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IIITRODUCTION

This Manual cf D/SP organization was prepare d by PE/J), USCEí/Brazil primarily for the informa tion 

and uso cf /jnerican tcchniciars assigned to the United States technical assistance progrom in Brazil.

It complerents a translation, ais o made by the PBAD, of the powcrs and functions (Regimento) of 

H/SP approvcd by Decree No. 4-1.955 of Angu st 3, 1957. The Manual contains secti.ns descriptive of 

functiens of P/SP components , brief descriptions cf f une ti 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 inf arma ti on, 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 Wcrk Simplifica ti on (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 government 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
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of this s tu d y , very b r ie f  d escrip tio ns  were rnado of oach job to r e la te  i t s  t i t l e  to tho nature o f  the 

d u ties  perfarm ed . Id e n t ic a l  s itu a tio n s  occur w ith  respect  to  statu s  of em ployoe, types of b a v c ,  

allowanc g s  and inovcnicnt of cmployoGS from  one goverrunent agcncy to an o th er . Tho p e r s o n n d  l i s t s  

i d c n t i f y  and provido  data  conccrning  eadh D .3 P  Gmployee. Also* a iployees of m in is t r ie s  on d e t a i l  i n  

D/iSP aro lis  te  d ;  however, a g ro a t  number of D /3 P  cmploycGs aro on d c t a i l  to  r d n i s t r i j s j  au ta rch ies  

and gcvcraircnt corporations and a d d i ü o n a l  l i s t s  are . provi de d id c n t ify in g  nam e, t i t l e  an d  placo  of 

cmployment cf tho se omployoes who belong to the D/fíP manning ta b le s  and are not p erfo rn ing  duties  

i n  D/iSP.

Lists of definitions rclativc to allowanccs, job titlcs and status of employees* appearing in 

this Manual and covcring a cross secíion oí governnent jx̂ rsonncl administrr.tion in Brazil, aro included 

in th3 f clla-íi ng pages.

/Osoj, a glossary of portuguese terminolocy used in the text is 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 

PBÜD/USOM/B expresses its sinccre appreciation.

May s 1959.
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CRC6S SSCHON OF EHPLOY2S- STATUS

111

Permane nt

Provisi onal

Supernuma rary

Position in Oommis sion-CC

- 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.

~ Careor employee appointed in a provi ei onal charactor, when no 
candidato qualified by examination is available. He snould subrnit 
to examination mthin 2 years or whenover tho first examination is 
open, to become a pcrmanent employea.

- 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.

- Appointmont ire.de 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 transi tory. May be compare d to the 
excepted positions in U.S. civil Service. Holder of a CÕ, if he is 
a career employee, cr supernumerary with status, returns to previous

"position wheii he discontinues position in commission.





Administr ative Ta chnician 

Administrativa Assistant 
Assjstant 

Techuical Advisor

Administrativo Officer 

Administrativo Ai do

Clark

Clark Typist 

Office Aide 

Aide"

CROSS SECTTON OF JOB TITLòS

- Career position

- Supjrnumarary position

- Supcrnumerary position

- Career position, eouivalant to Administrativa Tachniciaii

Diffarent designations for thc sarna 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, coorcünation, 

control and organization.

- Caroar position

- Supernurnerary position

Supernumerary position auxlliary of car^^r position.

Description

Exercisa control ovar apolication c£ ]aws, reguiations and 

norms cf general or specific adninistration. Assist in th© exacution 

of studies and adninistrative works of a tochnical nature.

- Career position

- Supi rnuma rary position

- Supernumerary position

- Supernumerary position

Sup  rnume rary positions ara auxlliaiy of career positions.





Typist

Opor ator

Time Keopor

Inspe ctor

Writer

Editor

Dcscription

Executo activities of an administrativo nature as relating to tho application 
ox laws, regulatioris and norms in general.

- Career position 

Dcscription

Porf arras specifically typing wcrk.

- Supf3rnuireraiy position 

Dcscription

Executes works related to tho operation of office machines.

- Supernumeraiy position 

Dos cri ption

Exercises control ovar attendance of employees , through operation of Tin>j- 
Clock. Actually, employees vã th this title perform general administrativo work.

- Supor nume r ar y position 

Dcscription

Refcrs to inspection of operations. Actually, employees with this title 
perform duties equivalont to those of Clerk, Clerk-Typist and Administrative-Officor.

- Supernumorary position 

Description

Performs worlc relative to jffidal release of information. Proparos writings, 
and organizes pi$>licíitions.

- Supernuinerary position 

Descri ption
Perform s work r e la t iv e  to r c v is io n  o f o r ig in a is  and r e v is e s , from  ty po g rap h ic ,





Assistant Libr arian 
libr ary Ai.de

Filing-Clork

Modical Sorvi cg  Ai.de

Draftsman.

Accountant

\y

Account ing-CIc rk 
As s is t ant Ac c ounb i n g.

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

- Careor position requiring diploma
- Supernurrerary position not roauiring diploma

Doscripti on

Perform profossionr.l t-jork in libraries.

- Careor position 

Doscription

Organizes and maintáins filos and ar chi vos in public cfficos.

- Supor nume rary position 

Doscription

Holps in health treatmont, applying injoctions, etc.

- Supornumerary position 

Doscription

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

- Career position requiring diploma 

Doscription

Performs professional accounting 170rk.

- Super nume rary position 
.Clerk ~ Supornumerary position

>/• •





Phot ographer

Office Messongor'

Janitor

Caretaker

v»

. .......  V3JL

Dos cription

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 

Dos cri ption

Executes ali types of photo gr aphic work.

- Supêrnumorary position 

Doscription

Víorks 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.
O *

- 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 installati ons 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 buildings and superintends cleaning work0
>





vlii

•:>ervant

Waroh ous e - lá. dc

■ártisan 

Artisan /ddo

Corpontor

Chauffcr

- SupernuiTurary position 

Ibscription

Performs clcaning and conservati on work in public buildings, hospitais, 
collcgos and othor working places. Is rosponsible for tho removal, arrangemont and 
p»aclãng cf materiais, roa chinos and cargoos.

- Supernumerary position 

DescrLption

Works in storagos or warohous-s or porforas activitics related to esti- 
mates, acquisition, chocking, roceipt, arrangomont, cüstribution and control of 
permanent and consuma blo 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 anc1 general navigati on units, vehicles, ma chinos, 

mechanical oporations and soil research. Preparation cf books and documents.

- Supernumorary position 

Descripti on

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

- Supe rnurre rary position 

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

equipment. Transpcrts personnel in automotivo equipmont as requircd.





cross ssctioíí cf alloí/ínces

Additional paynent

Gratified Funcüon

Represent ati on

Fanily Allowance

Eirnloyoes with moro than 20 years in public sorvicc is entitlod to an 
additional payment equaL to 15% of Vãs salary for time in Service. For 
moro than 25 years in Service tho additional pqynent isoqual to 25% „

Supcrvisory cr chiof positions are entitled to an allowance which is 
additional to a base salary, and is proóortional 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 speciáL serviços 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.





X

N 0 T S

Tho information contained in tho following pages vias compile d 

before Januory 1959. In general, it may be‘ considere'1 up-to-date except 

with re feren cc  to salsries showed i n  tho tablos. As o f  January, 1959 

s a la r ie s  i n  public Service  re cc iv e d  an  in crease  o f 3'J% as an adjustment 

to the current  cost of l i v i n g .  As a m attcr of fa c t  t h is  p r o v is io n  waB 

made on a temporary character as a compensation fo r  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

I - Studies, thoroughly, public cSnge^tTbe S e °in 1 t e  ^a n iza t^n  of

§ a r . 5 £ . r  < £ =

processes oí work, relations md pay of publio positions a n d  functions (car
II - Studies and proposes systems ox cxassJ

gos públicos e funções); Union*

i n  - Guides the admnistration of civil ^  „ fmçSes) ln the Federal

IV - Selects candidates for positions “ d fun itLons m  the tvo Houses of Federal Congress, 
Civil Service, except for adiram 1-1T.nfpssors for public education;

positions in tbe Federai dust.ee J nt of ^  omployees of tbe U^on,

V - Providos for the FrcP^ati0" ’ persoroelj

imeluding administrativo and ln the fiold of public adMnistration; 

VI - Supervises programs of techmca a entities that are dedieated to the study 
VII - Maintains relations with national and for g 

of publie admnistration; _ =* ,tssion (admissSo) of candidates olassified in 
VIII - Proposes the appointaent (rie-jeaça°) or e h^ m t a ç ^ )) oceapt when othor orgamzation, 

examination (concurso) or test tpr

by special ln * , exercise this, au*. ^  on ^  eq!llpptog of public buildings;

Guides the construction, rcinode-l g oonstruction, rcmedeling and installation of 
Examines projeots and budgets ^ aS ^ 0°5ervices;

offices in builcüngs utilized P +Qn 0r! in buildings adequate to tbeir
tt „ t„ assuro thãt Offices are wstallod in t o l a .Vi of the public;- Suggests ineasures to assure wi ^  corwonicnce of the servxcc, ou

purposes, havtag in view econcray • ^ buildings and their oquipnent; 
Gives opinions over work plans relatJig

IX

X
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XIII - 

XIV - 

X1/  -

Collaborates, through request or agreement, in tho study and improvement of state^and municipal 
public sorvices as well as organizations of indirect administration (administração indireta) ~

Prepares annually, in accordance with instructions of the Prcsident of the Re public, the budget 
proposal to be sent to the House of Representativos; and

Supervisesj by delegation of the Prcsident of the Republic, and in conformance with his 
instructions, the execution of the budget.





