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PRI V A C Y , GOV ER N ME NTAL 
LIAI S ON AND DISCLO SU R E 

DEPARTM ENT OF TH E TREASU RY 
INTERNAL REVENUE S ERV I CE 

WASHINGTON , DC 20224 

January 27, 2012 

I am responding to your Freedom of Information Act (FOIA) request dated July 19, 
2011 , that we received on July 26, 2011. 

Per an email with Bonnie Mullins, you narrowed the scope of your request to include: 

1) A digital/electronic copy of the card catalogue for the IRS Historical Research Library 

2) All Policy Memoranda prior to the official IRM, all Treasury Orders from 1960-1980 
and the Organizational history files from 1912 

3) The description of the Digitization Project for the IRS Historical Research Library 

Documents responsive to Items 1 and 2 of your request are on the enclosed COs. This 
information is being released to you in its entirety. 

In response to Item 3, the Digitization Project supports the IRS Strategic Plan to make 
available for our employees, nearly 1 ,000,000 pages of historical Internal Revenue 
Manuals (IRM), which are currently stored only in paper format or on microfilm. The 
Digitization Project will create a historicaiiRM reference tool. This project will also 
provide a tool to increase the quality of historic material available by grouping it in a 
central location and tagging the content with relationships to current IRMs. 



2 

If you have any questions please call Tax Law Specialist Bonnie Mullins, ID # 0196343, 
at 859-669-4405 or write to: Internal Revenue Service, HQ Disclosure, 2980 
Brandywine Road, Stop 211, Chamblee, GA 30341. Please refer to case number case 
number F11208-0033. 

Enclosure 
5 COs 

Sincerely, 

~0.~ 
Marie A. Twarog 
Disclosure Manager 
Headquarters (HQ) Disclosu!"e Office 
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I.R.S. SPECIFICATIONS TO BE REMOVED BEFORE PRINTING
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TLS, have you
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text files for this
cycle update?

Date

Action

Revised proofs
requested

Date Signature

O.K. to print

INSTRUCTIONS TO PRINTERS
1913 FORM 1040, PAGE 1 OF 4
MARGINS; TOP 1⁄2”, CENTER SIDES. PRINTS: HEAD TO HEAD
PAPER: WHITE WRITING, SUB. 20. INK: BLACK
FLAT SIZE: 81⁄2” x 11”
PERFORATE: ON FOLD

TO BE FILLED IN BY COLLECTOR. TO BE FILLED IN BY INTERNAL REVENUE BUREAU.

List. No.

District of

Date received

Form 1040.

INCOME TAX.
THE PENALTY

FOR FAILURE TO HAVE THIS RETURN IN
THE HANDS OF THE COLLECTOR OF
INTERNAL REVENUE ON OR BEFORE
MARCH 1 IS $20 TO $1,000.

(SEE INSTRUCTIONS ON PAGE 4.)

File No.

Assessment List

Page Line

UNITED STATES INTERNAL REVENUE.

RETURN OF ANNUAL NET INCOME OF INDIVIDUALS.
(As provided by Act of Congress, approved October 3, 1913.)

RETURN OF NET INCOME RECEIVED OR ACCRUED DURING THE YEAR ENDED DECEMBER 31, 191 .
(FOR THE YEAR 1913, FROM MARCH 1, TO DECEMBER 31.)

Filed by (or for) of
(Full name of individual.) (Street and No.)

in the City, Town, or Post Office of State of
(Fill in pages 2 and 3 before making entries below.)

1.

2.

3.

$

$

$

GROSS INCOME (see page 2, line 12)

GENERAL DEDUCTIONS (see page 3, line 7)

NET INCOME

Deductions and exemptions allowed in computing income subject to the normal tax of 1 per cent.

4.

5.

6.

7.

Dividends and net earnings received or accrued, of corpora-
tions, etc., subject to like tax. (See page 2, line 11)

Amount of income on which the normal tax has been deducted
and withheld at the source. (See page 2, line 9, column A)

Specific exemption of $3,000 or $4,000, as the case may be.
(See Instructions 3 and 19)

Total deductions and exemptions. (Items 4, 5, and 6)

TAXABLE INCOME on which the normal tax of 1 per cent is to be calculated. (See Instruction 3)

$

$

$

$ $

$

$

$

8. When the net income shown above on line 3 exceeds $20,000, the additional tax thereon must be calculated as per schedule below:

INCOME. TAX.

per cent on amount over $20,000 and not exceeding $50,000

2

3

4

5

6

“ 50,000

75,000

100,000

250,000

500,000

75,000

100,000

250,000

500,000

Total additional or super tax

Total normal tax (1 per cent of amount entered on line 7)

Total tax liability

1

“ “ “

“ “ “ “

“ “ “ “

“ “ “ “

“ “
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PAPER: WHITE WRITING, SUB. 20. INK: BLACK
FLAT SIZE: 81⁄2” x 11”
PERFORATE: ON FOLD

1.

2.

3.

4.

5.

6.

7.

Total amount derived from salaries, wages, or compensation for
personal service of whatever kind and in whatever form paid $ $

$

$

$

8.

2

GROSS INCOME.
This statement must show in the proper spaces the entire amount of gains, profits, and income received by or accrued to the individual

from all sources during the year specified on page 1.

DESCRIPTION OF INCOME.
A. B.

Amount of income on which tax has been
deducted and withheld at the source.

Amount of income on which tax has NOT
been deducted and withheld at the source.

Total amount derived from professions, vocations, businesses,
trade, commerce, or sales or dealings in property, whether real
or personal, growing out of the ownership or use of interest
in real or personal property, including bonds, stocks, etc.

Total amount derived from rents and from interest on notes,
mortgages, and securities (other than reported on lines 5
and 6)

Total amount of gains and profits derived from partnership
business, whether the same be divided and distributed or not

Total amount of fixed and determinable annual gains, profits,
and income derived from interest upon bonds and mortgages
or deeds of trust, or other similar obligations of corporations,
joint-stock companies or associations, and insurance compa-
nies, whether payable annually or at shorter or longer periods

Total amount of income derived from coupons, checks, or bills
of exchange for or in payment of interest upon bonds issued
in foreign countries and upon foreign mortgages or like obli-
gations (not payable in the United States), and also from
coupons, checks, or bills of exchange for or in payment of any
dividends upon the stock or interest upon the obligations of
foreign corporations, associations, and insurance companies
engaged in business in foreign countries

Total amount of income received from fiduciaries

Total amount of income derived from any source whatever, not
specified or entered elsewhere on this page

TOTALS

NOTES.—Enter total of Column A on line 5 of first page.

9.

10.

11.

12.

AGGREGATE TOTALS OF COLUMNS A AND B

Total amount of income derived from dividends on the stock or from the net earnings of
corporations, joint-stock companies, associations, or insurance companies subject to like tax

(To be entered on line 4 of first page.)

TOTAL “Gross Income” (to be entered on line 1 of first page)
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1913 FORM 1040, PAGE 3 OF 4
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PAPER: WHITE WRITING, SUB. 20. INK: BLACK
FLAT SIZE: 81⁄2” x 11”
PERFORATE: ON FOLD

1.

2.

3.

4.

5.

6.

7.

$

3

GENERAL DEDUCTIONS.

The amount of necessary expenses actually paid in carrying on business, but not including
business expenses of partnerships, and not including personal, living, or family expenses

All interest paid within the year on personal indebtedness of taxpayer

All national, State, county, school, and municipal taxes paid within the year (not including
those assessed against local benefits)

Losses actually sustained during the year incurred in trade or arising from fires, storms, or
shipwreck, and not compensated for by insurance or otherwise

Debts due which have been actually ascertained to be worthless and which have been charged
off within the year

Amount representing a reasonable allowance for the exhaustion, wear, and tear of property
arising out of its use or employment in the business, not to exceed, in the case of mines, 5
per cent of the gross value at the mine of the output for the year for which the computation
is made, but no deduction shall be made for any amount of expense of restoring property or
making good the exhaustion thereof, for which an allowance is or has been made

Total “GENERAL DEDUCTIONS” (to be entered on line 2 of first page)

AFFIDAVIT TO BE EXECUTED BY INDIVIDUAL MAKING HIS OWN RETURN.

I solemnly swear (or affirm) that the foregoing return, to the best of my knowledge and belief, contains a true and complete statement of
all gains, profits, and income received by or accrued to me during the year for which the return is made, and that I am entitled to all the deductions
and exemptions entered or claimed therein, under the Federal Income-tax Law of October 3, 1913.

Sworn to and subscribed before me this

(Signature of individual.)day of , 191

SEAL OF
OFFICER
TAKING

AFFIDAVIT.

(Official capacity.)

AFFIDAVIT TO BE EXECUTED BY DULY AUTHORIZED AGENT MAKING RETURN FOR INDIVIDUAL.

I solemnly swear (or affirm) that I have sufficient knowledge of the affairs and property of
to enable me to make a full and complete return thereof, and that the foregoing return, to the best of my knowledge and belief, contains a true
and complete statement of all gains, profits, and income received by or accrued to said individual during the year for which the return is made,
and that the said individual is entitled, under the Federal Income-tax Law of October 3, 1913, to all the deductions and exemptions entered or
claimed therein.

Sworn to and subscribed before me this
(Signature of agent.)

day of , 191

SEAL OF
OFFICER
TAKING

AFFIDAVIT.

(Official capacity.)

ADDRESS
IN FULL

[SEE INSTRUCTIONS ON BACK OF THIS PAGE.]

�
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INSTRUCTIONS.

1. This return shall be made by every citizen of the United States,
whether residing at home or abroad, and by every person residing
in the United States, though not a citizen thereof, having a net income
of $3,000 or over for the taxable year, and also by every nonresident
alien deriving income from property owned and business, trade, or
profession carried on in the United States by him.

2. When an individual by reason of minority, sickness or other
disability, or absence from the United States, is unable to make his
own return, it may be made for him by his duly authorized repre-
sentative.

3. The normaI tax of 1 per cent shall be assessed on the total net
income less the specific exemption of $3,000 or $4,000 as the case
may be. (For the year 1913, the specific exemption allowable is
$2,500 or $3,333.33, as the case may be.) If, however, the normal
tax has been deducted and withheld on any part of the income at
the source, or if any part of the income is received as dividends
upon the stock or from the net earnings of any corporation, etc.,
which is taxable upon its net income, such income shall be deducted
from the individual’s total net income for the purpose of calculating
the amount of income on which the individual is liable for the normal
tax of 1 per cent by virtue of this return. (See page 1, line 7.)

4. The additional or super tax shall be calculated as stated on
page 1.

5. This return shall be filed with the Collector of Internal Revenue
for the district in which the individual resides if he has no other
place of business, otherwise in the district in which he has his
principal place of business; or in case the person resides in a foreign
country, then with the collector for the district in which his principal
business is carried on in the United States.

6. This return must be filed on or before the first day of March
succeeding the close of the calendar year for which return is made.

7. The penalty for failure to file the return within the time specified
by law is $20 to $1,000. In case of refusal or neglect to render the
return within the required time (except in cases of sickness or
absence), 50 per cent shall be added to amount of tax assessed. In
case of false or fraudulent return, 100 per cent shall be added to
such tax, and any person required by law to make, render, sign, or
verify any return who makes any false or fraudulent return or
statement with intent to defeat or evade the assessment required by
this section to be made shall be guilty of a misdemeanor, and shall
be fined not exceeding $2,000 or be imprisoned not exceeding one
year, or both, at the discretion of the court, with the costs of
prosecution.

8. When the return is not filed within the required time by reason
of sickness or absence of the individual, an extension of time, not
exceeding 30 days from March 1, within which to file such return,
may be granted by the collector, provided an application therefor is
made by the individual within the period for which such extension
is desired.

9. This return properly filled out must be made under oath or
affirmation. Affidavits may be made before any officer authorized
by law to administer oaths. If before a justice of the peace or
magistrate; not using a seal, a certificate of the clerk of the court as
to the authority of such officer to administer oaths should be attached
to the return.

10. Expense for medical attendance, store accounts, family
supplies, wages of domestic servants, cost of board, room, or house
rent for family or personal use, are not expenses that can be deducted
from gross income. In case an individual owns his own residence he
can not deduct the estimated value of his rent, neither shall he be
required to include such estimated rental of his home as income.

11. The farmer, in computing the net income from his farm for
his annual return, shall include all moneys received for produce and
animals sold, and for the wool and hides of animals slaughtered,
provided such wool and hides are sold, and he shall deduct therefrom
the sums actually paid as purchase money for the animals sold or
slaughtered during the year.

