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1HHITRODUCTION

This Manual cf D/SP organization was prepared by PE/J), USCEi/Brazil primarily for the information
and uso cf /jnerican tcchniciars assigned to the United States technical assistance progrom in Brazil.

It complerents a translation, aiso nmaede by the PBAD, of the powcrs and functions (Regimento) of
H/SP approvcd by Decree No. 4-1.955 of Angust 3, 1957. The Manual contains secti.ns descriptive of
functiens of P/SP components, brief descriptions cf funeti ms of the arganizations working tcgether with
D/SP, organization charts and pcrsonnel lists cf cach component. The arganization charts are projections
of D/SP organization apprevod by roferred Decree, with exception af Technical Office cf the University
of Brazil (SIUB), which arganization chart was provided by the Chief cf that Office.

Similar infammation, resulting from inquiries and study of decrees, rules and regulations, is
provided relativo to organizations working together with DiSP. These organizations are:

1 — Commission of /iccumulation of Positions (C.A.C.)
2 — Commission cf Admission of Piece Work and Contract Employees (C//TC)

3 — Commission of Werk Simplification (GCSB)
4 —Work Group for Brasilia (GTB)
5 — Technical Office cf University of Brazil (2TUB)

Difficulty was encountered in determining the most appropriate Snglish words for a clear under—
standing of conce’ts observed in Brazilian govermment adninistration, particalarly, with respect to
rclationships of employees witji government. Although job titles in the Brazilian public Service are
sometimes similar to those in the U.S. public Service, the duties of the positions are usually without

wuch similaiity. Job descriptions are not used in Brazilian public Service, hcwever, for purposes

of/*«






of this study, very brief descriptions were rnado of oach job to relate its title to tho nature of the

duties perfarmed. Identical situations occur with respect to status of employoe, types of bavc,
allowanc gs and inovcnicnt of cmployoGS from one goverrunent agcncy to another. Tho personnd lists
idecntify and provido data conccrning eadh D.3P Gmployee. Also* aiployees of ministries on detail in

D/iSP aro listed; however, a groat number of D/3P cmploycGs aro on dctail to rdnistrijsj autarchies
and gcvcraircnt corporations and additonal lists are.provided idcntifying name, title and placo of
cmployment cf those omployoes who belong to the D/fiP manning tables and are not perforning duties
in D/iSP.

Lists of definitions rclativc to allowanccs, job titlcs and status of employees* appearing in
this Manual and covcring a cross seciion oi governnent jx“rsonncl administrr.tion in Brazil, aro included
in th3 fclla—iing pages.

/Osoj, a glossary of portuguese terminolocy used in the text iIs provided as an appendix to this
Manual.

To the Director—General, Dircctors cf Divisions and Services and Chiefs of Services and Sections
of DiSP and their staff} mthout whosc full cooperation this Manual would not have bccn possible, the

PBUD/USOM/B expresses its sinccre appreciation.

Mays 1959.






111
CRO6S SSCHON OF BEHPLOY2S— STATUS

Permanent — Pemanont employee (functionaire) is an employee appointed in a
permanent character for a career position through examination.
Title of pcrmanent employee belongs to a class and the grada is
indicated by lettors.

Provisi onal ~ Careor employee appointed in a provieional charactor, when no
candidato qualified by examination is available. He snould submit
to examination mthin 2 years or whenover tho first examination is
open, to becore a pcrmanent employea.

Supermuma rary — Supornumerary is an employee cxceeding tho regular manning—tables.
His admission is made on a temperary basis for series of function
(careers) of an auxiliary nature. He is admitted. to public service
through qualification test. After 5 years in Service, a super—
numorary employee has the sane rights as a permanent employee,
(Supernumerary with status of permanent employee). Title of super—
numeraries belong to a series of functions and thegrade is indicated
by reference numbers.

Position in Oommission—CC — Appointmont irece directly by the Presidont of Republic for positions
such as minister, director of departirent or division, president of
autarchies and heads of agencies. These positions do not belong to
a career and their fulfilment is transitory. May be compared to the
excepted positions in U.S. civil Service. Holder of a CO, if he is
a career employee, cr supernumerary with status, returns to previous

"position wheii he discontinues position in commission.






Administrative Tachnician
Administrativa Assistant
Assjstant

Techuical Advisor

Administrativo Officer
Administrativo Aido

Clark

Clark Typist
Office Aide
Aide"

CROSS SECTTON OF JOB TITLoS

— Career position

— Supjrnumarary position

— Supcrnumerary position

— Career position, eouivalant to Administrativa Tachniciaii

Diffarent designations for thc sama catagory of positions which vcry
cnly in grade of difficulty. Supernunerary positions of this catagory
are auxiliary to thj career positions.

Description

In agancies of general adninistration, tney daveiop activi—
ties relatad to resaarch, studyanalysis} praparation, coorcunation,

control and organization.

— Caroar position

— Supernurnerary position

Supernumerary position auxlliary of car™r position.
Description

Exercisa control ovar apolication cE Jaws, reguiations and
norms cf general or specific adninistration. Assist in th© exacution
of studies and adninistrative works of a tochnical nature.

— Career position

— Supi rnumarary position
— Supernumerary position
— Supernumerary position

Sup rnumerary positions ara auxlliaiy of career positions.






Dcscription
Executo activities of an administrativo nature as relating to tho application
ox laws, regulatioris and norms in general.
Typist — Career position
Dcscription
Porfarras specifically typing wcrk.

Oporator — Spf3rmuireraiy position
Dcscription
Executes works related to tho operation of office machines.

Time Keopor — Supernumeraily position
Doscri ption
Exercises control ovar attendance of employees, through operation of Tirmj—
Clock. Actually, employees vath this title perform general administrativo work.
Inspe ctor — Supornurerary position
Dcscription
Refcrs to inspection of operations. Actually, employees with this title
perform duties equivalont to those of Clerk, Clerk—Typist and Administrative—Officor.
Writer — Supernumorary position
Description
Performs worlc relative to jffidal release of information. Proparos writings,
and organizes pi$=>liciitions.
Editor — Supermuinerary position

Descri ption
Performs work relative to rcvision of originais and revises, from typographic,






graramaticala technical and artistic points of view, materiais for printing,
spcochcs, confcrcnces and cther processos of information,

Assistant Librarian — Careor position requiring diploma
library Ai.de — Supernurrerary position not roauiring diploma
Doscription

Perform profossionr.l t4ak in libraries.
Filing—Clork — Careor position
Doscription

Organizes and maintains filos and archivos in public cfficos.

Modical Sorvicg Aide — Supornurerary position
Doscription
Holps in health treatmont, applying injoctions, etc.
Draftsman. — Supornumerary position
Doscription

Executes ali typos of drawing work including artistic,
commerciol ad specializod drawing.

Accountant — Career position requiring diploma
Doscription
Y Performs professional accounting 170rk.
Account ing—Clc rk — Supernunerary position

Assis tant Accoubing .Clerk ~ Supornumerary position

>/o °






Phot ographer

Office Messongor'

Janitor

Caretaker

Doscription
Executo tasks relativo t5 accounting, and book—keeping in public
officos or agencias with any rosponsibility for collccting revenue, authorizing
oxpenditures, administrating or guarding public assots.
Supernumerary position

Doscription

Executes ali types of photographic work.

— Supérnumorary position
Doscription

Viorks undor limited diroct supervision. Supcrvisos or coordinatcs tho
work af omployGos of a subordinate or oquivalont category. Sorvos in officos of
superior authcrities, receiving and delivering papers and corrospendonce and trans—
nitting messages. Providos for the conservation and cleaning of officos.

— Supernumorary position

Doscription

In chargo of conservation of public buildings, installations and assots
in tboso builc&ngs. Guards show-cases3 pieces of art, collections in nuseums, and
scientific apparatus. Sxaninos installations of buildir.gs and providos for
nocossary ropairs.

— Supornumorary position

Description

*Opens and ‘ciosos doers and gatas of access to officos. Sxercisos
control over entrance and exit of persons and materiais. Supervises the conser—
vatien cf build>ings and superintends cleaning workO






<ervant

Warohouse -ladc

martisan
Artisan /ddo

Corpontor

Chauffcr

viii
— SupernuiTurary position
Ibscription

Performs clcaning and conservation work in public buildings, hospitais,
collcgos and othor working places. Is rosponsible for tho removal, arrangemont and
praclang cf materiais, rachinos and cargoos.

— Supernumerary position
DescrlLption

Works in storagos or warohous—s or porforas activitics related to esti—
mates, acquisition, chocking, roceipt, arrangomont, custribution and control of
permanent and consumablo materiais used in public offices.

— Supornumerary position
— Supornumerary position

Doscription

Porform activities related to utilization and treatmont of metais, wood,
materiais of construction, etc., including also work of construction, manufacturing,
sottirg, rocuperation, conservation, fitting and control of funcfcioning and utilization
cf engires cf cars, railway—units ancl general navigati on units, vehicles, machinos,
mechanical oporations and soil research. Preparation cf books and documents.

— Supernumorary position

Description

Does ali types of wood construction and ropairs as related to conser—
"vation and maintenance cf public offices, equipment and installations.

— Supemurrerary position

Doscription
Must bo familiar with and be ablo to handle ali types of automotivo

equipment. Transpcrts personnel in automotivo equipmont as requircd.






Additional paynent

Gratified Funcion

Representati on

Fanily Allowance

cross ssctioii cf allof/inces

Eimloyoes with moro than 20 years in public sorvicc is entitlod to an
additional payment equal to 15% of Vas salary for time in Service. For
moro than 25 years in Service tho additional pgynent isoqual to 25%,,

Supcrvisory cr chiof positions are entitled to an allowance which is
additional to a base salary, and is prodortional to thj importcnce cf the
assignircnt.

Employee with duties in a Secretariat cr office uf director receives a
gratification for representation. Gratification is an allowance paid to
an employee for the perfomanco cf special servigcos or functions, that is
in addition. to his base salary.

Employee, active or rotired, is granted an allowance equal to Cr~250.00
for each depondent membor of his family (spouse, ciiildren under 21 years
of age, invalided children, a single daughtcr without income). Even

when anployee is not roceiving salary (livOP) family allowance is main—
tained.






Tho information contained in tho following pages vias compiled
before Januory 1959. In general, it may be‘considere'l up—to—date except
with referencc to salsries showed in tho tablos. As of January, 1959
salaries in public service reccived an increase of 3J% as an adjustment
to the current cost of living. AS a mattcr Of fact this provision waB
made on a temporary character as a compensation for the public Service
employees whilo awaitinr; the action of the Congress upon a pending

Classification and Salary rlan.
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General Functions of
AMINISTR-AJIVE DSPIRTT-EUT OF PUBLIC SERVICE

in
v

tt

— Studies, thoroughly, public cSnge~tTbhe Se°inlte ~anizat”™n of

8§ ar .5 £ .r <£=

g{o(ﬁ:esssegndodn\svggslésr%g%r?gsm exass.] md pay of publio positions and functions (car
gos publicos e funcodes); Union*

Guides the admnistration of civil N » fm¢Ses) In the Federal
Selects candidates for positions “ d fun itLons m the tvo Houses of Federal Congress,
Civil Service, except for adiram Hinfpssors for public education;

positions in tbe Federai dust.ee J ntof” omployees of tbe U”on,
Providos for the FrcP”atiO"’ persoroelj

imeluding administrativo and In the fiold of public adMnistration;
Supervises programs of_techmca entities that are dedieated to the study

Maintains relations with natlonal and for g

of publie admnistration; =* tssion (admissSo) of candidates olassified in

Proposes the appointaent (rie—jeaca®) or e h~ m tag” )) oceapt when othor orgamzation,
examination (concurso) or test tpr

by special In*, exercise this, au*. N on N eq!llpptog of public buildings;
Guides the construction, rcinode—l g oonstruction, rcmedeling and installation of
Examines projeots and budgets ~ a ~ 0°5ervices;

offices in builcungs utilized +Qn Or in buildings adequate to tbeir
Suggests ineasures fo 8SSHFR HhHat O’ﬂ: ICeB bRt P dhkns&d g by  Of the public
purposes, havtag in view econcray . N buildings and their oquipnent;

Gives opinions over work plans relatJig



&



X = collaborates, through request or agreement, in tho study and improvement of state”and municipal

public sorvices as well as organizations of indirect administration (administragcéo indireta)

XV — Prepares annually, in accordance with instructions of the Prcsident of the Republic, the budget
proposal to be sent to the House of Representativos; and

X1 - Supervisesj by delegation of the Prcsident of the Republic, and in conformance with his

instructions, the execution of the budget.
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13.

15,
16.
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OFFICE OF IEEIUCTOIt GENERAL

MK 1&IFOIMED Is.JAuiY Q% ALLOVENCEL> Q$

STATUS

Supernumerary
V.O. EIEIMAN Operator, 1/24 Sucretary 8’00000 FC= 4,000.00 w/stantus
s. I.Z)AS ROCHA Clerk-Typis13 R/22 ~ Secretarial 7400000 F6. £,290.001 "
C.L E.A  ade, woo clerical 7 000.00 1IP. 1,000.00 )
o - LACE L i 6 500.00 FG, 1,200.00
. . . Clerical !
|V|,H, DE A, ISR3IRA Assist .Litararian /21’ u
J.H. IE A. PINTO  servant, R/20 Clerical 6,000.00 RT. 1,2€0.00 n
o R . Office—-Hessenger 6!00000 RF. 500,20 n
G.A, Hi 0. ILLO servant, R/20 SE. 750,00
i
o1t 520000 RP. 500,00
J.B. EES. E SILVA Servant, R/19 office-ltessenger = SF.  750.00
ice — 5,200.00 Rrp. 500.00
W.R. Da SILVA servant, R/19 Office —Messeng2r 12 SE. 750.00 n
n
M.V. SILVA servant, R/13 office-Ilessenger 4,800.00 RP. 50000
- - 1 n
it scrvant. R/18 Office—-Messenger 4,800.00 RP. 500.00 i
p..it, vusmmz ; 1i
) Driving 7,500.00 RP. 1,000.00
A.M. AEEGRE Chauffeur, 11/23 SF. 500.00
n
A.A. DE SOUZA Chauffeur, d /25 Driving 9’500.00 RP- 1’000.00 n
.A. - ) Crorkyoet clerical 7,000.00 RP. 1,000.00 .
G.A» DO MARij - :
A. DASILVA Clerk-Typist Clerical 7:500.00  R%. 1,098.09
i - », n
AP Clerk—Typist Clerical 7,00000 RP. 1,000.00
.P, MACHADO - , n
A COELHO Clork—Typist Clerical 7 ,OOOOO RP. 1,000.00

DA3P — January, 1959






17.

18.
19.

20.

21.

22.
23.
24.
25.

J.M. dos S.A.
CAVALOA-ITT

H.B. COSTA
O.F. LOPES

A.E. DA SILV3IAA
A. TOIIULS

3. SILVA

H.M.J. EBEItHAID
A. MIJITIN

L.S. PINTO

NAFTCy. OF DIitoCTO.i GSNEAUL

Adra.Tech. Class/N
/idn Ofiicor Class/H
Adm. Assist. ii/26

Adm.Officer Class/O
M.V.O.P.
Adm. ~jssit. A/28

Adm.Officor, Class/N

Technical
Toclinicai

Tochnical

Tochnical

Technical

Technical
Technical
Tochnical

Technical

Assist*|
Assist.

Assist
Assist
Assist
/issist
issist

Assist

Assist

-— DG

16,000.00
8,300.00
10,000.00

17.000.00
13.000.00

16.000.00

itp.
Itp.
itp.

itp.

Ap.

4,000.00 Pomanent
5,000.00 Pormanont

3,000.00" Supornumorary j
w/status

3,000.00 rorriancrit

1,800.00 Supornumorary |
w/statuvs

1,500.00 Permanent
1,000.00
2,000.00
4,000.00

DiSP - January, 1959






RIS

o a

11.
13.
17.
1 23.

OFFIC3 OF DiiffiGTQu G3N2ul»L — D.G.

BBSdiirncN of dutes

Suporvises the admxnistratxve civul clerxc i~k of the Office of Director General.
Substitutos for the Secrotary (1) during moming period.
In chargo of fitas. Holps in general work of tho Office of Direoter General.

In chargo of protocol, involving reglstration of incoming and outgcang decmronts and
correspondence™

irepares clippings of Official Organ (Diario Oficial) and fulfills clerical »rk.
7. 3. 9. 10 — Perforen custodiai work and s orve as officenessangers.
12 — Drive cars for tho sorvice of Director General and his Office.
14. 15 & 16 — Perform clerical work in the Office of Director General.
18. 19. 20. 21 & 22 — Provida technical assistance to the Director General.

24 & 25 — Persons not employed in DiISP, giving technical aasxstance to the Director General

' DjjSF — Januarjj 1959






OFFICE OF IEGNnL CONSULTANT

i AME TITIE & GRADE WORK ESHFOIVBD SALAIY Q% ALLONANCES Gir STATUS
isori Legal Consultant Supemuraerary

C. DA 3. HJAITE Toch.Advisorj 2/28 ca/a 30,000.00 w/status

DA IE LCiuiviiio AdmOfficer,Class/l  Secretary 9,100.00 FG. 3,000.00 Permanent
i Tvoin 9,100.00 Supernumerary

M.J. EE A. RAVOS  id.de, k25 yping w/status

IESCxiimON OF DUTIES

Gives opinions over processes sutaittod by Mrector General of MSP. Giues infomation t,
tho Judieiary Power.

Attends to callers. Maintains files and records of legislaticn, legal decisions and opinions
of Makcs record of publication oi referred opinions. Controls outgomg
I d taool” A VT e o« Work and keeps file of papers originated in the Offiee

of Legal Consultant.

Fulfills typing work of the Office. Sutetitntes for the Secietery (2) ir. hor absenco.

1 DASP — January, 1959






SSCTOIc OF TECHNICAL AHUNISTHIATIVE ASSISTANCE —S.A.T.A.

TTTIE & GAAEE WORK IEITFOITMED SALAiiY C4 ALLG/fANCES Gi$ STATUS

M .K. IE M. GENTIL Adm.Officer Class/fl SeCretary 8,30000 ||p 2,00000 Permanent

IESCITIPTIONS OF UJTIES

In charge of the Sector. Serves as Secretary to the Brazilian Coordination of Foint IV
Program. Participates in ineetings} prepares minutes arel correspondence, keeps files and

perforras ali the work of the Sector. Aiso, participates in neetings of the Cultural
Exchange Program with the French Govomment and handles ali matters related to scholarships

in public arministration.

D/SP — January, 1959






General Functions of

QOUIICIL OF AIMBIISTRATION — (C.Ad.)

'II' _ Promotes greater coordination an{i 8?5'(0'3'(&??/ of corrponents responsible for organization, budgeting,

personnel and public buildings constructionj
i .0 vmidb+  —nptsonnel and public Duilcungs con—
Il — Assembles to deliberate problems of argamz-—-txon, Ao>
struction; and '

) e n'prIbers and, within its consultative and corectin
-Ir_lrl — Functions to.th an absolute majori™y of 1hﬁl 9

competencea makes decisions by a rr.aorx y o.






General Functions of

CQMI33ION OF ACCUMULATION OF POSITIONS — (C.A.C.)

In controling dual employement in public servxce:

. n e« > ir force, in cases of accuimlation of positions;
I — Makes judgements based on legxs a™a 1 +

- flor—cies in judging cases submxtted to it, anu
Il — Consults irlth specialists or specxal-zd 0 - jucging
makes necessary inquiries;

» rAa>
. P TV -+ Q—foor=gjGilelcL-L Oi - )
Il — Submits its judgements to the examination and test or by pcreons interested
IV — Answers inouiries made by canda a c oosition accumulation; and
in legal clearancG of eituatione n

of dacislons of mreotor—Oeneral
V — liaintains files of judgmcnts made J

of DiSP.






w N

COMISSION OF ACCUMULATION OF POSITIONNS (C.A.C.)

M3 MB3RS

J MB3IEIROS - - ___Director, Adtnmistration Servico (o.h.), DihjP

JRP rc MORAIS - Administrativo Officer, Ministry of Justico and Interior
Business.

C-.I. B i-“ULOH4WDS tega isslstant, liinistry of .«riailturo on iotall in
DdusP

cM D-a+tV, _ Technical Advisor, Legal Procedures Service, Personnel
Division. DASP

S TAFF (DZSP 3MPL0j3CS)
N AM3 TITE and GRaeg  VIRK  PSIIFOITICD s;tii a$ ALLCWANC3S Q% STATUS

T.J.M. BARTHOLO

L. AVARAL

i Secreta 11,500.00 300.00 per Supernumerary
Adm.Assist. R./27 ry S e upernum
by CAG
Filing Clark Classy/I* Clerical 7,000.00

DASP, January, 959






COMMISSION OF /CCUMULAIION OF POSITIONS

nasciiimoN of dutlss

1» i”residcs at the scssions held by the Commission.

\
ot \ Study each particular caso in arder to mekc joir.t judgciient. .
£ J Consult with specialiots and specializod agencies and conduct mqlruaas necessary to tho

N~ work of the CommissLon.

Participates as Secrotary in ali sossions held/by tho Ccranission, propoing minutes,
correspondence and carrying routino work psrtaaning oo — omrrassion.

7. In eharge of the files of the Comnassion. FulXills typing work and helps in general
work of the Commission, under the supervision of the Secretory . (See 2 above)

D& - January, 1959






General Functions of

£ ¢.C.) —DASP
, mMTRACT BVPLOZESSS (A 5 %) ~ DS
OOMSSXON OF laam m OF PJBCS-WBL —

N

porsonnol:
|

. »~<* smwrnurerary contract and P » ’
In controliing admxssxon

d— of the pamanent cci”sions oi atosxon ot
I — Works togethor with DjSP
piuCG—wark and contract -

Reviews proposals, sub.itted by
ostablishinent of picce work and

Jtablisheo in gowurm—n o
agencies through tch

Dijraanont conmssions, for tho
i _ Gsto these jobs;

and a“ssxon of oap ~ necossary to

N commissions to pres™t xnxor

IH — Calls upon mcmbers of the N°to prpposa_ls; General of ONSP as to the
formlate recommendations pertaxnxng”j™ 10 n to the Dorector Gener
Hakes recommendations through DiSP ~

. » DIISP.
validity and acceptability of pr P N Pcrsonnel Dxvxsx

Makcs reconsideration of cas™o






COMISSION OF AEJIISSION OF HESCE-WORK AND CONTRACT EMPLOY2ES (C.A.T.C.) — DASP

1* J*S. CARIEIRQ

2> A. BRAGA———

3* F. IE C. ALVES

N AME

O.P. LOIES

e CARDOSO
b* R.C.P. dos SANTOS

7* S.M.R. DINELLI v

8* °— PINH3IRO MZ2TTO

MS MBE RS

Chairman (Administrative Assistant specialist in @11)
Chiei, Methods Section of Budget and Organization

Division, DASP
Reporting—Member, (Administrativo “ssistant specialist
in Personnel Administration) Personnel pivision, DASP

Feraber (Administrative /jssistant specialist in Budget
Administration) Receipts Services of Budget and organ-

ization Division, DASP)

SBHFCRETARI AT

TITLS & GRADE
.. . 10,000.00 RP. 3,000.00 Supernumeral
Adm.Assist. R./26 Uxecutive Sec. wrl)gtatus i
Clerical 6,500.00 SF. 1,000.00 Provisional
Clerk, Class/3 Clorical 6,500.00 SF. 500.00 Supernumerary
Clerk—Typist R/21 w/status
_ 7,000.00 Supernumera
Clerk—Typist R/22 Clerical er)gtatus i
3,800.00 Supernumeral
0 ff.Messeftger R/32 M?;;?Eger and wl?gtatus i

DASP — January, 1959






CCMA4ISSION CF /iIMISSION OF PDSCS—\WQeK MD CONTRUCT 3MFLOX33S

IESOfTIPTION OF DUTES

Hresides at sessions of CATC and dcsignates reporting — menber to sstady tho processes.

2. Studius ali processes submitted to CATC and nmekos necossary recommendation to the Director—
General of HSSP.

3. Occasionally serves as reparting—member to the Comission and participates in the sessions.

Orients the work of the Secretariat and superviscs personnel working in CATO.

5
) Berform clerical wark including records and files.

)

8— Servos as a mossangor and fulfills typing »rk in tho Soorotoriat of Cak.






General Functions of;:

GROUP VIORK FOR Hii£ILIA (G.T.B.)

Carriesout surveys of federal organizations to bo transf*rred to tho nu, capital

Carries out surwys of conpononts and pcrsonncl partatémg to organizations to be transforrod
to tho new capltal

. _ Jn rv™+pmine necd of implomentation an.
11 - Studles means of cornmunlcatlon to ciermiiiu au,

qsisting facilities; Y

th Ronublic results of studies made and an annual
Preparos and submits to the Presidcnt oi tm»— iliopuo—u—o
report of its activitios.

improvomont in the






, X - 18 —
VIOIIK GiiOUP FOxi BItaSILIA (G.T.B.)

1- J.A.G. IG AWIGAD - Chairman, Director —General, Administrative Department of
Public Service - DuUSP.
2. F MAT, Uxecutivc—Director, Director of the Mint. (Administrativo
juxsi Technician of DI'IS? on detail in Ministiy of Finance)

SECTFIETARIAT

3 Person in charge of the Secretariai, Administrative Officer
Ministry of Finance.

4, A da C. GUIMAIIASS EILHO — Coénsul, Ministry of Foreign Affairs

5 Administrative—Ai.de, Ministry of Health

6. ____ Clerk, Ministry of Health

7 Clerk, Ministry of Transportation and Public Works

8. Administrativo Ai.de, Ministry of Labor, Industry and
Commerce

9.

DZSP — January, 1959






General Functions of

COKMIS3IOH OF VOIK SIMELIFICATION — COSB

In promoting the simplification of administrativo procedures and methods in public scrvicc:

1 — Studies tho means to descentralize serviccs and to assign responsibilxties and authorxtiesjj

Il — Sxaunes, toejthor mth tho Organization and Methods Service (D.0.-4) oi WSP, Ministry—s Sub.
Conmissions and cquivalent groups, tho operations and mothods usoo in pu,lic cl-icos,

11l — rroposos, to the Director—G™noral of DJSP, modifioations of existing, or tho ostobldstonent of

new, methods and procedures;
H — Suporvisos tho work of Ministras Sub—Co-issions and cquiyalont grou”, out”™ning,
with tho Organization and Mothods Sorvioo of DiSP, systomatazed work procedures.

in oollaboration

MITJISTUY13 SUB—CQMMISSION3 AND EQUIVAENT GiiOUIS

| .. ., , W, iId r—vrries out in collaboration with representativos of
Sf?-C°™ ~°n °r ogmVA ni ,~“ PL ~Sgialation, b) functions, o0) dolngatlons of
>—foctavo agcha.es, resoarch rc > ovaluation of systens. pointing ont duplication of

iloSni; drficSoS~outtiitios of oliminating unnocessary agencies and relatod mnagomont

problems.
In relation to COSB, Hinistry's Sub—Coi.missions and cquivalent groups, the following are

General Function of
AGGNIZ/JION iWD IGTHOIS SEXIVIOS — DUSI

“ mossists and coordinates the work of C033;
11 * Organizes the work sectors necessary to cany out COSB functionsj
C 1 — ifeviews work staplification projocts ond roco»ondations develo”™d by Hinist”s Sub-0o”dssicns

or equivalent groups and transmits them to COwB.






BUBG3T -AD ORGAilIZUTIOIT DF/ISION (D.O.)

DASP — Jan., 1959






General Functions of

budget and organization eetvision, dasp

Vi
VIl

\ARR!

X1

Preparas annuaUy, in aceordanoo *ith tho instruetions of the fresidont of the Republie, the
national budgot pioposal, observing principies established by the Oenstxtutaon and by oroinary

legislation;

Oversees the faithful exocutien of the budget, aecerding to the deterninations of tho iresident

of the Republie;
i their requests for funds. and reviews the cost

Svalliates W&“l\(/ proerams on which ageﬂ&"gglam% them, hetweon themmelves and with directives

of such prograins for the purpose orf correl
of the Government;

Proposes modifications in schemes of.classification of recoipts and expenditures,

Stndios affocts of federal expendituros on the national eoconomy and cooperatos in tho forau-—
lation of administrativo, finSoial and ooonanie moasures nooessary to eorroet labalanoes
which are revealed;

Promotes the improvement of budget systems, processes and stc*ndar s;

p- .. .. _ w3+ fH4rctlv or indirectly, pertain to the preparation,

— S K TJS c H ? ihe federal,budget, respoeting the spooifie ocompoteneo of othor
organi”ations with budgetary responsibility;

Prepares estimates of federal public receipts;
Carrios out studies and rosearoh about pubUo reoeipts and oooperates in tho study of
measures related to improvement of the federa ax sys .}

Studies affects of federal, state and municipal tax poli y;

) A —nles  and demonstration of accounts (orcamento
Standardizes and oeordinatos b~gets, bal” autarohius (antargnias) and provides fer
balangos o «Braonstracao * conta») of lcoer n ~  g(jneral budget ~ tho Union.
publication of summanes of these bucigets o g

. - . N ... «'petions, as well as agencies in general,
Guides ministry budget officos and organization sg%%aons, g d

in matters of ;rf£ar.iz,ation and budget;






X1

XV

XVI

Aids, whoa roquestoe!, states, municipalitios and territories, autarchios and entities that carry
adc servicos of public interest, in studies rolative to their budgot admnistratxon and the

organization and functioning of thoir servico;

Studi.es policies ad procoduros of adiuinistration most adequate to the various sectors of
public Serviceb

Suggosts moduioations of adirumistrative organization necessary to carry out work prcgra—js
of the government; and

aivos opinions, togethor vnth tho Fedoral Purchasing ttpartinont of the itototeyot Finanee,
the Public Buil’ings Drvisicn of QJSP and othor intorosaju agoncios roga.c.jig pj.ans _or tho

installation of sorvices and the equippxng of officos.






BUDGZT AJD OAGANIZATION DIVISION —D.O.
OFFICE OF DIIGCTOR

NAME , TITL3 & GilLBE vjoiik fsrfoimsd SALALLY G ULOUANCE Crf 3TATUS
: ; Diroctor 27,000.00 SF. 750.00 Supornumerary
1. A.B. DOS SANTOS i Adm. Assist, J./30 0 w/status
i FG 3.000.00
2, A.P. DE ALMEIDA jAdm. Aide, 11/26 Secrotary 10.000.00 :000.00° Supernumerary
IS . , . i 500.00 Su
H.G.Q. BITISICOUIT  {Servant, d/19 Messonger 220000 B g pefmumerary
. . 3,800.00 i 500.00 Supornumera
4. JM. UFIA iServant, 2./17 Mossenger P Hpornumerary
i
J
!
i i
»
1 . e
i n , . 4], of sections under his direction: resolves
*  GuidliS> df 'ects and "MTnfA*—wio”octar—C-oncral; sttonds sessions of the Council of
mai»gor..ont matters dircctlv .n a organization and budgot admicistration; prosents
~“dmamstration and roports marters reiative to -

a report of aotivitios of tho HLvision to tho Urootor Gonoral annuOly.

i . v —rtmYiications to tho Diroctor; roplios to individual
Aeceptionist for the Diroctor, dire N tylging of papers drafted by Directorj
corrospondenco of Diroctor; typos or aiiNjage _ /

coordinatos or executes anjP specific tasks assign® o —

3* & H+. Serve as offico—messengero.

HIS? — January, 1959






NaM3

H.E.S. m OLIVEIRA

B.U. BITTENCOIEIT

C.T. GONGALVES
N.M. DOS SANTOS

Z aL T £ £ £ T Z & & *

BUDGET AN aiGANIZATION DIVISION —D.O.

OFFICE OF nnfficmt ADVISORY STAFF

TITLE & GHAIE

Adm. Off. jClass/L
(M.A)

ifa. Tech.Ciass/J
Adm. Tech.Class/J

Clerk, Ciass/E

-

& ji i i-iD-ijJ SILAY GO ALLOWJEQ§  stjtus

Chief of 13,0X.GJ
lidvisory Staff

Tech. Advisor 10yOjw.0J
Tech. Advisor 10,000.00

Clerical 6, 500.00

FG

5,000.00 Permanent

- Frovisional
- Provisional

Frovisional

i 'S5 InWOtonfridng°prMOMos rolative to organization and budgot guidos
S fS S &t .« a««r,

m *

cstimatos ond™procosses rolativi to budgotary oxooution; propares specxal plans and rovasos
general written materiais of D.O,

neviews prelummary budget ustinates a"rﬂ

ANoidirrinarv bud
nevicws processes relativo to preruninary

Performs typing work and Controls movcmont of processes.

fny+c of contracts and agreoments.

get estimates and gives advico on legal matters.