OFFICE OF lEEIÜCTOlt GENERAL ~

VICLíK I&iFOiiMED Is.JAuíY Cr$ ALLCM£NCEl> Q$

1. V.O. EIEIMAN

2. S. DAS. ROCHA

3. C.L. E  A. LACEiíDA

4. M,H, DE A, ISR3IRA

5. J.H. IE A. PINTO

6. G.A, Hi O. ILjLO

7. J.B. EE S. E SILVA

8. W.R. Da SILVA

9. M.V. SILVA

io. p„it, vusmmz

n .  A.M. AEEGRE

12. A.A. DE SOUZA

13. üj .A» DO íMARíjL 

U . A. DA SILVA

15, A.P, MACHADO

16. A.J. COELHO

Operator, l/ 24 

Clcrk-Typis 13 R/22 

/d d c ,  ;l/22  

A s s is t  .Litararian l /2 1 ’ 

S e r v a n t , R/20 

S e r v a n t , R/20

S e r v a n t , R/19

S e r v a n t , R/19

S e r v a n t , R/13 

S c r v a n t , R/18 

C h a u ffe u r , Ii/23

C h a u ffe u r , d /2 5  

C lerk - Ty p ist , ií/22 

Clerk-Typist», R/23 

C lerk - T y p ist , R/22 

Clork- Typist x /2 2

Suc retary  

S e c r e t a r ia l  

C le r ic a l  

C le r ic a l  

C le r ic a l  

O f f i  ce-He ss enger

Office-Iíessenger

O ffic e  -Mes seng2 r

Office- Ilessenger 

O f f  i  ce -Me s se nger 

D riv in g

D riv in g

C le r ic a l

C l e r ic a l

C le r ic a l

C le r ic a l

8,000.00 

7,000.00 

7,000.00 

6, 500.00 

6,000.00 

6,000.00

5,200.00

5,200.00

4,800.00

4,800.00

7,500.00

STATUS

FC-. 4,000.00

FG. 1,200.00|

IIP. 1,000.00

FG, 1,200.00

RT. 1,2C0.00

500,CO 
750,00

Supernumer ary  

w /s t a t u s  

n

RF.
SF.

RP.
SF.

RP.
S F .

RP.

RP.

500,00
750.00

500.00
750.00

500.00 

500.00

9, 500.00

7,000.00

7,500.00

7,000.00

7,000.00

RP. 1,000.00 
SF. 500.00

RP. 1,000.00

RP. 1,000.00

RP. 1,000.00

RP. 1,000.00

RP. 1,000.00

tt

n

u
n

n

ti

n

n

n

ti

n

n
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n

n
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nFFTC.y. OF DlitóCTO.i GSNEA.uL - — D^G.

17. J.M. dos S.A. 
CAVALOA-ITl

18. H.B. COSTA

19. O.F. LOPES

20. A.E. DA SILV3IAA

21. A. TOiiiüLS

22. 3 . SILVA

23. H.M.J. EBEitHAíD

24. A. M/JJIíIN

25. L.S. PINTO

Adra.Tech. Class/N 

/idm. Ofíicor Class/H 

Adm. Assist. ií/26

Adm.Officer Class/O 
M.V.O.P.

Adm. ^jssit. A/28 

Adm.Officor, Class/N

Technical Assist*| 

To clinicai Assist. 

Tochnical Assist

Tochnical Assist

Technical Assist

Technical /issist 

Technical issist 

Tochnical Assist 

Technical Assist

16,000.00

8,300.00

10,000.00

17.000.00

13.000.00

16.000.00

itp. 4,000.00 

Itp. 5,000.00 

itp. 3,000.00^

itp. 3,000.00

Ap. 1,800.00

Pomanent

Pormanont

Supornumorary j 
w/status

rorriancrit

itp. 1,500.00

xtp. 1,000.00

ilp. 2,000.00

ilp. 4,000.00

Supornumorary | 

w/st at vis

Permanent

DiSP - January, 1959
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0FFIC3 OF DiifflGTQú G3N2uL»L - D.G.

BBSdiirncN of dutes

, i.jnv-k of the Office of Director General.1. Supor vises the admxnistr atxve c*nd clerxc

2. Substitutos for the Secrotary (1) during morning period.

3. ln chargo of fitas. Holps in general work of tho Office of Direoter General.

4. In chargo of protocol, involving reglstration of incoming and outgcáng decmronts and 
correspondence*

5. írepares clippings of Official Organ (Diário Oficial) and fulfills clerical »rk .

6. 7. 3. 9. 10 - Pcrfcrcn custodiai work and s orve as office^nessangers.

11. 12 - Drive cars for tho sorvice of Director General and his Office.

13. 14. 15 St 16 - Perform clerical work in the Office of Director General.

17. 18. 19. 20. 21 & 22 - Provida technical assistance to the Director General.

I 23. 24 & 25 - Persons not employed in DiSP, giving technical aasxstance to the Director General

\

$

DjjSF - Januarjj 1959
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OFFICE OF IEGnL CONSULTANT

lí AM E TITIE & GRADE WORK ESHFOiMBD SALAIY Cr$ ALLOWANCES Críü> STATUS

1. C. DA 3. HJAITE

2. D.A. IE L.CiuíV/JiíO

3. M.J. EE A. RAMOS

Toch.Advisorj 2/28

Adm.Officer,Class/l 

id.de, k/25

Legal Consultant 
CG/4

Secretary

Typing

30,000.00
9,100.00
9,100.00

FG. 3,000.00

Supernuraerary 
w/s tatus

Permanent

Supernumerary
w/status

IESCxíimON OF DUTIES

1. Gives opinions over processes sutaittod by Mrector General of MSP. Giues infomation t, 

tho Judiei ary Power.

2 .  Àttends t o  c a l le r s . M aintains f i l e s  and records of le g is la t ic n , le g a l  d ecisio ns  and opinions 

o f Makcs record of publication oi referred opinions. Controls outgomg 

Í d  taoo1^  " ^ v i e «  W ork and keeps f i l e  of papers o riginated  i n  the O ff ie e

of Legal Consultant.

3 .  F u l f i l l s  typing work of the O f f i c e .  Sutetitntes  for the Secietery ( 2 )  ir. hor absenco .

I DASP - January, 1959
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SSCTOlc OF TECHNICAL AHUNISTiiATIVE ASSISTANCE - S.A.T.A.

. 
-4 T T T IE  &  GAAEE WORK IEIíFOiíMED SALAiíY C4 ALLG/fANCES Ci$ STATUS

1 .  G .M .K .  IE  M .  G E N T IL A d m .O f f ic e r  C lass/fl S e c r e t a r y 8 ,3 0 0 .0 0 Ilp. 2 , 0 0 0 . 0 0 Perm anent

IESCiíIPTIONS OF UJTIES

1. In charge of the Sector. Serves as Secretary to the Brazilian Coordination of Foint IV 
Program. Participates in ineetings} prepares minutes anel correspondence, keeps files and 
perforras ali the work of the Sector. Ais o, 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
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General Functions of

COUlíCIL OF AIMBíISTRATION - (C.Ad.)

T j off-i H fincv of components responsible for organization, budgeting,
I - Promotes greater coordination and oílxoxQii y f

personnel and public buildings constructionj
. „ i • __ v,nrio'f>+ -np^sonnel and public Duilcungs con-

II - Assembles to deliberate problems of argamz-txon, ^ > -

struction; and '
T-r • h- q mpmbers and, within its consultative and corecting
III - Functions to.th an absolute majori^y of 1 - 1

competencea makes decisions by a rr.ajorx y o..

