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Report on Visit to 
'i'he United Sta.tea Civil Service Comrdssion 
(August 3 to August 71 1959) 

October 27, 1959 

The Aln.erioan Civil Service Syet s born on January 16, 1883 of the martyrdom 
or the President J , es A.. Garfield, killed by a disgruntled job seeker, Charles 
A. Oat u, and put an end to the poiJ. systen. The Civil Service act was igned 
by esident Chester A. ArthUJ". 

The body ae first known as the Adv!sory Board or tb Civil Service but later on 
it was called th.e Ci"V'il Servie Comi8sion. To it President Orant appointed even 
etJ.bere, three within the Government four rrom outside.. ides acti 11 as 

advisor to the President, the !'irst oomsoion supervi ed competitive entrance 
and promotion eamminations conducted by board at Washington and New York. 
It also aoted as board or appe ls hon dtcisions or these boards . 

Although Grant.•s comrd.seion did a r kable job and rec ived praise from 
~dmnis~ative Officiale, the press am the public, Congress indifferent 
if not hostile to the Oommisoion•s rk. 

'lhus, the Comr.dssion lived "in a ihadowy ort of existence" tor three years 
but rter all Congress recognizes the t system. institu by the Civil Service 
Comiss1on based on efficiency, econo mid democracy. Another direct advan 
of the institution of the Ci'Vil Service Coxnmission wa$ the relief t11at members 
of Con.grees and the President wuld obtain from tbe burden o c~ of office 
seekers. 

The Civil Service Coz:nnis· ion i8 directed by a body of three Comrd.ea1oners . The 
tems of ottiee of ea.ch euch co _ sioncr Bhall be six years and hall expir 

designated by the Pre$ident., on t th end ot two years, on at the er:d 
of four years, and on at the end of six years after uch e.trecti ve date. 

The task of Civil Service Oomrrl.asioner i tbroofold1 fir t i8 that of a 
policy maker, econd that Of a judge, and third Of a Sp<> man fOr t he merit aye 
or Federal ploymcnt. 'the eom:dssioners ahoose as executive director the t10st 
pronnant person in grade 16, 17 nnd 18. 

'l'h xecut1 ve director devotes his attention to the inprov ant of rsonnel 
administration, working throu a s 11 execut:t group consisting of bureau 
directors anc the technical ad'Visers to th Commission. 
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Report on Visit to
The United States Civil Service Commission
(August 3 to August 7, 1959)

The American Civil Service System was born on January 16, 1883 of the martyrdom
of the President James A. Garfield, killed by a disgruntled job seeker, Charles
A. Gateau, and put an end to the spoil system. The Civil Service act was signed
by President Chester A. Arthur.

The body was first known as the Advisory Board of the Civil Service but later on
it was called the Civil Service Commission. To it President Grant appointed seven
members, three within the Government and four from outside. Besides acting as
advisor to the President, the first commission supervised competitive entrance
and promotion examinations conducted by boards at Washington and New York.
It also acted as a board of appeals from decisions of these boards.

Although Grant's commission did a remarkable job and received praise from
administrative officials, the press and the public, Congress was indifferent
if not hostile to the Commission's work.

Thus, the Commission lived "in a shadowy sort of existence" for three years
but after all Congress recognizes the merit system instituted by the Civil Service
Commission based on efficiency, economy and democracy. Another direct advantage
of the institution of the Civil Service Commission was the relief that members
of Congress and the President would obtain from the burdensome demands of office
seekers.

The Civil Service Commission is directed by a body of three Commissioners, The
terms of office of each such commissioner shall be six years and shall expire
as designated by the President, one at the end of two years, one at the end
of four years, and one at the end of six years after such effective date.

The task of a Civil Service Commissioner is threefold; first is that of a
policy maker, second that of a judge, and third of a spokesman for the merit system
of Federal employment. The commissioners choose as executive director the most
prominant person in grade 16, 17 and 18.

