FOILZIOaNn

This gseenblece of informaticn end procedural instructicns fer
the officlal use and ruidenee of erployees in the condust of the
business of Public Survey 0ffices is hereby termed the "Fublie Survey
Cffice Gulidel®

The Gulde 48 ot for tlic informmticn, use and puidsnce of the
public, end therefore it should not hs cited in correspendence with
the public.

To perzit of the substitution of new pagss for those mude ob=
volete as changes oczur, the Guide is prepsred in lco.se-leaf fora.
Lee pages bearing ihie date of issue in the low;ar rizht=hand coruer
will be furnished the Publie Survey Cffices by the Cupervisor of
Surveys. -

Rezional Cadastral Fngineers are rejuested to inform the

Supervieor of Surveys of errors, oxiesions, and suggested changes.

Bupervisor of Surveys.

Approved:

Cozaiseloner of,the Geperal Land Office. .
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PART 1~==CIGANIZATION AND DUTITS

1.01 Or-anization.

(a) The orranization of the Cadsstral Ingineering Service
is shovm below:

Secretary of the Interior
Comnissioner of the General lend Office

CADASTRAL ENGINZERING SERVICE
Supervisor of Surveys

-

Regional Cadastral Enginecrs

Public Survey Offices
Engineering Staff



(b) L7 the Cozmissioner's Ordzr llo. 211, debed Octobor 23, 1

<

L

PET
the grouping of States <iiihin surveving regions, and the
rumoering or rezions ccaiora to the iciloving:

Region It Colorado, " roming, lfontoina, liorth Ddcota, Scuth
Delota, lictiuska, Kansas. (dnnesota, iowa,
idsseurd, .lsconsin, Illinods, Indiana, idchipan
and Chioe

Reglenzl Cadaciral Inzinesr: Denvery, Colorado.

Fublic Survey Office benver, Colorads.
Publie Survey Office Cheyenne, ' yoming.
Publie Suzvcy Office Eelena, Montanz.

Region II: New Mexicos Arizona, Scuthern Califernia, (that
part under &an Bernerdinc leridian), Ckiahouu,
irxansas, louisianay ixississippi, flabams and

Floridae .

Regiona2l Cadestral Engineer: CSanta Fe, Hew Mexdco.
Public Survey 0ffice Santa Fe, lew Zextdco.
Public Survey Oifice rhoenix, Arizona.
Public Survey Office Glendale, Californis.

Region III: Utzah, Neveds and Idaho.
Regionel Cadastral Ingineer: S3lt lake City, Utzh.

Public Survey Oifice Salt lake City, Utzhe
Public Survey Office Leno, hevada.
Public Survey Office Bolse, Idaho.

Region 1IV: Oregon, Vashington and MNorthern California, (thzt
part under luuboldt and fount Diablo ieridians).
Regicnal Cadastrzl Ingineer: Portland, Oregon.

Public Survey 0ffice Portland, Oregon.
Public Survey O0ffice Clympia, ‘.ashington.
Regilon V: Aleska. ¢
Regional Cadastral Imgineer: Juneau, Alaska.

Public Survey Offiée °  Juneau, Alaska.

KOTE: The public land surveys in Morth Dakota, South Dakota,
Lebraska, Kansas, .irnesota, Icwa, Uissouri, \iisconsin,
INinois, Indiana, idchigan, Chio, Oklahoms, Arkansas,
Louisiana, Lidssiscippi, Alabema end Florida are sub-
stantial ly comleted, and the surveying records
thereof, except those of COklahcma, have been trans-—
ferred to the Stctes. The ori<inal records of public
land surveys in Oklzhoma are filed with the Commissicner
of the General Land Office, i.ashington, D. C.

> oo



1.02

"

Daties, A

(2) The Cadastral Ingineering Service supecrvises, exccutes
P

and epproves cadestral turveys and roourveys in the
United States, including Alaska; proanres instructions
to povern technicsl end cperationsl nrocedures) pre-
pares and maintains plat end field r.cce records;
$ssues orders for and «~-roved minerel surveys for
patent epplication; and furnishes cesice of technical
records to other goverivicnbzl agencics and the public.
The Supervisor of Surveys appoints pineral gsurveyors,
(see sample letter, pags 15).



Koarnineral Surveys.

2,01 futhoriie, Under exdsting lzw, asurveys end resurveys of thc public
Titiaes mie erecubed in acesrdcncs with the L::vj.:icns of Uie [zausl of
Instructions for the Survey or the Publie Ionds, usually unen cathor i
zation icstuing frea the Coxxissioner followming a-;ph.c:olcns by int

ested versons or governmental zrcncies. '}I w-tcad Intry end :.:cnur.m
o"l"’»’eﬁ are cxecuted uvonon re.uest from the iordonal Ferestor withcut
enecific authorization. In those cases, scc»l:.l instructions may ]
gubmitted to the Comnissioner for approv"l a1 the aprovel is the
authority for the survey. In tho czse of an zwvplication for survey
by & settler, the specizl insiructions are prenared end subzitted to
the Commissicner with the aprlicationg the a: *:rovaJ_ of the epecizl
instructions in the autherity for the survey.

2:0o Groups,

(2) For adainistrative purcoses, survey projccts are arranged by the
Regional Cadastral Inzinesr in pgroupns convenient for eccncnmiiczl field
operations. Lach groun may include cne or pore authorizzticns cor ornly
& portion of en authorization and is essigned the succesding number in
the scries for the State in vhich &t is situsted,

(b) Establish the group file ond group survey status cards, the
latter to be prepared in triplicate and transaitted poriodically ss
provided in the Supervisor!s circulars dated July 30, 1925, and
November 12, 1928,

2:.03 Special Instructions.

(a) Assezble and study data of prior szrveys , withdrawals, status
of lands, etc,

(b) Prepare special instructions as outlined in Sees. 461 and 462
©of the lanual of Surveying Instructions. Ccpies are intended for the
field engineers, the Commissioner, the Supervisor of Surveys, and the
Reglonal Cadastral Ingzineer, with an additicnal copy when remuired for
& rub-office. The dupliczte copy of the special instructicns is trans-
mitted by momorandun airectly to the Cecmmicsioner for consideration and
approprizte action. The memorandum transmitting the special instruction
will bear an endorsemcnt.in the lower left-hand corner as follows:

Approved:

Assistant Commissioner.

An originel and: “three copies of the memorancum of transmittal should
be forwarded; the oripinal and onse copy are rctained by the Coze
missioner, one copy, signed and dated, is returned to the Rezicnal
Cadastral Inginesr, end one ccpy is sent to the Supervisor of Surveys.



(¢) Obtein cooies of plats, £i:1a rotes, and cther data required
by fizld partics; incluszine ac»izl photocraphic prints of
the involved area, if availsble,

(¢) Note apnroval of special instructions when received.

260l Fileld ecsirmzant.

(a) Prepere acsignmont instructions with ccrise for each engineer,
the Ccualseioner, the Supervisor of Surveys, and the Regicnal
Cedastrul Ingincer, with an aciiticnal ¢ oy when re~uired for
a sub=cifice. The originzl and 4wo carbon coples are transe
mitted to the Supervisor of Surveys for consideration and
action. Original assigannt instructicas, after approvel,
are revurned to the Regionzl Cadastral ingineer.

(b) Assign instrumental and other eauipment for use in the ficld
and cotain receint for properiy so assigned (Form DI-105
for nuazbered ezuipment). .

(c) Estimate number of iren posts required.

(d) Orgenize fileld party, prepared employment papers and report
cf employmsent of temporary £icld assistanis (See Secs. 4,02,
ko035 LoOLy and 4.05 (a), (b), (c), ana (d).

(e) Record progress of field work on tommship progress diagrzn
as taken from weekly service reports.

(£) At close of the work, chief of field party vill report on
pusber of iron posts, by sizes, used on each township and
disposition of rocmainder. oo

2,05 Office Assipmment.

(a) Prepare final ficld note record and sketch plat to scale.

(b) Examine field notes and eketch plat as to accuracy and
sufficiency.

(o) Prepare the final plat. »
(d) Check field notes and plat for agrecment.

|)) ’
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2,056 Disnsziticn of records.

(a) Forward the rsturns to the Suserviser of Surveys for review
ank appropricte acticn.

(b) Upon receipt of the cdiiion of the accested plat from the
General land Cffice the reciturns will be indexed end nlzced
in the open {iles, znd a puner map copy transmitted ios the
Regicnal Ficld imcminer with rchuest icr receipts Pluts of
surveys &re now movated in | achingbon and ordginal and
triplicate sent circet to the Publie Survey Oifice and
District Tand Office by registered r=il. fThe registry return
roceipts are sufficient noiice of their receipt at the re-
gpective offices,

(o) The dicposal of supplemental plate (Sees. 625 4o 636, inclusive,
of the !amal of furveying Instructions) that are prepzred from
office rccords fellows the norimal procedure for plauts of sure
veys. The work of drafting citen is so linited thst ell
official copies ere drafted in order to save time and avoid
the expense of phebolithcgrarhing. ihen this is done, all
copies should be prepared on mounted drawring paper. 411 such
plets are transmitied direct to the Supervisor of Surveys for
consideration and sppropriate action. Usually a copy for the
Bbanch of Field Ixamination is not reouirede

Mineral Survevs -

2,07 Authority =nd scope. Orders for the survey of mining clzizms are
issued by the Ofiice Cadastral Zngineers, who are authorized to
administer the work in connection therewith end approve plats
and field notes of such surveys, znd otheriwise to perform the
duties prescribed by the mining regulations to be perfor—ed by
the surveyors generzl in conneciion vwith the survey of mining
claims, including certification &5 to expenditures made upon
the claims (Act of Congress epproved March 3, 1925 (Public Ko.
580) end General Land Office Circular 996, April 7, 1925).