\

, *





General Functions of

CQMI33I0N OF ACCUMÜLATION OF POSITIONS - (C.A.C.)

In controlüng dual employement in public servxce:

n • -> ir force, in cases of accuimlation of positions;
I - Makes judgements based on legxs_a^a 1 +

■ flor-ncies in judging cases submxtted to it, anü
II - Consults irlth specialists or specxal-Z^d 0 -

makes necessary inquiries; „ r.Acr>
• * *p TYÍ ~( *c> Q-fcor *—ÇjGil6l*cL-L Oi — j

III - Submits its judgements to the examination and test or by pcreons interested

IV - Answers inouiries made by canda a c oosition accumulation; and

in !egal clearancG of eituatione ^  .  of dacislons of mreotor-Oeneral

V - liaintains files of judgmcnts made J 

of DiSP.
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COMISSION OF ACCUMULATION OF POSITIOivIS (C.A.C.)

M 3 M B 3 R S

2. J M3IEIR0S - - _________Director, Adtnmistration Serviço (o.h. ), DíhjP

3. J R P rc MORAIS - ____________ Administrativo Officer, Ministry of Justiço and Interior
Business.

4. C-..Í. B  i-ULLO H4WDS_______________tega isslstant, liinistry of .«riailturo on íotall in
Dxiu>P •

5 c M D,- a -LV, _ ____ Technical Advisor, Legal Procedures Service, Personnel
Division. DASP

S T A F F (DZSP 3MPL0j3CS)

N A M 3 TI TE and GRAEG VJQRK PSilFOiíICD s ;t í i  a$ ALLCWANC3S Cr$ STATUS

T.J.M. BARTHOLO 

L. AMARAL

Adm.Assist. R./27 

Filing Clark Class/Í*

Secretary

Clerical

11, 500.00

7,000.00

300.00 per 
session held 
by CAG

Supernumerary
vj/status

DASP, January, 959
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CQMMISSION OF /CCUMULAIION OF POSITIONS

nasciiimoN of dutlss

1» î residcs at the scssions held by the Commission.

- \
o* \ Study each particular caso in arder to makc joir.t judgcíient. . . .  
£  j Consult with specialiots and specializod agencies and conduct mqiruaas necessary to tho

^   ̂ 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 Comnássion. FulXills typing work and helps in  general 

work of the Commission, under the supervision of the Secretory . (See 2 above)

D-áSP - January, 1959
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General Functions of (r * t.C.) - DASP
, mMTRACT EMPL03ES5S (C.A.i.^w

OOmsSXON OF l a a m m  OF PJBCS-WB1 -  ̂ porsonnol:

■ „<• smwrnurerary contract and P » ’
In controliing admxssxon - _

d- of the pamanent cci^sions oi atosxon o£

I - Works togethor with DjSP Jtablisheò in govurnm-n o Dijraanont conmssions, for tho

piüCG-wark and contract - - agencies through t^c^  i _ Gsto these jobs;

II - Reviews proposals, sub.itted by and a^ssxon of oap ^  necossary to
ostablishinent of picce work and ^  commissions to pres^nt xnxor

IH  - Calls upon mcmbers of the ^ ° t o  proposals; General of Ô iSP as to the
formlate recommendations p e rta x n xn g ^j^  ^ i o n  to the Dorector Gener

IV - Hakes recommendations through DüSP ^  . » DiiSP.
validity and acceptability of pr P ^ Pcrsonnel Dxvxsx

V - Makcs reconsideration of cas^o

W
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COMISSION OF AEJÍISSION OF EESCE-WORK AND CONTRACT EMPLOY2ES (C.A.T.C.) - DASP

M S M B E  RS

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

Division, DASP

Reporting- M em ber, (Administrativo ^ssistant specialist 

in P e r s o n n e l  Administration) Personnel D i v i s i o n ,  DASP

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

ization Division, DASP)

S JS C R E T A R I A T

N A M E TITLS & GRADE
WORK fERFORMSD SALifiY Ci$ ALLOWííNGES Cr$ ST-uTUS

O.P. LOIES

?• CARDOSO 
b* R.C.P. dos SANTOS

7* S.M.R. DINELLI v

8* °- PINH3IR0 M2TT0

Adm.Assist. R./26

Clerk, Class/3 
Clerk-Typist R/21

Clerk-Typist R/22

Off.Messeftger R/32

üxecutive Sec.

Clerical
Clerical

Clerical

Messenger and 

Typing

10,000.00

6,500.00
6,500.00

7,000.00

3,800.00

RP. 3,000.00

SF. 1,000.00 
SF. 500.00

Supernumerary
w/status

Provisional
Supernumerary
w/status

Supernumerary
w/status

Supernumerary
w/status

1* J* S. CARIE IRQ

2» A. BRAGA---

3* F. IE C. ALVES

DASP - January, 1959
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CCM4ISSI0N CF /iIMISSI ON OF PDSCS-WQaK MD CONTRüCT 3MFL0X33S

IESOfílPTION OF DUTES

Hresides at sessions of CATC and dcsignates reporting - men.ber to sstady tho processes.

2. Studiüs ali processes submitted to CATC and makos 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 » r k  in tho Soorotoriat of CaK.



' •
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General Functions of:

GROUP VJORK FOR Hii£ILIA (G.T.B.)

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

Carries out surwys o£ conpononts and pcrsonncl partatómg to organizations to be transforrod

to tho new capital;
o. o • j. ■ _ j.n rv^+pmine necd of implomentation an. improvomont in the
Studies means of cornmunication to ci^ermiiiu au,

existing facilities ;
tv -rv. • i th Ronublic results of studies made and an annual
Preparos and submits to the Presidcnt oí tn»- iiopuo-u-o

report of its activitios.

I -

II -

III -





, X - 18 -
VíOilK GiiOUP FOxi BItáSILIA (G .T .B .)

1- J.A .G . IG AwiGÃD -_____ ________ ______Chairman, Director -General, Administra tive Department of
Public Service - DüSP.

2. F MAT, ________Uxecutivc-Director, Director of the Mint. (Administrativo
ju.»í Technician of D.i'iSP on detail in Ministiy of Finance)

S E C f l E T A R I A T

3. Person in charge of the Secretariai, Administrative Officer 

Ministry of F inance.

4, A. da C. GUIMAilÃSS FILHO —
Cônsul, 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

C0KMIS3I0H OF VJO.lK 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

II - Sxaúnes, toejthor m th tho Organization and Methods Service (D.0 .-4 ) oí W SP, Ministry-s Sub. 
Conmissions and cquivalent groups, tho operations and mothods usoo in pu„lic cl-icos,

III - 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, in oollaboration 

with tho Organization and Mothods Sorvioo of DiSP, systomatazed work procedures.

MlíJISTUY13 SUB-CQMMISSI0N3 AND EQUIVAENT GiiOUlS

I . .  . , , w „ iri r-vrries out in collaboration with representativos of
" Sf ? - C° ™ ^ ° n °r oqmV^ ní , ^ “ PL  ^ S g i a l a t i o n , b) functions, o) dolngatlons of

>-~focta.vo agcna.es, resoarch rc **, ovaluation of systens. pointing ont duplication of

í l o S n í ;  d r f i c S o S ^ o ü t t í i t i o s  of oliminating unnocessary agencies and relatod mnagomont

problems.

In rela ti on to COSB, Hinistry's Sub-Coi.missions and cquivalent groups, the following are 

General Function of

Í̂GüNIZ/JION iWD IGTHOIS SExlVIOS - DÜSI

“ ■òssists and coordinates the work of C033;

11 '  Organizes the work sectors necessary to cany out COSB functionsj

C I - iíeviews work staplification projocts ond roco»ondations develo^d by H in is t ^ s  Sub-Oo^dssicns 

or eqüivalent groups and transmits them to COwíB.



'
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BUBG3T -AND ORGAíIIZÚTIOlí DF/ISION (D.O.)

DASP - Jan., 1959





General Functions of

budget and organization eetvision, dasp

I -

II - 

III -

IV - 

V -

VI - 

VII -

VIII - 

IX -

X -

XI -

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

legislation;

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

of the Republie;
-r» -i . , , . . hr>se their requests for funds. and reviews the cost
Svaluates work proerams on which agencies d--üo .

