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HOANG VAN LOC.

Report #13
The 7th United States Civil Service Region
Chicago, Illinois
(Week of July 20th through July 24th)

Mr. George L. Rosenthal, assistant chief of the Examining Division is charged
to give me a briefing concerning the organization of the Region.

The 7th U.S. Civil Service Region encompasses three states: Illinois, Michigan
and Wisconsin, with Chicago as headquarters. The Region's organization is
composed of five staff functions:

1. Budget and fiscal section
2. Administrative services section
3. Medical office
4. Appeals examiner
5. Civil Service Representative (Detroit)

It is composed of three main line functions:
1. Regional examining division
2. Regional inspection and classification division
3. Regional investigation division

The Regional Examining Division is in charge of:

1. Planning and directing the regional recruiting and examining program.

2. Directing and supervising the organization, training and operations of
establishment boards of Civil Service examiners and post office boards and
information points.

3. Forcasting advice and assistance to agencies on recruitment, placement, promotion
and other examining problems.

4. Developing, supervising and coordinating personalized recruiting programs
for Federal Service Entrance Examinations and positions in shortage categories.

Because of my previous visit to the central office of the United States Civil Service
Commission (Washington, D.C.), where I was given full details and explanations
about the activities of this agency, my present visit to the 7th Region is much
more concerned with the procedures followed by each division in performing its
functions.



So, I have uec rsonal in vi th the rollowi.ng eotion chiefs 1 
Leonard J . harry 
Qisene c. Jirak 

' Joaei;:b • Daniela 
P ul S. ChaJX'JQ.n 

They e ; tep by step, th procedur taken rro1r. · e )lanning of' 8ll1 
1t:.ui11ll.L.l' 1t1tio:o to th final ppointmant of e applicant . 

• Leonard J S erey ia · pbaoizing s chlly upon tli wi.d range of publicity 
and into tion arricd out by t?- Region in order to prospect an ttr ct y 
peop1e to the gov ntal carriers. 

The pal!a}.iilets entitledr Thzto h the F ral Sorvice tranc xaminat1on" , 
ifOivil erv1. e nd the Cit n, n ro widely circulated through coll es d 
achools. The t publication is generalq d eubjeot o£ csivio educ t.io 

• Eugen c. Jir k i& Bo rd 

or t >ie tr ndous 

· in sFncies. 

1th Mr. P ul s. Cha , we di c 1s .. ed atout t o ref ·r r;c granted to votar~..s . 

of' ot1c~tion co ation 
t points to t:he lt'.ark obtained by the 

the 

So this p erence l tr concrete 1 lifica o in tact. 

In c e or :lnsuffici ,.ce Of v teran applic nt 1 ~ poaiti ns re.served for th 
are ed to non-veter 

ble 

In the Stat ther is no special privil g tor tt-e veterans who re compelled to o -
pete d to prove t c minimum r uiremen ligibla '"or eadl ob. 

'l'be Ins tion and Classification Division: 

.~. Je>hn , iOrgan, chi t o tl e division, c ns crated an entire day to ve th 
infor tion co cted ldtn his division, \TL ich is mainl¥ eonc rned with: 

• posi ons cla 1 ication 

:rsonnel anag tmt 

Hoang Van Loc
Report /13
Page Two

So, I have successively had personal interviews with the following section chiefs:
Messrs. Leonard J. Sherry

Eugene C. Jirak
Joseph F. Daniels
Paul S. Chapman

They showed me, step by step, the procedure taken from the planning of any
examination to the final appointment of the applicant.

Mr. Leonard J. Sherry is emphasizing especially upon the wide range of publicity
and information carried out by the Region in order to prospect and attract young
people to the governmental carriers.

The pamphlets entitled: "Through the Federal Service Entrance Examination", and
"Civil Service and the Citizen," are widely circulated through colleges and high
schools. The last publication is generally used as subject of civic education.

Mr. Eugene C. Jirak is Board Program Supervisor.