DiiSP — January, 1959






—udgct and Organization Division, IUSP

—-25 —

—IMINISTLIL2?ION G.ioUP — (T.A.)

coordinatcs its oporations mth e Goirmnxcax,x8ﬂ and Materials Sections of tho Administration

Service (S.—i.) in perfoming thc work of the Divi—ion;
Providos for requisition and repair of material in us® in thu Qivi i ]

Controls thc mowveinent of papers wxthin tlie U)?\W8H; f(ﬂ accordanco with instruetions given b}’ the
Director;

Carries out duplicating scrvice, e xccpt tHaE WRIER {5 cone by thc Duplicating Section (S.A.—5) of
tho Administration Service.






D.0. — Giiili'fISFRATIOIT GROUP — T.A.

L.P. COCCHEARALE Adm.Off.,Class/H
il.L.H. DAR. PINTO Clerk Typ., R/22

V. D*A. BRAJA Clerk Typ., R/22
K.F. SODRS Clerk Typ., R/23
E. MATTOS Clork Typ., R/21
T.M, W AG.TSjxalra] Clerk Typ., 1i/20
k.p. as ;Ndrjje Clerk Typ., 1i/20

E.F. ns SaiT*ANNA  Typist.Class/j
E.L. EE OLIVEIRA Clerk Typ., R/20
|. PORTELA Clerk Typ., R/21

In charge oi T./J 8 ,300.00

Substituto icr

person in dharsfe

‘ol T.A.
auppjy—clerk

Typin—J
Typinc
Typinc
Typirg;
Tyiiinc
Tyidnc
Tyi>in—

T

7 §00.00

7.000.00
7.500.00
6 ©00.00
6.000.00
6,000.00
6,000.00
6,000.00
6,500.00

FG 1,200.0g Permanent

Supernumerary

SF 500.00 Supernumerary
Supernumerary
Supermumerary

§?  500.0q Supernumerary
Supormumerary
Provisional
Supemumerary

Supernumerary

DiiSP — January, 1959
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D.O. — /JMNISTItmOM GROUP — T.A.

IESCIfIPTION OF DUTES

., . , ™mpe , , distributing mblications and material

Guxdes and collaborates xn ohe worv nrts*to*pérsons seeking information concerning progress
pertxnent to the Budget froposa . - materiais necessary to the preparation of budgetary
of processes or requestxng publxcataons i

proposals. Supervises general typing work oi the jxvxsxcn.
In charge of processes. Collaborates in “he wori. of oh—

. . . ore Diarios Oficiais) to be filed in T.A,
Organizes collections of Taws and offxcxai organB (\x )
Ustributes affice supplies. Collaborates xn general work of the ....

)
3
)

3

ftrfcoi typing work and collnborato in gonoral work oi tho T.A.

D,'3P — January, 1959






Budget and Organization Division, D.A.S.P.

EXPELIDITURE SERVICE (D.O. — 1)
CHIEF
Secretary
Sector Sector Sector Sector Sector
mi/riculture Justice and Labor,Industry Health grgﬂg??crtva\}g:,ﬁg
Territories & Coinmerce
1 Sector Sector _Sector Sector
Fisr?;:rfg; Nat'l Defense Education & Judieiary Power Agencies of P.R,
& Rcg.Dovelop. Culture

Legislative
Auxi liary Agereies
Foreign Affairs

DASP — Jan., 1959






Budget and Organization Division, D.A«5.P.
EXIENDITUPJ3 SERVICE (D.O.—1)

153
n -

VI —

inT

VT

tt
i

X -

Effects dctailod studies of budgetary proposals of expenditures presented by agencies;

X - u, ,~P 'ic-oxics for the purpose of adjusting, frora a budg3tary
Promotes meetings with carec | . bUF pptary proPosals of the agencies (propostas
point of —Uew3 work programs inciudeu xn Duege™ = ~

parC|a|s);_ . _ «+,««« HA+ pach aeency iIs authorized to mako, the
Presents, in charts descrioing the expen—.itureo
cost of work programs;
Formulates tho goncral budget proposal respecting extcniiturcs and prepares charts and
information to accorapany tho proposal; . . n
] ] + 4~ nroDaration of the budget message and documents

Gathers facts and infornation necessary.to the prcparaxauli u
explaining public expenditures; i i i i i i

, ,, ». vimiont nrooosal with national financial and economic
Integrates and correlates the general buugot propo”x
po||c¥—d|rect|v?s; . r accordinc to the determinations of the
Oversees the faithful execution of the bu~got, accorcuuib
President of the Republic;
\Y . v+ f +ho ftriMt and Organization Dir&ion (D.0O.) informed regarding budget
CGPS the !:' ° ? lSon! 01 m infomation furnished by executing agencies;
execution, through reports based on iniorm
Proposes modifications in schemes of classifying expenditures;

T e . .. + fpdnral expenditures on the national economy and proposes adminis—
Investigatos the affect of feesrail expen * to correct observei” imbalances;
trative, financial and economic ineasuie™ ne

" « onnroDriation (créditos adicionais ou suplenentacao de
Evaluates requests for supplernentary

appr |
yerba);

i i i o—onorallv in matters uithin its competence;
Guides budget offices axt agencies gener

ani—r=itcd to the Budget. Finance and Sconorrgr
Provides technical collaboration, whenever solicitee., to 9 ,
oonmissions of the National Congress;






Examines any other qucstions that directly or indircctly pcrtain to tho preparation} oxecution
and control of the federal budget, respecting the specific competence of other organizations
with budgetary responsibilitics; and

Develops processes to control thc malclng of expen.liturcs*






SXFILNDITUiGi SSilVIGU — D.O.—1

________________ 1

NAM?2 TITL3 & GItJE
P.F. MAGALH&S Adm. Assist, /30
F.P. m C. ABBUIQIEIIQIE " Assistj A/30
H.S.DA MALBUQUSIIQU3 "  Assist, it/29
A. a"STZNIUITSri Adm. .assist, 1i/28
F. DA S ILVA Adm, Assist, 11/26
G.JJH SANT*mu\ Adm Aide, ii/24

H. EG S. FSiuiO Tech. Adv., R/28

M.A* N. GAVUSOKI Adm. Assist,

i1/28

ITX0iK FS#OLVED SHILATY G2

Chiof

In chargo of
Health Scctor

In chargo of
Justico Soctor

In chargo Labor
Ind.Com. Scctor

In chargo of
Health Soctor

In chargo Natlli

Dcfense Scctor

In chargo of

Judieiary Power

Scctor

In charge of
Agencies of P.
ii. Sector

15,500.x
15,500.00

14,500.00

13,000.00

10,000.00

8,300.00

13,000.00

13,00j.00

—-31 —

- - — .

ALLOUIIICI C$ STATUS

FG 6,000.00

FG 4,000.00
Ad 3,875.00

FG 4,000.00
SF 1,750.X
md 2,175.00

FG 4,000.00
SF  250.00
Ad 1,950.00

FG 4,00 V0O

FG 4,000.00
SF  250.00

FG 4,000.X
SF  500.00
Ad 1,950.00

FG 4,000.00

Supernumsrary
w status

Supernumcrary
w/status

Supernumerary
w/status

Supernumcrary
h/ status

Supernumcrary
w/status

Supernumcrary
w/status

Supornumerary
w/status

Supcrnumerary
w/status

DiSP — January, 1959






13

14,

15

16.

17.
18

Wii 7 g
A. TOiuiljS
a.P. DO VALIE
A.P. MACHADO
J.G. PINHO
M. DO N. COALHO
AlJ. EE S. A0
C. VjjSCONCSLCB
nL* SICUPLIA

) %
N.D. m SA

G.L.B. IE CAiiVALHO

TITL2& GI/H)
iiom. is™ist, ii/28
Clerk Typist /22
Clerk Typist, 1/22
Acceunt-Clerk, /28
Ailm, Assist, /27
Adm.Tech.Class/J
Warehouseman, X/26
*iclmwiissist, il/24

jlark Typis t, P—/2
j Servant, 1i/I3

OtK  ErOMD

S

------ r

Assist to perser 13 000.00

in charge ofSec
Secretary of
Chlef

Assistant
Assistant
Assistant
Assistant
Assistant
Assistant

AU
Assistant

Messangsr

7,000.00
7,000.00
13 000.00
11, 500.00
10,0)0.00
10, 000.00

; 8,300.00

7,000.00
3,800.00

JjiuilY Qv Jilovdx) ou Cr$

ine
(g

Ty
status

1, 800. 00-Supernumerary
1,950.00 w/status

FG 1,2)0.00 Supernumerar/

v/status

ilp 1,003.00 Supernumerary

97

Sk

GF

m\/status

250.00 Supernumerary
vi/status

Supernumerary
w/status

500.00 Supernumerary
W/ status

250. >0 Supernumerary
w/status

— Supernunerary
\Wstatus

250.00 Supernumerary
W/statnus

J ... B ——



g_)/



SXEaNJITLTIG SzoJicz — 1J.0.—1

IESGiil RHON OF DUTIES

1» Supervises the -wak of Expenditure Service.

2.3.4.5.6.7. 7 8. Organize and maintain up—to—date documentation pertinent to respectivo sector
of activity, including the following items: 1) legislation; 2) orgamzational structure of
public officesj 3) budgetary proposals; 4) copies of proccss, notifications, etc,; 5) copies
of global appropriation allocationsj 6) ciippings of newspapors, technical magazines, etc,]
7) data relativo to revenuo collection furnishod by technical organizations anc. organizations
of economic—financial statistics. Prepare the Budget Proposal, 3bllov—up, izhen nocessary,
the printing of the Budget Proposal in National Printing Office. Furnish data and information,
as ‘wcll as prepare draft of repcrts, for the Presidential Budget Message. Collaborate in
preliminory draft of process es, notifications} etc., givxng necessary assistance to the Advisory
Staff in the Ldrector's Office, iissist in the preparation and execution of the Econony Program,
Cooperato, when requested, vjith technical organizations of the National Gongress during the
voting of budgetary proposals. Kako study and observation trips in the vanous states. liake
periodical visits to public offices in the Federal iJdistrict which integrate the budgetary
proposals. Participate in periodical meetings to discuss matters related to buoget adminis—
tration, Furnish annual reports of activities} problcms and general questions pertaining to
tho Sector of work; pcrform other work for the jjivision under guidance of the Cnief of the

Service (N* 1). +ho
9.11.15 & 16. Work directly vith the Chiefs of Sectors, assisting them in {performance of their
dutios, HelpLng* to develop the following activities: a) collection of data necessary to the

preparation of supporting documents, which accompany the Budget iropcsa.l® 1) collcction of
data for tho preparation of th® Budget Hessage3 c) review of typographic pro*fs of materiais

pertaining to the Budjpt Proposal*

JIASP — January, 1959






10.

12 &

13.

14.

18.

Ileceptionist for the Chief of the Sorvlce. ;Jirects coinmunication to the Ghiof. Replies to
personal corrcspondence of the Chief.

17. Follow up on the axocution of General Budget of the itepublic in the part related to the
2conomy Progran, through transcription on propor cards. Collate data containe 1 i:T Budgetary
Proposais, Budgptary Lavs and General Balances of the ilepublicj as requesteu. cy xhe Chief of

the Service.

Examines tha official organ (diario Oficial) and the Congressional organ (jiario dooCongresso)
for ali data (laus3 decrees, circulars, etc.) of interest to the Sectors of J.0.—1.

Examines data contained in budgetary proposais, budgetary ldgs and General Balance of the
iiepublicj iieviews typographic proofs of materiais prepared by j.0.—i.

Performs servigos as messonger.

LiUSP — January, 1959






Budget and Urganization Division, D.A.S.p.
RECEIPTS SERVICE (D.O0. —2)

CHIEF .
4 Secret—ary

Sector Sector Sector Sector
National Income Production & Consumption International Commerce Investrr.ents and

Specific Services

DASP — Jan., 1959






Budget and Organization Division, D.A.S.P. - 36 —
HSCSIPTS SERVICE (D.0.-2)

F_

S<
|

vVIT —

VI -
"~ -

N —

37
Xtpy

AN H 1 i ici i —_
Prepares estinates of tho rocoxpts of % WQ&W%!( Hﬂ{8ﬂ IQJ each fiscal }/ear (cxorcicio finan
ceiro);

Studies tho collcction and coraposition ox roceipts for successive fisccx ——

Compares ostinatcs with roceipts collcctcd, 1 entifying chosu*. ci .ari—.ti._noj

Clorifics ad ««relatos Information furnishod by collooting agencios («g&os arracadaicros),
regarding tho collcction of public roceipts;

Gathors data necessary in estimating public roceipts,

Studies tho correlation betwoen nahoh”a'l QI%E gﬂd 560'F%?r 'Qnt rovonuo,, as well as betwoen tliese
and ecjnonic factors tliat influence themj

Svaluates tho affect of tax policy on the national econanyj
Carrios out studies to improve metnods of estimatxng public r*nuo;
Proposes altorations in the classification of roceipts;

Indicates new sources of income in orebr to meet extraordinary or spocxal financmg or to
covor incroases in gonoral expenditures;

Observes the progress of budget execution as relato., Nuolic r  *i
Examines ali queations relativo to Federal 3"5{ pr{)paraoxu
publlc recoipts; and

iinsners guestions presen{et} by £o“e8{

on ax oxocutxon, as thoy rolate to

m% }éonncs in matters 'wxthxn xts competenco#






2£C3IFrS S31IVIC3 — D.0.—2 - 37 -

____________ — R — | 1 ' 1
NAM?2 TITL3 & GILUE WORK PEMIMEJ S/iLATY Gi$ TALLONANC3 Cif STATUS
A.S. AVILA Accountant. Class/O Chiiaf 18,500.00 F£ 6,000.00 Permanent
(M.E.) I ;
0s0iilo Account.Cierk, 2/26 Aecords 1C.000.00 SF 750.00 Supernumerary;
F. da C. ALVES Adn.Tech., Class/L Records 13,000.00 j=  250.00 Permanent
IAd . 1,950.00
3, A SILVA Clork, Class/F Filing & Typing  7,000.00 : - Permanent
il.V. REAGANCA Adn. Aide, ii/28 Clerical and 13,000.00 ¢ Supernumerary
docureentation
J.S. FSiiNANUES FILHO Operator, li/21 Statistical 6,500.00 . M Supornumerary
- estimat i
J.3. CAIIVALHO Clerk Typ., li/21 Clerical am 6,500.00 Supernumerary
Typing 1 1
L.L. JL S. IEITE Adm.Assis t, Ii/26  Chief of Intcr*3 10,000.00 FG 4,000.00 Supernumerary
3onmorce Sector ISF 250,(2 .

P — January, 1959
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XUCEIPTS SXcVICS —D.0.—-2

IEScrjmoM of :juties

umployoe oi Hinistry of Finance (M.F.) on detail in JASP. Supervises the rork of the
Service.

) tiecord income collection on SpPecific books; preparo comparative tables; conduct investigations
) in sources of public receipt; calculate prospective receipts ano. related tior.c.

Selects material and executes preparatory estimates on prospective rovonuo, organizes comparativc
t—ablos and performs typing work.

Helps in the preparation, control and filing of documentation relativo to technical material.
Preparos statistical estimates, and graphical charts of ir.ccno collection.

Helps in general work and porforms typing work.

In cbarge of cgnducting technical studies of revenue estimates in relation oo tne situatxon of
international cormerce. On leave of absence to receive trainxng m U.S. unuer tho sponsorship
of Point 1V.

JISkP — January* 1959






Budget and Organization Division, D.&.S.P.

IUTATICHIES SERVICE (D.O. — 3)

— .
Sector I r Sector
Social Security and Industrial
r’fessional Supervision Autarchies
Autarchies

%

CHIE?

Sector
Economic Control

and Credit
Autarchies

Secretary

r

Sector
Educational

and

Liiscellaneous

Autarchies

DASP — Jan.,

1959






AUTARCHIS3 SERVICE (D.0.-3)

v

VI

A

Cnrrics out studics reccssary to Standard!» genoral critoria and spccial wajra of prcsonting
budgcts, balanccs and. dcmonstration of accounts cf autarc; ies,

Preparos instruetions to standardizo budgets, balancos and demonstration of accounts of thc
autarchios and to comply with any legislativo requiromcnts xn oifect conccming central-—
ization and coar cination of thc nentionod docuincnts,

Suggests tirno periods in uhich tho autarchios must subnit to com”tont organizations budgot
proposals,

Evaluatcs and givos opinions conCorning budgcts, balanccs and settloments of accounts of
federal autarchios, including tho obsorvance of standards to which thoy aro subjcct;

Examines budgct proposals of autarchios considcring thoir s”oci.Jj*ati™n ~“nc natiffc of
activities, for thc purposc of assuring maximum coorihnation in administrativo plonmng

betweea them; and policies

Ohserves divecrpcnces hetween the fodoral policyjaof the autarchios, acting.n parallel or
ubscrvces. averiences eweuu um. p N H‘tlcu arly ﬁqe concession %f grgné and axds,
i

correlative sectors, xn utilizing rcsourccs,

and suggests measures to assure adoguate coar-—ination;

Examines quostions of costs of services, of economy and cixi®i®i~ti™t ar,, prcocnte,
budgcts, balanccs and. demonstrations of accounts or o . -3

Suggests to the organizations rosponsible for approval of budgcts, balances and denmons—
trations 0? acco”~s”~f autarchios or to tho autarchios themsolvos, any nocossary changos
that appear during the cvaluation of these documents;

Provides for divulgation of budgcts of autarchios;

i . . A poAairntial XiriciXICIAl delfoel "bo 13K "bilo SUUTIS
Eurnishes to the Expenditure Service (D.O.—i; esn , GG

necessary to covor the operating doficits of the au arc ,

nf foderal autarchios, including supplomentary

Glvus °P1~_ons concerning budgct chances of (adiantamentos) through the National
appropriation and thc concessxon of advancco payraeuu»

Treasury;






XIl' = Collaboratos uith autarchics in tho smplification oi work, tochniquos and tho systcm of budgpt
preparationj

X = prosents suggestions relativo to imppavanenb and better control of budjptary and accounting

aJnirdstration of autarchios; and

XIV = Koons the Eirootor of Budgot and Or3anization MT.Isi.on (D.0.) infomed pori.o0.0aHy rolative
to oconomic and financial condition of tho autarcnics.






ok

jjt;;ichus WNsz -3.0.-3

— i cé STATUS
N AL TITL3 < GilAIE |\AIIC 13.L—-0,dCJ | SALItY Ci$ ILLOVJANC3
: jjo 6,000.0Cj Permanont
B. GALVAO Accountant ,Class/0 Chief 17.000.00 J ]
’ (M.F.) .
S taiv t 7.500.00 FG 1,200.0C] Perirtanont
M.1. CARUL Clork, Class/G o 103 id 1,875.00
. i = 750.0g9 Supornuiner:
E. BAHIA Assist. Account .Clork ~ AsSsistant 6.500.00 ™ Wl?status jald
) A/21 .
. - Aissistant 7.500.00 Supomuirierary
J. LEIA /ide, 11/23
Aido. 1i/21 Accords & Filos 6.500.00 Supernumerary
it sim;s -do, .
’ , Chief of Inciusti 13.000.00 FG 4,000.0C Supernumerary ;
0. DAC. 3. SILVA Accont Clerkvi/2g  ShIet DY 1 SOUCS:UU £F 750,00
.TiscmmoN of jutiss
Srcployee of Ministry of Finance™ (M.F.) on dctail in jASi.
Suporvisos tho -wak of tho Servico. L
p,. ., K « dirocts communication to tho Cnioi. neplies to xnuivxaual
) ) fOT typins * ~ thi Chiof£’
Coordinatos or executes tasks assignod to er. nccor(lancc with noceis fumlshed y DNSP.  Makes
In chargo of adapting budgot» of autar — in budgotary propcsals. Lirafts supporting

nathematical rovision of numeracal cata
documonts of proposals and rocoirmendations.

Aids in general work of J.0.-3 rf-iciai) and colloction of laws. Aids in general
In chargdo of filos of official organ (Jxario Oficial} anc

work of D.0.—3

LASF — Jarruary, 1959






Budgat and Organization Division,
ORGrALIAITIOIT AI® JETHIODS SERVICE (D.O. —U)

CHIEF
Secretary
Organization Hethods
Section Section

»

DasP — Jan., 1959






CtiOSBIZMNOJ uD 2-ETMHOS ukwICS —~7.0.—4
AGiI OF CHL2F

L AM3 TITIS & GILLD VIGK 2.il-ariiae SALATY Q3 ALLOMVAfIGI GT? 5TATUS
. 1i,5C0.00 FG 6,000.00 Pormanent
1* 1. lAC. RIB3H10 Adm. Tech.Class/K Chici SE 250.00
. 7,000.00 FG 1,200.00 Supornumcrary
2% B.3. &MHQ Clerk Typ.; if/22 Secrctary 3F  500.00

iESCillpiton OF JUTL2S

1* Supervisos thc vork of thc Service*
s, M U4 +n ca™ers, Controls niovemont . papers, and pe—forms
2» Serves as secretary of “hieu.. Attends

typpirg work.

&SP — January, 1959
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Budgct and Organization Division, S.A.S.P.

ORGIINIZATION AND I'ETHUDS SERVICS (D.0.—4)
Through tho ORGANIZATION SSCTION

1.

Tttt

o

* %

Vi

Ty -

Carrics out studics and maintains up-to-dato erycriigAtigR oRarts of thc federal administrativo
strueture;

Gathers, for comparativo studics, Information about public and privatc administrativo
organizations ;

Sorvico (S.D.), charts dcpicting the organi—

D| mingat n | rati rati vn—lh ministrativ rganization
?gn o? ﬁ’?é *ed(e:(r)a abamaim% rg]hve s%rueture c0088ra mQ) ad strativo organizations

of Brazil that publish idcntical materiais;
Prepares reorganization plans of thc ME&Zsl administrative strueture an- Tjhon approve }

Supervises their progressivo |mplcmontat|on A ] o] ; ;
Adviscs tho oludnation of orcaiazatxonalC<cny q»t at becoinc unessen?&nc@on%r%cr 0
changod oon'.itions, tho altorataon of ttose taat for tno”™ ~ 2 ros.;onflbmtios.

aequire others, ancl the creation of org’\nlz’\—ti
netition, and confllc% that becorae

o
SARERE A LB R SHREHRAR o TG S S Shrietueor

through othcr rneans;

Obsorvos tho structural adoquacy of objootiTos
for whioh thoy v,cro ostabllshod and advisos of nooossary moJiifi.—tlons,

Collaborates vith authoritics ‘that scefto reorganiz® HHE gFganizations for uhich thcy
are responsible;

Evaluates organization plans of public services Sttt
of DASP;

bg, the Government for the consideratxon






X — Collaborates iri.th, and guiemos, fren a tachaical point of view, organization umts of the
ministries;

Xl — Honclers organizational services to state3 municipal, territorial, and guasi—governmental

agencies (organizacoes 'jaraestatais) when requested or in virtue of superior reccmmendationj and

Ussists the Public Buil.lings Division (Oxi.P.) in the stucly of problems of installing public
Offices.

X1






NAMB

b.t. e kgit.s

J1.S.J. BABO&A
M.L. :U SOUZA
F. AKkGS

0.'J.0. BiuliidhA

C.L.N. CA-IFJCLLA

A. BATITOLY
J.F. BAIBOSA

jiiH  1BLialnA

0.0.—4 — OIMIZATION SaCTIOH

TITG & GItAIS

Acta.Assist, R/26

Adia Tcch. , Class/J
Clark, Class/j

Vetcrirr.ry,Class/J
M.A.

Adu.—ussist,

Clerk, Class/5
Aan.ALdc, i¥26
Uraftsman, ii/27

Museum clcrk, 1i/21
M.B.

iXLiK EDIFatfGiJ SALAEX G& JIXOVJ/iiCA Q8

Chiof

llovicii: of ircc.

Clerical
lievisw of :'roc.

itevicw of Rroc.

Filllng

ilcvicw of Froc.

Spccializc—I
drawing
llcvicw of Froc.

10,000.00 FG

10,000.00
6,500.00

10,000.00 =F

10, jOU.LO ..F

6, 500.00
10,000.00

11,500.00 JF

6, 500.00

5,000.00
1,000.00
2,500.00

750.00
2,500.00

750.00
2,500.00

750.00

250.00
2,875.00

—47 —

STATUS

Supcmuincrarj
w/status

rrovisional
rrovisional

rcrmancnt

Supornmnurary
w/status

frovisional
Supcrnunorary

Supcrnunerary
w/status

Supernumarary j
[ v/status

LAS? — January, 1959






>

6.

(XIGUNIZ/JTICN SCTICUI — D.o.-4

EUSCIifIENCN OF JUTE3

Supervises general tiork of the Scctiorx*

—AS —

Revieijs processes. ColLccts and files legislation pertinent to organization and adrainistration

in public scrvice.
Controls movement of processes.

iievicws general processes.

J Help in general work of the Section

Collects general legislation
Prepares statistical and organization charts, etc.
Evaluates organization and reorganization plans of puolic ag™nci”™o.

ijuts? — January, 1959






Budgot and Organization DLvision, D.A.S.P.
OHG/INIZ/iTION *J'ID MSTHOD& SERVICE (D.0.—4)
Through tho METHOQS SECTXON

| - Carrios aidc studies and resoarch in work conrUtions and processos in federal adninistration;

Il — Organizes and nainteins a ropository of .aothoJs provon officiont in praciicc cr by suitablo

obsorversj
111 — Disseminates rosults of investigations especially among feirai a™—.iciuo,

IV — Provides techmcal guiciance.to Aor%?nizatiéﬂ hiﬂ 8f the federal servigos in tho analysis of
i

k > Tede .
. A\ p/\ )
adopted and planned work o Mo e Tnnfomontation oi new suen—urus an™ riulincs
WOork. me Moo - A
V — Collaborates with the Organization Section m stuclies directed to retucing costs of work
programs; o ) ) o
VI _ Suggests incasurcs that pormiit evaluation of 3 officiency of public servigos, considering

resources concoded to execute them;

VIl — prepares booKlets and other materil &ﬁlﬂsi‘%g IfoEmat relativo to principies of work
sinplificaticn, guides and useful explanations;
VI ) X= ., P and instruetions regarding requirements and
~ Suggests, to agencies, the prepara 10 _ for the purposo of guiding the public
courses of action and other a:lmmistrative measures 10r wiu 1 1
and facilitating relations betwoen agencies ani e p >
IX r. . . -, TR T?—'arat_ion and dissemination of reports and administrativo
— rt-ovictos guidango to agencie$ m the pregar i ] usoiul In operations of the agencies;;
acts, preparation of manuais, graphs and ouier mcooix
L] L] /\— —' —- T I I 1 I I
X — Cooperates, by request or superior determination, wxwi ] 4~—in-itin with states, mmicipalitio
quasi—governmental agencies within its function A »

. . . ., J J.- 1"™o it nfo- vjithin its compotcncet ach
Xl _ Gives opinions in cases submitted to t . bo
XI1 . . . ... N, ™Mi—~ation sections of ministries, research and investi—
— Carriei out. in collaboration with JYgan-Z x A~ 7~ ~sses of work.

gations with tho objective of sinplifyinu 1"






1J.0.—4 1-ETHOIS SUCTIOn! —-50 —

- — 3
NAME TITIE & QilliE UOK i3j®HVED SHLALY G$  ALL(MANCG3 a$  STATUS
i.iiSSi & i 10,000.00 FG 5,000,0C Supemuraerary.
J.S. calitilio Adni.jiSSiSt, V26 Chief upemura
inali Supernumera
ix DI.5 Clerk—Class/G /inalist 9,000.00 vn’/pitatus ry
(1IATI)
G. DAS, EENTO Tech.Aiv., 11/2Q Analist 13,000.00 SF 500.00 Supomumerary
AA.N 15”0-351---0 Clerk. Class/fo ~"nalisg 6,500.00 irovisional
AN ] ] ’ ]
H. LOS SANTOS Telograph—Clork iGialist 11,500.00 iemanent
. Ciass/K _
Cjct) « i

USSCLIIEEION OF 1-4UHES

n . . i tinrfinn. Serves also as iresident of C.A»TQOC
Supervisos and guides the work o¥ #ﬁe bection. w. (et

nquros for nd strial Employees.Garry out of
) Employeo of Instituto of netlremen{ and :FW Hrcs T J Y ! pioy ry o
| Studies ang surveys of work proccdures in pu
H1 —in D/jSP. Anallses and plans aclministrative work

Enployee of Post Office Department On detril m
for the Organization and Metnods Service (J« *






HSRSONHEL QIVISION (D.P.)

DASP - Jan., 1959






General Functions of
jBIfoONHEL DIVISION, D.A.S.?»

§tud‘ios, proposos and a.Tmnkxstors classxxca—oxon an— nav Jlans for Ru blic positic—ns and

functions; . L
I - gfucfxos and' rovksos nann;(ng—tablos (qua—iroy, and Uumell’\hcal tablos  (tabolas numericas) of

porsonnol of cliroct and indiroct aOjninistration agencies,

m Bé_v sos and_r ‘s tho | Hﬁshlaoﬁgé%r ‘—fpcer’s to facilitato tho uniform application
of Tecislation and to solvo mattors of WW relctuc:. DORLDJXC chsonnoL cLumuns

tration;

. . . )
v — \élvalua!tes from tho standpomt of law 3M1 <Qctrmc mattors related to federal public employees;

on th T pr ral f fficiall T
V — Oversees tho oxccution of personnei legxslatxon an |>r% ltlg’e ¥ Q ocedural T crms officially adopte

for actions related to public employees;

vl _ Stuilos thoso qusstions of rorsonaol atoistration wbich aro not inctadod dn th. spocific
functlons of otner componentes of D.A.S.d.j
vil - - ,rW|mp, i.jith states, municipalities and agencies of

Collaborates pursuant to reques 0 ~ 2~ *Q'nel questlons related to its area of activity;
indiroct administration, in the study of personnei questira»

VI Collaborates in budget proparation with respect to personnei,

- \ ’\o—H—alnln to direct and indiroct adininistration;
IX m I\/Iamtaxns records (cadastro) of porsormeq X

% detormmatlon of nunbers (fixagao), dIstribution (dis—
Carrxcs’\out general stu .xes —0<r Pu ~ . _ norsannel of direct a“ministrationj
tribuicao) and re—distributi«n (rocllxstr>d3u>«;<~o> i

~ nf traininr and improvemont programs for public
Il — Collaborates in the preparatxon an. exwcutxox

employees; and Kreator efficiency of personnei adminis—
Studios narms and mothods to promote sxmplxfxcatxon ana gruai*.

tration in public servico;






Organizes and kceps up—to—datc ali ctocurents necossary to it" activities;
Maintains continuous contact xjith contrai personnel officcs oi federal public servicos an
autarchies and promotes mcetmgs to cocr—itafe PERBRES ©F General grobilosis Ol personiiei

administrationj and

Evaluates pcrsonnel noo'ts of public SBRieE~&EHNSAss L felation to work fyegrams ancl to
utilization of global appropriations (dotagoos g_obais;.






N AME
W. DOS SAfJTOS
M.F. BASTOS
P.A. CUSNEIR06
T.fi. HASSSLMANN
A.S. DA SILVEIRA
C. CAVPANELLA
A. DA SILVA *

J.H. BORGES

A. COSTA

Adm

H3TIS0&ISL DIVISION P.P.

