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\inalysis, Division of, Budget
irector's Office

Analysis, Division of, Municipal
Management Program

Appropriations cut

Athletic activities

Borough consolidation, anniversary

Budget Director, Division of
Analysis

Bulletin boards, numbepbf
Career and Salary Plan
City jobs, welfare recipients

Collier's article on New York

Correspondence with other gov't
agencies thru Mayor's Office

i ter or Emergency FPlan,
cilty departments

Economy and Efficiency Suggestion
Contest

Efficiency study

i
New York Committee established
Foster home program

Fuel oil, shortage of

eth anniversary of Greater City

NUMBER

25

50

42

29

AMD
D et )

12/29/1i7
9/23/119

5/7/L6
3/21/L2

L/15/47
5/15/47

8/2/50

E)/}/JJS

12/29/47
3/21/h2
5/1/47
8/1/50
7/12/47
6/13/50

1/7/L6

5/13/47
2/2/L9

2/7/L6
12/17/47







SUBJECT NUMBER DATE
Golden anniversary, borough
consolidation 39 6/3/18
sreater New York, Fiftieth anniversary 21 5/31/L7
Holiday Magazine, story on New IXork 23 5/20/L7
Iron and steek scrap shortage 11 9/19/L16
Leaves of absence 10 8/26/l6
2 9/16/116
15 12/12/146
26 8/11/L7
27 8/18/L7
28 8/19/L7
31 12/11/L7
33 12/29/L47

LO 8/17/48

L3 12/9/L8
53 8/L/50
Legislation (State), requests by
city agencies o 7/9/L6
14 12/3/146
30 10/16/L47
11 10/11/48
L7 11/23/L9
5L 9/2/50
Liaison between Mayor's executive staff
and other city departments 3 1/21/116
Licenses, FM radio wave-length 8A 7/1/46

Management Survey Committee,

Career and Salary Plan 52 8/1/50
Mayor's Emergency Fuel Comm. 32 12/17/L7
Mayor's Municipal Archives )
Committee, reactivated 36 1/23/1,8
N.Y. Daily News, FM radio licenses 8A 7/1/L6
Municipal Management Program,
Division of Analysis Training L6 9/23/149
Of f-street parking, city property 17 2/17/L7
Amended 2/19/L47
0.P.A., rally to save 8 5(29/&6
6 5/7/46
Orcanizational Charts, departmental
2 7/10/L,6

request







SUBJECT NUMBER ATE
Peydiem employees, paid holidays 12 10/5/116
Publicity - Collier's magazine article 50 6/13/,50
Holiday magazine story 23 5/20/0L7
Public improvements 38 3/10/L,8
Public Works Dept, study of useable
space 37 1/26/1,8
Public relations & administration ,
policy 16 12/31/1,6
Registration Week Proclamation 55 10/L/50
Reserves, Armed Forces, information
- e
to city employees L5 5/12/L9
iesidence, city jobs L 1/21/L16
3alary increase requests 13 10/17/L6
3ites for public improvement procedure 38 3/10/46
Snow duty, chauffeurs 35 12/30/h7
Suggestion contest 29 9/L/L7
Telephone procedure, city employees 2l 5/29/47
Vaccinations urged 18 L/ /L7
Voting - registration week 55 10/ /50

Welfare recipients, city Jjobs 25 7/12/L7







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

el January 7, 1946
(#1)
MEMORANDUM TO:  HEADS OF ALL MAYOR'S DEPARTMENTS AND AGENCIES

SUBJECT: Correspondence with officials of State,
Federal and foreign governments

Correspondence with any official of a
or Federal Government agency, or with any official
of a foreign country, should be done through the Mayor!s
e. Only routine Police matters are excepteds

Please submit any such communications
s office in complete form, with two carbon copies
1 ririnal attacheds One carbon copy will be re-
sined in the files of the Mayor's Office, and the other
eturned to the Department submitting the letter, with
indication of the action takene

'S

It is of the utmost importance that
this procedure be followed. No comments to the press
ccnce}ninq matters pending between this City and the
State or Federal Governments should be made until
approved by this office.

WILLIAM O'DWYER

MAY ORe

i i el







1 YORK CITY

January 25, 1946

e

CIPAL REF-
ICE LIBRARY

Res llemorandum #2 = 1/10/46 (ottaenod)

-

Under date of January 10, 1946, the lfayor transmitted to all
, & of departments llemorandum 72 requesting the preparation of an organiza-
tion chart for each department alons the lines indicated in the memorandunl.

anization chart should have b en received at the office of the layor

w4ty

ot ter th:n January 18th.

I+ has now come to my attention that some of the departments claim
rendum was not received by thems I am therefore enclosing

of lemorandum #2. The lMayor would appreciate it if 21l

harts were in his hands not later than Friday, February k, 194¢€.
he charts directed to my attention.

[l

PAUL L. ROSS
“dministrative Secretary to the "ayor







m . CITY OF NEW YORK

FRARY OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

January 10, 1946

I ELIORANDUM 1.0. 2
TO: UEADS OF ALL MAYOR'S DEPAATMENTS AND AGENCIES

In order that I and ny Executive Staff may have available for
study, use and ready reference a summary of the functions and activities
of each department, I should like you to have prepared and furnished to
me within a week - one dozen photostat or duplicated copies of an
organization chart of your department reflecting the followings
(1) a summary of the department's powers under the charter or statute d
creating the agency, (2) the separate divisions or bureaus by functions,
with the name, title and salary of the bureau head, (3) the functions
and responsibilitics of each bureau, (4) the personnel (by total)
assigned to each function, and (5) the budgetary total for each bureau ,
division or function as authorized in the 1945-46 Executive Budgets Yhere
employees are shifted from one bureau to another or from one function
to another during peak periods Or emergency situations, please indicate
generally in-a footnote to the chart the frequency of such shifts, the
nature of the activity and the number of employees affected.

If such a chart is already available for your department, will

you please have it brought up to date and send the requisite number of

copies to meE.

Mayor
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CITY OF NEW YORK Rt A”"Jé',?;g/, /
a_{,“': ’ : " ‘ 9 J
OFFICE OF THE MAYOR N R des /
}2s "(D/A. /

Mareh 21, 1942

CORRECTED MEMORANDUM

T0: SUBSTITUTE MEMORANDUM TO HEADS OF ALL CITY DEFARTMENTS
AND AGENCIES #2.

SUBJECT: Substituting my previous memorandum of this date
pertaining to BUDGET RENUCTLONS,

It looks now as if I would have %o make drastile
cuts in all oxisting appropriations. Tlease inform me hcw
you would spread reduction i I am compellied to make ten to
twelve per cent cuts on existing totals of your present budget
dllowarnces

Unless I hear from you by Tuesday morning I will
exercise my own discretion. SUBMIT TWO ESTIMATES.

j Lﬂ/ " QMVWM

MayorTnwm







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

January 21, 1946.
MEMORANDUM NQ. &

TO: HEADS OF AILL MAYOR'S DEPARTMENTS AND AGENCIES

To facilitate the handling of departmental matters in the
Mayor's Office = other than those in whiech general policies are
developed = I will soon assign certain members of the Mayor's Executive
Staff to maintain liaison with the departments and agencies, It is
not intended thereby to give them any supervisory responsibility over
eny department nor in any way to reduce the authority of the department
heads, nor will it relieve the latter of the responsibility for the
conduct of the City business under their jurisdiction. It will be the
function of these members of the Mayor's staff to familiarize them-
selves with the departments, their work and their problems. In that
way, they will be able to handle expeditiously, in the Mayor's Office,
all matters referred to the Mayor for action, as well as to follow=-up
such important items as the Mayor's Office may refer to a department
for report or action.

Each department head should, within the next ten days,
prepare and submit to me in triplicate, a memoramdum outlining the
overall situation in his department. It should cover among other
things, the following:

1, A general statement of existing departmental policies.
Comment upon such policies and suggest such changes as are
considered desirable.

2. Efficiency of operations = indicating the adequacy of
facilities, and the condition of buildings used for public
business; the sufficiency and condition of equipment, the
distribution, by grade, title and assigmment, of all
personnel (by totals), whether any bureaus or divisions are
overstaffed or understaffed, salarv inequities in categories
of employees (not in individual cases), if any, should be
reported, as well as other unresolved grievances of sub=
stantial character.

3, A summary of your budgetery requests for 1946=-47, only
insofer as the same are designed to remedy any of the
conditions you report = and in what respects.

4, Sueh other recommendations as you may consider appropriate
which will afford you the opportunity, if adopted, of operating
at maximum efficiency.

Williem O'Dwyer

Mayor
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CITY OF NEW YORK
OFFICE OF THE MAYOR
January 21, 1946.

MEMORANDUM NO. 4

10 HEADS OF ALL MAYOR'S DEPARTMENTS AND AGENCIES
SUBJECT LYON'S RESIDENCE 1AW

I should like to call your attention to the provisions of Sections
B40-4,0 and B40-4,1 of the Administrative Code of the City of New York
which reads as follows e

Section B40-4.0 Officers and employees to be residents. - a. Any office
or position, compensation for which is payable solely or in part from
funds of the city, shall be filled only by a person who is a citizen and
bona fide resident a nd dweller of the city for at least three years.
b. 4 person who is not a citzen and bona fide resident or dweller

of the city for three years, may be appointed to a temporary position
for which peculiar or e xceptional qualifications of a scientific,
professional or technical character are necessary. In such cases,
evidence in writing shall be furnished:

1. That the services or work to be performed cannot

be properly performed by an: available citizen and

resident of the city.

2. That the non-resident person, proposed to be appointed
is generally recognized as one possessing such exceptional
qualifications in a high degree.

c. The consent of the mayor, the council, and the board of estimate,
by a two-thirds vote of the voting power of each such body, shall be
obtained before the appointment or employment of such non-resident shall
be made. The mayor, the council and the board of estimate may require the
municipal civil service commission to pass upon the appointment and certify:

1l Whether it be necessary, and
2. Whether for lack of an available citizen and actual resident
the proposed non-resident be competent and necessary.

d. Nothing herein shall be construed to apply to an official or employee
of the city, whose duties regularly require his attendance in places
outside the city. :

e. Any person, who after appointment or employment, shall become &
resident and dweller outside the city, shall forfeit his or her employ-
ment or appointment and shall be removed therefrom.

f. This section shall not apply to employees of the department of marine
and aviation, appointed on or before June thirtieth, nineteen hundred
forty-four, each of whom at the time of his appointment shall have held a
certificate of competency as an air traffic control tower operator with
a rating qualifying him for service at the New York municipal airport
La Guardia field, borough of Queens, issued by the civil aeronautics
administretion or the department of commerce of the United States, pro-
vided a copy of such certificate, is at the time of such appointment, on
file in the office of the city clerk.

g. Any employee appointed pursuant to subdivision f hereof shall possess
and be entitled to all the rights and privileges provided by law for
employees of the city.

h. Any employee appointed pursuant to subdivision f hereof who there-
after becomes a resident or dweller outside the city, or who fails to be=-
come & resident or dweller of the city within ninety days after such
appointment, shall forfeit his engagement or appointment and shall be
removed therefrom. ‘
Section B40-4.1 Chaplains; residents.- The provisions of section B40-4.0
5T Tho administrative code of the city of New York shall not apply to the
appointment of chaplains in the city of New York.