When animals were raised by the owner and are sold or slaugh-
tered he shall not deduct their value as expenses or loss. He may
deduct the amount of money actually paid as expense for producing
any farm products, live stock, etc. In deducting expenses for repairs
on farm property the amount deducted must not exceed the amount
actually expended for such repairs during the year for which the
return is made. (See page 3, item 6.) The cost of replacing tools or
machinery is a deductible expense to the extent that the cost of the
new articles does not exceed the value of the old.

12. In calculating losses, only such losses as shall have been
actually sustained and the amount of which has been definitely
ascertained during the year covered by the return can be deducted.

13. Persons receiving fees or emoluments for professional or other
services, as in the case of physicians or lawyers, should include all
actual receipts for services rendered in the year for which return is
made, together with all unpaid accounts, charges for services, or
contingent income due for that year, if good and collectible.

14. Debts which were contracted during the year for which return
is made, but found in said year to be worthless, may be deducted
from gross income for said year, but such debts can not be regarded
as worthless until after legal proceedings to recover the same have
proved fruitless, or it clearly appears that the debtor is insolvent. If
debts contracted prior to the year for which return is made were
included as income in return for year in which said debts were
contracted, and such debts shall subsequently prove to be worthless,
they may be deducted under the head of losses in the return for the
year in which such debts were charged off as worthless.

15. Amounts due or accrued to the individual members of a
partnership from the net earnings of the partnership, whether appor-
tioned and distributed or not, shall be included in the annual return
of the individual.

16. United States pensions shall be included as income.

17. Estimated advance in value of real estate is not required to
be reported as income, unless the increased value is taken up on the
books of the individual as an increase of assets.

18. Costs of suits and other legal proceedings arising from ordi-
nary business may be treated as an expense of such business, and
may be deducted from gross income for the year in which such costs
were paid.

19. An unmarried individual or a married individual not living
with wife or husband shall be allowed an exemption of $3,000. When
husband and wife live together they shall be allowed jointly a total
exemption of only $4,000 on their aggregate income. They may make
a joint return, both subscribing thereto, or if they have separate
incomes, they may make separate returns; but in no case shall they
jointly claim more than $4,000 exemption on their aggregate income.

20. In computing net income there shall be excluded the compen-
sation of all officers and employees of a State or any political
subdivision thereof, except when such compensation is paid by the
United States Government.



 



THE SJCCRmARY Q' THE TREASURY 

Wnshin:ton 

August 29, 

TREASURY DEPARTMENT ORDER NO. 91: 

Pursuant to Reorganization Plan No. 1 of 1947 and 

sect ion 4(d) of the . Contract Settlement .Aet of 1944 

(58 Stat. 651; 41 u.s.c. 104), I hereby appoint Stephen 

J. Spingarn· as Deputy Director of Contract Settlement, 

effective September 2, 194?. 

Trensury De~rtment Order No. 84 is hereby revoked. 

JOHN W ~ SNYDER 
Secretary of the Treasury 



THE Sl!ICRmARY Q' THE TRIASURY 

Wnshi~"1ion 

August 29, 

TREASURY DEPARTMDT ORm'lR NO. 91: 

Pursuant to Reorganization Plan No. 1 of 1947 and 

section 4(d) of the Contract Settlel!lent Act of 1944 

(58 Stat. 651; 41 u.s.c. 104), I hereby appoint Stephen 

J. Spingarn· as Deputy Director of Contract Settlement, 

effective September 2, 194?. 

Trensury De~rtment Order No. 84 is hereby revoked. 

JOHN W. SNYDER 
Secretary of the Treasury 



 



THE SECRF.1'1 ;:.y 0 2 THE TREASURY 

September 23, 1947 

TRE.1\.SURY DEPilRTt ENT ORDEH NO o 92. 

By virtue of the authority vested in ne by Section 161 of the 
Revis~d Statutes and as Sec1·etary of the Treasury, I hereby est ablish 
in the Office of the Secretary of the Treasury the Office of the 
Technical Staff, which viill function under the immediate supervision 
of the Director of the Technical Staff. 

The Director of the Technical Staff has the r esponsibility of 
prov-iding technical assistance for t~1e Secretary, the Under Secretary, 
and other Treasury officials on matters relating to Treasur;r 
.financin g, public debt management 

1 
and other Treasury matt ers, inclu

ding in particular the following: 

1. Developments in tho outlook for the fiscaJ. and budgetary 
position of the Treasury, and proposals conce rnin c; the 
size and character .of Treasury borro·wing operations, both 
cash anct r ofundings . 

2. The impact of Treasury financing 2nd public debt operations 
on the credit structure ·and general e conomy of the count ry, 
and the development of fiscal policy and debt management 
obje ctives suitable for current economic conditions. 

3. The invest ment posi tioh D.nd needs of the vorious investor 
classes, their current holdings of l"edor 2:l s ocuri tics, 
and the t;ypcs of s ocuri tics suit ed to the ne eds o£ di fferent 
t ypes of investors. 

4. The t erms of proposed s ccu.rj_tics to be offered i n Treasury 
financings, and their probobJ.c effects upon the market price 
and oYm.ership distribution of outstanding Govcrru:tcnt 
securities . 

5. The r cle.tionship of nm•r securities to the Federal debt 
structur e and interest costs thereon. 

6. The interest rate structure of the country, and current 
trends in tho money markets and in t he banking position . 

7. Financing operations of Government corporntions nnd crcdi t 
a gencies. 



- 2-

8. Trends in Treasury receipts from different sources, and 
estimates for specific periods of time. 

9. Probable effects of proposed leL~slation upon Treasury 
receipts. 

10. Actuarial matters involved in Treasury financing c-.nd other 
Treasury operations, including a ctuarial estimates for 
Federal trust fm1ds required by statute. 

11. other m<J.tters, including gcnernl considerations cif the 
effects of Treasury operations on business conditions, 
crcdi t conditions,. employment, '-lnd t he financial structure 
of the country, which may be involved in requests t o the 
Dire ctor of the: Te chni cal Staf±' from Treasury offici<"-ls. 

The Office of the Technical Staff supcrsodcs.thc . Divi.si.on of 
Resea rch and Statistics. in the O::~Lico of the Socrcte.r:~, which is 
hereby abolished, and Treasury Orders No. 8, dated September 17, 1931 .. , 
and No. 18, dc:t cd Mar ch 25, 1938 , arc modifi ed a ccordin gl y . This 
order shall not af fect the existing procedures, functions, duti es , 
or r osponsibili tics 'of any other or£<-.nization Y·ri thin the Treasury 
Dcpnrtmcnt. 

Accordingly, the title of the Director of Research and 
Statistics is chc.nged t o Director of the Tcchnicc.l Stc:.ff • . 

A. 1. u. ··r:tccn:s 
Acting Sccrct nry of the Treas1.cry 

•' . i . ; l~ 



·~·.'ashington 

September 23, 1947 

TREASURY DEPAHTI.:ENT ORDER NO o 92. 

By virtue of the authority vested in ne by Section 161 of the 
Revis~d Statutes and as Secretary of the Treasury, I hereby establish 
in the Office of. the Secretary of the Treasury the Office of the 
Technical Staff, which vrill function under the immediate supervision 
of the Director of the Technical Staff. 

The Director of the Technical Staff has the responsibility of 
providing technical assistance for the Secretar;y, the Under Secretary, 
and other Treasury officials on matters relating to Treasury 
_financing, public debt management 1 and other Treasury matters, inclu
ding ;Ln particular tho following: 

1. Developments in the outlook for the fisca1 and budgetary 
position of the Treasury, and proposals concerninG tho 
size and character .of Treasury borrowing operations, both 
cash and rofundings. 

2. The impact of Treasury financing <nd public debt operations 
on the credit structure ·and general economy of the country, 
and tho development of fiscal policy and debt mnnagemcnt 
objectives suitable for current economic conditions. 

3. The investment posi tioh 2.nd noods of the vorious investor 
classes, their current holdings of l"edorc-,1 so curi tics, 
and tho t:y"Pes of socuri tics sui t ed to the ne eds o:f different 
types of investors. 

4. The terms of proposed securities to be off ered in Treasury 
financings, and their probable effe cts upon the m<lrkot price 
and m·,nership distribution of outstanding Government 
securities. 

5. The relationship of new securities to t he Federal debt 
structure and interest costs thereon. 

6. The interest rate structure of the country, and current 
trends in the money markets and in the banking position. 

7. Financing operations of Government corporations and credit 
agencies. 



,. · 
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8. Trends in Treasury receipts from different sources, and 
estimates for specific periods of time. 

9. Probable effects of proposc:d legislation upon Treasury 
receipts. 

10. Actuarial matters involved in Treasury financing c:..nd other 
Treasury operations, including c:..ctuan.al estimates f or 
Federal trust fm1ds required by statute . 

11. other matters, including general considerations of the 
effects of Treasury operations on business conditions , 
credit conditions, cmployr~cnt, and the finc:..ncic:>.J. structure 
of tho country, which may be involved ;Ln requests to tho 
Director of tho Technical Stuff from Trcnsur~· oi.'ficio.ls. 

The Office of the Technical Staff supe rsedes the. D:i:vision of 
Resenrch and Statistics. in the O~~J:lcc of the Socret2.r:i", which is 
hereby abolished, and Treasury Orders No. C, dated September 17, 1934, 
and No. 18, dated March 25, lS'J8, arc modif ied a ccordi n cJ.y . This 
order shall not · affect the existing procedures, functions) duti es, 
or responsibili tics ·of any other org<cnizatio:t 1·1. thin the Treasury 
Department. 

Accordingly, the title of the Dire-ctor of Hcscarch and 
• Stntistics is ch~nged to Director of the Tc chnic;_~. l Stz.ff • . 

A. L. H •.. 'IGGI NS 
Acting Secretary of the Treasury 

. . : ~ :: ' 



 



TREASURY DEPARTMENT 

'i'ashington 

Office of the Hdministro.tive 
1-1.ssistant to the Secretary 

To Heads of Bureaus 
Offices and Divisions 

Treasury Department 

~eptember JO, 1947 

Thue is transmitted for y our infomation and guidance 
a copy of Treasury Department .Jrder No. 93, establishing 
the Office of 1-1.dministrati ve Services in the Office of the 
Secretary of the Treasury. 

The Office of ii.dministrative Services will function 
under the immediate supervision of the Director of :~dminis
trative Services, and will be composed of the follo~~ng three 
divisions: 

(l ) Division of Office Services 
(2) Division of Tr easury Buildings 
(J) Division of Treasury Space Control 

lvfr. Paul McDonald ha s been appoin t ed Direc tor of ;,dminis
trative Services. 

Mr, Denzil 1\, Right has bten d esi r;nRtcd as the Superin
tendent, Division of Treasury B-uildings, and Nir. ~dw<~.rd E. Bernoy 
has '.leen designated a s Chief, Division of 'IJ-easury Space Control. 
The dutiEs of the position of Chief, Division of Offi ce Services, 
will, for the time being, be exercised by the Director of :tdminis
trative Services. 

'.':ILLIJ\M 1fi . P,\ R.SONS 
bdministrati ve fl.ssistant 

to the Secretary 



.•.· 



THE SECRET.~RY OF THE TREASURY 

W?.shington 

September 26, 1947 
... 

TREASURY DEPARTNENT ·oRnE~ No. 93" · . . . ' .. . 

By virtue of th~ <1~hori ty . ve..sted in me by Sectio~ lt)l of ·the · R~v{sed . : · 
Statutes and as Secretary of· the ·Treasury, · Lher~by es.tablish, effective ·· 
October 1, 1947, in the .O~~ice ,Qf the ~ecretary of the Treasury the Office 
of Admihistrative Service¢, which . shall functioJ;l:,un9,~r· the: immediate super-
vision of the Director of. Administrative Services. · · 

· .. 
Tlie Of{i..o~r · :Of Administr~tive Services shall b~· composed of the follcwing 

three Divisions: (1) Division of Office Service.s·; (2.) -Div;i,.sion of Treasury 
Buildings; (3) Division of Treasury Space Control, .These Di-Jisions ' shall func
tion under <the .sup~rvision. of the following three officials, each assigned ,to 
the respecthe ··Diyisiqns L (1} Chief, Divi.s.ion of Office Scrv~ces; (2) Super
inter.dent·; Divi~ion 9f Trea:?uty Buildings; (.3) Cl;lief, Division of Treasury · 
Space Control.,' ··. 1 .' :, .. · · · • · . · · • • , • 

.. .. 
~ · .. . . 

