reecords at Complution of Begistration and Services

1o The Social Data Regletrabions, typowritton in original and two copies
mist be verificd for completencas and securacy agninst the nondwritien
original and all errors snd onissions corrected. After completion of
all services, but prior te ¢ntrainment, the manaper will separate Lhe
Goeial Datn Registrations os followss

(a) The original typewritten repistrations conbalning the
netations of the medical officer in Ttem 9 wlll be placed tngether,
These will be turned over to the superviscr of public assistance.
At the timc of assembly the soefzl worker designatod to amslat
the entrainment officer om the Lripy, will provide him with these
forrs, (This copy will be provided to the Reception Center st

11

the completion of the trip,

(k) g puristration forms
will be forwarded by the 4 A in San Froncisco.

(¢) One set of the dunlicebo Lanewritton repistrations will
be forwarded to the recephion centor prior to ont rainment

(&) The handwritben rogistyations will be detached from the
envelopes and turmed over to the supervisor of public psais-
tance fu tronssittel to the Regional Office, Attention Baresu
of Public Assistance, 765 Market Strect, San Francisco, Califor-
rda.  The regular "Deily Report ond Tra spittel Shoet" will be
used for this purposc,

(e) All cancellcd registretions will be debached from tho
envelope and turned over Lo Lbe supervisor of public assistance
for transmittal in the same panner as under ¢,

2. ALl cther records attached Lo the envelope or found within the
envelope will be cisposcd ~f ns follows:
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(a) , Bewtins anc Gonkarel 8iips will be detached from the
nml“-c.. and Will ba famiarced by tie menager to the Wartime
uiVil Conterl Administration, Whitcosk Hotel, Ban Fronelsco,
Californis, Attomtiomr Dr. C. L. Dedwick, (‘Thesy should
accompany the duplicate typmwrdvton coples uf the Sceial Data
Repistration.)

(b) The Federal Reserve Bank records removed by the manager from
the envessns will be relurned o the Supcrvisor of Paderal Regerve
Banic,

(¢) The Farm Sceurity Admindstrs vbAon resords remeved by the
manazer from the snveleps will be reguroed to the Supervisor, Famm
Security Administration,

(d) 1The Case i?w‘mds , pink copdes of dlsbursing orders, and other
case motoriat not neeounted for above will be returncd to the
supervisor of rmblic apsistancy for transmittal to the Regional
Qffice, Burvau of Public Assistonce, via the regular "Dadly Report
and Trensmittal Shoet.”

(¢) The envelopes will be returnod to the Socdn Security Buard,
785 Market Strect, San Francisco, California for future use,
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HRADQUARTERS WESTERN DEPINSE COMMAND AND F’OUH'I‘FI
Office of the Commanding General
Prosidio of San Franeisco, Califoinia

June 26, 1942

SUBJECT: Transfer of Bwacuses of Wartime Civil Control Administration
Assambly Centers to War Relocation Authority Relosation
Projects

0 ALl Seotor Commandors
ALL Wartinme Civil Control Administration Civilian Agencies
Concorned !

1. a. The removel of evacueas from aszembly centers to relocation
projects will be in accordance with the progedure outlined in this come
mundcation.

b, Letter of June 13, this Headgquarters, is rescinded. It is
noted, kowever, that the contents of thie letter, with certain modifica-
tions, are incorporated &n this communloeation.

¢, As a means of identification, this communicution will herew
after be referred to as "Wartine Civil Control Administration Bvacuation
Bulletin",

2+ Trancfer of evacuees will be ag prescribed in numbered transfer
orders which will set {orth the date, approximate nunber of evanuecs to be
moved, the assembly center involved and the destinmation. Bvacuees shall be
transferred at the rate of approximately 500 each day until the evacuation
for that assembly center is completed. In the case of evacuation of lurger
sggembly centers such ag Santa Anita, the number to be evecuated esch day
will be Limited ag prescridbed in the transfer order.

3. The time of departure of evacuees from asgembly centers to relos
cation projects will be coordineted by the raill transportation officer,
Fourth Arwmy, and the sector transportation officer concerned snd the
Operations Branck, Temporary Settlement Operations Divieion, Wartime Civil
Control Administration, Western Defense Command, so that sssembly center
managers will be able to use the greater part of the daylight hours to
prepare the evacuees for departure on that date, The time of deporiuve
ghould be so regulated that the evacuees will arrive at their destination
as early in the day as practicable in order to insure a proper setilement
at relocation projects.

by @a. The Wartime Civil Contirol Administration will notify the Wer




Aelocation Authordity, in writing, at least ten days in advance of a cone

Lemplated movemont of evasucos from assembly centers to relocation proe
Jents.

b. Advance notice of fifteen days will be made in the case of
advance detachments to relocation projects.

5. a. The advence detnchment for a reolocation project will be
selected by the U, 8, Employment Service, subject to the approval of the
manager or managers of the assembly centor or centers involved.

b, Durdng the process of selocting personnel to form advence
detochments, the following will be obscrveds

(1) The familics of those persens composing the advance des
tachment will accompany them,

(2) Al persomal property and effccts of the ovacvers at the
conter will accompany the movement, ofthor as freight or baggage.

(3) Doctors, nurses and dontists vequired for relocntion
projects will be solected by the U, 8. Public Health Servico from the
sasembly centers having such personnel available.

(4) Insofar as practicable end whenewver poseible, select
two or more people in a femily os members of the advaneeo dotachment, This
will reduce the totel number of people composing it.

(5) Perconnel of the advance detachment, ingofar as prace
ticabls, wikl consist of the following:

Dietit ions 1 Store Monsgers

Phaymaeists 1 Retail Clerks

Laboratory Technieisns 1 Reeroation 1cadors

A=Ray Technicisns 1 Social workors

Hoapital Attondante Carpenters

Homspital Meids 15 Electzlolans

Hospitel Sce'y A Plumbers

Hoapital Clerks 2 Steno~Typiots

Cooks 10 Clerks

Gooks' Helpers 10 Gutdes (preforchly high
Dishwashers 10 school or college men) 10
Wolters 20 Truek Drivers 10
Butchers i nhorers 20
Bakers 2

Total B

6. Advance detachments will be selected from assembly conters dosige
nated by the Wartime Oivil Control Adwministration.

7. The advence dotathment will arrive at the designated relocation




project at least six days In advance of the firet group of ths main cone
tingent,

8. a, For your information, War Relocation Authority will, within
& romgonable time after arrival of the evacuees at relocation projects,
arrange to have the houschold and personal effects of evacuees, now in
ptarage catelde of assembly centers, shipped to them at the reiocwtaan
projocts.

b, ALl costs pertaining to such shipments will be to the ace
gount of the Wer Relocetion Authority.

o, Privete automobiles of evacuees will not be included.

9. IExcept under circumstances over which there can bo no control,
members of a femily widl not be separated.

10, Insofur as practicable, those evacuees asgociated soeially or
forming a business community or colony within a definite looality prior to
the evacuation to an assembly center will be kept together and transforred
to the same relocation project.

11, Ingofar as practicable and consistont with the provisions of
paragraph 10, the trensfer of the main contingent of the evacuees from
the assenbly centers will be made by blocks. This will faeilitate the
control and cnable those responsible to have the cvacunted ares properly

policed and closed off from further cccupancy and the proporty cleaned,
dinppected, checked and stored.

12, A detailed record of all porsons released will be maintained by
the operations branch of the Temporary Settlement Opefations Division,
Wartime Civil Control Administration, and upon completion of the entire
evecuation of assenmbly centers, all such records pertaining thercto shall
be turned over to the Bivil Affairs Divieion, Western Defense Command.

13. Each assdmbly center involved in an evacvation will furnish the
following records, to be turned over to the train commander for delivery
to the project director at destination:

&. A rogtor, in quadruplicate, of all evacuces to depart on a
given trein, Each individual on the list will be indicatod by name and
family case nunber assigned at the Civil Contyol Station and indicated
on the Soclal Data Registration form. At the bottom of esch train list
there will be & form substontially as follows:




"1 eortify that all evacuess Listed nbove have
been turned over by me to the train commander on
s 1942, at M.

st

Assembly Center Monagey

I weknowledge that all evasuecs listed ahove
were received by me on y AR,
at M, for entrainment.

Train Commanider

I acknowledge that all of the evacueos listed
ahove arrived ab Relosation Project
v 1942, at M,

War Relocation FProject Director

Train Commander

b, The following records will be prepored by the conter manager
to be tumed over to the trein commander for delivery to the projoet
director at destination, provided such records are available:

(1) PFinal stotements of all evacueos, showing obligations

discharged,

(2) A1) other vecords pertaining to the evaeuation, net
mentioned above,

(3) 1If it is not possible to complete final statoments and
othor records at time of evacuation, for deolivery to the train commander,
then such records shall be malled directly to the project director at
destination not later than five days after evacuation.

(4) With the exception of rosters, all records that are
turned over to the train cormander will be sesurely wrapped, tied end
laboeled to show the followings War Reloeation Project Diroctor
War Rolocation Projook.

B R ——
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14. Personsl effecte of evacuccs will be prepored ns follows:
. ALl porsonal effects will be securoly bundled.
b, A shipping tag will be attached to each bundle.
¢. Bach shipping tag will show the following:
(1) Neme of the Andividusl or family head.

(2) The family number (that is, the number assigned at
the Civil Contrel Station)

(3) Bundle number.

(4) Total nmunber of bundles per individual or fanily heed.

15. a. Transportation necessary to move the cvacuecs and baggage
under the provisions of ench transfor order will be arranged for by the
rail transportation officer, Fourth Army, in accordance with requast forw
warded to Asslstant Chief of Staff, Ge4, Western Defense Command and Fourth
Army, by the Assistent Chicf of Staff, Civil Affairs Division, Western De~
fense Command and Pourth Arny. In cases where it is necossary to nove
individuals by ambulance, such tronsportation will be provided by the U, 8,
Public Health fervice, In no instance will an evacuce be permitted to drive
from an assembly center to s relocotion project in his or her owm conveyance.

b. Glose lialson will bo maintained between sector transportation
officer and the rall transportstion officer, Fourth Army, to inswre in
pdvence thet an adequate amount of rail or bus equipment will be on hand
at the time of ench projected movement,

¢. The scctor transportation officer will, when so requested by
the rail transportation officer, Fourth Army, arrange locally for the ree
gquired rail or bus eguipment.

156, a., In ench movement the evacuscs will bo pornitted to take with
thom on the same train only such personal effects and bedding as will be
required by them en route or immediztely upon arrival at the relocation
project. Two baggnge cars, each of npproximately 3000 cubic feet capacity,
will be provided for cach troin of 500 ovacuses and the amount of pergonal
effects will be limited to that which can bo transported in theso two cars.

b. Ixcoss baggnge, as reported in puragroph 24~d below, will be
sent to the relocation project by frelght. Assembly ¢ .ter managers will
be responsible that all baggege is properly togged, suitebly pockeged,
and recdy for shipment at the proper time. In any case vhere erating is
necessory, the center nonagers will see that it is properly accomplished.
ALl excess baggrge will be roleased to the common earriors by the assenbly
center manogors at the lowest relcosed valuation, When procticeble, these




fredght novemerts will be by van, but whoethor by ven or rail, the center
nanagers must fuenishk tae necessary transportotion and details for losding
euch conveyunoe .

17, In connection with movements of evaeuces fron assembly centers to
rolocation projocts, the secotor commandor concerned will furnish such
nilitary porsonmel as moy be neecessary for each movement. ‘This porsonnal
will Enclude a soctor transportation officer, trein sommander, and sufffie
clent milltary persomnel to ingure the sofe conduct of the ovneouscs from
the cssembly comter to the rolocation project.

18, a. Troain commonders, as the reprosentatives of the Scntor Cote
nender, will tok . delivery of and aceopt responsibility for the evoouowes
boing movoed at the exit gote of the agsembly contsr or other designated,
nutuslly ograod upon spot, after contor menogers have eomploted thoir
checkout at the processing table,

b. The train commandor and avsenbly conter manoger will onch sign,
in the appropriate space, all Lour copies of the Rogtur. The origingl end
two eopios will bo retcincd by the tradn commander and onc ecopy by the
agsombly centor mannger. The train eommander will chock ovacuces into the
train and, upon arrival at the destination, the trein conmendor and the
diroctor of the roloecction projeet will cheok the ovacuces into the roe
tocatdon project. Tho train commander and the rolocation projest dircoctor
will thon eoxecute the appropriste form on coch copy. Ore capy of the form
will be deliverced to the relocation projuct dirvetor. The original, duly
endorsed as noted above, will be forvarded by tho scetor commonder to the
Asslstont Chiof of Stoff, Civil Affairs Division, this Headquorters, 1231
Market Street, San Proncisco, Califormin, within soventy-twe hours after
tho arrival of the evocuces et the rolocation project. The remaining
copy will by retained by tho scetor commmidor.

19. On rail movemonts, tourist Pullman cors os requircd, will ba PG -
vidod for cach train.

20. On rail movements whore spur tracks cre outside the sentor areon,
the rodl trangportetion officer will provids busges te move the ovicusos
ho

from the apacnbly centor to the tzroin.

Rk, o, The U, 8. Publie Health Service will soloot tho dootors and
nurscs to accompeny train er bug movenent ns nedical attendonts, ond will
forverd the nancs of such etiendants, othor than ovacuees, in writing to
the Transportotion 0fficer, Evocuction Operctions Division, Wertime Ciwil
Control Administration, 1231 Moxkot Stroct, San franecisco, Californism, so
ag to arrive thoreat not less than forty-cight hours srior to odch poOvos

mont. If rotwrn transportation to the nasembly contor iz desired for
modical attondants, such fact will be dofinitoly wtoted in the case of
ench porson cohcorted.

b. Asgembly centor mnnagnro 1l nmake arroen pﬂrrnt* vith the

U, 8. Public Honlth Service, so thet assumbly conter hospitels will Yo
evacunted at lenst two doys prior to the deoparture of the last movencnt

‘6.’




of the muin contingont from the assoubly senter to thp reloeotion project.

R2. Vhen more than two meals are required cnreoute betwoen on assembly
center and a war relocation project, dining caras will be included in the
trodn equipnent by the redl transportation officer, Fowmsth Army, and oll
meals will be sorved therein. Por those moves invelwing only onc or two
neals, lunches will bo provided for the evacuses by tho manaoger of Lho
ngsenbly center soncermed.

23, n., Secteor Commonders will inform other gector commanders apncernod
whenover the route of o movement of evastwes from their secbor to o wer
relocation project requires the crossing of, or movement into, another
gecton .

b, Sector Comnanders will also inforn corps area commandors cone
caornod whenever the route of & novement of evocuscs fron thely soctor fo a
war rolocation project requires the crosaing of, or wovomant inteo, anothor
BOrPE areo.

¢» This motifiication will inelude the place from which the roves
ment originates, time of depnrturec, probeble route and destination, together
with approximate numbor of persons involved,

d, This netion is designed te owwviate teotilenl ecomplicotions and
the posalbility of radl or highway congestion.

4. The assembly conbter monager concernced will make the following ro-
porta by tolotype to the Wartime Civil Control Adninlstration, 1231 Morket
Strect, Sen Frencisco, Colifornin, so that coch such report will arrive
thercat not labor than the tine indicatod.

fy At least five doys prior to pach depnyrture date, o stotement
shoving the number of full fares, half forcs, and infants for whom trangs
portation will be reguired for cach doy of movoment, In this connoetion,
children fron five to twelve yoars of age inclusive will be counted as
half ferce. This count will not include those imdividucls reported under
"o below.

b. At loocst five deys prior to each departure date, o stotomont
showing the number of full faree, half fores and Infonts wvho, because of
tholr nge, state of health, physical condition or other reason, will require
tourist slocp accomnmodatione, Thig information will be obtained from the
U, 8. Public Honlth Service, and will be finally supperted by a cortificate
as described in paregraph "' below, It is contemplrted thot such poreens
will be noved in a tourist slocper atbached to cach train,

¢. &b lonat Flve days in adwence of cach novenent of evacusss
fron the assembly center, a stetoment to the offect that the amount of
personal baggage to bo corricd by the ovacueccs on that train will not
excoeed that which con be tronsported in the two baggnge eors provided
under the provision of paragroph lées above.,




d. At least five deys prior to the indtiasl hovemont under oy
Tranefor Order, o statoment as to the muount of freight, other thon perw
sonal. baggage reforred to in "o abovu, that At will bo necessery to
trongport on eoch day of movoment. This report will indiente the daily
suble footage of frekght invelved. Canvcymcoa far the teanoportotion of
frolght will normally be spotted the diy prlor to oach moveionti however,
vhoere the shipments are not besavy, sufficlent neopmmodations for severasld
days may be spotted and loaded rhecd of Lhe schoduled movencnt of the
avacuess .

0. Upon departure of each group of ovocuces, & stotonent indi-
cating the wiunct numboer of ovacweos who doweatod.

£. Upon the deporturo of each group of ovaouscs, o certifiente
obtained from and signod Ly an officor AL the U. 3. Public Heakth Servine,
ghating that tho tourilst slospor acconrodekions ag furniched wore nocos«
sATY, .md listing the names of tho cevneuoca so transworted, together with
the reogons therofor in ecch individunl cuge.

25, At the time of departure, the trein conmendor concerned will
make the following reports by the most expoditionus meons to the dircetor
of the relocotion project at the deetinntion:

a. 4 sptatement showing the number of adulbts;, children, and
inflants who actuslly departed fron the assormbly contor, togethor with
the exposted date and hour of axrival at destination.

b. A statemont showing the amount of baggage on the train.

¢. Whon additional boggage is shipped by fredght, the assonbly
center nanecger will notlfy the relocation project cﬁ.ru:tur, by the noat

expoditious meansg, the follovings

(1) The date of deperture.

(2) The originating railroad.

(3) The car nunbers.

20, u. bAs ench asscmbly conter ls evacunted, the conter nanager will
roquire the Jdopenese ovoacuabing a particular ares to do all poliecing of
barracks, latrines and the oroas immeddetely surrounding the berracks,

b, 431 shelving, wiring and other convenlences that may hoave
gon installed by ovacuess will beo remowed from all barracke cnd depoasitnd
{t g point designated by the center menoger. Windows will be washed end
closad; doors will be securcly closed.

2. The noas hell of tho block inmwolved in the day's nowement,
ineluding equipnent therein, will be proporly closned and 1:.0 paquipnont




gtored, as divected by the center monuger, by individuals from other
blocks, Howewer, on the day the last condingent departs, the hour of
feoding mist necossarily be advanced in order that the work dotail operas-
ting the mese hall will have sufficient time to clean and close it prior
to train deprrture.

d. It is not intonded that any evacuees will be wetalned at n
gontor for the purpose of cleaning up. However, should the center nmanoger
be confronted with a situstion which would preclude complete ovacuation
unless o work detail wae retoined, permission for such work detall to re=
modn will be obtained from this headguayters.

27, &, Bach nssonbly center managor will have prepared o change of
nddress card for coach evoesuee who is to be transferred from nn assombly
gcenteor to a4 relocation project.

b, It is rocommended that the nseombly centoer nannger secure Lromn
the postal authorities in his loeality 2 sufficdont number of change of
address cards, so thet cvoeuees con propare thesc cards as soon n@ thay
definitely Imow the rolocetion arsa to which thoy are to be trensferrod,
After preporation, tho center maneger will collect the coapds znd turn Shem
over to the postal subthwritics.

28, a. Disposal of srmy oquipment at sssombly conteors will be ns pree
sordbed by the Quartermaster, Wostdrn Dofense Commend and Fourth frny, in
undated memorandum entitled, "Operoting Procedure for Disposition of Property
and Subsistence on Clogsing of Jopanege dssembly Comps", copy attached,

b. Sottloment of property accoumts of centor managers will be in
accordance with lottoer of Wertine Civil Control Administration to anseombly
centor mansgers, dated June 25, 1942, under the subjeet, "Disposition of
Proporty Incidental to the Closing of Assombly Contors®.

29, Plang for the utilization of buildings and utilitiecs ercoted at

assombly centers, after the romoval of the cvacuces to reloestion projects,
will be determined,

By Command of Lisutonant Gencrnl DeWITT:

b t—— S ¥ vavisanmamredny
,M P S MMW
Hugh T. Pullorton
Coptain A, G, D,
Assistont Adjutant General

Lo
Memo: Operating Proced,
Disposi. of Prop,




HEADQUARTEAS WESTERN DEFLNSE COMMAND AND FOURTH ARMY
Office of the Quartermostor
Prasidio of San Froncisco, Califormia

OPERATING PROCEDURE FOR DISPOSITION OF PROPERTY AND
SUBSISTENCE ON CLOSING OF W.C.C.A. ASSEMBLY CENTERS

L.  Immedistely upon the rocsipt of adviee thot a War Ralocotion Pro-
Joet 1o roady for occupancy and decision is made vhich assembly comtor, or
aonters, will be closod, Civil /lfairs Division will give G-l o worning.
Cw4 will in turn worn the Quartermaster that the closing of the Assembly
Contor (or conters) NME ... is Dbadrent, and give tontative date
Jast group of ovecuecs will clenr.

2. When definite advice is avoilable ae to aetual date of complete
evacuatlon, Ge4 will be so informed by Civil Affalrs Division, and in turn
will inform the Quartormaster go that the letter may take proper gtops 1o
place a supply tonm in the center to coordinate the shipment of all Axny
property.

3. In conformity with policy decided on at a econforenco in G-4's
office, Moy 19, 1942, at 9:00 AM,., the following pertinout pointe arc
outlineds

8. The frmy rocognimes tho faet that accountability is vested
in the conter manager, and tho duty of the commanding officor of the supply
town will be to assist the center manager in completing shipnent of all
Lrmy property with which he ig chorged in cecordonce with stonding regulos
tions 80 that proper credit will be gilven the accountable officer (centor
movagor) and his account oventuslly eloscd.

b. It is contumplated that the following classes of proporty will
be shipped under this plong

(1) ALl equipment furnished by the lrmy, vhether lesued
from Regular Army stocks, purchased or issued from GCC oxcoss stocks.

A . A - \
(2) A1l cquipment purchased by WPA for center use for which
reimbursement has been, or is boing made from Army funds, including office
labor saving dovices, desks, kitchen-ware, cte.

(3) Motor vehicles furnished by the Army vhethor nowly pure
chused for centor use of transferred to thoe center from othor sonress.

(4) Subsistence, which has @ll been chargeshlo to hmy funds,




(5) Center exchenge proporty which has been purchosed from
governnent funds.

(6) Modical proporty and supplies furnished by tho lemy.

(7) PExecopted fyon the above wre items loaned by tho WPA to
contor managors which it is expocted will be returncd to WPA supply points
by the centor nanagors.

©,» The commanding officer of the aupply teanm will sabnit divectly
to the Quartcrmaster, Westorn Defense Command end Fouwrth Army, the complote
inventory of all sorviceablc Arny property in contor,

d. Bupply teom commander works dircetly under tho Quartormastor,
Westorn Defonse Command and Fouweth Lrny, who directe disposition of lrmy
property nt each center to be ovacuated,

o, Tt is the respongibility of tho supply tean cormander to sse
that contracts for packing mnd opating are fMlfillod, and he will aet as a
reprosentative of the Purchosdng and Contracting 0fficer in such cosce.
Aetion 1s bedng token by this office through vardous pgovermment ageneies to
hove dn forec a contract for c¢ach asscnbly contor for the pocking and croting
off all fLrmy property at the contorsito, except cots, stecl, folding. It Lp
propoacd that thoge contracts will provide that blonkoets will be in bundles
of 20 cach, mattress covers or budaneks in bundlos of 50 each, oll tablowdre
to be pecked in such o mamnor so ag to provent breckege or domoge, and cots,
convas, Folding, to be in bundlee of / cach. Boxes, bundlos, barrels, ote.,
to be morked clearly with the contents thercin. The contractor will bo ree-
quired to fumish Ltomizod packing alips; ong copy of which will be turned
ovar Lo the communding officer of the swpply tecn,

£f. TFurthor, the supply team commander will asecrtain thoat all
Lrmy property, aftor being packed and crated, is proporly marked for shipw
ment as designeted by tho leny Quartormaster, ond deliwvered to the carricor
noking the shipment. He will also ascertain that bills of lading as propared
by the center monager are properly cceomplished, It is expected that the
center monager will furnish labor to assist in assombling all Army property
at such point, or points, within the centcersite as the commending offieccr of
the supply team nay deternmino zs the most logleal peint for the inwventory
and proparction of the shipment.

g. The following is a gonoral plan to be followed in the shipront
of lrmy property from assonbly contors:

(1) Blankots arc to bo roeturned to o supply point which will
be designated later for loundering, cxcept those from centor infirmarics
which will be bundlod goparately and cleorly markad "To Be Sterdlizod e
used in hospital.®




(2) Motbress covers or bedsccks will also be returned to a
supply poini for launderdimg, oxcept thosn used in center infirmordes which °
will be handlod as chowe, ]

(3) Mettresses wsed in gonter infirmerics, when bundled, wild
be marked "To be storiiized - nused in hospital," und shipped to supply
point designated fur sterilisation.