Please be guided by the provisions of the above sections in

making appointments in your Department.
William O'Dwyer

Mayor
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CitYy oF NEw YORK

» OFFICE OF THE MAYOR

February 7, 1946

MEMORANDUM ##5

Te: ALL DEPARTVMENT HEADS

Frem: THE MAYOR

T’

Wwen the fuel eil im all publie buildings ever
which yeu have supervisiem declimes te a three-day supply,
you will immediately clese these buildiags im erder that
remaining quantity ef fuel may be used %te keep the pipes
frem bursting threugh freezing.

This dees met apply te buildimgs essemtial te

@

publiec health and safety.
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CITY OF NEW YORK

NICIPAL DULDINE
OFFICE OF THE MAYOR : :

Bi? S
ORK CITY

NEW YORK 7. N. Y.

Vay 7, 1946

s T ™ ~ | vOR NEPART m
TOs HEADK AL AYOR! DEPARTMENT
e
T ;/x\" C | T

™ > 2l 2

On this Sunday Afternoon, May 12th, at
200 PJ,, at Lewisohn Stadium, 137th Street end Amsterdam
Avenuse, the Citizens! Committes to Save OPA will hold =&
Monster Rally to urge Congréss to retain price and rent con=
trel without crippling changes. Mrs, Franklin D, Roosevelt
end Chester Bowles will speak, The preservation of price and
rent controls is especially necessary for the thousands of
civil service workers who 1live on fixed incomes derived from

e fixed municipal budgat,

Please join me 1n sponsoring this meeting
and urge Gach and every One of the employees of your depart-
ment, not then engaged in offieial duties, to be present with
nhis family and friends. Te must let the Congress mow 1in
no uncertain terms that we want price and ren® control continued.

Sinoerely yours,

vl Y
/ ‘ e [/ 72/ //
> IV
i
o’

R A ¥







CITY OF NEW YORK

'd
TFORATDU .‘,\,‘). OFFICE OF THE MAYOR ::f‘.Y 17. 194-6
NEW YORK 7, N. Y.

’ TO: TRADS OF ALL IAVOR'S DEARTVENTS AND ACGTACII

(9]

SINJENT: MTTUAT T4P0TS INMN™R STCTION 392 0 TIHE CILRTER

Ploase Ve advised that Ixecutive Order 1Mo, 9 of
‘arch 5, 1942, reloting to the srinting of annucl reports is no
longer in effoct,

You may orint your annual report within your
hudgetary avoropriation therefor, Please submit vour report
to this olfice prior to printinge

In the cvent that you desire to print an annuval
rcport and have no budgetery anoropriation or have onc vvhich you
hyeliove inadequate for the nurpose and want increased, you must

secure the aporoval of the Budget Direcctor for the funds belore

printing.
g / L- |
({27

U v
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CITY OF NEW YORK " NEW YORK CITY

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

MEMORANDUN & =+ X

FR( THE MAYOK

TO 3 EADS OF ALL MAYOR'S DE-ARTIENTS AND AGENCISES

WAL I

On next Wednesday afternoon, June 5th

> il =)
at City 7all Plaza, the Joint Committee of Civil Service Employees
will join the Citizens' fommittee to Cave "PA in holding n meeting
to urge Congress %o retain price and rent controls. I fesl that

tie preservation of price and rent coitrcls is especially necessary
for the thousards of Civil service workers who live on fixed
incomes derived from a fixed municipal budgete

I would appreciate your cooperation in meking it
possible for each and every one of the employees of your Department
not then engaged in official duties to be present, allowing Them
sufficient time tog et to the meeting from their place of worke
It would be very helpful if you facilitated in every way possible
the work of the representatives of the Joint Comnittee in dis=-
tributing circulars of the meeting and, in other ways, indicating
tc the employees of your Department your personal interest in
this important problemn,

- ———e e = -
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OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

MEMORANDUM NO. 8a

July 1, 1946.

|
(
!
CITY OF NEW YORK |
L

. -_' ——— ﬁ_...._.—-—-!-q‘
MUNICIPAL REFERENCE
LIBRARY
RECEIVED
(1;' 0 1.—,/:\
MUNICIPAL BUILDING

NEW YORK CITY

FROM : Thomas Le Je Corcoran, Deputy Mayor
TO : Heads of all Mayor's Departments and Agencies
SUBJECT : Assistance to applicants for FM Radio Station Licenses

Supplementing Memorandum dated June 24, 1946, with respect
to cooperation with the New York Daily News' application for an FM

Radio Wave-length, piease
same cooperation

responsible applicants for such FM Radio Licenses.

be advised that the Mayor requests that the
and assistance should be made available to all

Should any such applicant canvass your Department to
ascertain what public information you can make available through the

utilization of such radio facilities,
with the necessary information.

The Mayor believes the City government will Dbe

you are to furnish the applicant

able to

avail itself of the services of any of these stations to which licenses

may be granted, from time to time in the publie interest.

—_ i
Wi
(Signed) Thomas L. g,
Deputy Mayer

A recoen

Corcoran
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CITY OF NEW YORK
OFFICE OF THE MAYOR
NEW YORK 7. N. Y.
MEMORANDUM NO. 9
July 9, 1946

FROMs Thomas L. Je Corcoran, Deputy Mayor
TOs Heads of all Mayor's Departments and Agencies

Q
f,J "
@
¢2)

SUBJECT: State legislation for Departments and Agen

1=

All state legislation requested by « 1“p“rumcnb
fumt.lﬁ»wcv heads must be in final form for introduction
no later than December 15, 1946, two weeks before the
convening of the 1947 1““1gltu1V@ session. Since the
preparatory work usually involves many conferences and
many drafts, I would suggest that you communicate with
me on any proposed le g.\l_ 1 tion for your department as
Soon as you cane
No proposed legislation will be considered

except legislation of an emer-
ency bas occurred after that
"or Albany at about that date
S

to make preparations for the

The time of the staff during the session 1s
fully consumed in advocating the City's bills and examin-
ing the effect on the government of the City of some five
thousand bills which are introduced annually and opposing
those which are detrimental. The staff will have no time
for conferences on proposed legislation or bill drafting

LIBRAR

Y
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

MEMORANDUM NO. 10

AUGUST 26, 1946

FROMz: Thomas L. J. Corcoran, Deputy Mayor
TO: Heads of all Mayor's Departments and Agencles
SUBJECT: Granting Leaves of Absence wlth pay to clty
employees who are officlal delegates to
- Conventions of Veterans' Organlizations.

The Board of Estimate adopted a resolution on
January 17, 1946 (Czl. No. 62), as follows:

"Whereas, Under Section B40-9.0 of the
Administrative Code of The City of New
York, the Board of Estimate ls empowered
by resolution to authorize the hegd of
any agency to grant to an émployee in
any such agency a leave of zbsence,
with pay, for the purpose of attending
a convention or encampment of any
organization composed of veterans
of wars in which the United States has
participated; and

"Whereas, the Army and Nevy Union of the
United States of America, United Spanish
War Vetersns, Veterans of Forelgn Wars
of the United States, American Leglon,
Disabhled American Veterans of the World
War, Army and Navy Legion of Valor of
the United States, Jewlsh War Veterans
of the United States, Military Order
of the Purple Heart, Cathollc War
Veterans, Italian Wer Veterans, and
other veteran organizations willl
hold their several State and National
conventions and encampments during
the summer a2nd fall of the year 1946;
therefore, be 1t







MEMORANDUM NO. 10 -pa

C
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- an =~ L ~ e T ,j + 2 -
nesoLved, by tne Doard ol sKsStimate,
that +he snlda af 11 N4+ b

nat tne neads o1 all ClTy Deparc=

ments be authorized tn grant leave
f absence, with paj
employee of any such dep
who 1s a menber of any o
aforesnold orgenizations end who
has been desighated as an officia
delegata to atten o
or encampment, th
o> include travel

joe

»f the lecave ol D
request of the hecad department,
furnish certific ar uthorized
f2icial of the c n of which he ‘
is a member an legat
rtifying that ttendance at
| - vention t for whilct
leave of absence g™

111 you please follow the directives contained 1n
the resolution with respect to the National Convention of
the American Legion to be held in San Franclso, Callfornia,
from September 30th t» October 4th, 1945, and with respect
to> all other veterans' organizatl con come

cr W

i <o
he resolu

cr

Deputy Mayor
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CITY OF NEW YORK ’ w— ‘ |

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

MEMORANDUM NO. 11

September 19, 1946.

FROM ¢ William O '*Dwyer, Mayor
TO: Heads of all Departments, Boards, and Agencies

SUBJECT: Shortage of Iron and Steel Serap

The Civilian Production Administration is presently conducting
a nation-wide drive to increase the flow of iron and steel scrap to the
mills. In connection with its cempaign, the CPA has sent a letter to
the Governor, from which the following excerpts are guoted:

“Steel production is absolutely dependent on scrap and

the present acute shortage of iron and steel scrap now

threatens to reduce materially the output of the steel

industrye. Unless increased supplies of scrap can be
secured promptly, many open=hearth furnaces will shut

down for lack of scrape

" . ....The scope of the drive does not encompass scrap

in the homes throughout the nation, but it is intended

to strike at the larpge deposits of scrap which can

quickly be placed in the material pipeline."

Governor Dewey has requested the cooperation of all munici=-
palities within the State in this national campaign.

Durine the war years New York City astablished an enviable
record in the many scrap drives that were conducted by the federel
war agencies. 1 feel confident that our city will again heed the
plea of the Federal authorities in order that there may be no slowing
down in the production of the steel so urgently needed at the present
time.

I appeal to all departments, boards, and agencies immediately

to survey their own facilities and to make every possible effort to







release iron and steel scrap for prompt disposal.

Inasmuch as most salvage operations of the City are
conducted through the Department of Purchase, I have designated
thet agency as the focal point for this drive. Please give
Commissioner Pleydell and his staff every cooperation to the

end that all available iron and steel scrap starts moving to

the mills quickly.