2.08 'Informtion relating to rejuirements preliminary to obteining
patent to a iining el=im,

(a) Answers to questions reaching the Public Survey Office re-
lating to matters of location and purchase of mining claims
on the public domain will be found in General Land Office
Circular 1278, the Lode and Placer Kining Regulations
(L3 CFR 185), and in Chapter 10 of the lanual ef Instructions
for the Survey of the Public Lands of the United States. For
use in the office and for ihe information of the public, the
Public Survey Office will r=2intain as comlete a record as
practicable of current ruics, rejquirements and regul=tions
pertaining to the location and purchase of mining claims and
annusl assessment work. <.
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2,09

2,10

2.11

(b) A prospective anplicent for survey will be informed cf the
resalations reuilring hin to nake 211 arrangements with the
rireral surveyor ror the psrforrznce cf the survey, ine
ciudiny pa;ment for scrvices (Sec. €31, lanuzl of Curveying
Instructions)es Upon recucsty a lict vwill be furniched
ehowing panes and acuressos of the mineral surveyors for the
State, from vhich e relegciion may be made.

Lonlicztion for survey, Application for the survey of a mining

cizin vwxil te raus to the Public Survey Cffice on Form 4-4359,
or by letter giving the nzme of the clsimant es it is desired
~to appear in the arplicatioca Jor petent; the name of each
location erxbraced in the c¢lainmg the lecation of the c¢lainm by
minivg aistrict, county, &nd by scction, tommship and rangoe;
and the nzrme of the surveyor to whom it is desired the ordoer
for survey shall be issued. The epvlicction will be zeccompanied
by a cony ol esch location certificzte, cach of vhich is to bs
certificd by the sustodian of the records of the political sube
divisicn in which the cluinm is recorded. The location certifi-
cate vill be cxamined as to sufficlency, ond if inzdeiuate the
epplicant vill be rezuired to file an emended location certifi=
catees Unless &1l the locations inciuded in an application foram
upen the ground a2 contiquous groupy separate applications must
be made (Sec. 697, lknual of Surveying Instructions).

Lotimate of cost. The Public Survey Office will recuire the

applicant to deposit with the 0ffice Cadastral Engineer for the
Stzte in vhich the claim is located, an zmount sufficient to
cover the estimated cost of necessary work in the Public Survey
0ffice (Secs. 685 and 06%7, iianual of Surveying Instructions).
See Sec. 2.13; coxputation of office coste

Order for survey.

(a) The apnlication for survey, including the location certificates,
being comnlete, the next higher number in the numerical
sequence for the State is assigned to the survey =nd the survey
order (Form 4-682) is issued by the Ofiice Cadastral Ingineer
to the mineral survcyor designated in the application (Form
4=-689). The order is accomsanied by 2 copy of the locztion
certificate and sufficient stationery for the preparation of
the official field notes, including Forms L-683, 4~685, and
4~686. If the claim is a placer, add Torms 4=694, L~695, and
4~696. Furnish data on prior conflicting or adjoining surveys
as reguested by the surveyor.

(b) Furnish the claimant, or his agent as appropriate, 2 copy of
the order for survey and encleose the original receipt bearing
the survey number (Form 4-129).



2,12

(c) If the claim is situsted in & nativmnl forest, the rezicnal
forestsr will be nobilied of the izsuonce of the ordaor,
giviny the name ana rull deseription o the claim as stated
in the gpplication for survcy.

o

,‘G; f\

)
~

(d) Enter in the office rcoords the requicite data on 5x8 cards
consisting of Fora 4=-553 and the alphebotical index.

(e) Delineate the clainm with pencil upen the appropriate comnnected
or disirict shest (Form L=578)e

Chapter 10 of the Manual of Surveying Instructions contains
other pertinent sesticns relating Lo orcers for survey and
anendment therecof.

Jneral Surveyorts Returas.

(2) Ackmowledge receipt of the mineral surveyoer's returns, and
enter ithe date thereof in the office rscorcs (card Form 4~663).

(b) Dxamine the returns for sufficiency, including foram, typography,
end mathematical aceuracy. See that all previous conflicting
or adjeoinging eurveys arc acccunted for and that closures
against them meeb tie prescribed requirexsnts for accuracye
For further guidance, refcrence is made to Chapter 10 of the
Manuel of Surveying Instructions. In case of irrceoncilable
errors or omissions, the field notes will be returned to the
surveyor for corrcciion and the claimanv notified of this
actione

(c) Plat the survey on the connected or district shest (Form 4~678).
(d) Prepare the official plat of swrvey (Form 4-675 revised).

{e) Transcribe the mineral surveyort!s corrected field notes on field
note paper suitable for binding at the top, unless furnished in
duplicate. Certificate of approval (Torm 4~687) and the certi-
fied cony of the location certificate recoeived with the appli-
cation for survey are added {0 the orizinal field notes. Form
L-688 and a copy of the loeztion certificate are added to the
transcribed copy oi the ficld notes.

(£) Prepare and add Form =697 to & placer report and to the
transcript; also add Form 4~693.

(g) Make a copy of the data included in the field notes under the
heading “Zxpenaiture of {500." unless the mineral surveyor
furnished an extra copy. liowever, when the survey involves only
a mill site; those portions of the certificate forms relating to
expenditures will be crossed out and the foregoing copy will be
made of the data under the heading of "Improvements."

8



2.13

&
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(h) Carefully cetnars the nlat (Vorm L-075 reviced) with thc

v
> eyt pTer -3 & L I I ot
coislnnd end trozmscerdlb of flcld nclkes.

(1) rreoere potics of roprowel of Lhe aurvey (Fora L=223) in
o3nltentae B0 pottms are ausroved by the 0ffice (zuss-
el peineer i el pelobed foroos wre sisned by dhat
orficcre Joueentlnee of o survey oy ihe comzissioner 4o
uot rooudrcie

(5) totify the rinersl surveyor of the zpproval of the survey
(Vorim b=351b) e

(%) Tronemit the official plet of survey for reproduction.

survey the value of labor ond 1o
provenouts unon esch losation of & unining clala is loss then
16X, £nd in such instopees the yo rulirsd sunnlusmentzl pio=-
codure 3a civen in tcee 747 of the .onusl of Purveying Ine
gtructions, “he minsral saeveyor will sulwmit tiaz ponory on
staniard ficld noke momcr susported by cortificete (; orz
L=050)e & Copy thercols to bs fumnisied the clainant, vill
be mde in the Tublic survey office on ficlu note papor sulite
tie for tep bircing to wiich rera 4-69l, cortificete of Liwe
Office Csdastral ITnoincer, is addede

{1) Ovessinnally at the tire of
X/

Cormutation of cffice coste

(&) :lLenever, during the pro.ress of the oflice work, the wuount of
CGeposit is waolly cuined i office work is rot coxnleied, the
erplicsant wiil bo calicd on for en edlitional depomite “he cost

. of plst reproducticn, of cutlining tie eurvey upon the cistrict
or contiectod sucshy enu of ctatiouery suppliesy shall bo included
(Cecisicn of the Cozptroller of the ireasury, boveuber 7, 1913,
Vole 20, DEe 291)e ototicnery is c.arged ot (2,00, vhich in-
creascs in the ciount of . 1.00 for cuch edditional plat usecd
(Circular of Assistunt Luperviser of iurveye, lLovembor 27, 1941).
Each office ezployee werking on tiae curvey shull keep an accurste
account of his tias in bime-book (Fora 4=672)e Overhead costs
azre not to be Included, =

(b) Follo 4nz the approvel of the survey, compute the cost of office

' work erd determine the amount of ruvlund, if any, cue the sopli-
cant. %he entire zmount of depo:it m:y be considered carned when
pructically epprocim.ted by the zctunl cosbe A noxinal crcese of
deposit in euch instonces will be charsed to reneral sdminise—
tration (Circuler of !voesviser of furveys dated January £3,1942).
ihen a reiund is in craer, preparc ord have certified by the
euthorized certifyins o ficer voucher (Toras 1049 end 1052) in
cusdruplicate, forwcruldlg the eririnad to the Lupervisor oi [urve;
for submiseitn to ihe General Lang Jisice for the Coxisziovnerfe
epproval, upon return of vhich process for payacnt in the rcruler
Emannor, cuzdruplicato ecpy to acco=2any check to pryce. :or
further instructions on refunds recicr to Ceneral Lam Oifice
lionual, Part 3=-Accounts,; 36715=59 Sece 3.901.

