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INDEX TO THE

EXECUTIVE ORDERS OF THE MAYOR

1950-1953 S
SUBJECT NUMBER DATE
American Legion Convention 10 7/20/51
25 8/12/52
Automobiles, city owned 12 9/12/51
Baseball, sandlot, supports 22 6/16/52
23 7/8/52
35 6/2/53
Rlood drive, Red Cross 13 11/23/51
Career and Salary Plan 30 1/16/53
33 5/19/53
Christmas greeting 15 12/19/51
Civil Defense - city organization 28 2/5/53
Civil Service Commission Salary Plan 30 1/16/53
33 5/19/53
Classification plan, salary 6 6/8/51
11 8/17/51
Conflict of interest 1 11/16/50
Construction material 7 6/13/51
7A 7/16/51
Correspondence 3 1/18/51
Fuel, shortage, strike i & 12/20/51
7ifts discouraged 1 11/16/50
reater New York fund drive 2 5/1/52
3L 6/1/53
Green Cross parade 2l 8/7/52
36 7/20/53
Leaves of Absence
American Legion Convention 10 7/20/51
25 8/12/52
Christmas 1l 12/12/51
. 12/1)/50
27 11/17/52
Thanksgiving 27 11/17/52
39 11/24/53
MacArthur Parade g IL/17/51
Legislation before Governor 1| 2/21/52
32 3/L/53
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SUBJECT NUMRBER DATE
Legislation, state, city-sponsored 8 6/29/51

21 6/12/52
38 8/17/53

Legislation, state, city represent-

ative reports 26 11/16/52
MacArthur Parade 5 L/17/51
Management Improvement, board of,

established 9 7/9/51
Management improvements 31 2/27/53
Mayor's Trophy Game 22 6/16/52

National Safety Council parade 2l 8/7/52
36 7/20/53
ied Cross Armed Forces blood drive 13 11/23/51
Red Cross fund drive 1) 2/15/51
8 2/6/52
29 2/9/53
Salary Classification Plan 6 6/8/51
11 8/17/51
Strike, Coal and fuel oil drivers 17 12/20/51

Tickets, half-price, "A Night in Venice"™ 137 7/2lL/53
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CiTy OF NEwW YORK \ L%
OFFICE OF THE MAYOR 25
¢ P,
NEwW YORK 7, N.Y. '
November 16, 1950
llemorandum No., 1
meA » Henda of a1 1t Devartments and Acen ies
O3 Heads of all C1l Cy DeDartinents arndad \gencles
It has come to my attention that certain City
employees who come into daily contact with our citizens, and
particularly small businessmen, have been soliciting
gratuities on the eves of various holidays throughout the year,
I want every Department head to issue instructions to all
the employees under their jurisdiction that they are, under
no circumstances, to solicit or encourage in any manner or
form gratuities or honorarlums from our taxpayers. The

municipal
ns to the

our City pay the
administration through their annual

bills of ti
contribut

o
e (D <

v

I fully realize that those who participate in this
practice are few and feel they are not viclating any rules
or regulations, but merely succumbing to what evidently has
been considered o custom. It isnt't a pleasant custom, and
it doesntt reflect credit on that great body of fine,
decent, ces,

I further hope that our citizens will cooperate
with me in my desire to put a stop to such a petty public
annoyance,

I would like to take this opportunity, on the eve
of my departure for a brief vacation, to extend my very
best wishes for a pleasant Thanksgiving to all our municipal
cmployees, and to the peopl f the City of New York,

/ i
\ / ' g g
/
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| A v y /
w‘/'\ 1 /‘ ALK
VINCENT R. IMPELLITTERI
Mayor







CITY OF NEW YORK ” ——

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

December 14, 1950 bf

¢

Memorandum Noe 2

To: Heads of all City Departments and Agencies

At this season of the year most of the members of your
staff will desire an opportunity to do thelr Christmas shoppinge
It is my desire that you arrange that this opportunity be afforded
to all who desire it by granting the necessary time off from duty.
Since Christmas Day and New Year'!s Day fall on a londay
this year, it is my desire that all personnel in your office be given
a holiday on Saturday, December 23rd and Saturday, December 30th,
This shall apply to all personnel, except those necessary for the

proper protection of life, health and propertye

Please accept for yourself and extend to all the members

of your staff my very best wishes for a Merry Christmas and a Happy

N /" -i g»"/\/\_, 4, (_C//:(rzi <

VINCENT R IMPELLITTERI
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MAYOR
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CITY OF NEW YORK N
OFFICE OF THE MAYOR ‘\'\_“,-- .
NEW YORK 7. N. Y, \,‘_/"f

January 18, 1951 D

(#3)
MEMORANDUM TO: HEADS OF ALL MAYOR'S DEPARTMENTS AND AGENC IES

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

Correspordence with any official of a State or
Federal Government agency, or with any official of a
foreign country, must be done through the Mayor's Office.
Some Departments have failed to follow this procedure, as
directed by a llemorandum of January 7, 1946. Only routine
Police matters are excepted,

Please submit any such commynications to the
office of the Executive Secretary in complete form, with
tws carbon copies of the original attached. One carbon
copy will be retained in the files of the Meyorts Office,
and the other returned to the Department submitting the
letter, with indication of the action taken.

It is of the utmost importance that this
procedure be followed. No public statements concerning
matters pending between this City and the State or Federal

+

Governments will be made until approved by this office,

- 3
/ " o : / .
b’ " ur "'\\' 5 ‘/"Cé/" L
/

VINCENT R. IMPELLITTERI
MAYOR







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

February 15, 1951
MEMORANDUM NO. 4

TO: The Heads of All City Departments and Agencies
FROM: The Mayor

The American Red Oross has Just opened 1ts anmal appeal
for furds. As you know, all agencies of the Uity are actively
engaged in developing a civil defense program, The part played by
the Red Cross in this program is of primary {mportance, Without
the volued services of this fine organization, the problems of your
City govermment would be greatly multiplied and expense upon the
City would be much heavier.

The Red Oross is made up of you and me and our fellow
citizens. In the past wc huve given time and work and blood and
we will contimie to do So. In addition %o these itoms, the Red
Cross needs mo-s monay this year because 1t has a bigger job to
do, Because of the important and patriotic nature »% this drive
1 am meking this personal appeal, since I feel that the Koreaa
War and the need for blood on the battlefleld justities a unified
respense to the Red Cross appeal.

Therefore, 1 request that you, as head of your Department;
cooperate actively by urging the people under you to lend what
financial assistance they can to this worthy causee.

The campelgn among the City workers is headed by
Corporation Counsel John P. McGrath. Will you help him in every

way you can?
/ o 5
S g L /\ ¢

Mayor
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

April 17, 1951 GS

MEMORANDUM #5

TO HEADS OF ALL CITY DEPARTMENTS AND AGENCIES:

Exouse from duty April 20, 1951, all City
employees who are recognized members of veterans? crganizations
end who will furnish proof through their respective County
Commanders of perticipation in the parade of welcome to
General Douglas MaoArthur on that day., Alss make reasonable é
arrangements for as many other employees as possible to witness E
the ceremonies,

The above not to include members of the Police

and Fire Departments or other essential emergency services,

Lo " 4 ’

P e . —
Vincent R. Impellitteri
Mayor
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CITY OF NEW YORK e 4 /
~N"Op, Y.
OFFICE OF THE MAYOR Y Ne
77y
NEW YORK 7. 'N. Y. b

June 8, 1951

Memorandum No., 6
To the Heads of All Mayor's Departments and Agencies:

Shortly, members of the Classification Staff, who are
developing the Career and Salary Plan, will call upon you to
present the tentative plan as it affects the ¢lassification of
positions in your agency, to solicit your comments and sugges-
tions regarding the plan, and to get certain information needed
to bring the plan up to date as of June 2, 1951, Proposed salary
schedules8 will not be considered at this time.

