Noe

2 Reve
Iy Reve
4 Rev.
=2
L-3

L Rev.
1l

15

16 Rev.
21

26

28-1
30
30-1
30-2
30-3
32

Supe. 1

ARC MEMORANDA

Subject
Road Standards
1] n

Equipment Rental List

n n n

n n n

n n n

n n n
Instructions to Survey Parties on Pioneer Location
Reconstruction Location Surveys
Construction Engineering Surveys
Warning Signs

Signs and Colors for Depots, Camps, Buildings,
Bridges, Equipment, and Road Accessories

Modification for mile posts

Asphalt Paving for Individuals, Municipalities, etc.

" n n " it
n n ] ] n

Training of sSubordinates

Certificate of Employee = pual Compensation

Involuntary Separation of Classified Employees for
Cause

Field Engineering
Submission of Compensation Commission Forms

Injury Reports
anow Removal

55951
1/1/k9
12/3/52
L/26/55
L/29/55
L/16/56
L/16/56
L/217/56
L/21/l9
L/21/k9
1/6/50
5/L/L9

9/8/52
L/7/53
6/28/1i9
6/6/50
11/15/50
L/17/51
8/10/u9

8/25/)9

8/25/19
8/26/19
9/23/h9
5/18/53
10/l/L9



w6
50
51

61 Reve
68

78

83

8L
81

85

86

88

90
A
93
93-1
102

102-1

102-2

103 Rev,
109

110

112 2nd Rev.
113

11k

Subject

Central Sign Shop

Accrual of leave while on compensation due to injury

Field Investigation of Accldents——Examinations by
private physicians

BEmergency Field Prilnting

Paper Requiremsnts for Highway Design
Degignatlion for Acquisition of Rights~of-way
sctivities of Employees Outside Duty Hours
Printing and Binding Regulations

Printed or Reproduced Material

Erection of Speed Comtrol Signs

Polioy regarding abandomment of roads

Relations with the Dept, of Int, and Qther Agencies
of the Govt. concerned with Finance Matters

Responsibility for Road Signs
Statement of Policy Regarding Lists of Employees
Situation Reports

Tetlin Junction-Fagle Road (LO mi. rd.) Routs 331,
Designated “Taylor Highway"

Denali Highwsy

Copper River Highwsy

Retlirement Deductions

Correspondence = Style Handbook

Assigmment of Message Precedence for Govt, Wires
Travel Time - Anmual & Sick Leave Act

Procedures & Persommel Actions under Whitten Amend.

Personnel - Record Cards

Date
10/17/L49
10/28/k9

10/28/19
9/29/52
3/13/50
6/19/50
8/18/50
8/24/50
W/11/51
8/29/50
8/30/50

1/7/50
12/1/50
12/6/50
1/19/51
2/9/51

8/8/51
3/21/53
3/21/53
3/1/52
1/18/52
2/14/52
W/ l/ss
3/6/52
3/5/52



No.
115
115-1
115-2
115 Rev.
116
116-1
116-2
116-3
116-4
116~5
116-6
116-7
116-8
116-9
118

318 Sup. 1
121

122

123

123-1
123-2

125

125~1
126 Reve

Subject

Personnel Appointments - Documents Required

L] " ] 1

] n " n
Personnel - Appt. Documents & Office Records
Organization Changes in the ARC

t " non n
] ] non "
" 1 " on (]
L ] non n
" ] n ]
L % o n
n n "o |
L n nown "
n " ton ]

Persomel - Procedure for Regquesting and Processing

personnel transactions
" " n n n "
Withholding Tax on Employeces
Teatimony of Employees
Preparation of Official Telegrams
n f " n

Wording of Telegrams

Records & Procedures -~ Retention Preference in
Reductlons in Force

n L n ) n

Index to ARC Orders and Memorands Office Orders
and Memoranda

Date
3/20/52
5/16/52
6/25/52
6/30/54
3/17/52
1/19/55
3/25/55
L/18/55
5/18/55
6/10/55
7/20/55
8/¢li/55
10/11/55
3/22/56

3 /25/52
6/26/53
5/8/52
5/1/52
5/13/52
L/19/53
5/L/55

7/3/52
9/3/52

10/29/53



129

Noe
127

129

129 Sup. 1
129 Supe. 2
129 Sup. 3
129 Supe L
129 Supe 5
129 Sup, 6
129 Sup. 7
129 Sup. 8
129 Sup. 9
129 Sup. 10
129 Supe. 11
129 Sup. 12
129 Sup. 13
129 Syp. }ng
130