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

MEMORANDUM NO. 12

October 5, 1946.
FROM: William O*Dwyer, Mayor
TO 2 H eads of all Departments, Boards and Agencies
SUBJECT: Applicability of Section 63 of the Public Officers

Law to Per Diem Employees.

The attached copy of memorandum by the Corporation

Counsel to me, dated September 16, 1946, is for your guidance

! 1 g hi " pe i ees with respect Armistice
on the rights of per diem employees with respect to Arm

l‘-‘l&yor
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CITY OF NEW YORK .

OFFICE OF THE MAYOR

NEW YORK 7. N. Y. October 17, 1946

»

FROM Milliam (':’}.‘.’yer’ ”aygr

TO: Heads of all Departments, Boards and Agencies

STURJFCT: Requests from City employee groups for ceneral salary
increases,

There have been a variety of requests ;
groups for general salary increases based on the rise in the cost of
living. Since such general increases can only be granted within the
framework of the City's financial ability to pay, it is my desire, at
this time, to have such requests handled on an over-al

Therefore, in connection with such requests for general salary
increases, the follorine procedure shall be observed:

1. They shall be taken up vith the respective Commissioners or
Department Heads.

2. The Commissioners or Department Heads shall thereupon examine

the requests.
3. Thereupon, such requests together with such comments and

recommendations as the Commissioner o
shall immediately be referred to the
T am hereby creating, and which shall consist of Fudget Director Thomas
™
| =

}
Department Head may desire to make,
pecial Temporary Committee, which
Patterson, Commissioner VWilliam Reid, and a representative of the Division
f Ilabor Relations of the City. Thi ommittee shall expeditiously make a

report to me which shall indica whether and what City funds are

O
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&

ct
-
v

ful

-—

available to meet such requests and the exten® to which such requests may

and should be adopted.

confine its deliberations solely to the matter
a

rv increases and shall not consider any individual

9
(¢
3
@
i |
o
y—

of requests for
salary adjustments.

Upon the completion of its task, the
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at the DeWitt Clinton Hotel, Room 1100. Albanv 1. N.Y

. - 1, N.Y., telephone

Albany 4-4605.

£
w0 O

During the session Mr., Herzstein will send you bills as they
are introduced and printed, for vour comments. Since the legislative

sessions under the present state administration are invariably short,

the committee and floor action on bills is unusually rapid. I, therefore,

« Vi
oo
& F Y

request you to forward your comments as soon as possible in each instance.

Send the original and two copies to the Albany office and four copies

to City Hall. The comments' should be on standard letter size paper,

1 ! . . i > : o
8 x 11", and should be in the following form:

™
|

Name of Department or Agency

r
o
ct
@

Introductory Number
Prin

t Number
(Name of house in which introduced)
(Name of Introducer)

S AR TOATTN A MT AT

RECOM/ENDATION: (Here set forth either of the following:

Approved
Disapproved

e — - - IS 1 e o PO 4

'FFECT: (Here set fort rour understanding of effect of
bill in brief)

COLWENTS :- (Comment in detail)

™

Commissioner of Department or
Chairman of Board.
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William O'Dwyer
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CiTYy OF NEW YORK
OFFICE OF THE MAYOR
NEwW YORK 7, N.Y.

. g 0 a
December 12, 1946
’ -
\ITTM ANTTIITM AT
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m T A \OY A y MAVAT - NI DADMYITAT MO — A ATTIT AT T

[O: HEADS OF ALL MAYOR'S DEPARTMENTS AND AGENCIES

1

At this season of the year, most of the members of
your staff will desire an opportunity to do their Christmas shoppi

to all who desire it by granting the necessary time off from duty

y - = wil'S il v

I desire also, on Tuesday, December 24th and Tuesday

’
December 31st, that only a bare, skeleton staff be kept on duty.
Thia «hall shaB B + r]] Ner s ( rol cert +ho necec s 3 far +Hh
his shall aprl 0 all rersonnel excert those necessary fo e
o0 o 2 ~ Y
nroper protection of life, ! h and prorerty.
Please accept for vourself and 0 all e members
of vour staff my very hest ~ishes for a Merry Christmas and a
Happy New Year.
’ ’
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

December 31, 1946,

MELQRANDIM NQ. 16

TQ: HEADS QF ALL MAYQOR'S DEPARTMENTS AND AGENCIES

Barly in 1946 the heads of all City
Departments received oral instructions from me to clear
all matters of public relations in which administration
policy was involved with William J, Donoghue, Executive
Secretary to the Mayor,

The order is hereby renewed,

i ' 4 v/’/ "
Mdyor







CITY OF NEW YORK
OFFICE OF THE MAYOR
NEW YORK 7. N. Y.
February 17, 1947.

MEMORANDUM NO. 17

TO: HEADS OF ALL MAYOR'S DEPARTMENTS AND AGENC

Lf]

ES

Under date of February 11, 1947, Commissioner

Wallander, Chairman of the Mayor's Special Traffic Com=
mittee, wrote the Mayor as follows:

"At a meeting of the Mayor's Special Traffic
Committee held on February 3, 1947, it was generally
recognized that suitable eff-street automobile park-
ing facilities are urgently needed in the congested
sections of the City.

"The present program for future building calls
for the construction or alteration of many city~
owned buildings. It is very likely that many ef
these plans have been prepared for several years and
do not include provisions for needed gff-street
loading and parking space, and the Committee feels
that it would be a worthy precedent for the City to
review all completed plans for future city-owned
buildings with a view towards including such facil-
ities.,

"It is, therefore, requested that His Honor, the
Mayor, direct all City Departments having plans for
future buildings to revise them where necessary, in
order to include off-street parking and loading
facilities."

The Mayor desires that programs for future

buildings include provisions for needed off—street loading
and traffic space wherever possible., -

; g
/ ' 7] /
/7 AU EPLNL A
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“Deputy Mayer,







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y. b
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CITY OF NEW YORK
OFFICE OF THE MAYOR

NEW YORK 7, N.Y.

LOUIS COHEN,
USISTANT TO THE MAYOR
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.
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CiTY OF NEW YORK —
OFFICE OF THE MAYOR

NEwW YORK 7, N.Y.

JLOUIS COHEN,
HSTANT TO THE MAYOR
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

Memorandum No, 23
TO 'HE HEADS O ] YOR'S DEPART GE S
FROM : TLLIAM J. DONOGHUL, EXECUTIVE SECRETARY TO THE M

The magazine Holiday is in the process
a comprehensive study, to be liberally illustrated, of the
City of New York, its departments and their functions, and
many other phases of our community activities.

A representative of this magazine bearing proper
credentials will undoubtedly comrunicate with you during the
course of the next few weeks. It is the Mayor's wish that
the representative be extended full cooperation because he
feels that such an undertaking will be of great public interest.

If during the course of this project's operations
any questions of policy arise or any point 1s raised which
you think should be cleared by this office, do not hesitate
to communicate with me or refer Holiday's representative to
me, At all events, the Mayor wants these writers and
photographers to get full cooperation and assistance,

" | ’ R &
* | \

\ -

Executive Secretary to the Mayor
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

MEMORANDUM NO, 25

TO: THE HZADS OF ALL MAYOR'S DEPARTMENTS AND AGENC

¥ o €3 S LN 1 WD J J‘.‘..’g- J: r(
FROM: JOHN J. BENNETT, DEPUTY MAYOR
It has been brought to the attention of the lMayor that from
time to time jobs were available in wvarious City Departments for

; e e 2
] ] i » gssistan f* m e DNenarcment Ol .;ffll are
which persons receiving asslstance 1ron the Departm

<

1 - . N AT "uro a ne B il rmed
could qualifye. The Department of Welfare, however, was not infor

. . e e SRS
of these opportunities until after the jobs were filled.
3 1 -~ AT Ve o heernm T 3 1-
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] W could aualify, notification thereol shall DS
the Department of Welfare could qualily, notificat
Cent rmolovment Unit of the Department of Welfare,
sent to the Central Employment Unlt O1 1TAC P

- -y ot - 1 ’ = > ?:I..S
Broadway, New York 10, Ne Yo, attention of .

(Gramercy 5-3500, Exte. 98 or 317) e
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

: ‘\JI\’:‘;')L.': i } Vo 29
September 4, 1947
TO: HEADS OF ALL MAYOR'S DEPART  ENTS ANC AGENCIES
ILast June I called your attention to the
fact that $2,500 in 72 cash prizes were offered to civil

service employees for suggested ways to promote greater
municipal efficiency and economy, The employees in several

departments and boards have responded in a manner which reflects
the interest and cooperation of their heads,

At 2 time when there is need for municipal
economies, the responsibility of all department heads in
securing the utmost cooperation of the civil service in
constructive suggestions should be apparente.

The contest ends on September 30th nexte Will
you please do all in your power to stimulate entries among
cs under your jurisdiction zand advise this office of

cmployees
the steps you take to that ende
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N, Y,

December 11, 1947

MEMORANDUM NO, 31

TO: HEADS OF ALL MAYOR'S DEPARTMENTS INC IE

At this season of the year, most of the members of your
staff will desire an opportunity to do their Christmas shopping. It is
my desire that you arrange that this opportunity be afforded %o all who
desire it by granting the necessary time off from duty.

I desire als on Wednesday, December 24th and Vednesday,

-
-
} 4

' % ; o T 2a a)
December 31lst, that only a skeleton staff be kept on duty. <his s

A

apply to all personnel except those necessary for the proper protection of
13 ) health and ﬁ!‘(?‘()f;]'tj'.

Please accept for yourself and extend to all the members of
yvour staff my very best wishes for a Merrvy Christmas and a Happy New Yeare.

T 7 «I'q---v-\v—’v:w_’

],
L IJlua 4L - i
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CITY OF NEW YORK

OFFICE OF THE

NEW YORK 7, N. Y.

i O L] I0e 93
ICs E&DS OFF ALL YOR*'S D RT INTS
T™he or directs thet nrevious orders
nrovidin: for the maintenance of a skcleton

on December 31lst «nd
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CITY OF NEW YORK
OFFICE OF THE MAYOR
NEwW YORK 7, N.Y.