OFFICE CF ..iJGTOxi

TITLE & GRADE

. Off. Class/M

. Assist. R/26

. assist. R/29

. Assist. R/28

Off. Class/O

(D.C.T.)
Operator, R/23

Clerk—Typist, R/23

WORK FEHFORMZ2D

SALARY C4 ALLCMANC3S

Div. Director 27,0—0.00
=2
Tech. Advisor 10,000.00
Tech. Advisor 14,500.00
Tech. Advisor 13,000.00
Tech. Assistant 17,000.00
Secretary of DIr. 7,500.00
Office—side 7,500.00

Servant, R/20

Servant, R/19

Offi ce-Messenger 6,000.00

Office—Messenger 5,200.00

SF. 57.30
FG.5,000.00
FG.5,000.00
FG.5,000.00
itr.4,000.00
FG.3,000.00

AP.1,000.00

STATUS

Permanent

Supernumer ary
w/status

Supernumerary
w/status

Supernumerary
w/status

Permanent

Supemumerary
w/status

Supermumerary
w/atatus

Supemumerary
w/status

Supernumerary
w/s tatus






FERSOMNEL DIVISION —D.P.
OFFIC3 OF ZTRECTCR

IESCRIFTION OF IUTI3S

Directs, Supervises and coordinates the work of the Divxsxon.

2 Ty B 0 nersonnel admxnistration which are circulating in the
xves opxnxon over bxlls relatxve TO peEi'm

two Houses of Congress.

* Tppislation, personnel administration and job
Gives opinion over applicatxon o _pe irecented by other sections. Prepares studies of
classification plans. Revxews opxnxons p — of laws decrees, Orders and Circulars.

a technical nature. Studies and prepares tiraius ,

i _grablishment and modification of manning—tables and numerical—
Revxews processos relativo to estao”™— consisting of preparation of a speciaiized
tables of personnel. Performs specxal.assxgnment x islat>n in force.

publication to guide the applicatxon o_ p-
nn detail in DUSP). Collates data and prepares

(amployee of Post Office Deparlment ¢ ) N interested persons, under dir’ct
answers to questions made bg Dxrec a— —~ Serves also as Technical iissistant to Director
supervision of Director of Personnel Dxvxsxon. Uer’eb

General oi D*SP. o tion relative to the status of processes and
Attends to calls of visitors, gxwxry == — . X rs incoming and outgoing processes and

accoripanyingwisitors to competont soction. toga—te:

makes necessary distribution. i i . , ..
i ,,» Offico of Director Organxzes and maxntaxns Ixles*
In charge of general typingfwork

Attendes to ooltors. soctions comunications and «cternal orranus.
and 9. -Adsner telephone calls. *IN —






Personnei Division, DASP

AMXTUSTRITTION GROUP — (T.A.)

I — Coordinates its operations Wii:'ﬁ e Comnrun%iiigﬂ aﬂﬂ Wterials Section of the ndministration
Service (S.A.) in performing the work of the ivision;

Il = Provides for requisition and repair of material in use in th— Divi a
in _ Controls the movement of papers within EHE |vtx§=8rr1]1 in accordance with instruction given by the
Director;

m Carries out duplicating Service, cxcept %—ﬁl’a@ JV'PHEH Is dono b}é the Duplicating ojction 5) of

the Administration Service.






NAME

L«A. AHijTiJfiTIo

A. GONGALVES

A.F. GUIMACASS
M.C. IE SOUZA
S.X». 1-WIJOG
u.li*?. COSTA
L.C. CAIVALHO

f.j. cctauckK

L. DO VAUS

D.P.

TITL3 & GiLuE
Glork—Typist, u/23
Clerk—Typist, i1/21
Adm. Aub, 1t/26
Clerk—Typist, H/23
Clork, Class/3
Clerk—Typist, 1c/20
Servant, *i/19
Office—il-Ic, ii/17

Clerk—Typist, 1i/21

— AEMINISTqgTION &LOUF — TJL

WOIiK

furson in chargc  /.500.00

Substituto for 6,500.00
Porson in charge
Typing 10,000.00
Maintonanco of 7,500.00
recorcts
I—lainbcnanco  of 6,500.00
rccords
Typing 6,000.00
Office—Mcsseng. 5,200.00
Typing 3,800.00
Typing 6,500.00

1J1M0IMSD SALANIX Q% IXJOUr*

0 Uty

- 57 —

STATUS

FG 1,200.00 Supormumorary

SS

SF

250.00

250.00

w/status

Supornumerary
w/status

Supcrnumerary
w/status

Supornumorary
w/status

Provisional

Supornumorary
w/status

Supornumorary
w/status

Supornumorary
w/status

Supernumorary
w/istatus






=~

8.

Q.P. —AHIINISMION GROUP —T.A.

IESCRIPriON OF DUT3ES

Orients and distributes work. Preparos papers i'or the signature ax Director of D.P. and
Director General of DC2P.

firranges for the puDlicatxon oi procassei 14 the official orgem Ox*>0 u»—;daly ciiecking
processes after their publication. Performs typ—1ng wor v

In charge of registering and dispatching procussu”®. Percorras typing work.

Roccitcs, records in cards, and filas Justlfications of action (ixposicocs da Motivos).
Performs typing work.

Rreparcs car—d records of offieial aorrespendence (oficios a jareceres). B,rfonns filing and

typing work.

Registers incoming processes. Performs typing work,
an (Diario Oficial) to_ali units of Rsrsonnel Division.

Delivers correspondence and offxcxal or® “ tes office suppiicS to the Division. Files
Dxstributes processes anong sectxons. D
documents.

Registers cor\respondence and Bulletins. feiforms uypinO

9- On leavo without pay for private business.












. . X P of (iersonnel_admipistration_ relgtive to

Studjes, guides and prepares documents of enmloyees, disciplinary regime (regime
ppointments and vacancies, nghts and prev g ~ ] réview.

disciplinar) administrative processes (processo administrativo;

QRIBANTATION SSCTION (D.P.—1)

I _ Recommends standards and policies, based on doctrine and judieiaa decisions, to facilitate
the uniform application of personnel legislation;

Il — Suggests solutions for questions of general character arising in the study of concrete cases
related to appointments} vacandes and rights of public emp oye”;

~ Reviews cases submitted to the Division that are within its jur” diction; and

IV ' Keeps records of legislation and judicial decisions necessary to its activities.

AISCIPLINAY PRCCSDUHSS SSCTION (D.P.—2)

' Bfoposes standards, based on doctrine and jucaE'fai decisiore, to facilitate the uniform

application of persormel legislation;

IT _ Euggests solutions to questions of general charactdr FRISIHE & the stugy of concrete cases
related to disciplinary regime, administrativo processes ano their review,

111 — Reviews cases submitted to the Division that are within its jurisdiction.

"NSR.fIL STUNES SSCTION (D.P.-3)

04 i A 2] n ~ rnchTVItion. Wilich cLI*G fiot XUCI\IM.OCi XIl “fcl0o
Studies general g uestions of personnel adimni® ~

specific functions of other sectors of the Division;






Assembles, and kceps up—to—date, documents necessary to the study and solution of questions of
porsonncl admirastration; and

Studios md Drepares proposod regulations to tapoament the "Estatuto dos Funcionarios riblicos
Civis da Uniao" and other laws referring to puolio ompioyec—s.






D.P. —L3GAL RI0C3HJISS SEIVICB —S-uU.J.

OFFIC3 OF CHEF

SALATY @S JALCMCiiS ar STATUS

NAMDB TITL2 & CRADE
b = LOMLND JInst. Officcr Class Chief 10,000.00 FG 6,000.00 Pcrmanent
/J
. 10.000.00 FG 4,000.00 Supernumera
0. F3ifik&CSS Adnst. Assiat /26 ’ 000,00 etatus Y
10,000.00 ) . pc—murera
C.M. DA SILVA Admst. Assist ii/26 ! i status Y
. . 10,000.00 FG 4,000.00 Supornumcrary
| BAIBAIilZ iidmnst. Assist u/26 v/status
_ . . 7,000.00 FG 1,200.00 Supemumerary
B. L2ITAO Clerk—Typist, it/22 Socreta%’h?(f)f ’ \jstatus

XESGPIrTION— OF DUTISS

) ) ) ,.J. " K oKgs ohu rcviGws tliG processes, Xxinswors
Orients ael supervises the work of sections, distribuas

oral quostion presented by,callers.

N\ . _.nr_recaffincclafcions to chici.
) Study ael review processes, pros™nti >

, —1-J-0 —d correspondence: classifies arel files
Attends to callers. Pieceives and distrioutes i ;
tcchnical documents .

DAAP — January, 1959






10.

12.

© ©® N o o

UD i

K.L.G. IE IfiLLO
0. E B. MAIQIES
L« WAINFAS

J.L. IE SOUZA

P.F. DOS ANJOS
l.0. WIUNSCK
K.S. DOS SMITOS
J.K.V. vhmii
D. Baiwos

N. DO A. BIlANDAO
P.S. PINTO

G.J. DOS SANTOS

S.11.J. — aiENTIffION SjCTION —D.P.—I

TITL2 & GIAJE

Adm. Assist, 1t/26

Adm. Assist, H/26

Adm. Assist, 11/27

Adm. Off. Glass/H

Adm. Tech.
Adm. Toch.
udm. Tech.
Adm. Toch.
Adm. Aido,

Class/J
Class/J
Class/J
Class/J
/2

Clcrk, Class/;3

Clcric Typist R/21

Servant Ic/I8

\VOIK  lititRoiveD SALAHLY  Gw? AILOWANCSS O$

Chief

Itcviow of Proc.

lieviow of Proc.

Filing

xievicu of Proc.
lieviow of Proc.
xievicw of Proc.

lieview of Proc.

Subst.f/Chicf

Clcrical

Typing

Servant

ST™PJS

10,000.00 FG 5,000.00 Supernumerary

10,000.00
11,500.00
8,300.00

10.000.00
10.000.00
10.000.00
10,000.00

8,300.00

6.500.00
6.500.00

A, 800.00

—

w/status

Supermumerary
w/status

Supernumerary
w/status

Supernumerary
w/status

Provlisional
rrovisional
Provisional
Provisional

Supermumerary
w/status

Provisional

Supernumerary
w/status

Supernumerary
w/status






IN

10.

11.

12.

S.R.J. - OHENT/HON secTioN - D.P.—I

EESCRIPTION OF DUTISS

Orientes, distributes and reviews processos.

ilcvicw processes and prepare answe

to the Section. A-ininistrative ax:

, . jJ-—-cial

Keeps file of legislation anu judicial

Fbrfoms routine clerical work*

, ® ~  fnnction of the Duplicatmg Section

Perfoms typing work which is not

In

charge of cleaning and arr“ngem”n

(o]

+n correspondence dealing «ath natters pertaining
- - substitute for chiei,

decisions nocessary to activities of tne Section.

nn (S L -5)

A nessoneer
f 'nffiCQsS. serves as itiess—ang”r.

DUSP - January,

1959






NAME
A. DA G. BONFIM
D.J. IE OLIVEIRA

E. DE 0. MifiAUUISS

J.M. VIEIRA
j. CUiiG3iio

T. DE J.N. 1lBSIlO

s a.J. — fJi3Ciiiiiu:i' iilOCCIIXis sjctiofi —D.1.-2

. F—
TITIE & G-+ 3O+ rUFRQIIMUD

13,00J.00

Tech. Aclv., d/28 J Ghiol

1Substituto for d .
Chio

licviow of proc. 14.500.00

Ai. Nissish 8¢

Assistj ii/29
] ] I 1 11.500.00
Adm. Assist, il/27
n i 7, .300.00
Clerk, Class/F
Protocol 6,0JJ.03

Clork Typist R/20

,JILO&'NC3 Gd STiiTUS

FG 5, J00-'J Supsmumerary
w/status

- Su—emunerary
w/status

SF 1,50 .oc Supcrmumorary
w/status

Supornumcrary
w/status
— lorraanent

Supcrnumorary
w/status

D/5P — January, 1959






S.R.J. — HESCIPLINURI PROCSNJHSS SSCTION — D.P. —2

IESCRIPTION OF DUTIES

. i D « ICn- e Quietos the work of the "Commissions
Supervises the work of the Section. Re # P +nary actions.

of inouiry". Answcrs gquestions relatec
) . -'-mllngry rocesses against more than one employee
Reviews frorti the legal point of vxew, %(Clpl p 9 bloy

and nresents recommendations to the Chle o

. ._+T.otidn inquires involving more than one employee
Provides information relative to admoni~

or agency.

- - - n - -
] . . . Gives interpretation of tegal provisions relative
Reviews processes involving legal irnwtt

to disciplinary procedures.
rt Mprmine aBpllcablllty of Gisciplinary prOV|S|ons

Reviews disciplinary processes to
over internai movement of processes,

Performs general typing work and exerciee”

DuSP — January, 1959






4>

NAH 2

F.B. IK aiOAIM

R,V. DA CUNHA
A.N. AOUHGU3S

J» DAS. LUZIA

M.C.D. DA SILVA

u.C» 1iladiS

S.1UJ. — GCI1EAAL STUDES SECTION —-D.?.-3

TITL2 & GHFE ofQiK iMFRIUMSD  -TUUY QS ALCRIAHB O STATUS
: . Chief 10,000.00 FQ 5,000.00 Supernunérary
Ain. Assist,  xI/26 ! P 250.00 tIstatus
Afim» Tech. Class /J “eviow of i—rac. 10,0J0.00 Provisional
. Substituto for 10,000.30 3upernumerary
Adm. Assist, d/2b Chiof w/status
: Ciorical 7,500.00 SF 750.00 Supernumcrary
Clork Typlst il/23 w/status
Filing Clork, Class  Clerical 8,300.00 Pormanent
/H
N . Mossenasr and 3,800.00 Supernuinerary
Mdss onger ii/13 Cler?cal W/Status

— January, 1959






S.R.J. — IENERAL STUDIE3 SECTION —D.P. —3

IESCFIIrTION OF DUTI2S

Orients, distributes and reviews processes.

C. Reviews and provides information to processes. Drafts presidontial jecreus ‘co iinpleincnt
legislation pertaining to personnel admirastration.

Revjows processes involving ptrablens of personnel aclnimstration.
In charge of receipt and dispatch of processes. Files laws.

In charge of general files of the Section.
Performs typing work. Circulates processes and substitutes for clerk—oypist (No. 4)

o gk~ w

DxuP — January, 1959






ClilEF
Secretary

Classification & Salary
Studies Section
D.P. — I+ D.P. =5

Operations Section






Studies, advises, coor’linates and prepares docunients of activities relativa to the classification
of positions and establishmcnt of correspondin;; salaries.

CIASSIFICATION AND SALARY STUDI3S SBCHON (D.P.—4)

Studies and prepares position classification and salary plansj
iissembles and keeps up—to—date information and data regarding domestic an® foreign classific—ation

and salary plans; and
11l — Studies the labor raarket and influancing factors.

OFERATIONS SSCHON (D.P.-5)

I — Implements position classification and salary plans;

H — Revises manning tables and numerical tables of personnel; and

Studies tables of position distribution (lotacao) and re—castribu.tion (relotacao) in agencies

of public Service.






-\

N AM3

li.X. EE M3MEZ23

G. fii CAIVALHO

E .iu. BITivA

L. POIiTO

N. DS 0. LUZ

A.F. NOCEIAA

D.P. — CL&SSIFICATIOIT ASD SALAtY S3RVIC3 —S.C.xi.

OFFICE OF CHIEF

TITLE & GIIJE

Ain. Assist, ii/29

Acto. Aido /%6
(M.H) -
Adm. Assist, 1i/27
Adm, Assist, 1i/26
Clerk-Typist 1i/21
Sorvant 11720 .

“f

i VK FEISFOMSD pALAITY Ci$

Ghief

Assistant to
Chicf

Acsistant to
Chicf

Sccretary of
Chiof

Typing

Messenger

14.500.00
10,000.00
11.500.00
10,000.00

6 ,500.00

6,000.00

T

Uil.oMiALS Ga STATUS

FG
FG
SF
FG

FG

6,000.00 Supornumcrary
w/status

4,000.00 Supernurerary
750.00 w/status

4,000.00 Supcmumorary
w/status

1,200.00 Supormumcrary
w/status

3u;X; rnumorary
w/status

Supernumerary
w/status

DAS? — January, 1959






D.p. — CLjSSIFICATION & SLLauiY Sii:t/I(*£ — S.C.R. - 72 -

CFFIC3 OF CH3HF

IESCIIPTIOiqi OF OJTI2S

Supervisos and reviews thc T4ak of respectivo Sectxons.

(Smployeo of Ministry X Ifewy cn dotai in MJP) tosists tho Ohiof of Servico in mattors
portoining to position Classificotion and ?ay ilans roa“ .m ,*s.

jssists tho Ohiof of Service in dovoloping Numarical Tobles and Manning tablce of positions
and functions of Public Service and related matters.

fleceivos_orocesses and corresponrtence SA'L EIArgls fheir clistributiang elassifies and filos
Bchnical doements; mékes transiation B GQEICS00N “ence an.* tecimacax gapcir( juroili ninglish

and French into Portuguesa and vies—versa.
Performs typing services of a varied naturc.

Performs messenger duties.

DiiSP — January,

1959






NAME

J.N* FEAIIElNIA FILHO

M.A. VI-UlIcK

H.B. PluiT

F.B. IE OLIVEIRAF.

E. de /u RESET.EE

J.B. M3NIES

TITLE & GRADE
iidui. .Ussist, 11/28

Adra. Ai.de R/27
(C.N.E.)

Alm OTff., Ciass/M
(M.G.)

Adm. Assist, R/26

Postal—-Clerk Clcss |
(D.C.T.)

Investigator
(M.J.N.1.)

JQK iEifFoithiiD GiL.oY Q%

Ghief
Review of Proc.
Translation &

Editing

Pevie—w of Proc.

Translation

Review of Proc.

13,000.00
11,503.00
14,500.00
10,000.00

9,100.00

8,300.00

|
lLOIAtTIGUSO% STATUS

FG 5,0j0.00 Supernumerary
w/status

- aupernumerary
u/status

Al. 3,625.00 lernaacnt

—_ Supermumerary
w status

- rermonent

Supernumerary
w/status






3.0.H. —CLIISSIFIC/iTION MD Sdlufity STUDES S3CTION — D.P.—4

EESCiUrTIOM OF IUTES

Distributes the warkj guides its exccution an' reviews thc work perfomed.

(Bnciloyeo of National Council of SconcaQr (C.il.j3.) °n &}t«u.l xn DAP). /s xniomatxon
to —proccssosj collaborates in the study of legxslatxve proA--=' 1-r— 0 F '

classification.

—V+a|l DA3 Collaborates in thc preparation of
R e ey Tor . Betine worky collaborates xh tne stucy

of legislativo proposals related to position classx xca xon.

coflaborates xn the study of l‘@@i’@'ﬁ%@ BFHB%Q}S related to gosition classification.

D_]IS Makes translation of tech—
(iiraployee of Post Office Department (B.CH.; B W zaton o
nxcal wrxtings #ron Znglixsh to Portugués”; TIINETS t PIRLVO0S —ep. BAXiNGioiLone
collaborates in the study of legislative proposals rexated to posxtxon dassxfxcatxon.

(Gmploye”™ of Ministry of Justice and Interior Business (h.J.iJ.l1.) on detaxl xn Di£p).

Coabdrates xn fhc study of legLSlatxve ProppSds relator to posxtxon  ciassxfxcatxonj
answers corrcspondonce and roquests for in—ornauxon; - b

DiiSP — January, 1959






NAM?2
G.A. DA SILVA
b.p. da sinra

0.A. DA,SILVA
A. Jj F. KuiLGLTA
G»P. A0

V/. Dai F.C. j—tilS
R.J. CO3LHO

A# IE A. COSTA

M.T.1-1. DA SILVEIRA

TITIE & GRAUS

Adm. —‘assist, 11/26

Adia. Assist, R/26

Adm. Off. Class/k
Clark, Class/3

Adm. xJ.de, xi/27
Aido, R/21
Tir.c—Koepcr, '+26

Adm. Assist] it/27

Inspcctor, R/20

JORK 19uR0ifi-8J 3ALAIL C$

Chiof
ileview of

Ueview of
Typist

.ccvitw of

iteview of

Aeview of

Review of

ileview of

Proc,

B0 o]

i—oc

iroc.

Proc,

Proc.

Proc.

10,003.30
>3 .00

11,500.33
6,503.3)
11,53).33

6,5".00
10,0)3.00

11,533.30

6,033.30

FG 5,33 -3
SF 25;.30

SF 1,0-0.00

Ad 1,725.33

SF 1,750.30

Provisional

Supernurierary,

w/status

Supermimeraryl

w/status

Supomunierary I|

w/istatus

ST.tfuc
Supernumerary j

w/status
t
Supcrnuinerary.
w/status ;
Peraanent J

Supernurnerary |

w/status

Supornuinerary!

w/status

DAS? — January, 1959






o

N O

S.C.R. —OlSii/illoIB 32CTION —D.P.-5

IESC.IIPTION OF DDT33S

Orients” 'listributos anu revicws processos.

acdaw processes,ospueialLly thosc relativo to establi.shr.ent anl transfomatlon oi gratified
functions and altoration of MumaricidlL Tablos and rtanning Tab_es.

Hovions process  involvmg general maraers® ["@yf/Ine organization of msnning—tables and
numerical tablos of pcrsonnel.

In chargc of typing work and rccord of processes.
UgwioviS processes related to mocalicata.on ox JMIEYORS Of numerical tablos of supernumeraries

monthly paid.
& 8. Tiievlew processes involving general matters.
itevicws orocesses related to revision of tables of supomum™rcries monthly pel.a.

M » procosses relatod to modification ef position distribution (lotacao) In the — tag
tables of direct administration.

D/iSP - January, 1959






Records Section For
Direct <idminist. Person,

D.P.

-6

Records Section For
ilutarchies Personnel

D.P.

~7

CHIEF
Secretary

Records Section For
Temporary Personnel

D.P. — 8






Controls, guides and preparos documen®s relatea T BBSitigns of direct and indirect adminis—

tration.

itUOORDS SSCTION FOR DIH3CT ADIANISTRUTION FARSON:CL (D.?.—6)
T- Keeps up—to—date numerical entries related -%e ?ﬁ‘aﬂﬂiﬂ]‘“ %%BJ%% and numerical tables of federal
public personnelj

Il — Prometes use of t<*m ofiicialLly adoptod for proceduros rclated to public «ploj—ces; and

Il — Organizes and keeps up—-to-—date, in ad-Ution to others, the foUovdng records:

X. careor nositions and isolated positions of fsmanont status (cargos de provento efetivo);
2. positions in coimission and gratifiod functions (csrgos os cenassao GG e func¢des gratificada
3. functions of supernu”raries paid monthly (oxtranumerarios monsalistas);

4 . vacancies epen in the carcers and series of functions (series funcionais)

A Organizes and keeps up—to—date recorcfs ot candi(ﬁé@& aﬂgdﬁf—i&d b}é examinations and teste *

. . . . . .

n_ Examines proposals of appointmen% and 8>Wrr(1(icse§'|nn of candidates qualified by examinations and
tests respectively and pre”ires corresponding ac “oi ;

N _ Recommends to the D.S.A. {Selection and Traimng 5'#\‘/’#5)'(%?1), gpontng of examinations and tests,

R2CORDS .SECTION FOR FERSONNEL OF AUTURCHES (D.P.-7)

. e . r.TT-nloveec and piece work employees (contratados e tare—
f — Examines proposed aifriission of contre.ct emppoy P ploy (

feiros); * ..
Et . . . . L +n mannine tables and nuirerical tables oi the
1 — Maintains up—to—date numerical registers «lated to g

autarchies, including temporary and contin®en pe »






111 — Promotos the standardization and use of forms which are adoptod for procodures related to
personnel of autarchios; and

IV — Organizes and keeps up—to—datoj in addition to others, the following records:

careor and isolatei positions of permanont statusj

positions in comrrassion and gratifie.l functions;

positions of supernumorarios monthly paid;
. vacancies opon in the caroers and series of functions.

AWN R

KiCORDS 3ECTION FOR TEMKBARY H5RSOHNEL (D.P.—3)

I — Examines proposals of admission of.. contract and pioce work employoes;

Il — Maintains up—to—date registors by numbers anl namos of supernumorarios pai”™ on a conuract and
piece work basis and employoes paid from budgeted global appropriauions (ootacoes globaisj; and

11l — Examines, in the part referring to personnel”™ the utilization of global appropriations available
for work programs of public agencies.






D.i . —iu.iUo-JIEjL iufjcoc. S GUPXol —o Gd*
OFFICE OF CHI2F

. iLi ALIOWiNCEQg  STATU3
N TM-] & cHKE  ViaiK 13TIFOI2ER SiLikey ®

AL
i 17,'000.00 i 6,00j.jj  Ifermancnt
33 A. EEBS Accountant, Class/0 Chief Ad 4.625.00
(M.F) Oitf 1,500 . 0j
i 11,500.00 FG 1,2J3*00 Supernumerary
DA'S. HENTZiosil Acte. Assist, x1/27 Se“gf]?g of w/status
4.,80J.00 Supemumer ary
. IfjiCliiA Sorvant, {l/IQ Mos sensor w/status
IESCitliTioN OF UJTES
. ,Hr—ion rolativoto positions and functions of diroct
Controls and orients nanaccmont of - N Finance (k.F.) on dotail in J"SP).
and indiroCfb administration. (3mployee of lan”~try \Y/
+n the Chief. Providos infcmation to intorostod
Attonds to public, and infcroaucus por ~rvice Prer.aros correspondcnco portcdnin® to

porsons rospocting mattors portaimng to tho ixjrvxco.

tho diroction of tho Scrvico.

o nf S Cd. and >Grforaf rolatod tasks.
Distributos corrospondonco among tho Ss — —






7.

10.

11.

S.Cd. — iSCOPuB SECTION FOL DI1S3CT UU'TINISTXLANON Ei2SOill'LL — J.iJ.—6

N AHS

Y.F. DA CUNHA
C.D. V/iSCONCELLCS

W. IE 3. ni:”
lid©

AT, Jjl EAdiiioS
2.H. LHA
S. LYRA

M.A.11. IBAiGIOLA

*

MsB. IE iilixatigu

L. H
S. CECILIUITO

TITLG & GIICE

Am Off.,
Adm. Alde,

Class/1
1t/27

Ai.de, p/23.
Clerk—Typist, xi/21

Clerk, Class/F
Cuerk, Ciass/j

Aide, R/25

Clerk Typist, d/20
Cler™t Typist, 1i/ZQ

Typist, Class/1J
Clerk Typist, il/23

WOIiK PSiiFOIMSD SALAILL O$  aloioicz C4

Chiof of Sec.

Substituto for
Chief (TI-1I)

(T-D
(TF-2)

(TF-2)
(TF-2)
(TF-2)

(TF-2)
(TF-2)

(TF-2)
(TF-2)

9,10 VX)
11,500.03

7,50-3.03

6,500.30

7.030.33
6.500.33
9.100.33

6,033.00

6,333.00

6 ,33j .33
7,530.03

FG 5,03 .33
SF 500.03
SF  250.00
SF  750.00
SF  500.03

1,875.03

81 -

STATIS

Permarient

Supernumerary
w/istatus

Supernumerary
w/status

Supernumerary
w/status

Permanont
Perraanent

Supernumerary
w/status

Supernumerary
w/status

Supernumerary
w/status

rrovisional

Supernumerary
w/status






Continuation

12.

13.
14,
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.

R.S. ROSA

F.S.F. DANTIS
0.P. CAVPCH
J.F. DA SILVA
E. IE SOUZi.
H.R. FRArCD
L. CHijMIFATIT
H.V. FERR3IRA
I. LOUR2NCO

R.L.C. DAS. LIRIO
D. IE 0. BRUSIL
S. IE 0. BR/SIL

E, GNATALLI
Y.L. Q. PINTO
1.S, IE PaULA
L.V. C3LAMO
M. IE CASTRO
—A ROCHA

TITIE & GRADE \VIORK H3HFOHHED SALARY C$

Zd.de, R/21

Clerk Typist,
Cj2rk Tjpist,
Clerk Typist,
Clerk Typist,
Aide, R25
Clcrk Typist,

R/21
R/22
R/21
R/21

R/22

Clerk, Class/G

Clerk Typist,

R/17

Adiv id.de, R/26

Clerk Typist,
Clerk Typist,
Adm. Ai.de,
Clerk Typist,
Cleck Typist,
Clerk Typist,
Clerk Typist
/dde, R/23

R/20
R/20

R/28

R/20
R/21
R/21
ii/23

(TF-2)

(LHOP)
(L1JOP)
(LVIoP)
(TE-3)
(TE-3)
(TE-3)
(TE-3)
(TE-3)
(UDOP)
(TB-3)
(TS-3)
(TE-3)
(TE-3)
(V)
(LVIoP)
(V)
(LWOP)

6, 500.00

6, 500.00
7,000.00
6, 500.00
6, 500.00
9,100.00
7,000.00
7,500.00
3,800.00
10,000.00
6,000.00
6,000.00
13,000.00
6,000.00
6, 500,00
6, 500.00
7,500.00
7,500.00

ALLG; TANCE O

SF  500.00
!

jsF 500.00 j
SF 1,000.00 j

SF  750.00 ’
Ad 2,500.00

SF  750.00
Ad 1,950.00

ST/ITUS
Supernumerary

vr/status
t

1
n

1

1
n

1
Ll

1
1
w
1
n
1
n

n






3. Cd. — RijCORDS SioCTION FOR DOSCT uJ-UIJISTRIITION! ESIHISOIMSL — D.P.—6 - 83 —

rEScaipnoN of dutiss

Distributes, orients and. rovicws processes.

3.

N

14.

— Intograte TI-1, performing sano duties..

Provido information portaining to processos. Organize atf “*ntcin up-to—; ato Uling— *
cards relativo to a) examination and candidates approve .xi. examiruitionj b) tesos and
candidatos oualified in tests. iixmino and proposes appoxntmont oif cancadates approved
in examination for tho Fe—leral Public Service and nonanate cancic.ates qualifxed in tests
for functions of supernumerarios. Answer corresponaence_pertaimng_to”the w>ection.
Suggest to Selection and Training Division (D.5..,.) °penxng of exm”nation ant tests.

pcSTca of b) posmof jn co ~ o n (CC,

, Organizo atattatU* t.bles relfltiTC
to the movement of fuiictionaires.

& 15.— On leave without pay, for piivato businoss.






16.

17. Integrate 13—-3, performing same duties.

18. Control aU actions rcrtaining to fulfilment .ad vacancy of fanctxons of s”pemunerarxcs

19. monthly paid. Organize and mointaxn curront rocards relatxye to: a) funetxons of supor—

20. numerarios monthly paid; b) vacancios open xn tho sorxos oi funcox”™ns. Pr.mo.0 th. use

22. of forms officialy adopted for actions relatxve to supernumorarxos nonthjyYyaal. Organize

23. statistical tables relativo to the movement of supemumer—irxcs monthly pai/,.

24.

25.

21. On loave without pay, for privatc business.

26 & 28 — Integrate TM—4, perfoming sane "txes ~ ~ AN rosponsibility of Duplicating
Soction Service, cr «fF *stretion Group (T.a.) oi

Personnel Hvision (D.P«)
27. On leave without pay, for private busiixss.
29. On Inavo without pay, for privato business.

to TF-
am%aei'noup—to date, by alphabotxcal order, the iume

numerarios of federal public scrvicc.

cards of functionaircs and super—

DiiSP — January, 1959



«t



S.Cd. iLiccueB SECTIOM FOR EERSONNEL OF UJTaRGHIES — D.P.—7 -8 -

NAM?2 TITLS & GRALE WORK FSHFQWVMCD 3MLIRY C$  ~JiOWMCE Q8 STATUS
I. F.G. BARONI Jr. Adm. fissist. R/30 Chief 15,500.00 gg ?{888:88 Syv?ggggerary
2» E.G. ESEIViS Glerkj Class/2 Typing 6,500.00 Provisional
3. G. SILVA Clerk Typist R/21 Filing 6,500.00 si1 25C.00 S:ﬁigl%rgsraw
I.C. IE A. MELLO Clerk, Class/E Typing 6,500.00 Provisional

5. L*F. DA QUIIHA Clerk, Class/F Drafiing 7,000.00 Pemanent

IESGRIPNON OF ruTISS

1. Orients, supervises and distributes the work of th— Sectio;—

3 j) Perform typing uork
3» Organizes and maintains filing cards.

— . . + 1 indi ini i i
5. Drafts correspondence (/ofi’cios) pertaming to-f;é |!)%U§ of indirect acfainistration which are not

subject to legal norms.






No o krow

=

5.