130 Reve
131 Rev.
132

133 Reve.
13k Rev.
134 Revo
13L Reve Sup.l

13k Reve Supe 2
13h Rev. Supo 3

135

Subject

Withholding compensation from employees
Indirect Cost Distribution

L n n
n L f
1 ] "
it n ]
* it n
n L] L]
] fn ]
n fl n
L} n "
u 1 ]
fn 1" n
" n )
" n n
1] n n
1t "

Fam"Road Surveys
n n ]
Liability for Damage t¢ Govermment Property

Converslon of Anmial Leave to Sick Leave
Report of Separations of Permanent Employees
Deductions for Rental of Quarters

" n L n #®
i n n " n
L} LU} " " "
" " ] n "

Anmual Report of Retirement Contributions, and
Quarterly and Annual Reports of Individual
Earnings of all Employees

Date
9/3/52

1/20/53
5/20/53
7/23/53
8/26/53
1/1h/54
L/23/5
8/6/54

11/9/5)
1/1ly/55
4/13/55
6/28/55
10/7/s5
1/25/56
iy
L/13/53
1/25/56
1/28/53
2/2/53

7/14/54
9/2L/5)
3/2/56

W/13/56
s

5/29/53

12/20/5¢



Noe Subject Date

137 Overhead Utility Lines Across & Along Roads &
Highways 10/21/53






ALATKY RO.D COMMISSION
December 30, 1955

To All Installations of the Alaska Road Commission
From : A. F. Ghiglione, Commissioner of Roads for Alaska,
Alaska Road Commission, Juneau, Alaska

Stbject: ARC Orders and ARC Memoranda

As a result of a recent review of existing ARC Orders and ARC
Memoranda the following such orders and memoranda, together with any
amendments and supplements thereto, are hereby revoked, because of other
coverage, accepted operational nrocedure or obsolescence, and will be
removed from all books of record:

MJ)
M}’ v ARC ORDERS
A 0
ﬁ_; ] f:\[;._(.‘.» Nos. -3 Nos,” 14 Nos,"25 Nos, 33 /

N o 7L ~16 Y26 - 35
gj ¢ 7 ‘:g ~17 v27 - 37
o ~19 v 28 - 39
L?Jyvﬁlgbifﬁk 11 =g “30 - 55
\\' .- 12 " 23 - 73R - 56

& g -

(ARC Orders Nos. 2, 8, 13, 29, 34, 38, 43, 44 and 62 have been
previously revoked,)

ARC MTMORANDA

Nos, 3 Nos. 31 Nos, 62 Nos. 92
5 33 63 4
6 34 64 95
7 37 65 %6
8 39 66 97
9 L0 67 98

10 42 69 99
13 43 70 100
12 45 gal 101
13 47 72 104
17 48 73 105
18 49 7L 106
19 52 75 107
20 53 76 111
22 54 Tt 117
23 55 79 119
24 56 80 120
25 57 81 124
26 58 82 128
27 59 87 136
29 60 &9

(ARC Memoranda Nos, 1 and 108 have been vreviously revoked,)

ARC Orders and ARC Memoranda not included in the above
tabulations are being studied further for inclusion in operating
manuals or possible consolidation and revision,

G . _//":’,{'( &
(i~f/27%£;£;ﬁ;f /c;fﬁ’LAZ
A F. Ghig¥ione
Commi~sioner of Roads
for Alaska

Distribution A

Interior = 44C - Juneau



UNITED STATES prandlm

DEPARTMENT QF THE INTERIOR M ‘ g
ATASKA ROAD COMMISSION 0 pgoiw
JUNEAU, ALASKA o /%
INDEX - Alphabetical by Subjects
ARC ORDERS AND MEMORANDA *
(Distributed to Headquarters and all Districts)
OFFICE ORDERS AND MEMORANDA
(pistributed to Headquarters only)
ACCIDENTS
Definitions of responsibilities for safety
and accildent prevention ARC Order 71
Field investigations of accidents ARC Memo 51
ACCOUNTING
Appropriation Symbol ARC Memo 128
Indirect Cost Distribution ARC Memo 129 & Supps.
Revised system of Allotment Accounting ARC Order 3
Cost accounting = paving and allied work (ARC Memo 10
Cost accounting (Classification of Cost (4RC Memo 117
Accounts)

Superseded ~ see ARC Order No.. 35 and Field Manual No, 10, Sec, 1
Collections for meals and services (superseded :

by ARC Order 62) ARC Memo 53
Revised procedures for accounting cost (ARC Order 35 Rev, &
keeping and stores operations ( Supps.