9 T s w .



(c) ™Mter itenized costs of c~proved or cencelled mineral sarveys
¢ 5 % & dindlvidualtc recsunb eard, elco amount of refundse
Do Suvervicorts Oenercl lccownting Loctructions, NI Spaciel
205i%s Zor (lhneral Survevs, of ilovomber 9, 1945 &nd the
1250 parasreph of Supervisorfs Circulsr ilemorandum of
Jonvary 10, 1946,

2¢14 Distribubion ¢f eurvey roturas.

(a) “hen the orizinal plat =nd copies thereof are returned the
original and two ceoies of the plat erc mounted on cloth
unless two copies are furnished on cloth backed paper. The
original plat erd field notes of survey are placed in the
open files of the Public Survey Cfiice.

(b) One rownted and one unmounted copy (two unmounted coples if
the claim includes & 41l cite) of the plat, togethcr with
the transcript of the field notes. are Iurnished to the
clsironte The letter of transmittal (Form 4-361a) is pre-
parced in duslicate, stating office cost. The duplicate
copy elso is prepared as a receipt which the claimant is
requested to date, sipn, and rcturn (See Assistant Super-
visor's Circular of lay 16, 1942).

(¢) Forward one mounted plat copy to the register of the appropri-
ate district land office with the previcusly prepared diagram
- (Form 4~-285), end letter of transmittal, (Form 4=301).

(d) Forwerd to the Comnissioner of the General Land Office the
similar ciagram (Form 4-286). The third copy thereof is
retained in the files of the Public Survey Office,

(e) Forward one unmounted copy of the plat to the Regional Fisld
Exsusiner, accompanied by the copy of the mineral surveyor's
report of expenditure or imxprovements on the claime

(£) Complete all data on the file card (Form 4=563) as well as in
any other office records.

(g) hen the claim is in s mational forest, three copies of the plat
will be furnished the regicnal forester upon request. 7his
will be done without cost in accordznce with General Lz=nd
Office letter L/186542, July 16, 1914, to the Surveyor General
for Colorado.



2,15 Cencellation of survsv erder.

(a) then returns of 2 rincral survey &re overdue and tho
gurvey is enpnarently coandoncd, the order for surve
chall be eancelicd Tor iaches aivor civing the cleizand
thirty days noiice thereof by regictered mail. A survey
order also will be czneelled at cloimentts reaucste
then cenceliation is rzde, the claizznt will be nolified

- thereof by letter end z copy of such notice will be for-
wardzd to the minorzl surveyor. Cffice work pricr to
and including cancellation of & survey crder ray be
asscssed asainst the cloimand et actual cost cr not
less then < 5.00 (Ucneral Land Ofiice lebber "M G=3052%,
Pay 26, 1939, %0 Surveyor Ceneral for Coloraco). ILefund
411 be made in accorcance with thie provisicns of General
Land Uffice [znual, Pare 3==iccounts, 36715-53, Sece
3,901, The refund voucner will be certvified by the
esuthorized cervifiying cificer.

(b) ihen the Public Survey Office learns of the death of a
mineral surveyor 4o wiloa an orcer ior survey is oute
standing, the claimant will be notified that he may
continue the survey by sclecting ancther mineral sure
veyor to whom an amended order ror survey will be issued.

2.16 ppeintiment of mineral surverors.

(a) Procedure for obtaining appoiniment and qualifying for
the position of mineral surveyor is found in Chapter
10 of the lLanual of Surveying Instructions.

(b) If e newly appointed surveyor does not possess a Copy
of the #anual of Surveying Instructions, one wWll be
furnished him by the Public Survey Office; also, he
will be furnisned a copy of Supervisor of Surveys
Circular 203, Larch 7, 1940, concerning, among other
items, the resuirement for showing intersectlon with

. lode lines.

* 2,17 Record of eppointment.

(a) 4 record shall be kept in the Public Survey 02fice of
cach mineral surveyor, listing date of appointment,
acceptance of bond, and period covered by the receipte

(b) Kotice will be given the mineral surveyor sixty days
prior to the close of the expiration of the period
Of hjrs),bond, ' . )

-



(¢) In czse of fallure to file a reseivt for premium pavment on
the bond, or in the evont of resimzation or death, the name
of the mineral surveyor 1ill be dreuned from the roil, and
the Cocrmissioner will be notified of the action throush the
Supervisor of Surveys. Kosever, the cropsping of a nmineral
curveyor fro=z the roll for any renson exceoting death should
not be done while there is uncomlefed work under an order
for survey. Occasionzlly an uwnwarranted delay occurs cn
the part of a mineral surveyor in filinz final returns.
This rzy be due to negligence, controversy, or to the fact
that the claimant doss not desire to have the survey com-
pleteds In such casss a caacellation notice should be
addressed to the elzinant allowing thirty days to show
cause why the order should not be canecelled for lachess
Upon eancellation of the order, the mineral surveyor may
then be dropped from the roll.

(d) £ bicnnial report (Ferm 4=~39la) will be submitted by the
Public Survey Office to the Comnissioner on the sufficiency
of the surcty for each mineral sirveyor on the roll for the
State (ianual of Surveying Instruciions, Sec. 675).

{e) Current reports of the Treasury Depé.rtment, Form 356, list
acceptable suretlies cn Federal bonds,



PART 3==/CCOULTS

3000 (Ceneral /ecocrntins Irstrasilcns: See eirculsr memorandum of
Supzrviscr of Lurveys ol .cvezber 9, 1945,

3,01 Purca-e #nd soenct  Accounting prosedures in the Public Survey
Uificues ere conaucted for the nusscee of tihie control of funds
and the justifiestion of esbiizies, and are accomplishcd by:

(a) Recording the distributed costs of expenditures.
(b) Classifying expenditures and obligetions by objectse

(c) iaintaining a record of status of the funds allotted from
the cpprepriation for surveying the public lands and ef
the deposits of mwuncys made by indivicuzls or other
Governwental egencies for vork in that rezion.

3.02 Youchers: forms and preparaticn. FExpenscs arising from operation
ol t1e riuld pervies ang naingencnce of the Fublie Survey Offises
are liquidated by prescribezd vouchers, presersd in accordance with
resulations promlgated by the (Goneral fcccunting Office. In
geaeral, the following wvoucher forms are ussd:

Standard Form 1012: Voucher for per diem and/er reirbursement
of expenses incident to official travel
(generally referred to as the travel ex-
pense voacher).

Standard Form 1012a: Uemorandum copy of Standard Fora 1012,

Standard Form 1012b: Continuation sheet for Standard Form 1012.

- Standard Fora 1012c: lemorandun copy of contimuation sheet for .
Standard Form 1012,

Sta.pdard Form 1012d: Receipt for éash;submncher.

Standard Form 1012e: Statement of travel by motor vehicle.
Standard Form 1013: Pay roll for perscnal services,
Standard Fom" 1013a: lemorandum copy for Standard Form 1013.

Standard Form 1034: Public voucher for purchases and scrvices
other than persocnal.

Standard Form 1034a: Memorandum copy for Standsrd Form 1034.

Standard Form 20491 . Public voucher for refunds of unearned
’ deposits,

2



Standard Formz 1030: lLemorsnsus copy of Stenuard Form 1049,

Stendard Fora 1080¢ Vousher for trancfors between erpropristions
ciwf/or funds (disbureencnt)e

Stendaprd Fora 158Jas:  lemorandum copy of fitondzrd Foram 10383,
Standard Fora 1080bs  Collection copy of Sandard Forn 1030,

Gtenderd Form 10200:r  ‘amoransun eollection copy of Standard

3.03 Traval e:monze vouchor (Fermg 1017,

(z) Th? ruthorized rate of ner dies allowonce in lieu of suboistenco
is grecified in travel cracra issueld o resular emloyees.  vne
trivel orders icsued to chicf of party crceify also the culhori-
ged rute 02 per clum elle.unce of teomorory £ield zssistanis,

(b) Allcsuble itams of Lrevel cxpanse ere iven in the Stondsrdized
G"a'e*er“ cat Trevel RKemalsblions, which aluso spesify the wethod
of cogputing per diea for Lractlonal cuyse

(6) Itemn cf cxmense in excess of 1.00 are remired to be supported
b7 leeeipt for Canh, Ctunderd Fora 10124 (see Ctandardized
Govcornent Travel Lezulaticns)e

(4) vhen use of personally owncd sutorobile for official travel is
suthorized, on a mileage tmsis, the voucnor mst be accermpanied by
" Staterent of Travel by Joter Vehiele, Ctandard Ferm 10lZe.

(e) In the £ield, tho voucher is certificd to be Just end true by
the claimant, rscomerended for epprovel by the chilef of ficld
party, &nd formarded to tie rublic lurvey Jffice for spproval
and certification by the suthorized Gertifying Officer.