Uiiv b n/vr—olatins them, betweon themwelves and with directives
of such prograins for the purpose oí correiatiut ^

of the Government;

Proposes modifications in schemes of . classif ication of recoipts and expenditures,

Stndíos affocts of federal expendituros on the national eoonomy and cooperatos in tho forau- 
latiõn of administrativo, finSo ial and ooonanie moasures nooessary to eorroet labalanoes

which are revealed;

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

p- . . . . _ +v,3+ fi-i -rnctlv or indirectly, pertain to the preparation,

- S K T J S c H ?  íhe federal, budget, respoeting the spooifie oompoteneo 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 -hnl-mces and demonstration of accounts (orçamento

Standardizes and oeordinatos b^gets, b a l^  autarohiüs (antarqnias) and provides fer 
balanços o «Braonstraçao *  conta») of Icoer ^  ^  g(jneral budget ^  tho Union.

publication of summanes of these bucigets o g
 ̂ «̂ petions, as well as agencies in general,

Guides ministry budget officos and organization sectaons,

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





XIII - Aids, whoa roques toe!, states, municipalitios and territories, autarchios and entities that carry 
oufc serviços of public interest, in studies rolative to their budgot admnistratxon and the 

organization and functioning of thoir serviço;

XIV - Studi.es policies and. procoduros of adiuinistration most adequate to the various sectors of 

public Service5
w  - Suggosts modüioations of adirumistrative organization necessary to carry out work prc.gra.-js 

of the government; and

XVI - 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.

)

*





BUDG2T A'JD OAGANIZATION DIVISION - D.O. 

OFFICE OF DIIGCTOR

N A M E ’ TITL3 & GiLBE vjoíik fsrfoimsd SALA11Y Crí> ÜLOUANCE Crf 3TATUS

1. A.B. DOS SANTOS i Adm. Assist, J./30 Diroctor
CC-2

27,000.00 SF. 750.00 Supornumerary
w/status

2,

3.

j
A. P. DE ALMEIDA j Adm. Aide, 11/26

H.G.Q. BITISiíCOUiiT i Servant, d/ 19
\

Secrotary

Messonger

10.000.00

5,200.00

FG 3.000.00

iip 500.00 
SF 500.00

Supernumer ary 

Supernumer ary

4. J.M. LIFiA i Servant, ?./17

j
j

i»
1 . -----

Mossenger 3,800.00 ,ip 500.00 Supornumerary

!
i

i n , . 4.1, of sections under his direction: resolves
* GuidliS> df 'ects and ^^Tnf^- wío^octar- C- oncral; sttonds sessions of the Council of 

mai»gor..ont matters dircctlv .n á organization and budgot admicistration; prosents
^dmamstration and roports marters reiative to «■
a report of aotivitios of tho HLvision to tho ürootor Gonoral annuOly.

D i .  y> -rtmm̂ riications to tho Diroctor; roplios to individual
Aeceptionist for the Diroctor, dire ^ typing of papers drafted by Directorj
corrospondenco of Diroctor; typos or aiî jage _ /P 
coordinatos or executes anjP specific tasks assign^ o ~

3* & /+. Serve as offico-messengero.

HIS? - January, 1959





BUDGET AN aíGANIZATION DIVISION - D.O. 

OFFICE OF nnfficmt ADVISORY STAFF

N a M 3 . TITLE & GIlAIE ■ C ji i i-i1 0-aij-J S.iLAtíY CiO ALL0V̂ j.'JCE Cnj stjtüs

1. H.E.S. m  OLIVEIRA Adm. Off. jClass/L 
(M.A.)

Chief of 
iidvisory Staff

13,0X.GJ FG 5,000.00 Permanent

2. B.U. BITTENC01E.lT irftoi. Tech.Ciass/J Tech. Advisor 10 yOjw.0J - Frovisional

3. C.T. GONÇALVES Adm. Tech.Class/J Tech. Advisor 10,000.00 - Provisional

A. N.M. DOS SANTOS Clerk, Ciass/E Clerical 6, 500.00 Frovisional

1' í ' ‘5 ÍnU0t'^on£rídng°prMOMos rolàtive to organization and budgot guidos

Z aL ^ , T £ £ £ T Z & & *  S f S S & t . «  a « « r , m *
cstimatos ond^procosses rolativí to budgotary oxooution; propares specxal plans and rovasos

general written materiais of D.O,
o . . __j fny+c of contracts and agreoments.
2. neviews preliminary budget ustinates ano.
3 * , .. • ^oiirrinarv budget estimates and gives advico on legal matters.
•?* ^evicws processes relativo to preiuninary u &

Performs typing work and Controls movcmont of processes.

DííSP - January, 1 9 59





-udgct and Organization Division, IUSP - 25 -

-JMINISTLiL2?ION G.iOUP - (T.Ã.)

„ +v,„ on and Materials Sections of tho Administration- - Coordinatcs its oporations mth the Goirmunxcax,xon
Service (S.-i.) in perfoming thc work of the Divi-ion;

1j. - Providos for requisition and repair of material in us  ̂ in thu Qivi i j

n-ivision. in accordanco with instruetions given by the ixj. - Controls thc moveinent of papers wxthin tJie uxvxsxon, xu t> j

Director;
+v,o+ which is cone by thc Duplicating Section (S.A.-5) of Iv - Carries out duplicating scrvice, e xccpt tnat x.nxcn u» j

tho Administration Service.





D.O. - üiiíIi'í ISFRATIOlí GROUP - T.À.

L.P. COCCHEARALE 

íl.L.H. DAR. PINTO

V. D* A. BR AJA 

K.F. SODRS 

E. MATTOS

T.M, W  A.G.TSjXálRA]

k .p . as ;íNdr;je  

E.F. ns SaíT*ANNA 

E.L. EE OLIVEIRA 

I . PORTELA

Adm.Off.,Class/H 

Clerk Typ. , R/22

Clerk Typ., R/22 

Clerk Typ., R/23 

Cüork Typ., R/21 

Clerk Typ., li/20 

Clerk Typ., li/20 

Typist,Class/j 

Clerk Typ., R/20 

Clerk Typ., R/21

In charge oí T./J

Substituto ícr 
person in charsfe 
'oí T.A. T
âuppjy- clerk

Typin-J 

Typinc 

Typinc

Typirç;

Tyiíinc 

Tyidnc 

Tyi>in-

8,300.00

7,000.00

7.000.00

7.500.00

6.500.00

6.000.00 

6,000.00 

6,000.00 

6,000.00 

6, 500.00

FG l,200.0q

SF

Si?

500.00

500.oq

Permanent 

Supernumer ary

Supernumer ary 

Supernumer ary 

Supe rnumer ary 

Supernumer ary 

Supornumer ar y 

Provisional 

Supemumerary 

Supernumerary
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D.O. - /JMNISTItmOM GROUP - T.A. 

IESCIíIPTION OF DUTES

_ . , . , ™ rp • „ „ distributing mblications and material
J-. Guxdes and collaborates xn ohe worv nrts*to*pêrsons 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.

2» In charge of processes. Collaborates in ^he wori. of oh-

n _ „ „ , oreans (Diários Oficiais) to be filed in T.A,
3. Organizes collections of laws and offxcxai organb ^x

üstributes affice supplies. Collaborates xn general work of the . . . .

4- )

?• 3
7- ) ftrfcoi typing work and collnborato in gonoral work oí tho T.A.

^  )
10. )

D,'3P - J anuary, 1959
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Budget and Organization Division, D.A.S.P. 

EXPE1IDITURE SERVICE (D.O. - l)

CHIEF

Sector 
■%riculture

Sector 
Justice and 
Territories

Secretary

Sector 
Labor,Industry 
& Coimnerce

Sector
Finance

1 Sector
Nat'1 Defense 
& Rcg.Dovelop.

Sector
Health

Sector 
Transportation 
& Public Works

Sector 
Education & 

Culture

Sector 
Judieiary Power

Sector 
Agencies of P.R, 
Legislative 
Auxi liary A gene ies 
Foreign Affairs

DASP - Jan., 1959





Budget and Organization Division, D.A«5.P.