The executive director devotes his attention to the improvement of personnel
administration, working through a small executive group consisting of bureau
directors and the technical advisers to the Commission.
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1'.he vorkload of the u.s. Civil Service Comrni.asion is carried by five bure us: 

l. Th~ Bureau of Field 2t;rations, organiz , directs and supervises th Commission's 
regl0na1 orHe aiid e!r subaid1at7 organiz tions in executing n 
commission program and activit1a in the 1'1 ld ervioe. It evalua such 
progrmt'_.s and initiates chang in policy when need i& indicated and provides 
leadership in berad field or personnel nagement and collaborates with 
other bureaus in developing nd recommending for approval policies designated 
to meet the needs of the field eervlc • There ar at present three divisions 
or offices at the Bureau of Field Operations. 

A. Operational p:>liey and instruct!. di vision 
B. Program developnent and mana re:ment di vision 
o. Kleven regional offi oes ch office headed cy a regional director. 

2. !lie Bure u or Pro!iams and Standards, directs the Co issionts acti vi.ti 
iii ( 1) providiiig adership and guidance in strengthening Federal personnel 
progr mxi to improve personnel nagement in the f'edera1 service, (2) ma1n-
'ba1ning the aysten of regulation and instructions by 1ch i:ro r.tmlS and 
policies are made ef:fecti ve, {3) establishing standards and provinding 
seleeti.on methods and. tests to a.mire qualifications. Bureau or Progr 
and Standards is subdivided into five ottic or div.isionss 

A. The administrative office 
B. The program control and 1 ialatur reporting office. 
c. The iroer planning di vi ion 
D. The regulations and i tructions division 
E. The standards divieion. 

) . The Bure :u of lnsR!ctions and Classification Audi ts, This bureau is di vitWd 
in5 two diiGions. 'J$e f\inctions of each aivtsiOn ar described below: 

A. lhe adminiatrat.i ve and control di vision (1) plans the COJ:miasion• 
progr f'or the eonduct or inspections atd cl.a irication auiita of the 
agencies delegated a.uthori ti in the field of personnel aclministration, 
(2) devel.ops and promulgates instructions, procedure , handbooks and guides for 
the conduct ot inspections, (3) maintains lBison with other divisions of th 
Commiasiont (4) maintains control records on inspections and elnseitication 
audits, (5) rtord the "'aministrative ervic for the Bureau of 
Inspections and Clasoifieation Audit• and, (6) perronnis other work not 
specifically assigned elewhere in the Bureau as directed. 

B. The Washington Division i c the peraonnel p;-ogr 1 polleim and 
operations of the agencies in the uhington area. The Washington Division 
is divided int.o sect.ions snd each ection has the re ponsibility tor th se 
tuncti.ons tor a group ot agenciea located in the Waa ington area. 

4. '?he Bureau of ¥.ana~an.ent Sen:i.c: , is resr.onsible !or the direction, coordination, 
aiid eontro! of the personnel, H cal, dm1niet.rat1ve and businese management 
activities or the Co. s ion. The Bureau is divid d irrt.01 

• The budget and !"inane divi ion is responsible for the Oonmds ion's budget 
prograas .financial acti Yi ti d the work reporting and analyses systen. 

B. The personnel division directs th Cotnm1.B$1on's internal personnel irogram 
and advises on internal personnel policy. 

c. '?he office servic di Vision is r ponsible tor pro&t" . s that provide o:ffice 
manag nt servie and fac111ti. !or the Commission. 
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The workload of the U.S. Civil Service Commission is carried by five bureaus:

1. The Bureau of Field Operations, organizes, directs and supervises the Commission's
regional offices and their subsidiary organizations in executing all
commission programs and activities in the field service. It evaluates such
programs and initiates changes in policy when need is indicated and provides
leadership in borad fields of personnel management and collaborates with
other bureaus in developing and recommending for approval policies designated
to meet the needs of the field services. There are at present three divisions
or offices at the Bureau of Field Operations.