- At this stage the tentative classification plan to be con=-
sidered will be suitable only for discussion with you or such
individuals as you may designate in your department or agency.
Until the final plan is released by the Mayor’s Committee on
Management Survey.it will be treated as confidential.

I know that I can count on you for the fullest cooperation
in this highly important project. It is in the interest of the
City, of your agency and vour employees to make certain that the
Classification Staff receives from you beoth your suggestions on
the classification plan and the prompt completion of the facts
needed from your agency. I trust that I am not setting too tight
a schedule whest I ask that you personally see to it that your
agency completes its part of this job within ten days after you
recelve the request from the Classification Staff representative.
This request for an interview with you will come within the next
few days.

This is a matter which cannot wait.

/ A
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Ve R. Impellittefi

Mayor







CITY OF NEW YORK ——NEW Yo SLOING |
OFFICE OF THE MAYOR ~—

NEW YORK 7. N. Y.
June 13, 1951

VMemorandum No. 7

To the Heads of All City Departments and Agencies:

1, At my request the City Construction Coordinator's Office has
established contaect with the Mational Production Authority
far the purpose of expediting priorities and the delivery of
scarce materials required in cennection with the eonstruction
program and the labdr and material contracts throughout the
city. The Construction Ceordinater's Office is naw prepared

to help city departments requiring such priority aid.

Commissioner Moses! office will, from time to time, submit
to all city departments engaged in construction or in labor
and material contracts, detailed data necessary to secure

priority eid.

2e Priority and allocation assistance for the procurement of
supplies, materials and equipment not involved in construction
or in labor and material contracis will be handled by the
Department of Purchase for those agencies for which it is
functionally responsibleg

i

Vincent R. Imjeliittert

Me v oy







CITY OF NEW YORK {  “UMGIPAL BUILDING
OFFICE OF THE MAYOR W ¥YORK rity
NEwW YORK 7, N.Y.

July 16th, 1951,

MEMCRANDUM NO, 7=A

To The Heads of All City Departments and Agencies

From: The Mayor

In order te consplidate the necessary record keeping and
expedite priority assistanoce for maintenance, repair, and
eperating supplies involving critical materials for all City
agencies, I am amending Memorandum No, 7, originally issued
June 13, 1951, as follews: The Department of Purchase will
hendle, in addition to their present responsibilities for the
prosurement of supplies, materials and equipment, priority
assistance for the critieal material necessary im those labor

arid material contracts for maintenance or repair of existing

farilitiecs exoept when they are oconcerned with mew censtruetion

({/// AT (/‘ /< /)\,/\

Mayor

or alterations,







MUNICIPAL REEERENCE |
LIBRARY [

RECEIVER

b)) -

JUL &

e T

D
. w §

MUNICIPAL BUILDING
NEW YORK QITY

o ——— e

CITY OF NEW YORK

o ———

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

JUN 29 1951

MEMORANDUM NO.S

FROM: TEE MAYOR
TO: HEADS OF ALL DEPARTMENTS AND AGENCIES
SUBJECT 2 TATE 1EGISTATION

I attach for the guidance of ail City departments andqd
agencles a memorandum outlining a uniferm procedure for the
processing of City-sponsored State legislation.

Your particular attention is invited to the date
(October 15) which 1s establishbd as the target date for the
submission of proposed legislation to this office.

Your close cooperation in compliance with the
provisions of the established procedure is requested in order
to obtain maximum results in the formulation and processing of

the City's legislative program.

/' : L ) / £

Mayor.







MEIIORANDUI ESTABLISHING A UNIFORM FROCEDURE
FOR THE PROCESSING OF CITY'S LEGISLATIVE FPROGRAIM.

There are two phases to the Administ trationt's interest in

ate legislation:

72
(~ 4

1, Sponsoring legislation beneficlal to the
City government.,

A

. Oppcsin“ lezislation detrimental to the
City government.

1., SPONSORING LEGISIATION BEINEFICIAL TO TIE
CITY GOVERN/ENT

WL INL o

———

Proposed State legislation recommended by any Cilty dew=

partment or agency for sponsorship by the City Administration

-

- 1 o ™. Tr

uld be submitted to this office, attention of Mr, Viector F.

ta
I_f

Condello, Legislative Representative, not later than October 15

of each year.

Bach proposed bill must be accompanied Dby a detailed
memorandum supporting the need for the bille The supporting
memorandum must also contain a complcte statement of any rrevious

history of the mroposed legislation. This history will include a

-

reference to previous similar bills which were intr roduced in the

-~ i e | - 3 - a 1 - g - - - o a3 -
Lezislature, and also relierence tTO similar proposed bills which

-

) )

were recommended by the departments but which were not accepted
by the Administration for sponsorship.
Proposed bills, unless drafted or approved Dy the

Corporation Counsel, should be submitted in triplicate

"

Bills drafted or approved by the Corporation Counsel should be

submitted in 10 copies, 6 of which should be prepared with blue
hacks bearing the title of the bill., In elther case, the

(more)







supporting memorandum is to be submitted in triplicate.
Since the formulation and mrocessing of the City's
legislative program normally involves conferences with and re=-

. .

ports by several City officials and often State officials, it
is suggested that department and agency heads recommending State
logislation communicate with llre Condello as soon as the need
for the legislation is determined.

Srecial attention is directed to the need for State
le

cislation to extend or make permanent any law which 1s due to

explre before an intervening legislative session,

2¢ OPPOSITION TO ILEGISIATION DETRIMENTAL TO
E THE CLTY GOVERNAIANT
L 1l ek L vV Ol AN L
During the legislative session, lir. Condello will refer

bills to you for analysis as to what effect their enactment

would have on the City Government. You are urged to give these
bills your prompt attention, especially when you are of the

opinion that enactment of the bill would mandate City expense,

Q
B

tail City revenues or would be otherwise detrimental to the
City Government. Send the original and one copy of your report

to Mr. Condello at the Albany office, amd two copies to City Hall.

A AT/ AATS ST ANT TTATT M 3 AN TTT T TAT TAAILT MTOAIAD A NMTTY
DJ -l(sd‘ AN W ST L'x. NMVID d s.A‘ VNG DDLU LN SALVLI NGl '.‘\A...L)\_.(-I

(

Your memorandum should be in the following forms:

RE: (House, Introductory and Print Nos. of the
] iz: Sen. Is 100, P, 101)

RECOIMIENDAT ION: (Here set forth either of the
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Approved

Disqporoved

Approved with qualification
Disapproved with qualification)

=
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(Here set forth your understanding
or effect of bill in brief.)

A

NT (Comment in detail.)

D,Lu_. ﬁl

e addres
s: De W

Albany

TURE: (Signhature and title of
signing the report.)

person

o 1

s of the Leglislative Representative's office
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Clinton Hotel, Albany, New York:;

4-46005.,







CITY OF NEW YORK

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

July 9th, 1951.