In my previous 6th report, it was pointed out that because of the tremendous
organization of the Federal Government, with more than two million employees,
it is necessary to proceed to a wide decentralization of the main agencies. The
U. S. Civil Service Commission is decentralized into eleven regions, each of
them covering a group of several states. But even after this decentralization,
the volume of work of each region is remaining still voluminous and no region is capable
of carrying out its functions by itself. So in this case, it is necessary to sub-
decentralize the regions - in order to allow each governmental agency to carry
out their own operations regarding the recruiting of its own employees.

The Region is just maintaining the privilege to train, supervise and audit
establishment boards of examiners. There are 65 boards of examiners in the
Region placed under the direct supervision of Mr. Jirak, who, after the discussion,
took me to a visit to the Post Office Board located in the same building.

With Mr. Paul S. Chapman, we discussed about the preference granted to vetarans.

Whereas in this country there is a system of benefication or compensation
which counts to add five or ten supplement points to the mark obtained by the
veteran applicant, the system is much more adequately applied in Vietnam where
the veterans are competing exclusively together for a certain number of positions
reserved exclusively for themselves.

So this preference has a truly concrete significance in fact.

In case of insufficience of veteran applicants, the positions reserved for them
are extended to non-veterans.

In the States there is no special privilege for the veterans who are compelled to com-
pete and to prove the minimum requirements eligible for each job.

The Inspection and Classification Division:

Mr. John W, Morgan, chief of the division, consecrated an entire day to give me the
information connected with his division, which is mainly concerned with:

- positions classification

- personnel management
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It was previously mentioned that the Civil Service Commission has delegated
to agencies and field establishments the right to classify the positions of
their personnel. Nevertheless, it maintains the privilege of inspecting and
checking whether or not these agencies are performing correctly the operation.

The inspection can be carried out in many different ways:

by - The position=reviews, which consist of checking the
job descriptions made up by the Federal employees
themselves.

by - The supervisory-reviews, which consist of personal
talks with supervisors.

by - The desk-audits, which are the most accurate and also the most
expensive and time-consuming means of inspecting.

All positions incorrectly classified are corrected either by upgrading or down-
grading. In cases of deliberate misinterpretation of the Civil Service Act, the
delegation to classify the positions could be withdrawn from the agency.

The Personnel Management activities consist of visits to all of the 176
Federal agencies of the Region and to ascertain if the basic personnel policies
laid down by the Congress, the President and the Civil Service Commission are
met in their average standards - which encompasses these nine factors:

1. Management control and direction of the personnel program.

2. Formulating and issuing policy

3. Position classification and pay administration

4. Staffing

5. Employee performance evaluation

6. Employee development

7 Employee relations and services

8. Employee recognition and incentives

9. Personnel records and reporting

10. Program Evaluation

The second kind of activity carried out by the division is realized in different

ways, i.e., by:

- direct interviews with the employees

- group contacts

- questionnaires
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After these fact-findings, the inspectors have to write a detailed report which
includes:

recommendations for corrective actions (in case of prerogatives-
in the Commission to enforce laws, rules and regulations)

Suggestions (when the Commission has no authority to compel-
the agency to do such or such thing)

The report is sent either to the agency visited or to the department head.

The Division of Investigation

Under the Federal law, every agency must apply to the Civil Service Commission
for an investigation within three days after any appointment of its employees.

Depending on the nature of the job (sensitive or not) the investigation is
made either by personal contacts or by correspondence. Then suitability
investigations are made concerned with the habits, reputations, morals or loyalty
of the applicants.

In case of unsuitability, the applicants are given the choice of defending
themselves for the facts against them and to appeal to the Central office
at Washington, D.C.

In any case, the commission is always using itsprerogative in so far as
possible in order to enforce the laws and regulations and to safeguard
the interests of the applicants at the same time.

I had an interesting interview with Mr. Maurice F. Sweeney, Chief of the
Division and his assistant, Mr. James F. Donahue on the kind of "open-minded"
shown by the division in the determination of all suitability cases referred
to - the organization is praiseworthy.

NOTE

A job is qualified sensitive when it is connected directly or indirectly to any kind
of secret information which interests the security or the defence of the nation.

The investigations for sensitive jobs are always made by personal interviews with the

applicants.
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14th Report 
Public Administration Serviee 
Chicago, Illinois 
(July 27 through July 29, 1959) 

August 18, 1959 

Mr. Jose}i1 R. Grassie t'rom the Foreign Visitors Progr received in the 
conference room and gave e a briefing connected with the hist.ory, the organ­
ization, and the activities of the Public Administration Service. P.A.s. 