3.04 Doy Epll Veucher (Form 1128),

(a) Pay rolls arc prepared from Time and Attcndance Reports (Tee
Seo. 5.04) to cover pay roll pericds niter the close of scrvice
or pay roll ,JCV'iod. esscoe. )l factusl notations forwly o=
cuired to be plsced in the “iiemarks" colum will be noted on
Pay 1oll Change S1lip (l'orm 1126) in the case of classificd em—
ployces, and by notaticn st the foot of the wucher follcuing
the listing of employces in the case of field assistanta'’ pey
rolla,

(b) 1List names of .emvloyees alphubetically within each salsry rate,
begimming with tho hichest rate.

(e) selaries, retirement, tax, and other deductions are gomouted
and stated in accordance with the Government Salsry Tablese.
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3.05

(d) Pay rollz for salaries of tho Civil Serviece employees are nro-
pared in each Public Survey Cffice; vmees for ficld aosistznia
on the survey purties, by ths chief of party under vhom coplogeds

(e) Pey roil vouchers for wares of field zssistants arc prepared by
chiefl cf yorty from Time end fttendznce Heports (Sec Sece 5.0L),
foervrrded to the Fublie Survey Office; 2nd certificd by the
Authorized Certifying Officor .

(£) mmployests Vithholding Ererstion Certificate (Form -k will be
completed ond signod by each new employee, whether classified,
termorery, or indefinite, end forwardcd to the regicnzl hezde
cuzrters (paying) office, with the first pay roll irncluding the
new erpleyee's ssrvices. ‘hen a chonge occurs in the nuzber of
exemyticns, a new l.itkholding Exemption Certificate is rejuired,

Purchase voucher (Torm 1024).

(2) The purchases or services arc itemized in detedl on the voucher,
except that an itcuimeds ccrtified inveice on the bill heod of
the elziront will be sccenied in lieu of the itemized statement
of account on the voucher itself; in cuch cases the acecunt
ghould be swwrarized on the vwucher form, and the line provided
for the payee's sigmature be filled in by the insertion of the
words “See certified invoice sttached.t

(b) /ny discounts for payment swithin a specified number of days are
to be clearly indicated; if no discount is allowed, show "ITT,.n

(c) If purchase is mode or services obtained pursuant to a catract,
"enter the contract number znd dste of acceptance in the space
provided.

(d) If purchase is made, or eervices obtained, in the open markct
without contract, enter 4" in the space provided in the certi-
ficate, and on the back of the voucher in space 4" insert
"J.S.C. Title 5, Chap. 8, Sec. 456" ihen voucher includes
long distance telephone items, enter "5 in the sp.ce provided
in the certificate, «nd in space "5" on rcverse side of voucher,
enter "Tariff rates.” On voucher covering post office box reat,
enter "5" In the space provided in the certificate, and in space
"5" on reverse side of voucher, enter "Postal laws and Regulationss

(e) If purchase is made by Purchzse Order (Form 4~097), enter mumber
end date of order under appropriate heading.

(£) Voucher or invoice is certified as corrcct and just by the
claimont (payee), giving name and canacity of person signing
the certificate for the individual, firm, partnership, or
corporation; the Authorized Certifying Officer certifies the
voucher. '

t



3.06 (Cencral. . o

3.07

(a) For disvosition of vouchers see gencral accounting
instrustiocns -ith mozorandum of Supervisor of
Surveys of lovzder G, 1945.

(b) A1l siznatures on vouchers ars to be in ink or indelible
pencil. COrigin=1 veuchers cnly are simeds signztures
to be ¢1ped or printed on cocpies. Jnpropriation syzbol
and Yitle are to be ¢learly stated on exch voucher, and
the mezsrandun copies. :

Processing vouchers.

(a) In the Public Survey Office ezch voucher is examined as to:
1. Authority for snd the propriety of the claim,

2. Accuracy of the statement of account and com=
pleteness of the voucher,

(b) Errors in extension of itemized accounts, or in addition,
vill be noted znd deducted in pencil from the totsl, if
over the amount claimed on ths voucher. XZrrors, if under,
will be noted, but not corrected (9 Cezpe Dece 251)e

(c) Items not authorized will be disallowed.

(d) Zuestionable items on travel cxpense vouchers should be
suspended from payment, and the employees allowed to re-
subziit the elaim, with proper explznation, on a subse-
quent voucher,

(e) The expenses represented by each voucher are charged to
"the appropriate group or rroject as part of the costs
of that work, or to miscellaneous expenditures, if
applicable.

(£) An itemized record of each voucher is made, bresking down
the costs into the several objective classifications re-
quired for purposes of estimates and reporis.

(g) The voucher is certified and approved by the authorized
certifying officer (usually the Keglonal Cadastral kne-
gineer) after notation of 211 differences, disallowances,
and suspensions, and scheduled for payment in accordance
with Supervisor!s Uffice general eccounting instructions
of Kovcaber 9, 1945,

[l
»
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3,08 Fgeport of (blisations.

3.09

3.10

(a) Lonthly estimate of oblirations, prenared by the Rerional
Cadastral Mgineers and sudrdtted to the Supervisor of
Surveys not later than the 23th of the month, will choyw
for czch allotmznt of the surveying zppropriation and
reimburszble fund:

le Adjustment of previous monthte estimates
(based upon cxpenaitures).

2. Adjusted totsl to end of previcus monthe
3. Estimates for current month,
L. Estimated total to end of current month,
This report is brcken down into ebjective classifications
(s2laries, wages, travel expense, ete) as indicated on the

repcr‘b, Form ColleSe 60

Actunl and Tstimated Chligmtions.

(2) The quarterly analysis of obligations prepared by the Rezional
Cadastral ingincer is submitted to the Supervisor of turveys
within 20 days after the close of each quarter of the fiscal
yeare )

(b) The report calls for an anzlysis of funds allotted to ezch State,
broken down into classes of expenses. This classifiecation dif-
fers from that called for in the monthly estimate of obligntions;
the detall of expenditures as recorded from the approved vouchers
furnishes actual end accurate information for past cuarters.

(o) The snelysis is for quarterly periods, based upon ectual obli-
gatlions for the cuzriers preceding, and estimates for the re=
-porting date and following quarters, with total for the fiscal
Year. . The quarterly estinotes are revisecd as complete data be-
come availsble at the glose of each quarter,

Purchasine snd procurcment,.

(a) The Rezional Cadastral Engineers are authorized to purchase such
supplies and minor eguipment, including tents, as erc needed for
the operation of the field parties in their respective districts.

(b) surveying equipment (consisting of trensits, levels, solar com-
passes, level rods, tapes, pine, scribes, dies, clinousters,cto)
and automotive ejuipment, are procured by memorandum rojuie
sition to the Supervisor of Surveys. Neuisitions for station-
ery and office supplies arc subzitted to the Supervisor of
Surveys on. Form DI-1 in guadruplicate.
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3.1

(¢) Gasoline is procursd wnder current Tre:sury Deportaent (Tps)
catracte; oll, urder ilnvy cedartment conbracts for larger
cuzrntities, or Troasury Lopertment contracts for service
station deliveries. p

(d) Ti-2s 2n3 tubes are procurei by the Re-ional Cadastral
Ensineers under Treasury Lepartzsnt (Wus) contracts.

(e) iuthority is delerated to the chiefs of f£leld perties to
purchase comsumable supniics and minor unnumbered equip-
ment reuired in the c niduch of the surveys, in exmergencies,
or vhea irmrocticable to sceure then through the Regional
Cadastrzl mgzinesr (See Sece 3418 d 3)e

Contricts ~nd onen market rurch-oses,

(8) Purchases within the 1iaiis of subhority of the exployee may
be made in the open morket without coniract when the amount
involvad in any one transzciion does nct exceed (100, under
anthority of U.S«C. Title 5, Chap. B, “sc. 496. This does
not relieve the necessity of procurement under contract if
the items are covered by zpplicable cutctanding contracts.

(b) For purchases exceeding /100, and for continuing service.

involving a scries of poyuents over a perlod of time re-
gerdless of arount, contracts are rejuired. Stondard Form
33 is eppliceble for the contrzcts necessary for cperabions
of the Cadastral Tginsering Service, cicept contract fer
telephone service, in which case Standard Form 4O is used.

(¢) Contracts ere based upon zdvertising, usually by invitations
for bids sent to two or more dealers :nd by notices pocted
in st leest two public plzces (Sec. 2709, Revised Statutes).
The lovest bid for articlecs or services conforming to the
"terms and specifications must be accepied.

(d) stipulations in addition to the conditicns printed on the
back of Stondard Form 33 mst be included in each invitation
for bids, end ccntracts executed thereunder, covering the
follewing subjectst

Compliance with the 8-hour lav.
¥o priscn lsbor to be employed on the work involvede.
Anti-racial and religious diserimimation clause.

> h

Compliance with Ixecutive Order No. 9301, dated
Februzry 9, 1943.
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{e) The originel end two carbon coples of the aceepted contract are
%0 b2 transmitted to the Supervisor of Surveys, accomianded by
Statement end Cerbificate of Award, Standard Form 1lZ0,
properly exscutsd. Rejected bids wnd one copy of zccopted bid
i1l be retained in the iiles of the Fublic Survey Ciflce.