All functions, duties, and authorities formerly assigned 'or delegated .. : 
to the Chief Clerk, or exercised by him, are hereby transferred, assigne~, 
and delegated to the Director of Administrative Services. The Chief and 

sistant Chief of,_ ~he Division of Office Services are hereby authorized to 
per f orm all such functions; duties, and authorities under the supervision and 
by the dire·ction ·of the. Director of Administrative Services. . . ., 

There are hereby transferred to the Office of Administrative Services al l 
of the functions and duties formerly assigned to the following: 

(1) Office of the Chief Clerk 
(2) Office of the Superintendent of Treasury Buildings 
( 3) Space Control Staff in the Office of the Secretal";\r, which under 

the direction of the Administrative Assistant to the Secretary 
exercised the autl;ority delegated to the latter official to man
age and coordinate the assignment and utilization of all space 
occupied by Treasury organizations in Washington and in the field 
in Federally or commercially owned buildings. 

(4) Such other administrative service functions as the Administrative 
Assistant to the Secretary shall determine from time t o time, in 
the interest of economy and efficiency, should be a~signed t~ the 
Office of Administrative Services. The Director of Administrative 
Services, with the approval of the Administrative Assistant to the 
Secretary, shall assign these latter functions to the appropriat e 
Divisions in the Office of Administrative Services. 

All funds available for the operation of the Offi ce of the Chief Cl erk, 
Office of the Superintendent of Treasury Buildings, and the Space Control Staff 

~ 1e Office of the Secretary shall continue to be available , under t he super~ 
_ -. :~.on of the Director of Administrative Services, to carry out the functions 
and purposes for which such funds were appropriated• 
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The personnel assigned to the 0ffice·of the Chief Clerk, the Office 
of the SuporintendEmt of Treasury Buildings, and the members of th~ Space 
Control Staff in the Office of the Secretary are hrrehy transferred to the 
Office of Administrative Services, effective 0ctoberc·l, 1947. 

The Office. o.f ·the Chit:tf Clerk, the :Jffice of the: Supt::rin tennent· of· · 
Treasury BaiJ..d~J:lgs 1 : an\1. the Space (:ontrol S.taff in the Office of· the Sec.re~ 
tary arc her.eby· a,Polish€d effective October 1, 1947.: 

~- ' 

The Director of Administr'ittive Services shalLreport ·to th~ Administra-· 
tive Assistant to the Secretary. 

- Tr~.-~~~ry Department . ~J~. •1e ers No. 0ated December 26, ~9)!l, No:· l6, · · . 
date~· N'!ay 20, 1937, No. ~ C.at""d Novt;mber JO, 1939, and ~Vo 59; ·dateci; · 
March J, 1945; are .h~:reby _a:n tmdcd and superscdEod ac~ordl.nl(.:Ly. Any either 
Treasury. Jrders. or circulars L1 conflict v..i tb this Order are hereby-
revoked. · · · 

./s/ A. L~ M. ~:1iggin~ 
• . 

Acting Secretary of the Treasury 

.. ' 

• c 

. . . < . 

. ! ... ' . ;-: ~ . . . 

. ·: ... ,.,, 



THE SECRETARY OF THE TREASURY 

WASHINGTON 

TREASURY DEPARTMENT ORDER NO. 93 
(Amendment No. 1) 

September 21t 1951 

By virtue of the authority vested in me, under Reorgan
ization Plan No. 26, approved July 31, 1950, and as Secretary 
of the Treasury, Order No. 27 dated November 30, 1939, circular 
of the Administrative Assistant to the Secretary of January 16, 
1940, and all amendments or modifications thereof are hereQ1 
revoked. 

Order No. 93, dated September 26, 1947, which created 
the Office of Administrative Services and established there
under the Division of Treasury Space Control, is hereQy amended 
by abolishing the Division of Treasury Space Control, and estab
lishing in lieu thereof the Division of Buildings Surveys, Of
fice of Administrative Services. 

There is hereqy delegated to the Administrative Assistant 
Secretary all authority pertaining to matters of the acquisition, 
retention or release of Federal and commercial space and manage
ment thereof, affecting quarters necessary for the housing of 
all Treasury Department activities. 

The Administrative Assistant Secretary is further empowered, 
within his discretion, to redelegate such authority and to author
ize further redelegation thereof, and to ~ssue such regulations 
and procedures as may be necessary from time to time to carry out 
the provisions of this order. 

J 
the Treasury 





TREASURY DEPARTMENT 

To Heads of Bureaus 
Treasury Department 

WASHINGTON 

SEP 211951 

Pursuant to the provisions of Treasury Department Order No. 93 
(Amendment No. 1), dated September 21, 1951, the Director of Adminis
trative Services·is hereby designated to administer the authority 
delegated to the Administrative Assistant Secretary pertaining to matters 
of real estate and space management, including: 

1. Issuance of appropriate instructions to Treasury bureaus. 

2. Supervision of the Division of Buildings Surveys in per
formance of the following functions: 

a. Make detailed surveys of space assignments and utiliza
tion in Treasury Department offices in Washington, D. C., and 
the field. 

b. Make studies of buildings and office layouts to provide 
more efficient working conditions and economical operations 
for Treasury Department activities in Washington, D. C., and 
the field. 

c. Report and recommend actions taken or to be taken as a 
result of such surveys and studies. 

d. Maintain liaison w1 th the Post Office Department, General 
Services Administration, and other Federal agencies in matters 
pertaining to space management. affecting Treasury Department 
activities, including but not limited to acquisition, release, 
utilizati.on, major repairs, remodeling, alterations and improv&
ments in Federally owned and leased space. 

e. Other matters assigned b.y the Administrative Assistant 
Secretary or the Director of Administrative Services. 

3. Performance of such other functions as may be essential to 
the effective administration of matters pertaining to real estate and 
apace management. 

Bureau inquiries concerning matters related to this circular 
letter should be referred to the Division of Buildings Surveys in the 
Office of Administrative Services. 

,tf~/d~ 
Administrative Assistant Secretary 





• 
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TREASURY DEPARTMENT 

WASHINGTON 25 

SEP 21\95\ OFFICE OF 

ADMINISTRATIVE '3ERVICES 

To Heads of Bureaus 

Treasury Department 

A circular letter was issued by the Administrative Assistant 
Secretary dated Septemb~r 21, 1951, designating the Director of 
Admintstrative Services to admi~ister the authority pertaining to 
matters of real estate and. spA.ce management delegated to the Admini s
trative Assistant Secretary under Treasury Department Order No. 93 
(Amendment No. 1), cl.eted September 21, 1951. · The purpose of thi B 

circular letter is to establish the general procedure for surh matters 
affect inc; bureaus of the Treasury Department. · · 

Procedure Governing Execution of Leases 

Hereafter the General Services Administration will be requested 
to execute all leases for general v~rpose space for Treasury offices. 
Leases already negotiated for the fiscal :rear 1952 which have not been 
transferred to the General Services Administration will be transferred 
to that agency effective January 1, 1952. Where new leases are made 
after January 1, 1952, by the General Services Administration at the 
request of Treasury Dep~rtment agencies, payment of rents will be made 
by reimbursement to the General Services Administration until such time 
as the General Services Administration can include the costs of th~ 
rents in its budget. 

All requests c0ncerning new leases which involve expenditure 
of Tree.sury funds, a.nd which also involve (1) over $150,000.00 rP.ntal 
per annum, or (2) a term of more than three years, will be forwarded 
to the Office of Administrative Services for approval prior to being 
presented to the General Services Administration. All other requests 
for commercial space involving new leases, renewals of leases and 
space negotiations for general purpose space outside the District 
of Columbia, shall be presented direct to the General Services 
Administration by Treasury bureaus. This arrangP.rnent is placed 
in effect with the understanding that bureau heads prior to 
January 1, 1952, will extend completely decentralized authority to 
all bureau field office heads to :::~egotia.te directly with the 
appropriate Regional Directors of the General Services Administration 
on all space matters subject only to the above-mentioned exceptions. 
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The purpose of this decentralized procedure for handling 
lease matters is to expedite negotiations with the General 
Services Administration, and to limit to specified categories 
the necessity of prior review by bureau or departmental 
Washington headquarters. In the future course of operations 
under this decentralized procedure, bureau heads, and field 
office heads to whom such authority has been extended by 
bureau heads, will be responsible for observance of the 
provisions of existing laws, and the requirement of 
r_egulations issued by the Treasury, General Accounting 
Office and General Services Administration governing the 
leasing or acquisition of commercial space. 

Procedure for Acquisition and Release of Space 

The procedure governing the acquisition and release of 
space shall be as follows: 

(a) Federal Building Space 

General Services Administration 

Vmen space is needed in any Federal building in which the 
assignment of space is under· the control of the Public 
Buildings Service, Standard Form 81 will be submitted by the 
bureau's respective field office head to the proper 
degional Office of the General Services Administration, in 
triplicate. 

Post Office 

In any case where space is desired in a Federal building 
under the control of the Post Office Department, request will 
be made by the field office head direct~ to the Post Master 
who has jurisdiction and control of the building. 
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(b) Commercial Space 

When commercial general purpose space is needed, Standard Form 81 
will be submitted by the field office head to the proper Regional 
Office of the General Services Administration, subject to the exceptions 
noted on page 1, paragraph J. · 

When an existing lease for general purpose space with or without 
option to renew expires, Form 81 will be submitted in the same .manner 
as reQuested for new space. 

(c) Special Purpose Space 

All reQuests for special purpose space will be submitted by the 
bureaus on Form 81 to the Office of Administrative Services for such 
action as the individual case requir~s. Exception: The United States 
Coast G11.8rd is hereby authorb:ed to negotiate and consummate all leases 
for aids to navigation and rights of way. 

(d) District of Columbia Space 

All req_uests for space in the District of Columbia will be sub
mitted on Form 81 to the Office of Administrative Services. 

(e) Release of Space 

In any instance in which it is found possible for any bureau to 
release space in a Federal building, or in a commercial building prior 
to the termination of ti'<e lease, ap~1ropriate notice will be transmitted 
to the Office of Administretive Services by the head of the bureau or 
his designated represent~tive, if possible at least 90 days in a dvance 
of the release. 

Separate instructions will be issued at a le.ter date regarding 
peri~dical statistical reports which may be required by the Office 
of Administrative Services. 

Two copies of each bureau procedure implementing this order will 
be forwarded to the Director of Ad_ministrative Services for approval 
prior to is su~nce to fie ld of fice heads, but not later than 
November 15, 1951. 
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Bureau inquiries concerning matters related to this circular should 
be referred to the Division of Buildings Surveys in the Office of 
Administrative Services. 

A Bureau desiring the assistance of this office should feel free to 
call upon it for any help deemed necessary. The Division of Buildings 
Surveys ... !ill make its services available to the extent of its facilities 
in all such cases immed.ie.tely when called upon. 

Director of Administrative Services 



 



TREASURY DEPARTMENT 

Y'ashington 

Offi ce of the Hdministrlltive 
Assistant to t he Secret ary 

To Heads of Bureaus 

September 30, 1947 

Offices and Divisions 
Treasury Department 

Ther e is transmit t ed f or your inforr11ati on and guidanc e 
a copy of Treasury Department Urder No . 93 , t:stablishing 
the Offic e of Hdministrative Servi ces in the Offi ce of the 
Secretary of t he Treasury . 

The Office of 11.dministrative Services will functi on 
under the :i,.mmedia t e supervisi on of the Director of . ~dminis

t r ative Services, and will be composed of the f ollowing three 
divisions: 

(l ) Division of Office Services 
(2 ) Division of Treasury fuildings 
(3) Division of Treasury Space Control 

Ivfr. Paul McDonald has been appointed Director of J;.dminis-
tra tive Servi ces. 

Mr. Denzil A. Right has been design<tt ed as the Superin
tendent, Division of Treasury Building s, m1d Mr. ~dward E. Berney 
has ~een designated a s Chi ef, Division of T~easury Space Control. 
The duties of the positi on of Chief, Division of Office Services, 
will, f or the time being, be exer cised by the Director of Adminis
trative Services. 

'.'.:ILLHM Vi . P \ RSONS 
J,dminis tra t i ve Assistant 

to the Secret ary 



THE SECRETARY OF THE TREASURY 

~ .. : . . 