The P. A •• is a non- profit corporation organized by the executiv officers of 
score of national and international organizations of government of!icials nd 
agencies (among tt-...em) 1 

The American Society for Public Administration 
The Public Perao'1.nel Administration 
The Public Administration Service 

These organizations share the belief that government in the United States can be made 
more satisfactory if administration organization, techniques and et.hods are improv dJ 
and that the responsibility for such improvement rests primarily upon public 
officials. 

Incorporated in 1933 th P. A.S. is also sueo or to several other non-profit 
institutions . ITs establishment and growth reflect th frequent n ed or modern 
governments and their officials for con ulting ervices, ror research and !or 
authoritative publication on gov rnmental a 1nistration and the need of organ­
ization of public officials and agencie for facilitating services. 

The P. A.S . progr consists of activitiee concerne directly or 1ndirecUy with the 
improvement of governmental operation. 

The P.A.S . is composed of thr e . ain di visio i 

The Field Division 

The Field Services Division is t.he most important because it provides full range of 
consulting services to gove ts . P. A.S. has conducted more than 900 surv 
and installation projects . It has erved consultant to more than a score of 
United States Federal agencies, 3/4 of the u.s. st te 1 com."ll.Omrealth.$1 territories, 
and municipalities and .many other cities, counti 1 chool districts, univers ities 
and special jurisdictions . Over 100 projects have been conducted for foreign 
governments on five continents . 
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14th Report
Public Administration Service
Chicago, Illinois
(July 27 through July 29, 1959)

Mr. Joseph R. Grassie from the Foreign Visitors Program received me in the
conference room and gave me a briefing connected with the history, the organ-
ization, and the activities of the Public Administration Service. P.A.S.

The P.A.S. is a non-profit corporation organized by the executives officers of a
score of national and international organizations of government officials and
agencies (among them):

The American Society for Public Administration
The Public Personnel Administration
The Public Administration Service

These organizations share the belief that government in the United States can be made
more satisfactory if administration organization, techniques and methods are improved;
and that the responsibility for such improvement rests primarily upon public
officials.

Incorporated in 1933 the P.A.S. is also successor to several other non-profit
institutions. ITs establishment and growth reflect the frequent need of modern
governments and their officials for consulting services, for research and for
authoritative publications on governmental administration and the need of organ-
ization of public officials and agencies for facilitating services.

The P.A.S. program consists of activities concerned directly or indirectly with the
improvement of governmental operation.

The P.A.S. is composed of three main divisions:

The Field Services Division

The Field Services Division is the most important because it provides a full range of
consulting services to governments. P.A.S. has conducted more than 900 surveys
and installation projects. It has served as consultant to more than a score of
United States Federal agencies, 3/4 of the U.S. states, commonwealths, territories,
and municipalities and many other cities, counties, school districts, universities
and special jurisdictions. Over 100 projects have been conducted for foreign
governments on five continents.
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These projects have co.-ered the full scope or public administration ranging from 
sistance in the dratting of constitutions, ch.arters, administrative codes to 

other administrative probl connected with health, welfare, labor, police, 
agriculture, and so on -

The nublieation Division 

P. A. S. has published hundreds of boolat , pamphlet , manuals far those concerned 
with various phases of government administration. In its own name or under 
the sponsorship of joint committees, it has conducted extensive research in 
governmental matters . 'l.'hcse publications are intended primarily to aid public 
officials in the United St tes, but ma~ are also widely ed by research workers, 
teachers and tudents not only in the United States, but in many foreign countries . 

The Central Services Division 

P. A.S. man the thirteen- thirteen building located East 60th Street, Chicago, and 
operates th joint reference library, to which each organization in the 
building contributes reference materials and financial support. The library includes 
a collection or 1, 000 periodical titles , .351 000 books and 100, 000 pamphlets and 
f'urnish ready access to other outstanding collections . 