_ (Field Manual 10
Examination and approval of accounts current Office Memo 25
Information concerning availability of funds Office Order 3
Investigation and reporting on administrative
or financial irregularities ARC Order 36
Reimbursable work (See Field Mamual 10, S. 2) ARC Order 37 & Supps.
Computations of deducticn for meals and

lodging (Superseded by ARC Order 62) ARC Order 29
Definition ard treatment of receipts ARC Memo 96
Relations with other agencies concerned

with finance matters ARC Memo 88
Meals and lodgings = Regulations ARC Order 62 Rev. &

Supps.



ACENCY AND FUBLIC RELATIOMNS
Relations with Dept. of Interior and other
agencies of the Govi. concerned with
finance matters
Publicity
Supplies and services to other agencies
ALASKA DIFFERENTIAL

Cost of living allowance

ASPHALT

Designation of asphalt plants

Paving for individuals, municipalities, etc,
AUDIT

Internal Audit Program

BIDS
Abstraet of bids
Invitations to bid
BOARDS
Boards of Survey (See Sec. L.6, Field
Marmal No. 10)
Projeets Board
Yage Board
BRIDGES
Color Standards
Numbering system {See Field Manual No. 10)
BUILDINGS
Color Standards

Painting of camps and depots
Numbering system (See Field Manual Ho. 10)

ARC Memo 88
Office Order 17
ARC Order 26

ARC Memo 3

ARC Memo 24
ARC Memo 30 & Supps.

ARC Crder 67

.

Office Memo 26
Office Order 11

ARC Order 30 & Supps.
Office Order 5 Rev.
Office Order 1 Rev,

ARC Memo 28
ARC Order 35

ARC Memo 28
ARG Memo L9
ARC Order 35



CAMP GROUNDS

Roadside camp grounds

Carps and depots (See Field Manual No, 10)
CENTENNTAL

Interior Department Centennial (1949)

CERTIFYING OFFICERS

Submitting questions of law to GAO

CHANGE ORDERS

Extra work orders, change orders and
supplemental agreements

Instructions for distribution of change
orders

CLATMS

Claims based upon personal injury, death
or property damage

Field investigation of accidents (which
might result in claims against Govi.)

Liability or damage to government property

COLLECTTONS
Meals and lodgings - regulations
(Cash collections for meals and lodgings)
Definition and treatment of receipts
Snow removal from private,access roads

COLOR STANDARDS

For depots, camps, buildings, bridges,
equipment

Carps and depots, cleanliness and appearance

ARC Memo L7
ARC Order 35

ARC Memo 27

ARC Memo 88

ARC Memo 192

Office Memo 18

ARC Order 68

ARC Memo 51
ARC Memo 131

ARC Order 62
¢ Memo 96
ARC Order 37=6

ARC Memo 28
ARG Memo L9



COMMITTRES

Suggestion Committee (revoked by ARC Order 59)
Incentive Awards Committee

Documents Protection Committee

Performance Rating Review Committee

COMPENSATORY TIME
Policy in commection therewith
CONFERENCES

Superintendents! Conference - 1/17-21/L9
Outlines of Dist. Eng. Conference = 1/16~20/50
Dists Engineers! Conference = 1951

Dist. Engineers' Conference - 1/8-12/51

Dist. Engineers'! Conference = 2/11-15/52

Dist. Engineers' Conference = 1/12-16=53

CONSTRUCTION

Inspection reports

Teekly reports on contract construction
Careful inspection of contract work
Contractor's Employment Reports (revoked)
Construction Engineering

Situation reports

CONTRACTS

Procurement of equipment parts locally

Invitation for bids

Abstract of bids

Distribution of plans and spees for contract
work

Instructions for distribution of change
orders

Delegation of Authority

Contractors Employment Reports (revoked)

Inspection of contract work

Contracts (contracting officer)

Policy regarding furnishing assistance to
contractors

Regional eompetition with respect to
shipping, purchasing and contracting

Extra work orders, change nirders and
supplemental agreements

Office Order 10
ARC Order 59
0ffice Order 16
ARC Order 63

ARC Order 1}

Office Memo L
Office Memo 1l
ARC Memo 87
Office Memo 23
Office Memo 231
Office Memo 23w2

ARG Memo 22
ARC Memo 25
ERC Memo 82
ARC Order 2
ARC Vemo 16 Rev,
ARC Memo 93

ARC Order 16
Office Order 11
Office Memo 26

0ffice Memo 2
Office Memo 18
0ffice Order L
ARG Order 2

ARC Memo 82
Office Memo 5

AC Memo 92
LRC Memo 8

ARC Memo 19



CONTRACTS (Cont.)