3012 Rondg.

(a) futhorized Cortifvire Officers. Lach Regional Cacastral npgineer,
or ciher desigfasued cmicyeey authorized to certify to wouchers
in the cepacity of futhorized Certifying Officer, is re.uircd
to file a bond in the sum of {5,030, (Refer to Goneral Land
Office Lenual, Part 3, poges 30715-25, Sece 342, aud Part 24,
pages 36715=75, Sccse 2hel and 2he2).

!

(b) Descivers of piblic moneys. Each Office Cadestrel Ingineer; or
otnor crployee uzsisiated to receive znd receipt for moncys
tendered for copics of records and ceposits for survers, is
repired to file 2 bond in the cum of 5,000. (Refer to
General land Oifice !anual, Part 24—3onds, page 36715=75,
Secss 2he) and 24.2)s

3.13 Deposits for copies of records.

(&) Forms of remittances for copies of records that may be accepted
to include cash, currency, certified checks, postal money
orders, and uncertified checks and bark crafts that muy be
cashed without cost to the Government. Remittances should be
made payable to the Treasurer of the United States.

3.14 neceints for moneys.

(a) 0Office Cadastral Engineers must issus official receipts on Form
4-129 for all moneys collected by them. Receipts should be
.4ssued ot the tinme of payment, but in no case will Oflice
Cadastral Engineers have in tneir possession any official moneys
for which receipts have not been issued and signed at the close
of business. Receipts are to be.issued in duplicate, in rumcri-
cal order; both the original and memorandum copy, rora 4=12%a,
being signed. The original receipts are to be delivered or
mailed to the psyors, and the memorandum copies, arranged in
consecutive numerical order with the lowest mumbered receint on
top, transmitted to the liezional headcuarters office with the
accounts for the month during which issued, either on the last
business day of the month or the first business day of the
following month., Heceipts will show the date and place of
issue, name-and aadress of payor, amount, and purpose fer
which deposit is made. SCee General iccounting Instructions
of Supervisor of Surveys of Hovember 9, 1945, Sec. IX,

Schedule of Collections, Form 104k ‘
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(b) Receipte that hava boen enolled, mutiloted, or in which o nisteke
has been pmade in the aroont, should be marked Y“eancelled" acrocs
the face and a proper receizt issued. Czneelled reccizts will
be entered In numoricil crder on the sbstract of moneys celicoted
end both oriepinzgls cnd mewmciantum copics will be forwarded with
tho rcburns and acccuntse

Q

(c) tach Public Survey Cffice will mamt,.;n a cash book in vhich all
dota portzining to the lssuance of a2 receipt will be entered in
parailcl colums, showing doite of reesint, serial nunber, amount
ereiVLJ, neze and address of payor, purpoese for which ciepo..,it.
is made, amount earned, nume of employee performing work, and
date ca which devocit is carnedo

3.15 Telephone. nctered service, stiins, ebce Sce General Iand Office
wanusl, 18Xt 3 ccoauts, p ges 3071l5~-28 and 29, Secs. 3.21,
3.22 a-xld 3.?3.

3,16 Government Pil) of lading,

(a) The follewing are the Standard Form numbers and titles of the
various documents for use covering the shipment, transportztion,
and delivery of Governmeniy properbty by transporvation companies:

Standard:
Form 0.1 Title

$
1103
1104
1105
1106
1103a
1107
1108

¢ U, S, Covernment Bill of Lading - oripginal
t U. S. Government 3ill of Loding = shipping order
s U. S, Governmsnt freight lLiaybill - orliginal
8 Us S. Government Freight Vaypill - carrier's copy
2 Us S. Government 5ill of Lading -~ memorandum
3 Temporary Receipt in lieu of U.S. Government Bill of Ladis
t Certificate in Lien of Lost U. S.-Government Bill of
t Lading - original
1108a ¢ Certificate in Lieu of ‘Lost U. S. Government Bill of
) t Lading - memorandum
1109 ¢ U. S. Government Bill of Lading - original, contimuation
t shest
t U. S. Government Bill of lading - shipping order,
g continuation cheet
¢ U.-S. Government Freight \igybill - original,
2 continuation sheet
$ U. S. Government, Freicht Waybill - carrier's copy,
¢t continuation cheet
¢t Us S. Government Bill of Leding - memorandum,
¢ contiruation shest

1109%9a



(b) The shove listed forms vill be used in connection with all
shipments of Government properuvy br f{reiqat, eupress, or
2ir, and in no case 1ill prepayzent be demanded nor vill
paynent be demented of or made by the Consignes.

(¢) Stondard Forms 1103, 1104, 1105, 11006, and 1103a will be
prepzrad for each shipment, the issuing officer vill sim
the “"Cortiflcate of Iscainz Officer' resardless of whethor
the bill of ladin~z is to be used by a countractor as shizvers
Carbon imoression sirnatures on the shiinping order and cthor
forms are scecosteble. Upon delivery of the property to the
carrier for shipment, the orieinazl bill of 1ading should be
recoipted by the acent of the initisl carrler and immediately
forvarded by the shippcr to the consigee.

(d) Disnosition of foros. The chipoing order, Form 1104, the
freigat weyoill, original, rorm 1105, znd the freight vay-
bill, carricr's copys Form 1104, will be surrendered to the
agent of the initial carrier at the time the shipoent is ac-
cepted and the bill of lading is receioted by its agent,

The mamorandum bill of lading Form 1103a; will be prepared
in sufficicnt quantity to provide a copy for the issuing
office, a copy for the Iiegional Cadastral Ingineer, and two
copies for the Supervisor of Surveyse

(8) Commercial Bill of Iading. Every precaution should be taken
to guard egainst the saipment of Government property on a
comaerciasl bill of lading, since payaent to the carrier of
the transportation charges will not be made by the Govern—
ment on surh bill of lading alone. If Governnent property
unavoidably moves on a commercial bill of lading, the con—
signee must obtain from the proper (overnment official vho
authorized such payment & Government billi of lading,
Standard Foram 1193, signed by seid official as issuing
officer and attach thereto the comzercial bill of lading,
both indorsed by notations to refer to each other, and the
consignee's certificate of deldivery should be properly exe-
cuted on the Covernrent bill of lading. The signature of
the agent of the initial carrier will net be raquired as
such will appear on the commercial bill of ladingas

(£) Tcmporary receint., The use of Temporary iieceipt in Lieu of
U. S. Govornment Bill of Lading, Standard Form 1107, should
be restricted to instances when the receipt of the original
bill of lading is delayed and vhere irmediate delivery of
the shipment is immerative. Under no circumstances will
transportation charges be paid on a tcaporary receipts hence,
the person responsible for issuing the temporary receipt
should promptly replace such temporary receipt with the
original bill of .lating or the certificate in llsu of lost
bill of lading.




(g) Lozt 2111 ef Iadirs. In the evenb an criginal bill of lading
Ccoipiot Be iccuvcd oftor éilimend effori, end ¥ is ovidud
4that it hazs becn lost or decircyed, the Certifieste in Fisu
of Lozt U, S. Covernmont Bill of Lzdins -nd mexorandun thore=
for, “tandard Terzs 1303 sna 110%3, witl be promotly icsued
by the issuing orficcr ang the crigin:l fommarded to the
consircnee. The memorcndum will be rctcined by the isscuing
offiver.

(h) Control. A record of the printed bills of lading will be moin-
tzined at all times in exch Public Survey Office showing the
date of issuznce, purposse, nwme of c:rricr, consignee, con=

signor, and serizl muer of zll bills of lading used.

(1) Prenaration of Bills of I-dine. In prepering bills of lading
the bluns space ncaded "Chzrges to be billed to' will be
£illed in by inscrting "Denartment of the Interior, Ceneral
Land Office," the blank space hcaded "“/poropriation chzrgea=
ble" will be filled in by inserting "Survoying public lsnds,®
followed by the year of the then currcnt fiscal year, end the
blank space headed "Issuing office" will be filled in by in-
gerting "Public Survey Office," followed by the nzme of the
city ~nd State in which loczated.

(3) The blank spcce occurring in the line "Pick-up service at
origin by the Government or its agent" mist be
filled in on alil Governoent bills of lading by inserting
fwag" or "was not" as approprizte, znd rust be initialed by
the person having knouledge of the facts, snd eimilarly the
blanks in the consignee's certificate of delivery must be

- completed before signature by the consignes.

3.17 Transportation rojuests. Covernment Request for Transportation,
Stancard rorm 1070, shoulc bo used to obtain ell official
transportation on railroxds, including sleeping car accomo-
dations, air lines, steauboats, -street cars, busses, and
other means of conveyance where the amount involved is {1
or more, but should not be issued to companies other than
transportation lines cormonly recognized as sach. Round
trip tickets will be obtained in all cases where it is
knovn the journey will be commleted within the time 1limit,
Reservations will be mode in advance of travel and cancel-
letione effected immediately upon postponement, abandonment,
or change of travel schedule. Transportation reguests will
be issued, used; prepared, etc., in accordance with the
applicable paragraphs of the Standardized Government Travel
Repgulations,
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3.18 Property Accounting,

L.