A. Operational policy and instructive division
B. Program development and management division
C. Eleven regional offices each office headed by a regional director.

2. The Bureau of Programs and Standards, directs the Commission's activities
in (1) providing leadership and guidance in strengthening Federal personnel
programs and to improve personnel management in the federal service, (2) main-
taining the system of regulations and instructions by which programs and
policies are made effective, (3) establishing standards and provinding
selection methods and tests to measure qualifications. The Bureau of Programs
and Standards is subdivided into five offices or divisions:

A. The administrative office
B. The program control and legislature reporting office.
C. The program planning division
D. The regulations and instructions division
E. The standards division.

3. The Bureau of Inspections and Classification Audits, This bureau is divided
into two divisions. The functions of each division are described below:

A. The administrative and control division (1) plans the Commission's
program for the conduct of inspections and classification audits of the
agencies delegated authorities in the field of personnel administration,
(2) develops and promulgates instructions, procedures, handbooks and guides for
the conduct of inspections, (3) maintains laison with other divisions of the

Commission, (4) maintains control records on inspections and classification
audits, (5) performs the administrative services for the Bureau of
Inspections and Classification Audit, and, (6) performs other work not
specifically assigned elsewhere in the Bureau as directed.

B. The Washington Division inspects the personnel programs, policies and
operations of the agencies in the Washington area. The Washington Division
is divided into sections and each section has the responsibility for these
functions for a group of agencies located in the Washington area.

4. The Bureau of Management Services, is responsible for the direction, coordination,
and control of the personnel, fiscal, administrative and business management
activities of the Commission. The Bureau is divided into:

A. The budget and finance division is responsible for the Commission's budget
programs financial activities and the work reporting and analyses system.

B. The personnel division directs theCommission's internal personnel program
and advises on internal personnel policy.

C. The office services division is responsible for programs that provide office
management services and facilities for the Commission.
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n. The library develo - and maintains a collection or peruonnel admin1stration 
literature which is on of the fire t in the eountrr •. 

E. 'i'be playment tatisti<'..S and publications eontrol office collects and 
publishe Oovernmen't..iwi.d personnel statistic • 

F. !he organization and zaethods orri.ce admi nisters the Commission•s over-all 
nw:u1gement aont:-ol system. 

5.. The Bureau or DeMental Oe::lion, direc. ts the Commission's ccntraliz 
actlVla'.es Iii co uc 1ne the nfug progrmn, · niBtering the Civil Service 
Retirement. Aet and the Federal ployee Group Lifi Jnsura.me AotJ administering 
an investigative program; tabllRhing Illysioal requir ents of Federal positions, 
acting on cert..ain apP'als by ederal enployeea 1 adminiuterlng the Government-wide 
p.rogr !or ll:lprov:tng gover t operations through training and the e of 
1ncenti ve awards. The Bure i divided into: 

A. Two staff of'rie: 

&o The ppe le examintne oftlce adjudio the appe · o! those 'F deral 
enploye in the Washin"ton d certain ovtrseas areas who have been 
adversely affected by reduction in force or by disciplinary ction. 

b. The administrative office provides allof the usu l administrative 
services Quoh as bwgoting, work reporting am co t ly i , personnel, 
proc dural tudies, fOrfll oontrol reports control, records control, pro­
perty and space control and utilization and rel t ervicea. 

a. ive Div1 1om 

a. The retir ent division aclr.dnisters the Civil Service Retire ent and 
the Federal Employee Group Lit Imurance Acta J djudi.cate all retirement 
claims; accounts for and rnaintains the retirement and 1nsur nee fUnis J 
l!Ud.ntains file or individual retirement accounts J is u instructions 
controlling tho rctir nt an:l insurance systems J prepa?" Co sion 
report£ to the Congr s on proposed retirement and insurance legislation. 

b. Th eDinining division diroots recrui.tment, e ining d placement 
activity for poaitions t1t1der Civil Service Comissi.on junsdiction 
in the lashington, n.c. m.etropoli tan area, and for certain positions 
throughout t he country. 