Subeontracts ARC Memo 52
Contract mumbers ARC Memo 12h
Weekly reports on contract construetion ARC Memo 25
Preparation of "Monthly Report of Costs
to Jovermmsnt! ARG Memo 97
CORRESPONDENCE

Mailing address (employees' personal mail) Office Order 22
Other agencies concerned with finance matters ARC Memo 88

Signature on Memoranda Office Qrder 20
Preparation of intraoffice ma2il (Cancelled

by Office Order 1he1) Office Order 1l
Signing of correspondence Office lMemo 12, 12«1
Procedure regarding correspondence

(Congressional mail) ARC Order 15
Correspondence procedurs 0ffice Memo 15, 15~1
Style BHandbook ARC Memo 109
Security treatment of classified material ARC Qrder 31, Rev.
Treatment of elassified material Office Order 15
Documents Protection Commitiee Office Order 16

Use of penalty envelopes for airmail (revoked ARG Order 17
by ARC Memorandum No. 136)

DEATH BENEFITS

Enployment, Separation and terminal leave
payments (possible death benefits) ARC Order 70

DEPOSITS

Meals and lodgings - regulations

(Cash ecollections for meals and lodgings) ARC Jrder 62
Definition and treatment of receipts ARC Memo 36
Snow removal from private access roads ARC Order 37-o

DELEGATIONS OF AUTHORITY

Delegation of Auth, to approve travel

orders (revoked by ARC Order 18) RC Order 17
Redelegations of auth., to make appointments 0ffice Order 2
Delegations of Auth. = acquisition of

excess property ARG Order L2 Rev,
Delegation of Auth, (approval of Treasury
statements) Office Order 21 Rev.



DELEGATTONS OF AUTEORITY (Cont.)

Delegation of Auth. (during absences of
chief staff members)

Contracts

Delegation of contracting authority

Absences of Comm. of Roads and Chief
Engr. (revoked by ARC Memo 22)

EMERGENCY EVACUATION

Imergency Evacuation

EMFLOYEE RELATIONS
Employee relations (comnlaints)

Activities of Employees outside duty hours
Mailing address (employees! personal mail)

EMPLOYMENT (See alsoc WPERSOMNELM)

Employment and leave procedures - Wage Board

Authority to male appointments
Persons under 18

Reemployment of anmiitants
Fair employment practices

Form letter to applicants for Vage Board
positions

Contractors employment report (revoked)

Employment, separation and terminal leave
payments

Deductions for benefits = Retirement or FICA

EQUIPMENT

Equipment rental list

Use of vehicles between domociles and job

Color standards

Repair of equipment damaged in collision
with privately owned vehicles

Liability for damage to property

FIRE CONTROL

™Mre control

Office Memo 22
Office Memo 5
Office Order li Rev.

Office Memo 1

470 Order L6

Office Memo 13
ARC Memo 83
Office Order 27

ARC Order 57
0ffice Order 2
ARC Order 1 Rev.
ARC Order 5

A3C Order 52 and
ARC Memo 33

ARC Memo 111
ARC Order 2

ARC Order 70 Rev,
ARC Memo 103

ARC Memo L Rev,
ARG Order 2L
ARC Memo 28

ARG Order T3
A0 Memo 131

ARC Order L5



FLAG POLES

Installation ARC Memo 37
GRAVEL

Requesting permits for removing LRC Order 6

Gravel pit permits and withdrawals ARC Memo 6l

HIGHJAYS (See "ROADS")
HOURS OF WORK

Duty on Saturday (revoked) Office Memo T
Hours of work - District ARC Order 60 Rev.

and Supps.
Administrative work weeks = 12/2]; thru

1/5/51=52 ARC Order 56
INJURIES &

Acerual of leave while on compensation due

to injury - not allowed ARC Memo 50
Field investigations of accidents ARC Memo 51
Injury reports ARC Memo L1 Rev,
Claims based upon personal injury,death

or property damage ARC Order 68
Definitions of resnonsibilities for safety

and accident prevention ARC Order T1

INCENTIVE AVARDS

Alaska Road Commission Incentive Awards

Proaram ARC Order 65
Incentive Awards Committee ARC Order 59
LAND
Permits for removing gravel from public lands ARC Order 6
Trespass ARC Order 9
Change in organization of Juneau Office
(Real Estate Section) ARC Memo 70



LEAVE

Individual time report (initizling for
leave and use of ARC Form 130)

Employment and leave procedures - Wage Board

Absences from offieial duty

Accrual of leave while on corpensation due
to injury -« not allowed

Anmual. leave - scheduling

Recess for Coffee

Travel time - Act of 1951

Sick leave allowable while enroute to secure
services of a physiecian

Leave ecredit table for B-~hour day (revoked)

Lurmp sum terminal leave payments (revoked
by ARC Order 70)

Employment, separation and terminal leave
payments - classified employees from U.S.
Administrative approval of leave without pay
Method of. computing annual leave accruals
(revoked by ARC Memo 76, also revoked)
Conversion of anmal leave to sick leave

MAIL SERVICE

Postage to be prepaid

MANUALS

Manmials

MEALS AND LODGINGS

Meals and lodging ~ regulations

Furnished employees in travel status (revoked .

by ARC Order 62)
Manner of payment for meals in camps
(Revoked by ARC Order 62)
Deductions (wage board employees)
Computation (revoked by ARC Order 62)
Collection for meals and services
Furnished at construction contractors camps

ARC Order 66, 66~1
ARC Order 57
Office Memo 9 Rev.

