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Federal Works Ageney
PUBLIC BUILDINGS ADMINISTRATION

Washington
February 6, 1942

Mr. Francis P. Brassor

Secretary
Securities and Exchange Commission

I“mngtbn . De Co

Dear 3Sir:

It is our understanding that you have been designated as
liaison offlcer for Securities and Exchange Commission, and that
all details of moving your division's office furniture, supplies,
and equipment, also the household goods of employees from
Washington to Philadelphia, will be handled by you.

In order that this move may be completed on time uﬂ with

the least amount of inconvenience and confusion to your

and its employeea, it 1s necessary that certain ll.'lll bi ed
through. Therefore, all arrangements for the move shall be -At
with the Transportation Division, Decentralization Bm!.u,
Public Buildings Administration. It will be neceasary
representatives of the transportation company nummidoz
representative of this office go through your build er
to get a pileture of what is to be moved, also 1n¢put access to
buildings, capacities of elevators and such other detalls as are

necessary for the transportation company to know before p
the move. Our representative will make arrangemente with yom
for this inspection. A definite plan willl be arranged and agreed
upon between you and this office and no change should be made in
this prearranged plan without the prior approval of this office.
Handling of matters direct with the transportation company 1s
discouraged because of the possible resulting misunderstandings

and certain preparations that will disrupt the plan and polliey of
the decentralization service which has been charged with responsi-
bility of meking this move.

The following instructions and suggestions should be followed

in prepar our office equipment for shipment, and the
of instruct o:l to employees for the movement c¢f their household

effects:

Office furniture and suppliess

Floor plans of the bullding to be moved into will be furnished
and you are ted to show thereon the location of furniture
in each room. There is a diagram attached showing a typieal




furniture plan with instructions for indicating the different
pleces of furniture. On receipt of the furniture plana for

each room this office will propose complete plans for each
floor and copies will be furnished to the transportation
company, our inspector and your representetive at the destination

to be used in the proper placing of the furniture in the new

location. No ohnnfn of any nature should be made In these plans
except by agreement with our Washington office.

BEach separate article, desk, chair, box, package, etc.,
must have & tag attached, if possible; if not, a sticker, such
merk to bear an "Article No.", the rcom number in the new bullding
where article belongs, and floor on wnich room is located. These
designations to correspond to the furniture plans. If more than
one buillding 1s to be occupled, & designation of the bullding
should be shown after the room number.

All articles of furniture, such &8 file cases, sectional
shelving, etc., that are bolted or otherwise fasteoned together,
should be dlsassembled and each plece properly marked as to
location in new bullding.

Multiple equipment, such as sectlional bookeases, should be
marked with a tag or sticker for each seetion, showing on such
tag or sticker the article number for the whole, and an additional

designation to indicate the Individuel piece. For example, &
sectional bockcase 1s numbered "Article No. 5. The base would

be marked "lo. S5-Base"; the bottom section "No. 5-First Section";

the next section would be "Ho. S5-8eccond Section”; the top "No. 5-Top"
This method of numbering the articles is essential in order that

such pieces may be properly assembled when they reach their destina-
tion, and it will be the responsibllity of your agency to see that
these articles are properly numbered and In the sequence in which
they are to be assembled.

All small articles should be placed in boxes or strong bags,
end a2ll books, pamphlets, records, ete., not in a container should
be securely tied in bundles not exceeding 100 pounds in weight,
end properly tagged.

Loose matter in desk drawers should be placed in paper bags
or tied up in packages and replaced in the desk drawers. No ink
or other liquids should be left in the desks, but should be put
in boxes open and clearly visible to the movers. Desk drawers
should be locked, if possible or otherwise kept closed.

When a definite date has been fixed for the movement of office
furniture and supplies, it will be your responsibility to see that
everything is in readiness for the move at that particular time.
You should furnish us as much in advence as 1s possible a list of
the order in which you desire the move made: that is to say, by
room numbers, division numbers, or other definite designation.




/ All phones and buzzers must be dlsconnécted from any desk
or other equipment that is to be moved,

Ho loose papers or other material can be handled, They must
be in containers or packages and properly marked.

Arrangements will be made by this offiece for eclevator operators
and for the necessary access to your huildinz. Prior to the start
of the move, you will be advised of the arrangement with the
custodian for the use of the elevators and bulldine outlats.

%hen the moving atarts, the transportation compeny will have
an experienced group of movera, with & man in charge at both origin
and destination buildings. This offise will also have an inspector
in each bullding. It is desirable that you have an experiasnced
enployee who is familiar with the equipment and furniture present
at each building in order that he mey be consulted in connection
with the move. If there is any question arising wshile the move
is in progress, it should be taken up with our inspsctor on the
Job and he, in twrn, will teke the matter up with the transportation
eompany. This 1s thought necessary in order %o kesp down contro-
versies between your employees and those of the trunsportation

companye.
Household Goods of Employees:

The Transportation Division of Decentralization Service
should be furnished with a certified alphabetical list of sl1
employees that are to move, showing home address, home televhone
number, 1f any, and business phone snd devendent astatus.

You will be furnished a letter of Instruetions for distribu-
tion to the employees, along with an inventory blank for the
purpcose of showing the amount of household effects each empl
has to move. (In some cases these inventories have been ously
furnished.) These blenks should be distributed te the employees
in triplicate and, as outlined in the instructions, they wi
complete the blanks, returning two copies te you, and retalning
one copy for their owmn information. These two coples should be
forwarded immediately to our office. Upon recelpt of these
inventories the transportation company will be furnighed with one
copy &nd instruéted to eall on the employee and make definite and
complete arrangements for the move. In the event that an empl
has not received a call irom the transportaition company at leas
8ix days before they desire to move, our office should be notified
of this faet in order that prompt urmg::mm may be made with
the transportation company. Inquiries cmployees concerning
the move should be hendled in aceordance with the instructions
issued by this office.
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For the benefit of those who will find it necessary to
handle matters with this office, the following offleials ure

in ehargs of the Transportation Division of the Decentralizsation
Services

We Cs Clark, Assistant Manager.

Ce B¢ Chlvert, Chief - Transportation Division
We Le Snadgml, Asslatant Chlef.

Mr. Calvert and ir. Snodgrass will be charged with the
responsibility of handling the detalls in comnection with this
move, and any contacts neccessary to the move should be made
with either of these officiala. You should feel free to ecall
our office on any wmatter pertalning to the above.

Very truly yours,
/8/ Walton C. Clark
Walton C. Clark, Assistent Managers.
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