Arter th briefing, Mr. Grassie urged ie to pend some tiin in the l.ibra?"1• 

'l'her I had t e opporblnity to read o e interesting documents nameq; 

- Instructional Assistance in Workshop in Governmental Accounting for 
Selected oreign Officials Sponsored by ICA. 

- Services Regarding conference and related assistance for ICA sponsored 
visitors from other countries • 

.. Recommas ance of public administration technical assistance for Indocnina(l951) . 

Mr. Grassie h a also arranged two appointment with the representatives of the Public 
Personnel A soc1ation and the Society for Public Administr tion located in the same 
building. 

11r. Keith Ocheltree 1a Senior Staff Assistant of the Public Personnel Association • 

• Robert H. Atwood is Staff .Assistant of the American Society oi' Public Administration. 

They received me eparately' and gave me a briefing concerning the organization, 
the aimS and the activities of their respective associ tion. 

Where the first association is mainJ.1' eoneerned with the personnel Jllallag nt, 
the second one has a broader cope covering all aspects of public administration. 

However, their act1Vities are practically the same, namelys 

- Planning and conducting conferences, lectures, panel discussions, workshops, 
and other protea ional meetings . 
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These projects have covered the full scope of public administration ranging from
assistance in the drafting of constitutions, charters, administrative codes to
other administrative problems connected with health, welfare, labor, police,
agriculture, and so on -

The Publication Division

P.A.S. has published hundreds of books, pamphlets, manuals for those concerned
with various phases of governmental administration. In its own name or under
the sponsorship of joint committees, it has conducted extensive research in
governmental matters. These publications are intended primarily to aid public
officials in the United States, but many are also widely used by research workers,
teachers and students not only in the United States, but in many foreign countries.

The Central Services Division

P.A.S. manages the thirteen-thirteen building located East 60th Street, Chicago, and
operates the joint reference library, to which each organization in the
building contributes reference materials and financial support. The library includes
a collection of 1,000 periodical titles, 35,000 books and 100,000 pamphlets and
furnishes ready access to other outstanding collections.

After the briefing, Mr. Grassie urged me to spend some time in the library.

There I had the opportunity to read some interesting documents namely:

Instructional Assistance in Workshop in Governmental Accounting for-
Selected Foreign Officials Sponsored by ICA.

- Services Regarding conference and related assistance for ICA sponsored
visitors from other countries.

- Recommassance of public administration technical assistance for Indochina(1951)

Mr. Grassie has also arranged two appointments with the representatives of the Public
Personnel Association and the Society for Public Administration located in the same
building.

Mr. Keith Ocheltree is Senior Staff Assistant of the Public Personnel Association.

Mr. Robert H. Atwood is Staff Assistant of the American Society of Public Administration.

They received me separately and gave me a briefing concerning the organization,
the aims and the activities of their respective association.

Whereas the first association is mainly concerned with the personnel management,
the second one has a broader scope covering all aspects of public administration.

However, their activities are practically the same, namely:

- Planning and conducting conferences, lectures, panel discussions, workshops,
and other professional meetings.
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- Organizing national and international conventions 

- Publishing journals and periodicals !or diss inating new methods 
d techniques through their members 

- Securing personnel advisory and nsulting ser'Vice to their mell'tbers. 

'lbe Public Personnel Association has 2, 600 members and the American Sodety for Public 
Administration counts 6,600 mem.bera throughout th count and overseas. 

The Civil Service Co!:relission of the City of Chicago 

I vas receiv d by Miss Dolores L. Sheehan, Pr ident, and Hr. James s. Osborne, 
Secretary of the Commission. Afterwards Mr. Lloyd Hunt, personnel of'ficer, a aisted 
by his senior collaboratora, gave me a general description or the organization and its ac­
tiv1. ties . 

The Comnd.seion was set up by an Act of the State Legislature in 189), about 10 years 
af'ter the constitution of the United States Civil Service Co ission itfelt. 

There ar three comm.is ioners appointed by the Mayor ror three years term. Mis Sh ehan 
is chairman. 

The functions of the Commi sion ar three.told: 

l - Examination for recrui ting all e:nployees for the City 
2 - Job classification for the detend.nation of proper salary 
3 - Records maintaining. 