ARC Memo 50

LRC Memo 4O
Office Memo 2L
ARC Memo 112 Rev.

ARC Memo 66
ARC Memo T6

ARC Memo 108

ARC Order 70
A2C Mermo 89

ARC Memo 13
ARC Memo 132

ARC Memo 136

ARC Order L7

IR0 Order 62 Rev.
Office Memo 19

ARC Order 8
ARC Order 20
ARC Order 29
ARC Memo 53
ARC Order 32



ORDERS AND MEMORANDA

Index to ARC Orders and Memoranda

System governing issuance and revisions of
ARC Orders and Memoranda

Munbering of Memos and Orders (Revoked by
ARC Order 51)

ORGANTZATION

Organization changes (establishing single
number for such advices)

Reorgamization, Engr, Division

Merging of Engr. Cost Branch and Finance
Branch

Additional functions of Survey and
Investigation Section

Internal Audit Program (establishing branch)

Duties and responsibilities of Divisions

Change in organization of Juneau office,
Operations Division

Change in organization of Juneau office,
Real Estate Sec., Supply Scc.

Anchorage District (change of name)

Headquarters, Alaska Road Commission (name)

Revigion of crganizavional structure

OVERTIME
Basic policy

Poliey applying to payment of overtime
Hours of work

PATNTING

Additional funetions of Survey and Investi-

gation Sec. (paint shop supervision)
Color standards
Painting of wehicles
Painting of camps and depots
Oxyzen, acetylene and carbon dioxide
c¢ylinders

ARC Memo 126 Rev.
ARC Qrder 51, 5l=l

ARC Memo 1

ARC Meme 116
ARG Order 55, 55-1

Office Order 19

ARC Order 21
ARC Order 67
Office Order 6

ARC Mermo 42

ARC Memo 70
ARC Order L
ARC Order 19
ARC Memo 63

Office Crder 18

ARC Ordex 60

ARC Order 60 Rev,
and Supps.

ARC Order 21
ARC Memo 28
ARG Memo 48
ARC Memo L9

APC Order L9



PAYROLL

Withholding tax on employees

T4 thholding Territorial income tax
Increase in gross income exemption
Vithholding compensation from employees

Inmp sum terminal leave payments (revoked)

Employment, separation and terminal leave
payments

Night pay differentials - c¢lassified emp.

Special payrolls for separated permanent
erployees

Retirement deductions «~ Civil Serv. or FICA

PENALTY ENVELOPES

Use of penalty envelopes for airmail
(revoked by ARC Memorandwn 136)

PER DIEM

Meals taken in camps and contract road-
houses (revoked by i4RC Order 62)

Increase in per diem (revoked by #iC
Order 18)

Travel and per diem vouchers - methods
of claiming

Travel {per diem, deductions and travel
a1 thorizations

PERFORMANCE RATINGS
Transmittal
Designation of performance rating review
commltice
PERMITS
Advertising signs
Gravel Pit

Installation and maintenance of utility
lines

10

ARC Memo 121
/RC Order 69
ARC Memo 120
ARC Memo 127
ARG Memo 108

ARC Qrdey 70 Rev,
ARC Order 50

ARC Memo 12
ARG Memn 103Rev,

Offiee Memo 20

ARC Order 8
570 Order 11 & 12
ARC Order 38 Rev.

ARC Order 18 Rev,

1C Order 53

ARC Order 63

ARG Order 7
ARC Order &

ARC Memo 137



PERSONNEL

Roster

Authority to make appointments
Employment of persons under 18
Fair employment practices

Procedures and personnel actions under
Whitten Amendment

Record cards

Appointments - documents required

Procedure for requesting and processing
personnel transactions

Employment, separation and terminal leave
payments - classified employees recruited
from the United States

Cost of living allowance

Retirement deductions ~ Civil Service or
FICA

Dual compensation - certificate of non-
existence

Increase in dependent gross incows
exemptions

¥ithhelding tax on employvees

Tithholding Territorial income tax

Withholding compensation from employees
(for indebtedness to Government)

Reemployment of anmuitants

Report of separations of permanent emp.

