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‘ June 30, 1836
Memorandum to All Division Heads

- From Mr. Morrill

The Board today adopted the following regulitiong, effective

immediately:

"Regulations of the Board of Governors of the Federal

Reserve System Governing Hours of Dutv,

"The Board of Governors of the Federzl Reserve System hercby
prescribes the following standard hours of duty for its employees:
Employees in Group 1 - duty of 7 hours per day, with 39 hours per
week. Employees in Group 2 - duty of 8 hours per day, with 44
hours per week,

"Every employee of the Board of Governors, however, will be ex~-
pected to work from time to time for such additional hours as the
v head of his office mey deem necessary for the performance of the work
assigned to him,

"OCCUPATIONS COMING UNDZR GROUP 1

Office workers in generezl.

Professional, scientific and technical employees, and sub-
professional employees, employed principelly in office
or laboretory duty.

Office messengers and office laborers.

Benk and similar examiners.

And such other occupetions ss correspond in charescter more
nearly to those listed above in Group 1 than to those
listed in Group 2.

"OCCUPATIONS COMING UNDER GROUP 2

Professional, scientific and technicel employees, and sub-
professional employees, employed principally on outdoor
work.

Custodial or maintenance employces: Example
cleaners, lsborers, messengers with specin
motrons, etc.

Leborers employed in shops and on outdoor work.

Mlechanical and crafts employeces.

Employees engeged in the protection of life and property.

. And such other occupations es correspond in character more

neerly to those listed ebove in Group 2 than to those
listed in Group 1.

s: Janitors,
1 assignments,
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The Board also directed *the recording of overtime duty performed
during the last six months of the currcnt year by all employees of the
Board's organization, exclusive of:

(1) The staff of the Chairman's office,

(2) Heads and assistent heads of divisions of the
Board's staff,

(3) Private secretaries of Board members and of
heads and assistent heads of divisions, and

(4) Field examining force and other members of the
Board's staff while in a travel status,

with the understending thet the head of each division will be respons-
ible for submitting monthly reports on the first day of each month as
of the close of the preceding month to the Secretary's office which
will consolidate such reports, insert the necessery information with

- respect to compensstion, group employees according to certzin salary
classifications of the Civil Service Commission, and transmit to the
Commission monthly reports on the forms furnished by it.

In order that employees in different divisions mey be treated
alike, each division should observe the following rules for recording
and reporting overtime:

(1) oOvertime pefformed by an employee less then thirty
minutes in one day should not be included in the
report,

(2) A1l overtime in excess of thirty minutes in any one-

day should be reported in multiples of fifteen
minutes, and
(3) No overtime should be reported that has not been di-
rected or approved by the head or an assistant
: head of the division.

In addition the Board authorized the Secrctary's office, in the
interests of uniformity and expedition, to work out the neccssary pro-
cedure, including report forms, for the guidance of division heads.
Accordingly, the forms described below, specimen copics of which are
attached, have been preparcd for rccording and reporting overtime duty,
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i.e., the total number of hours which employees have becn on duty in
excess of the minimum number required by the Bosrd's regulaticns:
Form M-1 Overtime Certificate
Form M-2 Overtime Record
Form M-3 Monthly Report of Aggregete Overtime

Form M-1 shall be executed by each employee who has performed au-
thorized overtime of thirty minutes or mnre, and turned over by him to-
the clerk in the division assigned to handlc the detzil work of record-
ing and reporting overtime duty to the Secretery's office., The clerk
hendling overtime records will enter on the employee's Overtime Record
card, Form M-2, the overtime reported, end file Form M-1 in the division
for future reference. At the end of the month the overtime entered on
the individuzl Overtime Record card shall be summerized ond transferred
to Form M-3, Monthly Report of Aggregcte Overtime. The first, second
end third columns of the report form shell be filled in by the respective
divisions. The remeining columns, as indicoted, cre for use of the Secre-
tary's office in meking certein computations required by the Civil Service
Commission. Upon completion of Form M-3, the hesd of the division shall
sign the certificate thereon, cnd forward it to the Secretecry's office.

It will be apprecicted if each division head will bring to the at-
tention of the employees of his division the foregoing regulctions end
procedure with regerd to hours of duty &nd overtime, pointing out thet

. this scticon was tcken by the Boerd with e view to cooperating with the
Civil Service Commission in its effort to carry out the requirements of
recent legislation with respect to the verious departments end establish-

ments of the Government.

- Bheitar Nornikg

Secretary.
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