(4) 211 suvsistence stores renaining in center stock will ba
returned to the supply point from whence thoy wero forvarded teo the centers,
oxcopt broken lots, broken packages and/or contalucrs, In tho sase of
broken packages and/or containors, it is supposed that the Centor Menagor
will moke errongememts to ship such items to the neercet Wartine Civil
sontrol Admindstration Center, still in oporation, for ite wuso.

(5) Cots, steel; ocoto, canvas, folding; mattressps (othor
thon those weed in hospitnls » sce paragraph 4, above), snd kitehon nnd
tablewnre will be pockod and cratad for shipvnont, snd shippod as directod
by the Quartormastor, Regtern Dofense Comaand nnd Fourth lrny.

(6) Dosks, typowritors and other offico oquipment or machines
will be disposed of as may be directed by the Quartermaster, Western Defonse
Commond and Fourth ey .

(7) Boulpment preosently in use in tho various center exchongos

will be ddeposod of os dirccted by the Quartermester, Western Defense Come
nand and Fouprth frmy, when advico is rocodven fron highor suthority ns tce
proper disposition of this class of equipnent.

h., The center nonpger will noke eveilable to the oomnnnding
officor of the supply toom such tronsportation as is ovallable to ecssist dn
ths troaneportntion of 41l Aemy gupplics to the railheod freom whoneeo they
aro to be thippod,

1. A1 sxtiekes of kitchen and tablewore are te be turned over
to the commanding officer of the supply team in o cleen condition suitable
for relesuo.

. The matber of unserviceable property and salvege is one for
the deslsion of Vertime Civil Control Adninistruotion and canp manpger, cnd
the Army will not btako steps to dispose of same,

X. [froy vehicleos which howe besn ehippod to the conter ranager
will bo turned over to the commonding officor of tho supply teon upon clogs
ing of the conbex for auch disposition as muy Be decldod on by the Quertors
nogbor, Woastern Defensn Command and Fourth Lrmy. Howewer, oll gesoline and
oil used in tlese vohieloe to Lransport equipnment to the roilhcad will be «
responsiblility of the couter nondger to furnish.




1.  Medieod propurty belongivg to the frmy will be packed aud
crated in aeecordanee with such specifilecotions and shipped to such points
o the Surgeon, Westera Difense Commend and Fourth Lony moy desiro.  Ldvies
will be glwen to the Quorterisstor, Western Defense Compand and Foupth Jemy,
go conomerent packing, ereting end shipping moy be effocbed. JAny medionl
property othor than Army, sueh as Uniltod Stateos Public Health Service, will
be hondled in such o monner as may be agreed upon by Wortime Clvil Control
ddminfetration and the loaning cgoney.

Ay In the evont of any dlifferonce of opinion between the center
nonager wd the somnanding vificor of the supply tcom the mobter will be
reforrod to the WOCA-WPA Licison Officer, wheo it ig uwnderstocd will sccome
pony the supply team. In the event the decision of the Lianieon Qfficer is
songidated by the comaanding officor of the supply team ag biased, ho will
pronptly report the matter to the Quartermanter, Westeomrn Defense Command
aad Fourth Arny, for dechsiom ag to setion to be followand,




EMADQUARTIRS WHESTURY DETEINSE OQMMAYD AMD FOURTH ARMY
Office of whe Qommanding Gensral
Pragidle of Smn Wrancilseo, Oalifornla

July 2, 1942

SUBJSECT: Japanese Dvacuation Operations

s ALl Sestor Conmanders
AL Clwilinn Agencies, Warsime
Oival Control Sdministration

1., Reforonce letter of thie Hemdquerters, dated April 23, 1942,
subjects "Tapanese Bwvacuatlon Operations,”

2. The following amondments mre heredy made to the above mantionod
letter of instructionst

&, Poragraph 11 le amended to road as followa:
e Soctor Commander will provide!

&« Such military personnsl as he deems necossary
o for and during the registration and processing
of evacuoes.
b. Buch motor vehicls trmnsportation e is required
by the Odvilian Agencics to effect the rogistrom
tlon of Japanese confined in institutions.®

Parsgraph 18 a. ie amended to rsad as follows:

WALt noon and at B P.M, of omch day of repistration and st
6 P.M, on sach subsequent day, until the evacuation novew
ment Le started, a statement as of that time showlngs

(A) The totel number of families registercd; (B) tho total
number of individunls registered; (0) the total runmber of
registored nernone to whom deferments hawe boen granted;
and (D) the total number of individuale $o be transported
to the Relocation Project., This statement will be forwarded
by wire or teletyve to the Operationms Diviesion, Wertime
Oivii Control Administration, 1231 Market Btreet, San
Trarcisco, Oalifornia, and will be signed by the Manager
of the Civil Control Btatlion and the representative of the
Sector Commander, ¥

&, Paragraph 18 £, is amended to road as followe!

MMwon departure of ecvacueces to Relocation Projects, a
gtatement showing the oxmet munber of evacuoes who




Japeness Mveovadion Operations
Tale B, 2042

departed, thns type of transportation atilized, the

time of depurture and the destinmtions of such MOVEw
ment® will be forwarded by wire or teletyve %¢ the
Operations Divieion, Wartime Civil Contrel Adminis-
tration, 1431 Market Street, San Francisco, Californis,
This statement will be signed by the representative of
the Sector Commander and the Manager of the Oivil Centrol
Station.”

4. A now parsgraph to be numbered 18 J. 18 heredy added as
followet

"Within 72 hours aftor completion eof the evacnation of
any spocified area, the Boctor Commender will forward

a report by mail covering the granting of doferments from
evnountion, to the Regulatory Section, Wartime Civil Cone
trol Adminietration, 1231 Market Street, Ban Francilsco,
California. This report will contaln as a minimm the
following data for each deferment: (1) Name, (2) family
mumber, éf.'!) sex, (4) age, (6) name of institution in which
the person is confined, (6) date deformont wae granied,
(7) renson for deforment."”

By Commnnd of Liountonant Gonernl DeWITT:

P e ]

(‘d’"‘"‘"\ g PR 'f}\a«u..h...&,,,...-v‘vw---m
Hugh T, Fallorton
Qeptain, A, G. D.
Asalntont Adjutant Goneral

Distrivution "N




HEADGUARY SRS WHATEEN DEFUNSS COMPAMD AN FUURTH ARNY
Orfice of Lhe (,olznmmn\lj.u,' General
Presidio of San Franelsce, Califovnis,

Aprik 23, 1Sh2
SUBIECT:  Jupanese BEvacuation Operations

¥
Ths ALY Bector Commanders
ALl Civilian Agencies, Vartime
Civil Control Adninistration

//

di Referencess

Publie Froclamation Mo, 1, this Hesdguertera, brreh
Public Proclamation No, 2, this lesdauirtere, Marveh
Publie¢ Proclamstion No, 3, this Headousrters, March
Public Proclamation No, hile Heedauarters, March
Mablie Proclametion No.o 5 B Heode Qarbers . Morch

ol

2, The following instructiones will gulde the detivities of
Commanders and Civilian Azencies in the evacuetdon procecses "1' ¢ 3
conte ined herein will replece the sepurate directives 'Mut"l' rr' svioualy ki
been forwarded for each evacuation project. The practice of dlebriluting
geparate dirscetives is discontinmued. I'l' ja contemplated that only sueh adve

information as 1s perbinent to an evacuation project will b Corwarded

The evacustion of ell da mr;mm, both slieng and nen-alions, from
the ares of the Western Dofense Command will be directed L,r tx..,
Pending the resettlemept of such perscng by the Way Relsca
evacuees will be provided temporery shelter and other fi
Benters and Recepbion Centers.

fpe  Mumbered BExclusion Orders i‘-w-rm‘w.] from this Hewde

struct lons p~_~1 taining thereto will provide for the exelusion by r
of all Japenese, both aliens end n..'rwwl,r.ng., from & specifically d
The Sector Comnmanders are charged with the supervision of tne evacustion from
their respective Susctors of all efiectod persons within such arees to Assembly
Centers or Reception Conters to be vesignetoed by this Headousrters ey wklk

e Exelusion Orders sad Instructions pertaining thereto to we | i &
prominent points throughout the prescribed arcas during sueh hours 1
specified by this Headguarters, A sultable supply of such Orders end Instructe-
fons will be furnished by this Headousrters st the earliest praciicanle dete
preceeding the stfective dute of each Exelualon Order. The Ufticors specifie
enlly churped with the pog tznx of Bxelusion Orders snd Instructions
Lhereto _Ul exaoute certificatos of mich posting to include the
the time and marner '*t pasting, These certificatios will :
Headquarters within twelve hours alter completion of poeti

5, For the purpose of reglstering und processing
Control Btations will be loontedd in cach avaa to bo v
Gecurity Agency will locate, e¢steblish, orgunice, and opurate
tions, Thet agency is sathorized to deak directly with the

wo Liva




(1]

NManagement And obher Federal Ageneies as may be nesded in the establishment end
operetdien of Contrel Statiens, Within dsch such station there will be fre
ciuded appropriste sections to render services applicable %o the several Ine
tereated Civilian Agencies, The Civilian Agencies concerned will provide for
the personnel and the instruction of the persennel. assigned to these sectlonag,
The Supervisor of each scetion will control all mettens partaining teo the
services rendered by his particulsar Civilian Ageney.

6. The manager of emch Control Statisn will be namaed by the Federal
Seeurity Agency., Thies manager will recolve inetructions with reference to thi
evacuation project from the wepresentative of the Suctor Commander at the
Centrol Station and will be respeneible for the distribution and exccution of
these Instructions by Supervisors of sections within the Contrel Statien,

T« The several Civilian Agzneles will control the services véndepad
by thelr representatives st Control Stations buk, insofar as the cooriiratien
and aperatien of the installation as & whole is concernsd, Curervisors of
sections will reccive theilr instmetions from the manasgoy of the Contral Btatlon.

o The Federal Securdty Arency, the Department of Agriculturs, and the
wderal Reserve Bank of San Francisce will provide for ncesssary gmeral sepvie
mwh<m:

The r: Viqtr"finn of all svecuess.

The mwjic‘l sxaminat iorn of ald evacueces sithor during rrocessing
or after ihe ival st an Agsembly Genter,

Meddcal aid, iing hespitalization, and social welfape
gervice fow and dering $he progessing

The setlloment ang protection of all
properts of the evacuves, ineluding
privete sulorwoilcs belonging Uo evacuses

portation toen Assombly Center.

Storage facilities for iteme not otherwlse dispessd ofy parking
ani Immobilzation of wrivete asutonohiles at the Assembly
Center or orher desigated place, ard provision for prondr
policing Lherents

ALY TForas, atd opercting detindls
mnd tn, maintenmics of an. Bt i Ldnz syetam for all
document s :dx*.;, v data asaerbled in eonrdetion with a
rqrficular projact or cambinstion of projocts,

=
L aved
£ Al
£
inclu

[ "
Lie.

incidantal to ths forogeing,
b

Be A physiclon will b muide available by the Fodersl Docurity Agoroy
at the Civil Pmnrrrl T*-Tion furirg the entirs porind of wepistestion snd prow

s

cessing to attend inwvalid and other uxevpbion medical rases

10, In addition teo their presceribud Sunetions, the Civiliasn Arenciecs
mentinned above will assist the Scetor Commauder im the dschars of his dutice
partaining Lo the evecuation,

11, The Sector Commardor will provide such pdlitary personnel as he
deems necossary for and durdng the registration snd proceseing of svacusee,

5 Yo




' 12, Bzetor Comwsndars will be responsiole fap the sapervision of @l
mavemante Qf eviaikses Crom adfseted nrdng in thedr recpockive Sactoras to dbhe
dest iiv tion des wmn»'d oy this Headouartors, derdaponents or sil frarsports-
tion obhur then by privete conwiyence wi l be meds by this leadeunrters §op
aovement s of cviouees from c:ont:ul strbions in alfcetiod arusy to Lesambly Ceti-
ters and Hecoptdon Centiery,  any addififonsl tronsportation for eveene o withia
an affected aren will be arprngud tor Yecelly by the Sector Commmelonr.

13,  In' cartedin cases where spocifically directed by this Moo aminrtars
uvaeudes will bo permitted to wse thelr own private autemebiloes oo Lrengpaitatiion
to an wgsembly Centwr, ALY privets aukonsbliles o used will cirst hove boen
vundeterad v uh the representetive of the Poder:sl Regerve denk ol San Frebelseo
. t.Jw Control Station snd provision wnde by theb Lgeney for the disposition al
auch sutomobiles upon arrival »t the issepbly Centor. ha soon ne is peoetiorblo
sftur registrotion, the Sector Commander will 2ouse r schedule of such movemeat
te be prepared for the Civil Control Station contcerned ¢ ad provide foy @ doounta

supervision of convoys of not more th"n tventy-Sive sars geehs Leelvels of
these groups of sutomobiles will be apeoed throoaghout the Lre vel dey with G-
phasis bojng pliced upon morning srrivels in ordor to pormit the cerly sobtle-
ment of evecuees At the point of dostinction,

Lo The Sector Commender will provido such militery personnol os ho
deems necesgury for and during oil movemnbts of evacuecs, Yn eddition thurcto §
approprinste maintensme personnel ‘nd wrecking cquipment wilkl be provided by 4he
peetor Commanders for all movemnts bn suporviged pgroups involwing the wugs of
private automobiles by evoouce

L5+ The Federal Bveurity Lponey ilL n:"«:)vi de modboal fkd, o Teludi

-

an appropriate numwor of physielons, ond ur‘i wuddaiee serwles for ond. dwrdng
alkl bus and trodn movoments of evacaues Lrom !’Ia:.v.!.r'-"sl, St tdons inm the aif

arcas to fssembly Conters ind Re tion Centers, For movasonts t (LR oW
privatoe f"utf"nwb’ll 38y bhe Fecdornl Seeurity hgrency will meke

mentis Lor moediesl service,

16, It is contaapl-t.d that the munbor of eveences moved from one
effected arca under o given project will not oxeced five humdeed ver deyv sand the
numbur of evecuvas arriving st any one [ ssombly Cuntor or Roecuption Contur frem
all dreas beiny evecurted wnder simoltancous operttions willk not exccvod one
thousend per daye If peoecticrble, rall transportetion will bo wt$lized for all
movamonts Anvolving travel of morc than one hundeed milos @nd for ell tripe
during ‘which o manl must bo served to Lhy sveeuces. Lt Lesst ome touri st~
slesper will bu provided for erch traim to ifnsure cppropriste cecommoditions for
medical croes, Onee the mode of transportation hrs boon csteblished rnd o schiod=
wle dotormined, evocuces will e cssigned by bhe mnegor of the Control 5t tisn
Lo & par deuler bus, struet-orr, roilre r‘.-—c or motor convoy in suldlclont
nambars rs dircetod by the Suetor Comin ose Tinioon ot the repr.sorie
tatives of the Sector Commindor ot bhe yrell St ion oo bhe J_.ut' ik ="‘".i\ i
of Stelf, Geh, this Headquerters, is cesentinl durdng the untire perdioed of
processing, in ordur to coordinitc specific tronsportation roguircmonts @ nd tron-
aportation schedules, Ir the properation of all trrnsportition schedules, pri-
mary considerction should bo given to the erpreity of ¢ glven assamoly Conter o
Reception Centor to nesimilete propurly the srriving cwieucas, I this eonncete
lon, movements from cffeetod oreas will be coordinsted so thet 1l nrrivels will

"r
L




‘k«:: eapz\ v.:ci sk tamed s onrly os de proctiesble dupdng deyldeht hourds in erde

To fnsure proper settloment Lo thae Gawee pidor to dorknoss,

Beatiy Commpanders

will designdte speelf{ically ¢ tradn Comminder for creh tepkn used Lnltenns-
porting owvicuwes from his Sector to o Cinter, Similsrly, Comntndera will
specificnlkly desfgnoted for all othor group movemernt:s of GVaCULwS.

LT7¢ Baeotor Conmanders will inform othur Soetor Comminders coneernad
i the route ol movemant, of avrtcaces from hils Scetor Lo in sspembly Qantir
o Recontion Center rocuirces thu croseing of, or movencnt irnto, snoth r Sce!ap,
Thie section is designed to obvirte taetical complicetions rad the possibility

ob redl ond highwoy congesticn,

L&, Bector Commenders will eruse the following paports to be me ity nt

tho Yimes dndicoteds

el et moom ande e 5200 pamy od enehy dedy vl
o ahrbement a8 of thot b ‘1'13 ':hv‘wwin,a b b

o g o ol s 1 41
Loty 1

nuagber of Lamilios roepistor el Bk totak nmaior of
indieidunle to wve o C‘..N e f.h.r'v:xu‘i Tory will b Loy

wearded By wirg or tolotype Lo the "t T

Clvik

Control cdministpation, 1231 Mowiket Struet, San Frens

clmen, Califarmi,

st Porty-cleht hours prior to depnrtord of

MeUSwa, & strbonut showing the @xyet mambor of
persons who will roculira roil or bus transpophs -
Ll«*n to the sgsembly Contir or Recoption Contur,

forwerdod by wire op belotype bo

v
ent Ol
Definsc 'omm: nd end Fourth rmy, Pra -Mw
_11.1 iy i 0 8

ok Gtr Ii, Chely y  Hondopa rtdrs W

th Laglote
8% L 9|
ol Ban

G b Leost forty-elpght hours prior to depryture of

wyeecuves for

which Ylunches rre to Le wrups mI > GG i 12 1
by wire or tuletype to Hu tont Ghi
Gty Hemdouortovs Vestorn Cormond

naly Centars op Rucopt ion
gttt enent showkng thy t,ut'l rl\u*'l:- POk P

convers, ©
onG Lor
forwerdad
LNl el s 8
rnd ourth

arny, Prasidio of San Froneleeco, Colifbenis. In

renderdng this report, full considor-tion

ashould be

glven £o bhe number ol children 'nd infnts roculping

food *nd formulz milk cnd fngrodicnts,

de st donst twonty-four hours prior to dupirture of

suicwceay tho Mnppor of the i

mibly Cont

bl

Reception Cunter concorned will be informed by
the most oxpeditious merns of Lhe totel numbop

of wvroucos Lo be ewpceted vith thc modo

o mockas . ol

tervel, dete, nnd the probeble thne of rrrivaly

¢s Upon deperture of avrcuces, 't stotonont

showing the
oxnet mimber ol evrcuous vm ) departend, Hhi

(Vi LI CR o

trinsportotion utilized, the nunbor of privits e s

oo
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an net

}
hé

idiens friling to comply with the ..( slusio
s

sued b

*
I 4A 8

kn any end all convoys, with the dite sad the
probebio tima of arrival thelbwef, will be forwarde
wd o the Mamoger of the agsombly Oenter er Roo
gption Center conece 'md, by the most wxpeditious
MELNS «

Wpon depcrturs of evacuses for Assombly Centoers o
Reception Centers, o stotement showirg the oxeet
number of evasueos vho deported, the type of tenns
portetion ubilized, the mumber of priveote cubomobilos
inony rnd ell convoys, the time ol deperturc end

the destinitiong of such movemunts will be forwnrded
by wire or tuletype to the Woptime Civil Control
Mdministration, L1231 Market Stroct, Shn Pronelsec
Californdne

Timaely informtion v:ill o forwerded Yo the Mempsor
of the wewembly Centor or R pldon Cenbur . concarngd
iy opder thet eppr: apri( L arrongenaant s el bel g ds
for unlording, i the nrturae LG brggegs or obher
equipmunt  forwsreded with evieu vy hhe nsdemblyr
Center or Heecoption Conter ernne

hendled by the evocnges,

Within seventy«two hours cftur ths comnplat 1\ n of
the eviewntion of tny specifivd sren, the Bueto
Gommender will forward o repert ¢uoveping th
eperation of t"u; G G tl ::\r‘wjvcv, With such
recommundot ions o UELres Lo mike Fhepran

the Wortime Civ Al Gontrol idindatye tion, 12
Herkoet Street, San Francisen, Cr 'L"Ls i 1 0

Within soventy=two hours ( ftor the i

the evncuntion of eny specificd @ru ’m C
abatdon Memeaper and the Supsrviaor o )

sgeney involved in the evecuction projest will
Lopwerd through thulr fmnedi:ote superiors,
covering thelr '(‘ti’"'”?;? in eonnection with such
evrieurtion projeet with such reconmends tions 2
desire Lo mrke) * the Wrrtine Civil Control dds
mintatretion, 1231 Merkst Street, Srn Frincize
Californic s Coples of the reports by the Civilinn
Lgenelusconeurned with cheh evieustion projoet will
Ué mede eadt ble to the Fedoral Sacourity Lgutcy ob
tha tl;:':u Lru: yooore submitted te the Wertime Ciwil
Control sdministrotden,

i Order and thae

nureunder ore suojeet to im il ppruvhension rnd d
alien Japrnmeay alike cre subject to L

No . f‘U""', T7th Congruss, FLadh o} o W UGS 8 e ST 1L 0

il

Pene fiopr Viokotion of h‘,.m,.l. ne or OQrdirs with

S x 'Lz.,;,_:. Bemaining in, .L-s' un_x_” or Committing ony sl

In~-
sen~
penuleios pro-
Ll

.An’.
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Militery ixers or Zotoes."  Sdetor Commanddars will make sultoble provisions
for bringing this mattor to the rttortdon of the Foderrd Civil Luthoritice

for ony nocessary actlion, Suetor Comarnders rre cubkhorized to erll upon

the Federal Burcau of Investigrtion for the enforcemunt of the st/tute rnd for

the epprohension of any alions foiling to comply with published orders nd
instaructions.

By Commend of Tdeutenrnt Genersl DT

Hugh 7. Pullerton
6l o O SRS -0
hasistont adjutont Gener:.)