Separations for cause

Separations of classified employees for cause

Special payrolls for separated permanent
employees

Retirement of employees for age

Records and procedures = retention
preference in R.I,T.

Policy and instwuctions for requesting
oceupational deferments

Employees entering active military service

Training of subordinates

Loyalty Forms

Activities of employees outside duty hours

Blood donations

Recess for Coffee

Travel orders - new employees

Annual report of retirement deductions, and
quarterly and annual report of individual
earnings

Investigating and report of administrative
or financial irregularities (misconduct)

11

ARC Mermo 29 & Supps.

Office Order 2
ARC Order 1
ARC Order 32 &
ARC Memo 33

ARC
ARC
ARC

Memo 113

Memo 11k
Memo 115 Rev,

ARC
ARC Order 70
ARC Memo 3

ARC Memo 103 Rev.
ARC Memo 35
ARC

ARC
ARC

Memo 120
Memo 121
Order 69

ARC
ARG
ARC
ARC
ARC

Memo 127
Order 5

Memo 133 Rev.
Order 22
Memo 36

ARC Memo 12
ARG Order 6l

ARC Memo 125

ARC Order 5l
ARC Order T2
ARC Memo 32
ARC Memo 67
ARC Memo 83
Office Memo 27
office Memo 2k
ARC Memo Th

ARC Memo 135

ARC Order 36

Memo 118, 118-1



PERSONMEL (Cont.)

Change of designation of Engr. persommel ARC Memo 5
Personnel assignments and changes:
Miemi 1/L9 ARC Memo 6
Roberts 1/49 ARC Memo 9
Bates 3/L9 ARC Memo 11
Noble 11/49 ARC Memo 55
_ Taylor, Ghiglione, Hoble 1/50 420 Memo 58
Miller 1/50 ARC Memo 59
Faires 5/50 ARC Memo T1
Cooley 5/50 ARC Memo 72
Shepard, Goodson 6/50 ARC Order 23
Tundwall, Shepard 6/50 ARC Order 28
Vhite 1/51 ARC Order 39, 39-1
Nash, Goodson, Niemi, Noble,
Rivenes 9/50 ARC Order 33
Fox 5/51 ARC Memo 95, 951
Hudert, Cooley 8/51 ARC Memo 99
Niemi 8/51 ARG Memo 100
Tapley, Schultz, Stewart 10/51 ARC Memo 10k
Cameron 11/51 ARC Memo 105
Bstablishing single number for use in
issuing adviges of personnel changes ARC Memo 107
74 mmerman 12/51 ARC Memo 107=1
Sharples 12/51, 1/52  ARC Memo 107-2,-3
Harding 3/52 ARC Memo 107},
Johansen, Cameron, Hendrickson,
Crofton, Xnapp, Lundwall 9/52 ARC Memo 107=5
Supino 10/52 ARC Memo 107=5
Pinkus 12/52 ARC Memo 107=7
Bales 1/53, 6/53  ARC Memo 107-8,-9
Simmons, Taylor 6/53 ARC Memo 107=-10
Bales 9/53 AC Memo 107-11
Emergency evacuation ARG Order 46

POSTAGE = OFFICTAL MAIL

Use of postage stamps

PRINTING

Printing and binding regulations
Printed or reproduced materials
Fmergency field printing

ARC Memo 136

ARC Memo 8k
ARC Memo 8lj-1
RC Memo 61 Rev,

12



PROJECTS BOARD

Establishment
Situations reporis

PROPERTY (See also Secs L of Tield Manual No. 10)

Repair of equipment damaged in collision with

private vehicles

Designation of responsible property officers

Delegation of aunthority -~ acquisition of
excess property

Property accounting regulations, time
schedule for installation (obsolete)

Property accounting regulations, property
mumbers

Authority to dispose of and transfer
personal property

Sale of surplus government property to
government employees

Safeguarding government property

Boards of survey

Liability for damage to government property

Claims based upon injury, death or property
damage

PUBLIC T.ANDS

Permits for removing gravel from
Trespass

PUBLICITY

Release of publicity

PURCHASES

Use of purchase order forms ARC 93 (See
also Field Manual 10, Sec, 3+3)

Local purchases, standard operating
procedure

Authority for open market purchases

QUARTERS (See "RENTALS™)

13

office Order ©
ARC Memo 93

ARC
ARC

ARG
ARG
ARC
ARG
ARG
ARC
ATiC
ARC

ARC

ARC

Order T3
Order 27, 27=1

Order L2 Rev.
Memo LB

Memo 77

Order 58

Order 61

Memo T9

Order 30 & Supps.
Memo 131 Rev.