S.Cd. IECOIDS SECTION FOI: EMFOittRlI PERSONNEL — D.P.—8

WOlui  PEItFOIUIED SALARY @6 ALLOWICE Ci& STATOS

NAME TITLS & GRADE  WOlui PEIFOIUED SALaRY (b ALLDVVILE ¢ %
Chief 13,000.00 FG 5,000.00 Permanent
0. SAUO Adn. Off. Class/L SF 550.00
. 11,500.00 - Supernumerary
S.C. 1E AVELAI Adm. /issist, R/27 w/status
. i
M.D. MIGUEL Clerk Typist, lirzz  Filing desk 7,000.00
M.S.C. E S ID7A Clerk Typist, 1t/20 Typing 6,000.00 )
9,100.00
M.J. m A. RA4QOS Ai.de, n/25 5 200.00
R. MUitNDA id.de, it/19 Typing e ; i
NJI. AliiSGUE Office Aide, 1i/16 Typing 3,800.00
1

EESCHIFTION OF SITIES

. OOrients, supervises and distributes wcrk of the Sec,,i .

— nf aeencies utilizin lobal approprxatxon, xn the
lloviows processes relativt? to work prévgv\ - 99 pprop

past referring to personnel needs* . o
. +o cungmumerarY Bersonnel. ileviows processes.
In charge of rocords of pioco work and cont¥d¢t supCmuncrary

Ogcasionally, porforms typing work. xjrnuncriry (0oontract and ;Uoce work) on dotsi.l
.cviuvs processes relative to adnissxon ax L

in the Office of Le”al Consultant.

6» & 7. Perfonn typinc wotk. '~







POSTS






Geiviral Functions of
SBJJGTION AND TR/JHIKG DIVISION, D/SP

]:

, ) , mel traininf’ of personnel of the Federal Public
5tudi.cs processc3 oi recruxtment, selection K. — P

Service, and applies or proposes the adoption 00 3

Proposes and adopts measures ior the continuous IH%WPX‘%}B‘?E“ of the Rrocesses of recruitinents,

selection and trairdng of federal civil servants;
Plans examinations and tests and organizes instructions an p i

Conducts examinations and tests by guLcing and supervising their*execationj

Resolves appeals made by candidates relatxve to examinations ,
Judges the qualifications of candidates for positions as contract supernumeranes;

Judges the qualifications of employees interested in transfer, reclassification, change of duties

or rcstoration (aproveitamento);

, . ... 0+0+oc municioalities, autarchies and other organizations of
Collaborates, when rcquested, wxth states, < 3

the aclministration in the selection ano trairang RG] »

Processes certificates of approval in excuiiinatict® an— to

. .= oi nroblems of adralLnistration, by the concession of
Promotes, anong public employees the stu.y o p

awards: ,

nrofessional interchange between organizations of

Cometes, for _the purpose of “heso and national or forcign public institutions or
national public administrdtion and between tnesc «m.

private canpaniesr

v ) . ,+ nf «fadv and observation in Brazil anél abroad for purposes
Promotes and directs the carryxng out oi _ , "dvises Concerning scholarships proposed for

of employee training and specialization, chn

employees;

d locale where examination and tests must be carried out)

(includLng types of examinations, curriculum ana xoca—u.






Sn
X1V

Proposea raeasures to guide in—service training; -89 —

Promotcs, in collaboration with thc Printing Service (S.D.) the conduct of conferences and the
preparation and distribution of uritings and stu“ies on selection and traming e

Suggests thc application of alternativo foms ¢ personnel traxning that appear desxrablc for the

efficiency of public employees; and
Establishes pormanent contact with miiiistry coruponents to carry out efficiuntly its specific

progran activities.






SELECTION MT) TRAINING DIVISION —D.S.A.

OFFICE OF DIRECTOR

N AR 1 1TiE & GRAE UORK PSRFCMED
1. M.LOPES Adm. Assist. R/30 Dil(fgitzor
2. B. SIQUEIRA Adm. Tech. Class/L  Tech. Advisor
3. M.L. MARTIIB Adm. Assist, R/26 Tech. Advisor
A. A. BORGES Glerk—Typist, /23 Secretary of Dir.
5. J.B. DA CRUZ Servant, R/20 Messenger

m 5 - rw" — "

eesgripuon of duties

1. Plans, organizes, directs, cocrdinates an
2 & 3. Assist the Director and carry out studies and plans.

SALARY C& ALLONANC3 Q%  STATUS

27,000.00
13,000.00
11,500.00

7,500.00

6,000.00!

SF

Fa
SF

FG
Sk

FG
i

4. Transmits Director*s ordeps. Provides informatxon and telps”~vxsxtors.

5. Delivers correspondence and papers and attends telephone c”xxs.

750.00 Supernumerar3
w/status
5,000.00 Permanent
1,000.00

5,000.0c supemumerarj'
500.0C w/status

3,000.0c Supefnunerar®
h/ status

Supemumerar3
w/status

fontrols the work of tte Division.






Selection and. Training Division, DASP

/G1aMISm/FFION GROUP — (T.A.)

I — Coordinates its operations with the Comunication and Materials SeotLons of the &immistration
Service (S.A.) in performing the work of the Division,

I- — Provides for requisition and repair of material in We in thu Division;

4 — Bontrofs the movement of papers vxthin te BAA—iBA; kA accordance with instructions given by the
Directorj and

IV — Carries out dnplicattag Service, exeopt that which is the responsibility of the Bnplicating Seetien
(S.A.—5) of the Administration Service.






SRR

4

NAMB
M.C.do 0. do IW-—

CIIENTO
F, PISIUD

K,0..M,G* FLORIDO
C.A.dos S. MATTOS
M,H. DE OLIVEIRA
A.R.A. EE MIRANDA

D.S.A.

TITTE & GRACE

Adn. ALde, R/27

Clerk—Typdst, R/23
Clerk—Typist, R/22
Clerk—Typist, R/20
Typist, Class/D

Clerk—Typis t, R/22

— A34BIISTRATION GROUP —T.A.

WORK FERFORVED ~ SALARY B

Chief

Typing & Clerical

Typing
LWoP

descripuon of duties

Organizes, ooordlnates and Controls the
Handlss gomial aios and iildng cards.

Attonds to public and perioms

Controls matters published xn tte

routine papers (expediente) of D.S.A. r

m

»>FJ*Fn»

Mstnbutes oorr

forns typing work.

Perfarms typing work and attends to public.

Performs typing work.

On leave vathout pay for pnvate

vuc-—-inpss
busme~”s.

11,500.00

7,500.00
7,000.00
6,000.00
6,000.00

P

ULOW.JICE C# STATUS

FG 1,200.00 Supemurierary

w/status
SF 250.00 1
SF 250.00 n

— n

to tto Soottons of D.S.A.

md controls the nOT(Mont of

Perfoms typing work.






Soloction ael Training Division, D-3P

fIUIINING S3CTION (D.S.A.—1)

. . ) e G N for* thc eificicnt performance of rosponsi—
% Studics arel iixos tho m<n><rrhm rcgaisi © W '—anizations qualifiocl to supply material to this
Hjtlos, a'ef coorg?nates this egf%rt wxth crga»qa%xmp 9 ’{x X pp}/
ondj i
+¥F . . — and tosts, for thc purpose of solccting
I — Dcvelops instructions and programs for ocimiia —
porsonnol for tho rnblic servico;
ITT t1 XV oK +e _vritoS fo- employe_ment as superr_lumerarg contract employees as .
I - Ju gies the qua>i catxons ox Ccli %u—to — transier readaptation (rcadaptacao) and restoration;
wcll as thc qualificatiore of candidatos for transior, reac’QB \Y;
IV — Collaboratcs with other soctions in carrylng out thoir rum ope ~ * >

V — Maintains files of studies and investigations that they con ;

. . cC .. _/nqgq a_o) with elements for efficient rccruitment; and
VI — Provides thc Rccruitncnt and Studdes ScctlLon ra.*

Vil - Provides the Unrollrant Soction (D.g.iév—g} ana +h’>§;\<?rr]nxlrrlwgtlon Organization and Rating Soction
(D.S.1.—4) with infcraation nooossary to carryxns out thoxr —otnatios.

R2CRUITIGNT AND STUDES S2CTION (D.S.A.-2)

t . i rtniminn Tnd mainfcain sources of labor supply,
I — Proposes and takes action to crcate, cevclch i ) .
T . X. +T,-C+ and guide candidates to employment xn the Feecral
Il — 1idopts proccsscs and practxccs to attracrD -
Civil Public Service; ) ., .
i i } i +Hurit'ips that are avaxlable xn puolxc servxce, but
11l — Provides for dissemination not only of opportunxtxos wiau
aiso of the opening of examinations; ] .
m ‘ghrpnts rrofessional, technxcal or cultural
IV — Maintains contact with educational esta  _ m_ p~dance and any other sources of recruitncnt,

associations, unions, institutions of vocalO nffcred in the Federal Civil Public Service:
to dissommte informaUon rogirdi.ng oppcrtanltos otloro i
. nr araear qualifxed for certaxn types of

v — Maintains rogistors of [crsons that ia7n "tests that are offerodj
positions and informs thon of exaininations and tosts tn






VI - Gathors and onalyses statistical data relativo” to adopted processos of solectxon and proposes
modifications to nake solocticn moro efficient,;

VIx — Carrics out studies of valxdxty, er.Ixbxixty, JSGRy and other charactoristics of answors
and qucstions to improvo examination and testiny tools;

“ri _ 'ﬁ:co igl %NS Cioso coardxnab'(on —'ﬂ tﬁe &taur&gg carried 8Ut b}/ pasp and by ninistrios to utilizo
thom as a field of obsorvaticn and stucly of exanxnatxon tocar™cn

12 — Maintains currcnt files of studies undertaken;
X — Solicite material irom tto Bxamaation Orsanization and 3ating Soction (D.S.X—4) for effioicnt

rocruitmont; and

VT . ral roDorts of oxaminations and tosts carriod out.
Xl — Prosents, to the Groctor of the Dxvxsxon, tecnnxc<—x ~

ENITOELM3NT SECTION (D.S.A.-3)
i i __Trith nreator possibilities (so that a candidate
I — Orients candidates to compete for puolxc posx cal job ~ vice-versa);
qualifiod for a technical joD oo not apply for i o
lisfcs of the provisionals who shall be
Il — Solicits fron the _personnel units of public _nvnnination*
onrollcd ox—officio (by virtuo of ix—sition hold) for om—maation,

fH — opens, ciosos, approves and cancols enroltaents [Br Rgminations and provides for the publication

of respectivo public notices;
iv — Provicbs In’ ali State capitais publication oi the openiag of enrollr.cntsj

V — Provides irientification cords to candidates; N

A1 — Maintains in proper files, documents relati/o to its fun .
i _ ) i s , . recossary to naintenance of records of candidates
N1 — Furnishes tho Registry Section (D.S.iu—7) ~ta, xbcosb y

and, to other sections, infoxnation requested by thom.

EXuMINATEON QRGANIZATION AND RAHNG SiCHOii (D.S.A.—4-)

I — —Gssenblcs examiners for tho arganiaation and revxev ax examinatxons,






- i o + - 1 . .1 A5 Ard review examinations3_utilizin®j for this
H — Assists examining _paneis xn thc °|%1"z"|o_n — (D.&.A.—1) and guides suggested by the
purpose, infarraation furnished by thc PlcJinmg bcctxon v . o}

Ilccruitment and Studies Section (D.S.A.-2)$

11l — Prepares oxamination papors;

IV — Sstablishes and makcs rules assunng secrecy o- ex<jnina i ;
. . . . s NhrGmrinF corrcction keys and deciring criteria
V — Providos for thc corrcction of cxamanation™, p
of assigning grades, following technical stan .aros;
W — Organizos tablos oi partial and 0 *0 . resulte and preparos thom for dissominattonj

vn — Svoluatcs requosts for rcvision of oxantaations and roasons offorod by candidates, and sub—
stantiatcs its opinions;

VIU — MrJocs by cbtenrdnatLon of thc Director, total? or parFEtal Fevksions iIn exarainations and tests;
. Y| hv order of classxfication;
IX — Prepares reports of final results, arrangintj
X — Proposes approval or nullification of examinations -n > .
i i i _7) rosults_of cxarnnations held and to the .tecruitment
Xl — Furnishes to the xI ISUX Section (D.>=m D _ to its studies:
and Studies Section e(%.s. .—2) material nccessaly to its stu>a,,,

ﬁ_lr — Kceps files of examinations herI]d anu of \f(c))qir;cuve standards of jucig 1 and

X1l — Keeps up—-to—date record of examiners organized by specialities.

i
2XAIHNING SECTION (D.S.A.-5)

i _ i wcll ~ rcviews practical performance tests,
I — Assembles examiners to carry out examina i

and practical oral tests; . .
* r—Tnt,ical oerformance tests anc. practical oral tests,

H — Assists exariiining paneis in carryxng ouo 1 b/the Planning Scction (D.S.~.—1) and guides

utilizLng for that purposo Information xurrix »~ (D.S.A.—2) and the Sxainination Organization
suggested by the xiecruitmcnt and 3 tucacs Cc X

and fiiating Section (D.S.A.—A);

i urranges for locations and materiais for examin °’ >






VI —

Vil —

Xl -

X -

Issuos posters Civulging dates exaninations will bo rems,

. . . imnat nonitors and candidates, and arrangcs for
iissembles, in carrying out oxairmnations, acc,,._ncr ,

publication of notices relativo thereto;

~ NN 1 1 1 1
Initiatcs and suporvises condact of e Hn ’ and urovidss that anonLimty of examination

pa;:crs is proserrod;

Issuos annauncoments of dates thatx examination 37“ ~Vrs Will be identified and may bo revicwea

by candidates; n

Identifies examination papers and provides ¥ocr|‘ rp-niov by candidates, in the ifeceral Capital

and in statos; . T for th £ mEomi
. L . . AL if nations for tho purpose of mfomin
Maintains inf ormation relativo to f.ewelgi>er Pyt T [ purpo 9

interested persons;

Orders health and pbysical capacity exardnations,

_ ) o . throu™h the Federal Department of ruclic Safety
itequests personal investigation of can i— n

and through equivalent servicos in the statos, i i i
_ . x4 Vamrntions and personal mvostigations to
Furnishes results of health and physica®. Ccp® 7 I\,

the Examination Organization and liating Sec lon - 3

Haintains complete records of adequatc locatiens for—- carrjadng out oxamxnatxens;
Haintains ouxront rocards of oxamrcrs, aidos aal monitors of examina,xens; «m .

Providos for issuanoo of cortificates of approval aftor oxaminatxons ano tosts.

TUIONING section (d.s.a.—6)

el -

. z! X 'm, N-ficiencies of public employees in relation to
Carri.es ont rcsoarch and Studies MO dotemn.no oc—icionca~

tbe~r performance of rcspoctivo uti-s, seotors IN which, by priority, porsonnol inprovement
— StuOios, considoring the admnistratiw needs, soetors Xx.

must bo camed out; f trliniBg processos and mothcds that appear desirable;
Suggests the adoptien and taplomontation of traanut i






Proposcs tho organization of training courses for publLc omployeos;

B} . . .. ation of instruction and programs of trainin
Collaboratos mth intorcsted scrvices xn tho oruunx%a%xon prog 9

Q225 *
VI — Organizas, xn collaBoration thﬁ the Ggﬂ';’%GS of Aclministration (C.A.) training programs to bc

oxocutod by tho latter]j

. c+r ~rs Scction (D.S.A.—2) and wxxh tho Uxanxnatxon
VIl — Collaboratos VAth tho “ecruxtaiont anu Stu” formulalirxe training plans to preparo candidatos
Organization and iiating Soctxon (D.">/Ne—4;

for oxaminations:

o o ) Mnmstrios, as woll as collabc
VIII — Proposos tho organization of courscs _n Ilin—
units of HLnistrics: _ , e R
o iw —intornship®conforoncos, study cr
IX — Preparos instructions and programs for xn if f "istration (C.—0 for the purposo of
and dobatos that may bo carriad out by tho Courses
public cmployoe taprovomont or spoeializa Zm, NN Brazll » ateoaa, ior publiO
X — Sstablishos intorchangc rnth toachin: an,, A or jj—anting soholarships;
employee improvemont, through contractxn™ x n
R #1 abroad for the xraprovoment of personnol;
Xl — Prorrams stu’y and obsorvation trxps xn
X1l + pholarshiT» and traininc trips for i—ublxc omployeos

Hakos recommondations pertaxnxng to sch

. + € .
o . 1 o fdb>s and dxsscinxnat<on or wr§<tton materxals,
XIlIl — Promotos essay compotitionj writton and oral debates, an.

_ for in—sorvxco traxnxng; anu

1rv N N o o
Studies ang} proposes tho adopton of st an(i oxaminations used by tho Ucursos ol " jnxnxs—

X? Makes studi.es of ;rograms, teachxng matcriax® ation regardLng tho efficiengy of the
tration (C.A)) for tho pi“poso of obtaxnxn* valXu xnx

DiiSP training rosponsibility.

aSOISCIT SCCTION (D.S.A.-7)

1 - organizes processes for vcrifying expenses of tho Divxsxon;






Maintains c’orrent infomation pcrtimnt to thc variaus phases of ali exarainations and tests
carriod out by tho Division;
11l — Dcwulo;.s statistics of division activitics; and

v — m‘a'mial'ns current rocords of ox Egﬁl?j\rrtpswho nartici;zato * in oxaminations and tosts.

%






TITLE & GRAEE
Adm. Assist, R/28
Adm. iissist, R/27

Clerk, Class/C—
Adm. Assist, R/27

Clerk—-Typist, R/21

Clerk—Typist, R/23

L —

VIORK PSRFOIMED
Chiof
Substitute for

Ohief
Assistant

Assistant
Filing

Filing

EESC31PT10N OF DUTIES

SALARY O
13,000.00
11,500.00

7,500.00
11,500.00

6,500.00

7,500.00

Plans, organizes, eoorcH.natcs and Controls the work of the Seetion.

Kceps files and. filing cards.

NAME

1. G.J. CAMPCS
2. 1.P.B. LUIQSIIIO
3. G.B. IEH3IRA

C. EE SOUZA
5. M.L.M, COSTA
6. N. DE A. MALTEZ
1.

%

2* 3. & A.
5«
6.

Review processos.
admission of contract emp”oyees.

mc+«if<Hnns for oxaminations»
Prepare Xruti®

ALLCMCE C&

FG
SF

SF

STATUS

5,000.00 Supernmumerary
1,000.00 wl/status

750.00 Supernumerary
w/status

Pennanent
750.00 Supemumerary
w/lsatus

— Supernumerary
w/status

Superaumerarj
w/status

Review actLon papers for

N 'wssistant NC 2 is substituto for thc chicf.

Amnxstra ivc j

perfoms typinO i.ork.

Maintains files, filing cards and registers.






EECHUITMENT AHD STUDES S30UON - D.S.A.-2

NAMS TITL3 & GRAEE
W*G. FEIUEIRA Adra. Assist, R/28
A. TOIUSS Adm. iissist, R/28
E.J. DO LAGO AssLst, ii/26

B. DA C. GONGALVES Clerk—Typist, JI/21

WORK PEMOITMED
Chief

Substitute for
Chiei

iiSsistant

Assistant

EESCilIPNnON OF DUTIES

3ALURY Q$ allomice o

T ooo 0o -

SF
13,000.00

T»O00. 0O SF

6,500.00 SF

Plans, organisos, coordilmtos and Controls tho wric oi tho Soctton.

1

STATUS

5,000.00 Supemumerary
500.00 w/status

Supemuxaerary
w/status

250.00 supernomerary

500.00

w/status

iupernumerary
w/status

, <+ +p ehief in performing specific work of thc ScctLon

ass gHsfmt ns 2 is substituto for tho Chicf.
(see general functlons) Ntalrostrative Jssxst.ji

& 4. Constltute oean to






N AM TITI3 & GRADE
d. az’“vsdo Adm. Assist, rt/28
C.G. F3AAEAA Adia. jtesistj A/27

F.B. QLimiuU FllHc N Assist, A/26

J.3. IE c. UMA Clerk, Class/F

J 14 VAGBNTS3 Operator, x1/23
G.J. MODESTO IWarchousornan, Ai.de,
A/19
F,V. FSIUDSIHA Clerk Typist, 1i/21
B.S. D3 FASITA3 Sorvant, a/l8

Ghiof

Substituto for
Chicf

Conbrol of re—
crurtmonu

Snrollniont
jLnrollnent

Inchargo oi o+
rollment Desk

Cleidcal

Messonger

sALiiai (4

13,000.00

11,500.03

15j,000.00

7 ?OO*OO
7,500.00

5 ,200.00

6,530.00

A,800.00

ALaiiiflC3 Qi STATUS

FG
Sk

9 4

5 900.00 bupermuiriararj
50.00 w/;status

SupermomeraiM
w/status

3upemumerarj
w/status

253.00 Pomanont

750.00 Supornumerarj
w/status

Supomurrierarj
w/status

1,000.00 Supomumorarj
w/status

1Supe mumerarj
w/status

DijSP — Jamary, 1959






<o

EICIOLITENT S3CTION —D.S.A.—3 —Xe -
EESCilimON OF DUTES

Plansj organisos, coordinatcs, and Controls tho work of tho Socuion,

Substituto for tho Ghiof. lioviows procossos. “Ninsnors corrospondonco ar.'.. Controls candidatos
for transfor.

—lissists and Controls i1tocruitment Fosts in tho soatcs.

Roceivos cnrollmGnt papors and providos inforraation to tho pubic.

Aocoivos onrollnont papors. iixaminos and rovisos porsonal carus of candidatos. Providos

information to tho public.
In charge of tho iiecruitmont Dosk. Rccoivos onrollmont papors and attcnds to tho public.

In chargo of protocol (rogistering of papors) and files.

Diatributoc corrcspondcnco and  apors witbin tho Scction.

D/iSP — January, 1959






Sclcction and Trc.ini.ng Division? D/SP

HEC.LUTDGNT POST. IN TH2 SLX2S

I T A rc+=hli shod. for the publlcatlon of tha opening of
I — Provido, in '‘che State Capitais whero tnoy arc ostaolasnoa,

onrollment;

t ctotr.c, who desiro to conpeto for public positions;
Il — Oriont candidatos, from respectivo Lstato ,

11l — Provido identification card to candidate”.






1.

SEFSEN

10.

12.
13.
14,
15.

N AME

A. DE S. PRADO

1.T. DE A. GUSMAO
H, PIVDO

J.B. DASILVA .
C. RIB2IRO, JR.

D.S.A»

TITIE & GRACE

Adm. Assist, 1i/27
Person in charge

Adm. iissist, 1i/30
R/16
Seryant, R/17

Adm. Assist, 1i/27
Person in charge

Servant,

C.V.T.D. DA SILVEI jcierk, Class/fe

RA

H,S, DUTRA
A.J. DE MACEDO

M.A.NLAS
J.T.F. CALDUS

M,L. PEIXOTO

N.J. FERIIEIRA

F, 1E P. OLIVEIRA
M,J, GCMES

M.L. IG M. FALCAD
J.P. ESTUMANOO

Clerk, Class/E

Typist, Class/4
Person in charge

Servant, R/I16

ilerk Typist, 2/22
Person in charge

Servanw, R/16
Servant, R/16
uidn Offi. ,Class/J
Person in charge
j>ervant, R/18
Adm. .Assist, I¥26

Servant, R/16

SALARY O
11,500.00

15,500.00
3,800.00
3,800.00

11,500.00

6,500.00

6,500,00
6, 500.00

3,800.00
7,000.00

3,800.00
3,800,00
10, 000,00
4,800.00
10,000.00
3,800,00

IFACRUITMSNT POSTS IN THE STATE

STATUS
3upermurerary

Supermumerary
Supernumerary
Supernumerary
Supernumerary

Permanent

Provisional

Permanent

Supemumerary
Supemumerary

Supemumerary
Supemumerary
Permanent

Supermumerary
Supermumerary
Supermumerary

0]

n O

C

ity
Paulo

. Paulo

. Paulo
S.

Belo Horizonte — Minas Gerais

Paulo

POST

S.

S.
S.
S.

State
Paulo

Paulo
Paulo

Paulo

— 104 —

Belo Horizonte — Minas Gerais

Belo Horizonte —Minas Gerais

Salvador — Bahia

Salvador — Bahia
Recife — Permambuco

Recife — Pemambuco
Recife — Permambuco

Fortaleza — Ceara

Fortaleza — Ceara

Fortaleza — Ceara

Belém — Para






10.

12.

N IME

AeG* 121TE

A.P. DA FONSECA

J.M. FIUZA

C. T3IXBLIA

C.M. m GiSTilO

HJ3.
A.B.

mw ,m

GimUELIO
J.J. TEiirZq
fi. Coliftl
0.3. VISINTIN

il.P. DA COSTA

m.n.

VISIiiA

TITL3 & WGIK
Adm.A3sist—, A/2S
mid iissist, 26
Adm. Assist, V27
Adm. Assist, A/27
Adm. Assist, 1i/28

Clork, Ciass/F

Clerk—Typist, 2/20

Oporator i1t/22

Adm. lado, U/26

Clerk—Typist, Ti/20
Clerk—iypist, 11/20

: Sorvant,

— —
WOilK E~aiKED

Chiof

Substituto for
Chioi
Coordination

Coar dination

Control

Control
Clbrical

Exarnination

papers
Clerical

Clerical

Clcrical

t

Attondant and
Mossengsr

tX @9 .JLO xX'Gh >

13,000.00 FG 5,000.00
sF 1,250.00
10,000.00 Ad 2,500.00
11,500.00
11,500.00 SF 1,000.00
13,000.00 —
7,000.00
6,000.00 -
7,000.00 SF 1,000.00
10,000.00 SF  250.00
6,000.00 -
6,00000 -
3,800.00 —

ST.JuU3

Supormuiiiorary
u/status

Supomumer ary
w/status

Supernumerary
w/status

Supomumorary
w/status

Supormumerary
w/status

Permanent

Supernumerary
w/status

Supernumerary
w/status

Supemumerary
w/status

Supernumerary
w/status

Supomumcrary
w/status

Supemumerary
w/status






SXUTIMNON OIGAIJIZATION Ai© HIATIIIG SECTION —D.S.A,+4
IESCRIPTTON OF DUTLCS

1, Plans, organizes, coordinates and Controls tho worK of th, Soctio*!,

2. 3. & 4. Coordinato ExanrLning Paneis. Itoviso exaaination shects Gorrect exaingation papers
and review such corroctions. iteviens processos an answ' 4 p =+

substitute for tho Chief.
& 6. Compute and control rcsults of examxnation. Prepare
7. Provides Information to the public. Occasionally, reviows processos, “orfo—.is T&ypmg work.

)

8. Provides for the duplicating mimeograp of cxarihation papors and instructions for exaninations,
Keepe and distributes examination papers.

8. Posts grades obtained by candidate8 and proviaes
of the Section.
10. S 11. vprepare and fila cards of processos. Helps general work of the Section.

information to candidates. Helps general work

12. Distributes routine papers witbin the Section.

DAS? — January, 1959






N AMB TITLA & GAAIE  HOIIK ESIiFOIil-ED  SALAITI 0% AUGSAIHCA QS STATUS
1. A DAS. CUNHA Adm. Off», Class/K Chief 11,500.00 FG 5,000.00 Permanent _
(M2 250.00 |
sutstitute for  10,000.00 SsF .00 Supomumeraryi
2. C.P. DAC. PAIVA Operator, 11/26 Chief w/status
; 6,300.00 SF 1,000.00 Permanent
3. H.P. FJLICIO Adm.Off. Class/H Zxecution of ex-
amination >
- . 3xecutLon of ex- 11,500.00 - Supernumerary®
4. V. TE IL. COiuSA Adm. /iide, d/ 27 amination w/status
. i _ 7,500.00 SF 750.00 Supermumerary
5. _ Clerk—Typist, 23  Axecution of ex ’
J. SCHBTT-INI yp amination w/status
. 5,200.00 sF 500.00 Supemumerary
6. A* A.do NI3CII'EITTIC Servant, il/19 1Atmtgs?;%f§rand w/status
mMmsCiiimcN of dutes _ 1
, 0 £0 *wdtc of tho soction.
1. Plans, organizes, coordinates and con.ro » Gxamination papers. Controls examination and
2. cCarries out examination Snd identifica 1017 cords of locations for examinations.
processes of transfor of employees. Mainu " nst—Lon Daix:rs. Assembles monitors for
3* Carries out examination and idcntiiication of examination pape
examinations and answers correspondence. cxandnation papers. Providos for issuance of
4. Carries out examination and identification o e ~ roGorcis Of processes,
certificates of qualification in examina i j papers. uequests personal investi-—
5. Carries—out examination and identifica work
gation of candidates. Performs occasiona 3T * = & ——————— —_———
6. Distributes routino papirs T/ithin the sec———e¢—-———— -

DASP — January, 1959






\IOiK 1 j#iFOINSD SALAIY 0% ‘ALia—JANCS Q€ STATUS

NAME TITLL S GAAD3 1
. - . Chiei* 5,00J.00 &upermumeraryj
1. N.F. iffi3 Adm. uUssist, i'»/2b 750.00 w/status
11,50J.00 SF 500. Ju n
2. C.S. LiEuMil Adm. Ussist, 11/27 "
3. C. G. DO jMAIAL  Adm. iissist, 11/28 substituto for ~ 13,00J.00 37 1,000.00
T ' ’ Chiof .
7,5'G0.00
A. E«G. Clerk—Typé&st, 1i/23 11 500.0~ S 1.250.00 n
5. A.X. MOIGIAA Adm. Tech., Class/K ’ e ’ |

EESciamoN of Dunos

1. Plans orpanizos coordimtos and Controls tho woré of tho Socrtion.

, °rS i . X —e rirri.es out bibliogrg?hical surveys and gives
2. Providos for tho divulgation of exsran— 10
orientation to candidates. improvonent of publio oaployees ai,d
3. Substituto for the Chief. Matos stuca.cs ,» training grants. Organizes courses.

providos information theroto. ileviens Pr-Ct

4. Maintains files and filing cards.
5% Providos Information and conducts stuc i”*s over






B«

N AME

. HALLAGtFELL
A.M.A. DA APHA3DE

Z. D3 A. GOIES

J.M. Hi SILVA

N.R. T3IXE3HA

TITIE & GiuJE

Adm. Qili. Class, K
Clerk Typist, R/23

Clerk Typlst, R/20

Clerk TynLst,R/21

Clerk Typist, R/21

I-0Ji 1'SiiFO*ED  SiJAurY Qv ALLOVARICA O% STATUS

Chief 11,500.00 FG 5,000.00 Permanent
Sutntituto for  7,500.00 SF 250.00 Supemumerary
Chief w/status
Files a Records  6,003.00 - Supernuinerary
w/ status

iecords & Typing  6.500.00 Supernumerary
w/status

Payroll 6,500.00 SF 253.00 Supemumerary
w/status

IESCRIITION OF DUTIES

PLans, organizes, coordinatcs and Controls the work of tho Section.

Exercises control of accounts and funds.

Reviows processos.

Keeps filing cards. xiecords examination papors. Performs occasional typing work,

Prepares cards of candidates. Performes occasional typing work.

Organises and chccks payroll sheots.

Preparos cards of candidatos.






Dircction
Coordinatlon






General Functions of 111 -

QOTIRSSS CF AEMIT'IISTRATION

Bunctions as an instituto of profcssional PFES2FENER g admnis trators for federal public servic
and for tho training and irnprovement of public eifiployyees gano J - .

1. Coursos of profcssional preparation in public adEdnistration,
2. Indcpcndent courses for tho training and improvomont of public einp_oyees gencrally.

ACRSTARIAT COF THE COJRSES OF UDMDIISTRATION (C.A.)