Distribution "un




TO
HEADGUARTERS WDSTENN DEFENSEMOQ
QUPFTCD OF THS COMMAN )T«‘“" OENERAL
PRESTDIO OF G4AY VRANCISOC, ' C4rImr

2

SUBJECT s Transfer
Assembly

T All etor Commernders

rontrol Adwindsteation ¢5viYian ipencies

1 The provisions of letter, this headgusrters e 26y 1948, sl
» » » »
ject and address as ahove, are chaneed as heroinafto Lodieiteds  Iw all
' » {2
athey respects, however, Lhe provisions of said letber in elfent,

s Parmgraph 3 i eseinded and the follewing substitnbed therefor:

The time of departure from assembly cernters und the time
oft arrival at relecation projects will be determined by
the Transportuticn Seetion, Operations Division, jartime
Civil Control Adwinistration, Thene times will be g0 set
Ehat the maximus number of daylicht hours will be avedl-
avle at either awd of the Jourwey in order ta enuble
agsemioly ecenter manugers to propare evacuees for departure
and te give the svacuees an opperbusiliy to hecome setbtled

in the War Relesation Projechs for lark,
Tl 4o i o " v sipe s 1114 fn o Ay sl o 't \ oy g €Y
AL R SRV TS A ¢ { L i s WAWWLGQ LIereLlor:

families

seltunent wil
but will be
main body,

4. Pare

therefor:

The U, B ublie Health Zervice and the

Doctor of WHA =ill seleot such doestor

are regquir tor eaph relocation nroj
ntors

ALY AT

e | L en 1
LEgAudeq

Baragraph &k J» 48 ohenged ag {olloy

DRLET
DRELETH
futiiyaseotmiing




Subject: Transfer of Bvacuees of Vartime Civil Control Administrotion
Assembly Centers to War Reloeation Authority Relocation Frojecta

Laboratory Technicians = » « » » = 1
K=Ray Technicliang= « =« = & « « » = 1

change "labérers ~» 20" to read "Laborsrs w-- 70"
Change "Total ~- 162" to read "Total »- 186Y

Line 2 of paragraph 12 is smended to read as follows:

The Assembly Center Operations Bection of the Temporary
Settloment Operations Bronch =

Paragraph 15a iz rescinded and the following substituted therefor:

Trensportation necessary to move evacuees, baggage, and
freight under the provisions of each transfer order will
be soordinated by the Rail Transportation Officer;, Fourth
Army, He is authorized te deal directly with the Rail
Transportation Officera in the different sectors of this
Command, Ambulance service, when required, will be pro-
vided by the U, 0. Public Health Service, In ne instance
will an evacuee be permitted to drive from an assembly
senter to o relecation profeot in his or her privately
ovmed conveyance,

To paragraph 19 add the follewing:

When teurist pullman cars are provided upon the recems
mondation of the U, 8, Public Heelth Service, & certie
ficnte to the effect thet a definite number of accommoe.
dations were oconsidered necessary, and signed by a
reprasentative of the Us 8, Public Health Service, will
be forwarded within 48 hours after the start of each
novement to the Chief, Transportation Section, Operations
Division, WeC.Ciha, Whitommb Hotel, San Francisco, Calif,

9. In paragraph 23b references to Corps Area Commanders and Corps
Areas apre changed to read Commanding Generale of Service Commands and
Jervice Oommmnds,

By Cemmand of Lieutenant General DeWITT:

P b 1 e
¥ I;\ugh ny .ii‘ulfv‘;;fo‘h et e
Captain, K,G.D,
Assistant Adjutent General
Distribution §




ARLIE, C IV L, QW&«ML{;&H&M&M&.M RELEASE MO, 8w
WESTERN B8 COMMAID AND POURTH Al

1231 MARI@J‘I’ STREET, SAN FRANCISCO, CALIF, dugust 7, 12
PRESS RELEASE <- FOR DEEDIATE AELEAS
WA B

Coples of Public Froclemation No. 10, issued by lLieut, General J. L. Deliitt,
Commanding General, Western Defense Comuiand and Fourth Apuy, covering restrictod
lighting of Pacific Coast areag, are now svallable at 24,000 gasoline atations
and garages in affected areas of California, Oregon and Washington, it wae
aunounced today,

The availability wes made possible by a coordinating comnittee of the gasolins
indugtry, which handled the detadils of the disteibution as port of the defensc
PO A o

Copies of the Proclanation give detalls of the areas aflscted by the regtricte:
Lighting regulations, and the types of lighting which must be restricted, in
accordance with the ruling which becomes eflective at L2:0L AJM, Thursday, Au-
gust 20,

"It is suggested that all eitizens in affected areas who operate Lighting
coming under provisions of the Proclamation obtain a copy of the document,"
Colonel Karl K, Bendetsen, Asmistant Chief of 8taff, Civil Affairs Divisdon,
acting for General DeWitt, said,

The proclemation is aimed at controlling lipghting which throws beaus wupward
or is vigible from the ocean in the established Zone of Restricteod Lightdng
pragoribed in the Proelamation,

The gasoline industry co-ordinating committec ig composed of tho followlng
roprapentatives of verdous oil companies who are supervising distribution in
thelr reapoctive aroas: Ted Kuggins, San Franciseo, Northern Californias

Clarence &, Bengumyor, Log Anpeles, Sovthern Californiamg

g AyLe Horny Jr, Fortland,
Oregong and 5,B, Stretton, Seattlo, Washington,

i

Mathns WO Ddatbn, ALL Newgpapers and radio,




HEADQUARTERS WHSTZEN DRFANSE COMMAXD AND FOURTE ARMY
OFTIOE OF THE ASSISTANT OHIET OF STAFF, OIVIL AFFAIRS DIVISION
WARTIME CIVIL CONTROL ADMINISTRAT ION

Aprdil 9, 1842
Revised May 21, 1942

Mninistrative Order )

A

)
Namber 4 )

SECURITT

1. SEORET, CONFIDENTIAL AND RESTRICTED INPORMATION.

P

a. All personnel, military and civilian, mst and will exer-
cime the utmost dimeretion in sefegnarding information obtained by them,
through their work in this headguarters. Personnel Ls prohibited from die-
puselng any of the business of this headouarters with any person vhose busi-
ness does not legitimmtely entitle them to such information.

B. Certain written matter 1s marked "Secret", "Confidential,
or "Remtricted". Such are referred to as "Classifled” mtter.

H8eoreth and "Confidential" matter will not be
handled by messengers or placed in "In" or "Out"
baskets: Lt will be tranemitted from hand to
hand by commiseioned officers, warrant officers,
or Gertain designated enilnted men or civilian
amployees. ALl "Secret" and "”on-inontiul“
matters will be placed in the Assistont Adjutant
General's safe ench evening.

"Reptricted" matter will be handled by the usual
mespenzer syston bubt the contents thorsof will
not be diwmlged to any person excopt one of
knowr loyolty to this country and who roguires
guch fnformation in rendoring service to this
gountry.

Personne) having occasion to prepare, handlo, or
transmit classified matteor will consult the
Asgigtont Adjutant Seneral regarding procedure.

g. Military regulations end criminal statutes prolilbit the
giving out of information gainced from military sources, Ponalities are pro-
vided for any violations, Vielations will not bo countenanced, whother in-
advertent or not. Charges will be preferred in ecaso of violation by military
porsonnel; o violation by o civilinn will result in immodiscte discharge and
rofercnce of the mutter to the United Statos Attornoy.

s Joo
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Admintetrative Crder Wo, 4

2, UNAUIEORIZID PYRSONS. Aoy perveon, not connec ted with this
headguarters, having business with any person or Sectlon of CADWOOA, will
be mdmitted Wy the Reseptionist, ouly upon the approval of (a) a comnigsioned
cofficer or (b) n saction chisf.

3. PHYSICAL SECURITY.

a. Offices, when vacated for the night, will have all lights
extingnished and will normally be locked. During the day, each section will
nermally have at lewst one rerson present at all times in ench office or suite
of connecting offices.

b+ Should this headguarters be subjectcd to an armed attack,
a1l persomnal, militery and eivilisu, will immediately be under the command
of the somior line officer present for daty. While 41t 10 assuned that civilinns
will be relensed promptly from such control, thew will, until such release,
obey any and all commnds of such uf ficer.

The senior line officer, on assuming command, will

(1) destroy all claseified matorinl end suveh other
f£ilos which may be of intercst to tho enemy;

(2) ropcrt immedintely, by quickest pyacticable
menns (telenhone, 1f vossible) to the Head-
snnrters Comuandont, YDC & 4A, for instructions,

nending instructions, tnke such steps as he may
decm nroper for the active or peesive defense

of this headaquarters.

4, AIR RAID ALERTS snd BLACKOUTS.

g. The importance of uninterrupted operation at this office
can be measured Dy the essential nature of the %asik it is performing. Pacilitiesn
mst Yo safeguarded and commmnications maintained regordless of emergency Cofi-
diticns imposed Wy the blackout of light or cut-ofi of power distritvution.

L. Certain offices are staffed for a 24~hour, 7-dny operation,
An officer will be conatantly on duty in the office of the Ixecutive Cfficer,
Raom 446, The commwmications cenbter, comprising telephone, teletype, and the
mail room operate on a 24-hour, seven~day basis. The office of the Asglatant
Chief of Staff and those of the Section Chiefs usually operate until midnight.

o




Administrantive Order Wo. 4

4, AIR RAID ALTRTS and BLACKOUTS. (Sontimyed)

¢ When the blackeut signal fie sounded, all lights in the
Whiteomh Hotel building sre extinguished by the Hotel, by the mulling of a
master switch. Elevator service iu continued from auxiliary power., To
meintain emergency lighting and power facilitigs, gasoline-powered generators
haye bheen installed adjacent to the ecommmnications room. Thisn plant ewpe
plies anxilisrvy power to the teletype machine to the Presidio, the Westorn
Union teletype machine, the telediplone recording machine, end for lighting
the following officest

Room 447 Colonsl Bend J Han
Room 446 Brecutive Cffice
Room 445 Telediphona RwCuyH:ng Boon
Room 462 Comminications Center
Raom 444  Dieutenant Onlonel Dvans
Room 442 Lieutenant Golonel Heaune
Telephone Bxchenge (hu"zan.no Tloor)
d. Window-shiselds have beon provided for the following
officen:

Room 409 Dyacuation oporations
Room 4 Bvacuation operations
Room 443 Lieutenant “ﬁlﬂno] Hass
Room 444  Tieutenant Colonel Byvans
Hoom 445 Telwdi”hnnw rocording room
Room 446 The Ezecutive O0fficer
Room 44 Colonal Bendetson

Room 45 Meil Room

Room 4 Record Room

Raom 46 ite Room

Room mminicationg centor

These shinlds are kent im the rooms and will Yo inptalled
Bt the "Adkrt™ sigmal or the first indication of an impending blackout.

ment atations lawve boan
floors

*

e, Muir Badd Fire Protection®™ equij
eatablizhed et the folloving locations on the 4th

Medn eorriders (1) to the right end (2) left of the
rocention deosic,

. g
Woet corridor: y 10 i ption with main corridor

Genkor corridort (L) Haxt to0 room 419 and oppesite Room

o, )

Bangt Corridor: L) Woar an"ﬁicn with the main coryvidor
{2) in Roon 488,




{ ﬁgminiatrative Urdey o, 4

4. AIR BAID ALERTS and BIASKOUTS (continued)
a. foont.)

Encly equipment gtavion is plainly maried,

Boeh aquipment station containe the following fire fighting
equinpment

water bBuckets

gand bucketn (filled)
L grnd. ahiowals

fire extinguishers

flash Yights

£. 'The offices of the Statlistical Section (eighth floor) are
provided with fire prevention facilities through the establishment of two (2)
equivnent stations located as follows?

To the left of mafn entrence, at end of large araan,
Just in front of Dr. SBchmid's office.

To the right, at end of large area, at front, ad-
Jacent to countey.

Bach station 1s marked and contains the stendard equipment
deseribed in g. above,

Thae only lighting available is of an emergency nature through
use of flashlights to nermit the removal of records and the extingulshing of
fires.

&» A1l principal offices, includling those of Section Ohiedfs,
and other essentisl activities, will he spnlied with Blackout flashlights for
emergency activities, such as installation of window shields during a blackont.

Bouipment stations will be unlocked at all tlmes and the
fire protection equipment will be inspected neriodically and kept In effective
condition by & designated employee of the Administrative Section.

k., Personneli

On an alert personnel will remein in their offices and con-
tinue their duties.

On commencement of a raid personnel will lsave offices ond
remaiy in corridors away from glass or mirrors.

il




YAmindetrative Ceder Woy 4

. BRAURITY OFPICTER.

Oaptain Huah T. Fullerton, (AGD), in addition to bls other
nties, ia named Seeurity Officer and is responsille for all measures
monnaeted with the sesurity of this headguarters,

For the Aselstant Chief of Stefl,
Odvil Affatre Dividlions

e p———

i v 1 VAR
2 T SR ORI TR Sk e
Hugly Ta Fullsrton
Qaptain, A.G,De
Asgintant Adjubant Generald

O ———————




HEADQUARTERS WESDIRY DEFTVSE CGOMMAND AND OIRTE Akl
OFFICE OF TEE ASSTSTANT OHIEF OF STAYF, QLVII AFFAIRS DIVISION
WARZIVE QIVIL CONTROL ADMINISTRATION

Aprfl 6, 1942
Revised May 26, 1942

Administrative Qrder )
" ] ROUDINE ADMINISTRATIVE PROCNDURE
Wambe r 3

GRIERAL

1. CaD - WCCA, being rvert militery and przt elvilian, entails an admintw
strative organization necessitating strict adhercnce to cortain rmiles of proced-
ure. The following are prescribed for the guldance and compliance of personnel,
both military end eivilian.

2, O0AD -~ WOCA ocoupies s dusl mstatue. CAD is o General Staff Seotion of
WD ~ 4th Army end as such has no operating functlons, but exists aolely for the
parpese of obtaining information for, amssisting in the formmlation of the wpoli.
cies of, and sdvising the Commanding Gemeral in uwetiters portaining to civil af-
falrs, WOOA is not a staff saction, but an operating body (although it hos cer~
tain fact~finding and advisory functions).

d. & A matter which falls entirely within the scope of CAD will smost in~
variably he a "command' metter; this is weswally o communicatiom (order, reguest,
etc.) to subordivate wunite of WDC-4th Army or to higher heedguarters (Wer Depart-
ment, ineluding 8.0.8. ete.). The commnication is 4in the neme of the Oommande
ing General WDO-4th Army.

b, A matter which folls entirely within the scope of WCCA will seldom,
if ever, be a matter of military command, although i1t mey involve the direction
(command) of civilian or other persemnel under the jurisdiction of WOOA. In
such cose, the command is by the Officer in charge of YOO

4, A mpbtor which partekos of hoth CAD snd WOCA functions will be handled
by the one having the mejJor interost theroin. This, in many eases, will regquire
a decision based on the policy of endeavoring to relieve Headguarters, WDC-4th
Army of as mich of the administrative durdem as rvoszihle,

PREVIOUS IWSTRUCTICNS

5. All administrative instructions heretofore issusd by 04D - WCCA, in con-
flict with the following are rescinded.

OFFICE EOURS

6., &« The office will be open seven days a week, Shifts will be arranged
by Seection Ohlefs so that approximately six out of soven of the operating sheff
arevresont each day. Normal civilian employment is pisht hours @ day. The
lunch period 48 45 minutes, A membor of each soction must bo available at all
times betwoen B:15 A M. and 10:00 P,.M, so that correspondence, telophones, ste.,
can he adeguately covered,

o Lwa




B A duty roster 19 nedntained by tho Aseiobant Adjutant Genornl,
assigning officers to duty from the hours of G100 P.M, until 8:00 AM. the
following morning. An officor whose dutles will compel kim to be absent for
tho evoning aseigmoed will notify the Assistont ddjutant Ooncral so that a
gubstitution can Bo mbdn.

8. One day a wook will bo Eakon off by cach officsr for exerciso
amd resrontion. A roster L8 maintaincd by the Agslotent ALG, of the schaeduled
daye, Drys off will not bo tekon where prassuro of work prevants .

OFFICE OF RECORD

7. m, OCAD hns Yoecn dssignnted By the AdJutmnt Genersl, WOD-4th Ay, ne
an Offico of Rosord for mattors pertalning to CAD. 4 nail and rocord room
will ®Be oporatod, Mail and rogords will bo indoxed nnd Filod An nccordanco
with theo Dewey Deeimpl systom, Records sont to Ha rocord sectlon for file,
miss benr in the lowor rishit hand cornor tho word He1io¥ nnd tho initinls of
tho person muthorizing the f£illng.

2. Boetion IV, Clre, 148 WD, 1040, proribits miintensnce of personnl
filesw.

CORRESPONDREOR
8, Torm and composition of letterd,

ga. (1) Margine: On nll correspondence bhore will be & margin of
1 ineh from the top, left, and bottom edgas, and 3/4 ineh Trom the right edge.

(2) MWumbering: Pages will be mumbered where there is more than
one pege., The nunboring will be arabic, ond contered in the bottom mergin.
The sesond rnd ench succeoding prge will hove ot tho top of the page tho sub-
jeat or aborovinted subject of tho lottor to idontify 1% should 1t becomo de~
tachad,

(3) Parnernphs will be indonted.

(4) Model Forms: Attnched are model forms of lettors!

(a) ZLottor to civilian

b Commcind lLottery

(¢) Momorandum on check slip
a) Memoreondum, intra-office

%, Command lettors will he propared in strict conformity with Army
Rogulotions 340-15 "Correspondonco, Yew Oondnoted®,  Thoy will bo on "0Office
of thoe Commanding Generol® stotionery. The honding will be entirely wlthin

the upper third of tho first page and gubetantially in thoe following formd




HEADQUARTERS VESTHRY DEFENSE COMUAND AND FOURTE ARMY
QFRICR OF THI COMMANLING GBYERAL
PRESITITIO O 84N VRANGISOU, CALIVORNMIA

May 10, 1942
SUBJIECT:  Admintetrative Mstters,

0 Commanding Gensral, Souwthern Californie Sector.

Paragrephn will, 1 £ more than one, be nuwbered. No salutation or compli~
nentery closing will be used, VYhere the signature is 4o be that of an officer
other than the Commeanding Gemeral, thers will follow the last paragraph, the
phrase, (to mubordinate units), "By Commond of Lientensnt Genersl DeWitt";

(to militery commanders not under the jurisdiction of C.G., WDC-4th Avmy)
"or the Commanding Gencral'r.

(2) Command commmnications bo subordinate units of WDO-4tk Army will
be signed Ly the Adjutant Goneral or an Assistent Adtuntant General. Commond
commanlentions to militory commmnders, not under the Jurisdiction of WDO-4th
Army, will Be sipned by tho Adjutant General, on Aselstant Adjutont General or,
in cegtr_in ecasos, by the Commanding General (in his absence, by the Chief of
Steff) .

(3) The sienature will be f£ollowed with:
(a) Where signed »y the Commending General:
Je L. DelWitt
Lieutenant Gemeral, U.8, Army
Comnmanding
slemed by the Ohief of Staff:
Thomes L., Martin
Golonel, G.8,C.
hoting Chief of Staff
signed by the Adjutant General:
B, Y. Rend
Colonel, A.G.D.
Adjutant General
gigned by Captain Mullerton:
Hagh T. Pullorton

Captain, A.G.D.
Assistant Adjutont Genersl

Yhere a communication must be sent to the Proeidic for conpurrence, none,
excopt (3) (a) of tho above will bo typed. This will eonrble the letter to be
slgned by tho Adjutant Genoral or nn oesistant, imnedistoly after tho lnst
necessnry coneurrenco hos beon ohbnined,

o, 7




&y Vonm-sonmand letters.

(1) For~sommeni lstters will be in acsordence with usual Toag 4o
ness practice and courtesy and as further preseribed herein, They will he
on "Office of the Assistent Onlef of Steff, Oivil Affairs Division® stationery.
Parpgraphs will not be numbered. The first parograph of m letter replying to
another commnication will identify such comminication by subject nand date.
1f the comminiention received wns addregsed to Lieutensnt General J. L. DaWitt,
Tut the answver 18 te be eilgned by smothor, the firet pnragraph will contoln o
pherse substantinlly in the form: "With refercnce to your letitnr of the
Comupnding General directs me to inform YO~ mmeml L Tho splatntion will be
Doy Sir®, "Donr Mndam", or "Gentlemen", excopt in lettors addrcased Lo o
high eivilinn offficinl, where a phrase such o8 UMy donr Scnntor Jones®, or
" dorr Govornor' will be ueed. The body of the lottor will bo o8 Yrief o
fe eonsletont with ~ comlete siatoment ond with usunl rulos of coustosy. The
commlinontrry closing will be "Wery truly yvours" in nll cnses excopti

(n) Where a letter is thanking the nddrossee, in
which case "Sincorely yours" will he uscd.

(b) Wherc the lLetter is to a high civilion offl-
einl, in which case "Sincerely yours" or other phrase
my bo used, Aepending upon the degroo of ascomaintance
or friendship bhetweon the writer nnd the addrossce.

(2) The Commonding Genoral will sign parsonnlly &1l lotters

addrosoed to the Reprosenthtives of Porelgn Geovernments, Marhore of the Cabinct,
Governors of Sthtes, Senntors, Songresemon, other forelgn or domestic officinls
of high ropk nnd Admirela of the Hawy, (ith ench lotter will Ye two whibe

and one eracn enrbon copies).

(3} Won-commnnd communientions will ordincrily be signed by
the Assistant Adjutont Genornl, followed by:

Buaeh 0. Milorton
Onptedin, A.G.D.
Assistnnt Adjutont Goneral

The purpose of having all lettors, command, or nom-commnnd, nornally signed by
the Assistont Adjutant Genornl, 48 to assure ndministrrtive control over cor-
rospondence nnd to essure prover recording, meiling, filing, o%a.

(n) Where the basic commnicntion is addressecd to
Golonel Bendotsen nnd there is n personrl reletionship, ns distinct from an
officinl intorest in the mntter, signature will be personnlly by Galonel
Bendetson, followed by

Solonel,
Ansietant Chief
Odvil Affoirs D




(») Oommmicetions from Colonel Bendetsen to CAD and/or

WOOA staff, where: (1) signed personally »y Colomel Bendetson, will be fol-
Lowed only byt

Earl B. Bendetsen
Golorel, &.8.0.
dsslstent Ghief of Staff
CEvil Affatrs Division

Thore will be no authentication by the Exeentive Officer or tihe Adjubant!
(11) Signed by other then Colonel Bendetsen vill be "Por the Assistoent Chief
of Staff, Oivil Affaire Division® snd will be signed by the Executive Officer.

() Travel mermits and commnicotions to porsons af-
fentod by evaduntion ordews will be on "0ffice of the Ohief of Braff, A
stntlionory and will normally be signed by the Chief of the Regulatoery Bronoh;

Promerty, Scourity nnd Regulations Divielon, with his signature followed by
tho inseription:

Borman P. Goabel, Jr.
Gontinin, Cawelyy
Chin?f of Romlatory Rranch

4 travel vormit will not hove a salutntion or a complimenbnry closa, but will
Yo "Por tho Assistont Chief of Staff, 0.4.D0."%) vhere more thon one paragraph,
the parngrophe will be numbored.

(1) Oommnications Lemaed to thoe stnff by, or by suthor-
ity of Golonel Bondetson, will be entitled (o) "Administretive Orders Noo ¥,
and (b) "Momorrndum No. __". Orders will bo dircetive; momcrsndn will be
informntory, Normnlly, memormndn will be "By order of Colonel Bondetson,
ond signed by the Exeemtlve Cfficcer.

() Press rolonses will be issued by the Press Rolntions
Brnneh,  They will not bewrr the cignaturc of any officer of this gl fs howowver,
bafore release, they mast be approved by Coleonel Bendetson.

INGLOSURES. (Spelled Inelosurss; not Baclosuros.)

G, All commmicotions to whiech thoro exo inolosures will Wowee,  on the
aome 1ine as the signnturc, but on tho left hend side of the pago, the word
Muel® typed, with the inelosurcs lietod bolew it in sufficdont dotail %o
jdentify tho inclosurce. Tho inclosures will be numbered os fInel. $11, ote.

COPLES .

0. 8. Bxceossive copies will bo nvoidod. In goneral, commnnnd Lottors,
when d eliverod to the Assistont Adjutont Genernl for dispnteh, siould comprise
the originnl, 2 white nnd L greon carkon coploss nop~conmend lLettars, oxeopt
Gongressionnls, will have only n greon copy. If tho office of origin desires
be have the motter suspended, 1.0., whero o reply to the lotter is expocted
or cortain nction is oxpacted at a lover dnte, an additional crrbon (p k)
should e ineluded with the desired sasponso dnte indionted; such copy will

b




B.  Brevity. Goncigeness is eesential, but clariiy muet mot be
go crificed for brevity., There may be used such beginning phrases as "Reurtall
"Reursd® to identify an earlier communication, OCommmnd mesasases will end
WETD 0ADY

g. Bipgnature. The ailgnctures will be as Tfollowel

Qommand messases to subordinate unite and to military commanderg not undar o
mond of WDOC-4th Arngy

ewr T
06 "v'?!J‘C and A4

Yon Command mesenges! Norwmally

Hemd
AG WDC-4Ath Arny

But, 1f by nature of thi messaws, there is resson to siza Lt othn "wi.e. the
aurname or full nane of the officer eigning will be used followed by his offi-
cinl enpnotty, L.,

Bendetgen, Colonal
artime Civil Control Adminisiration

d. Auathen *ir'fmirn. The grecn carbon copy will be prapared sinilar
to the grecn copy of & lettor aud will, Yefors s mies i the Asslstant
A,C., have sll vecosanry 200CUIImOIGGY ovidonced by imitials. In the lowor loft
will bo typed in capitals

CEFICIAL

Hugh T. Fullorton
Cantain, AG.D,
Assintant Adjutent Goneral

Whore consurrences miet be obtnined from WDC-4th Arwy at the Proeldio, tizo
word TOPPICIALY only will Bo timpod.