TREASURY DEPARTMENT ·pRDEfl NO ... 93 

Washington · 
\ 

September 26, ·194 7 

' ' 
'· •-t 

By virtue of the a.~~horityve..st~d in me by Section 19'1 of 'tb~ · Re_v:lsed . : 
Statutes and as Secretary of 'the ·Treasury, ·r 'hereby es.tablish, effective 
October 1, 1947; :in ,th~ . o.~~ice ,qf . the ~ecretary of the Treasury the· Office 
of Admi'rtistrative. Servic~, which . shall functio~:,un9,-:er· thE) immediate super .... 
vision of the Director of . Administrative Services. · . . . · .. 

, ,· .. ~· . ' ,• ... · 
Tne Offioe;·:Of - Actminis.tr~tiv'e Services shall be. c.oinposed · of the foll~wing 

three Divisions: (1) Divis ion of ·office S~rvices· ;: (2.) :D,iv;i,.sion of Treasury 
Buildings; (3) Division of Treasury Space Control~ . .. Thes~ D.ivisions ·shall func
tion under rthe .suo~rvision . of the following three o'fficialS·, eiach assigned ,to 
the respect we· Diy~s-iqns L (l} Chief, Divts.ion of Office Services; (2) Super
intendent·; Df.vi~ion <(f T~ea91JfY !:luildingsr (.3) Chief, J?.iyision of· Treasury ·. 
Space Controlo'· ... . • .. i ··;: .. · · ·· · · . · ' · : · · · . • · • · .r . . . 

~ • •• • .!. · 

All· functions, duties, and authorities formerly assign~d· :or delegated ·; 
to the Chief Clerk, or exercised by him, are hereby transferred, assignedt, .. 
and delegated to the Director of Administrative Services, The Chief and ' 

sistant Chief of,_ i{he Division of Office Services are hereby authorized to 
perform all such functions; duties, and authorities under the supervision and 
by the dire·tti.on·of the. Dir.ector of Administrative Services. 

. ~ . ' 

There are hereby transferred to the Office of Administrative Services all 
of the functions and duties formerly assigned to the following: 

(1) Office of the Chief Clerk 
(2) Office of the Superintendent of Treasury Buildings 
(3) Space Control Staff in the Office of the Secretary, which under 

the direction of the Administrative Assistant to the Secretary 
exercised the autllority delegated to the latter official to man
age and coordinate the assignment and utilization of all space 
occupied by Treasury organizations in Washington and in the field 
in Federally or commercially owned buildings. · 

(4) Such other administrative service functions as the Administrative 
Assistant to the Secretary shall determine from time to time, in 
the interest of e~onomy and efficiency, should be assigned t~ the 
Office of Administrative Services. The Director of ' Administrative 
Services, with the approval of th~ AdministratiYe Assistant to the 
Secretary, shall assign these latter functions to the appropriate 
Divisions in the Office of Administrative Services. 

All funds available for the operation of the Office of the Chie f Clerk, 
Office of the Superintendent of Treasury Buildings, and the Space Control Staff 

A 1e Office of the Se cretary shall continue to be available, under the super~ 
, .... :non of the Director of Administrative Services, to carry out the functions 
and purposes for which such funds were appropriated• 
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' . -
The personnel assigned t o the Uffice ·of 

of the Superintend~n~ _of Treasury Buildings, 
Con trol Staff in ·t he Offic e of the Secretary 
Offi ce of Administra tive Services, eff ective 

the Chief Clerk, the Office 
and the members of the Space 
are hr: r eby transferred t o the 
Octob er ·-- 1,. ·194 7. 

The Office -. o..f ·'):.he Chief Clerk, the :Jffice of tf1e :Superintenclent··of'. ·· 
Tr easury -fuildi'I1gs 1 :an.9.- :the Space ·Cont:rol S.taff in ·the Offic e· of · the Se cre~ 
tar y a r e her:eby. · a:Polish€d er fective October l, 1947,. _: .. 

The . nir~ ~t~; of Administr'ii ti.ve Services shall .:r eport -to the · Administ.~~- · 
tive Assistant to th e Secretary. · 

.. Tr~~ ~~ry De.pa~tment - ~~ er~ No . 0a.t ed -De c e~ber ~6,~·~9 :No '- · 16',. 
dat,ed: M~y 20, 19.37, . No . 2'2~ . G.a t-ud Novemeer J O, 1939, an?- • 59; ' da t ed : 
March 3, 1945, ar e .hf r eby .am~:mded and supersed E-d ac~ordin Y• Any other 
Tr easury .:)rder ·s : or circula r s i::1 confli ct vvi t b t his Order are her el1y· · 
r evoked . · ·· 

./ s/ A; . 
. ' ' . 

', . 
; . Act i ng Se cr Et ary ·of the Trea sury 

. ;. ' . 

. . .. . 

.. 

. . , . r ·: 
. ~ .. 

':. .; , .J . 

·-~ 
•\ .. 



THE SECRETARY OF THE TREASURY 

WASHINGTON 

TREASURY DEPARTMENT ORDER NO. 93 
(Amendment No. 1) 

September 21, 1951 

~ virtue of the authority vested in me, under Reorgan
ization Plan No. 26, approved July 31, 1950, and as Secretary 
of the Treasury, Order No. 27 dated November 30, 1939, circular 
of the Administrative Assistant to the Secretary of January 16, 
1940, and all amendments or modifications thereof are hereQy 
revoked. 

Order No. 93, dated September 26, 1947, which created 
the Office of Administrative Services and established there
under the Division of Treasury Space Control, is hereby amended 
by abolishing the Division of Treasury Space Control, and estab
lishing in lieu thereof the Division of Buildings Surveys, Of
fice of Administrative Services. 

There is hereby delegated to the Administrative Assistant 
Secretary all authority pertaining to matters of the acquisition, 
retention or release of Federal and commercial space and manage
ment thereof, affecting quarters necessary for the housing of 
all Treasury Department activities. 

The Administrative Assistant Secretary is further empowered, 
within his discretion, to redelegate such authority and to author
ize further redelegation thereof, and to~ssue such regulations 
and procedures as may be necessary from time to time to carry out 
the provisions of this order. 

J 
the Treasury 



TREASURY DEPARTMENT 

To Heads of Bureaus 
Treasurr Department 

WASHINGTON 

SEP 21 1951 

Pursuant to the provisions of Treasury Department Order No. 93 
(.Amendmant No. 1), dated September 21, 1951, the Director of Adminis
trative Services· is hereby designated ·to administer the authority 
delegated to the AdministratiTe Assistant Secretary pertaining to matters 
of real estate and space management, including: 

1. Issuance of appropriate instructions to Treasury bureaus. 

2. Supervision of the Division of :Buildings Surveys in per
formance of the following functions: 

a. Make detailed surveys of space assignments and utiliza
tion in Treasury Department offices in Washington, D. c., and 
the field. 

b. Make studies of buildings and office layouts to provide 
mor·e efficient working conditions and economical operations 
for Treasury Department activities in Washington, D. C., and 
the field. 

c. Report and recommend actions taken or to be taken as a 
result of such surveys and studies. 

d. Maintain liaison with the Post Office Department, General 
Services .Administration, a.nQ. other Federal agencies in matters 
pertaining to space management. affecting Treasury Department 
activities, including but not limited to acquisition, release, 
utilization, major repairs, remodeling, alterations and improve
menta in Federally owned and leased space. 

e. Other matters assigned b.y the Administrative Assistant 
Secretary or the Director of Administrative Services. 

3. Performance of such other functions as m~ be essential to 
the effective administration of matters pertaining to real estate and 
space management. 

Bureau inquiries concerning matters related to this circular 
letter should be referred to the Division of Buildings SUrveys in the 
Office of Administrative Services. 

1/~!d~ 
Administrative Assistant Secretary 
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TREASURY DEPARTMENT 

WASHINGTON 25 
OFFICE OF 

ADMINISTRATIVE 'iiERVICES 
SEP 21196\ 

To Heads of lru.reaus 

Treasury Department 

A circular letter was issued by the Administrative Assistant 
Secretary dated September 21, 1951, designating the Director of 
Administrative Services to administer the authority pertaining to 
matters of real estate and. spA.ce management delegated to the Admini s
trative Assistant Secretary under Treasury Department Order No. 93 
(Amendment No. 1), cle.ted September 21, 1951. · The purpose of t his 
circular letter is to establish the ~eneral urocedure for such matters 

b • I 
affect inc; bureaus of the Treasury Department. ' 

Procedure Governing Execution of Leases 

Hereafter the General Services Administration will be requested 
to execute all leases for general v~rpose space for Treasury offices. 
Leases already negotiated for the fiscal year 1952 which have not been 
transferred to the General Services Administration will be transferred 
to that agency effective January 1, 1952. Where new leases are made 
after January 1, 1952, by the General Services Administration at the 
re~uest of Treasury ~partment agencies, payment of rents will be made 
by reimbursement to the General Services Administration until such time 
as the General Services Administration can include the coste of the 
rents in its budeet. 

All requests cencerning new leases which involve expenditure 
of Tree.sury funds, a.nd which also involve (1) over $150,000.00 rental 
per annum, or (2) a term of more than three years, will be forwarded 
to the Office of Administrative Services for approval prio r to being 
presented to the General Services Administration. · All other requests 
for commercial space involving new leases, renewals of leases and 
space negotiations for general purpose space outside the District 
of Columbia, shall be presented direct to the General Services 
Administration by Treasury bureaus. This arrangement is placed 
in effect with the understanding that bureau heads prior to 
January 1, 1952, will extend completely decentralized authority to 
all bureau field office heads to ::1egotia.te directly with the 
appropriate Regional Directors of the General Services Administration 
on all space matters subject only to the above-mentioned exceptions. 
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The purpose of this decentralized procedure for handling 
lease matters is to expedite negotiations with the General 
Services Administration, and to ·limit to specified categories 
the necessity of prior review by bureau or departmental 
Washington headquarters. In the future course of operations 
under this decentralized procedure, bureau heads, and field 
office heads to whom such authority has been extended by 
bureau heads, will be responsible for observance of ·the 
provisions of existing laws, and the requirement of 
r.egulations issued by the Treasury, General Accounting 
Office and General Services Administration governing the 
leasing or acquisition of commercial space. 

Procedure for Acquisition and Release of Space 

The procedure governing the acquisition and release of 
space shall be as follows: 

(a) Federal Building Space 

General Services Administration 

When space is needed in any Federal building in which the 
assignment of space is under- the control of the Public 
Buildings Service, St andard Form 81 will be submitted by the 
bureau's respective field office head to the proper 
Regional Office of the General Services Administration, in 
triplicate. 

Post Office 

In any case where space is desired in a Federal building 
under the control of the Post Offi ce Department, request will 
be made by the field office head directly to the Post Master 
who has Jurisdiction and control of the building. 
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(b) Commercial Space 

will~·~~~~::~!:~ ~~:·~!1~~~~~.·~~~ !: ~~eded, StaRndard Form 81 
Office f th Ge - e proper egional 
n t d o e neral Services Administration, subject to the exceptions 
o e on page 1, paragraph J. 

When an existing lease for general purpose space with or without 
option to renew expires, Form 81 will be submitted in the same manner 
as requested for new space. 

(c) Special Purpose Space 

All requests for special purpose space will be submitted by the 
bureaus on Form 81 to the Office of Administrative Services for such 
action as the individual case requirlds. Exception: The United Sta.tes 
Coast Guard is hereby authori7.ed to negotiate and consu.rnmate all leases 
for aids to navigation and rights of way. 

(d) District of Columbia Space 

All requests for space in the District of Columbia will be sub
mitted on Form 81 to the Office of Administrative Services. 

(e) Release of Space 

In any instance in which it is found po .ssible for any bureau to 
release space in a Federal building, or in a commercial building prior 
to the termination of t ~e lease, apyropriate notice will be transmitted 
to the Office of AdministrE>.tive Services by the head of the bureau or 
his designated represent ~tive, if possible at least 90 days in advance 
of the release. 

Separate instructions vrill be i s sued at a later date regarding 
periodical statistical reports which may be required by the Office 
of Administrative Services. 

Two copies of each bureau procedure implementing this order will 
be forwarded to t he Director of Ad_ministrative Services for approval 
prior to is~~~nce to fie ld of fice heads, but not later than 
November 15, 1951. 

\ 
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Bureau inquiries concerning matters related to this circular should 
be referred. to the Division of :Buildings Surveys in the Office of 
Administrative Services. 