MEMORANDUM NO. 9

From: The Mayar

Tos All Department Heads

I have appointed a Board of Management Improvement consisting
of the following:

John P, lMcGrath, Carporation Counsel, Chairman

Charles Harowitz, Deputy Mayar

Thomas Je Patterson, Director of the Budget

Abraham D. Beame, Assistant Director of the Budget
Solomon Ae Klein, Executive Assistant to the Deputy Mayor

The functions of the Board are as follows:

le Put into effect recommendations resulting from studies
made by the Mayor's Management Survey Committee and the Division of
Analysise

2e Obtain continuous and full cooperation from City agencies
for the management program of the City through constant follow=-up on the
progress of surveys and installations and by providing technical
assistance whenever necessary,

5e Keep the public informed of the progress of the management
improvement program and the benefits accruing therefrom,

%e Assist the lMayor, through studies and recommendations, in
resolving administrative problems which he may refer to the Board,

The Board will require reports from each department on manage-

ment improvements initiated by the department or based on Mayor's
Management Swrvey Committee and Division of Analysis studies,







The Division of Analysis will be the working arm of
the new Board and will céntinue to coordinate its work with the
department analysis units,

I anticipate the fullest cooperation from every department
in assisting the Board to carry out its objectives,

| / / / ;/ ’//I / '/" . 7“7‘"; )
,J "/ / ML / - / X of ! / y b
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Mayor /
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OFFICE OF THE MAYOR 'ORK CITY {
NEwW YORK 7, N.Y. s g

July 20, 1951.

MEMORANDUM No. 10
TO HEADS OF ALL CITY DEPARTMENTS AND AGENCIES:

The New York Denartment of the American
Legion will hold its Annual State Convention in
New York City on August 9, 10, 11, 1951.

I desire that 2ll employees who are
members of the American Legion and who wish to
participate in the Parade Saturdey, August 11,

1951, be excused from duty. :
/f/‘- M J /\\ k/\'\.‘//i‘u.’%///// —L%»éj'[

Vincent R. Impellitteri

M a ¥y o r
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

August 17th, 19561,

Executive Memorandum Noe. 11

Tos The Yeads of All Mayor's Department and Agencies

>

From: The Mayor

Members of the Classification Staff, who are developing
the Career and Salary Plan, have already presented the tentative plan
as it affects the classification of positions in your agency and Fave
asked that you set an early date for a conference to clear any comments
you may haves

In order to complete the Career and Salary Plan it is
necessary to fix September 1, 1951, as a cut-off date for such conferences.
After September 1, 1951, the Classification Staff will not be able,
because of time limitations; to consider further comments and suggestionsas

It is essential that you cooperate in this matter so
that the Classification Staff may bhave all data in time for its report

of September 30, 1951, to the Mayor's Committee on Management Survey,

: —— & PR L, S
ll - : ‘J ,/’/
¥ sty \ l//"'“("//*/}‘.

Mayor







CITY OF NEW YORK I

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

September 12, 1951

EXECUTIVE MEMORANDUM NO, 12

TO: Heads of City Departments and Agencies

FROM: The Mayor

Attached is a copy of the report on city-owned passenger cars, made to
me by the Board of Management Improvement,

I approve the findinge and recommendations contained in it. I urge all
heads of departments to examine and study same, and I direct their immediate
compliance,

City cars are to be used for official dusiness only, and assigned only
to those public officials listed in this report as entitled to use such cars,
Similarly, the use of official insignia must be limited as indicated in this
report and in all other instances prohibited and, where heretofore otherwise

issued, to be revoked forthwith.

The "Rules Governing the Assisnment and Operation of City-owned

Passenger Cars™ are to bde strictly observed and enforced.

With your cooperation, the estimated "total savings and improved
services" of $492,361 will in no way impair the essential passenger car service
required by the various departments of city government but will result in
efficient, economical and successful operation.

Ve P A D/%WZ/J;

Mayor
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¥ CITY OF NEW YORK
1 OFFICE OF THE MAYOR
New York 7, N. Y.
September 12, 1951
DEAT wwerememm e e :

Attached hereto is a copy of the report on city=—owned passenger cars
made to me by the Board of Management Improvement, together with a directive
sent by me to city departments and agencies under my jurisdiction,

These documents are forwarded to you for your information and guidance.

Very truly yours 27 A
p/e ?‘1\9 l,:./' /‘( 3 7

LA VAt (A 1XKe
(¢ - Vincent R. Impeliitt ri
Mayor

/

The above letter was sent to?
n, lagarus Joseph, Comptroller

-

oseph T. Sharkey, President of the Council

I
.

]

<y

@
b}
e

obert F. Wagner, Jr., President, Borough of Manhattan
Yon. James J. Lyons, Prosident, Borough of the Bronx

1sn, John Cashmore, President, Borough of Brooklyn

Hon. Joseph F., Mafera, President, Borough of Queens

Hon. GCornelius A. Hall, President, Borough of Richmond







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

November 23, 1951

EXECUTIVE MEMORANDUM No. 13
TO: HEADS OF ALL CITY DEPARTMENTS AND AGENCIES

FROM: MAYOR VINCENT R. IMPELLITTERI

I have designated Dr. Marcus D, Kogel, Commissioner of Hospitals and
Directar of the Medical Emergency Division~of Civil Defense, to organize and direct
a program for full coeperation by municipal departments and agencies in the current
appeal for accelerated contributiens by City employees to the Joint Red Cress =
Armed Forces Blood FProgram,

Mr. David F. Monaghan has been designated by the American Red Cross as
veluntary liaisen with City departments.

May I urge that you give Dr. Kogel and Mr. Monaghan every cooperation
teward the end that the needs of our armed forces and our hospitals be met at this
eritical time. We on the home front must supply the blood that is needed %o help
save the lives of those who are fighting for the preservation ef our principles

and ideals.

Mayeor
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CITY OF NEW YORK O U
OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

1EMOR AnDJm
EXBCUTIVE NO.
TO¢ HEADS OF MUNICIPAL DEPARTMENTS AND AGENCIES
FROM: MAYOR VINCENT R. IMPELLITTERI

Deceomber 12, 1551

All City employees net required to remain on duty for
the protectisn of health and welfare services, for taking care of
patients in municipal hospitals and homes, and police, fire and
sther essential services, will be given time off Monday, December 24th,
prior te Christmas, and Monday, Docember 3lst, prior to New Year's Day,
Wherever it is necessary for an employee te put in a tour
of duty on these days, compensatory time will be glven such employee.
Exocutien of this order is left in the hands of the
respective Cemmissioners and heads of municipal departments and
agencies, who are to determine what services must be covered and

where gkeleten staffs must be maintained,

W et Iy 7-
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CITY OF NEW YORK
l'a' v
OFFICE OF THE MAYOR :
NEW YORK 7. N. Y. Y

December 19, 1951

EXECUTIVE MEMORANDUM NO, 15

TO: HEADS OF MUNICIPAL DEPARTMENTS AND AGENCIES
FROM: MAYOR VINCENT R. IMPELLITTER

As the Holiday Soason approaches may I extend to you and to each

and cvory mcnber of your Department warncst greetings and good wishos.

The past year has been a difficult onc and grave prchlems looRl

in the months

o)

hoad., Howovor, the loyalty and dovotion of our civil

-

gorvants will sec us through in our common goal of gorving the poople

of our City.
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CITY OF NEW YORK X >
OFFICE OF THE MAYOR \ % % 4
’~ g ,ﬁ”

NEW YORK 7, N. Y.

December 20, 1951

EXECUTIVE MEMORANDUM NO. 17

10 ALL MUNICIPAL DEPARTMENTS AND AGENCIES

ROM: MAYOR VINCENT R. IMPELL ITTERI

There is a possibility of a strike which might affect deliveries of
cssential coal and fuel 0il to dbuildings and services under your jurisdiction.
The collective agreement between Local 553, Coal and Fuel 0il Drivers Union and
the Coal Consumers' Protective Aesociation expires at midnight, December 31, 1951.