December 30, 1947
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

- -
JU | A"O. X f
) T T ITAT AT ATTY TDEPARMVMENTA
['C EADS OF ALL CITx DEPARTVENTS @
f ‘* AT q 3 : Frmeaderirlr H 7yirmiih lern
At my directlion, Frederlick H. Zurmunlen,
‘omml ssioner of the
,,Oll.‘l,,:' e \J A - Ol .

he Department of Publi

3 3 N ! v |
to accomplish the desired end

A

s

| . ) e 3 3 _
vou are reqguested to give full cooperation TO repre
. A AL -~ < L WO W 7 N\ ~ -
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.
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the informal procedure that wa a
in connection with the so-called "Post-YWar
Program,"
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RULES OF PROCEDURE

For the Conduct of the Business

of the

CITY PLANNING COMMISSION

of

THE CITY OF NEW YORK

WILLIAM O'DWYER
Mayor




CITY PLANNING COMMISSION

2700 Municipal Building, New York 7 y
r I'. WAGNER, JRr., ( )
(s E Ly I'ON, |
LD
Roni ! I
] M. O
Joi L. ]I
( R §
I ]. Bi | ecretar
Regular I lic meeting 6, Hal Manhattan, twice monthly
on Wednesd 2:30 P. M
PRICE LIST OF MAPS, PUBLICATIONS AND SERVICES
Zoning Maps, Forms and Services
Use 1 trict Ma el th | ex Map, Book Form.......ccoeeees $4.50
Height Distriect Maps, S ets with Index Map., Book Form 4 50
Area District Maj Sheets with Index Map, Bo L1y o PR RN L .50
Individual Zoning Sheets, each . 1 .45 8 T EEE A GG AR S e R 25
Subscripti to Zoning Amendments for One Year........ : S5 o NIRRT ‘ 5.00
Forl \ e of Filing Zoning Petition, Poster Giving Notice of [Filing Zoning
Petition Proof of Service each ., . B v Ay oy B A e e el e 03
Zoning Resolution (as amended to February 25, 1946) ....c.c00vvnceienesnnnannns 25
Other Maps of The City of New York
Wa N Dated July 1, 1940, Scale 2,000 feet 1 inch (Approx. 8x8 feet)
Mounted on Musl Equipped fo Hanging . sa 12 5 avEasia e NI e $13.00
Unmounted, in Six Sections e e a1 e e e 5 P = 3.00
Sectional Ma Dated December 1, 1945 ( Sections with an Index Map)
Book Form, Scale 1,000 feet=1 In¢ . ; . L b n el e R A 5.00
Individual Sectional Map, Sheets, Scale 1,000 feet=1 inch, each............. 35
Blue Prin S 600 feet=1 inch ach section. : 1.50
White Print—Scale 600 feet=1 In each section....«s.s 2.00
Population Distribution Map
Book Form, Scale 1,000 feet=1 inch o o R S e s A B 10.00
Individual Sectional Map, Sheetls, Scale 1,000 feet=1 iInch, each............ 50
Other Publicatlons and Services
g Calendars C sion's meetings in advance, one year's serviece... 5.00
amphlet Minutes of meetir sued monthly and mailed for one year with index 6.00
Bound nd indexed volumes of Minutes, each Year........cuoveeeeeeeneecnnocnnse 8.00
Annusl Reports, 1990, 1989, 1988, SROH . ovs o onnos ewssndsssanis nyvsssnssssensss e 50
Major Reports, plus indices, 1941, 1940......$1.00: 1939...... 50; 1938...... .25 )
Reprinted individually in pamphlets, when adopted, depending on lengt ),
each % AP -ugi B Bk S I e i .10 to .25
Public Lib: o - Program (ISLIated) ..o xvioe e nesosy oneuae s anieins deechs 3.00
Master an Pamphlets
Major Ain (Report and Map) v, WA e Tra N e s 10
Area r Clearance, Replanning and Low Rent Housing (Report and Map).... 10
Arterial Highways and Major Streets (Report and Map) TR RS, | 25
Brooklyn Civic Center and Downtown Area (Report and Maps) b o5
D ing Parks (Report and Tables) o N S o=
Existing Schools (Report and Tables)....... N i T e oF
Health Center Districts and Facilities (Report and Manpn) 1'1
Sanitation Facilities (Report and Map) Ce ;AR e 10
S 1ge Treatment Plant Sites and Tributary Areas (Report and Map)........ . 25

Sold only at City Planning Commission, Room 2700,
New York. Inquiries regarding these maps, publications

Municipal Bullding, New York 7,
and services should be addressed

to the Secretary.

All payments are required by law to be made in advance, by cash, money order
or other remittance payable to The Treasurer of the City of New York. We reqrpf
that postage stamps cannot be accepted. It is recommended that purchases be made

over the counter whenever convenient, as delivery is not guaranteed.




‘ules of Procedure for the Conduct of the Business of the Commission, Includi
Added Rules for Submission of Subdivision Plat Plans -

A—GENERAL RULES

101. The I"(‘glll.’ll' ]lll?)lit‘ IHU[iH]_{x of the Commission shall be held twice monthls
n Wednesdays at 2.30 p. m. in Room 16, City Hall, unless otherwise ordered e
102. Special public meetings may be called by the Chairman or by four members
103. A quorum shall consist of four members. '
104. Final action by the Commission shall be by the affirmative vote of not less than
our members at a meeting open to the public,
105. Except by unanimous consent, matters upon which public hearings are required
w law shall lie over until a regular meeting following the public hearing '
106. The order of business at regular public meetings shall be as follow
(a) Roll call.
(b) Approval of minutes of previous meetings
(¢) Adoption of reports.
(d) Fixing dates for future hearings.
(e) Hearings.
107. Matters not on the calendar shall be considered only by unanimous consent,
108. The Chair shall direct a roll call upon every pr 1.‘} ition to be acted upon, an
111 votes shall be taken by the ayes and nays.
109. The vote upon every proposition voted upon shall be recorded in the minutes
110. At public hearings those opposed to a proposition shall be heard first and then
hose in favor thereof, unless otherwise ordered.
111. City employees designated by the Commission shall be the only persons assigned
within the guard rail of the dais during public meetings.
112. All reports, whether from members of the Commission or staff of the Depart
ment of City Planning, shall be incorporated in the record
113. All proposals scheduled for public hearings shall be duly advertised in accor
mnce with Charter provisions.

3—THE SECRETARY TO THE COMMISSION
NOTICES, CALENDARS, MINUTES AND COMMUNICATIONS

201. Notice of all special meetings shall be given to each member by the Secretary

202. The Secretary shall prepare a calendar of the business to be presented and
considered at each public meeting. The matters thereon shall be arranged in the order
prescribed by the order of business (Rule 106), and shall be properly classified. The
Secretary shall also keep a record of undetermined matters, which have been laid over.

203.” The Secretary shall close the calendar at 4 p. m. on the Thursday before
each Wednesday meeting.

204. The Secretary shall cause the minutes of each public meeting to be printed in
Tue City Recorp and shall thereafter cause the same to be printed and bound in volumes
of convenient size, with an index thereto.

205. At the request of any member, minutes and a record of votes at executive mect
ings shall be taken.

206. All communications, petitions and reports intended for consideration shall be
addressed to the Commission and delivered at or mailed to the Secretary’s office and shall
consist of an original accompanied by nine copies.

207. The Secretary shall transmit to the Board of Estimate and other City depart-
ments .'\ﬁhu‘tul 1]1()1‘('])_\' true C(’I‘il,‘\ uf :lH reports MHI I'¢ w-lmi. 1S .ulHMH]

C—PLAT PLANS

301. Procedure for the Submission of Preliminary Layout, and Plat Plans.
(a) Whenever a subdivision of land is proposed to be made the owner shall first

submit to the President of the Borough in which the land is situated and to the Com-
mission a preliminary layout and subsequently a plan as specified in Sections 303 |
304 of these rules and regulations.

hmitted ¢ ¢bin )

il LLC Ul Lo £ y()

(b) Two copies (prints) of the preliminary layout shall be su | |
ough President and two copies to the Commission. The preliminary layout will ther
.

be studied in relation to the City Map and the Master Plan. Consideration will
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03. The Preliminary Layout shall be expected to include:

{a) ,l"\.('.l!\ I»IA \I]l)lii',]ﬁw 1 ‘; notation ".W.xT the property i1s w shiie ik " £ a
York. together with the name of the borouch in which it is situated Eats ;
(b) :.\“”“‘ ‘“’[l ‘l’i‘h’ S ol ”1' YWIE! r ownel Mortgagaed 11¢ re @ swrmhrane

ers and surveyor,

(c) Date prepared.

d) Scale to which the ayout has been draw ot 1 than
100 feet to one inch, pre !lilf"f‘.. 80 feet to one ‘ s

(e) A compass orientation or north point

(f) Boundary line of the land to be subdivided

(g) Lines, names and widths of all streets which physically exist or are shown
on filed or private maps; public and private easements; waterways and railroads: and
other services 1 and immediately surrounding t ract

(h) Proposed streets or existing streets to be retamed and other property divisior
shall be indicated by full 1 he
nated by dashed lines

(1) The relation of the tract to surrounding devel
all contiguous properties, tl

lines. Existing or filed streets to be inated shall be desig-

he prevailing drainage system, and such city services as transit
lines, schools, and utilities, i

(j) Contours at 5 foot intervals of elevation based upon a datum satisfactory to the
Borough President. y
(k) Approximate grades to which streets are to be improved, and profiles and cross-
‘l'&'lil\llx where I'("{‘.IH'HI.

(1) Areas other than streets to be dedicated to public use for parks, playgrounds
and other purposes shall be so designated.

(m) Private streets, parks, playgrounds, and similar areas not to be dedicated t
public use shall be so designated. A statement shall be submitted, describing provisions
for maintenance and use of such private streets, playgrounds and similar areas not to be
dedicated to public use.

(n) Location and size of any existing sewers, temporary connections, water mains
or culverts on the property to be subdivided.

(o) Established zoning district boundaries affecting the property.

(p) Any private existing or proposed restrictions to b (n;.wl'-u‘ in the deeds of
ale,

(q) Lots shall be indicated and numbered consecutively Areas showi
but not intended to be subdivided shall be clearly marked “OUT"” or “OM

(r) Approximate location of all existing or proposed buildings.
(s) Sufficient data to determine the location, length, and bearing of every street,
lot, and boundary line and, where necessary, to develop coordinat Distances or ties

to adjoining streets shall be shown and shall conform with block dimensions on the
city map

304. The Plat Plan shall be expected to include:

(a) Items required on the preliminary layout under Section 303 (a), (b), ),
Cdy. Cey, (5. kg). (BY, (1), (k) (1), «m), (p), (q) and (8).