Be Fandling. To minimize the handiing time on oubgning telogrins,
teletypey, nnd vodioprams, the offico of origin slienld, when tho wossaso in
roody for dispateh, Wlophone Yo Communicr tions Roonwm, Loocal 662, for o megssonger,
The mossenger will obtoin anthenticntion f«‘r"x thy Asnistant A.G., ond deldver to
Oommnientions Heoom for immedinte disuoteh e practice of lomving outgoing
mespaens tn outgolirg makets for routine g s discouragod.

OLASSIVIED QOMAMIICATIONS

17, Any commniention vhidh has been elassiflod ae "Buerct! or "Conti~
dential®, whon not in aetive wuso (Including nighte), will be delivervd to the
Aenistent A.G. for snfe keeping. Buch commmicntions will net e hondled by
messenger, Yabt will be handled by hond, Trom one cowm esdoned ot licer o
another or dos {ennted non—commissioned officers, or 1« edvilien section chlefs,




WESTIR? DRFEMSE COMMAND AND FOURTH ARMY
Office of Amsistant Shief of Sstaff, Civi) Affalrs Division
WARTIME CIVIL OQONTROL ADMINISYBATION
1231 Merket Street
San Prancisco, Oalifornia

May 28, 1942

M., John Jones
Route 2, Box 101
8alinas, California

Demr Sir:

Lieutenant Gemeral J. L. DeWitt has directed me
to reply to your letter of May 22, 1942, pertaining to the
utilization of persons of Japaness ancestry in the oultive-
tion of sugar heets,

The policy of the Commanding General, to which no
exception Gan Yo made, is that no such persons be permitted
to enter Military Arves Wo, 1 to ¢ngage in private industry.,
Smlines is in Military Area No. 1, Your request, therefore,
met e denied.

A copy of Proclamation Wo. 1 defining the limits
of Military Arven No. 1 is inclosed.

Very truly yours,

W o

{lh R D

Gl
Hugh T. Fullerton
Coptain, A,G.D,

Inecl. Assistant Adjutant General

Procl. Yo, 1

e

MESSBNGER SERVICHE.

14,  Inter-office momsanger anrwlse 16 schedulod cvery swonty mirutos from
8:00 A.M. to 8100 P.M, sack dayy every thirty minutes from 6300 P.M. Ko G100 BU
amch dny.  During the poriod Q00 P.M. to 8100 &M, , massengar aarvise may beo
obtalned by colling Toenl 689, Nossenger sorvice to the Preaidie in sehodnlod

o Follows

Lonyvs Hotel Whitcomb at 6230 AJM., 11330 AJM,, 4330 P.Mye s:.nd, #3130 PM.

Loave Prosidic nt £:00 A,M., 1:00 P.M,, 6200 P.M., and 9300 M,
Bpocinl messgngor gorvice to the Presidio nt otlior hours mey be obkeined by
anlling Lecnl 689,

RESPONSIRILITY TOR CYFICH BEQUIPHENT,

15, A& copy of invenbory will be supplisd to ench offidor covering the
provorty in rooms under his dircet control. The officor will determine ite
corye ckness rnd return to tho Azsietrnt A.G, o algned copy 0f the inventory.

CLEARASORES .

165 B Officors, on being relioved from dnty, this office, will ohtaln

in ndditien to nny and all othoy olonarancens GeeaIsnYy, the folloving:

(1) Glenrance of property revponnibility fox
office property charged to tlom, Thils
will be obteined through the Asglatent A.G.
(2) Surronder of jdentificntion hedee ilssuocd by
Hq WDO-4A, Brdgo will be surrondered to the
Asgiotont A0, ond receipt obteired.

(5), Rocoipted hotel 111, if residence of tho officer
wog nt Hobel Whiteonmb.

. Civilinneg will obtnin clenrances Ne mreseribed aurrently by the
eivilinn Adminietrotive Officer.

e
el B, Bl
KARL R. BERODTSEN
Qolonel, G.S.0.
A0, of Buy GuduD,

%.0.0 .



HEADQUARTERS WRSTERY DRFINED COMMAND AMD FOURTE ARMY
OFPICE OF THE COMMANDING GENERAL
PEEGIDIO QF SAN FRANCISCO, CALIPORNIA

600.4 {CAD) May 28, 1942

Subject: Reports on construction.

Tot Commanding General, Southern California Sector
Pasadena,

1. Reference letter this headquarters, dated May 4, 1942,
subject and file as above.

2« Revorts required by pavegraph B of above ietter will be
mailed at such time to asswure their receint at this hesdquarters not
later than June 10; 1942,

By Command of Lieutensnt General DeWitt

A T Doy e WP 10 RGN
%ngh T. Mllerton
Captain, A.G.D,
Asnie tant Adjutant Gemernl




HQ. WESTERN DEFENSE COMMAND
" AND FOURTH ARMY

CHECK SLIP (Informal)

(Do not remove from this paper)
File Ma.

Presidio of Ban Francisco, Calif.

Note: Use tvhis slip for notes in ¢connsction with this paper. All notes will be
NUMBERED CONSECUTIVELY, top to bottom, FPapers should have attached all records

necesaary for intelligent action. A line will be drawn the full width of the
8lip balow each hote.

SUBJEOT :

No. Date REMARKS

Jopandse Bvacuntion

5/e6/42 , Herewith copies of letters showing changes in
Exclusion Orders No, 91, 92, and 93, CQoples
hove been sent this date to all civilian
agencies, e,

H.2. 2,

5/ev /42 Receipt scknowledged; request five additional
ceplies of each. | VJ

LW,

5/z8f42 Copies requested attachod.

(¢ )

(Use both sides)




REMARKS

feueig , i
) LAY

(Bp nok wrive beivw thik 1ime). | (™

o




WESTERN DEFENET COMMAND AND FOURTH ARMY

Office of Assistant Chief of Staff, Oivil Affairvs Divielon

WARTIME CIVIL CONTROL ADMINISTRADION

May @7, 1942

SUBJECT: Channel of Communication to WRA

02 CAD ~ WCOA Staff

Captaln Mark H., Astrup is now on full-time duby
with War Relocation Authority. In addition to hie other
dutiee, he will act as liaison officer from WRA to CAD-WOCA,
to Hq. WDC~Fourth Army, and to all other military head-
quarters, except on matters pertaining to Quartermister
procursment, which will continue to be handled direct by
Qolonel Foy.

The channel of comummnication from CAD - WCCA
to WRA for all matters, irrespective of size or impor-
tence, ond whether formal or informel, 18 through Captain
Astrup., Such matters include requests for site locations,
clenrance of press relenses snd publications, requests
for lssumnce of civilion restriction orders, and motters
pertalining to constraction and activities in assembly
centers.

For the Agsistant Chief of Stafl,
Civil AfZairs Divieion:

X \. b
A

Hugh T. Tullerton

Captnin, &.G.04

Aspistant Adjutant Goeneral

()




REAIQUANTERS WISTHRIN DEFEWSE COMAND AND POURTH ARMY
OPRICE OF THZ SOMMANNING GENERAL
PRRSIDIO OF SAN FRANGISZ0O, CALINORMIA

Maz 10, 194%
Administrative Matters.

Comnsnding General, Southern Californla Sector.

Parvagraphs will, 1 £ more then one, be numbered. Mo salutation or conpli~
mentary oclosing w11l e uased. Where the eignmture is te be that of an officer
other than the Commanding General, there will follow the last parangraph, the
phrase, (to subordinate unite), "By Command of Lieutenant Genernl DeWitthy
(to militory commenders not under the jurisdiction of 0.G., WDC-4th Arny)

"Wor the Commanding Gencrall.,

(2) Command communications to subordinate units of WDC-4th Army will
be slgned By the Adjutant Genernl or on Assletont Adjutant Genersl. Command
communicntions to military commanders, not under the Jurisdiction of WDC.4th
Army, will be signed by the Adjutont General, an Assistont Adjutent General or,
in cegtnin enges, by tho Commnding Gonersl (inm his obsense, by the Chief of
Staye) .

(8) The sienature will be followed with:
(a) Where signed by the Commanding General:
J. L, DeWitt
Lieutenant Generel, U.8. Arny
Commaniing
Where signed by the Chief of Btaff:
Thomes L. Martin
Colonel, &.8.0.
Acting Ohief of Btaff
Where sigred by the Adjutent General:
B, Y. Read
Qolonel, A,G.D,
Adjutant Genero.
signed by Captain Mullertons
Hogh Ty Tullerton

Ceptain, A.G.D.
Assiastant Adjutant General

Where a commnication must be sent to the Prosidio for concurrence, none,
exeopt (3) (a) of the nbove will be typed. This will enrblo the letter to be
signod by tho Adjutant Genoral or an sssistont, Immedintely after the laet
necessnry concurrenca has boeon obtnined.

o 7




8« Von~commiand letters.

(1) Fon-commend letters will be in accordance with usual tmei-
ness practice and courtesy and as further preseribed herein. They will be
on "Offlco of the Assistent Ohnilef of Steff, Civil Aficirs Dierteion® stationery.,
Paragraphs will not be numbered. The firsd narograph of a lebtter replying to
another comminication will identify such comminication by subject and dote.
1f thoe communicntion reseived wns addressed to Lieutenant Genoral J. L. DeWitt,
it the answer 18 to be signed by nnother, the firet porogrorh will eontoln o
phrrse substontially in the feormi #With refarchnce to your letter of b
Commending General dircets me Yo inform Gotgm e L Thg solutntion will bo
"pony 8ir®, "Donr Mpdeam®, or "Gentiemen®™, oxeopt In lottors addrossed to o
high eivilian officinl, whers a phrase such as "My doer Sonntor Jonee”, or
My donr Governor” will be uesed. The body of the lettor will Yo as drdoef ps
te consistont with n comnlete statoment ond with weunl milos nf courtesy, The
complimentory closing will be "Very truly yours® in nll cases axcept s

(n) Where a lotter is thanking tho nddrossce, 1n
which ease "§incorely yours" will be usod,

(b) Whorc the letter is to a high civilion offi-
einl, in which emse "Sincerely goura or othor phrase
may bo used, depending upon the dapree of neguaintnnee
or friendship between the writer and the addrossce,

(2} The Commanding Gemornl will glon personally all lettors
nddrossed to the Reprosentativos of Forelegn Gerornmenta, Mombors of the Cabinot,
Governors of Strtca, Sonntors, Congresemon, other foroign or domustic officinls

of high ronls and Admirnle of tho Nnvy. (With ench letter will be two white
and ome greon cnrbonm coples).

(3) Non~command compunicntions will orvdincrily he signoed hy
the Assistant Adjvtent Gonoral, followed byt

Hugh T,
Mo ”m
Onptoin,

Asplstnnt Adjutm

The purpose of having nll letters, cemmand, or non~command, normally signed b
the Assistant Adjutant Genornl, is to assurc administrrtive control ovoer cors-
respondence and to BRsUre propov recording, mailing, filing, ete.

: (n) Where tho Bneic communication 1s nddresscd to
Golonel Bondotsen rnd there is n norsoncl relrtionship, as distinet from an
officinl interest in the matter, signature will bo personnlly by Coloneld
Bendetsen, followed by:

Karl R, Bondotaon
Oolonel, &.8.C.
Apgigtant Chief of Btnff
Givil Affaire Divielion




(6} Commmications from Colonel Bendatsen to CAD and/or
WCCA staff, where: (1) sizned personally by Colonel Bendetsen, will be fol-
lowed only by

¥nrl R, Bendetoon
Qolonel, &.5.0.
Asgistent Chief of Staff
Civil Affalrs Division

There will b3 no suthentiestion by the Bmecutive 0fficer or the Adjutant:
(18) Signed by other than Colomel Berndetsen will be "For the dssistont Chief
of Staff, Civil Affairs Divislion" and will be sizned by the Bxecutive Offlcer,

(e) Travel permiss and commnications to persons af-
footod by ovscuntion orders will be on "Office f the Chief of Staff, CAD"
girtionory and will normally be sipned by the Chief of the Rogmlatory Browch;
Proverty, Seourity snd Regulations Division, with his siemnture followed by
tho inserdiptions

Harman P. Goebel, Jr.
Cantain, Cevelry
Ghief of Rognlatory Branch

A travel pormit will not howve o salutntion or o complimentiry close, bub will
Yo "For the Assistont Ohlef of Staff, C.A.D.My where more than one prragraph,
the naragrophs will be numbored.

(4 Oommmlcations iesuod to tho staff by, or by author-
ity of Colonel Bendetson, will be ontitled (n) "Administrotive Orders No. Y,
end (B) "Momorandum Wo, ", Ordors will bo dirsctive; memorands will be
informntory, Normnlly, memarands will be "By order of Colonal Bendetsen,!
ond slignod by the Exeeutive Officcr.

(e) Press rolonscs will be issued by the Prees Rolntions
Branch.  They will not benr the signature of any offlcer of this stnff; however,
before rolease, they must be anproved by Colonel Bendetson.

INOLOSURES. (Spelled Inclosures; not Baclosuros.)

9., All commmicrntions to which thore ore inslosuras will howe, on the
same line ns the signnture, but on the left hand side of the page, thoe word
"Tael® typed, with the inclosuros listed below it in sufficicnt dotall to
fdentify thoe inclosurcs, The inelseurcs will be numbered as "Incl., #1", ete.

COPIHS .

10, &. Exceseive copier will be nvotded, 1In goneral, commend lettors,
whon d eliverod to the Assiletent AdJutent Gonepnl for dlspntoh, sionld comprise
the original, 2 white nnd 1 greon carbon copiea; non-commend lebters, sxeopnt
Gongreseionnle, will have only o groon copy. If the office of origin desires
to hewe the matter suspendo®, f.o0., whore a reply to the letter is cxpected
or cortain action is cxpocted at a loter date, an additicoal crrbon (pink)
should be includod with the dosired susponse dnse indicated; euch copy will




L4

4

"be placed in the A.G. suspense file and brought to the attention of the in-
terested offlcer on the suapense date.

b. 7The green carbon ts the record copy snd will have tyved or
stamped upon 1t the initials, in capitals followed by & slant line, of the
person dlctating or compoming the letter, and the initials, in small letters,
of the typist., Hxample "HIF/km". Below them will nppesr "CAD". A1l will
be placed within one~half inch of the right edge of the green carbon copy,
approximntely opposite the date.

g. If copies are to be sent to anyone other than the addrassec,
notation of such should be made on the lower left side of the page benesth
the list of inclosures. If such dietribution 1s mrnde by the office of oxrizin,
the individual making such distritution should initinl the ontry on thoe groon
copys 1f no such initinls appear on the greon copy, distriution willi be
mede by tho mall room if sufficlent coples are availeble. If sufficlent cop-
les are not available, tho communication will be returned to the office of
origin,

PREPARATION P'OR DISPATCH.

1L, a. After proparntion by a typlst a commmnication will be chocked by
the typlet with anothor ngninst the stenographic notes or other draft. Thoro-
after communicntions, with the envolope, will be frstoned with two paper olivs
(not staplos), widely gspaced, to the crrbon copies 80 that the green carbon
copy protrudes approximately one-hnlf inch beyomd tho right odeo of the original,
disclosing the typed infitials., The lettor will be dolivered o tha composing
officor for reviow and ecorrections 1f correct, he will initial tho green carbon
cony atove hle typcd initinls and obtaln, on the green carbon copy, the ini-
tinls of all other intercstod Chiofe of Soctions of CAD, WOCA., If the communi~
ention requires the corcurrence of steff sections of WDO-4th Army, he will ate
tneh to tho letter a routing elip with such staff scctions checked.

B The letter will then be dolivered to the Assistent A.0.'s office
where, if all conpurrences hove heen obteined, 1t will be signed, (or signa-
ture obtained), mniled and greon carbon copy flled, with pink copy, if any,
placed in tho A.G.'s suspense file. If tho office of ordzin Aesires a copy
it should direct the melcing and pulling of a copy prior to delivery of the com-
muniention to thw Assdistont A.G.

b Commanicetions to which arc attached o routing slip for con-
currence of staff section at the Presidio, will be sent by the Aseistant A.0.
to the Preosidio by meseenger and concurrence will there be obtained; thore~
after the lettor will be sent to tho office of the Adjutant Tenernl, WDC-4th
Army ot the Prosidio, who, or one of his assistante, will slegn and dispontch
the lottor from the Presidio,

PREPARATION AND COMPOSITION OF THLEGHAMS,
TZLETYPES AND RADIOGRAMS .

12. @. Hunbor of coples. Thore snould be an original and one green
carbon copiow (pink suepense copy, LT desired).




/ B, Brevity. Conclseness 1s esesential, but olarity muet act Te
ghorificed for Yrevity. There may We used such heginning phrases as Wiewetel",
"Reursd" to tdentify sn esrlier comimnication, Oommand nesseser will end

THNTY CADY,
g+ Bignature., The sigmetures will be as followe?

Gommand messazes 4o subordinate unite and to militery commanders not nnder cene
mand of WDO-4th Arny

DEVITT
00 WD and 44

Yon Command messpgest Nermelly

Fend

AG WDO-Ath Army
But, Lf by nature of the meesape, therc i3 resson to alen it othovwise, the
gurname or full nama of the officer cigning will be used followed by his offi-
eind) enpncity, 1.0,

Rendetsan, Qoloncl
artine 0dvil Control Administiration

d. Authentiention: The groon oarbon cony will be propared slndlar
to the groeon copy of a lettor and will, baforo gnbalesion to the Aseistant

A0, have 91l necessary Soneurroncos uviinucmd by tnitials, In the lowor loft
will bte typed in capltals:

OTHIOTATL

Hu#h m. Mallor

Contnin, 4. G.u.
As“'ﬂ“ nt Adjutont Genernl

Whore asncurrences med be obtnined from WDC-4th Avmy st the Proesidio, the
word "OFFTIOIALY only will be typod.

O Pandling., To minimize the hrndling time on oulteoing telogroms,
teletyves, ond rr&‘ogvnms, the officce of origin should, whon the nesaasc Lo
voady for dispatel, tclephone Yo Cormanicntions Rﬁom. Local 662, for o nessongor.
Tha mopsengor w‘ll ohtrin nmuthentiontion from the Aselstant A,G,, snd doliver o
Sommnicntions Room for immedimte dispotch. The }rﬁcVirw of Yeaving outzoine
mesgneres in outgoing nekets for routine bendling 18 discourngod.

OLASSIPIED COMMIIICLTIONS,

g i 1 ny commnicntion vhich hae been elassifiod as HBaerot? or “C“V“iw
dentinl?, whon not in metive uwso (including ni),tu) will he dolivercd te the
Assiatrnt A.G. for snfo keepirg, Sush commmdontions will net bo hr'i]c B
measenger, dut will Be handled by hond, fyom oneo comniselored officer to
snother or dosigunted non-commissioned officers, orv T eiwdiTinn poction chiefe,

L




- MESSENGER SERVICE,

14, Inter-office mewsongey sorvice L6 sehedulod every twenty minutes frow
8:00 AM. to 8100 BP.M. ench dey: evory thirdy minutces from 8100 P.M. te 8:00 PM
arch dry,  During the pordod 8:00 P M. to 8200 A.M., muwesenger sorvice may be
obtained by eriling Local €89, Messengaer sarvice %0 the Prosidino is schedulod
ng follows:

Loove Hotel Whitoomb at 6330 4.M., 1130 AM., 4380 P.M. . and B30 B,
Loave Presidio ot 8100 A,M., 1300 P.M., 6300 P,M,, nnd 200 Pl

Specinl messengor sorvico to the Prosidio ot othor hours may bo ohtmined By
snlling Locnl 689,

RESPONSIBILITY FOR OFPICE BQUIPMENT.

18. A cony of invontory will be suppliod to eooh officor covering the
proverty in rooms under his direct sontrol, The officer will determine 1vs
A.G. o aignod copy of the Inventory.

corre ctness rnd return to the Assistont
GLEARAICRES ,

26, e Officors, on beilng rolicwed from duby, this offliceo. will obtain
in additioe to any and all othor clenrnnces LECRREITY . tho follor ang!

(1) Olenrnnce of property respomnnibility for
affice property charged to thom. This
will be obteined through the Assistent A.G.

(3) Burrondor of identificntion bndge issuod by
Hq WDO-4A, Bndge will be gurrondered to the
Aceistant A.G. nnd recoipt obtoinad,

Re coipted hotel will, 1f resldence of ‘the offioex
woe at Hotel Whitcomb,

b. Giviliens will obtnin clerrauces re prescribed aurreatly by the
Oivilinn Administretive Officer.

" pray |y
l\h.:«,u\,z‘ (< Yo ey
KARY, R, BENDETSEY
Qolonel, G.8.0,
XG0 B, Guksdy

L7
AR e SR e S

e




WEATRRY DIPENSE COMMAND AND FOURTH ARMY
0ff1ce of Asolatant Chief of Staff, Oivil Affairs Division
WARTIM® CIVID CONTROL ADMINISTRATION
1237 Market Street
San Tranciseo, Califorais

May 29, 184

Mr. John Jones
Route 2, Box 101
Salinas, California

Demr 8ir:

Tieutenont Genepal 7, L. DeWitt has directed me
to reply to your letber of May 22, 1942, pertaining to the
utilization of perdonsg of Japanese ancesbry in the eultive~
tlon of Bugar beets.

The policy of the Commanding General, to which no
excention can be made, L8 that no guch persons be permitted
o0 entor Military Ares No. 1 to engage in private indusstry.
Snlinae &9 in Military Area Wo. L. Your reguest, therofore,
mat be denled.

A copy of Proclamation Wo. 1 defining the Iimits
of Militery Aren Mo, 1 is inclosed.

Very truly yours,

Hugh T, Pullerton
faptain, &.6.0,
Inel. Assistent Adjutant Ceneral

(e)




EBADQUARTERS WRSTEHYN DUNTNSE COMMAND AND POURTE ARMY
O¥YION OF THE COMMANIING GENERAL
PRESIDIO OF SAN FRANOISCU, CALIVORNIA

600.4 (CAD) May 28, 1942

Bubject: Reports on construction.

Tot Commanding General, Sonthern Oalifornis Sector
Pasadens

1, Reference letter this headquarters, dnted May 4, 1942,
pubject and file as above,

@+ Reporte reauired by parsgraph 8 of above letter will e
mailed at such time to assure their veceipt at this headguarters not
later than June 10, 1942,

By Command of Lieutenant General DeWitt

L ;M‘m
,..‘Q/..,"\, 2 it mt(,)*r-'t.zy_—ﬂm-‘-—-—»
Hugh 7. Fullerson
Captain, 4.0.0,
Assistent Adjutent General




HQ. WESTERN DEFENSE COMMAND
" AND FOURTH ARMY

CHECK SLIP (Informal)
(Do not remove from this paper)
File No.

Prasidio of Ban Francisco, Calif.

Note: Use thie slip for notes in gonnection with thie paper. All notes will be
NUMBERED CONSECUTIVELY, top to bottom. Papers should have attached all records

necasgary for intelligent action. A line will be drawn the full width of the
alip balow sach note.

SUBJECT:

No, Date REMARKS

Japangdse Evoountion

5/26 /42 Herewith copies of letters showing changes in
Bxolusion Orders No, 91, 92, and 93. Coples
have beeon sent this date to all clvilian
agenclon. 5

i

H.T.F.

Recoipt acknowledged; request five additional
copies of sach. o L
i S, *

'& 'W'

5/28/42 Ooples requested nttached.

fe)

{Use both sides)




REMARKS

N o
0

" b

. (Do mot wrive below thiplime). | 4™

il




WESTARY DEFENSE COMMAND AND FOURTI ARMY
Offdce of Assistant Chief of Staff, Jivil Affalre Division
WARNIMD OCIVIL CONTROL ADMINISTRATTCON

May 27, 1948

SUBJECT: Channel of Commnication to WRA

o8 CAD ~ WCCA Btaff

Captain Mark H., Astrap is now on full-time d.ty
with War Relocation Authority. In addition to his other
futies, be will met as liaison offlicer from WRA o CADWCCA,
to Hq. WDC-Fourth Army, and %o all other military head-
quarters, expept on matters pertaining to Quartermssten
nrocurement, which wlll continue to be handled direct by
Colonel Foy.