I — Cooperatos in tho developnent of instruetion and programs for indcpcndent or coardLnatod courses,
for tho purpc6o of training porsonncl for public ser/i™e,

Il — Providos information conceming enrollncnt in courses;

~1 — Arrangas for enrollnant of candidatos in coursos;
IV — Carries out ali routinc work nccessary to coorsjs;
N Controls tho attendancc of profossors anu students;
N — Organizes processes to account for exponses of courses,

** — ft-ortebs duplicating servicos othor than theso that « . the rasponsibility of tte lUplicatlng
Section (S.A.-5) of the Adninistration Sorvico (S.iuld,

Al — Provides information relative to the Courses of aoministrc—tio ;
Y N
" — Exercises control ovor the movenent of processes;
X ~ Organiaes and maintains files pertinent to coursos;
ir L\ . n and related exponses necessaiy to carry out
Preparos estimates of cost, material, personne
courses; and

. ., S (* A——3) of the iidrainistration Service (S.A.)
Rcquisitions supplies frorn the Material SeculL W »

and raaintains and distributes supplies necessary






QOUITSES OF ACMITTISTRATIOM

OFFics of eersctcr
TITE & GRAEE

M.3. PECAHHA Adm. /issist, R/27

M. DO C.S. VISIRA Artn. Officcr, Class J

IEScnipnoM of dutes

- - . of tlie Secretariat and of the GOUrSCS.
Guides, directs and supervises the opera lon

«“nn"ence of the Director. Typcs or arranges
Serves as receptionist. Replies incb.vicu—1 c®° ™~ tes or executes specific taskS assigned
for typing papors drafted by the Director. Coorcana

to her.

DAIP — January, 1959






a A W N P

NAME

D.F. EQITO

T. LEIA

E.R. IE SOUZA
O.P. Dii OLIVEIRA
V, DAS. MEIEIRCS

6» A.T. PINTO
7. M, MEIEIROS
8* E.F. PhIfTO

g— V.

IE P. VIiINNA

10 G,S, IE OLIVEIRA
11* J.D, D/l SILVA
12 R.G. DA COSTA

13. P, ROCHA °
*4' W.L. ROCHA
15« H. ZARUR

COURSES CF AMINISTRAIION

TITLE & GRAEE.

Adm. Off. Class/I
Adm. 1issist, R./27
Clerk Typist, R/22
Clerk Typist, R/20
Clerk, Ciass/G
Off., Class/H
Clerk, Ciass/E
Adm. Assist, R/26
Servant, R/19
Artisan, R/19
Servant, R/20
Servant, R/19
Adm. AlLde, R/26
Clerk .Typist, R/23
Clerk Typist, R/23

Adm.

SECRETARIAT

WORK FEHFOHVED SALARY CGI

Chief 9,100.00
Cliief of TC/C 11,500.00
Integrates TC/C [ 7,000.00

t 6,4125.00

n 7.500.00

u 8.300.00

6,500.00

chiEf of Tv2 |10 £000.00
Integrates TI® 1 5,200.00
| 5,200.00

5 6,000.00

5,200.00

chief of TRA 10,000.00
Integrates TRA 7,500.00

Integrates [RA

i 7,500.00
j————— _

ALLOLHANCE . O$ STATUS

FG 5,000.00 Permanent
FG 3,000.00 SupemumerarV
SF 500.00 supemumeraxy
SF 500.00 Supernumerary
Permanent
Permanent
Provisional
l;(é 3,000.00 Supernumerary

250.00 n
SF 750.00 n
SF 500.00 n

i
FG  3,000.00 i






16.
17.
18.
19.
20,
21,
22.
23.
24,
25.
26.
27.
28.
29.
30.

31.
32.

N AME

A. EE B, SA

G. XE. S. AZ3VEDO
N.M. FERf/III
N.L, BORSATTO
W.V. R3GO

M. fETER

M.N. BITTENCOURT
E.P, CCELHO
M.M. C/AJIVALHO
R.C. DA SILVA
P* DA FONSECA
N.S. CARVALHO
A.A. AVEbI

W. GOMES

F, D* FERIEIRA

c.C. dos SMTOS
H.J. DO LAGO

C«ib. VAILAIL
N. nevES

ITIE & GRAIE

Clerk, Ciass/E
Servant, R/21
Adm. Assist, R/27
Editor, R/25

Adm. Aide, R/26
Clerk Typistt R/23
Clerk, Class/C—
Clerk Typist, R/23
Inspector, R/20
Servant, R/19
Servant, R/20
Inspector, R/20
Editor, R/25

File Clerk, Class/G
Servaftt, RAS
Clerk, Ciass/il
Oporator, R/21

Adm. /ide, d/27
Clerk Tvnist, R/23

WORK TEPFORVED  S1TMY as
Integrates TRA 6,500.00
Integrates TRA 61500-00
Integrates TRA 11,500.00
Chief ef TVMD 9,100.00
Integrates TMD  10,000.00
Integrates TVD 71500-00
n 7,500.00
n 7,500.00
t 6,000.00
1 5,200.00
ii 6,000.00
Chief of T3F 6,000.00
Integrates TIF 9,100.00
ii 7,500.00
ii 4,800.00
i 6, 500*00
Chief of TC 6,500*00
Integrates TC 11,500.00
T=fgratos TG 7.500.00

ALLOMMCE Q%

% 38

3F

3 A

A a

3,000.00
750.00

500.00

e

500.00
3,000.00

3,000.00
1,000.00

STATUS

Provisional
iupernumerary
iupernumerary
iupernumerary
iupernumerary
iupernumerary

Permanent
iupernumerary
>upernumerary
iupernumerary
iupernumerary
iupernumerary
iupernumerary

Provisional
liupernumerary

Permanent

liupernumerary

liupernumerary

ilupernumerary






GOUIiSxiS CF UIMINISTILATEON — C.A.
SSCruTAcCIAT
XESCIillIPTION CF I1JTI3S

Distributes, supervises gﬂg E8H{F8|§ :EHS \o(lo'{:]k af the Secretariat. _ . X. ,
norforrning same dutios: iiOpare Inscrip”ion car"s
Integrate TC/C (Correspondence uourscs 1 _,ade# Develop onrollment process. Orient
and farward thom in accordanco with instructions, Distribute lossons,
2. studcnts concarning mattors conbaa.nGf. in i s proficiency. Corrcct the oxcrciscs
3. exercisos and instructicns noccssary o Maintain current filing—cards. ijnswer
4. and rocord respectivo orrors on spcciai ¢ * ¢ * (S.A.—1 of S.A., DASP) and TolGgraph
5. correspondence. Contact the Conaunica X , 'to keep regularity in the expedition of
6. and Post Office Department” (D.C.i.; u" ovor thi recording of grades for the purpose
7. tcaching materiais. sxercises sevr— co QE 253 1956). Administrative
of issuing certificatGS (Art. 24, lbcrcc wo.
Oificer No. 2 suoervises the work ox /
+ Materials Depositcry and Custodiai) performing same
Integrate THE (Supply and Equipuent —u N maintemnce of permanent material, frovxde
duties: Provide for the cleaning, c , cistribution of consumable material. Receive,
8 for the requisition, custody, naintenan in collaboration with TIF. Consult with TIF in
9 : control and distribute teaching ma <n rpsDect to distribution (lotagcao) and uso of
10'_ order to organize groups of studen s neCGSSary to practical work. Tako care of
H elass—[‘oems. Pr(_epare_ for use tho cameras, light and_coqnd machineg, o_tc.).
12, operation of audio—visual aides (projo * including cormnunication and sanitation of
Suporintend tho work of tho custo class resumes of tho C.A. Administrative
work quartors. Provido for tho 0135

Assistant No. 8 supervises the work o






13.
14.
15.
16.
17.
18.

19.
to
26.

27.
28.

29.
30.

31.

\ P + darp dutios: Maintain current the following
Integrate TRA (Recoras. and files) 7 d control of students S)rquiciencyj C) issuance

records: a) inscrintions”b) "o”o”an”~confc” courses

of caplomas. Keop up—-to—-"atc. a; = of eXaraination papersj b) class resumesb
Kecp up—to—date the following fx<e « <) N pat in orcer, check, classify and keep:
c) exercises,;, d) wowj ej i 0- Of'courses. Organizo, classify and file the
procosscs 0l openxng, oxecutxon” t "ocumentation of acts, notic”s and work of the
individual files of students. Kecr - groups, material for Information, pub—
courses. Preparo, in collaboration wxth th. tho work Of T.uu

licity and reports. ~dministratxve ia”"

Juplicato routine papers, class resumes
Integrate TMD (Jjuplicating) pGr~orraxnb — mcor,i_ book of inscriptions, record-—book of cn—
and exercises. Preparo personal car_ ""lomas and cortificates. Cut stencils for
rollmcnt and control of students pro-xciuw, N printing of class resumos and
mimoographic work and typc jITTO sneets. “ov”~c”or
oxorcises. Editor No. 19 supervises tho work of nu.

- mn) —oerforming same dutios: Opcn, procoed and

Integrate TIF (Inscriptions_and SUPPVihers EBREEFALAE TASEFIRAIQR Processos.  PFERare
IO thw iinspMpieions. OVKENt Galicita 6 ~ plajky tabileS of mowomonly of MiSeriiptions,

inscription cards. Handlo, Ch@if-e Pél Iden'E’iﬂ‘éﬁHBH 63F8§ Oriont professors and students

iJevelop enrollment processes. ErclBr ‘1al instruetions. Maintain internai discipline
concorning disciplinary matters anu d incidents verifiod during the classes. Help the
in the «classes. Record occurroncos anu N SOS ~actical work and examination.
professors in the inspection of conduet X — oxecution of regular examinations. Sxerciso
Distribute the class ifesumos. Prcruaue Xxo erof eSsors and students. Check and document
sovere control over rocord of attcnc.2—nd— 1 inspector No. 27 supervises the work ©of

vouchers for pajmont oi professors and mom.tors. |I- ,
TE?. _——_———







Intoerato TG (Control) Berformin sare duties: ControlthabudgetofG.il. Preparo and foliow4
g ﬁ‘ A control payroll of professors, monitors and

Control;
up on procurorcnt and public bics. aid tho Mnistry of Finance. Control
32i I fSfI* j1" , 0 trol tlie carfe of omployecs assigned to C.A. Jrrange for
Control tho trans-—

33; {" t ?s °t P}°36ssOrs_ °* J* ‘ . Hnn tsabDors of the coursos of C.A.
34 —tbntification and ancnunity o- exa. " 1 Control tho attondanco (ponto) of erqgjloyoos

) BEhsd BN QP E Bvoltoteon S SEHPBER Brofigiency. TRke care of the protocol

«

) (rogistenng of papers) aox the c.ju uPuidLUi

Q/iSP — January, 1959



ml m ¥



——- Direction
-—— Coordination
DASP — Jan., 1950






General Functions of

PUBLIC BUILDINGS DIVISION, D;SP

Is rosponsible for the rsreparation of stulies and marras and fer the orientation, control and direct
oxocution of teclinicai, accounting and administrativo measures relativo to public buol—-.ings ana
equipment, having in sLnr tho most complete, rational and economic installation of fe—eral public

offices.

STUHEZS UHD STiuiDoiiDS SSCTIOI) (DJ3.P.—1)

in —

Studies and suggosts regulations based on federal legislation governing tho installation in
buildings and equipment of federal public offices]j

Studies and suggosts technical, accounting and administrativo nonas xor the acecution ax its wpk
and work of otter units of the federal systom which are rosponsible for equippin®™ public buil.u”s,

Studios and suSaosts norms and standards for tho construction of public buildtags and cqci—nont;
iVonotos, in collobaraUon with srccific a?_on_edos, tho Proparation of noras, tcchnical pattams,

HAHERY o P BRI Et s and indEFINISRE FGlaBye’ to matenal of USe i coristruction.

particularly:

a) collaborating in settinc "Brazilian Normsu; . +H/.0
b) mointaininc close cooperation with the «Brazilian —issocia N Fe ,~r',1 Purchasinr
«National Instituto of Technology", the «TedmicallJ”™ision" 0l the Federal Purchasmc
Department’, and othci; associations iixtorested m this mattor, activities
c) maintaining interchange with national and foroicn ms i
. rmblic buildirrs and_respectivo equipment, proposing

Studies any ottor uestio_?s . N “nclusions reached in i1ts studies.
en necessary, measures for nuplementation ox

OFtUSNTTITION ;PID CONTPOL OF 3 QUIIM3NT S5CTIO.» ( D ~ . f)

Gives guldanco in the acquisition of equipment f Hir* federal nublic Service, chekins sources

of produetion and movement to direct suppliers;






v

Guides and Controls the utiliaation of equipmont in federal public Service$

Collaborates in the prepnration of the National Buclget Proposal vath respect to appropriation for
equipment, particularly:

a) oxamining partial budget proposals;
b) discussing such proposals vrith interested persons;
C) participating in the preparation of final presentation.

Makes surveys and inqvdricsnecessary to fulfilling its responsibility of irection and crontrol; and

Follows through on budget cxecution.

OICCSNTUNON 1JiD CedTiiQL OF BUILDIIIGS SACTIOIJ (D*d.r.—3)

Directs and Controls the execution of works and the installation of fixed equipnent in public
buildings, particularly:

a) exanining projects, specifications and estinates of cost of construction, remodeling, nainte—
nance and repair of public buil?ings, execution of which depends on the approval of the
Eresident of the ligpublic j

b) exainining projects, specifications and estimates of cost of mstallation, remodeling, nainte—
nance and repair of fixed equipment in public buili—ngs} execution of which depends on the
approval of the President of the Hepublic;

c) following up on execution of worlc and equipping of federal public buildings through periodic
reports received froiu othcr offices with related responsibilxty3 as well as, by direct
inspection when judged necessary;

d) taking any other meacures of direction and control, to assure, fron technical and economic
points of viei/J the most efficiont planning and execution of work and equipping of federal
public buildings;

e) entering in contacts wi-th othcr agencies of the federal systexi of public builings, whenever
necessary, to guide them and to receive infonuation fron the, for the purpose of naking more
efficient and tiraely the measures of control to its responsibilityj






— Collaborates in the preparation of the National Budget Proposal with respect to appropriations
for works and fixed eauipment of public buildings, particularly:

a) examining partial budgpt proposals;
b) discussing such budgst proposals with interested persons;
c) participating in the preparation of final presentation;

— Follows through on the budget execution.

EXECUTION SECTION (D.3.P.—4)

v

Vi

Prepares nrojscts and specifications for standards °f equipaei*to te adoptoain federal pubUc
offices, i1a accordance 1ith data furnisted by the Stadies and Standard* aaotxon (D”.P.—Dj

Prepares projeots, specifications and esttaatos of oost of the baildings and model aquijMent to
De adcpted by federal public servicos, in accordance with data farrosted by the Studies and
Standards Section (D.E.P,-1)

Prepares projects, specifications and estimates of cost of construction, remodolling, naintenance
and repair, as well as installation, maintenance and repair of equipraent, concormng.

a) public builcingsin which more than one Mimstry iIs concerncd,;
b) public buildj.ng in which DIBS is concerned directly;

Directs, in cases of a) and b) above, the execution of work and instaH”tion and other services
relativo to oquipping;

— Prepares when necessary, substituto i7ojects, yc”~ication:*raff~ctioniof°OrientationG
submitted for cxamination™ according to Item x3 3) anu ;

and Control of Buildings Section (D.E.P.—3);

Mates drawings which are necessary to the work of thc Division and other conponante of D4SP.






5*

1.

PUBLIC BUILIjITIGS UTVISION — D.3.P.

OFFICE OF 1JHHCTTh

——————————— 1
N h M3 TITIE & GRIUE WOiiK HSIIFOIVED  3ALAIY G ALLOFJANCE O . STATUS
_ . Jirector, GG—2 27,000.x SF 750.00 Sup™mumerary
L.P. »E BAIACS 3ncineor, W30 w/status
d.1le SHi* tn~ineer, Class/l- Tech. Advisor 14,500.30 FG P, J51.00  remanent
. (M.3 C,) Ad 2,175.00
. - Tech. Advisor  17,000.00 FG 5,000.00 :>u)mumerary
0J2, iTAUUNO Spec_lallst decorator » 2,550.00 w/status
1i/31 SF 750.00
. ) . Secreta Uj500.00 FG 3,000.00 Supernumerary
M.A.C. m AZ2v30G Afim Assist., Xi/29 Y Ad 2.175.00 wistatus
0. IE C. KAGALHAES Messenger, R/18 ifessenser 4.800.00 S 750.00 !

ZESoiilirnoN cf jutes

Orients, guidos and supervises the work of the units undei his cirection.

2. & 8. Perform assignments of a specialxzed naturc MEH are Rﬁmﬂ.‘it@ b}’ the Oircctor. Nfi 2 is

/

*

5—

employce of Ministry of 3ducation and Gulturc on ue 0. xXn * ae
* - T+ —Bp '/ir*ctor introducinfi thom or givini: to

~tends to persons who cesire o n ~ individual corresponde of uirector. Types or
hin xnfor]pation of —1? n . Soordinates or executes s?ecific tasks assigned
arranges for typinc papers drafted by chiefs. oaruinaues

to ber.

Serves as messencer.






A™mnsTii.aioN Gitoup — (t.a.)

T — coarfin.itcs its cperaticns > ith the Bonmunxcatdh 4L Materials Scction of thc Ardiiistration Sorvicc
(S.A.) in pcrforraing thc work of thc Xivision;

Il — Irevides for requisition and repair of material Iin use In thc .Jxvxsxon;

Wh _ Controls tne movemont ox “apers ixxtnxn tHE | &¥kcion: in accordancc *.ath instruetions [Avon by thc
tirector; o . _ o

IV — Oarrics out duplicatin— Service, cxcept tiat whkeh %8 #6 M sprnsiida X o MO JIMAICaoinr scction
(3.A.=5) of thc Administration Scrvico

N AHa TITLi: & Caldil JiilC  KSidFaidViSi AL d JjL1+6ico a9 STATUS
) ) Person in charflc 6,500.00 FG 1.233,03 Perrionait
1. E.P. rs FATIA Typist, Class/3 o= 500,30

TESCUIFUON CF :utes

L. Trson an char;:o of the T«lu  iBegxtes %IW ‘docosscs and corresponoences - olassifios

and filos technlcal docura”s. M 4 » tafomatton rolatiy» to tho pr-cross of Proccsscs.

Bxooutos duplicatine mrk oxcopt that which is ros;:onsibu.ty of —luplxca-ii® S—c,ion (o 5)
of thc ~inistration Service (S.—i.)







NAKE TITIE & GIAE

1. H.A.li. DA C/ITIAGA Engineer, —i/30

%
2» L. SITIK Engineer, Clacs/L

3. F. DE C. LBNe«iWeE Enginecr, Class/IT

WOiji INiFad—iED

Chiof

Substituto for
Chief

Technical

12S&IIPTION CF EUTIES

SALUY Q8

15,53”.X

13, 30j, jO
15,503.J0

1* Plans, organizes, cour.'inatos ael Controls tho work of tho Scction.

%

ALLOV/ANCE QO

FG 5,033.30

SF 750.3J

mP 5,750.00
SF 250«00

STATUS

Supornunorary
w/status

Permanent

Perroanont

n* & 3. Constitute a toam to collaborate ciuroctly with the Chiof of tho Soction in porforainG
spocific work. ijc 2 is sutstituto for tho Chiof.






NAHU

—= M. AUdCIUNI

N

3. H3FAIIC

3. A.v.c.c. le
ALBUQIEIQIE

4. P* Ja COSTii

GIlENTATION AIf>CONTItOL CF SQUIHGLIT SSCTIOri —

TITUS

uUngineor,

Hncincor,

En~inour,

i3n:jineer,

< GlLiud WOIiK  KSIFOii~r] SALAILY C$

/29

d/29

w27

Chiof 14,5J3.jo F&-
SF
Substituto for 14,5-0.33 SF
Chief
Tochnical 13,000.00
Technical 11,5J0.00

LESCHIFTION CF LUTES

1. Plans, organizas, cocrdlnatcs and Controls the worx of ~ S—ction.

a. 3. fct4. Gonstituto a toam to collab™ato Aroctly «Lth th.

spccific work.

3TATUS

5,0 X". XJ Supernuncrary
5)0.00 w/status

1,0jj.00 Supemuriierary
w/status

3u;ximumorary
w/status

Supcrnumcrary
w/status

®toT of tho Sootion in perforrdno






U 15— TiTU) s GHi-va I0iK ELAOMEj SAUY QY ik Qj  STHTUS

£ i.b. onrincor, A/31 Chiof 17,00J.0J FG 5.00).JJ Supernumorary
2.550.0) w/statns
SF 5-0.00
2, s.C. ia SOUZA On3 .nocr, Ciass/N Tochnical 15,5)0.0) SF 250. 0 Forraanont
€. A -E A. LEIA Oneincor, Ciass/li Substituto for 14,500.00 SF 250.J0  Permanont
Chiof
4. 3. FIIANCQOIS FILHO ISncincor, ii/29 Tochnical 1450000 SF 750.00 Supernunorary
w/status
WM. SILVA Ungiraor, Ciass/L Tochnical 13,000. jO Pomanont

JASC.JITION OF OUT3ES

1» Plans, organizes, coorinatos ant! Controls the work of scction.

2. 3. 4= & 5. Constituto a taaa to collaborato diroctly with tho Chiof of tho Soction in
porforminr spccific works. Nfi 3 is substituto for tho Chiof.






N AKE

1. L.M. VMELA

2. A.G. DA SILVA

3. I1i.T. 1VJSEEIA

TITLS & G?JD3 UO?K PEIFCMNED
—Eryjineer, 1i/31 Chief
Encineer, 1i/28 Substituto for

Cliief
Jraftsman, u/26 Urawing

lasaiimoN gf juttes

SALAIY Qj ALLOVIANG3 ao 1 STATUS
17,000.30 FG 5,033.30 Bupornumerary

SF 250.00 lg/ status
13,003.00 3F 1,500.00 .

fo, /::.00 SF 250.00 H

Plans, organizes, coordinates and Controls tho work of the section.

2» & 3, Constitute a team to collaboratc diroctly with the Chiei of tho Section in poriorimng

specific work.

IJs 2 is substituto for the Chief*






TLCS3ICAL OFFICE OF
UHIVERSITY OF BRAZIL (L.T.U.B.)

Abbreviations:

CHIEF OF E.T.U.3. See follcwing page

Assistant
Sp. Com
coordifiat IOH
i
r
S EF S. p. C S. A
S. P. 4. T
J L
Orientation
Finishing
L L Exp.Laborato
Modeis P Yy
Arch. & Planning
Elec. Engineering j Custodiai
; Construction
Int.Qesign & Furn.
. Corrjnunication.s

H Architec. Qetails

Present. Droivings

Qrafting

tT Ozalid Copies

Drawing's File

Mech* Gingj—neering

General Services

1
1 structural Work LI AdauRoutine Yicrk
lpian. & Earth movingj H
1
Est.of Cost & Spec. — Accounting
Tech.Assist.Seotor
. ] Personnel
Equip. & Sp.~tuaies —
— Landscape & Tree—FIt 1 ~1
— Engineering Details Moterialfe
1 L

—["Materials D”pository






Spcciol Coimnissions

S.Pji. — /IRCHITECTURAL
QESIGN SERVICE

muTchitocturo & Planning
Interior Design and
Furniture
Nechitectural Details
_Tusentati on Dtrawings
Naiting
Ozaua Copies
Sravingig Filo

Oriontation
Finishing

Models

TECHNICAL OFFICE OF TH3 UNIVERSITY OF BRAZEL —E.T.U.B.

GHEF

COOIIDINATI.ON

SJ3.F* — EXECUTIOM MD
SUESRVISION SERVICE

Construction

General Services

Planning & Earthmoving

Tochnical /.ssistance
Sector

Lanciscapo & Tree—planting

Materials Depository

5.P.C. — ENGBGEImiG
EESIGN SERVICE

Electrical EngLnoeiing
Mochanical EngLncering
Structural \VJork
Estinatcs of Cost and
Spocifications
Equijxient and Special
Stuciies
Engineering Detalls

Experimental
Laboratory

S.A, — AH-TINISTILITION
SERVICE

Custodiai

Comnmunications

Aoninistrative —ioutine
. Work

Uccounting

Personnel

Materials






General Functionc of

TAGHNIGiL OFJIG3 CF TH3 UNIVISITY CF RttzXL —3.T.U.B.

Maintains contr.ct vith tho Sunervisory Commission for Flannins and Sxecution of tho University City
of tho University of Brazil (C.3.P.3.) in arder to obfcain aprovai for i«s a xanistrctiva acts and
Plans, as well as enlace relativo to the installation of school-umts of tho Um.TOro.ty City;

Dosicns and dotails, from tho architectural point of vicw, ali constructions of the Univorsity City;

Superviscs, in tho tochnical part, the oxecution of buLLttne conmitted to ttérd persons through
any fom of contract;

Iv — Carrios out public bids and procurenent, throu™h written authorization cf tho C.i>.a.3., for the
soloction of firms to execute, by contract, the planne™ co® ru— i ;
Vv _ Executes that portion of general works necessary to the construction and installation of the
University City, Tjhen the committemcnt to thir persons io no Cu.iv™mon j
Vvl _ Plans, olons mth the reculnr installatLons, those which are necessary to the spocialized servicos,
and celects the spocializod firms to execute them;
TH T sci*vxc3s nGCGSSciry "o 'blic coirfcrol of
VIl — Maintains, from the aiTmimstrative pomt OX yXew, t Y
finance, personnel and material utilized in the niversi y
COO-(IENATICN
i , Maintains permanent contact with the Services of i—i.r.UB.
ii atributes instruetions of the Chief of 3TUB to the sectors so that each one can prepare, accorcing
to rospoctivo spCC|aI|zat|on its part in tho worL pro™ *
Chipof of 3TUB, concreto casos arisinj in the
Hi Brlents throu’\h consultation or subrmssion to the Lna"g?a ! J

the servicos;






XV — jirocts, whon tho w ork volume does not roquirc the dosignation of an assigned Chief, tho
Engineering Design Services (S.r.C.);
Tr iof of fitUB and substitutos for him.
V. — ProYid.es tGchmcal cssxstanco to the Ln I of €+U u ttu !
AXHITECTILL'!, :J3SIGN SBIWICS (S.?.A.)
A B s , —iHnt ~f view, all buillngs to bo constructed in tho
I — Eesigns and details, from tho archxtectural poxno ca
University City;
Il — Carries out studios of zoning and fundamental landscape aspects
Il _ Designs interior docoration and furnitures -or tho buil Ang
IV — Desicns and specifics thc architcctural detailing of tho constructionsj
A (Vnwinrs as weH as providos respetivo ozalid copies
V — Prepares drafts, tbsigns and presentatxon cj—awxngs

VI — Maintains filos of drawings cxocutcd

33GCUTICN AND SUIEINVISICN SERVICE (S.S.F.)

t
I — Supcrvisesin

T

the technicalpari,

in S.a*A*

nn of constructions coramittod to contractors;

the executxon oXx cuxid

, ,h as— ixovisional net—works of olectricity, water, telephone
— Executes the general warks neoefour/, f . 1 of access to the constructions, soil prospecting,
as weil as construction mu rcaantcsi +, warehouse, workshops, garages, depositories, houses
construetion of pavilxorfe for armiu—> .J. and ;rcparation of seecUing for tree—plaating
and shelters for laborers, fomation of botanxc

and gardening;

IH - ExeCUteS the work of gardening and tree-p|anting of the Universi )/ 7,

IV —Maintains,

In tho MatorialU.fository, tho mterial!* of construction acc”oo by tn> tobc iu~hod

to the contractors and utilize ’ by S«L«*F*J

\Y/

f nomTiTl of construction (iron, conent, wood brxcks etc.)
“ Prepares requisition for acquxsxtxon ofm

f th ~inistration Service (s.A.);

and forwards them to the Materials Sector oi tne «miru.






I * — .jirdcts} vjhon thc w ork volume Joes not requiro tho dosifjnation of an assicnoo. Chicf, the
Encineerins Desicn Services (S.P.C.);

V — Providos tichnical assistance to tho Chiof of 2TUB and substitutos for him.

ACOHITAGTILLX "JSSIGN’SS1AVIC3  (S.P.A-)
F — 3osicns and details, from tho architectural point 0| w‘éW aI| buildings to bo constriictod in tho
Univorsity City;
H — Carrios out studies cf zonine an'l fundamental lant—sc™o c.spocto$
11l — Dcsigns interior cbcoration and furnitures fer thc buil —ngsj
IT — Dosi™ns and specifies tho architoctural dotailing of th® constru ’ 1
N —mrTQ nS T7cH

i - - . Ti*oanc'os rCS"GCtj—VO QZ iH—e COE)ILCSZ
V — Prepares clrafts, cbsiens and prcsontatxon tx&nnc *

— Maintains filos of drawinGS executed in S.aj*u

2X2CUTIOIT IND SURSIEVISICN SEiiVICB (S.3.F.)

n nf cons ruetlons committed to contractors;
E — Supcrvisos,, in tho technical part, {\ﬁc executlon X

ol con

tt An-h |—rOV|S|onaI not—works of oloctricity, wator, telephone
Executas tho general warks noceroary, o c' to thc constructions, soil prospcctmg,
as wgll as construction aaa majjitonance of T hruse workshops, garages, depositories, housos
construction of pavilior* for admonistratio” ircparation of seoduUng for tree—plaating
and sholtcrs for laborers, foraation of botame gar®ns Ul * 1
and gardening;

m-H — Executes tho work of gardening ... treu—planting of the Univorsity ' vy,
> . . . . - matprials of construction acquired by GITUB to bo fumishod
klamtams in thc Materials Jepos-%or(f/, the ma Erlals ux 4 y
to the contractors and utilizod by S.E.F»;

n

material of construction (iron, coment, wood, bricks, ctc.)
— Prepares requisita,on for ach|S|t|on of mat— Administration Service (3.A.);

and forwards them to the Materials Sector o






VI — Certifies invoices relative to materiais received;
VIl — Registers, keeps and distributes materiais acauired for use in the site of constructionsj

VIII — Maintains control of gquantities of material distributed;

IX — Maintains an auxiliary accounting sector for the control ax the quantities of material of construction
furnished to the contractors and utilized by the S.E*F«

X — Presents to the Accounting Sector of S.A. a report of the quantities of material of construction both
utilized by S.S.F. and furnished to the contractors for purposes of reimbursement.

Xl — Maintains a Technical Assistance Sector destined to repair maintenance of buildings already being
utilized, as well as to provide medna nxcal, cieanxng, lubriiication and maintenance Services for

the machinery and vehicles of ETUBj #
XIl — Takes care of the protection and guard of machinery and vehicles Delonging to ETUB.

Ihe Sector of Orientation and Finishing, under the administrativo cont.ol ax S.P.A», gives guidance to
the S.E.F. vith respect to the finishing of constructions.

The Sector of Modcls, under the administrative control of S.E.F. and technical guidance oi S.P.—tUj
executes models of the buildings of the University City*

The Experimental Laboratory, vorking directly with S«E.F., carri®s out soil prospecting survejs and
craclc test of yo—inforced concrete structures.

gNOINEEaiMG DSSIGN SERVICE (&.P.C.)

1 — Prepares estimates of cost and specifications of architectural projects and of installation and
oguipments;

* Tho functions of this Soctor vdll bo'transferrod to tho futuro "Prefeitura” of tho Uni“rsity City afto
tho total complction of its construction and installation.






Plans and dotails general installations anu equipmont.

Lans and calculates, Consulting vdth crecited calculators whcncvGr necessary, etructurcs of
mstructions, and accomvanies tho sxocutioa of projects to certify whetner the specifications

id norris are being observei;
iasures tho struetures exccutod for purposos of payrcont of invoices;

Lans, along ijith tho regalar installations, special installations and equiprients (air cpndLcioning,
iecra , power, etc.) v/hich aro necessary to the specialized servicos (hospitais, laboratories, etc.)

—MNISTII/ITIOIT SiiiVICS —S.A.

I — Providos, throuch its Sectors, sorviees Of conoral actainistration whioh aro noccssary to tho
execution of work in JI1.T.U.B.;

1 — Carrios out routino vark pertainins to tho Suporvisory Connission for Uannins and Zxocution of tho
Univorcity City of tho Unlvcersity of Erazil (C.S.P.d.) in prepanne n x I » of tho mcotines and

Ptcsolutions to be signed by the Prosident of
— Exccutcs public bids and procurcmont rolativo to provision of sorvioos and acquisition of natorials;

IV — Examines, toCothor with tho contractors, invoioos prosontod by contraotors and forwards them to tho

C.S.P.E. for approval,
v — Authorizoi paymont of bilis and invoioos for account of advancenonts (aliantaaonto»), aftor thoir
approval by C.S.PJi.;

~ Issu.es purchasing orders through price quotation*

‘ttl — Through the Custodiai Staff:
A) providos Information to tho public accompanyinc intorostod persons to rcspoctivo soctors;

rovidos cleanliness and mai"j— 2" t.r ancé d exits of offices and supervises the closin
83 rovidos con%muous pro ec&oh ol entr—nc:cEB and & P 9

—of ETUB offices.