(b) Certification and seal of a land surveyor licensed to practice in the State of

New York to the effect that all data used in making the survey and preparing the plan
are related to and in conformity with the coordinate and monument systems of the

Borough in which the property is located, and that the plan has been made from an

actual survey.
(¢) The following note shall appear on all plat plans: "Property shown within

street lines or herein designated for other public uses and located within the 3

boundaries of the subdivided area is hereby dedi ‘ f

public purposes, unless otherwise designats d.”
(d) Mortgagees and other encumbrancers and lienors affecting the property in such

L (
proposed plat plan shall be required to join in the consent to the dedicatic f s f
public use for street and other public purposes and to the eati f any private east
ments in and to streets, sewers, water and other services and fac ilities
305. Public Hearing and Report on Proposed Plat Plan by the Commission.
1 1 1 1 _ses %

(a) Upon approval of the Borough President, the proposed plat plan will be trans-
mitted to the Commission.
(b) Approval of the plat plan may be given subject to compliance with the following
conditions :
(1) Street areas located within the confines of the proposed plat | 1
oraded. curbed, flagged, and paved and shall be provided with street lighting stand-
ards. water supply, and sewer facilities satisfactory to the °1
Dimensions of roadway and sidewalk areas shall c nform generally with the pro-

agenciles concerned.




visions of the resolution, adopted by the Board of Estimate April 8, 1926 as amended
In lieu of such actual improvement the owner may be permitted to submit a satis
factory performance bond sufficient to defray the cost of the above noted improve
ments as estimated by the Borough President and other appropriate agencies in
accordance with Section 301 (¢) 2. which bond shall be approved by the Corporation
Counsel as to torm ‘

(2) Preparation of plan in form prescribed in Section 304

(3) Pl .1 monuments satisfactory to the Bor ugh President shall be mstalled

at all intersections of street lin :
(¢) Upon approval by the Borough President, the proposed plat plan will be

advertised for a public hearing similar to those provided for changes in the master plan

(d) After closing the public hearing, the Commission will give the plat plan final
consideration and report its recommendation to the Board of Estimate

306. Suggestions to the Subdivider in the Preparation of the Plat Plan.

In the subdivision of large areas the Commission will encourage the development
of master blocks or units laid out in such manner as to harmonize with the general
character of the neighborhood ; or with that which 1s proposed 1in the Master Plan of the
Citv or with that which is determined in conference, if the Master Plan does not describe
such local character. Generally, the design of such subdivisions shall conform as nearly

as practicable with topographical conditions, drainage requirements and other controlling
factors. and shall stress the proper location of arterial streets, or neighborhood streets
proposed to discourage through vehicular traffic, and of public places or parks. The
desion shall include such treatment and form as will best lend itself to the nature of the

od envisioned. The excessive application of a rectangular or other formal

not desirable for streets which are intended primarily for local residential

‘he planning of local streets, however, should not i1gnore the problems
from contemplated land use and from the constructing and maintaining of
\ rterial hichwavs should be provided for through trafhc but local streets should

be arranged for the carrying of local traffic. Streets should be planned so as to facilitat
communication between the home, the school, the shopping center, the community center,
and transit facilities A combination of radial and circumferential streets can often be
an aid in achieving this purpose. It is also advisable to provide off-street parking spaces
in front of stores, shopping centers, and other similar developments to avoid interference

with through trafhic

307. Consultation with Commission.

It is expected that those who are affected by these regulations will confer freely
with the Commission or its staff.

308. Definitions:

(a) “Subdivision”—A parcel of land divided into blocks, lots or plots for immediate
f use or sale or for building development, in such a way as to create one o1
ets. or to alter the location of one or more existing streets

(b) “Preliminary Layout”—A plan of a subdivision submitted to the Borough Presi
dent and the City Planning Commission for the purpose of discussion and consideration

(¢) “Plat Plan”"—A final subdivision map presented to the Borough President and
the City Planning Commission with the imtention of its being submitted for filing in the
offices of record.

(d) “City Map”"—The official or filed map of the City of New York as adopted in
accordance with the provisions of Sections 198 and 199 of the New York City Charter

(e) “Master Plan”—The plan adopted in accordance with the provisions of Sections
197 and 199 of the New Yor ity Charter

D—CAPITAL IMPROVEMENTS

401. All capital projects shall be presented in such form and contain such informa

tion as may be required by the City Planning Commission prior to the date for sub-

E—MASTER PLAN
501. General Submission. All matters submitted for inclusion in or comparison

with the master plan shall be presented in such form and contain such information as
may be required by the Commission during the development and subsequent revision of
the master plar All matters shall be fully and clearly presented and shall be accom
panied by such of the following material, titled to indicate its scope and intent, as is

practicable and reasonably required for adequate consideration
(a) Descriptive Material. A statement setting forth the nature, purpose and

extent of the proposal: the needs for which the improvement was initiated; its rela
tionship ( ting fa ties, 1f any; and its co-ordination with any existing long-rang
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program. The statement sha
local o1 1t) wide advantages, the general s 1l and econd
therefrom, etc.

(b) Graphic Material. [P’lans, elevations, profiles, s
tives and other mstrument ufficient to indicate ea the
of the proposa A\l maps ]it! prohnles, sectior ind N«
dimensions, grades, roadway treatment, walks and othei !
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e following

(1) Existing conditions to be retained 1l be )
trengt

{23 [Ixisting conditions to be elimmated shall b hown
single strength.

(3) Proposed or new conditions shall be shown by soli

(4) When feasible, areas comprehended by proposed
or hatched.

(¢c) Cost Estimates. Estimated costs shall be includ

if only approximate and should indicate any additional costs

annual maimntenance

long-range program; whether

operation

r additional permanent imp

the improvement will be rev
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proposed source ot funds

502. Sites. (a) The department or agency desiring 1
or improvement should submit to the City Planning Commissior
Estate, as far as practicable, the following

(1) Brief statement setting forth the scope and purpose of tl

r which the improvemen
range program, if any, and

(2) Map or plan showing the extent of the project or
City. Borough, departmental district, local area, precinct or
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the project.
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the general benefits to be derive«

c 1

( Suitable maps will be furnished by

(3) General data on the area map which bear an evident
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rates, property ust

(4) Sources of funds
included for current year.
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(5) Any other relevant

(

assistance to the Commission

(b) The City Planning Commission will confer with the
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for the improvement should be located.

(¢) Subsequent to this conference,
New York City Charter, will hold a public hearing on the

a view to determining an

Master Plan, of the selected
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Real Estate it

['he department or ag v should then submit to the Burcau of
eferences in order of priorit nd the Burecau of Real Estate should then negotiate
"' \ S1t¢ ! ibmit t the d | irtment or agency [‘1“ fhinal ((\\1“\ of these
afial
[ he ‘ 10 C1C Id then submit its formal request to the Board
| \ ¢ ‘ tion of the particular site agreed upot
| , = would then customarily be referred by the Board of LEstimat
to the City Plai o Commission, the Director ot Real Estate and the Director of the
Budoet t i amed that with these steps accomplished, the Commission will usually
be able to certify that the site is in conformity with the Master Plan, and no further
pl hearing ¢ necessary [he site, upon its acquisition, will be a part of the
‘.\' 't’lir R remainder of the adopted area will no longer be part of the Plan
03. Exceptions: [he Commission, 1n appropriate cases that do not affect the
Master Plan far as adopted and are not anticipated to have a material bearing on

parts of th \I ister Plan hereafter adopted, may make modifications and simplifications
procedure appropriate to particular projects

F—PETITIONS REQUESTING A CHANGE OF Z( INE PURSUANT TO
SECTION 201 OF THE CHARTER

601. A petition requesting a change of a building zone map should be addressed
to the Commission, rather than to an individual, and must contain the original signatures
of the petitioners and nine copies, which may be typewritten, including the signatures,
and must state clearly and concisely

(a) The change desired

(b) The reasons therefor

(¢c) The boundaries of the proposed change

(d) A description of the property of each petitioner by block and lot number
(e) Each signed sheet shall contain the same heading.

602. All signatures to a petition must be duly acknowledged before a notary
Individual acknowledgments may be taken or a subscribing witness may witness and
acknowledge the s one or more petitioners. In the case of corporate peti-
tioners. the corporate name shall be signed by an officer thereunto duly authorized, the
corporate seal shall be afixed and a corporate form of acknowledgment executed

603 Petitions containing the duly acknowledged signatures of the owners of at
least 50 per cent of the area sought t« b «']l.lH;‘\’\l \\1:'! be noticed for ]u'.”'hp\y ]‘.-n”l,”\

contain the duly acknowledged signatures of the owners of not less than 20 per cent
f the 2 sought to be changed will be considered to determine whether the public
interest requires the initiation by the Commission of a proceeding for such change

Z0I¢

604. At least three identical posters, not less than 8% by 11 inches in size, describ
ing the proposed change and stating that all persons interested in the change will be
notified of the date fixed by the Commission for a public hearing on the matter, pro
vided they file written requests for such notice with the Secretary to the Commission
must be conspicuously exhibited for at least one week within one month prior to the
of the petition. These posters must be placed not more than 200 feet apart
entire length of the frontages sought to be changed and on any streets in
less than 300 feet distant therefrom. A copy of this poster must be submitted
petition
\ notice containing information similar to that contained in the poster must
b t by registered mail, return receipt requested, to every property owner within the
area soucht to be changed, the area immediately adjacent thereto for a distance of 100
feet, and the area directly opposite thereto for a distance of 100 feet from such opposite

frontage Return receipt cards and a copy of the notice must be submitted with the

606. A list containing the names of all owners to whom notices are sent, together
with information concerning the location and extent of their property, must be sub-

mitted with the petition

607 vorn statement from the petitioner or his representative, stating that posters
have bee ited and notices sent by registered mail to affected property owners, as
required by these rules, must be submitted with the petition.

608. For for the petition, the swo statement (proof of service), posters and

naotices are available at the office of the Commission where they may be obtained at a
hree cents each, or the petitioner may prepare and use similar forms of his own
G—SUSPENSION OF RULES
701. The suspension of any of these rules may be ordered by unanimous vote

ST >
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CiTYy OF NEW YORK WUNICIPAL Bt

OFFICE OF THE MAYOR
NEw YORK 7. N.Y

MEMORANDUM NO, 40
m AT M D m e ) T 1 ma
rlO I LI \.T Lj.( ?i ;rF‘J. il\TS hlJD 5 rJ‘ CILLO

For vour information and guldance, the Mayor

me to transmit a memorandum, dated August 12, 1948,

| T

has aske

the Corporation Counsel, concerning the granting

[
'

prepared by
of military leaves of absence for city employees who are

members of the National Guard, Naval militla or the

reserves.

(SIGNED) JOHN J., BENNETT

o Ma xr
Deputy Mayor ,

August 17, 1948




MEMORANDUM

Re: Military leaves o

for city employees who are
members of the National Guard,
Naval 1"ilitia or a federal
reserve corpse.

absence

>

-

| ¢
NC
"

It appears that some confusion exists as to
the law which governs the granting of military leaves of
absence to city employees who are members of the National
Guard, Naval Militla or of a federal reserve corps. The
purpose of this memorandum is to summarize briefly the

appropriate statutes,

Two provisions of the lMilitary Law entitle
city employees who are members of the National Guard,
Naval Militia or of a federal reserve corps to military
leaves of absence (17il. Law 88 43 and 245). These

sections, as last amended by L. 1948 c. 201, eff.