o. Th operations improvement division coordinates and promotes the 
{;'OVernment-wi.de incent1 VC awards xrogram and directs Comroiseion oper ted 
interagency tr:tning rrograms. 

d. The investigatio division plans and operat s the Commisaion1a inve tiga't 
tive progr 'Which inei.udes (1) national agency checks and inquiries 
and limited personal 1nvesti stions for nonsensitive itions, (2) f'ull 
field investigations for sensitive positions. (J) investigations on tters 
relating to enforcement or t he Civil Service la and rules an:i, (4) 
qualifications investigati.o of applicants for acinini tr tive and 
prof siona.l positions. lt evaluates all nonsensitive eases for th 
metropolitan area and for t he field when loyalty is involved. It 
negotiat with and advi agencies on investigative mtter:J. 
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The library develops and maintains a collection of personnel administrationD.
literature which is one of the finest in the country.

E. The employment statistics and publications control office collects and
publishes Government-wide personnel statistics.

The organization and methods office administers the Commission's over-allF.
management control system.

5. The Bureau of Departmental Operation, directs the Commission's centralized
activities in conducting the examining program, administering the Civil Service
Retirement Act and the Federal Employee Group Life Insurance Act; administering
an investigative program; establishing physical requirements of Federal positions,
acting on certain appeals by Federal employees, administering the Government-wide
program for improving government operations through training and theuse of
incentive awards. The Bureau is divided into:

A. Two staff offices

a. The appeals examining office ad judicates the appeals of those Federal
employees in the Washington and certain overseas areas who have been
adversely affected by a reduction in force or by disciplinary action.

b. The administrative office provides allof the usual administrative
services such as budgeting, work reporting and cost analysis, personnel,
procedural studies, form control reports control, records control, pro-
perty and space control and utilization and related services.

B. Five Divisions

The retirement division administers the Civil Service Retirement anda.
the Federal Employee Group Life Insurance Acts; adjudicates all retirement
claims; accounts for and maintains the retirement and insurance funds;
maintains file of individual retirement accounts; issues instructions
controlling the retirement and insurance systems prepares Commission
reports to the Congress on proposed retirement and insurance legislation.

b. The examining division directs recruitment, examining and placement
activity for positions under Civil Service Commission jurisdiction
in the Washington, D.C. metropolitan area, and for certain positions
throughout the country.

C. The operations improvement division coordinates and promotes the
government-wide incentive awards program and directs Commission operated
interagency trining programs.

d. The investigations division plans and operates the Commission's investiga+
tive program which includes (1) national agency checks and inquiries
and limited personal investigations for nonsensitive positions, (2) full
field investigations for sensitive positions, (3) investigations on matters
relating to enforcement of the Civil Service laws and rules and, (4)
qualifications investigations of applicants for administrative and
professional positions. It evaluates all nonsensitive cases for the
metropolitan area and for the field when loyalty is involved. It
negotiates with and advises agencies on investigative matters.
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e . Tbe dical di vision determine physical standards for Federal 
positions; evaluates applicanta and their physic l qualifications 
ror ticular poaitlonsJ raeilitates the plo nt of the physically 
handi.oam;ed.J evaluate cl.aims ror disability retirement under the 
Civil Service Retirement Act; determines profe sional standards and rates 
appl1c tions for medical and related positions and operates the 
Cor:md.aoion's internal health prograJI\. 
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e. The medical division determines physical standards for Federal
positions; evaluates applicants and their physical qualifications
for particular positions; facilitates the employment of the physically
handicapped; evaluates claims for disability retirement under the
Civil Service Retirement Act; determines professional standards and rates
applications for medical and related positions and operates the
Commission's internal health program.


	UA2-9-5-5_002178_1
	UA2-9-5-5_002178_2
	UA2-9-5-5_002178_3
	UA2-9-5-5_002178_4