Everyone who applies tor any job must under go either: 

A writ'lien te t, or 
A performance test, or 

.. An oral test, especially for those who arc main~ concerned with public 
relations . 

undamentally these combined teats are given 1n consideration of th merit system for the 
allcri1ance of public jo • 

Miss Cole, Director of the Division or Classification, talked about the !'Unctions Of 
her division. 

About 2$1 000 jobs 'Which represent 90 percent of the total are now properly classified. 

Job classification means detennination of the duties and responsibilities for the assign­
m nt of proper grades and consequently proper alariee . The policy is: Like job, like 
pay. The classification is carried out under th form or personal questionnair which 
may be completed by desk audits in cases or doubt. 

Because of t~ e great number of theso 25,000 jobs not ntioning the temporary ones, they 
are divided in groups , in series . 

'fhe SC le of salary embraces 20 levels ranging from 2,000 to 9,000. 
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- Organizing national and international conventions

- Publishing journals and periodicals for disseminating new methods
and techniques through their members

- Securing personnel advisory and consulting services to their members.

The Public Personnel Association has 2,600 members and the American Sodety for Public
Administration counts 6,600 members throughout the country and overseas.

The Civil Service Commission of the City of Chicago

I was received by Miss Dolores L. Sheehan, President, and Mr. James S. Osborne,
Secretary of the Commission. Afterwards Mr. Lloyd Hunt, personnel officer, assisted
by his senior collaborators, gave me a general description of the organization and its ac-
tivities.

The Commission was set up by an Act of the State Legislature in 1895, about 10 years
after the constitution of the United States Civil Service Commission itself.

There are three commissioners appointed by the Mayor for three years term. Miss Sheehan
is chairman.

The functions of the Commission are threefold:

1 - Examination for recrutting all employees for the City
2 - Job classification for the determination of proper salary
3 - Records maintaining.

Everyone who applies for any job must under go either:

A written test, or-
- A performance test, or
- An oral test, especially for those who are mainly concerned with public

relations.

Fundamentally these combined tests are given in consideration of the merit system for the
allowance of public jobs.

Miss Cole, Director of the Division of Classification, talked about the functions of
her division.

About 25,000 jobs which represent 90 percent of the total are now properly classified.

Job classification means determination of the duties and responsibilities for the assign-
ment of proper grades and consequently proper salaries. The policy is: Like job, like

pay. The classification is carried out under the form of personal questionnaires which

may be completed by desk audits in cases of doubt.

Because of the great number of these 25,000 jobs not mentioning the temporary ones, they
are divided in groups, in series.

The scale of salary embraces 20 levels ranging from $2,000 to $19,000.
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Besides the Division is also in charge of the training program. 

One program is et up for new employees who are given general ideas about the 
structure of the federal, local, city gov€1"nments, the history Of Chicago and 
f'ull information concerning their employment, their duties, responsibilities and rights . 

Another program called "in-service training, n 
rating • 

much more concerned with per!'ormance 

By and large there are many sindlarities among the Federal, the State and the city 
Civil Service Commissions. Their aims and their functiorus are practicall,y' the 
same for different scopes or levels of authority. 

Their main phylosopby an policy are to replace the old SJ>Oils systems by the merit 
system for the recruiting or all kinds of public servants. 

peciall:y, after my previous reports on the United States Civil Service Go nission 
at Washington, n. c .. , the New York State Civil Service Commission at Albany, and the 
7th Region of the u.s. Civil Service Commission at Chioago -- there is nothing else 
to acld to this report. 
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Besides the Division is also in charge of the training program.

One program is set up for new employees who are given general ideas about the
structure of the federal, local, city governments, the history of Chicago and
full information concerning their employment, their duties, responsibilities and rights.

Another program called "in-service training," is much more concerned with performance
ratings.

By and large there are many similarities among the Federal, the State and the city
Civil Service Commissions. Their aims and their functions are practically the
same for different scopes or levels of authority.

Their main phylosophy and policy are to replace the old spoils systems by the merit
system for the recruiting of all kinds of public servants.

Especially, after my previous reports on the United States Civil Service Commission
at Washington, D.C., the New York State Civil Service Commission at Albany, and the
7th Region of the U.S. Civil Service Commission at Chicago - there is nothing else
to add to this report.
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