March 12, 1948, provide as follows:

Military Law 8§ 240

A city officer or employee who, on or
before April 1, 1942, is a member of the
National Guard, Naval Militia or a member
of the reserve corps or force in the federal

military, naval or marine service

\l )

t
|







T — e et

(1) may absent himself from his
city employment while engaged in ordered

military duty;

(2) the first 30 days of military
juty in any one calendar year shall be
deemed ordered, notwithstanding the
fact that orders therefor are or may
be issued with the employee's consent

(this provision added by L. 1948 c. 201)

(3) for the first 30 days of such
duty the employee shall receive his

full city salary;

(4) if the period of ordered military

duty exceeds 30 days 1n any one calendar

-

year, then for the balance of such

ordered military duty the employee

n

shall receive such part of his city
salary as equals the excess, if any

o/

of his military salary.

v“







A

Military Law B 43

A city officer or employee who, after
April 1, 1942, became or becomes a member of
the National Guard, Naval Militlia or of the
reserve corps or force in the federal military

naval or marine service

(1) may absent himself from hi

-
)

;)J
()
'3
| &5

city employment while engaged 1in orc

military duty;

(2) the first 30 days of military
duty in any one calendar year shall be
deemed ordered, notwithstanding the fact
that orders therefor are or may be lssued
with the employee's consent (this provi-

sion added by L. 1948 c., 201);

(3) during such absence the

employee shall receive his full city salary

A

for a period or periods not exceeding 30

days in any one continuous period and not
exceeding 30 days in any one calendar

<
D
oY)
"
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Prior to the enactment of Chap. 201 L. 1948,
the Corporation Counsel and the Attorney General had
consistently ruled that in order to be eli
the benefits of either section 43 or 245 HMilitary Law
the duty performed by a city employee must be ordered

and not voluntary., It 1s apparent, however, that as

of March 12, 1948, the effective date of Chap. 201 of

the L. of 1948, these sections were amended so as to
enable an employee, otherwise eligible, to absent himself
for a 30-day leave of absence with full pay for the pur-

pose of performing voluntary military duty. For perilods

of military duty in excess of 30 days however, the duty

performed must still be ordered and not voluntary in order
to entitle a city employee to further benefits under either

gsection of law,

In this connectiony 1t should be noted that for
pcrlods of ordered military duty in exccss of 30 days,
Mil. Law § 245, which section applies to public employees
who acquired a guard, militia or reserve status on or
before April 1, 1942, provides that a clty cmployee shall
be paid the excess, i1f any, of his city over his military

pay. Military Law § 43 which applies to pyblic employees

d, militia or reserve status a
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mercly provides for a continued leave of absence while the
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on ordered military duty.

°
o

cmployee 1s

y
o/

(SIGNED) JOH

August 12, 1948







— S AP ~
PR g ————— o ———

CITY OF NEW YORK- T T
OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

AT . mTT U AD
A - &4 i L Vil
g — P _—
Ny e S OF ALL DEPARTMENTS o1k
"/ » di435% \J/ Al &l Ad 4 AL AL AAN 4\
S — -~ o P A P - ~ T AN
3 | :
i ‘ - ; -L(//AI h? 4 | J 4.8 L I_LJL-
T a atfi 1 9 w makine prenarations fol the
L 183 QIF 16 18 N0 maKing ! CDal'auLLOILIC i @ # -
- A - -."

ton of the State Legislature.

- LJ

- - + Ve oA n
ages to the admln

stration's

} Jo

]

k)

)
c+

O

]

g ‘ , - i -
interest in State legislation, as follows:

- - F \ o7 N+ ¢ e reSanTY
l. sponsorship of legislation necessary
or beneficial to the City Government
or beneficlial y

1 3 ; et c . s rie at
and introduction at its reqguest,

M e
ct
pdo

e O
B
+
Q
4
4
tdo
3
o
O
o
{
|-,
M
ot
P
N
o
b
m
=
or
j4%)
L

=
et
)
s
O
i
"
P
8]
—
A
bty
o
}...J
F_J
C
}_JA
=
)
Hm
4
cr
e
Q
C
e
O
=
a
*. s
ct

f + 1o ~-vi1iernat J ¥ Qe o e
SR TR P f Y1113 - ya e o
respect 0 eacn 01 Ul nuneratcea A8€S e
s ~ T T TN — ~ - - T ~ O ~r AD
l QP | C 4’ 7l I 2.\ i e 8 Wi\
» DA P S ¢ )L Lio 1 ' 5 i L 2
BT T T AT ~ ML 2k dliih 2% T M N
’ : : UV i iwil F
e~ W ST i Y. B T T-B S} Tl R
i al ¥ I T Lid ind L e
- — - — —— - o — . — —— - —

. " A -l _ P } & - <
went or ag cv should ¢ in final form 1for introduction and

-

O

submi 51 ot o fice not later than Decenber 15, 1943.
o 17 T wiat he accompsenied by a etailed memorandum

Lo t c2+us+ina to be remedied by the bill and the respect

)
boud

r : G L _ achieve that end. The supporting







=,

pio

ndum should also contain a statement of a2ny prev
Kt - -~ - 7 4 1. ~n 7 - 3 -~ 2
tive history of the proposed legislation.
3 ' A1 v~ e J ! Pa : - A 2
nd ipporting memoranda must be submitted 1n
- ®
:}' m 4‘, e AT e "‘/‘\}n~~ .-)1" w‘\f‘\T( ] r v'~?1v,
. ) Y ratorsy ] sually 1
] . £ 4 2 . . R = ~ N P - N - -
and drafting, department 1 ney 1ds ar ;
ith 'r., Earold L. Herzstein of my office on proj
4= 2 AV - vi -
atlol PO 1‘.
iz IR - x i ) —
) » Cf‘ {,. g 8 O i & S J i 7 L | F J 1 4
0T OT O ) Te k
- \/ - - - - - - —_- - o
- o N 1 - = ol T . i 4- . —
nmring the s ion lMr., Herzstein will ser
: : 3 . = - t v+~ A £ .
s thev are introduced and printed, 10 your C
L
. » xi 3 o - * - |
the legislative session iz short, commltt and
: 2 -1 — -r ‘ . 3 mY £~ v 3 "
on bills is unusually rapld. 7Thereiore, 101
zstel 5 S0 ss possible your comments in
I"‘ L9 U ,,‘_r.‘ == . ,’)I’] ) b O;. s AW ds N J 4 o 40 18) 4
- 2 -~ e o - 4= 2 1A ade -
ce and indicate any previous legislative hlistory
- - * - - ¥ -
. " 3 - oy % ~ 9
3§ send the original and two copies to T 1
— - —
. r'. A E Bivgr T m1 S ~ v 4 o Lo %
nd two coples to C1TY 1ls 1 comments sk
L o~ ) Ty E . 3 i
~N Y 4 3 - ~ -t o) > i 1 > a i o .;\)1/
“,aj.ﬁ\.j'_ 1 J r—f ‘7' C “L' o4 9 % 1 9 Ldla e " LA N4 .
: [ IS Yiy e
" R = N/ - - A e
ame of Department or Agency
'_‘v”.t.:
/ { 1 & e . . ,\\_ e L.' S P 3 \'
! :\) '\‘ < _ﬂa I L s B J4 A LA o)
AT &5 .
(Namc of 1lntroducer)
T - {9 “r % o=t 4
Introductory hNumoe.
Rl n 4= T1m B &
ke o AU -
. ' " e £ -~ A o S 7 v 3 n
~--+a game information for the companion
J 1 an Kl

s
communi-
= -

J . -

r /A% Y
JOU

.

v -
€NULS e

bil

i







-~ ot -
{ » » 1 C - ANy o {‘— = r - |
A ) o JA1A —_ v -“ ’ A
— —
,ommi
,‘)71 ¥
" | J
m - 1 1
N . N \
il s oy ! U 5 1011

]
oS

. ~
|
i
R~ v
A Y
9
Vil







CiTy OF NEwW YORK
OFFICE OF THE MAYOR
NEwW YORK 7, N.Y

MEMORANDUM NO. 42

p=

December 3, 1948 GS

To the Administrative and Executive Heads of
all Departments, Bureaus and Agencies

Attached hereto is a copy of a plan dated
November 16, 1948, designed to Coordinate the Activities
of all Departments and Agencles 1lnvolved at the scene of
a Disaster or Emergency.

This plan has been formulated by the Mayor's
Board of Planning and Operations and has been reviewed,
discussed and approved by the various department heads,
as well as public service corporations, public welfare
organizations and other cooperating agencles,

Administrative heads of Departiments, Bureaus
and Agencles shall promulgate such rules or adopt such
measures as are necessary for the actlvatlon of this
plan and instruction of employees concerned 1n 1lts
provisionse

Very truly yours,
A
Ly 7 7 ,
4 /70

- "' ' A /
William O'YDwyer/ ,.<
Mayor. “~
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i
Ferryboat collision Police, Marine and Aviation, Fire,
Hospitals, Sanitation, W.S5.,G.& E.,
Welfare, WNYC Radio, Corporation
Counsel, Port of N.Y. Authority,
Coast Guard, Navy.

Train wreck Police, Fire, Hospitals, Medical
Examiner, Sanitation, Transporta-
tion, WNYC Radio, District Attorney,
W.35.G., & E., Borough President,
Public Works, Corporation Counsel,
District Attorney, Welfare, Public
Utilities.

Water-main break Police, W.S5.G. & E., Borough Presi-
dent, Transportation, Sanitation,
Housing & Bldgs, Health, Fire,

Comptroller, Corporation Counsel,
Public Works, Welfare, Public

Utilities.
SUBMITTED AFPROVED
NOVEMBER 16, 1948 DECEMBER 3, 1948
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CiITYy OF NEW YORK
OFFICE OF THE MAYOR
NEwW YORK 7 N.Y.

Jecember 9, 194
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

February 2, 1949 D

MEMORANDUM NO. 4y

FROM: THE MAYOR

TO: THE HEADS OF ALL CITY DEPARTMENTS AND AGENCIES

For gome time I have been concerned about the lack of
sufflclient facllitles for dependent and neglected children who
need care away from thelr own homes. Because of the serious

shortage of foster homes, bables and young children must stay ¥
in hospitals, shelters, and other temporary facilities.

I have directed the Department of Welfare to set up a new
foster home program which will supplement the work of the
private agencles which are now giving this service.

The new program 1s ready to begin. Its success will de-
pend on finding foster parents who are able and willing to
take children into thelr homes.