The channel of commmnication fyom CAD - WGOA
to WBA for all matters, irrespective of size or impor-
tance, ond whether formal or informsl, ie throngh Cantain
Astrup. Buch matters include regueste for site locations,
clemrance of press releases nnd publications, regueats
for issuance of civilian restrictior orders, and matters
rertnining to construction and activities in asserbly
centers,

For the Assistant Chief of Staff,
Civil Affaire Divielon:

4 'g‘ Woirk! ko ks Rt 1 A
Hugh T. Fullerton
Captain, A.G.D,
Aseistant Adjutant Generml

(o)




WESTERN DIFENGE COMMAND AND FOMKEH ARMY

WARTIME CIVIL CONTROL ALMINTSIBATTON

OFFICE LETTER NO. 8 May B30, 1942

eI

e ————

TOs PERGONNEL OF THE ADVIMISTRATIVE BRANGH

SUBJECT: IDENTIFICATION CARDE - PROTECTTON OF HEADQUARTERS OFFICEH

O June lst identifiication sards will be lssued Lo all civilian

b LTI

omployess snd the following mensuree shall be placed in effect to
protect the premises of the hesdquarters offieot

In addition to the recepbionist at the muin degk, n military
guaard will be on duty on a 24 bour basis. Uabtdl recognition 1s
established, every omployee ghall be regquired %o ghow his or her
identification card and verity their apsipmnont as the necessity
of complete protectlion demunds.

At 5330 Pulle immediately folleowing completlon of the regular
daytime work schedule, a register will be put into operation, and
w1l eivilians shall insert their name, branch of serviece (or scetion
to be contacted) room number of destinatlion and time of arrdvel.
The reception c¢lerk shall check cach individuvalts cutpgoling papsagne
by dnserting the time of departure from the floor. The reseplion

elerk shell definitely identify each civilian and vorify thelr

entry nriviless by contacting the office of destinntion Lf necessnry.
¥ i) « 3

Saleeman and solicitors must recelve cluarance {rom the

office of destination before entry will be permitted,
: I




Oftices shall be Locked wpon deprrtiures of occupanta ut
concluaion of  the work gchedule ench day«  No one ashall be

allowed to enter aty offies except persony regularly assignoed,

and others demomptrsting a right of meceas.  Vher n poseg ko

ig needod to enter sn office, 1t shall be ueed by tbhe recoption
y v

aLork or miditery guard, who will remyin tn the offfice during

A temporary entry by a pergon not repuiorly onsslened fto it, but

Ly Wiy
2

vho mny be seeking an item of dmmedinte neod in powme othwr

guation or officg.

It is dimperctive that only aubhopioad porsennel aod ropro-
gentotives of allied activitlen hawve Acceun be this hevdguarters.
To this end the cooporation of every employes is soliclbed.

Pl ’

(7
ﬁ/ﬁf» 1y
4 G

J

e Buaghes
Admintistative Officer

Distad




WESTERN. DEFEMSIE CONMAND AND POURTH ARMY

WARTTUE CLVTEL CONTROL ADMINTSTRATEON
OFFICE LETTER NO. 6 May 23,1942

0 PERSONNEL OF THE ADMIMISTRATIVE

e o TR TSNS e

SUBIEOT s ENFORCEMENT OF ADMINISTRATIVE ORLIER NO.

The cooperation of Bectlon Chiofs and Divieile A Le solicited

»

in caryying ont the provisions of Admindstrative Order Moo 9 ostablishing
giek and annual leave regulations and a genersl control of personnel.
particular you are ragussbed to ndvise the Administeative Braash

promptly when & alvilian employee fg terminated Crom the We O Co A poy~
voll for any eausc. A sloilar promptucse in the handling of sick and
anuual leave forme fe an lmportant asgistance in the proparmbtion of seml-
monthly payrolls. Alwe wr fecl that employces sheuld be roguired to re-
port promptly for duty at the beginning of thelr shift, and spheuld remain
in their office until the time sehednled to go off Auty.

Abasonce frem this floor gheald bo authorized by the person in ench
goction dn control of pergonnal, and cmplevees pn the night ghlit should

be restricted Lo o dofinite lunch poricd similar to thot reguired of th

pn the prineipal daytime sochedule.

¢ il
Jo  Fo o BIHITS
Administeative Off1cer

Digtrdibution P

JEHR G




office of Assistant Chief of Staif, Qivil AL

WANTIME CIVIL CONTRCL ADMINTITRATION
by o

T A s

May 4y 1942

ADETRST AT PEYT . QR

b L St G vt € A oM B 1SR ks A

)
) . Al
1 8) i G R S AT 4 I

1o Administrative Oprder #2, Aated Marely 30, L9%E, oovers
generally the procedure to be followed In requiglitioning suppllies

and equipment. This order supersedos winistrative Order #2 only

insofar ag it pertains to the obtaining of mimeosranh sorvice,

1

(Room 466), snt supplies and equipment uneow nsintained In stock or

procured by oiirehasd.
ORDERS FOR MIMPOGRAPH SFRVICE To nrocurs mincopraph

vicee, the Callewineg procedure ig esgtablisheds
» b | A

An original and tio conrier of OEM Rewuieition
Porm #3290 will be prepared by the oftice desipr-
ing the service; the ordginal enu one copy will
accomvany the stencd o he reproduced, and one
cory retained in the offico of erigin. Complete
F(Nfﬁ £390 by dating snd Lngerting: ' ;
(L) In the space following "To"e: "Mineograph
Aervice, DBullding, Attention: More Haghes',

space following "Deldiver Lo, the
of the office or origing room nuamber,
of the pergon to vhom the som-

o be returned.

In the spece to lef't of "ADproving
Offiner™, the wvlgnature of & responaible
of ficial of the office of oripgin.

Imder "Degordiphion of Art

tity ead UnitMh, the

a4 red o S T
prred, Wype oL BUOX




)

whotbor the Bhenell 1p o be. retained

in mimcogranh roow Ciles for fatora re-order.

he The following aporcwals must be' obtslned beiore
rovraduoing sboneil 1s authoriseds

(1) Aporoval of sdmimietyabdive oflicer in all
anaon excent those in (2) and (3) belew,

Approvel and tnitiala of
Ol flcer, ox an ovfMeer d
on all Pabiiceify rolences nny
pertoindng bhereto,  An instaag
talning Bo the polinies of WeC.000

T ewtiiye

ey
seblong
e DET~

~~
S
r

A4 T Al A

(3) CAwprowml of the Adintant on Inter-olnried Coemns
or othor mécis desimmeted Toit wee cutside the

-

inmediate neets of the oricinating ot Miee.

FOI SUPRPLIRS AMG MOUTTRMENT . Thia  Stock: Koom,
(Room 479), will endeavor Lo/ mafctnin puoolidge of minoy Ltoms that

are recudred by die Indkvddual gl e ke THoRG! i

elude weper of werious grodes, earborny stenodde, nnd adpo

smell eculvment such o wrstebagkets, mnchesy Won and ink 80te,

T rono e o fia (ol s v A & kTP S o oy P o Vi b A I VI $hU 1 L | ey
enlendar pade, ete.  To obtaln any of tho abowe Lhems, the Toklowing

procedure 18 egtabliohaeds

e Comolote Yorm 380 by dnting and inscrtings

(1) JIn the epoace following "Mooy ' HSLntloncry
Supnly Foom, Building

VG Y s o
A (3 VIR e ) o R 4 B e

Buselit,

{2} In the
nane of

Pl

L6 IS AN Rl 0 o 1 8. bl 1 o LSRRI o F

of of oxlging Ptoomn pamber,
peygon to wiom the supslics ave te be
geliverec,

el
QUi

; ;
i o A v i a1 0 8 4
= Wi

of & dogionsiblo

S o i Skt X 140

oo 4 N s
0 ol A e g

Sunntity,

|
Vs rmonnty et

Yori Foud
™
£




of the reculoition will be forvaprded
Gl rocmy the ecoy will e retoined by
ardigin.

UICITTONS 70 PUECHASE, Purchases mast be made throwgh

the Adminlstrative Brunoh and vepular avogurement chonnels to assure

propar sceounting and to obtaln the bea¥ competitive nrices om \TOVEITI-

mant expenditures. Puture needs should be ahtdelnaued nnd the Amini-

gtrative Branch allowed a reagonmible time to moke the mfebase through

procurenent channels. In emergencies, the Administretive GfTicey

nake telephone purshnses and arrange for coalflruotion orders.

Adindnistrative (fficer cannot nccept the re¢ponsibility fop payment to

vender shen the established nreoesdure is nob Follewed, The fellcwing

procedure is esitablished:

R TN DR

Benulsitions for pnreheses shall originate
bear the inmitiale of the bSectdon ( i
!" Q t'."‘zl{l.
3G By dabing nnd Anservings
gonee Tallowing "ToY
adnistrntive >
Emergoney Mo
Jtreet
Californin,
Tollovwing "lellver to':
) ;} Hughes
Qcm*vl,t hdse Bifioer,
102L Market Streatb

San Franolace, Onlifornin,

Balance of resuipition 18 pre
ragraohs 2 oandd 3 ohove.

50
emergency, or furing tie lote shifte, vrinting goxvice noy be obw

tained by direct contnct with the vender by the Chief of Stablistienl

Branch, the Executive Officer, or the Adjutauty mnd in such

L S i e et ESR AR i y
REOUIRT FOR PRINTING - BTG I prpes T exhaeme



cage, there will be prepired immedintely therenfter a4 reoulsition

marked "Confizmition Qeder?, with the name and anddrese of the €irm
furnishing the service at the bottom. This confirmation order will
be transmitted to the Administrative Officer the noxt day.

6. Hemple forma of the warious requisitlons deseribed
in this order ure attacheds

A ; ,yf ) :
/ b C / i / ///u /{ﬂ:a.:.\...

* Karl R, Bendetsen (/e I, ’/
Colonel; G. 8. C. Wi iy
Asgistant Chief of Stmfy
Givil Affaiye Divieion

Wortime Civil Control Administration




WARTIME CIVIL CONTROL ADMINISTRATION
WESTERN DEFENSE COMMAND AND FOURTH ARMY
1231 WARKRT STRIEE, SAN FRANCISCO, CALIF.

April 23, 1942
MEMORANDU M

Within the Limits prescribed in Adminigtrative Order

ww
Nos 6, enclosed herewith, we request that lManagers of We Ca Ve Ny

I
Coptrol Station offices give as much Information as possible to all

EHGRNSHaSSIeAT
local newspapers.
The urgency of eatrly settlement of aflfairs of the
Japanese should be partieularly stressed.
Specisl attention is directed to Paregraph 4, Adminise

trative Order No. 6. Careful observance of the restrictions set

forth im this parvagraph is absolutely necessary.

We Ko SHAUCHHFESSY
Asst,. Begional Hupresentative
Ve 84 Bnployment Service

PHILIP Js SINNOTT
OSaptain, M, I.
Public fHelations Officer




HEADQUARTERS %EST"i' LCFENSE COFYArD AND FOURTIH ARMY
OFFICE OF THUE ASSISTAST CUIZF OF STAFF, CIVIL AIFAIRS DIVISION
1R"‘"’ CIVIL CONTROL AUMILISTRATION

April 22, 1942

sdministrative Order )
)
)

HEBER g

1. Relesse of iuformation to 5ress azd Radic regurdinc evacuation,
sxclusion orders, departure scheduiss, assemhly conters and ihe over-ill
F.C.C.A, program T'UST be centralizad in this headquarters, rowsver,
Press and Radie in the srsas served by <.C.C.n. Ssrvice Offices can be
of srest wvalue in advizing Japaness and others of the W.C.C.A. local
sbjectives and accomplishments, and in disseninating specific informa-
tion and requssts throuch eseh Service Offise =rea, if officially fure
nished this informatieca,

22 | Press and Radio consiger the local | g of ¢vacuation & vital
story; and wish to 7ot coverage from both nows and patriotic standpoints.
Howsver, the activities of these azencies must e controlled to prevent
spread of misinformation, vith resulting confusion and oossible crop or
pronerty losses.

3. The U. S. Employment Service manarer at each 7.C.C.A. Scrvice
Gffice is suthorized to furnish Press and Radio in the service office
arca with information regarding the.office, functions of eash tecam con~

- ponsnt, extent of Japansse property transfers, onportunities [lor non-
s
‘Japanese {do not say ™% 3 farmersjto acguire do;dlu?s 2: 8 information
showins nocessity for carly setilerent of affsirs, and other such infor-
mation, to assure orderly svacuation with property settlements comoleted.

%e BOT TO BE RELEASZD BY LOCAL w.C.C.A., BURVICE OFFICES:

& Any infarmation Fepsrding time=-or predicted time--of evacuas
tions within the ares served by the 5.C.C.i4. Scorvice Office.

3 Any information rsrardinz assembly centors, reception centers
and acticns of 5.C.C.A.

B Wﬁ@z{www* =t ¥seT - = ===
¢ Army over=all evacuatlon policy, unless this is guoted literally

from %.0.0.A, pross relsases.

4 Information thal pertains only te the functions of the respec-
tive arencies unless approved by Farn Security Administration, Federal

Reserve Sank, or Fedsral Security Acency.

elw
(OVER)




S )

. 5, SUGG3SSTED RELEASES DY W.C.Cade OFPICE

a Fara Seourity Administretion

(1) rPublicity rogarding Ja:ancse-operatsd crop acrsege in the
arca, including types of crops, sxteat of euch in the servico office arcas
statue of substitutc farm manazomente= nurbor of farms or aoros transe
crred to other operation aad manarcnent and rolated matiers

{2) »Publicity en types and scope of F.S.i. asgotiations to
“poapiete Tarn aad':rqpﬁésalsr

(3) Information advising qualified individuals, corporatlioas or
coopsratives ¥4 contact W.C.C.A. Scrvice Of'ific‘
substitﬁtc operators of Japanesc acrsapc; en n coops
help recruit qusiified subsii®

(3) Publicity cmphasizing ¢ ssessity of continucus farm
production, pointing to danger of orop and livestock shrinzagoe Urie

less continuous operatioa is previdedy siress sins that neglect of crops or

*junking™ of machincry or oquipment is abotago.

Y Fedoral Hoserve Bank

(1) Proporty sottlomentes Relsascs

ancse svacuition of Military Area lo. 1 isunder vay,

s to Japapese to remain
local properiy affairs. 3 the cvacucct!s advantars to start clos=
in= his affairs and make his o¥n arransenents for disposal of personsdl and
roul sroporty. The released information, however, rust not zive
oression that an immediate local evecuation is planned, us
frighten Jopaneso. into sserificing property, or allow laca predators op=
portunity to take undue : advantage of cvacuccs=to=0o, Advise Japancse to
inform %.C.C.A. Service Office of any illegal or forccd trassactions im=
posed upon then.

{2) Proporty Uisposal Aesistungce- Release information fhat
ghould Japanese individually fail to makc cquita .ble nroperty disposition
they should meke contact with locai W.C.0.A. 3orvice Office for assistance
in closine a Gedl vhile thore is time for proper progodure

{3) Houschold uffcets=- The residents of the area should be
adviged that Japamese will not be allowed to take furaiturs to assombly
or reception centers; that prior to any actual cvacuation order, Japs-
acsc may cratc and pack some of thel belonzinzs aot curreatly aecded, to

lessen work after exclusion is ordsred. lon=Japancse friends can store

furniture, art or other personsi oroperty for Japanese, should taey wish to.




DC BOT
: ’ /SJ°GLST A% FYACUATION IS D INSUT, EOR TNAT JAPANESE Can DROP I¥ AWY TINE

AND STORE TOREIR SFFECTS IX THE #.C.C.4, OFFICE.
(4} Automobiles-= Publicity on assistunce that #.C.C.A. Service
Office can sive Japaness in disposing of their cars vhare Japancse theme
salves camnot mske satisfactory deals.
(3) Sec Federal 3esorve Sarnk bullotin on its functious in
7:C4CeAe Progran, cncloscd.

¢ Federal Security Agency

{i) Repistration of evacuees-- How many Japansse registered; how
many families represented in this recistration; porcentage of registorad
Japanose and totd number of Japanese in area,

{2} Social sorkers! Activitiesee Publicity oa family assis-
tance; esunsel on clothing and individud equipment for relocation; pro-
curing new ovmers for svacucss® pots {throusch local S.P.C.d., [hene
Society or Red Star Asimal Delief); illustrations of local cases, pre=
farably without Japmnese nanes.

(8) ivacuces® Oscupaticnsee iow men and women are listed by
skills for sarticipation in community 1ifc of the usscmbly and reception
SENLerss

(4) Parm Laboree Publicity to help orocurcment of lavor for op=-
eration of acreage under substitute management; seasonal distribution of
this pool to maintain production.

Se Information alonz the lines sujgested herein can Do re=
loased through the managor of the W.C.C.A. Jervise 0iTice in writien form
or in intorviews with Press and Radio rovresentutives. Duc credit shoald
be given sach Foderal igonoy's participation. It must be distiactly under-
stood that the program is amilitary mission, in wich all the agsieles are
aiding tho Bestern Defensc Command and Fourth Army, and the H.C.C.A, in

evacuating Japancsc from Military Area Fo. 1. Accomplishmoent of this mis=

. 2

sion will proteet tho Jisunose in the Uaited States, minimize danger of

sabotaro and espionage. CUooporation by all fodoral agenciss will =minie

3

“Hizc crep loss, ecoaomic ézsioc:ti.niajj? danger of

I

&RL Re

clonel
A.C, of 3. fg; Civil Affair
ieiiele and bburtn Army
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OEADQUARTERS WHESTERY UEFEISE COEYATD ASD FOURTT ARMY
OFFICE OF THE ASSISTANT CUlsF OF S ,“P CIVIL AFFAIRS BIVISION
FARTINE GIVIL COFIROL ADMILISTRATIOR

2pril 22, 1042

Administrative Order )

YUHBER
_—.——"""‘”ﬂhw" A

Release of information to Press and Radio regardinz svacuation,
exclusion orders, departure schedules, assembly centers and the over-ull
7.CCel. program I'UST be centralized in this headgquarters. However,

Press and Radio in the sreas served by :.C.C.A. Service Offices can be

of sreat value in advisins Japaness and others of the W.C.C.A. local

objsotives and accomplisiments, and in disseninating specific informa-
tion and requests through each Zervice Office area, if offiecially fure
nished this informatien.

v

2« TFPress and Radio cousider the local ~hases of cvacuation a vital
story, and with to zct coverare from both nows ard patriotic standpoints.
Howaver, the activities of these aszencies must “e contrclled to prevent
spread of misinformation, vith resulting confusion and possible crop or
property losses.

3. The U. S. Employment Service manscer at each ¥.C.C.A. Service
Office is suttoriszed to furnish Press and Radic in the ssrvice office
area with information regarding ths office, functions of each tcunm con=
oonent, extent of Japanese property transfers, onportunities leor non-

2

Jepanese (do not say "vhite" farmers)io acquire holdins ; a:d information
showing nocessity for carly setilement of af{ and other such infor-
mation, to assure orderly svacuation with property scttlements completed.
&, EOT TG BE RELEASED 3Y LOCAL w.C.C.A. SERVICE OFFICES
a Any informatiscn rezarding timeeeor predicted Uime--of evacus-
tione within the aree served by the 5.C.C.i. Service Office.

Y Any information rsgarding assembly centers, reception centers

and actians of H.C.L.A.

¢ Army over=all svacuation policy, unlcss tids is guoted lilerally

——

from %.C.C.A. press relsases.

¢ Information that pertains only to the functions of the resnec-

tive ssencies unless approved by Farn Sceurity Administration, Federal

Reserve 3Bank, or Federal Security Agency.

-1‘
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5, SUGCASTED RELEASES BY W.C.C.A. OFFICES:
a Farm Security agministration
(1) Publicity resarding Jasanesowoperated orop ucresge in
arcs, imsludinz types cf crops, oxteat of e
gtatus of substitutc farm manazcmout-- nurber of farm
crred to other operation and manapenent and related m

(2) Publicity en types and seope of F.S.i. nogotiations to

complste farm and crop doals,

3} Information advising gualifisd individuals, corporations or
-~ < £

eooperatives to contact WeC.C.As Scrvice Office for grcécdurc to becaome
substituto operztors of Japanese acreage; enlistine farn csoporutive
help reeruit gualificd substitute

{4) Publicity cmphasising the 1 noces: continucus farm
production, pointing te danger of corop and livestock shrinzage une
less continucus oporatioa is provided; strossing that nczlect of erops or
"sunking® of machinory or oguipment is sabolago.

dorsl Reserve Bank

(1) Propsrty sottlement== Releascs pointing out that
anose avacuation of Military Area No. 1 isunder way, and will be comploted
rithin afow vof sith 10 excmptions to Japauese to remain and sottle
local progsriy - is ts tho ovacusc's advantarc to start clos-
¥m arrancenents for disposal of porsond and
real proporty. Tho released information, however, must
sression that an immediate local evscuation
frishten Japansse into sacrificing property, or gllow loca predators op-
portunity to take undus advantage of avacuccs=to=he, Advise Japanese to
inform W.C.C.A. Service Office of any illegal or forced truansagtions im-
posed upon them.
{2} Proporty Disposal Assistuncc== Release information tha

ghould Japanese individually fail to makc cquitablc property disposition
they #hould make contact with local W.C.C.A. Service Office for assistance
in closinz = dedl shile there is time for proper progedure

(3) Houschold iffocts-- The residents of the area should bo
acvised tact Japansse will nst be allewed to take furniture to assembly
or reesstion centers; that prior te amy actual cvacuation order, Japae
noso may cratc and pack some of thci4 bolon~ines not currently zecded, to

lessen work aftsr exclusion is ordored. Ion-Japangse friends can slore

furniture, art or other personal predcrty for Japasese, sheuld they wish to.




D BOT ,
/SHUGGEST A% ZVAC : UTNIlT, HOR THAT JAPANSSS Cui DROP I ARY TIME

AED STORE TIEIR B S THE H.0.Cels

(2) A&utomobiles-« Publicity on assistance that #.C.C.A. Serviece
Office can ~ive Japsnese in disposinz of their cars vhere Jasancse them=
selves cannot aake sstisfactory deals.

(5) Sec Federal Rescrve Sark bulletin on its functions in

%.C.C.A. Program, cncloscd.

¢ Federal Security Agency

- —

2

{1) Resistration of evacuees== How many Japancse rogistcred; how
many familics represented in this recistration; porcentage of registeorsd
Japanose and toted number of Japanese in area,

{2) Secial -orkers' sctivitiese- Publicity on fu mily 2ssis-

tenee; sounsel on clothing and individud equipmont for relocation; pro=

<

curing new owmers for svacuees' pols {throush lecal 5.7.C.a., llumane
siety or led Star Aaimal Reliof); illustrations of local o
faratly withoul Japmess names.
(5) uvacuees' Occupations=-= Iow men and women are ilsted by

skills for oarticipatien in corrunity life of the sssembly snd roception

genters,

(¢) TParm Labore= Publicity to help procurement of labor for op-

eration of acreage under substitute manasoment seasonal distribution aof

this pool to maintain production.

Se Informstion slong the lines su-cested herein can Yc re-
leased throush the managor of the W.C.C.A. Service Office in written form
or in intervicws with Press and Radioc represent: uc credit should
be given euch Fo At i icip: - muet be distinctly under=-
stood that : t tary jon, in nich all tho agencies are

-~

aiding the Festera Dsfensc Command and Fourth Aray, and the #.0.0.A. in
evacuating Japanesc from Ililitary arow ic. 3 focom hment of this mise
sicn will proteet tho Joouncse in the Uaitod States minimize dunzor of

sabotaze and espionage. Cooporation by ell foderal azenciss will mind-

i

mize erep leoss, sconomic dislocation, ang ddr"r of d*soraﬁ

uwd,ﬁla LA L e
*x?L Ao JSHDE Sﬁ
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HEADCUARTERS WESTERN DEFENSE COMMAND AND FOQURTH ARMY
OFFICE OF THE COM ANDING GENERAL
PRESIDIC OF SAN FRANCISCO, CALIFORNIA

April @, 1942

Administrative Order )
e | Y SBCURITY

Number 4 )

et

Lo SHCRET, CONFIDENTIAL AND RESTRICTED INFORMATIOL

a All personnel, militery and ecivillan, must and will exerclse
the utmost discrotion in safeguarding infodbmation obtained by them,
through their work in this headquarters. Poersonnel are prohibited
from discussing any of the business of this headquarters with any
persons whoss business does not legitimately entitle them %o auech
information.

b Certain matters, within this heoadgquartors, will be marked
"Restricted”, The utmost caution will be tuken that nolither such
papers or the information eontained thercin, will be given out to
unauthorized persons, "Unauthorized persons" ineclude the personnel
of this hesdquarters whose work does not require such information,
Inadvertent disclosure of such information has, in the past, not
only enmbarrcssed this headquarters, but has enabloed outelders to teko
action which duofests, in purt, the nrderly processes lald down for
avacuation,

Any motter marked "Restricted” will, thereforc, be held in
the highest confidence, The issuing of definite instructions based
on contemplated action, but prior to deeision, is a violatlon of this
prohibltion.