EXIENDITUPJ3 SERVICE (D.O.-l)

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

T-r XV .. .. u ,  „-p 'ic-oncics for the purpose of adjusting, frora a budg3tary
II - Promotes meetings with carec ^ bUf’pptary proposals of the agencies (propostas

point of -úew3 work programs inciudeu xn Duege ̂  ̂  ^  ^

parciais) ;
___.«+,««« +hA+. pach aeency is authorized to mako, the

III - Presents, in charts descrioing the expen-.itureo

cost of work programs;
IV - Formulates tho goncral budget proposal respecting extcníiturcs and prepares charts and

information to accorapany tho proposal; ^
+_ 4-vin nroDaration of the budget message and documents

V - Gathers facts and infornation necessary.to the prcparaxauii u

explaining public expenditures;
Tr~r ' , „  „ , vmriont nrooosal with national financial and economic
VI - Integrates and correlates the general buugot propo^x

policy-dire ctivo s;
irrT 1 r accordinc to the determinations of the

- Oversees the faithful execution of the bu^got, accorcuuib

President of the Republic;
VIIT V ., tv + f +ho ftriMt and Organization Dirâion (D.O.) informed regarding budget 

'  GGPS the r ° ? Sn! i nn infomation furnished by executing agencies;
execution, through reports based on iniorm

IX - Proposes modifications in schemes of classifying expenditures; 
y T .. . .. + fpdnral expenditures on the national economy and proposes adminis-
X - Investigatos the affect of feesrai expen *  to correct observei imbalances;

trative, financial and economic íneasuiê  ne ry 
YT „ «, onnroDriation (créditos adicionais ou suplenentaçao de
XI - Evaluates requests for supplernentary appr I

verba);
ytt  ̂ o-onorallv in matters uithin its competence;
■̂-1 - Guides budget offices anct agencies gener y

y>T , __cni-ir-ítGd to the Budget. Finance and Sconorrçr
XIII - Provides technical collaboration, whenever solicit.ee., t>o ,

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*





SXfíLNDITUiüi SSilVIGü - D.O.-1 - 31 -

—— —--;---- ■ — -- ---■■■ .
----------------1

N A M 2 TITL3 & GltJE 1'JOiiK FSííFCLíMED SiiLAiY Cis? ALLOUiiiCJ C$ STATUS

1. P.F. MAGALH&S Adm. Assist, :t/30 Chiof 15,500.x FG 6,000.00 Supernumsrary 
vt/ status

2. F.P. m  C. ALBUQIEIIQIE " Assist j A/30 In chargo of 
Health Scctor

15,500.00 FG 4,000.00 
Ad 3,875.00

Supernumcrary 
w/status

3. H.S.DA M.ALBÜQUSI1QU3 " Assist, ít/29 In chargo of 
Justiço Soctor

14,500.00 FG 4,000.00 
SF 1,750.X  
■úd 2,175.00

Supernumer ar y 
w/status

4. A. a^STZNlüITSri Adm. .ássist, Ii/28 In chargo Labor 
Ind.Com. Scctor

13,000.00 FG 4,000.00 
SF 250.00 
Ad 1,950.00

Supernumcrary 
h / s tatus

5. F. DA S ILVA Adm, Assist, ii/26 In chargo of 
Health Soctor 10,000.00 FG 4,00 V00 Supernumcrary

w/status

6. G.JJH SANT*mu\ Adm. Aide, ii/24 In chargo Nat11 
Dcfense Scctor

8,300.00 FG 4,000.00 
SF 250.00

Supernumcrary
w/status

7. H. EG S. FSiuiO

*

Tech. Adv., R/28 In chargo of 
Judieiary Power 

Scctor

13,000.00 FG 4,OOO.X 
SF 500.00 
Ad 1,950.00

Supornumerary
w/status

8. M.A* N. GAVÜSOKI Adm. Assist, ii/28 In charge of 
Agencies of P. 
ii. Sector 

------— ---

13,ooj.oo 

---— -----

FG 4 ,00o.00 Supcrnumer ary 
w/status
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- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
TT ' T.T r>W ii l i a!i T IT L2 & G.Í./1HJ 70-tK Eàiú?0iM3D

—— ------ r
SíJjíuíY Crv

, -  -y
JjLOVJ x J oxu Cr$ s ta tu s

9.

10.

A. TOíuíIjS 

a .P . DO VALIE

iiòm. ü s^ist, ii/28 

Clerk Typist it/22

Assist to perser 
in  charge ofSec
Secretary of 

Chlef

13, 000.00

7, 000.00

íp • 
úd.
FG

1, 800. 00-
1, 950.00
1, 2)0.00

Supernumer ary 
w/status

Supernumer ar7 
v/status

11. A.P. MACHADO Clerk Ty p is t, l/22 Assistant 7, 000.00 ilp 1,00 3.00 Supernumerary 
■w/s tatus

12. J .G . PINHO Acceunt-Clcrk, It/28 Assistant 13, 000.00 s»? 250.00 Supernumer ary 
ví/statüs

13. M. DO N. COALHO Aílm, Assist, Í-/27 Assistant 11, 500.00 - Supernumer ary 
w/status

14. A .J .  EE S . CISZlO Adm.Tech.Class/J Assistant 10, 0)0.00 SF 500.00 Supernumerary 
w/ status

15. C . VjjSCONCSLCB Warehouseman, .xl/26 As sistant 10, 000.00 GF 250.  >0 Supernumer ary 
w/status

16. 11. L* SICUPLIA *ic!m»iissist, il/24- Assistant ; 8, 300.00 - Supernunerary 
v.T/status

17.

18.

%
N .D . m SÁ 

G .L .B . IE CAiiVALHO

jla rk  Typis t ,  P-/22 
•

j Servant, Ii/ l3

\Assistant

Messangsr

7, 000.00

3, 800.00

3F 250.00 Supernumer ary 
w/status 

n
J ....... . ■■■ ----



à



SXEàNjlTtTiG SZOJICZ - IJ.O.-l 

lESGiil RHON OF DUTIES

1» Supervises the -work 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,j 
7) data relativo to revenuo collection furnishod by technical organizations anc. organizations 
of economic-financial statistics. Prepare the Budget Proposal, 3?ollov-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 Ãdvisory 
Staff in the Ldrector's Office, iissist in the preparation and execution of the Econony Program, 
Cooper ato, when requested, vjith technical organizations of the National Gongress during the 
voting of budgetary proposals. Kako study and observation trips in the vanous states. Iiake 
periodical visits to public offices in the Federal iJistrict 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 jjívísion 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.1" l) collcction of 
data for tho preparation of th® Budget Hess age 3 c) review of typographic pro^fs of materiais 

pertaining to the Budjpt Proposal*

jiASP - January, 1959





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

12 & 17. Follow up on the axocution of General Budget of the itepublic in the part relate d to the 
2conomy Progran, through transcription on propor cards. Collate data containe 1 í:í Budgetary 
Proposais, Budgptary Lavs and General Balances of the ilepublicj as requesteu. cy x.he Chief of 
the Service.

13. Examines tha official organ (diário Oficial) and the Congressional organ (jiario dooCongresso) 
for ali data (laus3 decrees, circulars, etc.) of interest to the Sectors of J.O.-l.

14. Examines data contained in budgetary proposais, budgetary lai-js and General Balance of the 
iiepublicj iíeviews typographic proofs of materiais prepared by _j.0.-i.

18. Performs serviços as messonger.

LiüSP - January, 1959
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p---- --------

Sector 
National Income

Budget and Ürganization Division, D.Á.S.p. 

RECEIPTS SERVICE (D.O. - 2)

CHIEF
-j Secret-ary

Sector
Production & Consumption

Sector 
International Cornmerce

Sector 
Investrr.ents and

Specific Services

DASP - Jan., 1959





Budget and Organization Division, D.A.S.P. - 36 -

HSCSIPTS SERVICE (D.0.-2)

t ^ o +Vv/-i WorWal Union for each fiscal year (cxorcicio finan-
I - Prepares estinates of tho rocoxpts of tno í eoerax umon j-ui j

ceiro);

II - Studies tho collcction and coraposition ox roceipts for successive fiscc.x — - >

III - Compares ostinatcs with roceipts collcctcd, i  entifying ĉ osu*. cí . ari-.ti._noj

XV - Clorifics a d  ««relatos Information furnishod by collooting agencios («gãos arracadaâcros), 

regarding tho collcction of public roceipts;

V - Gathors data necessary in estimating public roceipts,
Trr . j.• „„i n'v»nono and r (jvernr.iont rovonuo. as well as betwoen tliese
VI - Studies tho correlation betwoen national xncome anu govtriuu*i» >

and ecjnonic factors tliat influence themj

VII - Svaluates tho affect of tax policy on the national econanyj 

VIII - Carrios out studies to improve metnods of estimatxng public r^n u o ;

1^ - Proposes altorations in the classification of roceipts;

X - Indicates new sources of income in orebr to meet extraordinary or spocxal financmg or to 

covor incroases in gonoral expenditures;

^1 — Observes the progress of budget execution as relato., ^uolic r * i ;
Yn- r% Vvnrlr̂pi" i-jreoaratxon and. oxocutxon, as thoy rolate to
331 - Examines ali queations relativo to federal budget proparaoxu

public recoipts; and
Xttt * i t t t nfín(7 'iijonrics in matters "wxthxn xts competenco#

I-1 - iinswers questions pre sente d by £ollectinto a^en





?£C3IFrS S31ÍVIC3 - D.0.-2 - 37 -

N A M 2

----------- -—

TITL3 & GILuE

- ' —' 1 
WORK PEMiMEJ

! ' 1
S/iLAíY Ci$ ÍALL0WANC3 Cif STATUS

1. A. S. AVI LA Accountant. Class/O 
(M.F.)

Chiiaf 18,500.00 F£
fi

6,000.00 Permanent

j
2. OSÔiilO Account.Cie rk, 2/26 Aecords IC.000.00 SF 750.00 Supernumerary;

3. F. da C. ALVES Adn.Tech., Class/L Records 13,000.00 jSF 
ÍAd .

250.00
1,950.00

Permanent

3, :)A SILVA Clork, Class/F Filing & Typing 7 ,000.00 : - Permanent

5. il.V. RtAGANÇA Adn. Aide, ii/28 Clerical and 
docureentation

13, 000.00 •" Supernumerary

6. J.S. FSiíNANUES FILHO Operator, li/21

■

Statistical
estimat

6, 500.00 .