In your Department there undoubtedly are many employees
who may be interested in taking a child, I urge you to assist
the Department of Welfare by distributing the attached
literature to each of your staff members, and by permitting the
display of posters and other 1llustrative material, as well as
in any other way possible., Additional material willl be sent
to you by the Department of Welfare at your request.

i L b

PRE——







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

N4
(92}

May 12, 1949

MEMORANDUM NO, 45

TO HEADS OF ALL CITY DEPARTENTS AND AGENCIES

The Mayor has requested me to forward the
enclosed circulars relating to the organized reserve
A
for the information of the employees of your depart-

ments

/

7/ 4 &di; { |
JOHN J. BENNETT
Deputy Mayor







HEADQUARTERS

373RD MAJOR PORT (TC) ORC
|PHONE GEDNEY 9-%5400 NEW YORK PORT OF EMBARKATION

EXTENSION 778

BROOKLYN, N. Y.

ADVANTAGES OF THE ORGANIZED RESERVE

a. Every year of active duty gives the individual 2%% of the pay of his prade
of qualifying service.

on retirement at 60, provided he has twenty years total

b. Every‘ygar Of inactive service gives him 4% , provided he qualifies by meet-
Ing minimum requirements.

C. Wherever he goes, he can continue his Reserve affiliation.
d. His war time status is assured, if war comes.

e. He starts at the grade he won in the last war.

f. Depending on his unit, he may receive from one to four davs pay of his grade
each month - with pay for summer camp, a total of perhaps several hundred
dollars a year |

g. Technical schools of the army are open to him, on a pay status.

h. Promotion is now fairly rapid.

1. Men without prior military service are also eligible.

j. Women, with war time service, are eligible.

ADVANTAGES OF THE 373RD MAJOR PORT (OVERSEAS) ORGANIZED RESERVE
a. Based on the Brooklyn Army Base, with all its training facilities available.

b. Headquarters and attached units have their schedules so arranged that the
Reservist may select any night in the week as his 'army night'.

c. The Headquarters, 373rd Port, and many of its attached units, are designated
as '18 Division Striking Force' units, which carry the highest priorities
for 'everything'.

d. Officers and non-commissioned officers of great experience in World War II.

e. While attendance at summer camp isS an obligation, arrangements can be made so
that prior plans of new personnel need not be interfered with by the camp

program this year.

ENLISTMENT

Applicants should go, preferably Monday evening, or any day time, to the
Headquarters, 373rd Port, 4th Floor, Building A, Army Base, Brooklyn (Sea Beach

express to ggth Street)

NOTE: An overseas Port usually has a strength of 10,000 to 30,000, depending
on its mission, has all branches of the service represented, offers

peace time training helpful in civilian life.







HEADQUAKRTEELS
373D LIAJOR PORT (1C) OIC
New York Port of Lmbarkation
Brooklyn, lew York

LARNING AND STEVING

THE RUSERVE PAYS OFF! The 373rd Transportation llajor Port and its
affiliated units now have vacancies for a11 grades of former enlgstéd "e;
gnd women of all branches of the service. Illen and women who are‘in{er;%ted
in and want to actively serve in the Organized Reserve program are need;d.

Meetings every llonday night at the Brookl ' :
J 18 : yn Army Base, First Avenue

and 58th Street, Brooklyn (Sea Beach Lxpress to 59th Street Gia BIT; Third

Avenue Bus to 58th Street), from 6:45 to 8:45 p.m. :

There's a unit to fit your skill - a night to make it right for vou

Harbor Craft Companies
Amphibious Truck Companies
Transportation Port Companies

Yes, you "do earn while you serve.," YOU get a day's pay, plus
longevity, for attendance at most regularly scheduled meetings. Check this
pay list and set your sights:

Master Sergeant $5450 Private First Class $3.00
Sergcant First Class 4,50 Private 2.67
Sergeant 3.83 Recruit 2450
Corporal 3.33 ‘

NOTE: Current legislation now pending to increase these amounts,

The Reserve program provides retirement credit for active Keservistis.
Your former years of war service count toward this retirement plan., These
benefits are yours at the age of 60 if you have completed 20 yezrs or more
of satisfa ctory secrvice, Compare this with your Federal Socicl Security
peyments and you will find a 50% gain in benefits at NO COST TO YOU., Better

than any insurance policy (which you pay for).

Vacancies and promotions are here NOV! You'll be eligible to qualify
for a cormissionin the Reserve Corps, besides taking advantage of the many
educational benefits the Reserve offers to you.

And, you really get the full benefit of a day's pay. No need to
spend fency prices for your meal on meeting nights. You can eat your mea
right here at the Port - excellent food, thc cost for a full-course dinner

is only 35¢ per person.

We're at the Port every iHondey night. Why not stop in ¢nd learn
for yourself the advantages the 373rd offers to jyou. Or, come in ;t any
time during the week, you'll find us on the 4th floor of Building “nﬁ 2t
the Army Base. If you can't visit with us soon, just call GEdney 3-5LC¢,
Ext. 303, and we!ll give you the enswers to any questions you may have,







\ CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y,

MEMORANDUM NO, 46

My dear Commissioner:

The Municipal Management Prorrn:, Hp%vg conducted by the
Division of Analysis and t d rtment : , ‘
established part of our day to day onera+i>tt. The results thus far achieved
are most gratifying.

In order to attain the ultimate goal to which this progrem is
directed, it is essential that those e:ggged in this work be kept
conptinually aware of latest developments snd techniques, This can best be
accomplished by regular training progranm

I have, therefore, made arrangements with the City College
for the conduct of courses to be open, at this time, only to t“o e city
employees engaged in the Management Program. It would inclu those in the
Division of Analysis of the Bureau of 3he Budget and in the vsrious
departmental analysis units.

These courses will be provided by City College without cost to
those att e*dl g. The college will grant certificates upon successful
completion, The details of the training program are set forth in the

atteched circular,

Since the advaenced management training to be covere* in these
courcses will be of immeasurable assistance to all within your analysis unitj

P
ursge them to participate, PTeace su “1+ to
S t Director of the Budget, not later than §

those who will attend. Arra:gements should also
be excused in sufficient time for them to attend

R

- Mr, Abraham D, Beame, Assist
September 28th, the nemes of
be made for these persons to
the scheduled sessions,

I would urge that you enco
e

I know I can count on your cooperation in this matter,

VYery truly yours,

SEP 2 61943







THE CITY COLLEGE
AND
DIVISION OF ANALYSIS
BUREAU OF THE BUDGET

PROGRAM OF ADVANCED TRAINING FOR MANAGEMENT ANALYSTS

The Training and Education Section of the Division
of Analysis, in cooperation with the Evening and Extension
Division of the City College School of Business and Civic Ade
ministration, will conduct a 60 hour program of advanced
training for analysts engaged in the Management Improvement
Program of the City of New York.,

The following is “he Schedule of Courses, which will
consist of 30 weekly sessions of two hours each.

Time ¢ Classes will meet each Tuesday from 5 to 7 P.M,

First Session: Tuesday, October 4, 1949, at 5 P.M,

Place ¢ Room 1207, School of Business and Civic Admin-
i1stration, City College, Lexington Avenue and
23rd Street, New York City.

Instructors ¢ Instructors will include members of the faculty
i1 of the School of Business and Civic Administra-
tion, practicing management engineers and rep-

resentatives of prominent commercial and indus-
trial organizations,

DESCRIPTION OF COURSES

l, Introduction - Review of progress and objectives of the
Management Improvement Program, Purposes, objectives of
the advanced training program, methods to be used; etc.,

2, The Management Survey = Principles, techniques and tools
used in conducting management surveys, obtaining and com-
piling factual data, analyzing data and developing recom-
mendations., Practical applications will be developed
through discussion of specific projects.

(N

» Charting - Techniques of constructing and drawing the var-
fous types of charts used in management analyses and re-
ports, including organization, process, work flow, proce-
dure. forms distribution, and layout charts. Practical




THE CITY COLLEGE
AND
DIVISION OF ANALYSIS
BUREAU OF THE BUDGET

PROGRAM OF ADVANCED TRAINING FOR MANAGEMENT ANALYSTS

The Training and Education Section of the Division
of Analysis, in cooperation with the Evening and Extension
Division of the City College School of Business and Civic Ade
ministration, will conduct a 60 hour program of advanced
training for analysts engaged in the Management Improvement
Program of the City of New York.,

The following is “he Schedule of Courses, which will
consist of 30 weekly sessions of two hours each.

Time ¢ Classes will meet each Tuesday from 5 to 7 P.M,

First Session: Tuesday, October 4, 1949, at 5 P.M,
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applications will be developed and illustrated in class
sessions and work assigmments.,

Report Writing - Selection, organlzation, arrangement and
presentation of content, methods of recording data during
surv?y, preparation of analysis sheets and outlines, me=
chanics of writing, form and style of final reports. Prob=-
lems involved in reviewing, editing, revising and "polish~-
ing" reports, Practical applications and illustrations
will be developed and presented through discussion of se-
lected survey reports and specific report writing assign-
ments,

Form Design and Control - Principles and techniques of
form design and control; tools and methods used; selec=
tion of papers, carbon, typography, inks; reproduction,
Practical applications will be developed through class
discussion and specific project assignments.,

Use of Statistics in Management Analysis - Use and appli=-
cation of statistical methods and techniques in the com=
pilation, analysis and projection of data; sampling; gra-
phic presentation., Selected projects will be used in de-
veloping and illustrating practical applications.

Work Measurement and Standards = Purposes and techniques
of measuring work performance and establishing standards,
selection of units of measurement, development and in-
stallation of reporting systems; relationship to budgeting
and cost control, Practical applications will be illus-
trated and developed through class discussion of exlisting
systems and specific work assigmments,

Production Planning and Control = Principles and techni-
ques of planning, coordinating, scheduling, dispatching
and controlling production and work requirements for ef-
ficient and economical attaimment of objectives. Tools
and methods used, Practical applications will be devel=~
oped and illustrated through class discussions and spe-
cific work assignments,

A review and examination period will be held at the

end of each of the two semesters comprising the trailning pro-
gram, This will serve to integrate the subject matter covered
and to evaluate and appraise the results and effectiveness of
the program, It will also provide a basis for the lssuance

of individual certificates for successful completion of this

course of study.

September 23, 1949

SE——
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CITY OF NEW YORK

OFFICE OF THE MAYOR o=

NEW YORK 7. N. Y.