¢ Military regulations and criminal statutes prohibit the glv=-
ing out of information gaincd from military sources., DPonaltiecs are
provided for any violations, Violations will not be countonanced,
whather insdvertont or not. Charges will be preferred in case of
violation by military peraonuel; a violaetion by a ecivilian will re-
sult in immecdiate discharge and reference of the matter to the
United States Attorney.

2o BLACKOUTS. DBooch Seetion of CAD-WCCA will appoint .one person
reaponsible for the enforcement of blackout security. Lights will
be extinguished in all rooms at night when personnel have left for
the evening. Upon the scunding of the blackout signal, all lights
arc extinguishoed by the hotel; no lights will be turned on, during
the blackout period, in any of the rooms,

%. UNAUTHORIZED PLRS0NS8. 4ny porson, not connected with this
headquarters, having business with any person or Section »f
CAD~WCCA, will be adnitted by the Raceptinnist, only upon the approv-
al of (ag a comuissioned offiecr or (b) a Seetion or doputy chief.
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4 PHYSICAL, BECURLITY .

o Officas, when vacated for the night, will normally be locked,
During the day, oach ssction will neor 11y have at leest ong rerson
! ‘ W i Al
present at all times in ocaech offlee or auite »f connecting offices.

b Shoubd this headquarters be subjooted to an armed attack, ail
persornel, military ond civilian, will immediately be under the coms-
mand Af the senior line officer present for duty. While it 1s o8-
sunsd that eivilians will be released promptly from such control,
ggﬁy will, until such release, obey cny and ell comuands of such of-

BET .

e senior line officer, on assuming commend, will

(1) destroy any files or onther matorial which nay be
af intercst ton the encsmy;

(2) report lmmediotely, by quickest practiceble means
(telephone, if possible), to the Provost Maxahal,
W. Ds C. ond FPourth Army, for instructinns,

(8) ponding instructions, teks such steps us ho may
deom proper for the active or pussive defense
sf this hoodquarters.

Be SECURITY OFPFICER: Captain Hugh T, Fullcrton, (AGD), in addie
tisn to his otlier dutics, is named Sccurity Officor and is respongi-
ble for all measures connected with the sécurity of thia hoadquarters,

e ‘) i o
N 5 P
KARL R. BENDETSEN Y
C”}l’\:n.el G‘o So C -
Lesisgtont Chisef of Stalfl
Civil Affoirs Division

L




HEADQUARTERS WESTERN DEFENSE COMUWAND AMD POURTH ARMY
OFFICE OF THZ ASSYSTANT CHIEF OF STWFP, CIVIL AFFAIRS DIVISION
WARTIME CIVIL CONTROL ADMINTDSTRATION

spril &, 1942 q%@””ﬁwa ¥
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LAdministrative Order g /
5 BOUTIVE ADMINISTRATIVE PRQOEDQQFwi

Number
GENTRAL

L, CALD and WCOCL, being part military and part civilian, entails
en administrative organization which necessitates certain rules of
procedure whioch must be stristly adhered to in order to eliminate
unnecessary effort and confusion while retaining administrative con-
trol. The following are prescribed for the guldence and compliance
of personnel, both military and civiliaen.

. &, The administrative organizetion composed of CLD and WCCA 0C-
cuplies a dual status. C4D is a General Staff Seotion of WDC-4th Lrmy
and as such has no operating funotions, but exists solely for the
purpose of obtaining information for, assisting in the formulation
of he policies of and advising the Commanding General, WDCw-éth Army’
in matters pertoaining to civil affairs. WCCA is not n staff section,
but an operating body (although it has certain fact finding and ad-
visory functions). '

By 4L matter which falls entirely within the scope of CAD will
almost invariably be a "command" matter; this is usually a communica-
tion (order, request or otherwise) to subordinate units of WDC-4th
hrmy or to higher headquarters (War Department, including S.0.3. ete.)
Sueh 1s done entirely in the name of the Vommanding General WDC-4th
LTMY o

A matter which falls entirely within the scepe of WCCA will
seldom, if ever, be a metter of military command, although it may
involve the direction (commend) of civilian or other personnel under
the jurisdiction of WCCi. In such case, the command is by the Offi-
¢or in charge of WCCA,

&, 4 matter which partakeg of both C4D and YCC. functions will be
hendled by the one heving the major interest therein. This, in meny
cases, will require o decision based onm the policy of endeavoring to
relieve Headquarters, WDC-4th .rmy of as much of the asdministrative
burden as possible.

FREVIQUS TNSTRUSTIONS

5, 4ll administrotive instructions heretofor issusd by CAD and
WCCA, in confliect with the following, are hereby rescinded.

OFFICE HOURS

. 6, The office will be open seven days a weok. 8Shifts will be
arrangsd by Section Chiefs so that an operating stoff is available
vach day, Normal civilian employment is eight bours a day.

o4,




_ 'The lunch period is 45 minutes. A& member of each seotion must be
¢ «% available at all times betwsen 8:15 AM and 10:00 PM 80 that corres-
. pondense, telephones, ¢te., can be adequately covered,

OFFICE OF RECORD

7. CAD 1s an O0ffice of Record. A mall and record room will be
oporated, Mall end records will be indexed and filed in accordance
with the Dewey Decimal system, Records sent to the record seetion
for file, must bear in the lower right hand corney the word "file”
and the i.nitiala of the person nuthorizing the filing.

CORRESPONDIICE
8s Form and composition of letters.
a Comumnd Letters.

(1) Command letters will be preparsd in strict conformity
with Army Regulations 340-1%5 "Correspondence, How Conducted™. They
will be written cn stationery "HEADNUARTERS WESTERN DEFENSE COMMAND
AND FOURTH ARMY", The heading of such letters will be entirely
within the upper third of the first sheet and substantially in the
following form:

HEADQUARTERS WESTERN DEFENSE COM AND AND FOURTH ARMY
OFFICE OF THE COMANDING GENERAL
PRESIDIO OF SAN FRANCISCO, CALIFORNIA

April 10, 1942

SUBJECT: Administrative Matters,
TO: Commanding General, Southern California Seotor.

Paragrapha will be numbered and indented. No salutation will be
used, o complimentary closing will,be used;where thoe signature is
to be that of an officer other than the Commanding General, there
will be typed on the line preceding the signature line, the phrase
2to subordinate units) "By Command of Lieutenant General Dewits";

to higher authority or to military commanders, not under the juris-
diction of C. G., WDC~4th Army) "For the Commanding General™.

(2) Comxand communications to subordinate units of WDC-4th
Army will be signed by the Adjutant Gencral or an Assistant Adjutant
General, Command comounications to higher headquerters or to a
military headquarters, not under the jurisdiction of WDC-4th Army,
will be signed by the Adjutant Genergl, an Assistant Adjutant Gensral
or, in certain casecs, by tho Commanding General (in his absencs, by
the Chief of Staff).

(3) Signature will be followed, where signed by the Come
manding Ceneral, with

"Jo. Lo Deilitt

Lioutenant General U, S. Army
Comrand ing"

-2-‘-




Where signed by the Chicf of Btaff; with

"o Lo Bralloy
Brigadicr Cencral U.5.awy
Chio® of Staff"

Whers signod by tho .djutant Genoral; with
"He B. Lowis

CGIQnel, PSR ¢ R 0%
Al jutont Goneral

Whero signed by Captoin Fullerton; with

"Hugh T. Fullorton
Captain, 4. Gs Do
48sistant Jdjutent Gonoral”

Whore e communication must be sont to the Presidio for conour-
renca, the above will not be typed. This will encble the 4djutant
Gonernl to sign tho lottor immedintoly aftor the lost nocegsary
conourrance hcs beeon cbtained,

b Non-command lotbors,

(L) Non-command lottors will be composod in sccordance
with correct business praotice, ususl courtesy and as furthor pro-
seribed horein, They will be written on stationery "Hoadquartors
Western Defonse Command and TPourth .rmy, Offico of the Lesistant
Chicf of Staff, Civil .ffoirs Division, Uertime Civil Control Ad~
ministration". Paragrophs will not be numbered, but will be indent=
gds The first parecgraph of a lotter replying to anothor communica-
tion will identify such ¢ommunication by subjeet and dato. If tho
communication roccived was eddrosscd to Lt. Gen, J. L. Do'litt, but
the onswor is to be signod by anothor, the first paragreph will also
contain a phrosc substentially in the form "Licutenant Goneral J. L.
Dollitt hos dircected mo to acknowledgo your lottor *#eskxn_ mhe
salutotion will be "Doar Sir" or "Door Madam® oxcopt in lottor ad-
dresscd to high civilian officicls, whore a phrase such as "Doar
Scnator Jones®™ or "Doar Governor' will be used. Thoe body of the
lettor will bo as brief as is oonsistont with a completsc stotoment
and with usual rulos of c¢nurtesy. Thoe eomplimcntary closing will
be "Vory truly yours" in all cuscs oxcept (n) whoere a letter is thank-
ing the nddrosscoe in whioh case "Sinccrcly yours" will bo used ond
(b} wherc the leotter is to o high eoivilian official in whick caso
"Sincercly yours" or othor phrase may be uscd, dopending upon the
gegroe of acquuintanceo or friendship botwcen the writer and the oade

reSscG.

(2) Non-commond communications will be signed ss follows:

(n) Bignoture will ordinarily be by Captain Fullerton,
followsd by

"Hugh T. Pullorton
Captain, ,.G.D.
#88istant L jutant GuawrpclM
e




j  However, im certain ecsos signeture will be ans preseribed for com-

. mond commumications; those ocumes will generanlly be lettors to members
of Congress, ete. Thoe purnnse of having all letters, ocommand ar
non-command, normally aifnad by the .ssistant ..djutent General, is to
enable e degree of administretive control aver correspondence and to
assure proper recording, mailing, filing, eto.

14 {(b) VWhere the basic communication is addressed to
Colonel Bendotsen gnd there is a personal reletionship, signoture will
be personclly by Colnnol Bendetsen, followed by

"Karl R. Bondetson
Colonol G. S, C.
H88istant Chief of Starffl
Civil J,ffalirs Divisinn
Wartime Civil Control Ldministration®

Howevor, where Colonel Bendetsen does not havo o personal, ag dls-
tinet from an official, interest in the matter, signoture will be as
presoribed in the immedinte preceding poragraph.

(o) Communicotinns from Cnlonel Bendotsen to CLD
and/or WCCA staff, will be signed parsonally by Colonel Bendetsen,
fllowed by

"Karl R. Bendetsen

Cnlonel G. S. G

juo C. S., Cu tano
‘I'J. Cu Co ibl'“

Vhere Cnlonel Bendctsen connot, becauss »f absence, ote,, sign,such
comeunicationg will be "By ordor of Colnnel Bendotson®™, signed by
thoe HExecutive Qfficer and cuthenticated by the .djutant,

(d¢) Communications issucd to the staff by, or by au-
thority of Colonel Bendetsen, will be entitled fa)".dministrotive
Orders No. M, and (b)" Memorancum No, "i: Ordors will be
directivo, memorande will be informatory, Normally, memoranda will
be "By Order of Colonel Bendotsen" and signod by the Bxecutive O0ffi-
cer. Administrative Order-issued .pril 6, 1942 will be numbebed 3.
Memorandum, isbued April 6, 1042, will boe numbered 1.

(e) Press Relcases will be issucd by tho Public
Relations Branch, They will not boor the signeture of Colonol Bens
detson or any other officer of this staff; howaver, before release,
they must be approved by Colonol Bondetson.

9. Coples,

‘A BExcesslve coples will be - 17:ls In general; command lot&’
ters, when deliversd to the fssistant [djutant Gonoral, for dispatch,
should comprise the original, 2 white and 1 green ocarbon copy; non-
command lotters will have only the green copy. I1f the office pre-
paring the communication desircs to have the matter suspended, f.o.
where a reply tn the lettor is cxpccted or certrin anction is expects-
ed at a later date, ed additinnal ocarbon (pink), should be included
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with tho desired susponsc dnteo indlieated; such ecopy will be placed
in the A, G, suspensc filc and bronght to the ottentinn »f tho in-
tereetod officcyr »n thce suspenso dote.

‘b The groon carbon o4py is the ' record eopy end will, in caeh
cose, have typed or stomped upon it, the imitials of tho persnn
dictating or cnmprsing the letter and the initials nf the typist.

The initiels of the onmposer will be in capitals followed by a slant
line und the initials of the typist in smcll lettors. Below them will
oppesyr the initials "CAD"™, These initinls will be placed within one
half inch of the right edge of the green carbon copy, approximately
opposite the doto.

10. Preporetion for mailing.

be chaeckcd by the typist with ansther person ngeinst the stenogrow
phic notes or other draft. Thercafter the letter with envelope will
be fastened with twn paper olips (mrt staples) t» the carbon copies
8o thot the green carbon c¢opy protrudes approximetely one half inch
beyond the right odge of the original, The letter will be deliveres
to> the enmposing »fficer for his review and enrrection, I coxiact,
he will initizl the green carbon enpy above his typed initials. He
will then obtain, on the green curbon copy, the initials of all
other interested Chicfs »f Seotions of C.D and WCCie If the com~
munication regquires tho ennourrcnce of staff scetions of WDC-4th
Army, he will attach to the letter a routing slip with such intereste
ed stoff saetions checked,

g Lfter a communication hos beon prepered by the typist, it will

b The letter will-then be delivered tn the Lssistont Ldjutent
Goneral's office whore, if all eonourrences have beon ~btained, it
will be signed, mailed and ¢ arbon e¢npies filed, with pink crpy, if
any, placod in thoe /. G.'s suspense filo. If the officor preparing
tho lettor desires a eopy for his own files, he should dircet the
pulling of o copy prior tn dolivery »f the ermmunioatinn to the
~#8sistant idjutant Goneral.

8 Corrmunicotisns tn which are attached'o routing slip for ¢rn-
currence of staft scctinsns, at the Presidin, will bo sent by the
hssistent Adjutent CGeneral tn the Presidin by messenger and conour-
rence willl there be »btained; thereofter the letter will be sent o
the office of the 44 jutant Gonorsl, WDC-4th irmy at the Presidin

whn, or one »f his assistants, will sign ond dispateh the letter
fron the Presidin,

11. Preporction and Compositisn »f Tolegrams, Telotypes and
Radingrams,

g Number »~f eopics., Thers shiuld be an originsl, »ne white
and ~ne green carbon eopies (pink suspcnse o-py, if desired).

b Brovity, Conciscness is essential, but elarity must not be
sacrifieed for brevity. Therc mey be uscd such beginning phrasces as
"Rourtel", "Rourad” to idontify an carlicr communicatisn,

¢ Signoture. The signaturces will be es £H1lows:
Commend mossogos to higher suthoritiocs:

&5”




"DeWitt
Comranding
WhU-4th Aroy"

Comriand messages tn subsrdinate units
"owis, AG
WDC-4th »rmy"

Non enpmand messogos: i
normslly "Lowis , Al
WDC~4th Lreg"

hut,  if hy nature of the messago, therce is reason t» sign it sther-
wise, tho surneme or full naue of ' the officor signing will ba used
fallowed by his officinl cepacity, e. &»

"Bendetsen, Cnloncl
Wartime Civilinn Control Administratim

& huthenticatinsn, The greon carbon orpy will be preparcd similar-
tn the groeen onpy »f o lotter end will, before submission tn the
sLBsistant Ldjutont Genoral, heve all nocessary ceoncurrences evidenced
by initials. The Lssistont Ldjutent Gonorel will then authonticeta
all sut-gning e mmunicetims as fHllows: eithor in the lowuy loft
hand‘eosrner or uppor right ncar the dotoe line, dependingrupo>n the
form, will bo in capitals "0fficinl", with e space for signature and
thoroafter

"Hugh T. Fullertin
Captain L.GuDe
L8sigtant Jdjutont Goneral"™

Where cnncurrences must be obtained from WDC-4th Army at the Predidis

the word "Official” only will be used; space for signoture will be
leto

12, Messenger sorvice.

Inter-nffice messonger service is scheduled every thirty
minutes from 8:00 LM to 8:00 PM each day. During the period 8:00 PM
tn 8:00 LM messonger service piay boe »btained by calling local 689,
Mcssenger serviee to nnd from the Prosidin will be avallable on thoe
following sehaedule

Leave Hntel Whitennmd at 6:00 AM, 11:30 AM and 4:30 FM,

Leave WDC~4th Lrry ot 8:00 AM, 1200 PM and 6:00 PM. Speclial ser-
viee t» the Prosidio at other hours ray be arranged by ocalling
lacal 689,

13, Classifiocd Corcunications.

Lny sommunieation which has boen clessificd as "Seoret" or
"Confidential®, whoen nnt in active uso, (inecluding nights), will
be delivercd to the Lessistant idjutant 3eneral, for locking in
the safe oy »ther disposition,.




/

Such enmrunicotiong will not be handled
hiendled by hand

by nessoagox, dbut will be
dosignatad Nnn~6n

frow one Commissi-ngd Officor t9 aunther. ~rp

mrissimed Officers, nr by Civilian Section
Chiefs,

A ff{%hﬁq

K/RL R, BENDETSEN

Colonedl G. 8. C.

J.:.. c- sn’ o.o Law D.
W' Cu C. I.AC




WESTERN DEFENSE COMMAND AND FOURTH ZARMY

Office of Assistant Chaef of Staff, Civil Affairs Division ::ii:T

WARTIME CIVIL CONTROL ADMINISTRATION
1231 ¥erkst Street
San Francisco, California

ADNINISTEATIVE ORDER #2
¥arch 30, 1942
41l Personnel of the ‘Wartime Civil Control Admiaistrstion.

Procurepent of Supplie

s for office suppliss, squipment
:nd in the following manner:

SUPE S1

Rach Division
Form OFM 39C ia gquzdruplica 1ing, ons cm" for their file and transmi
ths orlglnrl and thres coria. o i A’il’.l-.lS'.:rr‘.:.;V:‘ Officer., The name of the
Chia? of the Division will be typed on the form to the left of the space provided

for the sipnaturs of the Approving Officer. The original will bear the sign:ture
of the Divisicn Heed or his designoted repressnistive,

EQUIPVENT:

pewriters, sdding md"*‘ines,

t D
ble to ksep :uch itens

Bequests for eguipment such zs desi Y
it is aa re

€ made in the same menner but
Irom requests for suppliss,

Reguests for printing will be made the sums wey
requisitions., The printing of forms must be clsared through the
Section =nd the sanction of that Sectica given before pr:nt¢ng

orderad,
FRCCESSING:
Upen rec =1t1buo the Administrative Officer will take

such steps &8 aro nsce % e the items recussted and arrange for their
delivery to the desig mte :

UNAUTHORIZRD PURCHASES:

souests for any of the above be .x‘ndlad in
o¥ ents, becsuse of volume, oan not be g

s

It is important tk
the praner outlined and verbzl
sonsiderstion.

2%
e
<

5

Individurls placing orders dire
responsible for peyrent of items purchosed.
deproe thri selection y individual is nees
nctation to i fect should placed on the

PERSOMNEL:

s e

» personnel will bs submitﬁed on Porm OBV 28, one
originsl and thre res copiss with one copy to be reiasined for your files. It is un-
nosessory to complets the entipe form ond it :Ru.Ld be prspored as follows:

§eme, if known, will be typsd on line 22, On ldne 23 the dzts on
which the employes enters sctive duty will be indicsted. Under #Propossd Status®
indicate the suggssted titl* end the sropesed scliry. The latter shcould be

nsist.-nt #ith Civil Servies classifications ond if ony question srises, =dviee
& ¢ proper ﬂl ssifiec:ticn v‘ll Lo furnished by the Perscnnel issistant in the
aﬁiﬂ.nlstr tive offica. On line 37 undsr "Remerks® a brief justifiertion of the

e - : _ - .




nesd for er“l’"'x:ent
ﬁP th&r Dl\'}...i»u
by the sxgngtur:

lower jeft cora *-r'
manistrotive €

In ths
recruitment, line 22 sh
tc 'ecruit fr'*" files rl

2
o 5
L
i
’1

izportant thaot thsse
trative Officer us c:_.zflckly s

A FRETITIRIY
& L1

ENDANCE RECCRDS:

pericd and witheut it the

repressntatives,
verify signsturss,

To =ssist in keeping
provided for your own use,
your Ssction *;nd they shoulc

sch dey. They will likewise

\far &5 b{ A
. Gogbel, Jr,
szalrv
ing diutrh‘

hould be given and tlm-

ADMINISTRITIVE CRDER #2

orm signed by '%e He
n.pl s ‘\”:l Wll_x,

extrome iy

the Admini

ttsched, - Additionzl

i

'i
f § a4

\ AA _Rip8
g % 5 -
EARL R. BENDETSEN
Co‘o'x::-l, G.S.Ci
Assit Chiel

: R
Qivil Affaiz




EXECUTIVE OFFICE OF THE PRESIDENT
OFFICE FOR EMERGENCY MANAGEMENT

——

Requigidion No. .. ...

Date ...

REQUISITION

l)t.h ver fo

ety TS

Charge appropriation:

Please furnish in accordance with mstructmns abow the followmg m:ms, whxch I uu"ufv are necessary for
use in the public service:

] A ppfromng a[]wer

i AMOUNT
DESORIPPION OF ARPICLES QUANTITY ¢ AN G
i Dowanrs CrND

leled by IR A AL R NES NG I e Vo QLA j
LG o R N Rt AL ATERGYED
Packed /dell\mred by .. RIS AN
Shipped via: Freight [j prwsa (:} Mail [} Pareel
post []
Government B/L No,
Continuation Sheets [7]

Go B BUVERNMENY PRINTING GFF1CE 16— E3509




|

WARTIME CIVIL CONTROL ADMINISTRATION

( Daily Personnel Work Record
\ Gection
&
Date
NAME I QuT REMARKS

.‘M 'h{




O En- 490 T g?g?z ACE { [ ]
11»43')1 ‘ 00 _MOT USE THY sr £ 'vll:.u’.t NARE ARY Mz"s&

EXECUTIVE OFFIGE OF THE PRESIDENT
or.';h CE FOR EMERGENCY MANAGEMENT

; ALLOTHENT Mg, PATRAEL N, PAY PER y 1
ATTENDANCE REPORT e T,

ETATUS BY OAYS AND WOURS

5L 617 1 ajotaol il REMARK 3
01 2J22 8 231 M |25t 268 21

NAME OF EMPLOYEE

I MEREDY CERTIFY THAT EACH OF THE ... PERSONS WHOSE WAMES APPEAR OM THIS REPORY HAS PERFORMED THE

SERVILES REQUIRED BY LAW AND REGULATIONS BGURING THE PERIOG STATED; THAT GHCH SERVIGES HAYE BLEM PERFDRMED
UNDER MY SUPERVISION: THAT ALL LEAVE WITH PAY STATUS BEREIK REPORT €D HAS BEEN GRAMTED IH ACCORDANCE WITH
LA, AND THAT ALL SERVICES PERFORMED ARE DIRECTLY APPLICABLE 10 THE PURPOSES OF THIS OFF)CE.

SIGNATURE




INSTRUCTIONS

THIS REPORT 18 THE BASIS FOR PAYROLL ACTION. CHECHS Wikl BE WRITTEM
ONLY FOR EMPLOYEES WHOSE NAMES ARE LISTED ON THE REPORT . MO CHECKS
CAN BE ISSURD IF THE REPORT 18 MNOT SENT T0 7THE CAS REGIONAL OFFICE
IMMED | ATELY AT THE ENO OF EACH PAY PERIOD.