í

M Supo rnumerary

7. J.3. CAIIVALHO Clerk Typ., li/21 Clerical am 
Typing

6, 500.00
1

Supernumerary
«
1

8. L.L. JL S. IEITE 

------ -— ---- --.--

Adm.Assis t, IÍ./26 Chief of Intcr* 3 
3onmorce Sector

10,000.00 FG
SF
i

4,000.00
250,00

........... . ■ ■.

Supernumerary

1---  _ . .
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xüCEIPTS SXcVICS - D.0.-2

lEScrj moM of :juties

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

Service.

2. ) I l e c o r d  i n c o m e  c o l l e c t i o n  o n  specific books; preparo comparative tables; conduct investigations
3. ) in sources of public receipt; calculate prospective receipts ano. related tior.c.

4. Selects material and executes preparatory estimates on prospective rovonuo, organizes comparativc 

t-ablos and performs typing work.

5» Helps in the preparation, control and filing of documentation relativo to technical material.

6. Preparos statistical estimates, and graphical charts of ir.ccmo collection.

7. Helps in general work and porforms typing work.

8. In cbarge of cqnducting 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 IV.

jlSkP - January* 1959





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

iiUTATíCHIES SERVICE (D.O. - 3)

CHIE?
Secretary

r-— ------------
Sector 

Social Security and 
r°fessional Supervision 

Autarchies

i  r Sector
Industrial

Autarchies

Sector 
Economic Control 

and Credit 
Autarchies

i r ~  Sector
Educational and 
Líiscellaneous 

Autarchies

)

%

DASP - Jan., 1959





AUTARCHIS3 SERVICE (D.0.-3)

I - Cnrrics out studics reccssary to Standard!» genoral critoria and spccial wajra of prcsonting 

budgcts, balanccs and. dcmons tration of accounts cf autarc; íes,

II - Preparos instruetions to standardizo budgets, balanços and demonstration of accounts of thc 
autarchios and to comply with any legislativo requiromcnts xn oífect conccming central- 

ization and coar cünation of thc nentionod docuincnts;
III - Suggests tirno periods in uhich tho autarchios must subnit to com^tont organizations budgot 

proposals;
IV - Evaluatcs and givos opinions conCorning budgcts, balanccs and settloments of accounts of 

federal autarchios, including tho obsorvance of standards to which thoy aro subjcct;

V - Examines budgct proposals of autarchios considcring thoir s^oci.Jj^ati^n ^nc natiffc of
activities, for thc purposc of assuring maximum cooríhnation in administrativo plonmng

betweea them; and policies
VI _ Observes divcrpcnces between the fodoral policyj of the autarchios, acting in parallel or

uDscrvcs avergences Deweuu um. ;  ^jrrticularly the concession of grants and axds,
correlative sectors, xn utilizing rcsourccs, p î
and suggests measures to assure adoquate coar-ination;

^II - Examines quostions of costs of services, of economy and cíxi^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 demons- 
trations o? a c c o ^s ^ f  autarchios or to tho autarchios themsolvos, any nocossary changos 

that appear during the cvaluation of these documents;

IX - Provides for divulgation of budgcts of autarchios;
V -r-i 1  ̂ P Q ^í^n tia l X iricíXlCl^l dclfccl "bo 1 3JK "bílO SUUTlS
^ - Furnishes to the Expenditure Service (D.0.-1 ; es^ , . oc,

necessary to covor the operating doficits of the au arc ,
y-r . . , , . nf foderal autarchios, including supplomentary

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

Treasury;



■
uh .......

■

“

■
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XII - 

XIII - 

XIV -

Collaboratos uith autarchics in tho smplification oí work, tochniquos and tho systcm of budgpt 
preparationj

Prosents suggestions relativo to imppavanenb and better control of budjptary and accounting 
aJnirdstration of autarchios; and

Koons the Eirootor of Budgot and Or3anization MT.lsi.on (D.O.) iníomed pori.oO.oaHy rolative 
to oconomic and financial condition of tho autarcnics.



■



;jjt;:ichus wnsz - J .0.-3

N A 11 3 TITL3 St GilAIE
| VJDllIC 13.L-0,dCJ | SALltY Ci$ ILL0VJANC3

1. B, GALVAO Accountant ,Class/0 
(M.F.)

2. M .I. CARUL Clork, Class/G

3. F. BAHIA Assist. Account .Clork 
A/21

4, J. LEIA /ide, li/23

5. it. sim ;s Ai. do, Ii/21

6. 0. DA C. 3. SILVA
Accont .Clerkví/28

Chief

Socrotaiy to

tho J.0.-3

Assistant

Aissistant

Accords & Filos

Chief of Incíustj 
Aatarchios Socti

cê

17.000.00

7.500.00

6.500.00

7.500.00

6.500.00

13.000.00

jro 6,ooo.ocj

FG 1,200.0C] 
id 1,875.00

fcF 750.oq

FG 4,000.0C 
£F 750.0C

STATUS

Permanont

Pcrirtanont

Supor nuinerary 
w/status

Supomuirier ar y

Supernumerary

Supernumerary ;

.íiscmmoN of jutiss

1. Srcployee of Ministry of Finance^ (M.F.) on dctail in jASí .

Suporvisos tho -work of tho Serviço. . . . . . .  ,
p, . „ r. n 3 • dirocts communication to tho Cnioí. neplies to xnuivxaual

• fOT typins *  ^  by thü Chio£’
Coordinatos or executes tasks assignod to er. nccor(lancc with moc\cis fumished by D^SP. Makes

3. In chargo of adapting budgot» of autar - in budgotary propcsals. Lirafts supporting 
nathematical rovision of numeracal ĉ ata
documonts of proposals and rocoirmendations.

4. Aids in general work of J.0.-3_ , nf-i ciai) and collocti on of laws. Aids in general
5. In chargo of filos of official organ (Jxario Oficial.; anc

work of D.0.-3

LASF - J arrua ry, 1959





Budgat and Organization Division,

ORGrAtíIZúT IOií Al® JETIíODS SERVICE (D.O. - U)

CHIEF
Secretary

Organization

Section

Hethods

Section

*

»
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CtíOSBIZ^IOJ uD 2-ETHOjS úkWICS - ^.0.-4 

CFl-lGii 0F CHL2F

II A M 3 TITIS & GILíLÜ VíGxíK ?.iü: Gl̂ 'í-1-̂ SALAiiY Q$ ALLOWAfíGIi Cni? 5TATUS

1* I . liA C. RIB3H10 Adm. Tech.Class/K Chicí li,5CO.OO FG 6,000.00 
SF 250.00

Pormanent

2* B.3. &M H Q Clerk Typ. j ií/22 Secrc tary 7,000.00 FG 1,200.00 
3F 500.00

Supornumcrary

iESCill piton OF JUTL2S

1* Supervisos thc vork of thc Service*

rs .  ̂ Í4.4- +n ca^lers, Controls niovemont Oj. papers, and pe-forms 
2» Serves as secretary of ^hieu.. Attends

typpirg work.

liãSP - January, 1959





Budgct and Organization Division, S.A.S.P.