A :Bureau desiring the assistance of this office should feel free to 
call upon it for any help deemed necessar,y, The Division of Buildings 
Surveys will make its services available to the extent of its facilities 
in all such cases imrned.iately when called upon, 

Director of Administrative Services 
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TRIUSIE-1.:17 DEPA:tr.aan ORDER. NO. 150-10

Bureau  of Internal Revenue Reorzanization. Abolition
Zrances of Collector and Dcr.aty Collector of Wisconsin
Collection Dist/l.ptiestabliLlitilont of_ office of Director
of Internal Revenue l7 	Extension of area of 

Chicago DI	 ric Commissioner's District.

virtue of the authority vested in me as Secretary of the Treasury

by Reorganization Plan No. 26 of 1950 and Reorganization Plan No. 1 of

1952:

sistinl:algices.AbolitionofE3	 The abolition of the office

of Collector of Internal Revenue and Deputy Collector for the

Wisconsin Collection District shall become effective as of 12 o'clock •

midnight, October 20, 1952.

Establishment of Office of Director of Internal Revenue.

Effective as of 12:01 a.m., October 21, 1952, there is hereby created,

within the Chicago District, the office of Director of Internal Revenue

for the Collection District of Wisconsin (as presently constituted).

The headquarters of such office shall be located in Milwaukee, Wisconsin

and the office shall have the operating title of Director of Internal

Revenue.

5. Extension of Area of Chicago District. Effective as of 12:01 a.m.,

October 21, 1952, the State of Wisconsin, shall be, and it is hereby, attached

to and made a part of the Chicago District, established by Treasury Depart-

ment Order No. 150-5, dated May 15, 1952, for all purposes authorized by

the internal revenue laws of the United States.

-tilecretary of the Treasu

Dated: OCT 9 $52
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Abolition of Certain Offices in Washington Headquarters 
and Determination of Tittles of New Offices 	 \1)/ADYL'

By virtue of the authority vested in me as Secretary of the Treasury

by Reorganization Plan No. 26 of 1950 and Reorganization Plan No. 1 of 19521

Abolition of Certain Existing Offices. The abolition of the

offices of Assistant Commissioner, Special Deputy_.Commissioner and Deputy

Commissioner for the Bureau of Internal Revenue shall becorae effective at

12:00 p.m., midnight, August 10, 1952.

Establishment of New Offices. It is hereby determined, pursuant

to Section 2 of Reorganization Plan No. 1 of 1952, that there shall be in

the Washington Headquarters office of the Bureau of Internal Revenue,

IEPARTHENT OF THE TREASURY

TREASURY DraHmarkine ORDER NO. 150-5

effective August 11, 1952, offices having titles as follows:

A L ..14A,e)6' -v 
	 .c,0•1‘0-4.1

-Assistant to .the Corraissioner .re
-?Administrative Assistant to the Commissioner

1 1 0 .	Head, Alcohol. and Tobacco Tax Division
Head, Appellate Division
Head, Audit Division
Head, Collection Division

,,t3,0 	 Head, Field Hana.gement and Planning Division.
Head, Intelligence Division
Head, Technical Rulings DiVision

w ''	 Head, Technical Planning Division
Head, Special Technical Services Division
Executive Assistant, Office of Assistant Commissioner
Executive Assistant, Office of Assistant Commissioner
444.1. COVAmbut, t 17 irm —	 0•	 -

3. The offices of ',Assistant Commissioner of Internal Revenue", for

(Inspeption
(Inspection

4) operational purposes, are hereby designated afi Assistant Commissioner (Opera- --
/'6	 \

tions), Assistant Commissioner (Technical), and Aseistant Commissioner.

(Inspection), respectively.

Dated: JUL 29 1952
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Delegation of Functions to Executive Officers

Pursuant to the authority vested inns as Commissioner of Internal

Reveme, it is ordered, subject to /a continuing general supervisions

Commissionees Staffs There shall be attached to the Office of the

Commissioner a Staff, consisting of the Assistant to the CommisSioher, the

Administrative Assistant to the Ccamissioner, the Public Information Officer,

and the Technical Reviewer, and there are bereby delegated to such officers

the functions of the Commissioner described in the attached Exhibit A and

other like functions not otherwise delegated.

Assistant Commissioner (Operations). 	 There is hereby delegated to

the Assistant Commissioner (Operations) the authority to perform, menage,

administer and provide direction of, the functions of the Commissioner per.

taming to field operational activities of the Internal Revenue Service.

Such functions shall consist of the functions described lathe attached

Exhibit B, and other like functions not otherwise delegated.

3, Assistant 	 There is hereby delegated to

the Assistant Commissioner (Technical) the authority to perform, manage,

administer and provide technical direction of the functions of 'the Commissioner

pertaining to technical planning, technical rulings, and special technical

services, of the Headquarters office of the Bureau of Internal Revenue. Such

functions shall consist of the functions described in the attached Exhibit C,

and other Rios functions not otherwise delegated.

is. AssistantsCommisonerection. There are hereby delegated to

the Assistant Commissioner (Inspection) all functions vested in the office of

the Director, Internal Revenue Inspection Service, immediately prior to the

effective date of this order. The functions so delegated shall consist of

those described in the attached Exhibit D, and other 'like functions not

otherwise' delegated.



Organizational Units, 11he unctions hereinabove delegated shall

be performed by the officers to whoM ,delegated through the organizational

units described in the attached exhibits or through such other units or sub-

ordinate units, as each may establish within his jurisdiction or as authorized

by the Commissioner from time to time.

Authority to sign. Authority is hereby delegated to each Staff

Officer and Assistant Commissioner to sign his own name, aver his own title,

to papers (other than those which, immediately prior to the time this order

becomes effective, were required by the Commissioner to bear the Commissioner's

signature) relating to functions coming under his jurisdiction.

Authority to red leRats. The functions delegated by this order to

the Staff Officers, the Assistant Commissioners, and the Heads of the organi-

zational units described in the attached exhibits may be delegated by each

to any other officer or employee of the Bureau of Internal. Revenue performing

functions under his general supervision and control.

Continuation of Functieno, Except as modified by this order, all

officers and employees within the Washington Headquarters Office shall con-

tinue to perform the functions they were authorized to perform immediately

prior to the effective date of this order, and to comply with procedures in

effect at that time, until otherwise provided.

9. Effective Date. This order shall be effective as of 12:01 a0m,

August 11, 1952.

Attachments:

Exhibits Ai B, Co & D

DATED: JUL 2 9 1952
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0,1 FUNCTIONS

OF

STAFF OFFICES

I. Administrative Assistant to the Commissioner.. Assists the Commissioner in
the fields of personnel, Administrative Services, Training, Budget and Finance and
Statistical, and, in such capacity, is responsible for and directs such functions.

A. Personnel Division. Directs the personnel programfor the Internal
Revenue Service, developing programs and policies for position classification,
recruitment, promotion, employee relations, qualifications standards, and per-
formance ratings.

Position Classification Branch. Responsible far organization
and implementation of the position classification program at all orgsniza•
tional levels of the Internal Revenue Service.

.Recruitment and Standards Branch. In collaboration with operat-

ing officials, determines personnel requirements and develops recruitment
programs to accommodate such requirements; establishes, cooperatively with
operating officials, experience and education standards for positions in
the Revenue Service; works closely with Treasury and Civil Service Com-
mission on development of recruitment programs and standards; develops
standard personnel operating procedures, forms and practices. In recruit-
ment matters supervises the operations of the Bureau's Boards of U. S.
Civil Service Examiners and Committees of Expert Examiners.

5. Employee Relations Branch. Develops programs involving effective
employee relationships including the handling of grievances, outside em-
ployment, employee health and welfare, and performance rating program for
the Service; participates in decisions relating to disciplinary daises --
demotions, removals and suspensions; handles fund raising drives.

B. Administrative Services Division. Conducts and coordinates the several
*housekeeping" or service functions not elsewhere assigned (titles of Branches
indicate general scope of Division's responsibilities).

Printing and Reproduction Branch. Coordinates the preparation,
procurement, and distribution of all forms, regulations, tabulating cards,
and revenue stamps; controls and distributes Treasury Decisions; prepares
the biweekly Internal Revenue Bulletin and the semi-annual Cumulative Bul-
letin; and processes and distributes all duplicated material such as
mimeographs, circulars, etc.

Sui.lief..nandientBranch. Prepares orders for the purchase
of all suiiiesmentorthientire service (except field station-
ery purchases); maintains inventory of equipment and controls the acquisi-
tion and release of surplus property; prepares annual reports of official
automobiles; maintains records of and audits telephone bills; and super-
vises the repair and moving of equipment in Washington.

5. Communications Branch. Supervises the handling and delivery of
all incoming and outgoing post office, inter-office and departmental mail
and telegrams; receives incoming express shipments; conducts correspondence
regarding unidentified mail; maintains correspondence control; operates
telegraph office and telephone switchboard.
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4. Space  Procurement and Utilization Branch. Evaluates those re-
quests for new or additional space or office, storage, laboratory, and
garage accommodations which are required to be submitted to Washington
under existing regulations; conducts field surveys in cases of complicated
space negotiations; prepares annual and special reports on space matters;
plans the Bureau's program for disposal of obsolete records and materials
and secures required Congressional authority; makes all apace assignments
and reassignments in Washington office; and serves in liaison capacity with
other Treasury Bureaus, General Services Administration and other govern-
mental agencies with respect to space matters and recordi management.

C. Training Division. Plans, coordinates and supervises all training
activities for the Internal Revenue Service, including the preparation of
textual material; conducts certain class instruction in Washington.

Program Development Branch. Plans the types of training to be
offered, and content of specific courses; prepares textual material for
courses, both by writing and assemblage.

Field Supervision and Coordination Branch. Provides coordination
and full technical supervision of field training work, and gives training
courses for field instructors.

3. Departmental Instructions Branch. Offers "after hours" courses
for secretarial training, and occasionally makes arrangements for conduct-
ing technical courses in Washington either for departmental personnel or
for field personnel or for field personnel if the subject matter is highly
specialized.

D. Budget and Finance Division. Prepares Bureau's Financial Plan in
accordance with performance programs of operating officials, as approved by the
Commissioner; prepares formal submission of budget estimates and participates
in budget hearings; conducts continuing appraisal of operating results in
light of the Financial Plan; and maintains direct supervision of accounting and
financial reporting operations (other than for revenue collections) at the
Washington level and technical supervision of such functions at the District
Commissioner level.

. 1. Budget Branch. Confers with top officials in respect to needs to
be reflected in preliminary request for annual budget ceiling, and drafts
, such request for submission to the Commissioner; analyzes financial plans
submitted by the Assistant Commissioners and the Chief Counsel, drafts the
Financial Plan for the Bureau and obtains, workload data needed to support
the Financial Plan in the formal appropriation estimates; participates in
conferences relating to budget matters with representatives of the Treasury
Department, the Bureau of the Budget, and Congressional Committees; sub-
ject to the Commissioner's approval, effects reconcilation of the Financial
Plan with Congressional appropriation action, and allots appropriation in
accordance with the' revised Plan; prepares annual allotments on a quarterly
basis of available funds in collaboration with appropriate officials; and
conducts continuing evaluation of performance under, and deviations from,
the Financial Plan in accordance with the provisions of Com.-Mim., Coll.
No. 6760.

2.  Finance Branch. Maintains central accounts, prepares and inter-
prets financial reports, exercises technical supervision over District
accounting operations, and handles all contacts' with the Treasury Depart-
ment, Bureau of the Budget, and General Accounting Office pertaining to
accounting (other than for revenue collections).
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E. Statistical Division. As required by the Internal Revenue CodeOhe
Statistical Division compiles the annual report "Statistics of Income" and other
data which Provide basic information for income, profits, estate and gift tax
legislation by Congress,. for administrative use by the offices of the Secretary
of the Treasury and COmmissioner of Internal Revenue, and for tax studies by
the Joint Committee on Internal Revenue Taxation. Executes the Bureau's
drafting and related activities prograi in the preparation of exhibits, die-
plays, pictorial presentations, graphic illustrations and charts:

Coding  Branch. Receives and segregates ill corporation, lndi-'
vidual and7fidiciary income tax returnst partnership returns of income,
and other returns which pass through the Statistical Division for the
analysis of fiscal and economic data; selects samples employed in compila-
tion of "Statistics of Income"; classifies by means of'established codes,
fiscal and economic data on corporation, individual, and fiduciary income
tax returns, partnership returns of income, estate and gift tax returns,
or their corresponding transcript cards; designates by codes, on their
respective returns, the major business activity of corporations, individuals
and partnerships, and classifies by 'codes other specified data to be need
in various tax studies.