Although the office of the Mayor will continue {te effort to resolve
this dispute by mediation, in the event a stoppagc occurs the Departments should
ascortain in advance hew and to what oxtcent such a stoppage would affect your
services, and if so affected, a dopartmental agent should be designated to work
out possible emergency neasurcs with represcntatives of the Union and the

Employers under the guidance of Danicl Kornblum, Direccter of the Divieion of

Labor Rclationss

Mayeor







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

Tebruary 6, 1952

EXBCUTIVE MEMORANDUM NO. 18
TOt THE EEADS OF ALL CITY DEPARTMENTS AND AGENCIES

FROM: MAYOR VINCENT R, IMPELLITTERI

The American Red Oross has just opened its annual appeal for
funds. Ae you know, all agencies of the City are actively engaged in
developing a civil defense program, The part played by the Red Crose
in this program ies of primary importance, Without the valued services
of this fine organization, the problems of our Gity government would
be greatly multiplied and expense upon the City would de much heavier,

The Red Cross is made up of you and me and our fellow citisens.
In the past we have given time and work and blood and we will continue
to do so. In addition to these items, the Red Cyross needs more money
this year because it has a bigger job to do. Because of the important
and patriotic nature of this drive I am mel-ing this personal appeal,
since I feel that the Korean War and the need fer blood on the
battlefield justify a united response to the Red Cross appeal,

Therefore, I request that you, as head of your Department,
cooperate actively by urging the people under you to lend what
agslstance shey can to this worthy cause,

The campaign emong the City workers is headed by Fire
Commigsioner Jacob Grumet, Will you help him in every way you can?

Mayo

- ,’ :







CiTY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

February 21, 1952

EXBCUTIVE MEMORANDUM NO. 19

ALL CITY DEPARTMENTS AND AGENCIES

.

MAYOR VINCENT R. IMPELLITTERI
RE: BILLS BEFORE THE GOVZRNOR

ij
o
(&)
'(i
s
.o

eater number of bills are

As the legislative session progresses; a &Tr
Many of these bills -

neing passed and sent to the Governor for executive action,
affect the City and they are referred to you for comments by my Legislative

Representative in Albany.

Bills which go to the Governor while the Legislature is still in
sossion are "10 day bdills". This means that the Governor has only 10 days in
which to act on such bills, The City must necessarily express itself on such
pills as promptly as possible. It is ossential, therefore, that City department s
and agencies submit their comments to Mr. Condello in Albany within 48 hours

after receipt of notice that a particular bill is bofore the Governor.

Delay in replying to requests for such comments may be detrimental to
Accordingly, I requost your prompt cooperation in

the City'ts interests.
cormenting on bills beforo the Governor,

.
-







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

May 1, 1952

[TMORANDUM NO. 20

70t ALL CITY DEPARTMENTS AND AGENCIES

Nearly everything that can be said about The Greater New York Fund within

ithe scope of a letter has been said time and again, and I think it can be taken
By the same token, it

ifor granted tha' you are in full sympathy with its aims,
scan also be assumed that you will, without any urging on my part, permit a drive to
'be made for the Fund among the employees of your department, or, if they have a

) departmental chest or welfare fund, that you will submit a strong recommendation in

"behalf of the Fund to the committee responsible for making contridbutions,

I realize that city employees are asked to contribute to many appeals, but
J D10y

The Greater New York Fund is the only one through which they may give impartially
to the bulk of our local charities, gectarian as well as non-sectarian, large and
small, thus contributing to the welfare of the community as a whole. It follows

that the case for the Fund rests upon the fact that all health and welfare services

are equally valid and equally important depending upon the needs of individuals,

gnd that its participating agencies merit support in relation to the services which
they provide the people of New York, regardless of size, influence, location or

gponsorship.

The logic of the case for the Fund is undeniable, and to my mind far more

appeal based on the specific need of any particular

croup of the sick or needy, for the Fund embraces every kind of voluntary agency,
and it can be said without fear of contradiction that there is no type of medical,

nealth or social welfare service they do not provide,

persuasive than an emotional

Commissioner Henry L. McCarthy of the Depar tment of Welfare has consented
o serve as chairman of the drive among city employees. I know that you will help
he OCommissioner in every way you can in this most laudable work, I should also

‘e to add that The Greater New York Fund will continue to be the overall agency
g agencies, and no endorsement

+
+
~

LILC v
covering employee solicitation for its participatin
will be given for individual drives by those agencies or by other agencies
cavering the same area.

Sincerely yours,
/ -~ J
' 1 \’ | rd ’.' —
= 4 ) {/ & [ -

Mayor







CITYy OF NEwW YORK

OFFICE OF THE MAYOR

: NEW YORK 7. N. Y. June 12, 1952
MEMORANDUM NO, ¥

TO: THE HEADS OF ALL CITY DEPARTMENTS AND AGENCIES
FROM¢ THE MAYOR
SUBJECT? 1953 LEGISLATIVE PROGRAM

I attach for the guidance of all City Departmsnts
and Agencies a memorandum ovtlining a uniform procedure for the
processing of Citywsponsored State legislation,

Your particular attention is directed to the
provisions in relation to the fiscal program, and to the date
(Cetober 15th) which is established as the final date for the
submission of any proposed state legislation to this office,

I anticipate close cooperation in compllance with
the provisions of the established procedure in order to obtain

maximmm results in the formulation and processing of the City's

legislative program,







MEMORANDUM OUTLINING UNIFORM
PROCEDURE FOR SPONSORING STATE
LEGISLATION BENEFICIAL TO THE
CITY GOVERNMENT,

Annual legislation sponscred by the City Ad ministration falls

into two general categories:

1. The fiscal program (any bills affecting financial
affairs of the City) and

2. The Administrative program (any bills affecting the
general administration of city departments other than
fiscal),

Pfé;oscd fiscal legislation recommended by any city department

or agency is to be submitted to this office, attention of Mr. Victor F,

Condello, Legislative Representative, as_soon as possible,

Proposed administrative legislation must be gsubmitted not

latap than October 15th,

Each proposed bill must be accompanied by a detailed memorandum
supporting the need for the legislation, Mcmoranda on fiscal bills should
contain appropriate financial anglysis such as estimates of increased
revenues or reduced expenditures,

The supporting memorandum must also contain a complete statement
of any previous history of the proposed legislation, This history will
include a reference to previous similar bills which were introduced in the
lLegislature, and also roforence to similar proposed bills which were
reccmmended by the departments but which were not sponsored by the
Administration,

Proposed bills, unless drafted or approved by the Corporation
Counsel, should be submitted in triplicate, Bills drafted or approved by
the Corporation Counsel should be submitted in 10 copies, 6 of which should
be prepared with appropriate backs bearing the title of the bill, In either

caso, the supporting memorandum is to be submitted in triplicate,







IT

Since the formulation and processing of the Cityls
legislative program normally involves conference with and reports by
several City agencies and very often State officials, it is suggested
that department and agency hcads recommending State legislation
communicate with Mr, Condello, as soon as the nced for the legislation
is determined,

Special attention is direceted to the neced for State legislation
to extend or make permanent any law which is due to expirc before an

intervening logislative scssion,

5 3334 3Nt







CITY OF NEW YORK e ——

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

June 16, 1952

MEMORANDUM NO, 22

TO ALL CITY DEPARTMENTS AND AGENCIES

This year the annual Mﬁyor's Trophy Game between the Yankees and
Dodgers will be played on Monday evening, July 21, at the Yankee Stadium.
Proceeds will again be spent on equipment for the City's young sandlot baseball
Players.