D) providos for maintenanco of ixorkinc conditions of clcctrical, hydraulic, Sas and tolophono
installations;

2) providos mossoncor SsSOrvicos;

PN perforras othor sservikcos} xn coMmSoHsSH Vil 1tS actxXVXtl0s, aSSivCl— bt tho Chiof of

au — Through tho Cornnunication Soctor:

liocoivos, roiastors, distributes, nmbcrs, a# 8?66"5)'& official Raxgrs and corrospondonc” relativo
to tho activitios of d.T.U.B.

IX 1 Throu™h the Administrativo Uoutino Soctor;

) e, , frr» the execution of servigos 1) expediting rogaisition
A) orcanizos public bxas at proc = -— draft of contract and 3) accon;anying tho
for oponing and subsequent notxce, propar—u®

procoss in ali its phases;
B) providos for tho fuLng of papors and corrosponcbnce, incxuding:
1) tochnical papers (projects of soil prospectin,, landscape, structuros, masonry, liCht,

powor nater supply notwork, etc»)
., Nimf¥3 soocifications, ostimatos of cost} proposals,

25 official papers (orf.an>'<zc. A JiOtivcs). Orclors, and noticos roceived and
gustgjcaofions_for a?tion . minutes, reports, corrospondonce with contractors,
xpedited, notices of public bxc.s, nxnuc—s,

etc.). B ) o ) o
C) providos for thc publication of mattors 1;8% |v8 to activitios of ’2TUB in tho official orcen

(Diario Oficial);
D) executes, in general, typing and miraeo™raphic wcrk

Throurh the &accountinn Soctor;
A) Mointaina tho d ** of ~ B . throuGh tho Chiof of S .;,, oonoon” total monoy
rocoivod and oxpent and how it is oXj.cn ;






3) Accounts for funds relativo to the Social Fund for the Construction of the University City,
allocated to and controlled by the Council cf the itectorship of the University of Brasil,
and nakes respectivo entry in the account of debits of construction;

C) examines the balance existing in the contracts of servicos and vorifies the estimate of
cost at a unit—price ratio;

J) accounts for payments and rcintursemonts in the account curront oj. contractors;

receives, throu;;h an auxiliary disbursing umt (createc and approvc. by the C.S.i—.d.)
advrxicemonts (adiantamentos) to cover pctit—cash expendituros, and receives supplementory
funds for payment of pcrsonnol in dTUB,;

F) malsos payments, through authorization and purchasing orders sirmed by the Chiei of S»v.
and settlos accounts of contracts and roimbursemonts relative to material of construction

furnished to the contractors;

G) presents monthly trial—-balanco wi—th statement of accounts of contracts anc. reimbursements
relative to materiais of construction fumisheu to the contractors;

H) presents, monthly, a demonstration table of the utilisation of funds of uTLB;

1) prosents annuai balance including all elements accountew lor: estimate of cost proposals,
contracts, general expenditures and porsonnol expenditures,

@1

~ Through the Personnel Sector:

A) handles all matters related to personnel working in %TUB;

B) promotes the rec5*uitment of tOchnnica1 —administrativo personnel to work in STUB,
collaborating with the services in the selection of employees, a—ter a three—month

probational period;
C) collaborates with the Services in the admission of technical specializeu personnel;

3) requests health and physical capacity examination as well as certificates of good conduct
_of candidates to jobs in 3TUB;

2) Controls the attondanco of employees workin® in y*TUB;






F)
G)

H)

D
J)

Throuch
A)
B)
®)

D)
E)
F)
G)

H)

D)

sonda to aconcios, from which omplojoos aro datailed to ETUB, time and attendance reports
01 theso employoes;

maintains currently employement history rccord of liTuB employoes coataininc Information
roouircd by lawj

rocords cuscounts (loans, deduetions for incomc tax, retirement etc.) anu verify then—

maintains up—to—date personnel records of MUB®

preparos actions relativo to employoes workinL, in SIUB"providinc for their publication in
DiiSP Personnel Eulletin and in the official orr;an “lar”™o Uicial) whon applxca’le.

the Materials Soctor:

effects purchase of materiais of construction, by request of S.2.F., and of stationary
material for use in 3TUB central offico;

carries out prico quotatien for poretases of less than CrS 200.C0OJ.OD (teo.hunflrae. thousand
cruzeiros) and preparos nispoctive purchosxne or—cr for approval by tho Jncf o. S.—v,;

sclidte from the Administrativo Uoutino Soctor tho openin¢g of public bidsor precurement,

in accordanee nith tho value of tho purchase, for a acquisition of matenals ox constrnctLons
cortifios invoiccs relativo to material receivc'—j

resistors, koops and distributos tho material acquirod for use in 2TUB central Office;
maintains control of tho quantities of naterial distnbuted in <iilB central ofuce;

presente to tho Shiof of S A, havin;; in view tho erders of ether units ef 3TBB, the ostteate
of current use material that must be acg=ii.e\j

maintains control, throu™h tte Materials Uepositery of SJS.P., ef stoeks of materiais ef
construction acquired and distributedj

makes and keeps up—to—date the inventory of material of ~TUB.






3.
A*

9.
10.

11.
fl2.

N AME

L.B« BRITO

J.B. BIAIIDAC

C*3, STiiGSESL
t « -kip #

J.B. BIDUIT
J.F. SiilPuu

H. ODtiYSit

J.A. COIMBI(%M
Z, auil
J.K. MOIEEtA

D, KSLOj JTU
p.?. jE Su

113 H.iu 1UBSmMO

TGCHNICAL GFFICS OF TH3 UHIV&ISITI CF BIlAZIL — S.T.U.B,

TITIE & GIHAIE

Allm Tochnician

Class/11

uiii.p.neer, 1i/27

3ncinoor,
2ncincor, 1i/33

3ncinoor, A/31

Zn”inoer, Class/fl

Afim Ufficer,
Class/M

Accountant

Atfa. —'issistant

Architcct

/irchitoct
jurchitcct
Ltraftsinan

CH3SF 1EitSONNSL

OlIGAHIIZJTION

X).A.S.1

S.T.U.B,
3.A.S.r,

.7,

Ministry of Sclucation

& Culturc

Ministry of Transp.

& Public Uorks

S.T.U.B.
S.T.U.B.
S.T.U.B.

1i.T.U.B.
S.T.U.B.
S.T.U.B.

WOIIT IBLiIFCa2vB) IN S.T.U.B.

Chicf of S.T.U.B.

Coordinator

Chiof,

Chiof,
Chiof,
Chicf,
Chiof,

Chiof,

Chiof,
Chiof,
Chicf,

Chicf,
Chicf,
Chiof,

Sn”™nccrinc Jjosicn Sorvico
(S.P.C.)

Sloctrical Sncinoorini/S.P.C.
1'ochanical Sr~inoorinc/S.P.C.
Structural Work / S.i.C.

Sstiiaatos of Ccst a Spocific.
/S.P.C.

Administration Sorvico (S.A.)

Accountinc / S.A.
AcIn. lioutinc Work /S .A.

Architocturcl Dosi”™*n Scrvico
(S.P. )

Architcctural uotoils /S(P.A.
Prosontation Jrawrilncs /S.P.A.
Uzalid Copies / S.P.A*






14.
157
16.

[17.

18.
19.
20.

21.
22.
23.

L.R. IE ALMS3IDA
A, IE S. 1iUXO
HJ?0 HJIELA

H.B. PACHE J3
FAIA

H.G, THEITIElu
C.C. POLAIB
L. EPZSVBSIIG

C.M, B/iPTISTA

A, IE A. GIffiS

J.B. ILIZSNIE
%

1H S.T.U.B,

Chiof, L—raidnrs File /S.r.A.

Chieiy ftraftinc_/S.P.A.

Chief, Uxocution & Suporvisicn Service
10 ele

Ministry of Financc JChiei, Cens truetion /3.3.F.

Chici, General Services /S.U.F.

Chief, Landscape & Treeplcaitiric/S.2»?.
Chief, Technical Assistonce/é?ﬁgfdcg
Chief, Materials Dupository /S.E.F.
Warehouseman Chiei, Models Soetor /S*M.F. —S.r.A«
Architect S.T.U.tf.

University of Brazil Chief, Experimental Laboratory
Intern Student






PGSITIONS

1. Admv Jlssistant

2. Adn Aldg

3. Adm. Officer

4. Gitlm Tcchnician
5. Architcct

6.  SninoGr

7. Electrotcchnician
8. Eraftsman

9 Intorn Studcnt
1o,

Spocialist in models - - -

11. Survcycr
12. fiaturalist
13.  Accountant

14. Warchousoman
15. Janito e

16.  \Jatchmen
17.  Chauffcur
18.  Mossenhor

19.* scrvant

Total

TECHNICAL CFFICE CF THE UNIVSUSITY CF BiiAZIL —E.T.U.B.

3T/FFING
= o Orient.
OffiCG .
of Coord. S.A. KRiL SJ.F.5PC & Modals | .1
ohicf Finish. .
1 7 - 4 - - - -
1 6 - 8 - - i -
- — 1 - - — - — -
1 — - — — — - — —
m _ H 3 - 2 1 -
m 1 - - 3 7 — — -
—_ _ — — — 1 —_ J— —
m — - 22 1 12 1 1 -
_ _ _ — 3 — 1
— — — ‘e 1 (]
_ _ _ _ 2 13 -;. 173 _
- —_ — 1 — &
— 2 — - — —
mm - - 2 - - - -
_ 1 _ _ _ oy l. I
° _ _ _ 1 _ _ _ _
— - - 13 - — —
— 1 — - - - - -
- - 6 2 - 1 — 2 1

_13g —

TOTAIS

12
16

20
11

w
~

P P NNPR NP D

|_\
= W

=
N
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C—c’oral Functions of

P -HTING SERVICE, DASP

=

i

v

~3

CoUatos, puts in ordor, classifios, mathtalfs GAd BRUGHss: documentary, toxts, statistical

and othor doscriptive data of D;SP activitics; n
ni motor General, infornation and ncws to nAgencia

i n it thor rel n * to th neral pr
Klea'cﬁ%%a?»d(gorazﬂggnwlln ormatagﬁ servu;oJ as, 8tn8r rS-SI od age cies” and to the general press;

*. .
Coilates data nccossary to tho proparatlcm ol %F@ ’\ﬂri]H%'_ Roport of tho Diroctor Goncral of D*£P:

LtLssominatos materiais and stnch.cs rel’%%i\/o to varxgng 3$D8(>:<t$
for translation and pubucation of foroign »jri irg—y

Acqudros, registors, classifios, consei—\vos aﬁa OXCII% Hltln,gS of intorost to the public

serwgo,

of adninistration, and providos

I n«B T),nPtin and Personnel Bullotin of DASP, in which,

®dits tho "Revista do Servico Publico , DMP r&roctor General and of the Dlroctors as
as the official organ, are publishec. the acjs - managerent of DISP personnolj and
vjoll as of the Chicf of Pcrsonnel Section re™ x

Plans and coordlnates the execution of administrativo statistical surveys .

rHEVISTA DO SERVICO PUBLICO" (S*D.—1)

Disseminates doctrinal, ~nfornational, criticali, av @V othor material that contributos to

groater cilffusion cE kncw ledge of public ac

LIBRARY (S.D.—2)

conserves, and exchanges national and foreign

-
X — Acquircs, registers, classifios, catalogs, ¥e8ps cons.rv

"writings cf interost to tho public Service;






Il — Organizas aand maiiitains map, rocord and film collccta.ons;

Il — Organizes and naintains nicrofilra file and servicos; . q
IV — Pronotos, through thc reforence and loan sorvices, tho groater utilization of library facil'tus’ an

V — Haintains a book londLng office within thc Cotrses of .Jministration (G.A.), to attcnd to th
spocific necds of thab organization.

PRBITING SBCTEON (S.D.-3)

N L .
-Ir — Collates, classifies and naintains documents -F%t_)'a\ﬁv 1{% %’.%P which are nocessar}/ to tho StUd¥ and
orientation of problens of general administrationj

T i nf cmneral logislation and cbcisions aoprovod by
Il — Organizes and keeps up—to—date rcferencc ¢ a r -
thc Presidait of thc Rcpublic and the Diroctcr oner® —J 3
Ttt . e ? +« mwlific  in National GOngross, of legislativo proposals
— Organizes and naintains rocoros of tnc nevonon ,
of interost to thc diverso sectors of i i .
'II'*, * ,hnnni ranort of Hirector General of DijSP* and

— Collatcs data necossary to prcparation ax annu”

§ — Prepares materiais to be published.

HJ'BLIG;iTION S3CTION (S.D.—4)

t . . . vI—H4.mtinns of Printing Service (S.D.) except thc "Revista
I - Prints or providos for the printing o?pu’bxma lons J (5.0.) P

do S i OblicoO: "
o ervico publico

N ¢
~l — Reviows materiais to be pnntcc: bj th—
Li _ frgparos and edi-ts thc Personnol and D»>P bull-"ins,

v Eits tho Daily Bulletin of the Information Group (T.0.R.)

spction and rcspoctivc typographic proofsj

AM—=IINISr.uviIVE STATISTTCS GEGTION (S.D.-5)

t i i . .« . j* aitl interpretation of administrativo statisties,
1 — Hakes the coliection, computation, oritxcism ~— ~ — ~

relativo to activitios of D/SP and ottor publa.0 sor/ico agDnoios,






Il — Prepares porioclical bulletins of administrativo statisties in addition to othsr works of social

analysis in public administration.

SECTIQN (S.D.-6)
I — Maintains and Controls publication to bo distribute’l > uhe Printing Service (S.j.)*
Il — Maintains publioations to be scld by tho A—tainistrativa Group (T.A.), of tho iiinting Servico (S.u.)
in — Prepares and organizas rnailing lists of agencies «d persens interostod in pnblications; and

IV — Mails publications as uell as distributos thom internally»






1:

10.

NAMS3
M.C.B. IE MSLLO
D.H. FPUAGOZ0

ii—P. LOS SANTOS

W. iff A. LOUSOUIA
I. GUIMARAES

F.ii» iacs
Lxi» AGIIA

S. MOSGHKOUGH

J.D.A. I\/UIAI'IDA#
I.M. LE Q. TEDGIiU

PitINTDJG SiiiiVIGI5 3.J.

OFFICIS CF

TITL3 S ALUE

Writcr, P./29
(M.J.N.1.)

AcIn. Off. Class/I
(M.F.)

Servant, il/17

Clcrk Typist, 11/21
u/20

Servant,
Photographcr, d/26
Tech. Adv., (/28

Operator, il/21

Adm. Assist, 11/26

3ditar, 1i/25

iIJLGICTOii

Lo paifFOIIVED  SALAAY Gi$ ALLOINLINGS 1

Dircctar
a5
Socretary

Messcngcr

lodi. Assistant
Photography ALUO

photography
iioportor
ileporter

ifcporter
Typing & 3diting

23,000.00 3F
9,100.00 'G
3,800.00

6,500.00 FG
6,000.00 Sk

10,000.00
13,000.00
6,500.00

10,000.00
9,100.00

250.00

3,000700

4 4000.00
500.00

— 143 -
i
STARJS

Supor rruraorary

Permanent

Sapcmuxncrary

w/status
Supernumcrary

Supcrnumerary
w/status

SupemuTiGrary
v/status

Supemuirorary

Supernumerary

SUpemumerary
J

Supernumeraryj

DiiSP — January, 1959






—HilNUNG S3RVIG3 —S.D.
OFFICE OF DLUCTO.T

IESCiflITION GF HJTES

el 1* Oirocts, supervises an< coordinates tho w. 'IV—r*' (WJ@??.I& 5EC ai?fiﬁrbr\]]g'@g Sorvice.
1 Employoo of Ministry of Justica and Interior Business v

tho work of tio Diroctor vfiich.

to

Serves as Socrotnry to tho Diroctor an3

On loavo for hcalth treatrcent. A

Gives tochnical assistance to tho Diroctor of irinting S—moe

lo

Helps in photographical work.

Porforins the photographical work of DZ*SP.
8. * 9. Maintain contaot with nswspapcrs and infomrtion agendas.

Noo ok

10. Perfomcs typing work and roviows pross relcases.

DiiSP — January, 1959






N

Printing Servico, +H-

_145 —

A-MINISTHIATIONIL GIOUP (T.iu)

Vi

Al
inmr—,

VIU

><

~

- ri+l otis (SA 1), and Materials gS.A.—B) Sections of the
Coordinates its operatxons wxuh the vomuxc—tx— n”™ Service JL);

Administration Efervico (S.A.), ia perf0|mns tho »rk of rmtan* S—raco
Providos for roouisition anel repair of raatorial in uso in S. '.;

gl:‘vl’oe in accordance with instruetions givcn by the

*
Controls the movement of papers vjxthxn tho

Liirector of S.D.;
ot nn+ which should be dono by the jjuplxcatxng Sectxon (S.iu—5)
Carries out duplicating Service, exéept that wnxcn miuiu.

of the Administration Service (S."«);
Keeps books of funds of spccific activities of the uservi

Obligates funds;

Keeps books of expenditures nade j
L1 OLh cpnis them to the Budget Sectxon (S..A*—
Frepares documents for settlement of accoui —

n“w~nit axclretail sales, remxtting, to the
Controls sutsoriptions of tho Avista do Sorvaco ﬂ\/lblaoo an— rotal

National Treasury, funds collected;

, h-nnk Orders in payment for subscrxptxons of thc “i“evxsta
fieceives checks, postal money orcers, an -

do Servico Publicoll; and

of tho Printing Service (S.1j.) through sotxcxitxng bxds anu prxce
Acquires material for exclusxve use o tho

quotations. .

INFQEMTION GiiOUr (T.0JiJ

1
1

" —Informs the public concerning JiiS?;

v -

V ]

ot orroncies. for solutxon, xn DUSF, oi rqggérg Ena{
Attends to claims, formulated by the publxc or agoncx.o,

interest them; resrxicting, exclusivcly, services provided by ULSPj
ileceives complaints, suggestxons an —C « 1 f th pinting Service (S.L.), weekly, a resume
Submits to the Director—General through the”Director oi

of complaints, claims and suggestions roccxve—,

depores the Daily Bullctin of the Infonnatxon Group (T.O.it.;






S.D._ ATMINISTRATTOI? GROUP — T.A.

: 3ALARY ¢4 aliOnailsF) STAIUS
N4MS TITIE & GRATE WCRK HSHFOHMBD
: 10,000.00 FG 1,230.00 Supernumerary
1. O.M. PINO Adm Aida, R/26 Person in charge SE 750.00
Substitute for 7,000.00 Supernumer ary
2. A.F. DE ALMEIM Dperator, R/22 Chi
ief
: 7,000.00 Provisional
3. D.S. BORROVEU Clerk, Ciass/F Typing

eescription of duties

1. Supervises the vork of the group. mtaorit)tlo,s for the Public Servioe Magazine (R.S.P.)
2. In charge of correspondence pertaining o
PerxorrfiS typing work.

, ,*,ancenents (adiantanentos). Histributes consumable
3. Is responsiWe for the pi—spie—a™oa o work.

material to the Sections of S.D— rera—-un






NAME TITLG & GRADE WORK iSxiFaiMsD SALARY C$ HillQM G STATUS

i. d.r.n. dasilva Oporatar, R/22 Person in chargo 7,000.00 FG 1,200.00 Supernumerary

2. C.iUM. RAMOS Air.. Airloj R/26 T.0.R. Eulletin 10,000.00 - T

3. E.R. BiiA\DAD Clork, Class/G Information 7,500.00 sk 500.00  Pormancnt

4, F,W, V3IGA Typist, Class/F T.0.R» Bulletin 7,000.00 A 1,750.00 Permanent

5. L.A.B. US CARVALHO Typist, Class/D T.0.R. Bulletin 6,000.00 - Permanent

6. M.R, FuRRCIRA Clerk Typist, R/21  Typing & Filos 6,500.00 - E>upermumerary
Z.P. DOS SANTOS Clork Typist, R/21 Publicity filos 6, 500.00 SF 250.00 n

S— H. DA'S. BRITO Messencor, R/19 Messcnger and 5,200.00 Sk 750.00 »

Clerical

D/SP — January, 1959
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S.D. — INFOIMAXIOII GROUP — T.O.R.

DESCRIPTION OF DUTIES

Exercises general control over the work of ohe Group.

. & 5. Help in tha preparation of T.0.R. Bulletin. Prepare summaiy of matters referring to WSP.,

published in morning and evening newspapers.
Organizes DaSP social files (birthdays and anniversaries).

Erovides Information to oroeesses.
Prepares sumaries of matters of

la responsible for the preparation of T.0.R. Bulletin.
interest to DA3P published in morning and evening newspaper

Performs typing work. Organizes photographic collections.
correspondence pertaining to T.0.R. Control outgoing newspapers.

Maintains filos of newspaper elippings (provided by »lax Journal” and T.O.R. Bulletin).
Controls inoonui* and outgoing newspapers. Purohases

Files cards, processes and
Provides genera. Information,

Buya newspapers for T.0.R. files.
consumable material for use by the Group.

%

DASP — January3 1959






3*

NAME

E.L. NalLUzZ

L.M. FUJSUSUI/IS

H, 1a B. 3

SOUZA

J.L.M.N. DA SILVA
VAUA. IE BilTO

l.c.b. ie

I.H. NUNES

los Iaos

TITIE & EIAIE

Adm. Assist, R/28
Adm. Assist, 1i/23

mwdn Assist, ii./27
Adm. Assist, il1/27
Clerk Typist, 2/20
Typist, Class/D
Artisan, It/20

WaIlK riJFOiWzZD

Jircctor of

A.S.P.

Substituto for
the ~iroctor

payroll
Editing
Typing
Typing
Editing

SALAtY @ ALLOMINCE C4 STAFU3

13,000.00 FG  6,000.00 Supornumerary

13.003.00 aupcrmuirerary
11.500.00 Uuparnumarary
11,500.00 SF 750.00 &upcmumorary
6,000*00 aupomunerary
6,000.00 Provisional
6,000*00 Supemumorary

DUSP — January, 1959






©

PUBLIC SERVICE MUGAZITE —S.D.—I — 150 —

mscaipncN of duties

Orients and supervises general work and public relations (selection, organization, editing
and review of"articlss to ba published in the Public Service Magazine (R.S.P.)

Substitutes for the Chief. Prepares the Pudlic Service ilagazin® (R.S.P.)

Prepares payroll. Prepares sumaries and clippings of matters published in the Official Organ
(Diario Oficial).

Reviews and selects originais presentod for publication in the Public Service Magazine (R.S.P.)
In chargu of typing work and quotation of magazine«s articles to be reprinted in Public Service
Magazine (R.S.P.)

Perioms typing wrork and helps m cdi ' siicacion N public Service Magazine (R.S.P.)
Helps in the editing of materiais presented for publxea.

D/SP — January, 1959






A.M. FUIITAIO

F.M. 45 AH-EIDA
M.aS L.P. /ulidio
G.DJJ3 CAIVALKO

M. VIDO

A. ORTEGA

E.C. DA SILVA
M.L.O.dc O.e SILVA

C.M.P. CAVALCJTS

10+ IcG"i. UA%SILVA

N

12.

D.p. 10 SOUZA

P. SOAS3S

IHITIE it SUAS

Assist. Litrarian
Class/G

Gleric Typist, d/20
Assist Libr,Class/G
iissist Libr.Ciass/H
Library Aida, il/l24—
Clork Typist, It/21
Assist Libr.Class/G

Librarian, Class/K
Assist. Libr.Ciass/F
Library Ai—da,ii/23
Acia—Assist, 1i/28

Janitor, A/22

WGK K.IFO.TGp  S/LATY 0%

Chiof 7,530.00
Acquisition 6,J00.00
Acquisition 6,500. 00
Cataloguing 8,300.00
Cataloguing 8,300.00

Catalog.e ClassOL  0,500.00
Catalog.e Classif.  /,930.00

Catalog. e ClassiE. 11, 500.00
Subst.far Chief

Catalog. and 7,000.00
iceferunco

Catalog. and. 7,500.00
ifeference

Library Bullctin 13, 000.00

and Translation

7,000.00

Book repair

L LOM/MCS Q$

FG A,003.00
SF 250.00

2

STiluS
Permanent
Supemtimerarj
Permanent
Pomanont
Supermuiiierarj
Supornimcrary

Permanent

Permanent
Permancnt
iupernumerary

Supomumcrary

SF 1,750.00 Supernumerarj






Is.
14.
15.
16.
17.
1S.
19.

I1AME

TITLj & gaae

L.JCG S. oMiuTeo Clerk Typist, 11/20

M, THIIMSTSN
N.11.D. BARBOSA
V. iyiSQui

Library Zd.dc, 1i/20
Clcrk Typist, il/23
Assist.Libr.Class/IS

C.A. IS P. CHAVES Librarian,Class/Il
A.L. ALBUQUSAQLG Library Ai.de, df21

M.S.?. BAI?TISTA

Litrarian, Class/J

WOAK i FOIMSD

Loan Service
Loan Service
Loan Service
Loan Service

Binaing work

SALARY Q# 1JLLOMINGIT G°

6,3..0. jO
6,000.00
7.500.00
6,50 3.0)
9.100.00 =

Aeference Service ©6.500.00
iteference Service 1i,00J.03

Supermumerarji
Supernumerary
Supemuraerarj

STATUS

~Arovisional

Permanent

Supernumerary

Permanent

— -

P






~N o

12.

LIBRAIY — S.D.-2

DESCiilPriffi OF DUTIES

Directs and administers the Library of the Printing Ucrvic—"

Makes recording and discarding of books. Helps in loan —ervi

s + raccrding of books and periodicals.
Makes acquisition, purchase, selectxon an

In charge of cataloguing Of the Official Org~n (Diario O¢ ' )

- - - A N-5_ cais. Makes loans of books and inscnption
In charge of cataloguing and classification of perlodlcalls. P

of readers.

Providos ior tho binding and propor itio gonoral cataloguing and classification of
R—ovidcs roioronco scrvicos. Holps in loan sorvLco, g.n—

books.

Substitutos ior tho Ohioi. n n Mtaloeling of
Carries out bibliographic research,

booklots» Saridoo Hagazin!, (H<S.P>) Helps in roforence
Prepares the analytical catalogue

Werk* . fc wazine's articlos). Prepares theJournal nA
Prepares tho Bulletin of the Library ( " rimcntation literature for publication in the
Biblioteca". Translates Librariansh™P f g™ g”ble material.

referred journal. Exercises contr _ ™ books> r”places the Official Organ (Diario
—Carries out desinfection, cleaning and rmard of books.

oficial) ON the shelves. IS responsxblo for tnc L







CortinuacgSo,

_tL% 8 16. Collact finas and provi!:la fotrono”at”™m rogistoring a

17.
18.

In

In charco of reglstoring of raadors, loan and rcsorvation of books. Gives infomation and
guidancc to reaSrs. Colloots finos (ior books rotainod) and makos ronowal of loana by

tulephone.
The same as above and also, dakly Sidlipble® Qf books borrowed or consultuo*. Gdniinistors the =

roading roora.

of ~oan and reservation of _books. OFient the
readors

placement of books, pamphlets and perxodxcaxs on mic. « "rWe,
and monthly statistics. Giva guidance and xnforma xo

Providos for the general bindLng work (books, magaa—ncs, etc.)

Attends to readers. Prepares bibliographies and statistics of referenco.

i , , ,K1 i-ihrarv facilities. Gcmpilos bibliographies. Organizesl
GAA guidancc to the rcadors how N ibits UfF ~  books and suggcsts tho acquisition of
Tixn j.or canmcmoratxons. Oiy d gonoral monthly summary of the Library. Provides
others. Prepares statistics of MainUdns inter—ligraxy loans. Col-
imgormation an';| research vxth rc — . f matOrial to be published in the journal "A Bi-
aborates In the preparatxon and. transiatxon a «o0

blioteca0.
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W. e g. haas Adx Off., Class/J _ Chi?f ) 1322828 FG 4,003.00 :EZ::
L.3. 14 CAVALHO Adm Off., Class/I  Legislative :g;‘gr ,100.

L.T. BiSTOS Clerk Typist, U/21 Legislative éﬁggr 6,500.00 Supernumerary
Adi. LOIES Clerk Typist, A/21 Legislative ‘ia%ecfeer 6,500.00 SF 500.00 Supermuraerary

IFISCxiirTION OF DUTI3S

Supurvises the work cf the Section.
. . A ESViUn 0 ConcTGSSo) (Sections | and I1) and rccords on
Sxamines the Congressional Organ (Diario do oongres

cards the status of projects in transit m n u-e
i . .~ ~ .M Aniwn do Congresso). Types cards of Legislative
Filos odd numbers of Congressional Organ_(

roforence and Administrative legal decisicns.

i o — i tho Official Journal (Diario Oficial) and bnofs, on
On leave for privato business. Eixaminos
cards, doctrinary and legislativo matters.






NAM3

1. E. 13 OLTV3I1U

*2, M. 0. DO V. FIGIT/iS
3, C.A. =8 GUSMAD
F,T. CONFOIff

A.J. BH311ING
F. DAS. F3.tNiiNi3S
L.G. P3itSliva

8. F.A. SUTUIININO

9. J.c. DOS ?iAl—lTCS

TITI3 & GiuyE

Editor, A/25

Clork, CiassA
Tynist, Class/3
Draftsman, it/27

3ciitor, il/25
Editor, it/22
Operator, ii/21

Operator, il/21

Operator, 1i/21

mOX PENFOIIVED

Chiuf

Filing and Typing

Typing work

Sali.illY C$

9,100.00 FG

Sk
7,330.33
6,500.00

Substituto for the 11,500.)0 SF

Chéef
Ecuting
Editing

Duplicating
Operation

Duplicating
Operation

Suplicating
Opcration

9,100.00 SF
7,000,0D
6,53).00 SF

6,500.30 SF

6,533.>8 SF

ALLCWVNCE Q&

503.30

status

4,000*00 iupernumerary

Pcmanent

Pormanent

533.33 yaycrnunerary

750.00

x,0j3.jO
250.03

750.30

~fistatus
i

n

1






—T
NAMS

i.ii.p.b. hmceeud

A. SAITI3L

J.P. itQuUIlGUES

W.S. WOLTEPt

C.G. PINTO

TITLE & GILUI

Adm. .lissist, 11/28
Adm. Assist, —i/27
Time—Keepor, /26

Adm. Off. Class/J

Clcrk Typist, li/21

\QOiK 1-3—<FOiMg
Chiof

Substituto for

the Chief
Statistical
tablos
Colloction of
data
Colloction of
data

SALAIl G$ &L CWABES

13,000.00 FG A,3ii0<,00

SF
11,500.00 sF

10, 000.00
13,00J.00 Ad

6,503.00 SF

500.00
533,:0

1,503.00

3TATUS

Supor numorary

Supornunerary

Supernumerary

Permanent

250a3J Supcrnumerary
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AIMINISTIUJIVE STTIiTISTICS SECTION — S.D.-5 - 159 _

DESC.ilFHON OF EUTIES

Orients and suporviscs the technical dovelopinent of collection, curputation, arel intorprotationj
of administrativo statistical data. *

In chargo of tho preparation of: a) analytical stuclies of resulte3 b) special studios or
monographs of statistical and social analysis of administrativo natiors. Provides information

to processos of administrative statisties.

In chargo of a) manual computation of quostions and ansuers cuxijctem through special maps,
b) criticisin over answors givon, c¢) ccmpilation of graphic axc. statistical taDles.

Gathers and coordinates statistical data relating to activitios of toaoral Public Service.

Gathers and coordinatos statistical data roferring to D>P activitios, Occasionally™ performs
typirg work.
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NAME

C.L.P. URNIENTO
A. DA. S. DUNT/fi

0, DE M. HS2EWEE
B. RAVISSINI

A,A, R/MOS
A.O0. DA SILVA

J.A. COUUNHO

»

TITIE & GRAE

j,am Aide, 0/27
Clerk Typist, R/21

Clerk T~ist, R/20
Tine —Kce]>r, R/26

Aide, R/26
Clerk Typist, R/22

Artisan, R/19

Chief

Suts titute forthe

Chief
Ccrrespondence

Sxpeditf.cn of
publication

Packing
Distribution and
Mailing
Distribution and
Mailing

11,500.00 sF
6, 500.00

6,000.00 SF
10,000.00 SF

Ad.