Card Punch and Verifying Branch. Records by means of card punch
machines, fiscal and economic data from individual, fiduciary, and corpora-
tion income tax returns, partnership returns of income, and from their
respective transcript cards, transcript cards of estate and gift tax re-
turns, production statistics reports, detail action cards of tax cases in
litigation and tax compromise cases before the Chief Counsel, analytical
data for other divisions of the Bureau and for the Office of the Secretary
and other governmental agencies; verifies data punched before releasing
for compilation.

5. .Statistical Auditing Branch. Records on transcript cards fiscal
and eConoiN data reported on corporation returns having complicated state-
ments and schedules, corporation returns having assets of $1,000,000 or
more and other corporation returns especially designated for transcription;
records on transcript cards , fiscal and economic data from► individual, fidn-.
diary, estatei and gift tax returns, and partnership returns of income;
Conducts statistical audit of returns transcribed in order to correlate all
principal ' items of income, deductions, assets and liabilities.

4. Research and Compilation Branch.. Tabulates the punched cards by.
geographic, economic and other statistical Segregations, to be used in the
compilation of economic and fiscal repOrts and statements prepared in the
branch; maintains tabulating and transcript card •files- by appropriate
analysis correlates, rearranges, and directs the retabhation where necessary,
and'prepares all statistical data in acceptable form for the published
reports of "Statistics of'Income", and for administrative and economic
studies requested by the Office of the Secretary of the Treasury, Com-
missioner of Internal Revenue Joint Committee on internal Revenue Taxa-
tion, and other governmental Lid nongovernmental units; prepares the
"Source Book" which is a supplement to "Statistics of Income", and selects
for special tax studies data reported on individual, fiduciary, and cor-
poration income tax returns, estate and gift tax returns, and partnership
returns of income.
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5. Production Statistics Branch. Prepares Quarterly Survey which
contains production statistics pertaining to the investigation and adjust-
nent of income, profits, estates and gift tax returns by the field offices
of the Bureau; prepares quarterly reports and analytical tables relating
to production of field offices; compiles production statistics covering
field operations of the Bureau for use in the Monthly Activity Report;
compiles data for production reports of the Excess Profits Tax Council;
assembles selected data for use in the "Annual Report of the Commissioner
of Internal Revenue", and the *Annual Report of the Secretary of the
Treasury"; prepares special reports for Bureau officials.

II. Assistant to the Commissioner. Assists the Commissioner in the performance
of duties required at his level that have. not been completely and finally delegated
to operating officials. These duties include --

Advisory -- Assists the Commissioner in determining: (1) action to be
taken pursuant to major political, -economic, and scientific developments of subh
Character that they bear directly upon revenue administration; (2) programing
readjustments required by virtue of the enactment of new tax legislation; (3)
revisions in emphasis as among work programs 'to be made frOm time to time in the
light of changed circumstances; (4) course or policy to be followed in respect
to special problems referred to the Commissioner by the Chief Counsel or any of
the Assistant Commissioners.

Special Problems	 Assists the Commissioner in dealing with all specie
problems, such as (1) special studies requested by Congressional Committees, (2)
requests of officials of the Treasury Department and of other departments and
agencies, (3) incentive award prOgrams, (4) Federal-State cooperation at the
administrative level, (5) problems of the various tax associations and organiza-
tions, (6) special research projects, (7) high level official conferences on
matters of tax policy and administration, (8) administrative and procedural as-
pects of the Committee on Practice, (9) special legislative drafting, (10) prep-
aration of delegation orders, and (11) numerous other special unscheduled prob-
lems which confront the Commissioner at irregular intervals.

Official Records -- Determines the technical scope and content of (1)
segments of the Annual Report of the Secretary of the Treasury that relate to
the Internal Revenue Service, (2) Annual Report of the Commissioner of Internal
Revenue, (3) economic analyses contained in the "Statistics of Income" series,
and (4) Commissioner's Monthly Activity Report; prepares or reviews policy-
wise major public statements and addresses relating to revenue administration.

Improvements -- Spearheads overall directional changes involving new
methods of compliance pursuant to major legislative changes, drastic revision
in reporting forms, and changes in regulations to meet new industrial and
technological developmehts.

E. Congressional Matters -- Analyzes and responds to all Congressional
inquiries relating to operational and procedural policies of tax administration
including statistical information; participates in certain phases of legislate
tive drafting and the presentation of legislative,proposals to the appropriate
committees.

III. Information Officer. 	 Develops and executes, programs designed to explain
and improve public understanding Of Federal tax laws and policies; such programs
involve use of press, radio, television, motion pictures, magazines, lectures and
other available information media; reviews and edits magazines articles, radio and
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television scripts relating to all phases of tax administration; prepares or reviews
all official releases, reports, statements, etc., concerned with informing the pub-
lic as to policy or operational matters; reviews all proposed tax blanks from the
standpoint of readability, clearness, simplicity l ' understandability to insure getting
the tax message across; analyses public reaction to administrative rules, procedures,
and practices for purposes of producing ideas to continually improve voluntary com-
pliance with the tax laws on the part of the public; maintains close daily contact
with members of the press for the purpose of keeping them informed as to Bureau
matters and from time to time arranges general press conferences; and stimulates
interest in taxes at the junior and senior high school levels by preparing material
for use in class work.

IV. Technical Reviewer. Reviews for the Commissioner all material of a technical
nature which is prepared 	 the Commissioner's signature or approval, such as pro..
posed regulations, reports on proposed legislation, legislative recommendations to
be formally submitted, rulings, inter-agency memoranda, matters involving litigation*
reports by the Commissioner to the Joint Committee on Internal Revenue Taxation
covering refunds or credits of any income, war profits, excess-profits, estate, or
gift taxes in excess of $200,000, and other technical documents. The review is directed
to the substance, technical accuracy, and conformity with Bureau policy. Directs
such revisions as his review may indicate to be necessary or desirable• Signs the
Commissioner's name to all documents except when in his discretion the material is
referred to the Commissioner. The review, which ordinarily results in final Bureau
action, extends to all matters covering the entire field of internal revenue taxation.
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EXhibitH

FUNCTIONS

OF

ASSISTANT COMMISSIOM (OPERATIONS)

AND

HEADS OF OPERATIONS ORGANIZATION UNITS

1. Assistant Commissioner (Operations). 'Responsible for the,adminis-
tration and operational direction of the functions-of the Commissioneee
headquarters and field offices of the Bureau of internal Revenue pertaining
to collection, audit, alcohol and tobacco tax, intelligence ' and appellate
activities.

2, Field Management and Planning Division. Aids the Assistant Commis-
sioner (Operations) in the planning and direction of all phases of operations
in the headquarters and field offices, Responsible for the coordination of
all management, budgetary, personnel, training, and service activities of the
divisions under the Assistant Commissioner (Operations)• Responsible for the
over-all direction and coordination of the reorganisation of the Bureau's
field service.

Operations Control Branch. Coordinates and reconciles the
personnel requirements for the various District Commissioners' offices
and the several types of work and prepares tables of organisation for
each District Commissioner's office. Coordinates' field office liaison
and contact with and by representatives•of other Divisions. Coordi-
nates the operating programs and conducts continuing study . of most
effective balance among such programs. Coordinates the organisation
and methods work and the management improvement prOgram. Coordinates
review and appraisal of reports referred from the Inspection Service
and follow-through actions in connection therewith. Conducts such
special operational surveys and initiates such special projects ' gener-
ally those pertaining to administrative matters or Crossing divisional
lines, as the Assistant Commirisioner (Operations) may direct.

Budget Management Branch. Develops and supervises the work
performance reporting and prepares and analyzerusuoh reports for
management-and budget purposes. Reviews, adjusts, and balances the
financial plans of the District Commissioners, thrireby reconciling the
recommendations of the other Division Heads concerning allocation of
funds and personnel. Evaluates the execution of the financial plans
On approved to insure that the performande of the District Commissioners'
offices is in accord with the approved financial plan. Prepares, sup-
poits, and justifies budget estimates and conducts liaisonwith the
Budget and Finance Division.

C. General Services Branch. Under established guides coordi-
nates all personnel and training activities for the headquaiters and
field activities under the Assistant Commissioner (Operations). Under
established guides, coordinates all matters relative to apace, supplies,
equipment, and other services for the headquarters and field offices.
under the Assistant Commissioner (Operations).
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3. Collection Division. Plans and directs the activities of the
headquarters office of the Collection Division and assists the Assistant
Commissioner in planning and directing collection activities in the field.
Responsible for developing revenue collection and accounting systems, pro-
grams and policies; recommending allocation of funds and personnel; and
developing standards for selection, classification, training, and promotion
of collection personnel. Through staff assistants, maintains technical and
advisory liaison and contact with field offices.

Collection Accounting Branch. Responsible for policies and
procedures relating to all necessary audits or post audits of accounts
current; maintenance of necessary ledger accounts; instructions relating
to transfer of accountability; contacts with Treasury officials on
depositary and revenue accounting problems and purchase, records, con-
trol and destruction of Internal Revenue stamps; and recommends for
approval models of new stamps or change in size, etc.; reviews and
schedules certificates of overassessment; prepares deficiency assess-
ment lists; controls applications for relief under Code Section 722
and prepares a statement of relief allowances for publication in
Federal Register; schedules allowances of post-war refunds of excess
profits taxes; controls all offers in compromise and makes disposition
of offers relating solely to delinquency penalties and interest; mails
registered notices of claims rejections; makes final administrative
disposition of final closing agreements.

Processing Branch. Responsible for receiving and sorting
information returns showing income and income tax withheld (Forms W-2,
UT-2a, 1000, 1001, 1087, 1096, 1099, 7872, TCR-1, UST 456, 92, 857,
etc.); matches Forms W-2 received from employers and furnishes the
District Commissioner with overmatched and undermatched cases,
retaining those items which match evenly; sorts income information

. documents available by Districts and furnishes them to appropriate
District Commissioners for association with returns to be audited by
the respective Directors of Internal Revenue; performs emergency
service operations for District Commissioner and Commissioner, such
as mailing blank returns, preparing refund vouchers, perparing lists,
etc.

C. Collection Procedure Branch. Responsible for the development
and continuing appraisal of revenue accounting systems and methods and
for devising amiestablishing improved operational procedures and organi-
zational structures; developing methods and procedures for processing of
tax returns and related documents, collection and deposit, credits and
refunds of taxes; evaluating office equipment and systems; evaluating
reports for management, budgetary and other administrative purposes;
and, in cooperation with Field Management and Planning Division, develops
staffing, standards. Responsible for preparation and maintenance of
necessary manuals of instructions for the use of collection personnel.

4. Audit Division. Plans and directs the activities of the head-
quarters office of the Audit Division and assists the Assistant Commissioner
(Operations) in planning and directing audit activities in the field.

Responsible for developing audit policies, programs, and procedures;
recommending allocation of funds and personnel; developing standards for
selection, classification, training, and promotion Of audit personnel.
Through staff assistants, maintains technical and advisory liaison and
contact with field offices.
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Planning and Procedure Branch. Develops nationrvide audit
program and procedures for selection of returns for audit; prepares
operating instructions for the audit activities of the field divisions;
drafts, in collaboration with other headquarters representatives, forms
and instructions for use by taxpayert, except with respect to alcohol
and tobacco taxes, , drafts other forms necessary in the Other aotivities
of the field divisions'. revises and maintains Parts IV and V of the '
Internal Revenue Manual; issues Post Review Coordination Digest and
prepares and maintains other guide materials. for use of field officet;
maintains record of cases in which action is deferred by Audit
Branches of field districts pending determination of similar issues
in other cases, and acts upon requests from taxpayers for agreements
to suspend the period of limitation for filing suit on disallowed
refund claims; advises field and Bureau forces on procedural =Utz'
arising in connection with the audit activities of the field divis ons.

Uniform Audit Branch. Post reviews selected cases closed
in audit branches of the field divisions to assure uniformity and
maintenance of high standards of tax enforcement (issues requiring
post review or other consideration by the Pension Trust, Exempt
Organizations, Engineering and Valuation, or Reorganisation and Divi-
dends Branches of the Special Technical Services Division will be
referred to those branches); advises field districts of departures. in
specific cases from established technical rulings or procedural instruc-
tions; refers to Assiotant Commissioner, Technical, cases requiring
consideration of conflicting interpretations, or original interpreter
tions of law, regulations, or established technical precedents; prepares
reports for Assistant Commissioner, Technical, on cases indicating tax
avoidance and inequities.

Analyses results of post review operations and submits summaries
thereof to the Planning and Procedure Branch or, other headquarters
staff organisations with recommendations for appropriate action.