Last year, 72,729 people attended the game. This set a new record in
baseball attendance at a benefit game. The net available for distribution was
$91,298,33. We anticipate another heavy demand for tickets. I ask you to not ify
the employees of your department that reserved seats will go on sale in Room 1,
City Hall, (Col. BEdward G. Riekert's office) June 20, This location has been
chosen largely for their convenience,

I know that many of them will want to see the game and support the
cause for which it is played.

PLEASE CIRCULATE TEIS MEMORANDUM,

Ticket prices (all reserved) $1.75, $2.00, $2.50, and $3.00.







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

July 8, 1952

! MEMORANDUM NO, 23

2

TO ALL CITY DEPARTMENTS AND AGENCIES

This is a follow-up to Memorandum No, 22 dated June 16, 1952, wherein I
announced the Mayor's Trophy Bameball Game between the Yankees and the Dodgers to
be held Monday evening, July 2lst, at the Yankee Stadium,

This is a most deserving community project from which all the proceeds will
go for the City!s young sandlot baseball players. It merits the support of every
New Yorker,

Time is growing short and choice tickets are going fast, Please urge your
employees who expect to attend this game to purchase their tickets immedlately.

They are available in ROOM 1, City Hall, (Bdward G. Riekert's office),

Ticket prices (all reserved) $1,75, $2,00, $2.50 and $3.00.

PLEASE CIRCULATE THIS MEMORANDUM TO ALL EMPLOYEES OF YOUR DEPARTMENT,

W*f/\ Ve /Qééi/z/ lit

Mayor
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CITY OF NEW YOR&@,,I N /
OFFICE OF THE M AN, ,§W'y v /t'l‘":j“*,i’,i‘r-v'l,‘ |

NEW YORK 7, N. Y. ——

dagust 7, 1952
'EI"ORA.I&.,\J . &\O 214

T0 ALL CITY DEPARTMENTS AND AGENCIES:

®n October 18, 1952, the National Safety Council will
sponsor what promises to be one of the greatext parades in the history
of owr City —— the New York Green Cross Safety Parade =- which will
proceed along Fifth Avenue from 95th Street to é62nd Street, Because
of the importance of this event I am asking all City departments and
agencies to cooperate with the New York Green Cross in making it a
success, You will be hearing from parade director Demetrios Sazani
regarding his plans for organization, and I ask that you give him

your assistance,







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

August 12, 1952.H

MEMORANDUM NO. 25
T0 ALL CITY DEPARTMENTS AND AGENCIES:

Subject: National American Legion Convention
Time: August 25 - 28, 1952
Place: New York City

Section B40-9.0 of the Administrative Code
of the City of New York provides that the heads of
all City Departments be authorized, provided that
the essential services are not impaired, to grant
leaves of absence, with pay, to an employee of any
such department who has been designated as an
official convention delegate or alternate.

Each delegate and alternate to the
National American Legion Convention requesting
leave of absence with pay shall upon request of the
nead of his department furnish a certificate from
an authorized official of the American Legion
showing that he is a duly elected delegate or
alternate and upon his return to the office, shall
present a2 certificate declazring that he was in
attendance at the Convention.

Fe 71 ol oy
Ve A /[/zz’ ”
M a y o r /







CITY OF NEW YORK ) ) 1952
OFFICE OF THE MAYOR ‘

NEW YORK 7. N. Y. «. 1 Y1) —
Nevember 16, 1952\—

MEMORANDUM NO, 26
FROM: THE MAYOR
TO: ALL CITY DEPARTMENTS AND AGENCIES

SUBJECT: STANDARD PROCEDURE FOR REPORTING ON
PENDING STATE LEGISLATION,

During the course of the legislative session, the
Cityfs Legislative Representative in Albany, Victor F, Condello,
acting on my behalf, will refer pending bills to appropriate
City departments and agencies for their detailed analysis and
recommendations in accordance with the following standard
procedure,

Attached to this memorandum are sample copies of a
standard NYC Form 55 and 56 which are prescribed for use in
reporting on all pending State legislation, Form NYC 55 will
be used for reporting recommended approvals, Form NYC 56 will
be used for reporting recommended disapprovals, Complete
instructions for their preparaticn appear on the forms,

Consistent with the policy of my recent directive te
you, in which I emphasized the need to think along lines of
"necessity and economy", I particularly urge you to report promptly
and fully on any legislative proposals which would either mandate
City expenditures or curtail revenues,

Strict adherence to the established procedure for the
preparation and submission of reports on pending bills is essential
to the attainment of our paramount objectives in the Leglslatures )
defeating all proposed state laws which would be detrimental to the '
City; advocating the passage of beneficial legislation,

An initial supply of NYC Forms 55 and 56 will be sent te
you under separate cover, - Additional forms may be obtained on
requisition to Mr, Condello at City Hall

7 F
// LUAA L,/ /\ Lm /(’t «'/L(

MAYOR







WC 55-20M-925185(52) el 114 THE CITY OF NEW YORK
REPORT ON STATE LEGISLATION—APPROVED *

Jse a separate form for i B memassnia. : .
Use p or each bill. If necessary, continue on a blank sheet showing

introductory and print numbers and pertinent item numbers.
Submit in Duplicate to Legislative Representative as follows :

Original to Room 1100, De Witt Clinton Hotel, Albany, N. Y.

Duplicate to Office of the Mayor, City Hall, New York LNy

fo: THE MAYOR From: Reporting
Att. The Legislative Representative A O O e e s B

I IDENTIFYING DATA (as printed on face of bill)

SENATE INT. NO. PRINT NO. » INTRODUCER
ASSEMBLY INT. NO. PRINT NO. , INTRODUCER
TITLE OF THE BILL (Abbreviate if necessary) =
2. ESTIMATED COST OR INCOME

(Indicate sum total of estimated
mandated expenses, revenue losses or
income to City)

Expenses or Loss Income

3. STATUS OF THE BILL (as printed above bill’s title or rubber stamped on bill)

IN COMMITTEE D ADVANCING ON CALENDAR D BEFORE THE GOVERNOR D

4. EFFECT OF BILL AND REASONS FOR RECOMMENDATION
(a. Describe legal effect of the bill and outline reasons for your recommendations. b. Include detailed analysis of any estimate
shown in Item 2. e. Cite introductory and print numbers of identical or similar bills of current and prior years reported on by your

agency and its recommendations thereon.)

s DATE

“SIGNATURE OF AUTHORIZED OFFICER
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N¥C 56—20M-925185(52) g 114

REPORT ON STATE LEGISLATION—DISAPPROVED

jo: THE MAYOR

THE CITY OF NEW YORK

Use a separate form for each bill. If fiecessary, continue on a blank sheet showing
introductory and print numbers and pertinent item numbers, : i ¥
Submit in Duplicate to Legislative Representative as follows :
Original to Room 1100, De Witt Clinton Hotel, Albany, N. Y.
Duplicate to Office of the Mayor, City Hall, New York 7N

From: Reporting
Att. The Legislative Representative

LV o R R ARSIt s e O D
IDENTIFYING DATA (as printed on face of bill)
SENATE INT. NO. PRINT NO. » INTRODUCER
ASSEMBLY INT. NO. PRINT NO. » INTRODUCER

TITLE OF THE BILL (Abbreviate if necessary)

2. ESTIMATED COST OR INCOME
(Indicate sum total of estimated
mandated expenses, revenue losses or
income to City)

Expenses or Loss Income

8 STATUS OF THE BILL (as printed above bill’s title or rubber stamped on bill)
IN COMMITTEE D ADVANCING ON CALENDAR D BEFORE THE GOVERNOR D

L EFFECT OF BILL AND REASONS FOR RECOMMENDATION
(a. Describe legal effect of the bill and outline reasons for your recommendations. b. Include detailed analysis of any estimate
shown in Item 2. ¢. Cite introductory and print numbers of identical or similar bills of current and prior years reported on by your
agency and its recommendations thereon.)