Order 68

Order 6

ARC Qrder ©

Office COrder 17

ARC

Memo 3l

Cffice Menn 21
ARC Memo 31



REAL LSTATE

Real Istate Seection

Establishment of Real Estate Section

Designation for acquisition of
rights-ofeway

Policy regarding abandonment of roads

LRC
ARC

ARC
ARC

Memo 71

Memoc 70

lemo 78
Vemo 86

RECEIPTS

Definition of receipts

RENTALS AND QUARTERS

Living quarters (revoked by ARC Memo 56)
Equipment rental list '
Rental rates for quarters furnished by
government (revoked by ANC Memo 13L)
Deductions for rental of quarters

REPORTS

Pending matters report

Contractors employment reports (revoked)

Individual time reports

Inspection reports :

Veekly reports on contract construction

Situation reports

Preparation of "Monthly TReport of Costs
to Govermment"

Injury reports

Annual report of retirement deductions,
and quarterly and annual report of
individual earnings

Form R-273 (report of shipment withoub
inspection)

REQUISITIONS (See also Field Manual No., 10)

Form R=273 (report of shipment without
inspection
Frocedure for handling reguisitions
Preparation of requisitions
Requisitions (signature of Dist. Fngr.)
Change in organization of Juneau 0ffice
(final approval of Chief Engineer)

1k

ARC Memo 96

ARC MVemo 7

ARG Memo L Rev,

ARC Memo 56
ARC Memo lBh

Office Order 12, 12«1

ATC Qrder 2
A°C Order 66
ARC Memo 22
ARC Memo 25
ARC Memo 93

ARC Mero 97

ARC Memo L1 Rev.

ARG Memn 135

ARG Order 25

ANC Order 25
ARC Memo 39
ARC Memo 5h
ARC Memo 65

ARC Memo TO



REQUISTTIONS (Cont.)
Timing of orders and segregation of

requisi‘bions ANC Memo 73
Shipping instructions ARC Vemo 94
RIGUTS~OF-WAY
pesighation for acquisition of
rights~of-uay ARC Memo 78
Regulations governing erection of signs A2C Order 7
Installation and maintenance of overhead
utility lines ARC Vemo 137
ROADS
Road standards ARC Memo 2 Rev,
Reclassification of through route ARC Meme L3
Classification of roads and highways
(revoked by ARC Order LO) LRC Order 3L
Mumbering system for Alaska roads ARC Order LO & Supps.,
Policy regarding abandonment of roads ARC Memo 86
Roadside camp grounds ARC Memo U7
Instructions for handling restrictions
of traffie during spring break-up, 1950 ARC Memo 62
Designation of section of Glemn Highway
for paving ARG Memo 101
Asphalt paving for individuals ARC Memo 30
Overhead utility lines across and along
roads and highuways ARG Memo 137
Tetlin Junction-Eagle road designated
Taylor Highway ANG Memo 102
Paxson-teKinley Park road designated
Denall HBighway M1 Memo 1021
Cordova-Richardson Highway road designated
Copper Rlver Highway ARC Memo 102~2
Extending name "“Glenn Highway" to present
Tok Cutoff ARC Order 48
SAFETY
Injury reports ARC YMemo L1 Rev,
Submission of Gompensation Commission
forms (revoked by ARC Memo L1 Rev.) ARC Memo L1

Responsibility for safety and aceident
prevention and reports (revoked by

ARC Order 1) Cffice Memo 17
Definitions of responsibilities for safety
and accident prevention A%C Qrder 71
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SAFETY (Conts)

Appointment of safety engineer
Safety Competition (revoked by ARC Memo 860)
Safety Competition

SECURITY

Security treatment of tlassified corres=-
pondence and records

Documents Frotection Committee

Treatment of Classified Material

Degsignation of Security Officers

SERVICES

Supplies and services to other ageneies
Snow removal for private persons and
firms

SIGNS

Erection of speed control signs

Regulations governing erection of
advertising signs on rights-ofeway

Tarning slgns

Colors - road signs, jdentification signs
and depot signs

Central sign shop

Responsibility for road signs

SHOV REMOVAL

Reimbursable work (snow removal for private
agcess roads)
Snow removal

SUBSISTENCE

Vouchering subsistence furnished ARC
personnel by construction contractors

Meals and lodging furnished employee in
travel status (revoled)

Meals in camps and contract roadhouses

Computation of deductions for mesls and
lodgings (revoked by ARC Order 62)

16

ARC Memo 11
ARG Memo 23
ATC Femo 60

ARC Order 31
Office Order 16
Office Order 15
ARC Order 31-1

ARC Order 26

ARC Opder 37=6"

ARC Memo 8¢

ARC lemo 21

ERC Memo 28

APC Memo L6
ARG Memo 90

ATIC Memo 376
ARC Memo Lh

ARC Order 32

Office Memo 19
ARG Order 8, 8-1

ARC Order 29



SUBSISTENCE (Cont.)