2.

(8) A¢zinicirabion. Publle T

e -

Tral  ancineuring Cervic
the preperty sysben po
etbached te Deporhmentil

(b) fcoontrble Officcrs.
Gooi 2eLed whe .coountti
his istricte. 48 [cCoun
public property in use ¢
Service within his disbr
care ond safe=icening cf
the mzintenance of eccur.

(c) Eesnonsible Tinlovess.
hiold responsiple iinpanci:
the Govermment for any ¢
relieved of liabillty ti:

(d) Kinds of Proporty. For oo
wncer viree gensral clat.
Fouipment, end Supplies -

FIYED FROPERTY: That vhich is -

gtationary, such as resl est
jncluding all permanent attos

service hzs no fixed propercy

for property of this clasgii:

EUIPYT: Cquipment is moveb:
lose its identity or beco2s
vhen placed in use. The ite
4n Order lios 1615 have been ¢
additional emipment itens o

numbered in series by the Sul.
To permanently mar..

district was essigned seriall
vhose first figure was the ¢

lo. 5 was assigned numbers i

ngsglo" should be placed on €
of transits and other precis.
facturerts serizl number, il
practicable, my be omitted,
article of equipmeitte

Due to the reorgr’
districts to regions, the fo.
regions as designateds

. Rogs
Kos. 1000 to 1993 inel., .
1 Y T\

Nos. 2000 to 2999, incl., .

‘;-4

Nos. 4000 to 4999, incl.,

b
Nos. 6000 to 6999, incl.

N

- $n usez end acouired by the Calus-
ve edainistered in cciplisnce \ith
. by preoaerty acecounting ro-ulaiions

- Loe 1615, dated October lo, 19ile

“onnl Codzstrel Dmgineer: has been
_jecr for 21l public property viithin
officer, he is cherged with 211
uired by the Cadasbrel _ncinecring
nd is prlimarily responsible Iecr the
-roperty under his control cnd fer
ad complebe records {hereof,

;es using public property will be
.nd will be required to reizburse
& or less of property unless
preper procedurss

.ing purposesy property is grouped
£n tionsy nomely, Tixed Property,
-terialse

:nent in nature and rerzins
saildings, end structures,

vs. The Ccdastral zngineering
-wpresent, «nd hence no records
e

smplete in itself, and does not
,egral. part of other property
eauipment of the clzgses listed
ed property numbers, and as
aired, they vill likevise be
sor of Surveyse
ipment for identification, each
s one thousznd 4=figure nuobers
~t pumbcr. [or example, District
» 5999, inclusive. Tne letters,
rticle of ctuipment. In the case
-uipment vhich already bear a mami=
1al offixing of numbers, if im-
serial numbers are assigned each

-n on Jenuary 1, 1946, from
1g numbers are now assigned to

2., I )

5999, incl., and 9000 to 9999, incl
0 II

J to 3999, incl.

Oe III

3 to 5,99, incle

0o IV

-




Ferien 1'o. ¥

Hose 7020 to 1299, Incle.

tn inventory of e-uinmeat is meintained in each region,
end a general ledger control account of 211 eruipment of tie
Czdastral .n7ineering Service is maintained in the offlicc of
The Supervisor of Surveys.

3, SUPPLIZS AND INEIRIALS: Supplies end laterials are supplics
ectually consumed in cperation and maintcnonce, such es
gtationery, fuel, lubricznis, oils, and gosoline. Supplies
end interinls include also for accounting purposes ninor
ecuipment that is frecuently vorn ocut ziter a comparatively
ghort period of service, such as axes, picks, shovels,
harmers, m:chetes, alarm clocks, sheet metal heating stoves,
cemp chzirs, and taebles, cooking ubensils, dishes, lanterns,
dutch ovens; tent pins, cznteens, chzaining pins, filing
baskets, pencil sharpeners, canvas Covers, feed and water
bags, boxes, barrels, kegs, znd range poles, except
secctional steel. :

Beczuse of the very smell amount of stock carried, no
bin cards or control account for Supplies and Haterinls are
necessary, but each regicnal stccounteble Officer is required
to maintzin the records necessary to insure the proper use
of and to fix reesponsibility for articles of minor eculpment
issued to employees.

(e) Forms. The following forms are prescribed for property

" accountings
DI-100 Ecuipment Card Record 3" x 5 (formerly I-200)
DI-102 Receiving Report gn x 105" (formerly I-202)
DI-103 Report of Survey 8" x 105" (formerly I-8J3)
DI-10L Transfer of Property 8" x 105" (formerly I-50L)
DI-105. Reccist for Property §n x 8 (formerly I-€35)
DI~106 Inventory of Property 8" x 103" (formerly I-S05)

DI-106a Inventory of Property, cont. sheeb (formerly I-806a)

(£) card reccrd.. For each article of numbered ecuipment accuired,
there is prepared by the fupervisor of Surveys the Ecuipzent
Card Record (Form DI-100) in cuadruplicate. The white, buff,
and blue coples are forwarded to the Regional Cadastral In-
gineer for use in location, alphabetical, and numerical files,
respectively. The yellow copy it retained in the Office of
the Supervisor of Surveys.

(g) Receiving Report. A Recelving Report (Form DI-102) in duplicate,
is prepured oy the Supervisor of Surveys for newly ac-uired,
numbered scuipment essigned to a Regional Cadastral ingineer
at the time of accuisiti.n, cnd is forwarded to the lztter for
signature covering the certificate of inspection :nd receipte

One copy of the leceiving Keport is returned to the Supervisor
of Surveys for recording.

-




(h) In order to mintain accurate property records, a Recelnd
for Presorty on lom DI=105 vill be cazecuted when nunbuored
e~uinzaqt is assisned to a chdef of fiold party; end tue
cherpa crzinst the individual rolezsed vhen the.ejuipaat
is returncd.

(1) On transfer of e~uirment between regions, a Transfer of
Property on Form II=10)4 is exccuted, si-zncd by the tvo
Accountazble Officers involved, :nd transuitied to the
Supervicor of furveys for recording ~nd rcturn. The
serial rumber oripinally acsimed, and the veluation, will
remain unchanged as long as the article znpears on the
records cof the Cadastrzl Xngineering Service.

(3) Boards of survey may be appointed by the ‘ccountable P operty
Officer, in accordance with the rsgulations, to pass upon
unsemceable or obsolcte items of e.uipment and to determine
14ability in case of lost, stolen, or cznzaged properiy. fThe
£indin~s of a Board of Survey cre subject to approval of the
Supervisor of Surveys, and do rot become final until &0 ep-
proved. (See Form DI-103). ixnloyecs directly responsible
for property being surveycd may not be appointed as members -
of the Board of Survey,.

(k) Inventory. An anmu=l inventory of esuipment ehall be sub-
mitted to the Supervisor of furveys =t the end of each
calendar year on Forms DI-106 and DI-106a, by which every
item of ejuipment charged to an Accountzble Officer shall
‘'be accounted for ond its condition reported.

(1) Mo item of emipment will be dropped from the district
inventory except by sction of a Board of Survey, properly
approved,

(m) Equipment will be transferred from one to another Region,-
or from a Pegion to the Supervisar of Surveys, only at
the reguest of, or advance approval by the Supervisor of
Surveys.
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PART fe=—==PLIR30NKLL
Clzssified Persomnel

4.01 Recerds. The following records relsting to cach classificd
erployee will bs maintsined in the rPublic Survey Office:

(a) Service Record:

1. Date of birth

2« Date of originnl appointmont

3¢ £11 chonges affocting szlery and status,
including datc of sepzration

(b) Activities record: Assignments.

(¢) Timz book, clerks and draftszen; Basis for computation
of office costs of nonmineral anhd mineral surveys.

(d) Time and Attendance Report, Stendard Form No. 1130.
(e) Efficiency rating:

d. Each classified employee will be rated armu=lly
as of larch 31 in sccord=znce with the efficiency
rating procedure prescribed by the Civil Service
Comnission Lfficlcncy Rating ianmal.

Temporary Fleld Assistants,

402 Lge Limit: The minlmmm z2ge 1imit for field assistants for the
duration of the war is 16 years, authorized by memorandum 1955402 "A®
dated iiay 8, 1943, from the Cormissioner of the General land Office
to the Supervisor of Surveys. .

4,03 Yages =nd Per Diem. The base wage of tempor ry field essistants em—
ployed in the States ranges from $75 to & maxdrmum of §115 monthly.
Promotions are made on an efficlency basis.

The authorized per diem allowance in lieu of subsistence to field
aesistants in the States is not to exceed {4.00, in camp and when
traveling. /s remuired by 1aw the per diem ellowance should be
fixed to cover as nearly as possible the actual cost of subsistence
within the maximm of $£4.00.