Reviews revenue agents' and special agents' reports, determines
civil liability and deficiencies in taxes and applicable penalties
in all cases involving criminal prosecution and directly associated
or related cases under consideration by the Chief Counsel and/or the
Department of,Justice.

C. Audit Service Branch. Responsible for the maintenance and
control of general and special files of income, excess profits, estate.
and gift tax returns, reports, and related documents. uontrols, mates
and performs. all clerical operations incidental to the closing of cases
by the Uniform Audit Branch.

Maintains administrative control of cases invekring the special
features of bankruptcy, receivership and reorganisation.

Administers the publicity provisions of the Internal Revenue Cods
in furnishing copies of returns and related documents, inspection
thereof, and disclosure of information contained therein to qualified
persons, other government agencies and Congraisional.committees.

Administers the provisions of section 3792 of the Internal
Revenue Code providing for the payment of rewards to informants for
information leading to the detection and punishment of persons.
violating the internal revenue lams.
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Furnishes stenographic and typing services to the Audit
Division' and: to other Bureau divisions.

D. Deli went Accounts and Returns Branch. Responsible for
the establishment oilpolicies, formulation of procedures, preparation
of instructions, disseaination of legal rulings and opinions, review-
ing of proposals for new legAilation, and initiation and control of
programs with respect to the enforcement provisions of the internal
revenue laws with which Directors of Internal Revenue are charged to,
the extent that such matterWare concerned with (1) discovery of
delinquencies and procurement of delinquent returns, (2) oollection
of delinquent taxes, and all additions thereto, and (3) civil phases
of the laws and regulatiOns governing wagering taxes.

8. Alcohol and Tobacco  Tax Division. Plans and directs the activities
of the headquarters office of the Alcohol and Tobacco Tax Division and assists
the Assistant Commissioner in planning and directing alcohol and tobacco tax
activities in the field. Responsible for developing policies., programs and
procedures relating to the administration of the laws relating to alcohol
and tobacco taxes, and to firearms; recommending allocations of funds and
personnel; and developing standards for selection. classification, training
and promotion of personnel engaged' in the administration of the above-
mentioned laws. Exercises the authority with raspect'to claims arising out
of the activities of the BuresU of Internal Revenue under 28 U.S.O. 2672,
relating to federal'tort claims and the Act of December 28, 1922, 42 Stat.
1066, the so-called Small Claims. Act. Through staff assistants, maintains
technical and advisory liaison and contact with field offices.

Permissive Branch. Rosponsible for developing policies,
practices, procedures, and regulations for the administration of the
internal revenue laws relating to the lawful production, Storage, tax-
payment, rectification, sale, use, etc., of alcoholic liquors, denatured
alcohol, and related products, including operations at distilleries,
alcohol plants, warehouses, denaturing plants, rectifying plants,
bottling houses, wineries, and breweries.

Basic Permit and Trade Practice Branch. Responsible for
developing policies, practices, procedures, and regulations for admin-
istering the provisions of the Federal Alcohol Administration Act,
including the examination and approval of labels, enforcement of the
advertising regulations and prohibitions against interlocking directo-
rates; for field activities relating to trade practice and 21st Amend-
ment questions; and for the issuance, suspension, revocation, and
annulment of basic permits.

O. Enforcement Branch. Responsible for developing policies,
practices, and procedures for the investigation, detection and preven-
tion of fraudulept . and/or willful violations of all laws relating to
alcohol and tobacco taxes, and firearms.

Tobacco Tax Branch. Responsible for development of policies,
practices, procedures and regulations for the administration of the less
relating to the taxes on manufactured tobacco, snuff, cigars and cigar
Tettes, cigarette paperi and tubes, the purchase sale of leaf tobacco;
the removal of such articles without payment of tax for export, for use
as sea stores and for use of the United States.
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S. Intelligence Division - Plans and directs the activities of the
headquarters office of the Intelligence Division and assists the Assistant
Commissioner in planning and directing the Intelligence activities in the
field.

Responlible for developing policies, programs and procedures re-
lating to tax fraud investigations (other than Alcohol and Tobacco Tax
cases), racketeer and wagering tax investigations, investigations
of applicants for enrollment, or persons who are enrolled- to practice be-
fore the TreasUry DepartMent, and such other special investigations' act the
CommisSioner may direct; recommending allocation of fends and'personnel;
and developing standards for selection, classification,, training and promo,
tion of intelligence personnel. Through staff assistants, maintains tech-
nical and advisory liaison and contact with field offices.

Tax Fraud Branch - Responsible fez' the planning of programs,
policies, and procedures necessary for the effective conduct of tax
fraud investigations, investigations of charges against enrollees
and of applicants for enrollment, and the investigation and handling
of informers' claims for rewards; development of operating instruct..
tions, forms, manuals, etc., for the use and guidance of personnel
engaged in such investigations; for purposes of insuring compliance
with prescribed policies and procedures and to establith uniformity
of action as to closing and recommendations for prosecution, directs
the post review of tax fraud cases referred by field districts to
the offices of Enforcement Counsel recommending criminal prosecutions,
and also cases returned by field audit branches for civil settlement; Chan-
nels tax fraud leads, iaformsnts' letters, and other information sent
directly to the Bureau to appropriate field districts; conducts con-
tinuing analyses of action recommended or taken in tax fraud cases to
identify areas in which the tax fraud program may be improved; and
maintains such records as are necessary to prepare reports in connec-
tion with the functions of the Branch.

Special Investigations Branch - Responsible for the develop-
ment of programs, policies, and procedures necessary for the effective
conduct of the nation-wide tax fraud work which has the purpose of
determining the correct tax liabilities of gamblers, racketeers, and
other criminal elements within the United States and of collecting the
tax liabilities so deteriined; developing programs, policies, and
procedures for the Bureau's wagering tax enforcement program designed
to obtain appropriate civil and penal penalties for violations of the
wagering tax law; develops and revises operating instructions, forms,
etc., for the implementation of both of these programs; directs and
plans the post review of selected cases closed by field offices to
determine whether policies and procedures have been complied with and
to insure uniformity of action as to closing actions and recommendations
for prosecution throughout the United States; serves as liaison between
the other divisions of the Bureau with respect to any matters having an
effect on enforcement policies or procedures, including Chief Counsel's
office; confers with other governmental agencies '(national, state and
local) to obtain cooperation with respect to problems of mutual concern;
and maintains such records as are necessary to prepare reports of status,
progress and results.
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. 7e Appellate Division. Plans and directs the activities of the
headquarters office of • the Appellate Division and assists the Asiiittant
Commissioner in planning and directing the appellate activities in the
field; exercises executive direction of the Excess Profits Tax Council;
responsible for developing policies, programs and procedures relating
to the disposition of all income, profits, estate, gift, excise (other
than alcohol, tobacco, narcotics, firearms and wagering), and employment
tax cases including refund claims and overassessment cases, in which the
determination of t.P.); liability by a Director of Internal RevenUe has been
protested in nondot:keted status or made the subject of a petition for
review filed with 'the Tax Court; develops policies and programs relat-
ing to offers in compromise of such taxes and final closing agreements for
past taxable years; recommends allocation of funds and personnel; develops
standards for selection, classification, training and promotion of Appel.
late personnel; through staff assistants, maintains technical and advisory
liaison and contact with field offices.

Settlement Review Branch. Conducts a continuing review of
selected closed cases to determine the degree of uniform action and
compliance with Bureau policies; prepares required statistical data
for management purposes; exercises supervision over final closing
agreements for past taxable years.

Compromise Branch. Develops policies and procedures for the
uniform handling of offers in compromise; makes recommendations for
changes and improvements of such procedures; reviews field action
with respect to such offers; advises with respect to the handling of
particular cases; perforrs required statistical data for management
purposes.

Special Services Branch. Responsible for furnishing special..
ized advice and assistance to the headquarters and field offices on
highly complex engineering and valuation problems; furnishes expert
witnesses in trials of tax cases.

Excess Profits Tax Council. Exercises, for the Commissioner,
final authority within the Bureau of Internal Revenue in respect to
all issues arising under section 722; issues rulings of general appli-.
cation relating to the administration and interpretation of section 722;
and makes the final determination, for the Commissioner, with respect
to the section 722 issues in each case in which a claim for relief has
been filed under that section, including cases in which a petition for
review has been filed with the Tax Court.
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FUNCTIONS

OF

ASSISTANT COMMISSIONER (TECHNICAL)

AND

HEADS OF TECHNICAL ORGANIZATION UNITS

Assistant Commissioner (Technical). Responsible for the adminis-
tration and technical direction of the functions of the Commissioner of
Internal Revenue pertaining to technical planning, rulings, programs, and
special technical services of the headquarters office of the Bureau of
Internal Revenue.

Office of International Tax Relations. Is responsible to the
Assistant Cosmnissicner (Technical) for neiBrations of tax treaties and like
agreements with foreign governments; cooperates with State Department and
appears before Congressional Committees in procedures leading to ratifies-.
tion; directs Bureau functions in matters of treaty administration and
relations with foreign tax officials. Collaborates in preparation of treaty
regulations. Coordinates rulings involving treaties, and exchange of infor-
mation pursuant to them. Receives visiting foreign officials. 	 Is respon-
sible for the Bureau's participation in Point IV and related programs.

3. Technical Planning Division. Under the Assistant Commissioner
(Technical) conducts "continuing research studies as to the existence and
nature of tax problems rhich are recurring sources of controversy or which
produce loopholes or inequities, determines and makes recommendations as to
the need for and advisability of 	 or amendatory legislation, regulations
or other instructions covering such problems, assists in drafting tax legis-
lation of all kinds, and prepares or review regulations and other instructions.

Technical Program Branch. Is primarily responsible for the
functions of the Division with respect to: reports to Congressional Com-
mittees on legislation legislative recommendations, regulations and
Treasury decisions, and circulars, mimeographs and other instructions
representing the Bureau position on matters of general application;
schedules for preparation and reviews necessary documents; prepares related
communications; participates in public proceedings under the Administrative
Procedure Act; coordinates for the Assistant Commissioner information and
Activities required for assistance of Congressional Committees and drafting
service, of Tax Advisory Staff and Tax Legislative Counsel, and of Chief
Counsel; recommends to Assistant Commissioner, the Bureau position on
legislation, regulations, and other matters of general application; mrin-
tains contacts with other governmental agencies necessary for work of Branch.

Technical Analysis Branch. Initiates and directs, or upon request
develops and directs continuing research and analytical studies of technical
problems relating to administration of all taxes (other than alcohol and
tobacco taxes), with thelprimary objective of clearly pointing up those
problems which are recurring sources of controversy or which produce loop-
holes inequities or administrative difficuities; maintains continual con-
tact With field and departmental operations to develop and analyze special
case reports and other material on tax problems; prepares and submits to
the Technical Program Branch detailed technical reports and suggested
remedies which form the basis for reports to Congressional Committees, legis-
lative suggestions, regulations revision or new and improved probedures;
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arranges and conducts regular meetings between regional field coordinators
and Bureau and Treasury officials: in order to coordinate technical planning
for the Assistant Commissioner; in cooperation with field and departmental
representatives makes detailed analyses of recurring technical problems in
order to develop mare efficient and uniform methods for their solution;
conducts research on trade and industry practices affecting the impact of
taxes; upon request of Bureau or Treasury ofricials, supplies personnel for
special assignments which are of• a highly technical nature or involve
difficult problems of administration or procedure; participates in Forms
Committee; maintains contacts with other governmental agencies necessary
for work of Branch.

4. Technical Rulings Division. Under the Assistant Commissioner
(Technical) is responsible for the preparation and issuance of rulings,
advisory letters, and memoranda on income, excess profits, estate, gift,
employment and withholding taxes, and excise taxes (other than alcohol and
tobacco taxes) for the guidance of taxpayers, internal revenue agents, Bureau
officials and others. Reviews post audit exceptions and other matters referred
to Assistant Commissioner (Technical) by Operations which involve application
of technical rulings.

Technical Advisory Group. Acts in an advisory and consulting
capacity to the Head, and Assistant Head, Technical Ruling Division on
important, unusual or complicated problems.