Yo LIST THE NAMES OF AL EMPLOYEES IN ALPHABETICAL ORPDER
WITHIN GRADES, LISTING THE HIGHEST GRADES FIRST.

SHOW THE LEAVE TAKEM N HOURS FOENTIFIED BY THE SYMBOLS
GIVEN BELOW. |F AN EMPLOYEE TAKES ONE DAY OF ANMUAL
LEAVE, PUT "8A" UNDER THE DAY; 34 HOURS OF SICK LEAVE,

PUT nEESN IF. THE EMPLOYEE WORKS THE FULL DAY, PLACE
AN XN AN THE SPACE.

S yMBOL S

AMNUAL LEAVE
SICK LEAVE

“ COURY LEAVE
MILITARY LEAVE

" LEAVE WITHOUT PAY
FRLLTIME ATTENDANMCE

bF AN EMPLOYEE BEGIMS WORK, IS SEPARATED, OR RESIGNS DURLNG
A PAY PERIOD, DRAW A ILINE THRAOUGH THE DAYS HE WAS NOT AT
WORK AND EXPLALN BY WRITING "NoT EMPLOYED™, "SEpARATEO", OR
YRESFGNEQDY .,

ATTACH ALL SUPPORTING APPLICATIONS FoOR LeEave , Foam QEM-8.
Ie A APPLICAT!ON FOR LEAVE HAS BEEN suaucrren PREVIQUSLY,
EXPLAIN UNMDER "REMARKS™,

AT THE CLOSE OF BUS|INESS ON THE FIFTEENRTH AND LAST DAY OF
EACH MONTH, SEND THE REPORT 10 THE CAS REGIOMAL OFF | CE.




Ko No, ORGH-218
i34

PRAGARE THREE COPIES,.

AIN YELLOW COPY AND

FORWARIY WHITE AND GREEN

COPIES TO PERSONNEL

OFEICE.

OFFICE FOR EMERGENCY
MANAGEMENT

REQUEST FOR
PERSONNEL ACTION

Am'mu, Mo,

APPROVAL
Initinis

Personnel Offieer ..o,
iy T VG T T IR S SOOI DRI NI LIS
Reeruitment il
Appointment...........|....

ACTION REQUESTED

ARPPOINTMENT
L, {1 Indefinite appointment.
[ Temporsry appointment:
From, . tio
[ Emtension of temporary appointment 60 .............
L, [0 Relmbursable loan, 6 1 Nenreimbursable loan,
CHANGE IN BTATUS

6 3 Promotion (to higher wrade). 7. [0 Demotion (to lower
grade).

8 (3 Treausfer within the OEM,
#. [ Change in salary within grade,
10, (3 Cliange in official station,
BEPARATION
L {3 Dismissnd without prejudice.
% [0 Dismissal with prejudics,
18, 1 Acceptance of resignation without prejudice,

14, £ Transfer to another Federal ageney,
6. [ Other (epecily)

CLASBIFICATION

It action involved s item 16, 18, or LY thiz form must be seeom-
pantad by Form No, OF M- 27, Position Desoription,

16, (1 To establish & new position,
17. Number of positions to be established .. PR
18, £1 To establish an additional puul(ion zduntmul to Ponit ion

s held by

(Namo)

» [ To review the classification of Position No. .

o 4 A e b )

held by: ...

(Name)
b B Do Bl Posttion Ne.. Loty

wnw Tormerly held by:

(Name)

21, ) Furnish nanies of quali- | 22,

fied eligibles,

Name of employee or eandidute:

LM.‘_)“,._...“.A_ ok Bt

28, Propored effective date:

(Pirsty  (Initials)

PRESENT BTATUS

(L' be ilod (o for sctions 8 to 14, inclugive, and 19)

24, Tiths:

01 Peraonuma
{1 Par diem

25, Grade: [ Withouz sompensation

Balory:

PROPOSED STATUS
{T'o be Alled in for setions 1 W 10, inclukive, 14, and 10)

. Title:

3 Por dnnam
[J Per diem
£ Without compensation

. Grade: Salnry:

26, Department or agency:

2%, Division:

28, Baotion:

. Divigion:

., Bection:

20, Unit;

30, Offiginl tsmtinni i

P 2, AN RCLLET

35, Unit:

36, Offivinl station:

MRS PR, AN

37. Remaorks: (ﬁwt ial umtructimm, mldmmrs, c:.piunamiuu of m,tiuu, ole.)

(D) T (Diviston Sead or Derignated Persnnel Repre

(THIR GPACE FOR USE OF PERSONNEL CFFICE)

8%, Approved:
iy AR A

Posltion Now o.c.ooniiivonmin

Effeotive dator ...

U, B GOVERMNENT PRINTING OFPICE M- 23092




‘ (e

(]

#orm Nm. f]llu-us

PR THRER mpms.
REFAIN VELLOW COPY AND
FORWARD WHITE AIVD GREEN
COPIES TO PERSONNEL
QOFFICE.

OFFICE FOR FMERGENCY
MANAGEMENT

REQUEST FOR
PERSONNEL ACTION

Avmrom No, .

npmvu

Parsonnel Offiven.. .. ... ARSIV o

APPOEREIEIE . . hnve bbb b st Py o

ACTION REQUESTED

APPOINTMENT
1 £y Indefinite appointment.
2. (3 Temporary appofntments
From to
3. (1 Extension of temporary appointment to ...
. £ Roimbumsable loan, 5§ () Nonreimbumsable lown,
CHANGE IN STATUS
a Proz;:‘ution (to higher grade). 7. [0 Demation (to lower

&),
{1 Transfer within the OEM.
L, O Choange in salary within grade,
10, (3 Change in officiel station,
SEPARATION
v 3 Dismissal without prejudice.
[ Dismissal with prejudice,
v £1 Acceptance of resignation without prejudiee.
L Transfer to another Federsl agenoy.

) Other Gipectfy) oo

CLAGBIFIC ARION

H action involved ja item 16, I8 ov 18, this form most be aceox-
panied hy Form Neo, ONM-27, Position Deseription,

18,
17.
18

1 To establish & new position,
Number of positions to be established ........... g
[ Fo establish an additional position idunt.iud tu Pmntiun

NOw oo

ST | (51 1 50

(Naine)

1 To review the slassificntion of Posi€ion NO. i

L)

(N

beld by: ...

L, 1 To Al Positionn No, o simmmiorsnenne formerly held by:

CiName)

« 3 Furnigsh names of queali-
fied eligiblas,

22, Nune of ecmployee or eandidates

L)

23, Proposed effestive date:

Firnt)’ " knitiuts)

PRESENT STATUS
(T Ive filled fn for actions 8 to 14, inclasive, and 19)

24, Title:

PROPOSED STATUS
(Ta be fllod in for wotfonis 1 to 10, neluslyve, I, snd 19)

31, Title:

G Py nonum
(2} Per diem
. Crade:

3 Per annum
£ Par elom
32. Grade:

Balary: [ Without

s

Bulary: £ Without sompenastion

. Department or agenoy:

. Division:

33, Division:

. Beotion:

. Seetion:

, Unit:

ab, Unity

., Official station:

{Hoawy

(Cty)

36, Offieial station:

RO

. Remarks:

(Special fustructions, addresses, explanation of action, ete.)

T eowee) T T iidaion Hesd or Dasignats nel Representative)

C(THIS SPACE POR UBE OF PERSONNEL OFPICE)

. Approved:

o) |
Grade: ...

Position No. .

PRI ks

ERRontoe Giabie 1 o e s

U B GOVNRANEHT MINTING OPMER A0 RI0TR




%

Wonny Won, ORI AN
B2

PREZARE THRER COPIES.
RETAIN YELLOW COPY AND
FORWARD WHITE AND GREEN
COPIES VO PERSONNEL

OF FICE.

OFFICE FOR EMERGENCY
MANAGEMENT

REQUEST FOR
PERSONNEL ACTION

Aorion No. .

e e AR R IROVAR
Taltindy

Porsonnel Officer.... et
Classifiention.........

Reepudtmoent.. .. ‘
Appointment, . i

BT

RIS

ACTION REOUE?TED

APPOINTMENT
1. [ Indefinite appointment,
2. [ Temporary sppointient:
Fromy .. 7 B
8 [ Extension of temyporary appointment to ..
4, ) Reimbursable lopn. 5 (1 Nonreimburasble lm.n
CHANGR IN STATUS

6. €7 Promotion (to higher grade), 7. [ Demotion (to lower
grace).

8, [1 Transfer within the OEM.
N O lmnu;e in salary w ithm grade.

SEI'ARATH)N
11 [0 Dismissal without prejudice,
19, 11 Dismnissal with peejudice,
18, [ Acceptance of resignation without prejudice.
k4 O Tronsfer to anothar Fedsral ag
18, [0 Other (speeify) .

CLASSINICATION

H aation involved ix iteon 18, 18, o 19, this form must be aceoms
paniad by Form No. QEM-27, Position Degaription,

16, [3 To establish & new position,
£7, Numbar of positions to be established .
I8, 1 To establish an additionol pumtmn {donth'u.l tio) Puml!mu

, held by

(Namo)

19, 3 To roview the elassifiontion of Position N,

hoeldd By .

20, 1 o il Positlon Na, .. . formerly held by:

{Namo)

21, L) Furenish pames of quali-
flod eligibles.
B o e e

22, Name of emplayee or candidate:

28, Proposed effective date:

(e i kln(th\ln»

PRESENT STATUS
("o I filled i for netions 8 to 14, inclusive, awd 14

24, Titde:

B Pee anpum.
[} Por diem
1 Without sompensation

Cirade: Salary:

PROPOSED STATUS

o b Q1LY In for sctiota § to 10, lnclusive, 14, and 10}
31, Title:

G Farnngom”
£3 Per dlom
{1 Withoat comprnention

32, Grade; Salary: WG

25,

26, Departroent or agenes:

27, Division:

28, Beotion:

?f)~ Offieial station.

37, Rewmarks:

(pruul fastructions, .uldrwa«.us, cxphmulmn ol action, ete.)

34 Divislon:.

34, Reetion:

35, Unit;

36. Officinl station;

i ....(.i).m.‘;).__ e ll)lv\mnn Hesd or l)esmmlm\ Parsannel qumamnlauve)

(THIB SPACE FOR USE OF PRERSONNEL OWFICH)

38, Approved:
Tithes Ll
Grade:

Position No. ...

Effective date: ...

Vi B SOVEREMENY MRIRFING OPFICE 18- Q00R




APPLICATION FOR LEAVE OF ABSENCE

= {Division or ofee} {Dase) {Signatere of applicant)

Tapply forleaveofsbsencefor __ days _ hours ______ minutes;

beginning ... o'clock. .19 _.andending. . ocloek _ 19 inclusive;

t0 be charged to: annual leave [7; leave without pay [; military leave [J; sick leave [}

Deductions from salary or from retirement contributions will be made for any portion of the above
annual leave that has not accrued and which is not later earned. In the event of voluntary separation or
removal for cause, refund must be made of any amount paid for annual and sick leave advanced in excess of
that accumulated, or the amount will be deducted from any salary due or from retirement contributions to the

employee's credif.

(gmmdg-_&;ms-o;) {Approved—Offieo Manager or Adrministrative Asst } 3 T (Txme c:.en)'—
Nm—Apphcatmn for sick leave must be filed within £ days after return to duty. Application for annual leave must be

>+ MIRPESAES

OEM-§
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CERTIFICATE OF ATTENDING PRACTITIONER

I hereby certify thai I am a duly registered practitioner and that I personally attended ____

... in my professional capscity
18 t0 ..., 10__ inclusive; and that during such

period the employee was physically disabled for the performance of regular duties.

{Signature)
{Address)

Bate) - - - . W

e = — o~ —

Nors:—The above sertificaie is to be furnished in ease zick leave beyond that earned is reguested, and in every ease of absence
of more thap 3 days on acoount of fliness. I 12 daye’ sick loave bas already been granted in the eurrent eslendar year, without
certificste of atisnding prectitioner, this certificate is pecessary even though the leave herein applied for sovers a period of 3 days
or less. No advances of sick leavo can be made, unless the absence from duty on scecunt of illness is for a period, or periods, of not
less than 5 conseeutive days.

(OVB&) 16230301 Y. § GOVESWEENT PRINTINS GBFICE




CERTIFICATE OF ATTENDING PRACTITIONER

I hereby certify that I am a duly registered practitioner and that I personslly attended _

_in my professional capacity

TR e e e e | Sy e g SR i e , 19, melusive; and that during such

peried the employee was physically dissbled for the performance of regular duties.

{Signature}

{(Date)

X ote-—The above certifieaie is to be furnished in case sick leave beyond thst'ea.med is requesied, and in every case of absence
of more than 3 days on aceount of ilpess. If 12 days' sick jeave has abready been granted in ihe current calendar year, without
eertificate of attending prastitioner, this ceriifieate i3 necessary even though the leave hereiz applied for covers a period of 3 days

or le=s. N0 advances of sisk leave eae be made, unless the absence from duty on aecount of iilness is for & pericd, or periods, of not
igae than 5 ecnseeutive days.

{ovER)

W—20020-3 €. 5. COVERMRENT PRINTING OPFICE




CERTIFICATE OF ATTENDING PRACTITIONER

I hereby certify that I am a duly registered practitioner snd that I personally atiended .. ..

- in my professional capacity

woms . - 19 o - - 10 . inclusive; snd thal during such

period the employee was physically disabled for the performance of regular duties.

{Signature)
{Address) _
(Date)

Nore:—The abovs certificals is to be furnished in case sick leave beyend that earned is requested, and in every esse of abeenes
of more than 3 days o6 acoount of finess  If 12 days’ siek leave has already been granted in the eurrent eslendar year. without
cv-tifieate of allending praciitioner, this certificate is necessary even though the leave herein applied for covers & period of 3 days
or less. No advances of sick leave can bo made, unless the absence from duty on aseount of iltuess is for s period, or periods, of not
lpgs then & conseeutive days

(oven) 1 BACIE-2 w5 SOVERRNINT FRINTING GRE3RE




APPLICATION FOR LEAVE OF ABSENCE

! {Disision or offies} -(\mun of applicant}

Tapply forleaveofabsencefor . . days =~ hours ____ minutes:
beginning . _o'deck_ Landending . _odcock 18 inclusive;
to be charged to: annual leave [; leave without pay [; milifary leave [; sick leave .

Deductions from salary or from retirement contributions wiil be made for any portion of the above
annual leave that has not aceruved and which is not later earned. In the event of voluntary separation or
removal for cause, refund must be made of any amount paid for annual and sick leave advanced in exeess of

that accumulated, or the amount will be deducted from any salary due or from retirement contributions to the
employee’s credit.

(Apirovea— Umm Alsnager oF Adminisizaiive Asst) {Time cierk}

NoTe—Application for sick leave mnst be filed within 2 days after return to duty. Application for annual leave must be
made in adwmce

FOR PERSONNEL OFFICE USE
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b EBTRLECT W i

HEADQUARTHRS WHSTERN DEPENGT COMMAMD AND FOURTH ARMY

1% »

Prosidie of Sen Praossisse, Galiforais

"

10 Mar 1942

GENERAL ORDESS
1. Oresbion of Civil Affairs Diwision of General

WOMBHER 4 Biaf? off Aestern Defense Commend and Fourth Army.

1. 8. The Civil Affairs Diwision nf the Ceneral Staffl

- Bt of Wemtorn Defonse
Command and Pourth Avmy is hereby orested,

In addition to sach othﬂr rwa:cnaibilitiﬁa amd dutiss as vey beo
assizued him, end within the directives nd ponoral pclicles of Lhe
Com¢nndzrﬁ';wuara1“ flenbern Defante 'ﬂﬁﬂuﬁd and Fourth Army, the Assistent
I'f far Ciwil AP1~ re (and ths Cleil Affairs Division) is res
raulation of policies, plans end directives pertelining

sgtern Defonse Command responsibility in the following

(1) Qontrol and exclusion of elvilians, including
sipnntion of oilitery areaz, probi bited and rvxtrzeﬁmd

Egtavlishment and apmnos of sonsral oy Lindled

.I VR 1680 a .

”

1

)
L

"uuuwl.mF'ﬁw; and maintonmence of necsspary lisison
05

3 X inam Yaadlt e ¥ e
9, Ancludingy Federal, and lo

By Command of Lisutensnt General DeWITT:

L Dol

S ks 7;;'..:....1.”'.»}'
Bripgmdier Gmnowa » Gl
Chief of Btalf

Ao LEWLS
Cniontl, BoGale

Adjpatant Cenoral
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ERALCIOARTEERS WHSTERN URFENGE COMRAND AND FOURTH ARMY
Frosidio of San Frenelsce, Callifornies

11 Nar 1942

CRWERAY, ORDERS )
2 I. Crestion and ostublishment of Wartime Clvil
)

NUGmER &5 gontrol Adninistration.

I, @& There Le heroby oreated and esteblished the Wartime Clwil
Control Administration,

bs Within the genersl policies mnd directives iessued from this
Hendguartdrs, the Assistant Chilef of Stoff, Civil Affairs Divieion, ie
respongible for the orgsnizeticn, establ chment snd direotion of the
Wazrtine Uivil Control Administration, Wesktern Defense Commarsd and Fourth
Army

8, To the extent that sueh dutios end rasponpibilities are mot
othorwioe discharged by directive from this Headquertoers, the Waertine
Oivil Contro) Adminiskration will be rosponsible for tha executlion of
the dutiss and responsibilitiss imposed upon the Commanding General,
Kestera Dafonse Command by the Secrwbary of War in designating him, on
Pebruary 20, 1942, as the Wilitary Commander to carry out the duties and
responsibilitieos imposed by Executive COrder Wo. 9066, dated Fabruary 18,
1942, for that portlom of the United States embreced in the Vestern Lo
fenve Commend,

By osumand of Lisutenant Genoral DeWITY:

Jo L» Bradley
Brigadicr General, G.5.0.
Chiefl of Utaff

ORFICIAL
He Bo Lowisp
Colonel, A.G.Ib.
Adjutant General
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HEADQUARTERS WESTIRN DEFINSE COMMAND AND FOURTH ARMY
L OPYIOR OF THE COMRANDING GENERAL
{PRESIDIO OF AN FRANCISCO, OWLIFORNTA

June, 19,2

W Q. 8. 4. BISCAL GUIDE

THE FOLLOWING INSTRUCTIONS GOVERNING FINANCIAL PROCEDUNRE

FOR AGENCIES PERFORMING SHRVICES FOR WARTIMD OIVIL GONTROL
ADMIMISTRATION, CIVIL AFFAIRS DIVISION, WESTHRN DEFINSE COMNAND
AND FOURTH ARMY', ARE PURNISHED FOR THE INFORMALION AND
CUIDANCE, OF ALL CONCERNED, DESTROY ALL PRAEVIOUS ISSUWS.

BY ORDER OF COLONEL BENDETSEN:

CAIJT‘\IN’ ﬁu .
ASSISTANT EXECUTIVE OFFICER

WARTIME CIVIL CONTROL ADMINISTRATION
1231 MiRKET STREET . -
SAN FRANGISCO, CALIFORNIA
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| Piscal affalrs in connsction with Japanese evacustion wwk':mm'

divided into thres catogories, i.e.,

&,  Procurement of supplios and servives through rogularly ag-
tablished military channels,

be  Procurement of supplies and sérvic:e‘a by ecooperating F.zadzax;-al
agencied, within the apeney's assizned functlons and mspm‘u.-;
sibilitdes, based on command diveetive and pursupnt to pre-
viously approved budgets, with payment made from the funds
of the agency cuneerned. After orocurement and poyment,
the cooparating Poderal agoney seeks veimburssnent for such
expenditures by submission of Standard Form No. 1080 in
accordanca with established procedures,
Procurement of supplies and services by cooperating Fedoral
agenetos, within assizned i'.‘x,u".ctions and responsibllities
bagad on command directive and purguant to previowsly
approved budpets. In this ingtoance, un advince trangfer ol
funds 18 made to the oparating agency from War Department

appropriations,

i 8
Militory, Flseal
1. Funde will be alloeated by the Finanece Offieccr, Western Defonse
Command and Fourth Amny to the several militury command. and

supply points ag mey be necessoary,  Concurrence of Gde- Wenborn




momaa wmmz m Fburth Army ‘nill e obmm mrm am.« i
ca’&iamammde,g 1  B e |
M&litary aganviue racaivin.g alloaation of! f'tmds wi.ll maintaxin
mwly figead records was ram req_uimd by per-t,inem:- mgula.tions‘.-
Fliapo#t of Obligatdons (Wp Form No. 40) will b&laumwhqd the
Comm&ndlng General, Heshern Def‘enm Gomumd m*xd an- th Army

prumptly at. the end of each month as rmqui.md by Clreular No.

1“57,,‘ ‘WD,‘ 194) me amended byr Civeulurs No, 3 and 78, WD, 1942,

14
Reinbursement, (Stundard Form 1080) Frocedures
Basod on regnlarly assigned functions nrnd responsibilities und
subjeot to approval of budget eptimites, submitted as bm”e)tn-
after sutlined, Yedoral sgencles incurring expenses in tho i
terest of Japanese eveacuation work will be reimbursed thair

approved expenses under procedures detalled below,

1V,
Advance Transfor of Wer Departmeut Funds
in those cases (o) where the appropriated funds of the ageney
connerned are inadequate and proclude inctwring prior obligation
and payment of expenses, and (b) whore the assigned functions of
the ageney concerngd involyve voluminous and recurring expenses,

the agency concerned mey soliedt »n advince transfor of military




i fhmda i:z wmtmta j&n iwespiua: wmh usai&m&d fuzx t:ig;xib; mia mt,a‘m,

‘:‘ambjm‘t m apgxmwd bndgwwd requimmmte;.

LNl

»mmpﬁ .'Ln%haa oase df""militzu' agoncics roforrod to ixi'l’fl,‘,' abovd,
aivili:m c*owpmratingg ngoxmioﬂ will submit budgcm rmtﬁnmtms uf
thodr fiae.ral raquircmonteo, Prwimwly submittiod budgam oavumd
requirononts to June 30, 1‘)42, and have servad tholr purpr:vm‘:h ¢
mmm fov the period July 1, 1942 to September vBO, 62 will
be sutmithed as soon as practicable. The estimutes will be »
broken down into the following general headings. Headings 1.n\-
Appliecable to the requiring ngency's nssigned functiowns will be
earvipd dnm the estimite with notavdon showing "uot applicablo
nn funds m@uimd." udgets will be submitted to the Ingpection
and Flecal Diviaion, Wartinme Civil Qontrol Administration, Room
48y 1231 Morket Street; Sun Froncisco, Californic,

Covers rontal end poyment for commercial, exchunge, messnge

trunk~Tine, long~distance, and lessed-line telephons

sexvice. Telegraph messuiges inclﬁdixu@ rental of commercial

teleg'x?uph tnoe and equdpment.

M ICA T Al

Cowers purchase of medical and howpital supplieq, including

disinfectonta, laundry work if:r eviicune pobiente in hope

pitaly medical core nnd trectment of evociiee patlentas pay




i \af male. and fmmla mm:aa. omkw and other civuiam
wplayed ﬂor *!rtm pmpw aaro oi’ sic:k, for the pay o!." civ-h-' ‘ ?‘
$1tan physicisns, end !’w_ all ‘otkmr' necespary and miseels

Laneous expenses incident to médidal and dental care off

ONBONOOH,
wmmw
(1) subaistence

Purchase of aubaiatenr\a eumpliem for ismue as ratlions .

to evacuoeds e for lesue bo wvesuse messes, and for
proservation of storos, (Noter Normally all subaige
tonco supplies wro prosured on reguiedtion from dapuige
natod suppiy dopots, oxecopt for those emorgency purw
chuges arising from exigoncies, and speclal dict food=
’smi‘“f roquired by infenta and sielk,)

Regular Suppliog

Authorinod dosues of candlos and mabehas; authorizod
insugs of aocap, tollet pupor, and towels; cquipment and
furniture for kitcheons and mess halls, office furniture,
atraw for bodding, stationory, tvpeuriters, ineluding
blunk books and blunk formg, and for printing orders
and roporte sesontial and hocessa

Clothing

Tasuos of elothing, alteraticn and repelr of elothing,ie=
mes off necegsary lavdey stpplies, leeuos of avthorized
tollot, barber snd tadlor matorial, to evacusos who #rae

without personsl finds, Isoucd to be mede on basls of




nesogsity and z.pp;tuiaatian a8 aa‘ziﬁmﬁpmmd W}m

eaption "II ‘m@tarfx’nnce of Iqumma," Memorandom ‘
‘for Asadstont Seorstory of War, Mok 2, 1942, from
Oommandiog Genernl, Wéaatern Defense Commnnd and ’,
FPourth Avmy.