10,000.00 SF
7,000.00 Sk

5,200.00 SF

500.00 Supemumerary
t
500.00 u
750.00 n
1,500.00
750.00 4
500.00 «
750.00
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MuEL S3CTION - 3.D.—6 - 161 -

USSOITIOIT GH DSTXAb

Supervisas thc w ark of the Section,

File

of

routine

requisition of postal stairips.

In charge of gaaornl correspondcnco. «to» tho expodition of publications «d fublic Semico
Magazinu (ii.sS.) to sutecrUoto, liSrarfo* and agoncios. liopares voucnors for «go—Iltlon.
Utilizes Graph—type and .Addrossograph services.

Hakcs the cxoe”ition of publications and Public Service Magazine U .S.*.% cirectly to: M a)

persons +istéd in thc Office of e JIV-TF of Fhldg Servicep and b) Uiinoussios anu WOt
Jurcial Officcs. Utilizos Graph—typo and iddressograph sorvicos.

Arrangos publications for distribution to the publio. Holps in tho pacKLnhg of publications
for expedition and attends to thc public.

. &7. In chargo of and distribution of publications through tho I>ost Officc. Gonoral
arrangement of the offices of the Pintxnc Service.
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Genaral Functions of

AH IHISTRAIIOU SERVICE, DASP

Provides Services of general adinfiniSifacion xckBSsary to the execution of work in DASP.

CO1MJINICAHONS SECHON (3.A.—1)

X fieceives, registers, distnbufe§, numbers, B tes and keeps official corrospondence and
papers relative to the activities of DASPj
T e .., ™ ..0i 33 eives gui.dance In presenting rsquests,

Attends_to public requests xor i a’Tresponsibility of the Information Group
suggestions and claims, exciucnng those wnich are

(T.O.fi.) of the Printing Service (S.D.);

11 . X=  +~ Tnoh nf Service perfonned in DASP: and
Issues certificates, except those relative to g

v Providos for the publLcation in %Fré Oficial BFB&Q (Diaryo Oficial) of materiais p-rtaining
to busimss of DASP.

IEHSONJEL SECTION (S.A.—2)

With respect to matters related to personnel —working in D S

*

* Vi

Evaluates questions relative to rights, p >
as wgll as disciplinary actions whxch may oe appiieci w
directs apd supervises the application of respe N .

. - . R vArw/™ _ modification or temmation of personnel
Gives opinions relative to establlshmeni?a > b
contracfcs;
— Gives opinions rolatiTC to filung of ocarcor "itio” and posit™* of supomos

personnel in DASP;

mvi lores duties and rcsponsibilities of emgloyees,
>t th A~ . conforming to the case






v

Vi

Vil
RN

Xl
X1

HII

XV

Prepares actions relative to employees working in DUSP, providing for their respectivo
publication in the nPersonnel Eullotinn;

Organizes and maintains, currently, data meessary to Processing oi promotions and salaiy
increases j

Maintains eurrmtly employment history rooords of MSP employees, oontainlng informticn
required by lau;

Records discounts and verifies then;

Scnds to agencies frcm which emplo”es are detailed ~o D*~P tine an® ~ —~pPoj. s of
these employees;

Organizes and maintains, currently, an aov—oonting o, personnc®. co&ts,

Brepares pay rolls, notices ox pay roll —nangé S Vv\\i%—ll ESY) ani/ other document relativo to

personnel paymentj
Prepares and maintains up—to—date the individual payroll car o o “mployo> s,

Furnistes the Budgct Section (S.A.—4) wlth data necessary to preparation of budget proposal

relative to personnel of D.'SP;
studics, oontinuously, in cellaboration with other components, tho necds of DiSP eoncerning

personnel;
Controls the attendance of employeos working in DjiSP, am®

Obligates costs to be charged to funds for personnel.

MATERIAIS SECTION (S.A.-3)

Prepares contracts relative to acquisition of mat™ri —,

I_J41 L E?@Hﬂﬂ@& frgm |gga| gﬂg gglminis gggivo standpoints, cuestions relatava te mate”al;

minis 1vo

e M —

HI — Mikes— payments to be charged to funds for mferiaflj






VvV —
VI —

Vil —

M -

X1 -
X —
XV

Organizes and submits, in duo tino, to the Diroctor of Jidmiinistration Service (S.u.) recjuisitions of
material to be acquired by the Federal Purchasing Departmentj

Certifies invoices relativo to acquision of material and. performance of servicos j

Rogisters, keeps and distributes material acquired;

Maintains control of the quantities of material distributedj

Organizes a chart of monthly movement of incaniing and out™oing material, deocribing co—~.ts origin,
destination, .andexisting invontory balancej

Presonts to the Director of ~rdnistratioii Service (S.—u.)j having in view th”™oruers of othor
coanponents of D.&SP, the estirate of material of current use that ..iust be aequ—"u—.i

Maintains control, tbiough the Materials Dopository, of miniruLt toOks Ox mutero.—l oa more frequent
use;

, ;i 5 —F —nitnr*ial considerod unusoful, as w_Il as cancels
Proposes the exchcnge, transfer or sé_fe ol matorx—x -

rospective responsibility;
Providos for the repair and maintenance of material in use;
Maintains financial registers relativo to material, “nd

Makes and keeps up—to—date the inventory of mat”~ri® of D.iSP.

budcet secho*ij (s.a.-a)

Viith respect to the execution of measures rolative to DnSP S

Prepares budget proposal, vathin approved progr’ms gﬂg )'(P] elrl]:eCt agreement vith narms and

instruetions issued by the responsible organiza xon,
N

cnmlomentary funds providing, through conpetcnt
Prepares distiibution tables of funds and suppiemenwr)s// Y Rroviding w9 b

authorities, for the requircd rogi—stration;
Examinos tho roodpts ro”tlvo to advano”™nts of flod. «do tirough «ploycos of ttSP, sonding
respectivo docuronts to the revieving organxzc* xon;






] - 165 -
1’2 — Kcops books on funds and supplementary funds distributed to BUSPj

V — Makcs monthly trial balanco of appropriations and supplementary funds to show tho available balancc
for obligationj and

VI — Haintains records of porsonnol rosponsiblc for roceiving advancements, controlling the respectivo
periods of time for presentation of receipts.

NIJFLICATIIG SSCTXON (5.A.-5)

Executes, g™norally, the typing and mirv ~“raph Services of D/iSP.

SXI.1L ;£SISTJINGE SECTION (S.A.—6)

Works in collaboratien with Personnel Section (S.—1.-2)

4 — Sstablishes first aid and prevuntive medicai measuresj
Il — Makos hore visits for justification of absence because of illness of DJSP einployco or of a
membor of his family;
11l — Givos dental assLstance to DUSP omployees and riienters of their families;
IV — Makes laboratory examinations;
V — Furnishjs certificate of health and physical capadty to personnel appointeci cr admitted to D.fSP;

VI _ Secures expert judgemont necessary to malee meclical docisions, in case of xeave for health
treatment of employees and illness of inemters of their farailies;

VIl — Carries out pre—omployment, pericdical and occasional health examinationa;
VIl — Proposes the adoption of measures for samtary work locations ane comfort of personnel; and

IX — Organizes and keeps up—to—date medicai records of personnel working in HSP.






uMinistration SorviCQa PASP

CUSTODLX ST/ZiFF (S.A.—7)

VI

Vil

5
Providos information to public concomirc location and oporation of D.Sr canp nonts as well as
location of craployous;

Providos for cloanliness and maintonance of D~P officos;

Fx—cvidcs for tho i-Ufooral of rofusc fron tho oj.ficjs;

Providos for mainbonanco of working corv LLion of h”lraulic, cloct.rxcal, tolapr and ,~es
Jjistail.ati.orij :

Supcrvises the closinc of olfiooi *

Rrovidcs conti.nuous proteeMot. ofrair* rnd cxits of officos INn soctors oOf
greatast contact v.ath public; and

Porfoms othor .arvicos, to corroction «ith its acti.vitios, assigns.' by tho Dixoctor Oav.ral
or tho Diroctor of iIministration Service (S*iu)*






AIUIKISTiliiTION SERVICE - S.A.

OFFICE OF DIiUGTO.T

NAM?2

1. Jo MdIEIROS

2« ¥ jU Os JBIWU
Q. v 3F Iilify

TITIS & GILIUS

adm. Assist., it/29
MNMox—K, wiiufji/»
oervant, AJ-8

M E L=V,

VIR FSKFaWwSD

Diroctor, CC-5

veretary

...Cendant and
Kossengor

mSCIUFTIOH OF DUTIjS

SALUY Q8

23,000.00

7,000.00
4,300.00

ALLOIOJC3 G$ STATUS
3F 500,00 Supernumerarj
w/status

FG 3.UU, .X Perraanent

Plans, dirccts and suporvisos the work of AAimistration Ucrvice (S...*.).

Supemumerary

2. Attonds to tho public acd providos information to persons with r—spoct to tho prc; ross of
procossos, acconpanyini— then, whcn noccssary, to competent soction.

routine papors among the Sections.

accor™ing to tho nccessities of the s ervice.

3. .Porforms any sarvices requircd by the Service as wsll as by the Oifice of Legj—al Consultant,
Attonds to telophone calls and delivers processes to the Sections.

iHdes the distribution of
Jxcrcises control ovar @& Darture of vchiclos oi D"SP,

Makes externai orrands.






10.
11.
12.

13.

14.

15.

N AME

M.L.S. DFiNNBMIN
I.D. SOLLEiicGSii
A. GUAFPiaSSU

M.M. DA SILVA
¥, IE OLIV2ITIA
G.D. A LIS
MJDJ?. COTiill"!
T.P* GAACA

C.M. FSXMEBS
0. GbEIES

S. DO IMAIMj
C.C. 3E iissis
A. DA S. FUEITUS

'G.0. ALV3S

W. DA SILVA

TITLj & GIUJE

Toch. Adv., P./28

Adm. Of£,,, Class/L

Aan. Aido, d/ 26

Clerk Typ., 1i/21
Clerk Typ. 11/21
Clerk Typ., R/21

Clcrk Typ., 1l/21
Clork Typ., 11/20
Clerk Typ., d/20
Clerk Typ», il/21
Clork Typ., 1i/21
Clerk,Class /3
Servnnt, il/I9
Servant, 1i/20

Off. Messcn{pr, R/19

WORK ESIFOIMED SALATIY 0$

Chicf 13,000.00

Substituto for
Chief

Outgoing Documont >10,000.00

13,000.00

Infornation 6, 500.00
Mailing 6,500.00
Filing 6,500.00
Incoming Doouxnenii: 6, 500.00
Filing 6,000.00
Filing 6,000.00
Incoming Dbcuments 6,500.00
Information 6,500.00
Filing 6,000,00
Filing 5,200.00
Mailing 6,000.00
Mailing 5,200.00

ALIO.TIBIC3 Q8

FG A,000.00
Al 1,950.00

SF1,000.00
SF 1,000.00
SF 250.00

mm

STATUS

Supornunerary

w/status

Pormanent

Supcrmmerary

w/status
n

> 53 I 5 S5 &= 35

Provisional

Supernumerary

w/istatus

SF1,250.00 Sunernunerary

w/status

SF 750.00 Supernunerary

w/status






10»

11.

12.

13.

14—.

15.

Supervisgs thc general work of tho Scction. Provides collaboration to othur age.icies.
Substitutos for the Chief. Is responsible for general classification and transfer of documents.

Hogisters offieial documents (oficios), justifications for action (cxposi¢Ses *3 motivos),

processes, etc.

Attonds to tho public ar/. Tilos rtocumonts. On spocial loavo (liccnga proimo).
Exoroisos oontrol ovor tho expeation of oorrospondonoo of U1 conpononts of ttSP and

organizations working with D/SP.
In charge of quest and research in the files.
Ileceives, rocords and distributes ali correspondence of D&aSF*

Files documents and Controls publicatiLons. Provides for the publication of matters relative

to D;EP in the offieial organ (Diario Oficial).
Files documents.

Performs general typing work.

In charge of auxiliary card*s files. Attends to the puDlic.
Helps in the general work of tho Scction.

Prepares routine papers for information work.

Distributes alLl routine papers.

« On special leave (licenca prémio).






10.

A.L. DE ASSIS

I,L. HIUNO

M.DE L. DA T?JKD;JE

G.C. DE ffiEA

P,T, IE P. HIO
A.J. COSMO

M.T.L.GJC. LISBOA
C. CQ3LHO

N. IE S. SILVEIRA
S«M* ITAVOS

TITL2 & GIIACE

Adta. Assist, 11/26

Aan. ALde, 11/26
Clerk,Class/F

Ach. Ai.cie, 1i/26

Clerk Typ., li/21
Clerk Typ., It/20

Clerk, Class/fa
Aicio, 11/22

Clcrk, Class/E
Mcsscnccer, 1i/13

Chief

Clerical
Clerical

Clerical

Clerical

Clerical

Clerical

Clerical

Clerical

Attendant and
Hessenss r

©13,000.00 FG A,o00 .00
I SF 250.00

10.000.00 SF

250.00

7,000.00

10.000.00

6,500.00

6,000.00 Ad 1,000.00
SF 1,000.00

6,500.00
7,000.00 -

6.500.00
3.800.00 —

mpermmerary
u/status

1

Permanent

iupernurierary
w/status

n

n

Provisional

Supemvraierary
w/status

Provisional
t
Supernumerary

w/status






Suporvisos tho work of tho Section»

Providos information to processos of supernumeraries (T.UM, — PP and TUM. —1i,S.). In
charco of porsonal files of supomumorarios, Controls porformance rating bullotins. Prepares
Orciors (Portarias), official correspondonco (oficios), lottors and justifications for action
(exposicdo do motivos). Helps in tho ovaluaticn of attendance. Substitutos for tho Chief of
tho Section.

Issues certificates. Providos information to processos of time in scrvice. Controls cardls
files cf s alary increases and promotions. Gives general information relativo to rights ajid
duties of employoess Prepares correspondenco and rjports. Holps in tho evaluation of

attendance.

. & 9. Post loavos on attendance sheots. Control employnent history bullotins. Illaintain contact
with tho Social Assistanco Section (S.A.—6) by providing information to processes of leavo.
Kelp in the evaluation of attendance,

In chargo cf porsonal files of functionaires, supemumeraries (T.NJS*) and pieco work cmployoes
and providos information to processes pertaining thoreto. iTopares ofiicial corrospondonco
(oficios). Holi® in the evaluation of attendance*

Effccts general paymonts. Controls financial cards and notices of payroll changes. Controls
loans made by "Caixa Econdémica Federall (Federal Saving Bank) and IPISE (Instituto of iletircment
and Pensions of Public smployecs). Providos infoimation to processes for paymonts (allowances,
por diem, substitutions, etc.) Helps in the evaluation of attendance#

Providos material for publication in tho lersonnel Bullotin and Oj.ficiai Organ (Diario”™Oficial).
Drafts official documents and statoments for employeos. Keeps the official organ (Diario
Oficial) in chronological arrangeircent and organizes respectivo clippings. Porforms priority
typing work. Helps in tho evaluation of attendance.






Prepares payroll ael notices of payroll chances. Controls funds. i%rovi les information to
processos of payment. Holps in the evaluation of attendance and in payday operations.

Distributes and collects attendance sheets. Delivers routine papers. Distributes Personnel
Bulletin» Keeps Personnel Bulletins for bin—ing. Helps in the fillinrj of attendance sheets.
Keeps materiais existing in the Section. Holps in the evaluation of attendance. iirovidos

information to the public.
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1,

© N o o &

10.

11.

N AME

P.Q. 30 NASCIK3NTO
li. DA SILVA

G.T. SIQUEIHA

Z.C. JE LIMA
J. F. DOS IE3S
L.A. BATISTA
J. JE S. LIMA
A.G. DA SILVA

J.il. DE ViiSGCNGSLCB
L. HAILTT

F.L. IE MSNDOMCA
FILHO

r
TITI2 Gil/JE WOLK IEifFO.ASD S*iLl-uty G

Adm. Offi.,Glass/I Chicf
Clark, Class/F Chiei of Mat.
Depositoiy

Officc AlLdcj 1i/19 -

Carpsntor, I1t/23 -
Artisan, 2/22 B
Artisan, li/22 _
AlLdo, ii/21 -
Artisan, IV 20 -

Artisan, 1i/21

Off. Mossongor R/19 Attendant and
Mcssenger

Artisan, ~icb ?-/19

9,100.00
7,000.00

5,200.00

7,500.00
7,000.00
7,000.00
6, 500.00
6,000.00

6,500.00
5,200.00

5,200.00

ALOViIJICa Q% STATUS

FG
FG
S?
Al
SF
SF

SF
SF

Sk
Al

SF
SF

SF

4,000.00

1.233.00
1.003.00
1.350.00

250.30

250.33
1,330.00
250.00

1,750.00
1,500,30

1,750.00
750.00

500.00

Permanent
itermancnt

Supcmmer ar/
w/status

n

n






MAISZEALS SECTION —S.A. 3

DESCiiirTIGN OF DUTISS

1. Performs Gratificd Function (FG) as Chiei of Scction.
Z, Fbrforms Gratificd Function (FG) as porson in charge of Materials Depository of S.u.
3. In charge of assets beloncuing to DaSP. Distributes the work amoae the artisans.
<5 Executes carpcntry work.
Sxocatos Jobs as carpentcr, slasier, paintor, blacksmith, otoctristidm, mochaniolan, joinor.
6. Makes jeys and polishes fumitures.
7. Executes jobs as electristician, painter, ~ornituie polisher.
8. Executes jobs as plumber, locksmith, koymaker, electriotici™n.
9. Executes jobs as painter, fumiture polisher, nason.

10. Helps in the w ork of the Scction by distributi—ng material requested by the Divxsion.

11. Executes jobs as electristician, painter, mason and joinor—aide.

D.SP — January, 1959






. ) . .
li AHIT TITLS & GtAES WOIiK  LEIdFOIIVED Clo ALLOMNC3 0% STATUS

1. W. XAVISIt Adm. Tech, Class/K Chief 11,500.00 FG 4,000.00 Permanent
SF 1,000.00
m2. S.L. HUIT3 Adm. Assist, xI1/21  Substituto for 6,500.00 SuTormurmerary
Chief w/status

EESCiilFHON OF UJTES

* Executes ali the work of the responsibihiio/ Bf W@ Section accordlng to powors and functicns
(ifegincnto) of DiiJP.

0 n , iVnvtdcs information to processes, fowardins them to competent
e S ° « £ T 1 ~3 W - T ftr a~tatK» Of funas. Matos
quartorly trial balanceuof D-SI funds.

DifiP — January, 1959






=

7.

8.

9.
10*
11.
12.
13.
14.

15.

nama

G. DO C. MAATIIS
ir,d. DE CalVALHO

S. H5 MGIlAIES
L, TIMOTHEO

L.F.
C.C.

A.P.
H.H.
C«ll.

BA COSTA
CALDEEIA

VISEA
MONTENTQ
PCSITHA

L.M. VIANNA

M«A* itlQSELO

Y.V.

PAN

1.J.C. VIUIAt

Y.H.

BiTANDAD

N. MOREIRA

TITIE & GAAEE

AOn. Ofi'.,
Adm. Off.,
Adm, Off.,
Adm. Off.,
Ain. Off.,

Class/I
Class/J
Class/H
Class/H
Class/H

Clcrk, Class/G

Clerk, Class/F

Typist,
Typist,
Typist,
Typist,
Typist,
Typist,
Typist,
Typist,

Class/F
Class/F
Class/E
Class/3
Class/3
Class/3
Class/%
Class/D

WOMC rSiiFOia—+tD

Chief

Control

Control
Proof reading
Proof reading

Substituto for
Chief

Proof reading
Typing
Typing

Proof reading
Typing
Typing
Typing
Typing
Typing

SJII.LY C$ /ELO¥ANCE Gy ST-AUS

9,100.00
10,000.00
8,300.00
8,3 3J.00
8,300. 1J
7,500.03

7,000.00
7,000.00
7,030.00
6, 500.00
6,500.00
6,500.00
6,500.00
6,500.00
61000.00

FG
SF

SF

SF

SF
SF

SF

4,000.00
250.00

1,000.00

250.00

500.00
500.00

500.00

Permanent
Permanent
Permanent
Permanent
Permanent

Permanent

Permanent
Pernanont
Permanent
Pcmanent
Permanent
Pemanent
Pcmanent
Pemanent

Permanent






" 1 ) o ) )
NAME TITIO & GAAIE \GOilK  iiirfEoiNeD  Sliluuty Qo ALLOWAICS On STATUS

16. T. IE S'A. FiiNiiN— Typistj Class/D Typing 6,J00.00 - Pemanent
JEES
M ¢ coaos , Typist, Ciass/D Typing 6,031.33 — lomanont
18, A.C.M.il. IE AVELAu Typist, Ciass/D Typing 6,333.)0 - Pemanent
19. S.V.M.LJE Mlic/JE Typist, Ciass/D Typing 6, ] 3F 253.00  Permanont
20. M*D. FSPUSIIU Typist, Ciass/D Typing 6,300.00 — Provisional
21. H.A, DA SILVA Typist, Ciass/D Typing 6,330.03 — Provisional
22. M.H. BAMBO Typist, Class/D Typing 6,00.).00 m irovisional
23. Ii,A. EEAIiO Typist, Class/D Typing 6,300*03 — Provisional
24, V. CABUS Typist, Class/D Typing 6,003.00 SF 250.03 Provisional
25. G. AA2EMSKY Typist, Class/D Typing 6,330,00 — Provisional
26. L.D. scoTT Typist, Class/D typing 6,330.00 SF 250.03 Provisional
27. Z.D.A.*BA CUNHa Clerk Typ., 2/22 Typing 7,300.00 3upernumerary
w/status
28. L.u.A. DA SILVA  Clcrk Typ., 1i/21 Typing 6,500.00 -~ t

29. E.L.V. N3V2S Clerk Typ., d21 Typing 6,503.03 n

L ——— — L. . (






EUPHCUTTNG SSCnCN —S.A.-5

EESCIUFEION OF DUTTE3

Is responsible for tho cirection and gor.oral supervision of the work of the Soction.

Controls incoming and outgoing materiais for duplication.

3. Controls inconxLng and outgoing materiais for duplication.
Executes nonthly statisties of work performad.

A. 5. 6. 7. & 10. Fulfill proof-roariing work. Clark No. 6 is the substituto for tho Chief.

Romoinin" cmployocs of tho Soction (8. 9. 11. 12. 13. 14* 15. 16, 17. 18. 19. 20. 21. 22.
23. 24. 25. 26. 27. 28. 29) aro spccifically rosponsiblo for tho typing of materiais

presented by ali compononts of DS for duplication.

N

Holps in proof—reacing work.

Note:

D/&P — January—j 1959






E3IAGH3
P.C. SNOUT
D.M. DA SELVA
N.H. NITZSCHE
C.F. 1E LYTIA

W. LOMONXEO
1.D. CMNDCSO

C.A. SOAPCSS

TITIE & GAAIE

Physician, 1i/31

Physician, A/29

Adm. /issist, 11/29
(Physician)

Physician, n/28
Dentist, u/25
Dentist, W26

Typist, Ciass/D

Mecical Service?
ALcle, 1i/21

Medicai Service,
Aide, 1i/20

WOAK  IEIFOIIMED

Chief

Meical

Mcdical

Medicai

Dental

Dental

Secretarial

GiLiuiY dt

17,000*00

U 3503.30
14,5'0-jo
13,035.00

9,100.00
13,000.00

6, 000.00
6,500.03

6,030.00

ALi/MACS Gx STATJS
FG 4,300.00 Supernumerarjm
SF 1,'303.00 i:/status
Ad 4,250.00
A/NV 6,800.30
SF  753.33 1
A/N 5,830.33

1
SF  1,000.00 1
AN 5,203.30
SF  753.30 w
a/v 3,640.00
SF  1,000.00 1
ii/\V 4,000.00

1

Provisional

Permanont

Supermimerarj
w/status






N AMS TITIS & G?JUE

Medicai Service,
Aide, n/23

Artisan, i1t/21

10. P.It.S. PAZ

11. G. DCS S.HAVIZZINI

12. GJi. DUB jjOiujo Servant, 1i/19

Wodv PilbGd~y S TIVIY 08
7.500.00

6.500.00

5,200.00

STATUS !

Supernumerary
w/status
SF 500.00 H
SF 1,000.00 L

— January, 15V






SOCI/iL ;53IST/u!CE SECTICN — S.A.—6
DESCRIFTICN OF RITIES

Suporvises medicai, dental, and administrativo activitics oi tho Scction. Performs professional

1.
work.

2. 3. & 4» Constitute a toam to work directly with thc Chief, in providing medicai oxamination for
dingnosis purpososj roquisition of laboratory tests; ambulatory medicai troatment™ pro—
omployment and periodical exaninationsj medical oxamination ifor purposos or concession of leavo
Make home visits (in caso of absonce becauso of illness). Fhysician No. A is rosponsible for
thc electrocardiographic examinations.

5. & 6. Provido clinicai, and cirurgical dental ccrvicos and X-—ilay examinations.

3» 9. & 10. Help in tho medicai service (application of injections, curativo, physiothcrapy, etc.)

7. Fbrforms secretarial, clerical, typing and filing servicos.

11. Servos as purchasing clerk and typist.

12. Serves as dontist—ffice—aido (maintains contact with rauLo—active substances). Helps in

administrativo work, filing and drug —storo.






TITIE & GIiAIE woiif pdifo—iksd ®ALUtY G$ ALO-INSGS  STATUS

. i 6,500.00 FG 1,50).00 Supernumerary
M.F. DOS SilJTCS Sorvant, Pi/21 Cniof SF 2.750.00 w/status
Ad 1.625.00
. 1
A.C. CiLIJOZO Sorvant, d/21 cloaning work S 2,750.00
Ad 1,625.~0
Substituto for 7,500.00 ?G  1,003-00 n
E.M. LE OLIV2LIA Carotakor, A/23 Chicf
] Assignod to C.a. 6,00).3) FG  1,030.00 1
V. ;E F. VIANNA Sorvant, 1i/20 SF 1,500.03
n
] ) N s In Chargo Of 6,50303 FG 1,00300
u. :xB s Iwizztnii Sorvant, ii/2l morning cloaning SF 750.00
work )
i v 6,033.00 m it
A.F. NOGIGUIA Sorvant, d/20 ASS'QGOS to s
" P. |
A A Carctakor. 1i/24 Chicf — Aido 8,300.00 SF 750.0: «
A.A- DO NASCIMENTO| Sorvant, d/19 Assignod to >:200.00 SF 200.0: )
A | ’ JBa-5

Assigned to D.p.  5.200.00 SF  1,003.0. "
FG 500.31)

5,200.00 “ n

A.CCSTA Scrvant. ii/19

Assignod to SA-1
a. jjas. ksitas Servant, d/+9






Continuation,

joiik ps” cwmsd Y c4 ALLQIANCE G$
TITIS &

pupernumerary}

w/status |
% 1], A. LOPES I

A.J. M&IQUES Servant, il/IS
ii. hS. i BL Scrvant, 2/20
A. AT, Toniiss  oorvant, R/18
15. A.P. LOS 3AHTos  Sorvant, il/19

upornunerary
16, A. UOS SANTOS Pieco-VJork Smployee

pieco work

] i .u;_)ermirnoral’y
17. B.S. Iu FREITAS  Scrvant, it/18 R vi/status
.Offico ncssonger
18. C. AlGSO Servant, d/20

'?) 19, C.A.1E 0. ISLLO jServant, ~20

20. C, DAS. SLLIHHO Serwant, 1i/18

21. C.K. DAS Dailss Servant, =i/l9 Assigne(-to ci’0
. C.K. - e

22. D,14. DA SILVA servant, [//22 saning
. R Cleaning

23. E*0. DA SILVA Servant, n/l19

Office messengjr

24 E. DAS DOIIES Mes sencer, RA&






25.

26.
27.
28.

29.

30,
31,
32,
33*
34.
35.
36*
37.

38.
39.
40.

N AM3

F./v. DA SILVA

F«Li. ASIlifiSUIA
G.A. ALVES
GJS1. DA FONSECA

G.L.B.IE GA1LVALHO

G, +E S. UzZLAEDO
G.J. DCS SANTOS
G. IE LIMA

H. DA S. BRPUITTO
H. HlAl%g

H.V. SIiNCHS .

H, DA S. PONT3S
H.C .Q.BITTCNGOUiiT

1. GUIMAIAES
J.B, DA SILVA
J.BJE S.D SILVA

1

TITE & GIAJ

Scrvant,

xi/20

Servant, A/l18

Servant,

Hece—work. ezaployea

Messcngcr, ‘ii/i3

Servant,
Servant,
Servant,
Servant,
Servant,
Servant,
Scrvant,

Scrvant,

Servant,
Scrvant,

Scrvant,

i1/20

Ic/21
a8
R0
1i/19
I£/16
/18
1</18
u/19

Ga/20
/17
ii/19

HOIIK rK.S'OiuED Sip§uly @p ALJAINIGS QO  STATUS

Office raessenysr

Assigned to G.A.
Assigned to S™-I
Cleaning

Assigned to DO-I

C.A#

Assigned to DP-1

Assigned

Clcaning
Assigned to TOil—

. SD»
Office mcsscngjr

Clcaning
Office messengar
Assignod to DO.

Assigned to Sj .
Office messenger

Assigned to DG _

6,Gj j «vo

4 ,800.00
6, 4G*00
3,800.'00

3,800.00

6,500.00
4,800.00
5,200.33
5.203.00
3.800.00
4,800.00
4,800.00
5,200.0j

6,000.00
3,800.00
5,200.00

SF
Sk
SF

3?
SF

SF
SF
SF
ilp
SF

.SF

500.00
1, 530.00
250.00

1,00J.00
750.00

500.30
500.00

2,503.00
503.00

500.30

750.03
500.00

>upemumerary
w/status

t

3upemumerary
piece—work

aupernumerary
w/status

n
n
I
iupermmcrary
T

n

u






N AM

41. J.N. BO"GSS

42. J. DA SILVA

43. J.C. DA SILVA
44. J.P. ESTUMHN
45. J.3. Cliuz

46. J.C. IS M3LLO
47. J.M. LIMA

—48. J. AKLFFIAO

49. J.D. DA SILVA
50. J,,G. DOS SANTCS
51. J.H. IE A» EINTO
52. J. LUIZ

53. J.B. LIMA

54. J. DOS SAIJTOS
55. L.G. CiutVAIHO
56. L.F. —£ S.2 SILVA

TITEB

Sorvant,

Sorvant,
Servant,
Sorvant,
Sorvant,
Sorvant,
Sorvant,
Sorvant,

Servant,

Servant,

Servant,

& GRA-E

2/20

1i/19
2/19
1:/17
2/20
2/23
ii/19
2/21
2/20

11719
2/23

Pie ce—work

Sorvant,

Servant,
Servant,

Servant,

n/17

i11/20
2/19
2/20

Cleaning J|

Cleaninc
Office messenger!
Assigned to ISA
iissigned to SA
Assignod to D.O.I
Office mossenger
/issigned to C.i

Cleaning
Assignod to IXr

Cleaning
Office mossenger

Cleaning
Office mossenger

Cleaning

ALOIAIXCE QS

6,000.001

5,200.00
5,203.>0

3,80J.00
6 000,00
4,800.00 [SF
5,200.0 ) SF
6350j ,0J
6,Qa8Jc3d |F

5.230.00 IF
6.003.00 [:ip
3,8jJ.00 !S5

3,800.j0 |4

6,000.U0 5F
5«00.00 SF
6,003.00 SF

STACTJS

1,000.00 Supernumerary

500*00
750.00 n
1 §00.00 LS
500.00 n
jt
250.00 n
1,5 30.00 t
503.00 [supernunerary
w/status
1,250.30
1,200.30
250.30 pupernumerary
piece work
500.03 |>uperfiumerary
w/status
750.00 n
750*.00 n
750.00 »






57.

59.
60.
61.
62.

63.
64.
65.
66.

67.
68.
69.

70*.

L. HAITI

m.a, Nr/s

M,J, GCH3S

M.V, E SILVA
M,W. IE CAIVAIHO

M.D. TRU7I\SS0S

FAIlUS
M.L. PEIXOTO
M*S, IE MQRUES

M*N, VIEIRA
%
M, PAEVA

N.J. FZiuiCEbA

M,G.