Corporation Tax Ruling Branch. Prepares and issues specific
and precedent rulings, advisory letters, and memoranda on Federal income
and excess profits taxes and related statutes applying to corporations
(other than corporate reorganizations and distributions). Requests for
specific rulings, advice and inquiries on these subjects received from
taxpayers and their authorized representatives, District Commissioners,
Directors, other Divisions and Branches of the Bureau and other depart-
ments and agencies, are referred to this Branch. With respect to these
subjects: Prepares replies to District Commissioners and Directors who
have requested technical advice in particular cases and special technical
matters; reviews letters prepared in the Uniform Audit Branch of the
Audit Division taking exception to field closing of cases; confers in
the field or in Washington with taxpayers and their authorized representa-
tives in connection with post review exceptions to field closing of cases;
also in connection with requests for technical advice from field districts;
prepares ruling letters and final closing agreements under section 3760
of'the Code relating to specific matters affecting returns not yet due;
assists the Technical Planning Division by suggestions in connection with
proposed regulations and reports.on proposed legislation. '

C. Income, Estate and Gift Tax Ruling Branch. Prepares and issues
rulings, advisory letters and memoranda on Federal income, estate and gift
taxes and related statutes with respect to noncorporate taxpayers (other
than thoselzatters relating to pension trusts, engineering and valuation
questions, exempt organizations, corporate distributions and withholding
on wages). Requests for rulings, advice and inquiries on these subjects
received from taxpayers and their authorized representatives, District
Commissioners, Directors, other Divisions and Branches of the Bureau, and .
other departments and agencies, are referred to this Branch. With respect
to these subjects, this Branch: Prepares replies to District Commissioners
and Directors who have requested technical advice in partictlar cases and
special technical matters; reviews letters prepared in the Uniform Audit
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Branch of the Audit Divisiontaking exception to field closing of cases;
confers in the field or in Washington with taxpayers and their authorized
representatives in connection with post review exceptions to field closing
of cases; also in connection with requests for technical advice from field
districts; prepares ruling letters and final closing agreements under
section 3760 of. the Code relating to specific matters affecting returns
not yet due; assists the Technical Planning Division by suggestions in
connection with proposed regulations and reports on proposed legislation.

Employment Tax Ruli Branch. Prepares and issues specific and
precedent ru ings, a visory let ers, memoranda and other guide material
with respect to the Federal Insurance Contributions Act, Railroad Retire-
ment Act, Income Tax withholding on wages, and certain aspects of the self-
employment tax. Requests for specific rulings, advice and inquiries,
relating to those taxes received from taxpayers and their authorized repre-
sentatives, District Commissioners, Directors, other Divisions and Branches
of the Bureau and other departments and agencies,'are referred to this Branch.
With respect to these subjects: Prepares replies to District Commissioners
and Directors who have requestedtechnical advice in particular cases and
special technical matters; reviews letters prepared in the Uniform Audit
Branch of the Audit Division taking exception to field closing of cases;
confers in the field or in Washington with taxpayers and their authorized
representatives in connection with post review exceptions to field closing
of cases and also in connection with requests for technical advice from field
districts. Assists the Technical Planning Division by suggestions in connec-
tion with proposed regulations, and reports on proposed legislation.

Excise Tax Ruling Branch. Prepares and issues specific and
precedent rulings, advisory letters, memoranda and other guide material on
excise taxes (other than alcohol and tobacco taxes). Requests for specific
rulings, advice and inquiries, relating to these taxes received from tax-
payers and their authorized representatives, District Commissioners,
Directors, other Divisions and Branches of the Bureau and other departments
and agencies, are referred to this Branch. With respect to these subjects:
Prepares replies to District Commissioners and Directors who have requested
technical advice in particular cases and special technical matters; reviews
letters prepared in the Uniform Audit Branch of the Audit Division taking
exception to field closing of cases; confers in the field or in Washington
with taxpayers and their authorized representatives in connection with post
review exceptions to field closing of cases and also in connection with
request for technical advice from field districts. Assists the Technical
Planning Division by suggestions in connection with proposed regulations, and
reports on proposed legislation.

5, Special Technical Services Division. Under the Assistant Commissioner
(Technical) is responsible for: Determination of taxable status of exchanges
and distributions in corporate, reorganizations and liquidations, and ordinary,
liquidating and s tock dividends; disseminates appropriate rulings and decisions
to all field offices concerned. Preparation of rulings on exempt status of
corporations under Section 101 of Internal Revenue Code. Preparation and
distribution of cumulative lists of organizations to which contributions are
deductible under Section 23(o) and (q), Internal Revenue Code. Preparation of
rulings and making determinations as to qualification of pension trust plans,
and the deduction of contributions and the taxability of beneficiaries under
such plants. Preparation of rulings and providing other technical' service
for all Bureau offices relating to engineering and valuation problems arising
in connection with tax determinations. Processing of applications to establish
replacement funds and bonds executed under Section 44(d), 112(b)(6), 112(f)
and 131(c) of the Code. $election, analysis, digesting, and editorial work
in connection with rulings and other technical material for publication in
the Internal Revenue Bulletin; processing of all important and novel rulings;
maintenance of a library of rulings and other technical material.
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Exempt Organizations Branch. Prepares rulings with respect to
exemption from filing returns and payment of tax under Section 101 of
the Internal Revenue Code, and with respect to the taxation of unrelated
business income of exempt organizations under Supplement U and Sec-
tions 3813-3814 of the Internal Revenue Cods. Prepares cumulative list
of organizations, contributions to which are deductible under section 23(o)
or 23(q) of the Internal Revenue Ccde. Advises Bureau and Government.
offices with respect to exempt status of organizations. Reviewn post audit
exemptions involving charitable contributions and exempt organizations.

Pension Trust Branch. Is primarily responsible for: Preparing
mimeographs, statements and otherreleases for the information and guidance
of taxpayers and Bureau personnel on pension trusts. FTeparing.letters as
advice to field offices regarding qualifications of plans under section 165
of the Code, deductions for contributions to such plans under section 23(p)
and the taxability of beneficiaries of such plans. In connection with the
uniform audit program, post reviews rulings of field offices involving
pension plans.

Reorganization and Dividend Branch. Determines the taxable status
of exchanres and distributions in corporate reorganizations and liquida-
tions, and where appropriate, disseminates such decision to the field
offices concerned. Performs similar technical service with respect to the
taxable status of ordinary, liquidating and stock dividends. Processes
application to establish replacement funds and bonds executed under sec-
tions 44(d), 112(b)(6), 112(f) and 131(c) of the Code. Furnishes informa-
tion and prepares rulings on inquiries from taxpayers and their representa-
tives in connection therewith. Reviews post audit exceptions involving
corporate reorganizations and distributions.

Engineering and Valuz.tion Branch. Values property, tangible and
intangible, including natural resources, land and buildings, machinery and
equipment, listed and unlisted securities, patents, leaseholds, contracts,
franchises and other forms of business interests such as partnerships and
sole proprietorships. Rules on bases for gat-, or loss and allowance for
depletion, depreciation and obsolescence. ReTlews and post reviews the
engineering and valuation features of reports prepared by engineer revenue
agents and revenue agents. Furnishes offices of District Commissioners
and Directors with quoted prices of stocks and bonds as reported from the
principal exchanges and information on file relative to the valuation of
unlisted securities. Provides engineering and valuation service far
operating officials (especially Appellate Division) and Office of Chief
Counsel through means such as conferences, technical reports, field inves-
tigations and participating as experts in litigation involving engineering,
valuation, accounting and related problems.

E. Bulletin and Ruling Analysis Branch. Initially responsible for
the selection, analysis, digesting, and editing of rulings (including
opinions of the Chief Counsel) for publication in the Internal Revenue
Bulletin, and the preparation for publication of Treasury Decisions, court
decisions, mimeographs, and the Commissioner's announcements relating to
acquiescences and nonacquiescences in reported Tax Court decisions. Also
responsible for the selection, analysis, and digeiting of all important
and novel rulings for use as reference material; and for the proper main-
tenance of a library of rulings and other technical material to be used as
precedents and guides by Bureau personnel.
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Assistant Commissioner (Ins•=ction). Has full responsibility for the organi.
zation4 s as •: • • ec	 on o	 e	 • ction activities of the Internal Revenue
Service which relate tot The assurance of scrupulous adherence to proper ethics and
standards of conduct by allpersonnel, and avoiding and detecting irregularities,
defalcations, etc., appraising management and operations to promote economy and effi-
ciency and-foster continuing attention to improvement; conducting personnel-investi.
rations and such investigations as the Commissioner may direct.

Executive Assistant. Serves as an Executive. Aesistant to the Assistant Cam-
missionersiFEEIBETEMis responsible for the efficient conduct of all duties
which are performed by the Chief Inspector, the Planning and Programming Division,
the Analysis and Appraisal Division, andthe liaison and Special Investigations
Division.

3. Executive Assistant. Serves as an Executive Assistant to the Assistant Comp-
nissionerairFFEEEETREa-is responsible for the efficient conduct of all duties
which are performed by the Chief Inspector, the Personnel Evaluation Division, the
Review Division, and the Administrative Division4

4• Flannin and Pro: r	 Division. Plans, develops and prepares proeedural
instructions o be fo owed	 Inspecting field offices; maintains such-instructions
up to date by preparing necessary revisions to meet new situations or problems; keeps
Chief Inspectors informed with respect to changes in operational and managerial funcia
tions; prepares and/or reviews proposed mimeographs and policy letters issued by the
Inspection Service; reviews inspection schedules of Chief Inspectors and maintains
a follow-up to insure proper frequency of inspections; plans and directs; the rotation
and interchange of assignments of personnel on inspections performed by the varioas
field offices of the Inspection Service; conducts special training programs for in-,
spection personnel; cooperates closely with other Divisional activities of the
Inspection Service.

.5. Analysis and Appraisal Division.'` Conducts continuing study of all phases of
operations o the Bureau with the purpose of recommending methods for pliminating
wasteful practices and promoting the effectiveness of management and OPerations;.
recommends improvement; analyzes suggestions received for,improvementslmaintains
Continuing inspections of pilot installations of neww-methods and procedure's and
evaluates the results thereof for extension to all offioes; cooperates clodelt,with
other operating officials of the. Bureau;.cooperates closely-with other Divisional
activities of the Inspection Service.

6. Liaison and •social Investi ations Division.. Observes and reports upon•ctua,
inspections m• e • he	 e	 spec ors an•eir personnel; acts as liaison between
the Assistent Commissioner.(Inspection) and the Chief Inspeaterd; insures proper
liaison between Chief Inspectors;' acts in aliaison capacity-with,other.government
agencies such as General Accounting. Officeo'aVil Service Commission;.etc4,,relating
to the examination and operation of Internal Revenue Offices; eonducts . continuing
studies of the organization, methods and procedures of the headquarters-and:field-
offices of the Inspection Service for the purpose of evaluating and impreving'the-
effectiveness of the inspection program4 stibmits reports to the'Assistant.CommiSsioner
(Inspection) containing recoMmendations deemed appropriate to matters investigated;
in addition, this Division will perform technical review of tax-rulings anddeter-
minations where indications of collusion exist; conducts such special investigations
as are ordered by the Assistant ComMissioner (Inspection); cooperates closely with
other Divisional activities of the Inspection Service.
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PSESCIPPPLPg44APPLPII-Y*1911NPlans and implements such measures as will
provider.consaraor•onan.00rovement of the ethical and moral standards
of employees of the Bureau; reviewe,financial statements and reports.of examination
of the tax returns of Bureau employees and takes such action as may be warranted;
insures prampt action on complaints against Bureau employees; reviews and approves
character investigation of applicants; reviews, analyzes and approVes disciplinary ac-
tions; cooperates closely with other Divisional activities of the Inspection Service.

Review Division. Reviews all inspection reports for the following purposes:
Ascertains whether or not the inspection manuals have been followed and whether
inspectiond have been thorough; advises , thelssistant Commissioner (Inspection) of
those situations requiring immediate attention and insures that inspection reports
are unifOrm and clear; takes corrective action on any reports containing serious
errors. Reviews promotions and appointments of key personnel for the purpose of
providing operating officials with all pertinent information; cooperates closely
with other Divisional activities of the, Inspection Service.

9. Administrative Division. Is responsible for the performance of the administra•
tive funttions of the Inspection Service, covering preparation, control and mainte-
nance of budget allotment; considers and passes on requests from-Chief Inspectors for
the allowance of funds for travel and miscellaneous operating expenses and maintains
allowance . records for controll ing such expenses; acts on requests for office furni-
ture, equipment and non-expendable items of supply; considers space request accommoda-
tions; executes the Bureau personnel program as it pertains to . the Inspection Servie6;
initially interviswo. pisition applicants; advises offices of Chief Inspectors on
wide variety of subject-matter coverage; Prepares instructions issued by the inspection
Service pertaining to administrative matters; prepares periodic and special non-rer 'ing
reports pertaining to the activities of the Inspection Service, and represents the
siitant . Commissioner (Inspection) at the Washington and field level on all matters of
an administrative nature.
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