4,04 Hours of ''ork. The prescribed tour of duty for field parties of the
Cadastral .ngineering Service is the first 40 hours of service perform-
ed curing the week on not more than six of ary seven consecutive days,
Ionday throuzh Sunday. The normal tour is five days of eight hours
each from Monday shrouch Friday, Saturday and Sunday being non=work
days, and will be observed exceo% vhen nece-sary to depart froa that
tour in order to start operations or to accomplish a total of 40 hours

-
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of work weckly because of loss of ¢ime due to inclement weather or
other conditicns. To mrinitain the normal tour so far as possible;
ficld aesictonts should be essirmed L0 cemp dutles, or othcr thon

line dutices, caring periods wvien iruracticable to pursue line worke.
Public Federal holidays are non=work days, and vill be obscrvad as such.

Ls05 Rcoords -nd 1owowise  Th2 follo idng prosedure +ill be followed in
the eployucnt or temmorcry field esistants:

(a) Application (C.Z.S. Form 1) sho-ing nime, address, leg2l residence,
date 2nd plzce of birth, citizenshin, maritzl status, service in
armed forces, ard expericnce in swveying weric ill be coznleted by
each applicant end filed in the Public Survey Office.

(b) 1. Imployment nnd chenges in status of teumporary field assistante
vill be reported on Form DI=207.

2. Form DI-207 will be prepared in sextuplicate by the employing
officer (Regional Cadzstral Tngineer or Chief of Farty), znd
disiributed es follows: . )

One original (signed by employing officer) to
the employce.

One origin=l (signed by employing officer and
gworn to by emloyce), end two coples, to
the Supervisor of lurveys.

One copy to the Chief of Party.

One copy to the Public Survey Office.

3. Stondard terms, prescribed by Clvil Service Commlssion Form
No. 2322, which was transmitted tc ficld offices by General
Iand Cffice meaorandum of ipril 19, 1Gi4, should be used in
reporting the nature of action, Item Lo. 2 on Form DI=207.
Terms used in revorting sctions in field assistant exploy-
ment are as followsi -

Forn 2622

Exeepted appointment
Promotion -
Dexotion
Reassignment
Transfer
Transfer and Promotion
Transfer and DNemotion
Transfer and Reassimment
Pay Increase (Administrative)
Pey Decrease
Resignation
Termination .
Separttion.(lfilitary Service)
Separaticn (Inefficiency)
Separatisn (Disability)
Death™ -
Definitions of the terms will be found on the pages
of Form 2822 indicated above, b,
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Lo The effective date of an zction on Fora DI=-207 should not be
earlier than the bezinnins of the remular daily hours of
1l=bor. (In somc instances, the forms have shown thst an,
appointment wos effective abt midnight)e

5. ill eppointments of field zssistants are "excepted eppointments,”

6. Item lo. 10 on Form DI-207 should ctate "Under general mthority
of Civil Services Cozmission."

(¢) Fingerprint chart of each field assistant on form prescribed by the
- Federal Bureau of Investisation (liational Defense Finzerprint
Chart) i1l be forrarded to the Supervisor of Surveys promtly
after emvloyment, for every eroloyee who has not previously
furnished cne in connection with employrent in the Cadastral
Fngincering Service, regardless of the length of his service
(See Supervisor's mezorancdum of March 9 1944, for detailed
recuiressnts in use of Kational Dsfense Fingerprint Chart)e.

'(d) Ermployee's Withholding Zxemption Certificzte (Form V'=4) completed
¢nd signed by cach field essistent, will be transmitted to the
Regionzl Cadastral Ingineer with the first pz2y roll including
the employee's service. One copy will be filed in the Public
Survey Office, and one retained by the Chief of Party.

(e) A record of each field assistant will be maintained in the Public
Survey Office, showing address, date and plece of birth, name of
party chief, capacity in vhich employed and salary, date of
entrance on duty, end date termlnated.

(£) The record of leave of each field assistent will be maintained in
accordance with prescribed regulations.

(g) A1l chenges in temporary field assistant employment +dll be re-
ported weekly, by States, to the Supervisor of Surveys on Form
CeEeSe 7o : .

(h) A monthly report for each State will be submitted to the Super-
visor of Surveys not later than the third day of the following
month, showing the following datas

1. Number of assistants on the rolls at the first of the month.
2. Number of assistants who entered on duty during the month.
3, Number of essistants terminated cduring the month.

4. humber of assistants on the rolle at end of the month.

(1) At the end of each calendar year, the Regional Cadastral ngineer
will rete the services of each temporary field assistant employed
during the yeap, using the adjective ratings of "Excellent,"
nVery Good," "foody" WFair," or "Unsatisfactory." A rating of
"Unsatisfactory" is to be supported by a statment of the de~
ficicncies causing that rating. The report of ratings is to be
submitted to the Supervisor of Surveys.

-
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PiFT 5=l .VEZ OF ABSTHCE

Admdnistration end lecords

!ﬂlthori‘fr 2 °

(a) The Unitcd States Civil Service Cemmission, by Departmental
Circulzr ifo. 504 dated Octeher 20, 1944, pursusnt to "Section
5.1, Ixeeutive Order 9414, omulations Bgleting to fnmuel and
Sick Leave of Government ;};_:zloyees,“ preseribed standard forms
znd rmethods, effective January 1, 1945, for maintaining lecave
accounts under cne of two plans or & cccobination of the two
plans for all exployces covered by thc annual end Sick Leave
laws and regulztions.

(b) The Cormissioner of the General Land Office, by merorandum
1721035 uA" dated liovember 6, 1944, aincunced the adoption of
"plan A = A degentralized leave record system" for zll field
offices of the General Lend O{ficc, plaving responsidbility for
genersl adainistration of the leave resulations and for meinte-
nance of leave records at the operating level, and delegating
suthority to the heads of ficld offices to approve 2ll routine
leave and to approve non-routine leave except leave without pzy.

(c) By Supervisor of Surveys! mcmorandum dated December 12, 19LL,
the Listrict Cadastral Ingineer is charged with the adm_nis
tration of leave und the m.intenance of z1l1 records of leave,
and is authorized to approve all leave (except leave without
pay) of employees within his district.

(d) T‘ne United States Civil Service Ccmmission by Departmental Circu-
lar Ho. 504, Supplement No. 4; dated Decexmber 13, 1945, cdvised,
in accordance with the cpinion of the Comptroller General, that
under the Federal FErmloyees Pay Lot of 1945 and the installation
of the simplified payroil plzn, the leave forms and methods, ex—
cept for Stendard Form lioe 71, Application for leave, are a part
of the payroll sccounting system =nd will come under the juris-
diction of the General iccounting Office, and that future regu-
lations with regard to such form and methods will be issued by
that office.. )

(e) The Comntroller General of the United States by General Regu-
lations No. 102-Rev., dated December 7, 1945, prescribed
Standard Form loe 1130 Time and Attendance Report; to be es=
tablished each pay period for each per anmum employee, to be
administretively maintained by design-ted employees having
supervision over duty attendance.

(£) By Supervisor ¢f Surveys memorandum dated February 1, 196,
Standard Form ko. 1120 1s put into use in the Cadastral Ingi-
neering Service beginning with the pay peried February 10-23,
replacing the :tandard forms for time end attendance and yearly
leave record prescribed by Departmental Circular No. 50L,dated
October 20, 191‘10. ( gt abm). . -
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5,02 leave ‘nmlication. leave /ipplicstion, Stendard Form 71, will be
uced i cupdying fer all non-roubine leave; such as gnnual lczve
in cxcess oi 12 days exclucive of travel timc, sick leavs in ex=
cess of thres days, ail lozve vithout pzy, court leave, military
leave, =nd for sick leave for the purpose of obtaining a medical,
dental, or cpticel exnminctien or treatmunt, end will be used by
fleld exvloyces eng-ged on ficld vork vho ére not loevated suf-
ficiently noar to anoly for leave in percon, for all leave, in-
cluding routine and non-routire annual lcuve, Standard Form 71
will nct b2 used in applyine for short periods of annual and sick
leave, cxcept as stated above or in unusual circumstinces.

5.03 Requests for lecve.

(3) then a classified emmloyee wishes to take annual leavs: he will
ask his immedizte siperior for permissicn, or if absent on
sick leave vill notify the Public Survey Office as early as
practicable on the first day of such sbsence, or 2s coon
thereafter s possible. If granted, tre period of absence will
be ertered on the Time end 7itendance [ cporty Standard Form lo.
1170, in the appropriate colunn, by thc time eleri, and upon
return to duty the employce will initizl the absence in the
space provided -nd in the event of abscrice covering ‘several
days ke will initial after the last date ecbsent. lowever, if
leave is apolied for on Stendard Ferm Lo. 71, the time clerk
will enter "SF 71" after the periocd of sbsence, in lieu of
the erployee's initials. ' here gick leave extends into a
subsesuent reporting period, the certirfication shall be
made on SF 71 upon return to duty.