ORGilNIZATION AND 1'ETHÜDS SERVICS (D.0.-4) 

Through tho ORGANIZATION SSCTION

- 4 5  -

T . . .  , „„r.,n-i ç-ation charts of thc federal administrativo1 -  Carrics out studics and maintains up-to-dato orgc-nizaTixjn îcu.
strueture;

I I  -  Gathers, fo r comparativo studics, Information about public and privatc administrativo 

organizations ;
ttt . ,, Sorvico (S.D.), charts dc picting the organi-

Disscminates, in collaboration tn. ̂  c 1 "cooooratin' vri-th administrativo organizations
zation of thc federal administrative strueture, coopcratin0 to. ou c

of B ra z il that publish id c n tic a l m ateriais;
jxr —, . r, . i ■fnf,'f>T*al admLnistrative strueture an.-j Tjhcn approvc }- Prepares reorganization plans of thc xcc.er<..x

supervises th e ir  progressivo implcmontation;
ir q that bccoinc unes sential by forcc of

- Adviscs tho olúdnation of orcaiazatxonalÇ<cny » functions or 
changod oon'.itions, tho altorataon of ttose taat for t n o ^  ^  ^  ros.;on£lbmtios. 
aequire others, anc1 the creation of orĝ niẑ -ti

\tt ^ rrmnetition, and co n flict that becorae
I  -  Proposes the clim lnation of functional ^ p l 1 federai' administrativo strueture, or evident in  thc study of thc organization of thc lecierai jhui

through othcr rneans;
* *  - Obsorvos tho structural adoquacy of objootiTos

for whioh thoy v,cro ostablishod and advisos of nooossary moJÍifi.-tlons,

Vttt * 14. *70 thc organizations fo r uhich thcy111 -  Collaborates v ith  authoritics that scelc to reorganize tnc orb
are responsible; , „

Ty „ submitted by the Government fo r the consideratxon~ Evaluates organization plans of public services su m u to j- y
of DASP;



'

■

■

■

.

.



X -

XI - 

XII

Collab orates iri.th, and guiemos, fren a tachai cal point of view, organization umts of the 

ministries;

Hcnclcrs organizational services to state3 municipal, territorial, and quasi-governmental 
agencies (organizaçoes 'jaraestatais) when reques te d or in virtue of superior reccmmendationj

üssists the Public Buil.lings Division (D.xi .P .) in the stucly of problems of installing public 

Offices.

and





0.0.-4 - OiMIZATION SaCTIOH - 47 -

N A M i3 TITG & GítAlS ÍJCLiK EDlFatfGiJ SALAtX Cr£> JXOvJ/iíCA Cr§ STATUS

1. b .t . :e  k g i t .s Acta.Assist, R/26 Chiof 10,000.00
'
FG 5,000.00

1,000.00
2, 500.00

Supcrnuincr arj 
w/status

2.

3,

4.

Jl.S.J. BABOâA 

M.L. :Ü SOUZA 

F. AküS

Aclia.Tc ch. ,Class/J

Clark, Class/j

Vetcri rr.ry ,Class/J 
M.A.

Adu.-ussist ,

llcvicíi: of ircc.

Clerical 

lievisw of :'roc.

10,000.00 

6,500.00 

10,000.00 >F 750.00
2,500.00

rrovisional

rrovisional

rcrmancnt

5. ü. 'J. 0. Bíu lííJIv A
itevicw of Rroc. 10 , jOU .L/0 . ,F

..CL
750.00

2, 500.00
Supor nrnnurary 
w/s tatus

6.

7,

8.

9.

C.L.N. CA-IF/JCLLA 

A. B/iTiTOLY 

J.F. BAíBOSA

ji.i-i. IEiLiiiliiA

Clerk, Class/5 

Aàn.ALdc, il/26 
üraftsman, ií/27

Museum clcrk, íi/21 
M.B.__________ _

Filllng

ilcvicw of Froc.

Spccializc-l 
drawing 

Ilcvicw of Froc.

6, 500.00
10,000.00

11, 500.00

6, 500.00

ÍjF

JF
Ad

750.00

250.00 
2,875.00

frovisional

Supcrnunorary

Supcrnunerary
w/status 

Supernumarary j 
[ v/s tatus

LÃS? - January, 1959





(XíGÜNIZ/jTICN S3CTICÜI - D.o. -4 

EÜSCiíIEnCN OF JUTE3

- AS -

1. Supervises general t;ork of the Scctiorx*

2. Revieijs processes. CoILccts and files legislation pertinent to organization and adrainistration 

in public scrvice.

3. Controls movement of processes.

4. iievicws general processes.

^ j Help in general work of the Section

6. Collects general legislation

8. Prepares statistical and organization charts, etc.

9. Evaluates organization and reorganization plans of puolic ag^nci^o.

ijutSP - January, 1959





Budgot and Organization DLvision, D.A.S.P. 

OHG/iNIZ/iTION *j'ID MSTHOD& SERVICE (D.0.-4) 

Through tho METHOQS SECTXON

I -

II -

III - 

IV -

V -

VI _ 

VII - 

VIII -

IX -

X -

XI _ 

XII -

Carrios oufc studies and resoarch in work conrUtions and processos in federal adninistration; 

Organizes and nainteins a ropository of .aothoJs provon officiont in pracíicc cr by suitablo 

obsorversj

Disseminates rosults of investigations especially among feirai a^-.iciuo,

. , , . . , , nn uni ts of the federal serviços in tho analysis of
Provides techmcal guiciance to organization unros o 

, , , , .. , , ii  ̂ nv,;, +hr» Tnnlomontation oi new suan.-urus an^ r^uLincs ° 
adopted and planned worK methods ano. m  wiu impxo
„ , ........  _ ,. «n -in stucües directed to re^ucing costs of work
Collaborates with the Organization Section m
programs;
c ,, , ., nf +ho officiency of public serviços, considering
Suggests incasurcs that pormit evaluation oi x.ne
resources concoded to execute them;

, „ , , , . i  .14f n p  Information relativo to principies of work
Prepares booklets and other material dillusing iruuimui'-LU
sinplificaticn, guides and useful explanations;

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 ior wiu i i
and facilitating relations betwoen agencies an i e p >

r. . , . , ■ . . „ - TQ-jaration and dissemination of reports and administrativo
rt-ovictos guidanqo to agencies m  the pregar i usoíui in operations of the agencies; ;
acts, preparation of manuais, graphs and ouier mcooix

• • 4.̂ -,-ín-ition with states, muni cipalitios, territories and 
Cooperates, by request or superior determination, wxwi ^  j
quasi-governmental agencies within its function A »

, j j.. i'*"o -i-Vint, ny*o> vjithin its compotcncet anĉ
Gives opinions in cases submitted to t
_ ... ^„™i~ation sections of ministries, research and investi-
Carriei out. in collaboration with Ĵ gan-Z x ^  ^  ^sses of work. 
gations with tho objective of sinplifyinu 1 ^





IJ.0.-4 1-ETHOüS SüCTIOi'! - 50 -

N A M E TITIE & QilliE

__________—-- -1

UCUK í3j."®*0HM3D SiiLALY G$ ALL(MANC3 Ci$ STATUS

1. J.S. C/álitílúO

2. íx. Dl. 5

3. L.G. I)A S„ EENTO

4. A.A.N. 1E CüSTiiO

5. H. LOS SANTOS

Adni.jiSSiSt, ii/26 

Clerk-Class/G

(IATI)

Tech.Aiv., ll/2Q

Clerk, Class/fo

Te lo gr aph-Clork, 
Ciass/K

Cjct)
«k

Chief

/inalist

Analist 

^nalisg 

iúialist

10,000.00 

9,000.00

13,000.00 

6,500.00 
11, 500.00 

. -

FG 5 , 000,0C 

SF 500.00

Supemuraerary. 
w/s tatus

Supernumer ary 
ví/ s tatus

Supomume r ary 

irovisional 

iemanent

i
!•
j___________ n,___

USSCLilEEION OF 1-iUHES

i n . ,, i f +K-. tinrfinn. Serves also as íresident of C.A»T0C»
1* Supervisos and guides the work of the bection. w .

2 ) j. Tw.nquros for Industrial Employees.Garry out of
í* Employeo of Instituto of netirement and Treasurcs larja

^  | Studies ancj surveys of work proccdures in pu

. H 1 -ín D/jSP. Analises and plans aclministrative work
5. Enployee of Post Office Department 0n detril m  **

for the Organization and Metnods Service (J« *



.



HSRSONHEL QIVISION (D .P .)

DASP -  J a n . ,  1959





General Functions of 

jBifoONHEL DIVISION, D.A.S.?»