B L e e  ——— I :I-‘-I.:I.:L.E ------------------------------------ Snvevessnsmmsessassben -""—"[')'K:i"é“" e

“SIGNATURE OF AUTHORIZED OFFICER







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

November 17, 1952

ISR e — -
EXECUTIVE MEMORANDUM 1 27

RY, NU o, 4

m ITHAT VYT \ TNTDADOMVTTT ™\ A YT Enle.
TO HEADS OF MUNICIPAL DEFPARTMENTS AND AGENCIES

- O MAYVAD YT ATATATT - T —
FROM MAYOR VINCENT R. IMPELLITTERI

All City employees not required to remain on duty for the
protection of health and welfare services, for talting care of patients in
nunicipal hospitals and homes, and police, fire and other essential servicesy
will be given time off Friday., November 28th, the day after Thanksgiving,
Friday, December 26th, the day after Christmas, and Friday, January 2nd, the
day after the New Year,

Wherever it is necessary for an employee to put in a tour
of duty on these days, compensatory time will be granted,

Execution of this order is left in the hands of the
respective Commissioners and heads of municipal departments and agencies, who

are to determine what services must be covered and where skeleton staffs

mast be maintained,







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

January 5, 1953
EXECUTIVE MEMORANDUM NO, 28

TO HEADS OF NUNICIP»L DEPARTMENTS AND AGENCIES

After.considerable investigation and much experience in the
matter, it is the recommendstion of The Civil Defense Commission of The
City of New York that the regular Municipal Departments which have -
emergency divisions functioning under the Civil Defen sc¢ program of
The City of New York have all Civil Defense matters assigned exclusively
to one Deputy Commissioner, or other ranking exécutiVe, of such departments,

The Commission suggests thal each head of Department assign such
an individusl from his executive staff and the name of the official so
designated be forwarded to both the Civil Defense Qommission and the
Director of Civil Defense.

The Commission believes it is necessary for the proper
functioning of Civil Defense in The City of New York to have a top line of

guthority and responsibility in the various emergency divisions,

[//, : 7/’ ) \/ / e, @
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

Jamuary 9, 1953
o

EXECUTIVE MEMORANDUM No, 29

TOs THE HEADS OF ALL CITY BEPARTMENTS AND AGENCIES

TROM: MAYOR VINCENT R. IMPELLITTERI

The American Red Cross will soon launch its 1953
anmial appeal for funde, As you know, all sgencies of the City
are xtively engaged in developing a civil defense program, The
part played by the Red Cross in this program is of primary importance,
Without the valued services of this fine organization, the problems of
our City government would be greatly multiplied and expense upon the
City would be ruch heavier,

The Red Cross is made up of you and me and our fellew
citizens, In the past we have given time and work and blood and we
will continue to do so, In addition to these items, the Red Cross
needs more money this year because it has a bigger job to do,
Because of the important and patriotic naturé of this drive I am
making this personal appeal, since I feel that the Korean War and
the need for bdlood on the battlefield, plus the many other
commnity services of the Red Cross, justify a united response
to the 1953 appeal.

Therefore, I request that you, as head of your
Department, cooperate gctively by urging your employees to eooperate
wholeheartedly in this worthy cause,

The campaign among the City workers this year will be

headed by Commissioner Edward ¥. Cavanagh, Jre, of the Department
of Marine and Aviation, Please help him in every way you can,

J !
Mayor /







CiTYy OF NEwW YORK
OFFICE OF THE MAYOR
NEw YORK 7, N.Y.

Januvary 16, 1953

EXECUTIVE MEMORANDUM #30
TO: EEADS OF MUNICIPAL DEPARTMENTS AND AGENCIES

FROM: MAYOR VINCENT R. IMPELLITTERI

I have authorized the Municipal Civil Service Commission, through its
newly organiged Classification Bureau, in cooperation with the Bureau of the Budget,
to re=survey all work already completed in connection with the development of a
proper and integrated Career and Salary Plan for all civil service enployees, I
have instructed them that a plan must be established as expeditiously as the
results ef their study warrant,

The Head of each agency shall cooperate with all its resources in
making this final plan a reality, He shall name a Personnel Officer whose major
duties shall be principally devoted to working with the Classification Bureau on
all problems of classification and salary relative to positions in his agency.

The Heads of agencies shall advise the Municipal Civil Service
Cemmission not later than .Jemuary 2ls$ of the name of their Personnel Officer
who will be responsible, as both the representative of the department and its
lialson officer, for all problems in this re-survey,

I know that each of the other elected officials is as interested as
I am in achieving the adoption of a proper Career and Salary Plan, I urge their
complete cooperation,

I am attaching a copy of the report of the President of the Civil
Service Commission and the Director of the Budget, which I have approved so that
the Heads of all agencies may be informed of the scope of this program,







December 9, 1952

Honorable Vincent R, Impellitteri
Mayor, City of New York
City Hall
New York 7, New York
Dear Mr. Mayor:

Your Honor has directed that a Career and Salary
Plan be established for civil service employees and that imme-
diate action be taken to develop the job classification and
establish the rates of pay which will serve to implement it,
The elements of the plan, specified in your communication of
October 10, 1952 to the President of the Civil Service Commission,

were:

(1) Creation of a new Classification Bureau within the
Civil Service Commission.

(2) Development of a realistic schedule of job classifica-
tions and appropriate salaries, giving due considera-
tion to the recommendations of Griffenhagen and Asso-
ciates and the recommendations and criticisms derived
from comments of interested employee and civic groups,
as well as information derived from field review of
positions, and from the cooperative contributions of
departmental officials responsible for personnel.

Your Honor laid down the policy that no employee be
adversely affected, and that, in matters where further policy
determinations were to be made, your Board of Management Im=-
provement was to be consulted. Your Honor designated the

Municipal Civil Service Commission and the Bureau of the Budget







.

as the agencies responsible for implementation of the Career
and Salary Plan, directing that reports of progress be sub-
mitted to you covering the establishment of its several essen-
tials., In accordance with these instructions, the first such

report is respectfully submitted.

CLASSIFICATION BUREAU

We have determined initially the staff required and
the personnel cost of the new Classification Bureau. These
are detailed in the attached Appendix "A", It has been agreed
that, upon appointment of the bureau's administrative staff,
it will begin work immediately to organize itself, formulate
its procedures, and then address itself to substantive matter.
As staff additions are required they will be provided, but full
use will be made of the qualified personnel within the Civil
Service Commission, the Bureau of the Budget, and other city
agencies. FEach major city agency is to provide for a Personnel
Unit headed by a personnel officer. The unit will expedite the
agency's part in this classification program and will train an
adequate number of personnel in the principles and methods of

job classification.

The new Classification Bureau will have the overall
responsibility for continuing survey, investigation and re-
search relative to the classification of positions and their

place in the classified service., Its immediate task will be







i, T

the re-survey of all positions covered by the Griffenhagen re-
port with a view toward their final classification and inte-

gration into the Career and Salary Plan.