(b) Applicctions for leave without pay, on Stondard Form 71, ac-
compznicd by re-uest from the employce giving rescon therefor,.
will be forwarded to the Supervisor of furveys for submission
to the Comaissicner for asnvance acproval. If granted, the
absence will be entered on tie Time ana .ttendance Report es
in the case of anmal and sick leave. The Regional Cadastral
Engineer vill inform the Superviscr of Surveys of the date of
ezployee's return to duty after leave without paye

5,0, Time and /ttcndance Remort. Time and Attendance Reports provide a
complete and unitorm record of duty attendince and ebsence from
duty of =11 employces in each pay period. Thic record will be
made in the Public Survey Offices for all classified employees
and by chiefs of field parties for field zszistamts, «nd will be
the basis for the preparation of the pay roils and pay roll sudite.
The Time and Attendance Heports will be certified correct by the
Office Cadastral _ngineer for the classificd employees in his O zte
and by the Chief of Party for the field assistants, at the close of
each pay period znd forwarded promptly to the Regional Cadastral
Ingineer and the-duplicate retazined as & record by the Oifice
Cadastral ingineer or Chief of Party, as anpropri:te.

T
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5605 ! umwesun pomments.  The et of Conrress epproved December 21,
Lihh, luslic Lo 525, 72Zth Cenrress, 24 Ccssion, provides
that whenever ey civilion ofificer or exployee is separated
from the scrvice, or eiccts to be paid cozpznsation for leave
upon his entranze into the arnmed forces or the merchant
parine, he shall be paid cozpensation in a lurp sum for all
accurulated end current accrued ennual leave to vhich he is
entitled.

i1lso, upon the death of a civilisn officer or employee,
compensation for all of his accuwmulated and current accrued
annual or vacation leave in a lup sum shall be peld to his
desirnated beneficiary, if -ny, lawfully cdesienated by the
erployee under the retircuent act applicable to his services
or if there be no such design ted benel.ucia.ry, to the estate
of the deceased exmployee.

Instructions concerning lump=sum payment to Government
employees for anmual lecave upon ceparaticn from the service
ere contained in P. S. & li, Memorandum No. 137, dated fpril
Ly 1545,

5.06 laws, Remulations, snd Instructions. Besic laws providing for
annual znd sicik leave, and regulavions aund instructions govern=
ing the administering of leaves of absence are contained in
pamphlets entitled "Revision of Anmual and Sick Leave Laws
end Regulaticns for Government Emsloyces (Revised effective
Janunry 1, 1945," and "Guide for Supervisors in Administering
Leave," issued by U. S. Civil Service Comzmission and airrent
with Comptroller General's Decisions as of November 30, 194k4.
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ART 6——iISCELLAEOUS REPORTS

6.01 The follewing miscellansous reports sre re.uired to be submitted
by the Leglonal Cadastral Inginsers to the Supsrvisor of Surveys:

(2) Report by each Public Survey Office of number of pieces of
m=il tranamitted froe of postape to be subnmitted at the close
" of each cuarter ending larch 31, June 30, September 30, znd
Deceaber 31.

(b} Automotive ejuinment rcporty to be submitted monthly on Form
CoE.S. 5, not l:ter than tho 1l5th of thc followdng month.

(c) Report of purcheses, consisting of copies of 2ll purchase
orders cr purchase vouchersi to be submitted monthly to
reach the Office of the Supervisor of Surveys by the 3d
of the following month,

(d) Semi-znnual report of lictor Fuecls Tax Ixemption Certificates
znd Recelpts and Identifienticn Cards on hand; to be sub-
mitted at the end of the first and third quarters of the
fiscal year, September 30 and March 31.

(e) Anrmual estimates of gasoline and oil reruired for operation of
zubonotive equipment, as & basis for conirzcts for service
station and bulk deliveries; submitted upon receipt of rejuest
and forms from the Supervisor of Surveys.

(£) Weekly Service Report, Form 4=-489, of Regional Cadastral En-
gineers, Cadastral ngineers, znd field Ingineering Aides,
embracing the daily report of services performed and
including the reporting of the euployment, transfer, sepa-
ration and other changes in pay status ¢ temporary field
assistunts; to be subaitted, through regulsr channels, to
the Supervisor of Surveys promptly aftfer the close of each
week, : -

(g) Report of engineers in the field, group rumber, miles sur-

) veyed and resurveyed, total cost, average cost per mile,
and cost of surveys on ncn-inileage btasisjy to be submitted
to reach the Suvervisor of Surveys not later than the Dth
of tho following month.

/ ;
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(h) Report by letter on Iebruary 15, iay 15, fuzust 15, and
Liovember 15, for the follcwing cuarters berinning Lprid
1, July 1, October 1, and Jenuzry 1, for cach State,
proposed field program for the cuarter, chowing for each
month the followings

Group number

Towmship

vhether sarvey, resurvey, or investigation
Purpose

4pplicant

Kumber of field engineers

Fuzber of field assistants

(i) Report of proposed field progrem for the ncxt fiscal year,
furnished Supervisor of Surveys upon rezueste

(3) Data for anrmal report, furnished immediately after close
of the fisecal year upoan receipt of request from the

Supervisor of curveys.

(k) Data for enmusl estimates of eppropriations, furnished the
Supervisor of Surveys upon recuest, usuelly in May, for
second fiscal year following close of the current year.



PART 7=—-FUBLIC LECORDS

7.01 Information &nd Use.

(a) The Public Survey Office mz2intains for governmental use and
public reference the plats wnd field note records of zll ac—
cepted ronemincral surveys and aporoved mincral surveys
within thz Ctate. These records iform the bosic descrintion
of patentcd lands. In effect, ©ll lznd in the Itate is
anchored to end fixed in place by the cadastral survey net.

(b) It is the duty of the Public Survey Office to satisfy to the
fullest extent and with syrpathetic understending the need
of the gencral public «nd Governnsntal agencies in con-
ncetion with the inspection and interpretation of the records.

(c) vhen ade:uate inform tion is not availszble, the inquiry should
be referred to superior authority through oificiel channelse

() The records of unaccepted non-mineral surveys and unapproved
mineral surveys, znd reports of field investigations prior
to fin=l sction, are not open to public inspectione,

7.02 Copies of records,

(2) The public will be given every reasonzble opportunity to copy
official survey records in the Public Survey Office.

(b) Extra plat copies on hand will be furnished to applicants at
the price ctated in 43 CFR, CU.. SUPP. 240.L. The Public
Survey Office also is permitted to prepare for sale copies
of plats, field notes, and other records at actual cost,
(43 CFR 240.8). However, preparation by employees of such
copies vill be during office hours. only and mist not be
allowed to interfere with more essential regular business
of the office. Then the Public Survey Oifice receives an
urgent rezuest for copies of records end is unable %o pre-
paere them by reason of lack of facilities, equipment, or
personnel, an employee of the office may take the original
documents to a cormercial concern for copying. In such
instances the applicant will be rejguired to make all nec-
essary arrangements with the commercial establishment,
including psyment, end also to pay the Public Survey Office
the actual cost of the employeets time given to the handling
and transportation of the reccrds. then the need is not
immediate, the applicant chould be informed that copies of
records can be obtained at less cost from the Commissioner.
For extent and.€ost of 'such services see 43 CFR, CUM. SUPP.
240ulye ’ .

t
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(¢) For certifying 2 copy and effixing thereto the seal of ths
certifyinz officer, the Public Survey Cfiice is authorigzed

to charge 25 centse

(d8) Procedure for hzndling the receipt of moneys from sale of
copies of rceords is given in Sece 3.1, ..ccounts, hercin.

(e) in Office Cadastral ‘ngincer or other ewployee designated as
a rcceiver of public moneye mst be bonaed (See 3.12 b, herein).

(f) After the acceptznce of a nonenineral curvey and in accordance
with the follewin~ schedule, the Comrdssioner now furnishes
direct from lashington, L. Cep photolithographic cepies of
the plzt to the appreprinte Federal ascncy known to exercise

administrative control of the lznds therein: Teo to the

Grazing Service; four to the Torest Service, or six if two
nationsl forests are involved; and three each to the Geo-

logical Survey, Office of Indian rffairs, National Park

Service, and other agencicse

(g) Then extra coples ere available, the Public Survey Qffice also
may furnish copies of plats to a Federal agency without coste

(h) laps of the United States and of the various public :land States
and Territories issued by the General Land office gre aveila-
ble upon application and re-uisite pay:zent to the Superintend-
end of Docunents, Governmeni Printing 0ffice, Viashingion, D. Ce,

as set forth in 43 CFR 240.

7.03 Testimony of amloyees end Use of Books, Fecords and Filecs

JUDICL.L ano ¢ cministrative Proceedings.

(a) The designated employee in charge of the public survey office
records which are open to inspection by the Public lis per-
mitted to furnish certified copies thereof, voluntzrily or

in respon=e to process, for use in court proceedings.

If the

propriety of furnishing certified conies is doubtful in any
particular case, the matter should be referred thrqugh official
channels to the Commissioner for determinetion. Permission to
testify must be secured in each instance from the Comzissioner
and the rejuest z2lso should be directed through oificial
channels. Full instructions concerning these n=tters are
found in Departmental Order lio. 1918, écted Februarly 8, 194k,
end General Land Office memoranda 188535) "A" and 1835351 "L"

dated Pebruary 23 eand March 21, 194k, respectivelye |
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