0. IE S.FIGUSIIEDOj

O.P. IETTO

TITE & GRAIE

Servant, R/19

Servant, R/17
R/18
1i/18
ic/20

Piocc—work

Servant,
Scrvant,

Servant,

Servant, 1i/20
Servant, R/16
Servant, It/IS

Messengor, 1i/13

Servant, {i/20
Servant, R/19

PLece—work

Office messenger
u/17

WORK IEMFOIVED  SALALY G ALLCMGE QO

/issignod to SA.3

Office messenger

Office messenger

Assigned to DG
Cleaning
Cleaning

Cleaning
Office messenger
Cleaning
iissigned to
4
Cleaning
Office messengar

Cleaning

/iSsignod to
CAEC

5,203.03

3,803,30

SF

Sk

4,330, 03 SF

4,830.03
6,300.00
3,800.00

6,000,00
3,800,00
4,800,00
3,800*33

6,030,00
5,203,00
3,803,00

3,800,33.

Rp
SF

SF

SF
SF
SF

STiTUS

750.00 Kkipernumerary
w/ itatus

750,J) n
1,0j0. 00 L
503.03 n
500. jO n

— Supernumerary
piecu—work

503.00 iupernumerary
- n

750.03 «

_ w
**

750.03 L

503.00 »

500.00 Supornumerary
pieco—work

Supornumcrary






1.

o<gft
75.
76.
77.
78.

79.
80.

81,
82.
83.
84.

85.
86.

87.

NA®ST

0.—juS S. AIB3IAO
0.F”*, DA CUNKA
O0.L. .>A 0j.LV/t

0. 32 CJi4Gi\lilA2s
r*ii. ILulthgz

P. DA FONSECA
P.X. CCELHO

P.A. FIEIIE
DA SILVA

COSTA

iuc.

1t.G.

?1,P . DOS SANTOS

il.C, DIJB

sji.

S.G.

himcs

CARNAVAL
V. GONGALVES
VJ.A. DA SILVA

W. DA SILVA

TITID & GAALE

Officc messenger ii/l7

Servant, A/18
Scrvant, 11/20

Scrvant, \Ifl8

Servant, il/18

Servant, ii/20

Servant,

a/l9

Servant, 11/19

Scrvant, A/lI9

Servant, li/19

Messenger,

11/13
Messcngcr, —~lA3

Messenger, 1i/17

Servant, li/IS
Servant, il1/20
Servant, a/l9

Scrvant, U/19

1jOJK Fif'Oiil—ED

4

I0ffice messenger
Clcaning

Clcaning

5.Issigned to DEP

Assigred to DG
(Assigned to C.A.
Cleaning
I0fficc messenger
/issigned to CA

issigned to CA

ussigncd tc SD

uSsigncd to DP-3
S.A.-2

jufficc messenger

Cleaning

issigned to DG

Assigned to SA-1

a=?

3,800,0
4,80
6,000.001
4,803.00j SF
4.833.00
6,330.00j SF
5.200.00
5,200.j0|3F
5,200.0"*
5,200.03

5,200

jiLLaVadICD Oiy;

750,00

500.

1,500.00

250.00

1,000.00

750.00
500.00

1,000.00

status

Supernuracrarj

M

n

jsupernuirierary]|

w/statas

n

c = # =h

>






CUSTODIAL STAFF — S~ =7

IESCRIPTIQM OF MJTIES

1. Supervisos general work of the Custodiai Staff (S.A.—7). Distributos wrk and personnel and
attends to problems pertinent to the Custodiai Stafx.

2. Supervises night cleaning w ork, shiftlng of furnituros and waxing. Keeps constant guard of
DASP during his duty schedulo. Controls attendance & su or 1 ”dG0*
3. Substitutos for the Chicf and holps in the regular routine work.

A. fissigned to *de Courses of Adifrfistrabién (01 A ) as chief of ite Custodiai Staff. (Sao C.-A for

description of duties).
r o . n i Tn of rcDorting telephone calls fron R'i3P employoes giving
5—-«SETIi1&S7? oSn (*"Oficial) omrj D&SI' —ponents.

6» /issigned to Classification and Salary Service (S.C.R.), Personnel Division.

7 Qoens doors RoDorts telephone calls fron DUSP eraployees giving notice of illness. Picks up
* official”rgan (Diario Oficial) in tho—National Printing Office (imprensa Nacxonal) and makes

its distribution among D/iSP components.
8. 9. 10. 17. 19. 21. 26. 27. 29. 30. 31. 33. 37. 38. 40. 41. 45. 46. 47. 49. 51. 57. 60. 66. 70.
74. 75. 76. 79. 80. 81. 82. 83. 86. 87. (FOr description OF duties of these employees Wwho are
directly assigned see corresponding componont in each caso;.
1 TC o/ oz o/ oa' aq // 48. 53. 55. 58. 59. 64. 68. 71. 78. 84. Afctond telephone calls.
. papcrs*and corrcspondinco. Olve irfomation to tho publac.

12. 13. U. 16. 20. 22. 23. 28. 32. 35. 42. 43. 50. 52. 54. 56. 61. 62. 63. 65. 67. 69. 72. 73. 77.

85. Mako general cloaning and conservatdon of WS rfHM . <*arSo ol ramoving fumitura wilthin
offices and from officeto oifice.






NAME TITIE & GRADE WORK PEHFOHVED SAL/SRY Q$ ALLOTLANCE Gé STATUS

1 Assigned to 9,100.00 Rp 1,000.00 Supernumerar;
. A.R. DE SOUZA Chauffeur, R/25 DG_DISP w/status
Assigned to 7,500.00 Rp  1,000.00 Supernumerar;
2. AM. ADEGRE Chauffeur, R/23 DG— D/SP SF 500.00 w/status
3. J.C. SOBRINHO Chauffeur. R/23 Transportation 7,500.00 SF 1,250.00 Supernumerar;
! Js DAMOTA Chauffeur, R/22 Transportation 7,000.00 SF 500.00 u
5 gA* riEDA Chauffeur. R/22 Transportation 7,000.00 SF 500.00 n
6 PE DE Chauffeur. R/24 Transportation 8,300.00 sF 1,500.00 ii
N Transportation 7,000.00 1,000.00 il
7. P.Q. DOS SANTOS  Chauffeur, R/22 b i 1.250.00 _
8 73 DOS P ‘Chauffeur . R/23 Transportation 7,500.00 SF 1,000.00 LS

iescription of duties

1. & 2. .Assigned to the Office of tho Itirector—General (DG) of D/SP.

3. 4. 5. 6. 7. & 8. In chargo of transpartation of DASP officials and delivery of documents,






Regular office hours ia D/SP cover a period af six (6) hours; however, directors, chiefs of

Services and sections, supervisors ael einployees performing gratified functions have an eight hour
period of duty. The eight hour period is divided in two turns by an interval of two hours for

lunch. The six hour period. has two schedules.

The Courses of Administration (C.A.) are open —urine a twelve hour period frxi 7:AM to 7:PM.
Duty hours in C.A. are clstributed in shifts.

Custodiai staff and transportation group are also organized in shifts so as to cover the total
period during Tjhich - offices are open and to ~rovice cleamng services.

The table below shows the rtistribution of D”SP duty hours.

No. of Employees Frora To

Dire ction 43 10:7SM 7'-EM
General Staff, including 11 6:/iM 2- M
Custodiai and Transportation Group 5 7—m =V
9 8./iM 4 -V

* 35 9: AV 5:PM

67 10:AM 5:PM

158 1:al 5: PM

133 11:AV 6:PM

62 12:00 6:PM

/ I iFfvi 8:PM

18 6:PM 11:PM






Courses cf Administration (C.A.)

Diroction
General Staff, incluré&ng Custodiai

gfficl; houhs

No. of ilmployees

19
22

From

10:2eM

7:[iM
i:m

To






TI TLES

Adm. Tcchnician
Adm.Assistant
Aclm.Officer
AdmAiclo

Aido

Assistant
Tech.Assistant
Tech.Advisor
Clcrk
Clork—Typist
Typist
Officc—Aidc
Opcrator
Timo—Kecpor
Carctakcr
Janitor
Messoncor

Offi ccr—Messongor

Sorvant

DISTiTIBUHON OF POSITION3

= 0 00

10
30

R RN R

DBA CA

JSP

ETUB SD

=
|

|
W AN ®

SA

N W N A

13
20

76

DETATIT

19;

From 'LVIOP TOTAIS

d;sp

25
15
6

43
98
39

29
16

44
125
33

14

o © N Db

117






DETAIE
TITLES LG Do DP DSA CA LEP ETUB SD 3A  FAtOM LWOP  TOTALS

DUSP
Chauffeur 2 - - _ _ 3 1 3 11
Piece—Work — — - — m — _ 5 m . c
/irtisan — - — — 1] * o 2 5 - o
ArtisarWii<ie - - m - — “ — . 1 o B X
Carpenter - — — — - — - _ 1 1
Photographer - - - - - — “ 1 — — f » 1
Museum—Clerk - 1 -1 m — » 1
Postal Clerk - - 1 — — * _ . - B 1
Warehousemn — 1 - - — . _ * o i 1
Warehouseraan—Aide - — m 1 4a . M * . 1
Investi;;ator — & 1 — _ w0 ok * o )
Inspector - - 1 - 3 — * * ok 1 t; _ 5
Accountant - 2 1 m m o m *, . - 3
I Accounting—Clerk - 3 — — bl # sk i1 4
Assist—Accounting—Clerk — 1 - ** e * o> 1
Librarian m m - - 3 o A ;

Assist Librarian 1 e






1

TITLUS

Library—.ade
Pilin®—Clerk
Physician

Dcntist

Mcctical —Scrvi co—Aide
V/ritor

3ditor

itngincer

jraftsman
Specialist Lecorator
Legal Consultarrt
Vetcrinary

DG DO
— m
l —
- 1

1

1 m 1

— _ m

— - 2
m #»

16

R

N

¥ 3 ¢

SA

w N W

b

AIaV
DiSP

2

DASP

—1

LWOP  «TOTALS l

]
1 .7
- 3

— 3]
- 2
- 3
- 1
- 6
2 26
— 5
- 1
- 1
1

— Jamiary, 195"






N AME

1% D.F. CUNHA

2.
3.
Qe
5.
6.
7.
8.
9.
10.
11.

12.
13.
14.
15.

16..

D.S. da SILVA
E.Q. NASCIMSNTO
J.S. KdAGA
M.A. FSIINANIES
M.C.A. aLIVEUIA
M.C.il. DINIZ
N.NOCITTO
S.M.V. GARCIA

V.L. RUItTADO
V.P. OTTONI

H.M. MARTINS
J.G. PINTO NZTTO

L.dc Q. SAMBAQUI
0.R. TifINIJAEE

P.P. de FIGIEIIEDO

EMPLOYEJ3 01" J.SP— OH _UTAIL 1l OTEEc .O"GWNIZATIGIB

TITIE & GIALE

Servant, li/21
Clcrk—Typist, 11/21
Clerk, Class/2
Clark—Typist, 11/22
Clcrk—-Tyist, R/21
Adm.Aicle, R/24
Adm.Officer, Class/H
Typisl, Ciass/E
Clerk—Typist, R/22
Ada.Aidc, .1/26
Clerk, Class/fr

Librarian, Class/J
O”eratar, 11/24
Librarian, Class/M(CC)
Typist, Ciasgit).

Adm Technician, Clas™J

EARNING SALiulY
IN D/SP —Ci$

6,500.00
6,500.00
6,500.00
7,000.00
6,500.00
8,300.00
8,300.00
6,500.00
7,000.00
10,000.00
6,500.00

10,000.00
8,300.00

6,500.00
15,500.00

PR2SSNT EMPLOIMENT

195

[

Eresidency of the Republic — (PR)

PR — Palace
HI — Palace
R — Palace
Ift — Palace
Kl — Palace
HI —Palace
FR — Palace
ffi — Palace
Fil — Palace
HI — Palace
Rl — Palace

of
of
of
of
of

of
of
of
of
of
of

Catete
Catete
Catete
Catete
Catete

Catete
Catete
Catete
Catete
Catete
Catete

HI — National Research Council(CN.Pqg.)

HI — C.N.Pq.
HI — C.N.Pq.
PR — C.N.Pq.
HI — C.N.Pq.
HI — C.N.Pq.

IBBD

IBED

— CIF

j






17.
18.

19.
20.

21.
22.
23.
24,

25.

26*
27.
28.
29.
30.
31.
32.

33.

NAME

L.P* FANIAFJIItA
M.de L. MODIANO
L.G.xi. iflHjl iD

M.A. M3NU3S, Jr.

Y.T. de M. FASSONI
A.F. do MENDONCA
G. NAHUM

L.M.B. 3STII3LA
Z.S. de ANTIIALE

F.3. MilA
T.V.M. LOIES
J.A. MEDA

J.P. do I3MG6 1CTTO
M.N. do A. DIAS

M.S.C. o SILVA
N.S.N. da GAVA

A.D. VEIiA

TITIE & GIAIE

Clerk—Typist, d/23
Adm.Officer, Class/M

Adn. Tgchnician,Clas”I

Adm.Offi osr, Class/K
(co)

Adm.Officor, Class/Il
Clerk—Typist, (/20
Clark, Class/E
.icoounb .Clark, Vi/f26

Clork—Typist, d/21

Arb.Tcch.,Ciass/N( CC)
Arh Tech., Cias9iH
Chauffeur, .i/22

En"sincer, it/31
Clark, Ciass/G

Clerk—-Typistj 1t/21
Acta. Assist., d/28

Adm.Tech., Class/N

2MINING SAL/ILY
IN j/SP — Q%

7,500.00
14.,500.00
14,500.00

9,1'00.00
6,000.00
6,500.00
10,000.00

6,500.00

14,500.00
7,000.00

17,000.00
7,500.00

6,500.00
13,000.00

15, 500.00

PITESSNT BVPLOYTi—ENT

Pil —Council of Development
Ri — IBGE

— SPV3A (Amazon Valley)
El — N.Corporation of Alkalis_

P.1 — N. Petroleum Council
Salt Plan ( P.S. )

P.S.

P.S.

P.S.

Ministry of Finance ( M.F. )

MF — The Mint (l&rector)
MF — The Mint

MF — Gen.Accounting Office
NF

M- — State of Paraiba

MF — Council of Tariffs
M- — State of Goias
Autarchies under MF

B.N.D.E.(Bank of Econ.Uevelopjnont)



(02



34.
35.

36.

37.

38.
39.
40.
41.

42.
43.

44.
45.
46.
47.
48.

N AME

C. do P.IEIT3
ir.M.M. de A. TOAIISS

E. IEZOMj

H.M. ESOOEiul

E. da C. iiMQIIM
J.L. C. de AUUJO
M.A.P. MIGU2Z

S.de A.L. B/STC6

Ait. IO
M.L.C. IBITEUIA

A. N/SSErt

A. TOUtINHO

F.M. POuUTOG/L
M.J.B. de OLIVEIXIA
M.P. DbOMINGUES

TITIE & KALE

AYNTGdi., Ciass/N(Q]

En~ineer, ic/30
Arta Ai.de, 1i/28

Tech.Assist.,i1£/28

Adm.Assist., u/30
Library—Aicle, il/22
Librarian, Class/I
Servant, d/21

Adn.Tech., Ciass/k
Clerk—Typist, il/20

ArTm.Tech., Class/L
Servant, 1t/20

Librarian, Class/L
Adm.Assist., 1i/27
Adra.Tech., Class/L

E/uiNINj SitluuiY
IN L/SP — Q%

15,500.00
33,000.00

13,000.00

15,500.00
7,000.00
9,100.00
6,500.00

14,500.00
6,000.00

13,000.00

6,000.00
13,000.30
11,500.30
13,300.30

PITSSENT EMPLOYM2NT

Autarchics under MF

B.N.D.E. (Director)
B.if.aj.u.
S.E.l.p.U. (Private Agencies Incorpo—

rated to N.Properties)
Bank of Brazil — SUMOC
Ministry of Health ( M.S. )
m
m
MS
MS
Ministry of Acriculture ( M.A. )
Ma — IfilC (Irni“raticn & Colonizaticn)
MA — Salvador, St. of Bahia
Ministry of Education & Culture( MEC)
MEC — Distrito Federal
ICC — distrito Federal
H3C - Distrito Federal
ffiC — Fortaleza, St. of Ceara

MIC — distrito Federal






A9.
50.

51.

52.
53.
54.

55.
56.
57.

58.
59.

60.
61.

N AME
W.G. EShiSHIA
da C. GiilLLO

A.M. B/IEDSNSS

F. CISNSLtOS
J.Ss. ne GSIAD
L. de L. QuiiXD=0

E. CARVALHO
M.C. AUUXUU
N. CHAV3S

0. STiulCH
A. G. iifjMs

A. CAQC60
D.V. MI3I*IA

TITLE & GUADB

Adm.Tech., Class/K
Adn.Assist., *t/27

AcimTech., Class/N
Adm. Assist., 1i/28
Adm.Assist., A/28
Adm. Assist., U/26

Adn.Tech., Class/K
Inspector, 1i/20

Servant, 1i/20

ArIn.Tech., Class/N
Adm.Tech.,Class/L (CC)
*

Clerk—-Tyust, 1t/23
Adm. Tech., Class/N

SuiNIl'G SAL/IIT
IN D/SP — Q%

11,500.00
11,500.00

15,503.00
13,000.00
13,000.00
10,000.00

11,500. DO
6,000.0-0
6,033.00

15,530.33

k.3

7,500.00
15,500.03

PilliSSNT EMFLOIMVE NT

Ministry of Education & Culture (M2C)

MEC — Pedro Il School - |j.F.
ffiC — INL — Natll Inst. of Book

Ministry of Justice & Interior Business
MJINI

MINI — jJistrito Federal

MINI — Distrito Federal

MINI — IN — N. Irinting Office
Ministry of Forcign Affairs
Public Works — MVOP

MVOP — jCT — Distrito Federal
MVOP — DCT — Belo Horizonte MG

MVOP — J3T — Terezoépolis, St. of
ilo de Janeiro

MVOP — Estrito Federal
MVOP — GiiIN Northeast Operation

Ministry of Labor, Industry and
Coimorce — MTIC

MTIC — Distrito Federal
MTIC — AJistrito Federal






62.
63.
64.

65.
66.

67.
68.

69.
70.

71.
72.

73.
74.

75.
76.

77.
78.

P./u ESItG\BNIES
A.C.F. de PAWA

B. NISCIMENTO

S.SIQU3HCA
J.S/uJ; NETTO

J.N. IEN&LIA
L. da PINO
M.M. da C. MAEA

M. VIDO

A.1.J. idlligs

B. SILVA

h.F.P. EiSlia
M.do P.S\'g SILVA

1.G. dc FiGiITuS
J.C.1. dc iiii4ulo
P.L. OOIG&IA
W.3. CIHFOS

TITLo & PAIE

Adiru—Assist., i11/27
Clerk—Typist, ii/2L
Adm.Assist., ii/26

Adm.Toch., Glass/N
Adn.Assist., ii/26
Acto.Tcch., Class/L
Adn.Ai.de, ic/28

Clerk—Typist, 11/28
Library—Aide, 1i/24

Adm.Tech., Class/N
Aan.Tech, , Glass/M

UCiin.iissxst., u/28
Clerk—Typist, d/21

AcSn.Tech., Class/N
Adm.Tech*, Class/L

ArYn.Tech., Class/M
/idm.Tcch., Class/N

E/UINING SALATY
IN ISP —C4

11,500.00
6,500.00

10,000.00

15,500.30
10,003.30

13,000.00
13,000.0)

13,300.00
8,300.00

13,000.00
6,500.00

IAISSSNT 3VPLOIEVR NT

MTIC — Distrito Federal
MTIC — Distrito Federal

MTIC — IAPB (.tetirement & Ponsicn of
Bank Smployees)

State and City Governments
7.F — distrito Federal

City of Santos, Sdo Paulo

State of Goias

State gi Parana( Public Sorv.Depart.)
State of 1t i Grande do Sul

A.B.L.—Brazilian Academy of Arts and
Lettors

NOVACAP (New Capital)
F.G.V. —SBuUP (Director)

Getulio Vargas Found. (F.G.V.)

itec.itlectoral Court — Sao Luiz, St.
of Maranhao

UIGSCO
United Nati ons

United Nations

Federal Deputy, Chanber of Deputies






S/GuiNINj salari

NAME TITIE & GIIACS, IN D/SP —Qf A.. .SENT EMPLOIMENT
79. L.M. de MUTTCS Adm.Tech., Class/L Fotrohras
8'3. A. SEIXAS Adm.Qfficer, Class/J —_—— - Petrobras
81. A.U. BITTENCOURT Acfo.Assist., 1130 @ @ 0—————- Petrobras
i 82. E* de A. GAIIMIIIIO Adm.Tech., Class/K ~  —————- ibtrobras
83. |. d«OiaV3IlilA Tech.Assistl/28 —————— Petrobras
84. J.C. GENTIL IETTO Adm.Assist.,, *l/26 = -—————- Petrobras
85. J.V. de MiuiNJA Tcdi. Assist.j ii/28  —————- Petrobras
86. 0. SAiuiO Adm. Officer, Clast/L ~ ————-- Petrobras
87. P. de E.S. I-BSQUITA Adm.Assist., .-/ = —————- Petrobras
88* Vi. de S. AGUXAit Actai.Assist., i1/28 = —————— Petrobras
89. 0.S. de V/iSCOriGELLOS Adm.Tech., Glass/L - Petrobras
90. C.M. SILVA Legal Consultara,
Class/lc  ——7 77— Public Ministry — Prosecutor General

of the »tapublic






=

w

1

11.
12.
13.

15.
16.

17.

©C©w o N o o+

N/ME

A. OIS
AJ3. da SILVEIRA
A.M. FURTADO

A.M. BSREIRA
A.S. AVILA
A.da S. CUNHA

B. GALVAO

C. do CARVALHO
D.H. FRAGOSO
E. de A. RCZ3NIE

F. AIRES
F. PDGNTEL
G. da P. FRANCO

G.J. de SANTIANNA
G.R. de M. MATTOS

H.A. do REZENDE

H. CDVJYHR

—_ »—

TITLE & GRADE

Clerk, Class/G
Adm.Officer, Class/O

/issist. LLbrarian,
Class/H

Museum Clerk, R/21
Accountant, Class/O
Adm.offic&r, CiassA
Accountant, Class/O
Adm AlLde, 1i/26
Acta.Officer, Class/Il
Postal Clerk, Class/I

Veterinary, Class/J
Carataker, ClLass/J
Adm.Officor, Class/K

Adm.ALde, R/24
Legal Consultant

Adm./iide} R/28

Adm.Officer, Class/L

OAG/INIZATION

1.A.P.I.
M.of Public Works
M.of Dclucation—N.Library

M.of Education
M.of Finance
M.of ilgriculturc
M.of Finance
M.of Navy

M.of Finance

M.of Transp L Pub.Works
DCT

M.of /igriculture
IP/SE/H.S.E.

M.of Transp. & Pub.Worki
DCT

COF/J5
M.of Agricultura

PLACSMENT IN DNSP

Budget & Org.Div.
Off.of Dircctor—General
Printing Sorv. — Library

Budget & Org.jiv.

Budget & Org.Div.
Selection & Training Div.
Budget & Org.7Jiv.
Personnel Div.

Printing Serv.

Personnel Div.

Budget & Org.Div.
Administration Sorv.

Personnel —av.
Budget S Org.Div.

C.AC.

M.of Transp. & Pub.Works ETUB

DNPRC
M.of Transp.Sc Pub.Works

ETUB






18.
19.
20.

21.
22.
23.
24,
25.
26.
27.
28.

29.
30.

H.B. PRATT
H.E.S. de OLIVEIRA

H. dos SANTOS

1.M.B.R. RIBEIRO
J.B. MENIES
J.F. YIMPAIO
J.M. de F/iRIA
M.A. WANICK
M.B.P. de FARIA
M.C.B. MELLO
M.H.T. MOTTA

0.G. de APIRES
T.J. de S«A FILHO

TITLE & GRAE

Adm.Officer, Class/ii
Adm.Officer, Class/L

Telegraph—Clerk jClass/K

Offico—Messenger, R/12

Investigator, R/24

Engineer, Class/M

Adm.Tech. Class/R
Adm.Aide, /
Engincer, Class/L

Yiritor, R/31

Adm.Officer, Class/K
Accounfcant, Class/O

Chauffeur > R/20

ORGANIZATION

M. cf Ivar
M.of Agriculture

M.of Transp.& Pub.Works

LCT
M.of Foreign Affairs

M.of Justice & Int.Bus.

M.of Educ. & Culture
M.of Foreign Affairs

N.Council of Economy

M.of Finance

M.of Justice & Int.Bus.

M.of Finance
M.of Finance

M.of Agriculture

PLXEKENT IN Li/SP

Personnel L&v.
Badget & Org.l/iv.
Budget & Org.Div.

Adxninistrati on Serv.
Personnel Liv.
Pub.Buildings miv.

Office of liirector—General
Personnel uiv.

ETUB

Printing Serv.

GTB

Personnel Liiv.

Admnistration Serv.
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Adiantamento Advanced paymenb which does not supplement budgeted fundsj it is made from
special funds (créditos especiais) or regular budgeted funds to neet
iramediate needs. One employee of the agency is assignod responsibility
for the utilization and settlement of accounts relativo to thc advanced

payment.

Administracdo indireta Govemment administration is divided in two categories, namely: direct
and indirect administration. The Federal Government, States and Munici—
palities, as well Federal Territories and District are the components of
diroct administration. The Federal Govirmment embraces the presidency of
the Republic, ministries, councils and other agencies subordinate thereto.
Qrganizations of public Service other than those pertaining to Federal
Goverrmcnt, state and municipal administrations are considered indirect
administrati on.

Admissdo Admission is the appointment of supernumeraries (see —ixtranumerario) for
functions (see Cargos publicos e funcbes). Also relates to appointment
of a candidate viio has qualified in a test (see Prova de habilitacao).

Aproveitamento Restoration refers to new assignment of an employee in availability (see
Disponibilidade).

Autarchies are decentralized public services, separated frem central
atSministration and established to perform spccific services in meeting
certain needs. They have spccific technical functions, self financing
capacity and distinct organizational and operational character. They
are partially independent of the State, collaborating indircctly wi-th
the State and, jct, they are controlled by the State vath respect to

Autarquias






Balanco

Cadastro

A
Cargo ao Comissao

Cargcs Isolados do Provimento
efetivo

Cargos PUblicos ou Fungoos

Concurso

Contratados e Tarefeiros

organization, aclministration and financial management. Often the-y
are roferred to as "decentralized Services'l or "indiroct aclministration.l

Balance is a report of financial conditions as of a given date.

Records, list, etc. Cadastro de Pessoal relates to ali types of
personnel records, including staffing—patterns, ;>ersonal cards, etc.

Position in Ccmmission (CC) is the appointment made dixoctly by the
President of the Republic for positions such as: minister, diroctor
of departments and divisions, president of autarchies and head of an
agency. These positions do not bclong to a caroer and their fulfilment

is transitory.

Isolated positions of permanent status» These are positions which do
not admit within grade pay increase and offer no promotion possibilities.
Thgy have permanent status and do not require examination. These
appointive positions aei created by law* do not bclong to a carcer but
corresponcl to a certain grade of salary.

Designations of two distinctly different categories of public positions.
Public positions (cargos publicos) are created by law, have permanent
character, have assigned titles, aro established in fixed numbers and
are paid from federal funds. Functions (funcbes) are created by decree
(executive act), have non ;crmanent character and are established in
fixed numbers at discretion of the President of the Republic. The
holders of Cargos Publicos oro functionaires (funcionarios) and the
holders of functions are supernumeraries (extranumerarios).

Competitivo examination to select best candidates for public positions.

Supernumeraries (see 3xtranumerario) on a contract or piece work basis 3
also called tanporary personnel.






Créditos Adicionais
Demonstraggvo do Contas

Disponibilidadc

Distribuicdo

Dotacoes globais

Exercicio financoiro

Expediente

Exposicdo de Motivos

Funds allocated by the Congress, after the Annual Budget has been approved,
to meet unforeseen expenditures, i.e., a supplemental budget allowance.

Demonstration of accounts is an analysis of a financial situation as of a
given date.

In caso a position is abolished and no other jequivalent position IS avail-
able in the public service, an cmployoe IS placod In avaitability (dispo-
nibilidade), Which is a form of 1eavo mth pay granted to employees of
perraanerit status. Employee continues on payroll wi—th ali his rights and
piivileges, including time accrued for retirement purposes until another
position of similar rature, grade and salary is vacant. Then, his reassign—
ment is compulsory.

Distribution relates to placement of employees in units of an agency and
re—distribution (redistribuicao) relates to the changos which booome
necessary.

Global appropriations have soro characteristics of a lump—sun appropri—
ation in U.S. govermment budgetary nomenclature. They are committed to
special pregrams with no specification of items.

Fiscal Yoar, xdiich in Brazil corrosponds to the calendar year.

Initiation and carrying through of actions pend.ing on administrativo
and professional activitios of a public agency.

Justification of Action. One of the official forms used in correspondence
betwoen Ministers and the Chief of Executivo. Preliminary justifications
for a proposed action, law or decree which are presented to the Chief of
the Executivo or to the Legislativo Branch.






3xtranumorari o Mcnsalista

Fixacao
Fun(;go Gratificada
Licenca Premio

Lotagao

Oficio

Orcamento

Supermuircrarios (extranumerarios) aro employocs excooding tho regular
manning tables (quadros). Their admission is nade on a temporary basis
for jobs of an auxiliary nature, through tosts (prova dc habilitac&o).
Tho positions of supernumeraries aro called functions (funcdes). Super—
nuucraries can bc paid on a monthly, piece work or contract basis.

DeterminatiQll of numbers of employees necessary to the regular function—
ing of an agency.

Supervisory or chiof position entitled to an allowance, which is ad—
ditional to a base salary.

Special six—month leave vath pay conferred to those employecs who
during ten consecutivo years do not talce leave other than annual leave.

Tables of position distribution which provide identification of positions
within agencies by numbers (lotacao numérica) and nanes (lotacdo nominal)
of employees. Those tables are prepared by agencies and approved by
Ibcree. Relotacdo are changes made in these tables. VJen changes
involve increase or decrease of numbers of positions depend on™approval
by PresidentLalL decree. VJen changes relate to removal (remocdo) of
employecs within the agency (from one unit to ancther), this is made
by authoiization of chief of agency. g
Apppintment for public positions (cargos publicos). It also rslates
to appointment oOf a candidate Who has qualified in an examination.
Nomeacdo can only be made by the Prosident of the Republic.

Official correspondence between public agencies.

pocuirent Similar to such Ar.orican Accounting concept as the budget
document.






Orgaos Arrecadadores

Pareceros

Processo Aclministrativo

Propostas Parciais

Prova de Habilitacdo

Quadro

Readaptacéo

Regime Disciplinar

Autarchies, cntities or corporations of an independent character, in whose
organizatLon and administration the State interfers bocause of social,
economic or any otber interest that they rep”esent.

Any agency collccting taxes and fees, such as: Income Tax Departments and
its agencies (coletorias federais), agencies of Post Office, etc.

Opinion, advice or elucidation given by an expert regarding matters sub—
mitted to his considoration.

Relatos specifically to the initiation and carrying through of legal
proceodings involving public employees and agencies.

Budgetary proposals presented by ministries and agencies which constitute
parts of the Gercral Budget of the Union.

Competitivo tcsts to select best candidates for functions of supernumcraries.

Grouping of carcer positions, isolated positions and gratified functions
pertaining to an agency. It is organized by agencies and approved by the
Congress.

Reassigrurent OF auployee from one position to aiother more compatiblc with
his individual capability. This depends on medicai examination and does
not involve increase or decrease in salaiy. Readaptation can be conceded
by request or by superior order.

“Relates to policies and rules governing the discipline of public Service

employees.






Series Funcionais Corrospond to the careers for supernumeraries. The classes for super-
numeraries are called reference (referencia) and are identified by numbers.

Tabela Numérica Manning table (croupins cf functions) far supernumeraries. The nunerical
tables are prepared by agencies and approved by the iPresident -« the
Republic.
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