PRINCIPLES

Among the important major principles which will guide
the Classification Bureau are several already enunciated by
Your Honor. These are:

(1) That the salary of no employee will be reduced.

(2) That there will be no abridgment of employee rights now
guaranteed in present civil service titles.

(3) That employees will have the right of appeal on class
allocation, on compensation, or on any other action of
the Classification Bureau affecting their interest.

(4) Positions now covered by Section 220 of the Labor Law
will be excluded.

(5) Sections of the plan will be installed as they are de-
veloped, wherever possible.

DIRECTIVES

Mindful that the new Classification Unit would re-
quire certain specific directives, we set forth those relative
to its purposes, procedures, schedule of progress, and coopera-
tion to be expected from all city agencies. These directives
appear in the following sections of this report,

A. Purpose
The Classification Bureau of the Civil Service Com-

mission is directed:







B.

- -

To establish a Career and Salary Plan that is realistic,
gp propriate and current.

To establish a uniform standard of job definltions or
specifications by a complete statement of qualifica-
tions and duties to be performed for every class.

To esteblish a pay plan based on current rates of com-
pensation for similar work with full consideration of
relationships of wvarious classes to each other based
on the primciple of equal pay for equal work,

To establish a progressive promotional program as part
of the Career and Salary Plan,

To eliminate out-of-title assignments,

To publish all definitions of classes, for the guldance
of departmental administrators in thelr assignment and
use of personnel, for the comprehension by employees of
the scope of thelr duties and their lines of promotions,
and for the guildance of prospective civil servants 1n
their training for city service.

To establish, and provide the methods and procedures
for a continuing appraisal and study of the final
Career and Salary Plan,

To recommend and effect revision of those laws or
statutes which are not consonant with proper personnel
or classification practicz, or which impede establish-
ment of a proper Career and Salary Plan,

To establish spprcpriate smployee appeals procedures
on actiong taken in the final Career and Salary Plan,

Procedures

9

Procedures will be adopted by the Classification Bu-

reau which will provide for:

(1)

Evaluation of the recommendations of the report of
Griffenhagen and Associates on the basis of its techni-
cal value, its practicability, its application, and

its appropri ateness,







Full consideration of the recommendations and criticisms
of employee organizations, civic groups and departmental
administrators,

Sifting and weighing of all testimony presented before
the Formal Hearings Board.

Development of the classification plan,

a. Examination of all duties performed in each de-
partment in various occupational categories.

-

b. Study position description forms.
ce Analysis
reau and
cussions

of duties both by the Classification Bu-
)y department al administrators, and dis-
between both.

_..-a (-‘—d

d. Preparation of tentative class definitions and clas-
sification structure for examination, review and
criticism by departments, civic and employee or-
canizations and any other interested groups.

e. Analysis of suggestions, recommendations, and
criticisms of tentative class definitions, speci-
fications, and classification structure.

f. Establishment of final classification plan.

Development of the salary plan.
a, Examination of a

11 relevant salary data collected
by JrLflenhagen and Asso 01atec on the basis of re-
cency, relevancy, a

b. Evaluation of all evidence relative to recruitment
and job value, with particular attention to employee
and civic org:nizafion testimony regarding the com-
parison of Griffenhagen and Associates' recommenda-
tions, with the salary provisions and job classi-
fications now in existence.

c. Research and evaluation of pay scales for classes
in new classification plan through salary informa-
tion questionnaires, personal interviews, and study
of pay plans for private and public agencies and
the ascertaining of current rates of pay for com-
parable positions.







- b=

d., Continuing discussions with departments, employee
and civic organizations relative to tentatlve
salary proposals,

e, Recommendation of final salary plan.

(b) Installation cof Career and Salary Plan.

a, Immediate installation, where possible, of parts
of the plan,

b. Recommendation of necessary legislation or program
for its institution in parts or a complete plan.

c. Allocation of positions to new titles and classes
in partially or fully completed plan.

d., Establishment of table of equivalencies for employees
now possessing certain rights.

e. Development of appropriate employee appeals proce-
dureSo

C. Schedule of Progress

The Civil Service Commission will render periodic
public reports of work being accomplished, and the relation-
ship of progress to estimated completion time of the entire

taske.

D. Cooperation of all City Agencies

All city agencies will participate by:

(1) Cooperating with the Classification Unit in making
available all information relative to departmental or-
ganization, relationship of positions to such organiza-
tion, duties to be performed, qualifications required
for the proper performance.

(2) Coordinating and substantiating all such information
from various departmental supervisors.

(3) Arranging for conferences with head of agency and Clas-
sification Unit on all results of the analysis of posi=-
tions or field surveys and on preliminary and tentative
class definitions and pay scales.







-

It is our considered opinion that the establishment
of the Classification Bureau represents the essential organ-
1zational step in our progress toward a complete and equitable
Career and Salary Plan, As each succeeding objective is
achieved, Your Honor will be fully informed through the medium

of further reports.

Respectfully,

Paul P. Brennan Abraham D, Beame
President, Municipal Civil Director of the Budget

Service Commission







CiTy OF NEW YORK
OFFICE OF THE MAYOR
NEw YORK 7, N.Y.

January 27, 1953

EXECUTIVE MEMORANDUM NO. 31

TO

HEADS OF ALL DEPARTMENTS AND AGENCIES
FROM: MAYOR VINCENT R. IMPELLITTERI

T have instructed the Director of the Budget to pre-
pare a report covering all the management improvements made in
city agencies since the inauguration of this program in 1948.

Departments have transmitted schedules covering those
improvements made during the years 1951 and 1952 to my Board of
Management Improvement. However, to enable the Budget Director
to compile the required information, those improvements which
were made during the years 1948, 1949 and 1950 will be needed.

Accordingly, you are directed to report to the Direc-
tor of the Budget those improvements made in your dep ar tment
covering the period from January 1, 1948 to December 31, 1950.
I urge the complete cooperation of all agency heads in the
tpansmission of this material. The reports must be available
not later than February 10, 1953, Standard forms for report-

ing are attached. Additional forms may be obtained from the

Bureau of the Budget. Lzzic&;jg_
M a&a Y f r







THE CITY OF NEW YORK

CITY DFPARTMENTS' MANAGEMENT REPORT

Department

To: Director aof tbg

P ST R TR R

le Improvements (Deszcriptive Title only = Use separate form
' ‘ for each projsot)

2e Installations Completed ( ), In Progress ( )

3¢ Year Inatallation was Initlated

e Nature of Results Achieveds Lower Costs ( ) Inoreased

Quantity of Services ( ), ImproVved Quality ‘of Services ( ),
Improved Employee Welfare ( ), Additional Revenue ( ), '

‘

Others
%
Se ' #Annual | “#Potential
Savingss Savings Realized '~ Annual Savings
Personal Services $ $
v )

Non=Persoral Services .