MEMORANDUM NO, 47
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In order to establish a uniform procedure for the prow-

cessing of State legislation during the coming session of the Legislature,
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it is requested thall heads of City agencies be gu by this memorarndum,

There are two phases to the Administration's interest in State
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l. Spo g ,
the City Government,

e Opposing legislation detrimental %o
the City Government,
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arencv should be in final form for introduction and submitted to this

later than December 15, 194G,

Each proposed bill must be accompanied by a detaliled memo-

randum stating the situation to be remedied by the bill and the respect
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CITY OF NEW YORK
OFFICE OF THE MAYOR
NEW YORK 7, N. Y.
December 9, 1949 HB
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[0 . LEEDS OF ALL AYCR'S DEPART.ENTS AND AGENCIE

Lt this season of the year, most of the members of your

staff des"re an onHortunitv to do thei
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rou arranze that this epportunity be afforded

to all who desire it by granting the necessary time off from duty,
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P lease accent for yourself and extend to all the members

of vour staff mv very best wishes for a2 Mecrrv Christmes and a Hapnv
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

Januery 10, 1950
MEMORANDUM NO, 49

TO: HEADS OF ALL MAYOR'S DEPARTMENTS AND AGENCIES

As of this date, I have appointed a special committee
representing business, labor, civic organizations and the
city government generally, to conduct & comprehensive survey
of the entire municipal government in an effort to achieve the
greatest amount of efficiency and economy possible, consistent
with the maintenonce of adequate public services in future years,
You are hereby requested to cooperate to the fullest
extent with Comptroller Lazarus Joseph, Chairman of the Committee,
You are further requested to communicate in writing with
Comptroller Joseph, Room 530 Municipal Building, New York 7, N, Y.

to signify your intention of extending cvery cooperation to the

committee,

\‘\/ o p. /]

Y /; : ! ; I
Williom O™wyey
Mayor
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CITY OF NEW YORK - UNicw,,

w v b By
OFFICE OF THE MAYOR . ,/E
NEW YORK 7. N. Y. T

June 13, 1950 S
MEMORANDUM NO. 50
70t Heads of All iayor®s Dzpertments and Agencies

I would like to call your attention to an article entitled
YEW YORK, NEW YORK —- IT'S A WONDERFUL TOWN, to appeer in the July lst issme
of COCLLIER'S, schsiuled to go on the newsstands Timrsday, June 22nd.

The article, written by Karl Schriftgiesser, is sn outstanding
piece of promotional literature for the City of New York, All of us who are
proud of our City, particulsrly those responsible for its operstion, should
read this story.

Mr. Schriftgiesser's srticle should serve as an excellent seles
manunl for 211 of us who would like to tell the rest of the world exactly why
New York is o truly wonderful town to live in, to work in, to visit,

I hope you will post this note on your bulletin boards so that
all personnel of your Depertment will have the opportunity of knowing 1in

wance of one of the most informative snd enterteining srticles ever
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-on sbout our City,
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OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

August 2, 1950

MEMORANDUM NO, 51

TO HEADS OF ALL CITY DEPARTMENTS AND AGENCIES

Because an ample supply of blood for transfusions and
other medical purposes will be an important factor in civilian defense
and because we can anticipate a call for blood for the armed services,
I have named Dre Samuel Frant, First Deputy Commissioner of the
Department of Health, chairman of a municipal employees committee
and instruoted him to begin enrolling blood donors immediately among
City employeese Dre Frant will work with the Red Cross Blood Program
which will handle the actual collection of blood from donors and
process ite

You may know that for two years the Blood Program has been
colleoting blood and has been supplying a substantial amount of blood
to our municipal and voluntary hospitals to meet the blood needs of
our civilian ill and injurede Some City departments have been
participants in the program and have received blood through it for
their sick and injured workerse This phase of the program will
continue and Drs Frant will explain how the blood donors in your
department may be assured of an adequate supply when they or members

of their families are in need of bloode







Memorandum Noe 51 -2 - August 2, 1950

The effort to colleot blood will be inaugurated at
brief oeremonies on the steps of City Hall on Friday, August 11, at
noon, and I am requesting you to oo~operate with Dr. Frant both in
making these ceremonies a success, and, still more important, I urge

you to co-operate with him in seeing trat every employee in your

W

department who can give blood participate in this Blood Donor Program.
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MEMORANDUM KO, 52

TOs HEADS OF ALL MAYOR'S DEPARTMENTS AND AGENCIES

As of this date, a contract has been entered into by the
City designating Griffenhagen & Associates to work with my Committee
on Management Survey in the development of a career and salary plan
for all positions in the City servioce, except those in the uniform
forces of the police and fire departments, teaching positions of the
Boards of Education and Higher Education, operating positions in the
Board of Transportation, and positions of employees covered by
section 220 of the Labor Law,

This undertaking is one of vital importance to the City
and its employeess

The consultants under Mre Griffenhagen!s direotion will
need a substantial amount of information, advice and assistance from
you and the employees in your agencye Mre Griffenhagen and his
staff will have offices on the 1llth floor at 250 Churoh Street in the
offices of the Committee on Management Survey, You will reoecive
direct communications in the next few days from him indicating
specifically the type of help he will needs You are hereby direoted

to comply with such requests and to give this organization your

complete cooperations i

{
WILLIAM O!DWYER

Mayonr.
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CITY OF NEW YORK ____NEw YOR

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.
August 4, 1950

MEMORANDUM NO, 53
TO ALL CITY DEPARTMFNTS AND AGENCIES
SUBJECTg Leaves of Absence for City Employees entering the

Armed Foroes.

There is transmitted herewith memorandum prepared by the
Corporation Counsel soncerning leaves of absense for City employees
entering the Armed Foreese

I hereby authorize and direot you, during the period of
emergency, to grant leaves of absence without pay to those City
employees who volunteer for and perform active military duty as members
of the United States Armed Forsces on or after June 24, 1950, where the
granting of suoh leaves would not be detrimental to the carrying om
of vital municipal servicese

I hereby further authorize and direot that each employee
of the City of New York who engages in voluntary or ordered military
duty be granted pay for acorued vacation rumning from the time of his
last vacation to the date of inception of military servicee Such
vacation pay allowanoce shall not exoceed the regular vacation period
granted such employees by your department for a full year's serviece,

but in no instance shall sueh allowvance exceed thirty dayse
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WILLIAM O?
Mayo
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TO:

FROM:

MEMORANDIM

—
—— —— —

The Mayor

The Corporation Counsel

Leaves of Absence for City Employees
Armed Forces

entering the

ccept for public employees who are members of the

Federal Reserve forces, National Guard or Naval Militia, there

is no provision of law which entitles public employees to &

military duty, The exception is as follows

Members of the various Federal Reserve forces,

NMational Guard, Naval Militia, etc., whether in officer or
enlisted status, are guaranteed a leave of absence with pay

for 30 days each year. This is true whether or not the assign=-

ment to military duty was consented to by the employee, since

duty up to 30 days

uxn

1AW

voluntary basis have greate

agi theut- $heir eonsent;

ANE

suant

Naval Militia moodil

24

uxa

and 170)e

a1

is deemed ordered military duty (Military

Public employees ordered to military duty on an ine-
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to the fu otecti f o 1ilite r '
11 protection of the lilitary Law given cmployecs

who scrved in World War II. They must get leaves of abscnce

for thc duration of military duty and their civil service status,

including rights to promotion, seniority and pension credit
arc fully protcected by Military Law 8 246.

Although therc is no statutory requircment that pube-
lic employees, Rescrvists, Guardsmen or othemwise be given
leaves of abscnce to perform voluntary military duty, such
leaves may be granted in the discretion of the appointing of-
ficers pursuant to Administrative Code 8B40~-8.0 and similar
statutes. Such leaves of absence give thesec employces job
protection but no other rights such as salary, pension redit,
etec., Special lecgislation by the Statc would be necessary 1o give
these cmployecs who voluntecr for active military duty the full
protcction now afforded to public employecs ordercd to military duty.

pifferentials between civil and military pay arc

28C ' 3 18 ilitiame ercd to
payablec only to Rescrvisis, Guardsmen or militiamen ordcred

military duty and who wcre mCm bers of such organizations prior
s Y

to April 1, 1942 (Military LAW s§ 245 and 170).

OCharles F. Preusse .iﬁ-tl
::—:.f_—j: COl ?_L‘w”ﬁxL.LU‘ 3 Tj EL







MUNICIPAL BUILDING

:

:

I

!

8

i

!

-

I

.

£

i NEW YORK ’
S JORK CITY |

CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.
September 2,1950.

MEMORANDUM NO. 54

FROM : THE ACTING MAYOR
TO: HEADS OF ALL DPEPARTMENTS AND AGENCIES
SUBJECT : 1981 STATE IEGISTATICN

In order to establish a uniform procedure for the

processing of State legislation during the 1951 session of the
State Legislature, it is requested that all heads of City

departments and agencies be guided by this memorandum.

There are two phases to the Administration's interest

in State legislation:
Sponsoring legislation beneficlial %o

1.
the City Government.

Opposing legislation detrimental to

2.
the City Government.

1. SPONSORING LEGISIATION BENEFICIAL TO
T THE G1TY GOVRRNMENT .

Proposed State legislation recommended by any City

department or agency for sponsorship by the City Administration

submitted to this office, attention of Mr. Victor F.

should be
Legislative Representative, not later than November

Condello, gis

30, 1950.
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the respect in whioch the bill will ashieve that end. The support-
ing memorandum must also contain a complete statement of any
previous history of the proposed legislation. This legislation
willl include a reference to previous similar bills which were
introduced in the Ilegisiature at the request of the City, and aiso
reference to similar proposed bills which were recommended by the
departments but which were not accepted by the Administration for
gponsorship.

Proposed bills and supporting memoranda are to be sub-
mitted in tripiicate.

Since the formulation of the City's leglslative program
may involve conferences and extensive bill drafting, it 1s sug-
gested that department and agency heads recommending legislation
communicate promptly with Mr, Condello.

Special attention 1s directed to the nced for State
legislation to extend or make permanent any law which 1s due to

expire in the year 1951 or early 1952.

2., OPPOSITION TO IEGISIATION DETRIMENTAL TO
———==""TE CTTY COVARMEENT

-d J

During the session, Mr. Condello will refer legislative

bills to you for analysis as to what effect their enactment wouv.d

2% 7 e

have on the City Government. You are urged to give these DL..S

. = 3 o > o " = - ~ * 8 A 1Y
your prompt attentlion, espec ially when you are of the opinion chat

enactment of the bill would be detrimental to the City GovernisnTe
Ssnd the origirnal and onc COPY of your memorandum to Nr. Corda. ..c
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ot the Aibany office and two copies To mo at City Ha
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

N\t Al ) T ™
Octaober 4, 1950 D
Sdsr T h — 4 - = s 3 .
f All City Departments and Agenciec
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I enclose a copy of my Proclamation of Registration

request that you make its contents known to the employees
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