Meals and lodgings

Deductions (wage board employees)

Collection for meals and services (revoked
by ARC Order 62)

SUPPLIES

Form R~-273 (report of shipment without
inspection)

Standard operating proceduress local
purchases

Procurement

Supplies and services to other agencies

Paper requirements for highway design

Voucher audit -~ standerd parts price

SURVEY

Farm road surveys
Instructions to swrvey parties on
pioneer location
Reconstruction location surveys
Construction engineering
Standardizing field information on surveys
Boards of survey (obsolete)
ddditional functions of Survey and
" Investigation Sectinn

TAXFES
Withholding tax on employees

Vithholding Territorial income tax
Increase in gross income exemption

TELEPHONE

Long distance telephone calls
TELEGRAMS

Assignment of message precedence
Preparation of official telegrams

17

ARC Order 62 Rev,
L2C Order 20

ARC Memo 63

ERC Order 25

Qffice Memo 21
Office Mero 10
ARG Order 26
A2C Memo 68
ARC Order 16 & Supps.

ARC Memo 130

ARG Memo 1h

ARG Memo 15

ARC Yemo 16 Rev,
ARC Memo 38

ARC Order 30

ARC Order 21

ARC Memo 121
ARC Order 69
ARC Order 120

Office Memo 11

ARG Memo 110
ARG Memo 123, 123=-1



TEST DATA

Materials originating within continental
United States

TRATNING

Training of subordinates

TRAMSPORTATION

Transportation of employees, their depen-
dents and household effects (revoked by
4TC Order 70)

Policy applying to authorization {revoked
by L°C Crder Lk)

Deperdents and household goods, transpor=
tation of, upon recruitment

Travel orders = new employeces

Emergency evacuation

Ermloyment, separation and terminal leave
payments -« c¢lassified employees recruited
from the U.S.

TRANSPONTATION REQUESTS

Preparation of transportation requestis

Bills of lading and transportation request
procedure

Travel orders = new employees

TRAVEL

Travel time - annual and sick leave Act of
1951

Travel to interior via Haines

Reimbursement

Travel (transportation of non=official
passengers in government cars)

Time reports uwhen away from Juneau office
(revoked by iRC Order 18)

Duty on Saturday {revcked)

ARC=Northwest Highuay System agreement

- " " " (ternmination)

Travel of classified employees '

Regulations for Juneaun office personnel

ATC Memo 98

ATC Memo 32

ARC Ovder L
LAC Order 13

ARC Hemo 26
£3C Memo Th
~RC Order L6

ARC Order T0 Rev,

LRC Memo 106

ARC Memo 69
A7C Yemo Th

ARC Memo 1i? Rev,
Office Order ©
ARG Order 18

A7C Order 11

Office iemo 6
Qffice Memo 7, 16
ARC Memo 80

L7C Memo 80-1
ARC Order 30 NMeve
ARG Memo 17



TRAVEL (Cont.}

Sec. 10L, Interior Dept. Approp. Act, 1950

(attendance at conferences) ARC Memo 57
Amendments to standard Govt, Travel Regs. ARC Memo 75, 119
Standardized Govi, Travel Regs., (round-

trip tickets) ARC Memn 81
Delegation of authority to approve travel

orders (revoked by ANC Order 18) ARC Order 17
Travel orders - rew emplovees 4RC Memo Th
Equipment and use of transient guarters

(revoked by ARG Order 62) ARC Order L3

VEHICLES
Use of official vehicles (between domiciles

and job) ¢ Order 2L Rev,
Equipment rental list £RC Memo kL
Color standards ARC Memo 28
Paintins vehicles LRC Memo 17
Travel reerulations for Juneau office

personnel ARC Memo Th
Travel (transportation of noneofficial

passengers in govermment cars) /RC Order h1

VOUCHERS (See B & T letter No. 51, 12/3/51 and
Circular Memo, 12/27/51 re use of
Schedule Form I-1017)
Per diem vouchers ARC Order 18, 38
Vouchering subsistence furnished ARC

personnel by construction coniractors i7C Order 32
Voucher audit - standard parts price ARC Order 16 & Supps,
Use of order forms io. 93 £RC Yemo 3b

WAGE BOARD
Employment and leave procedure A7C Qrcer 57
Dstablishment of Tage Board Qffice Order 1
Torm letter to applicants ARC Memo 111
Yage rates £RC Qrder 20 Rev,
VAR MEMORIAL ARC YMemo 18
HORK VWEEK
Regularly scheduled work weeks ARC Qrder 60 Rev,
& Supnse

October 28, 1953 19
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