Poastoge other thon parcel posty rental of mall bokes
foos, royalties, ete, (non-personil servi«réa),pay off
personnel, other than those carried under caption
Medicul svd Hospital, i.e., (&) pay regular Civil
 Bervice employees, (b} pay of emergengy or ienparary
enploveos, (¢) pay of evicuoes performing work at
apgembly and reception centors operated by the Armyee
at rates established by snd in conformance with A
structions contedined in Memorandwn for Assistont
Secprotary ot Wer, May Z, 1942, from Commanding
General, Western Defense Command und Fourth Army.

In hiring emerpsney or temporsry employees, the
salery rates prescribed in the Classification Act
will govern wiless good and sufficient ronson jushbie
£y deviation from the Clussification Aect rutos,

Army Trunsportation

For the transportxtdon of pupplies, iueluding paeking
and crating, Fopr tells cnd Lerridgos: for drayage
and ecarteges; for oporatLon, midntonance and ropoir

£ wngone, certg, drays, obhor wehilelos Bnd motopes

-G




prawlled veh.icr:uea mqulmd i‘ur ’tmumpmz'tatum ai’

wwwwa ond snpplﬁ.eu atd for mmmmpy uft‘ioial
as&ambly cwntm:' adminlathtinn purpmem.
EINANCE, W&M
For travel allnwanceﬁ mad irave.l dn king as aushorized
by law for authorized eivilian pergonnel traveling in ‘
cozmection with actdvitios 'perﬂai_ning e Jufmwwé vavué'l.xu-
tdon, ineluding mileama, government transporbation m :wwt
o purchage-gontract ayrcamanl,s, reimbursenent of e.cmml
axpenses or per diem in lieu theweof, for wiuthorized
eivilian personnel, Transportation of evacuees, inelude
ing actual subsiatence coste (moh exceeding $1,00 per

meal) where it is immpacticable to supply cosked or travel

rations in kind. Batimates for anticipated travel and
Rer. dlom oxpenses for authorizgd elvilian emuloyes travel

will inciude a brief oubling of necsssary travel wupon

whizh estinate ie based, (Note: No militavy personnel

involved, )

QIHER. ANTLOTPATE
(Oatdine in detail and Justify.)

Vi,
Migcolluneous
ko Oporating agencies will not procure materisle, supplies, equije
mc.nt, work op services for Avmy (Farm 1000 refubursonent)

count excopt as falle within the seops of thelr assigned funetions

L




V

s indicawd in writwﬁ @anwai dimctlvm to bm& 0pwa.tmez wwmy

j from Headqma.rmm, Ivaatam Erei‘eenw Uo mmund and Fourm ﬂmy
Froourement of all Qrfime supplies, office squipment and admiﬁ- .
istrative office pvrsonml not peculiar to the operating. agxmw,
must be madw in secordance WAth ¥.0.C. A Adminiatrat,iw Omws Non‘
2 and 8, duted laren 30, L1942 and May ;b, 1942, 'th¢ expenses thsree
of being paid from monids previously advanced to D0 A a.n“‘cwunt&i"
from military Tunds. Yo reimbursement (Form 108C) procedurcs are
involved in this connection,

ALL procurement of office space; contracting for telephone and
teletype services of a recurring natura; or anthorizing of travel
when réqumstuad by Division heads and furndshing the ﬁacesaary
forms for Goverament travel (amxwpt military personnel) will be
#ffected a8 outlined in paragraph 2 above,

Attention of wll operating apencies is called to attdched extract
capy of General Regulations No, Td-teviged, Gensral fecounting
Office,. Billing otfices will be wxpected to state their Forms Mo,
108G as provided theredn,

Salary amd travel reimburssment vouchers (Form Ko, 1080) will be
support.ed by copies of payrolls and travel vouchers on which eme
ployers were paid by billing office disbursing officer. Thess
supporting vouchers will contain the voichar refarence and other
data of the billing officets disbursing officer, In connection
with salary reisbursement vouchers (Fom No. 1090) attention 4s
called Lo the requirdanents of a desision of the Controllér Ceners
al of the United States (13 0.0, 234). The synopsis of thé dew

cisdion rends:




6.

' "iﬂwmm'b to wm m&w&aims mt’ wcmm 661 oJi‘ t\m omt o_

" Juma }6, 1932’%, &7 mm. 'M’?, two Bmpart.nmnﬁm e}!;‘ ufmuw M

'Bhra Gumm‘mmnt opamting undm‘ mpwam apm'uwimmm mw
em@r d.nta ax\ wewmnt fc:r purraly pormgonal amwtcw by* ’eha
pa»rmnml of 6no departmont o of‘fice for tho pnrﬁarmnc'u o&‘
bhﬂ vmrk of Gl othar, for which x-q,imlmracamemt o trmxafmr

of appropriations may be mwia not to oxcemeﬂ thm Mgulm- ml—
ary and mthoriacsd expenses, 4f any, of tha permonnel rmvna;’w
ing tho perded involved, M /
"In the absemoe of a writbten order or au,;;réememt in advance
providing the intm*dopaxtmgn‘ml parsonal servioss, or unloess
the written ordor or a.gm:amaﬁt specificelly pm\ridms Lor row
Imburasment, the lean of personnel betwoon ‘depertmantﬁa o
offiices will be regurded as having boen made as an Bacomoda~
tdon for which no reimbursoment or twansfor of appropristion
vill be made for sslorics,"

ALY roimbursenont. vouchers (Form No, 1080) covering ‘nmn@fcsf of

edthor used or new uaterials, supplics and oquipmonmt will ba valw

uod as Indicated in paragreph 3a, b and e, nttached regulatdons,

Material reimbursement voushors will be supported by Recoiving

Report (WD QuM.C. 431) (in duplicate) signed by the rogularly

dogignnted militury accountable and responsible officer ah

point of delivery,

8y Under suthority contained in letter, Heedguarters Wesbtorn

Defense Commend and Fourth Avmy, file 383,6 (Fin), datod
April 16, 1942, it is recognized that the militepy receiving

“8*




‘mmm refarra& to &b«wa may mt be hmm&intely m'a.nq

1 nblom M all Operating mgmim. Mthor:ﬂty to mum tl'w iy
‘ pmuperty recolving mwmms pesulior %o the billd.ng u.gw
wag gmnted in the Lollowing lammgm ‘

™% the several eivilian gommm:a egencios cwpomumg .
with txb.ts Maquem An alien rempysl and mcwntimn wisd.w i
14108 Bay utilise roesiving dasteunents peculisr %o the operas
ting service as av:l&ma that proporty invelved in npwmi;a—
tdon reintursemont provedurwe (Peem 1086) betmeon funds of tha
mAlitary and the ofllien ageney, has been recoiwved, Pz'widw
that, such forms, prepired in duplicate, shall be duly nocompm j
Hshed by o propeply designatod civilian sccountablo offiser
appeinted as wwoh wnder the terms of Memsrandum, this hosde
quarters, dated March 20, 1%2, %o the Assiatant Chief of
Stoffy, Civil Affatrs, this headquartors,
hgoncies cooperating im alien ovseustion and control, whose scow=
tivities are such ap do not warrant designation of an nocounts
able and responsible propepty officer under theo terms of the
aforemontioned memorandum, will suppert their roimbursement
voucheors (Standard Form No, 1080) by properly suthentleoatod ras
tolving instruments peoulier to their service, These recodving
instruments will be prepurod in triplicato and annotated te
show that acoountsbility rosts with the Property Officer, Warw |
time Civil Control Administre.tion, and that property involved
will be produced, or suitsble avidence furnished as to its
dlspositlon when called upon %o do so by the Proporty Officor,

S




i
v

Wawtimo Clvil Comtrol Admindstrotion,

‘Refmbvsesnent vouchera (Form No, 1080) will bo accomprndsd by,

and will be sbetroctod on Schedule of Disbwrsenonty, Stapderd
Fom No.‘ 1064 {prrope red in teiplisate) ﬂevinlitmemwm; veuehors
e ewbmd tbod to the Ingpection nnd Pisenl DAviaion, «¢.C.0.A.,
Whiteonb Hotel, 3231 Mnrket Strooh,sen Franciseo, Califerndina,
hotdvities of tho Wor Releoestion Authority vre meh dnvolwed,
That cgeusy opermbtos with such funds as way be mads nvadlsble to

it from sowrcos othor then the Uar Deparimont,

3 Inclke,




 BROCHDURS, FUR AOTUSHITIE BRTVELE APPROFIAATION m L
| LIMITAVION, AND ORPIGIAL m:mﬁ* haoout s, :

(Gmmml Em:gulat.mns Nz '}'"s-l\wviemd) _ ;
Avmiaat 17, 1997,

1, The procedures vreseribed (1) in Gereral Bepulations No, 78

and Bupplensit No. 1 therste, dated Awpril 4, 1024, snd Novenber 22,
1934, respectively for the use of atandard Corms Hog, 1080, wﬂm,
2080, spd 1k0e, Voncher for Adjustrente between Appropriations

: mﬁ/cr Punds, and Standerd Form Ho, 1061, Schedule of Adjustmants;
R) dn Cenersl Assountiar Offiee asivoular letter, A=68773, dated

o May 9, 1936, shich suthorlmes the use of the 2 bowe Powws for acjust-
ments batween official projects under the same appropriation: and
(3) in General Regulations No, 2). ard Supplement No, 1 thereto,
dated Mareh 10, 1923, aid Nawsh 12, 1923, rcmmctfwelgr, gathord sing
the use of Standard Form Ne. 1034, Puhdis Voucher fom Furchddes,
and Servicos other than Porsounl, for adjustuctbe betwesn npproprias
Ldonm, are hereby roseinded, and the procedire herolnsfbor orovided
in Miew theraof and ‘Bhe following standard forme ore hoyatn nwe e
eribed for general use throughout the Coverrment scrvicey effective
Dotober 1 19378

Porm No, 1080«-Revinad, Voucher foy Adivatnarits betvoen
Appropriations and/or Fande wrigiml»-whi tis)

Form No, 1080a«--Revised, Vouckier for sdjustmopts betwoen

i Appropriations and/or Funds (nemerandumemyollow)

Porm No, 1080bweRevised, Vouchor for Adjustments botwoen

s Appropriations and/or Punds (0l leation voughars=blue)

Form No, 1080e=-Rovised, Voucher for Adjnstments betweon

Pl Appropriotions and/or Funds (memovendum of collection

vonehers-rrasn

i Form Yo, 1091--Fevised, Schedule of adjushments
o Form Ne, 1097, request for Corveptions in Appropristicon,

N Pund, Limitation, and Officlal Project Aeccourts.
ADJUSTHENDS  FOR T'Iu'x." Y 0

i Ay Adingtmonts betweon asprovriations, Dunds, lisitatlong, and
pfPloial projects for services performed, for meterials, supnlics,
ol and equipnent Durnlebed, and for mdvance peyments resuested plrsuert
g to law for services o be pca:«"forn*md or gupnliea to be Ournished, will
be accomplished by use of revisod Forms 10’30, 1080a, 1000, :mﬁ 1080,
Voucher for Adjustments between Appropriations aml/or Tunds, werein-
alteor rveferred to as the "adjustment vouchars," and 100L--Revised,
Schedule of Adjustments, exeopt ws othorwise provided dn nwa mm.

"

Py T




CLASAES OF TRANSFERS

: 3w In order that the Genaral Accounting Uffice may eot promptly
L on ad jretment, woushsrs 4t s declved that far the dAifferent classes of

i hrangact lung shomn below Snformation be [urnished ag inddcateds’ :
() | Tyanafers of materdals, supplies and eauipment (other than
firam storshouse stock),--liaterdals, suprlics, and equipment should be
tranaferred, Lf new, ab the cogt of acquisdtion; A nsed or othervise
depreciated in value, at cost of acquisition less depraciation, In
determining the transfor velue of used msterials, supnlies, and equipe
ment thore must be' teken dnto considerution a proper allowance for
deprecietion, eomptted unon sueh stendord besis may ba determined to
be proper, the computations with respeet thereto to be atated on the
adjustment voucher, Thewe slall be shown on the adjuslment sroucher
the reforance to the dlsbursing officar's vouchor wmmber and aymbol
soverding the sequisibion of the sald articles, In the event the ye=
guired voucher roference canrot be furnished, the transfor velue of
the article will ke appliced as miascellancous yecelpts.

(b) Transfers from ptorehcuse stock,=="hare matorialy, supnlies,
and oquipment are furndsliod frem stoyehouse shock theve showuld be &
gtatencnt on the adjustment wouchor to that affoet and that the appros
priation to be ¢redited has heen or will be available for replecemeont
thayeof, 1Lf guch veplacsment ds necessayy, If replagoment 3o nob ecosw-
sary, the fact eshould be Indicated on the adjustment veucher aml the
oredit directed to be apmliod, as migecllaneows reguipts, to Becount
"6115, Bale of Gowornment Propertiw-all Other,” The unit price of
alk matorials, supplies, ote., o transferred should be the average
coat price or a priece computed uvon such ather basis as eill Sosure
full reimburscment. to the fund {rom whish acnuired, an? the unit prdce
end busia used will bo shown on the adjustment woucheras,

e} Trongfers of costs for speclal or gliopeioh work, ~«Tore brange
fors of cogte for spoginl or shop~job work ars to bo consumnstod, bthe
department, burcsn, or cgteblishuent porforming the sorvices for which
rodmbursoment to the appropriation or fund is to be mede should show
on the adjustmont wvouchor either the job priece per unit fér work or
o distribution of the charges as botwsen labor (pmrsonal) sarvicos,
matorials, and supplics, and gonoral owerhesd, btogethor with a statow

ment showing the besis used for sush distribubion,
(@) ssaon

PREPAFATION OF REVISED FORNS
10¢0, 1040m, 10600b, 1060e, and 1081

he | By tho ¥illing offico,=-(a) The departmont, eutablishimont,
bureau, or office (the billing office) performing the scrviecs or fure
nishing thoe supnlics for which roimburscuent or advance poymont is
goupht will prepere tho sdiuvetment youchors, rovised Forme 1040, 10680s;
1080b, and 1000c (all of which will bo propered et ong weiting), by
showing thereon in the spaces provided tharefor (1) the BAL1 number,
{2) the rames of the departments, establisbmonts, hurceve on officos
eoncerned, (3) dotail date porteiming to articles, sorvices, otc,,

i Tonly #l




. hransferved, and {4) A b soconntine olesefMeation Bloek on Forms

loBOb-~lovidged and 1000c--Hevisel, to be comsloted by the ot o 0 SR
pffiee, on omn kine in bhe eolumn headed "Appreoprdation, Limivetion,
or Projoct Symbol" the appropristion or fund symbol end the suffix of @
the Limitation or profect, &L any s dnvolyved, te be credited, If 0
mopn than one Jimitatdon o¥ proiset is lnwolwed adddtional ldncs will

be uded for each such additionsl limitation op project.  The amcunts :
to be greditod to the limitabtion or projest will be shewn in the volumn
headed "Limitation or Project Amiunt” on the same line as the ambod o
and the appropriantion title and mmount oreditable to sush uppropriaticn
will be entorod dn the columas hosdod "Appropristion Title" and "Appros
prigstion Ancunt", respectively, Forme 1080--Rovised and 1000bw-flge
yised will be cartified by the officer in the billing offiece having
admindstration of thd apnropriations op funds to bu eredlitnd, TS

(b)  Tho ewdgdnal and Memorandun copdos of tho adjoubmert youcher
(Forms 10BO=--Revisod and 10C0a«=Revised) and the sollaction vetdshar
(Form 10B0W--lovisad) will be trensmittod by tho billing officn ko
the dupartment, catablishment, bupewa, or offion for whieh tho Bhpe
vigss woro o are bo be porformed or the' supplioen vare ovare o bo
furristed, One memorandum copy of the collaction vouehor (Form 10800
«=horisad) will bo rotained by the billinme office pwalting informatdon
ag Lo the netiow telon, j

5, By ths office bllled, () Upon reeclot of tho adjustment
vouehors in the doportmont, sstablichmout, burca, o office billed,
thay will Yo eomwlsted ns Lollevss

{b) In the seeounting slessification bleek on Torme 10M0-wliovised
and 1080u~=Rovinood, to b corploted br the offloo bWilled, there will
be phowm on the one line in the column headed “Appropristion, Limdtas~
thon, ar Project Syubol' the apesvooriation or fund symbol and the
suffix of' tho Limitetion or prejeet, 4f any is involvod, %o be chargod.
If mors than one limitation or projcet is imvolved sdoftional Idnce
will bo usod for cooh anch sddivdorsl limitation ot projuct.  The
amounts to bo chergod to the limitation or profect will bo skown in
the ecolumn headed "Linmitetion op Projoet Amoumt! on the same 1ine na
tho symbol, emd the aperopriation title and smount charsuable to the
appropriation will be entersd in the columns Hoedod "Aprronyiation
Title" and "Appropristion Amount", ruspeetively, The Lower portion
of whe aosounting elapeification block is fer use by the adndnieten-
tive officc as an aid in posting to the adminisirative rocords the
apbunts listed thorooa,

(e) The adjustment voucher (Forns '1080--Rovieod and LOBObwsHovised)
if aprroved will then bo coptified for paymant by the offieor linving
sdmintatration of the appronristions or funds to bo charged.

(Q)  Miwn

() e

(£)  Wwa

EFFECTING ADJUSTHENTS IN ACUUUMIABLE OEFICERS' ACCOUNDS
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7¢ In the acoounts of different acosuntable officeyg.==(a) In =
those cases whers paymonte for services rendered or for mupplics,
" equipment, eto,, transferred by one ageney of the Pedernd Govermment
to anothier are required to be pade by a different accountable officex
than the one authorized to receive and account for the amount of the
o enllections, the bureau or offfice performing the gervices or Lrange
ferving the sald supplies, ebe,  (the billivg office), will state an
adfustment vousher on revised Forms 1080, 1080a, 10809, and M0BUe
&8 hereinbefore provided in peragraphs 4 (a) and (b). ' v
(b)  Upon receipt of the adjnstment vouchers in the department,
egtablishmont, bureat, or office billed, they will be completed am
horeinbefors provided in paragraphs 5 (b) and (c). ‘ ‘
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| yESTERN DRFENSE COMMAYD AND FOURTH ARMY i
0ffica of haolatant Chief of Btaff, Civil Af¥alrs Division

h WARTIME CIVIL CONIROL ADMINISTRATIOM
i 1231 Morket Streot
b Ban Francisco, Californie

ADMINISTRATIVE ORDER #2
Maxeh 30, 1542

TO: ALL Personnel of the Wartime Clvil Control Adninistration,
SUBJECT:  Precurement of Supplics, Equipnont and Persomel,

\

Effective dmmediately all requests for office supplics,
o equipment or personnel will be made on approved forms and in the
x following manners

SUPPLIES!

Each Division will prepare a Requisition for office suppe
lies on Form OEM 390 in guadrupllicate, retaining one copy for thelr
file and transmitting the original and thres coples to Lhe Adninige
trative Officor, The name of the Chief of the Divisdon will be typed
on the form vo tho loft of the space provided for the signature of
the Approving Officer. Tho original will bear the sigmature of the
Division Head or his designated represcntative,

QUTEMENT ¢

- Regquosts for equipment suck as desks, typewriters, adding
R machines, ete, may be made in the pame manner bub it is desirable
- to koep such Ltems sogrepated from requests Lor supplics,

&Igmlzﬁz

Requests fopr printing will be made the same way - on
separate requisitions, The printing of forus mist bo cleared through
the Statistical Section and the ssnction of that 8cction given before
printing of forms is ordered.
PROCESSING

Upon recedpt of reguisitions the Adninistrative Officer

v Inels #2
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will take such wtepx 8 Bre necessary to procure the itama raquesied it
and arranpgs Cor thedr delivery te the desimnnted affica,

1t 18 irportant that requests for any of the aliove be
hade@d in the manner outlined and verbal reguests, becausge of
‘yolume, can not Be glven consideration,

Individuals placing orders directly wifh vendors will
be hﬂld respensible for rament of items purchased. [f requirements
are exseting to the degres that selection by an individual i
necessary, thet can be arranged and a notation to thet effect should
be placed on the reguisition.

4 Requests for personnel will be submitted on Form (EM 28, A
| one oripginal and three copdes with one copy to be rotsined for your e
i files, It L unnecessary to complets the entire form and 1t should
be prepared ag follows; :

i \ Name, 1if knowm, will be typed on 1ine 22, On line 23
the date on which employes enters active daty vill hﬁ insdientoed,
Under "Proposed Status" indicate the suggestod title and the rroposed
i salary. ‘The Latter should be consistent with Clwil Berviec classle
i flentions and 1f any cuustion erises, advice as to proper classilica~
y Yion will be Curnishod by the Deroomnel Aselstant ix the Admintstvow
i tive office. On lime 37 under "Remorke™ = bLrief justificmtion of
iy the need for employment should be glven and the original form signed
o by the Head of the Division in the lower loft corner of tho space,
i@ Approval will be indicatpd by the signaturs of the Admindstrative
Cffficer in the space provided,

In the ewent the regacet for personncl invelwes a situas
N tion reguiring roeruitment, line 22 should be loft blank and the

i Personnel Bection will orndeawor to reeruit from filog alrovady cotebe
1 Idshed or from other ucwrcss, the tipe of personnel being réquisie
Wl tioned, In such instences it is dmportant that the form be

[ : aeconpaniad by additiunn* information as Lo the qualifications nece
o sesary, In that casgc, one or more ptreons, apparently qualificed,
will be intorviewed by the Puersonncl Section and will be roferred

to the Divigion Hesmd who will maké bis solectlon,

In order to aveid deley dn preépexving payrolla, it is
gxtremsly imvoprlant thet theso forme be completed and vlacoed iw
the hands of the Admindntrative Officey a8 aulckly as moasiblae,

AITENDAVCE RECORTS

Form OEM 396, Attendance Roport, must be sulbmittod for

il 5 Inel. #2
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each payroll periscd and without it the Payroll Section is not arthors
Jged to lssue payrolls. ; ‘

Tie pames of all employees on the W.0.0.4, peyroll must be
placed on this ferm grouped in the order of grodes, beginning with
the highest prade. An "X* will be placed in the spaca provided for
euch day of the pordod that the employee ls working, 1£ an omployeo
48 nbsent on Anminl leave an "AM will designate his status, I ho
dp absert on sdek Loave an "S" will bo placed in the spact.

Form OEM 396 is to be sigred by Division Chlefs or theip
authorizcd reprogoatativies, Signature carde, Porm 1686, Troasury
Dept, will be usod to verify signaturcs.

Fo apsist &n keepdng o vecord of employecs on addibionsl
Lorm will be provided for your own use., This form should bo caeily
available to all cmployoce &n your Section and they shonld be roe
quired to Sgn "in® ge they ewbter on duty cach duay. They will Likce
wise indiesto in the "Out™ spaoo the hovr of thelr Goperture.

LEAVE:

Applications for Amnual Jeave must be approvod by Divieiom
hoadp In advanco and Form OBM &, signod by an suthorizod official,
should be submittod at oncos Slek Jeove magt bo applicd for aa quickly
08 pogaible after the cmployoe roturns to duty. Absence on siek losve
in exeoss of threo doys vequires tho cortifiento of o reglatorad
proctitioncy .

Coplaes of forms reforred Lo arc sttached. Additionad
copice moy be obbained by roguisition,

/8/ Korl Re Bondotson
BLRL By BENDEISEN
Colonel, G.8.0.
Agg't Chiof’ of Shaf
Civil Affnirs Divigion
QP ICTAL

[8/ Horman P, Goobel, Jr,
Horman P, Gogbol, Jr,

Captain, Cavalry
Aobing dd jutant
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