Gross Annual Bavings $ ¢

Less: Additional Costs# B Qg inhs

Net Annual Savings .
e : === =n

(#Indicate one time saving or cost by letter b)

6o Was Realizecd Savings above reflected in the Annual Budget?.
Yes { ) No ( )¢ If yes, what ysar? o

7 Will Potential Savings above be reflecﬁed in Annual Budget?

Yes ( ) No ( )e If yes, what year? ]

8, Description of Resultas

——_. . . — - = o~







CITy OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

Marech er’ 1953 o

EXECUTIVE MEMORANDUM NO, 32

FROM: THE MAYOR
TOs ALL CITY DEPARTMENTS AND AGENCIES
SUBJECT? BILLS BEFCRE THE GOVERNOR,

As the legislative session comes nearer to adjournment,
a great mmber of bills are being passed and sent to the Governor
for executive action, Many of these bills affect the City and
they are referred to you for comments by my legislative Representative
in Albany,

Bills which go to the Governer while the legislature is
still in session are "10C day bills", This means that the Governer
has only 10 days in which to act on such bills, It 1s essential,
therefere, that City agencies submit their reports to Mr., Condelle
in Albany within 48 hours after receipt of netice that a partieular
bill is before the Governer, Reports on bills befsre the Governor
are to be submitted in accerdance with my Memorandum Ne, 26, dated
November 16, 1952,

Delay in replying to requests for such comments may be
detrimental to the City's interests, Accordingly, I expect your
prampt coeperation in reporting on bills before the Governor,
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VINCENT R, IMPELLITTERI
MAY OR,
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Executive Memorandum No. 33

Te the Heads of All Mayor'!s Departments and Agencies?

Plans for instituting Career and Salary studies in the Clty's new
classification progran are being developed by the Municipal Civil Service
Commission in accordance with an earlier directive issued by this effice,

In order to expedite these procedures, arrangements have been made for
a meeting of the heads and delegated representatives of all departments and
agencies on Tuesday, May 26, 1953 at 11:00 4. Ms in the Mayor?s Reception Room
at City Hall, which I plan to address on the subject of classification and
compensation in our civil service,

You and the members of your personnel staff whom you have designated
to act in your behalf as liaison officers representing your department in
classification conferences and negctiations with the Municipal Civil Service
Cemmission are requested té be present on this occasion.







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.

June 1, 1953

EXECUTIVE MEMORANDUM NO. 34

FROM: MAYOR VINCENT R. IMPELLITTERI

=
(@]

HEADS OF ALL CITY DEPARTMENTS AND AGENCIES

.

I have learned that, although the 1953 campaign of the
Greater New York Fund has been under way since April 28,
municipal departments have so far been slow to respond.

I shall regard it as a personal favor if you will lend
your full cooperatioh to Commissioner Henry L, McCarthy of the
Department of Welfare, who thig vear is Serving his second
sucdeessive term as Municipal Chairman for this worthy cause.

There is no need, I think, for me %o elaborate on the
case for the Fund. It would be impossible %o do justice to 1t
within the seope of this memorandum, I am confident that if
the Fund's story is effectively presented to the employees of
your department, their contributions will be generous.
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

June 2, 1953.

EXECUTIVE MEMORANDUM No. 35
FROM: MAYOR VINCENT R: IMPELLITTERI
TO: HEADS OF ALL CITY DEPARTLENTS AND AGENCIES

This year the annual Mayor's Trophy Game between
the Yankees and Dodgers will be played on lMonday evening,
June 29, at the Yankee Stadium. Proceeds will again be spent
on equipment for the City's young sandlot baseball players.

Last year, despite bad weather, more than 50,000
people attended the game, and the previous year more than
72,000 attended it. The net available for distribution from
these two games was $165,000. We anticipate another heavy
demand for tickets this year. I ask you to notify the
employees of your department that reserved seats will go on
sale in Room 1, City Hall, (Col. Edward C. Riekert's office)
June 2. This location has been chosen largely for their
convenience. I know that many of them will want to see the
game and support the excellent cause for which it is played.

Ticket prices (all reserved seats): $1.75, $2.00,
$2.50, and $3.00.

PIEASE CIRCULATE THIS MELORANDUM.
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OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

July 20, 1953
MEMORAINDUM NO. 36

m AT nT

TO ALL CITY DEPARTMENTS AND AGENCIZS:

On October 17, 1953 the National Safety Council will sponsor wvhat
pronises to be one of the greatest parades in the history of our City =~ the New
ork Green Cross Safety Parade = which will proceed along Fifth Avenue from
9cth Street to 62nd Street. Because of the importance of this event 1 am asking
all the City Departments and agencies to cooperate with the New York Groen Cross
in making it a success. You will dbe hearins from parade director Demotrios A,
Sazani regarding his plans fer organization and I ask that you give him your
assistance,
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Mayor
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CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7, N. Y.

July 24, 1953
S

MEMORAINDUM NO., 37

T@ ALL CITY DEPARTMENTS AND AGENCIES:

Tickets for the $4,80 and $%9.60 seats ot the Marine Theatre
pt Jones Beach State Park for Michael Todd's "A Night in Venice" are
available to all city emplovees at half price on the evenings of
Sunday, Mondsy, Tuesday, Wednesday, and Thursdey, Cheszper seats are

available at the regular prices, and all regulsr prices prevail on
Friday and Saturday nights,

Empleyees get the benefit of the 50% discount for themselves
and those in their party —— family or friends e by presenting their
identification cerd st the ticket window at Jones Beach, Departments
that would like to make up theatre parties of 50 er more csn have seats
reserved for their group if they will notify in advance the Theatre
Menager, Mr. Hal Grossman, at WAntagh 2 - 7906,

For those who wish to go tegether in dbuses these are
available for round trips from Times Square at » price of $4,50
including both the bus fare and » $4,80 seat for the show, However,
therc rust be exsctly 45 persons as the bus drivere will not contract
for fewer seats ot this price —— ~nd 45 is the bus ecaprcity,.
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VINCENT R, IMPELLITTERI
Mayor







CITY OF NEW YORK

OFFICE OF THE MAYOR

NEW YORK 7. N. Y.
August 17, 1953

MEMORANDUM NO, 38

TO: THE HEADS OF ALL CITY DEPARTMENTS AND AGENCIES
FROM3 THE MAY(R

SUBJECT: 1954 IEGISLATIVE PROGRAM

My memorandum to you dated June 12th, 1958, established the uniform
procedure for the initiation of City-sponsored legislation for the 1953
session of the State Legislature, The same procedure is to be followed in
recommending Special City legislation for the 1954 legislative session,

Your attention is invited to the fact that October 15th, is
established as the final datc for the submission of any proposed State
legislation to my office, attention of Victor F., Condello, Legislative
Representative, However, since the formulation and processing of the City's
legislative program usually requires numerous preliminary conferences and
analysis of the proposed legislation by several City and sometimes State
officials before it is in final acceptable form, I suggest that department
heads recommending state legislation communicate with Mr, Condello as early
as possible, Expcrience demonstrates that many bills fail of enactment
because of late submission and last minute hurried drafting which does not
permit time for thorough preparation, Accordingly, the October 15th date
should be regarded only as a deadline; not the date on which legislation is to
be submitted,

Your close cooperation in compliance with the provisions of this
Memorandum and Memorandum #21 is anticipated in order to obtain maxirmm results
in the formulatien and processing of the City's 1954 legislative program,

Very truly yours,

s
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VINCENT R, IMPELLITTER
MAYOR
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er consultation with Mayor Vincent R. 1
by tf’tpquz 1t Miami Beach and in line with the act
in his executive memorandum No. 27 on Nowember 17, 1
action was confirmed by the Board of Estimate in Cal
dated December 18, 1952, I have issued the following
memorandum:

All City employees not required to remain on duty for
the protectior of health and welfare services, for taking care
of patients in municipal hospitals and homes, and police, fire
and other essential services, will be given time off Friday
November 27th, the day after Thanksgiving.

Therever it is necessary for an employee to put in
a tour of duty on these days, compensatory time will be granteds

Executisn of this order is left in the hands ©

respective Corrissioners and heads of municipal departments and

2 l - - - T . - . » o~ ANy “ \ o —~
arcenries. who are to determine what se rvices must be covered

and where skeleton staffs must be maintained.,
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