I -

II -

m  -

IV -

V -

VI _

vil -

VIII 

IX

Y

II -

n, ,. . . . . , nav Tjlans for public positic-ns and
Studios, proposos and a.Tmnxstors classxxxca-oxon an-* ±-

functions ;
Q+ t n . • and numerical tablos (tabolas numéricas) of
otudxos and rovxsos nannxng-tablos (.qua-írô ; u _ M
porsonnol of cliroct and indiroct aOjninistration agencies,

tv- • , , j. uTr-v,̂  t,+ of ‘--fpndar ’s to facilitato tho uniform application
De visos and recommcnds tho cstablishiaont Oj. , - - - •-1 . - . • , . •. _ r.«nnT*ni rhrrvn.cvfcci* rclctuc:. t>o 7)UDJ_xc pcrsonno.L cLumuns—
of lecislation and to solvo rnattors of gonorax cn^ ^uoi A x

tration;
W n i ,  , ■ • + anri ^octrinc. mattors relate d to federal public employees;
Evaluates, from tho standpoint of law ana <\ocor.mu,

onri tho use of procedural f crms officially adopte 
Oversees tho oxccution of personnei legxslatxon an. i>no us*, u x * *

for actions related to public employees;

Stuílos thoso qusstions of rorsonaol atoistration wbich aro not inctadod dn th. spocific 

functions of otner componentes of D.A.S.d.j
 ̂ , V , „ , rwimp,t i.jith states, municipalities and agencies of

Collaborates, pursuant to reques 0 ^  ^  * Q̂ nel questions related to its area of activity; 
indiroct administration, in the study of personnei questira»

Collaborates in budget proparation with respect to personnei,
„  . , , \ „ ___ n ô-H-aininr to direct and indiroct adininis tration;

■ Maintaxns records (cadastro) of porsonnel pert. xn ^
p . ' , . detormination of nunbers (fixaçao), dlstribution (dis-
Carrxcs^out general stu .xes -u0<-r l* u  ̂ . _ norsannel of direct a^ministrationj
tribuiçao) and re -di st ri buti «n (roclxstrxbuxç<~o> i

1 .-.r, nf traininr and improvemont programs for public
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 serviço;





Organizes and kceps up-to-datc ali ctocuments necossary to it^ activities;

M a in t a in s  c o n t in u o u s  c o n ta c t  xjith c o n t r a i  p e r s o n n e l  o f f ic c s  oi f e d e r a l  p u b l i c  s e r v iç o s  an
. , . , , , .  . , • « n s t t o r s  or G e n e r a l  probJLoBis 01 personíie iautarchies and promotes mcetmgs to cocr-i^a^e na^oui 0 i.

a d m in i s t r a t i o n j  and

r* i -l i , * _ cnmrí pp a^pneies iii relation to vr ork t)rograms anci toEvaluates pcrsonnel no o "Is of public sorvice^a^onoiUD ah j-- .t u
utilization of global appropriations (dotaçoos g_obais;.





H3ÍÍS0&ISL DIVI5I0N P.P. 

OFFICE CF ..iJGTOxí

N AM E TITLE & GRADE WORK FEHF0RM2D SALARY C4 ALLCMANC3S STATUS

I. W. DOS SAfJTOS Adm. Off. Class/M Div. Director 
GC-2

27,0-0.00 SF. 5^.30 Permanent

2. M.F. BASTOS Adm. Assist. R/26 Tech. Advisor 10,000.00 FG.5,000.00 Supernumer ary 
w/s tatus

3. P.A. CÜSNEIR06 Adm. assist. R/29 Tech. Advisor 14,500.00 FG.5,000.00 Supe r nume r ar y 
w/status

4. T.fí. HASSSLMANN Adm. Assist. R/28 Tech. Advisor 13,000.00 FG.5,000.00 Supernumerary
w/status

5. A.S. DA SILVEIRA

6. C. CAMPANELLA

Adm. Off. Class/O 
(D.C.T.)

Operator, R/23

Tech. Assistant 

Secretary of Dlr.

17,000.00

7,500.00

itr.4,000.00

FG.3,000.00

Permanent

Supe rnumer ary 
w/status

7. A. DA SILVA * Clerk-Typist, R/23
Office-side 7,500.00 AP.1,000.00 Supernumer ary 

w/atatus

8. J.H. BORGES Servant, R/20
Offi ce-Mes senger 6,000.00 - Supe rnumer ary 

w/status

9. A. COSTA Servant, R/19
Office-Messenger 5,200.00 Supernumerary 

w/s tatus





FERSOMNEL Dl VISION - D. P. 

0FFIC3 OF 2TRECTCR

IESCRIFTION OF IUTI3S

4.

5.

1. Directs, Supervises and coordinates the work of the Divxsxon.

o o- • • u-m to nersonnel admxnistration which are circulating in the
2. Gxves opxnxon over bxlls relatxve to pei ■

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 ,

_ q+ ablis hrnent 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 DüSP). Collates data and prepares
(amployee of Post Office Department (. ) ^  interested persons, under dir^ct
answers to questions made by Dxrec or-’ ~ Serves also as Technical iissistant to Director
supervision of Director of Personnel Dxvxsxon. üer^eb

General oi D*SP. _ _ tion relative to the status of processes and
6. Attends to calls of visitors, gxvxry -* - „ . x rs incorning and outgoing processes and 

accoripanying w isitors to competont soction. toga-te:

mákes necessary distribution. . , . . .
„ offico of Director Organxzes and maxntaxns Ixles*

7. In charge of general typingfwork

Attendes to ooltors. soctions comunications and «cternal orranús.
8. and 9. -Axíswer telephone calls. *1̂  -





Personnei Di vision, DASP 

^MXíUSTRiíTION GROUP - (T.A.)

I -

II

in  _

• i.- o-v, r>at-i nn and Materials Section of the ndministrationCoordinates its operations with the Comnrun^cation diiu iw.

Service (S .A .) in performing the work of the ivision;

■ Pr o vides for requisition and repair of material in use in th- Divi a

x ~ tbf. TUtt sion, in accordance with instruction given by the
Controls the movement of papers within the Divxsion,

Director;
+>Trh iihich is dono by the Duplicating ojction 5) of

■ Carries out duplicating Service, cxcept that wrncn j>

the Administration Service.





D.P. - AEMINISTíiíjTION &L0UF - TJL - 57 -

N A M E TITL3 & GiLuE WOiíK IJI^OIMSD SALAllX Cr$ J.iXjOVI* Ó UTty STATUS

“i
L«A. ALu-iij T_i J íii'IO Glork-Typist, u/23 íúrson in chargc 7 ,500.00 FG 1,200.00 Supornumo r ary 

w/status

2. A. GONÇALVES Clerk-Typist, ii/21 Substituto for 
Porson in charge

6, 500.00 - Supornumerary
w/status

3. A.F. GUIMAcÃSS Adm. Aub, It/26 Typing 10,000.00 SS 250.00 Supcrnumerary 
w/status

4. M.C. IE SOUZA Clerk-Typist, H/23 Maintonanco of 
recorcts

7,500.00 - Supor numor ary 
w/status

5. S.X». 1-WúJOG Clork, Class/3
I-lainbcnanco of 

rccords

6, 500.00 — Provisional

6. u.Ií*?. COSTA Clerk-Typist, Ic/20 Typing 6,000.00 — Supo rnumorary 
w/status

7. L.C. CA.ÍVALHO Servant, *í/l9
Office-Mcs seng. 5,200.00 SF 250.00 Supornumorary

w/status

8. f .j . cctaucK Office-íl-Ic , ii/17 Typing 3,800.00 - Supornumorary
w/status

9. L. DO VAUS Clerk-Typist, Ii/21 Typing 

—-- ----- -

6, 500.00 Supernumorary 
w/istatus





Q.P. - AHIINISMION GROUP - T.A. 

IESCRlPriON OF DUT3ES

1. Orients and distributes work. Preparos papers i'or the signature ox Director of D.P. and 

Director General of D.Õ2.P.
o * í»  i -i '  t  • i • T v r * n < 7 r > in the official orgĉ n (Dx̂ ~*xo u.»-_;_cial, y ciieckingiirranges for the puDlicatxon oi processei -a- _

processes after their publication. Performs typ-̂ ng wor v*

3. In charge of registering and dispatching procussu^. Percorras typing work.

A. Roccítcs, records in cards, and filas Justlfications of action (ixposiçocs da Motivos).

Performs typing work.

5. Rreparcs car-d records of offieial aorrespendence (ofícios a jareceres). B,rfonns filing and 

typing work.

Registers incoming processes. Performs typing work,
7 . an (Diário Oficial) to ali units of Rsrsonnel Division.
1. Delivers correspondence and offxcxal or® “ tes office suppiicS to the Division. Files 

Dxstributes processes among sectxons. Dxu> 
documents.

8. Registers cor\respondence and Bulletins. íeiforms uypin0 

9- On leavo without pay for private business.
*









x -p of cersonnel administration relative to
Studies, guides and prepares documents ° of enmloyees, disciplinary regime (regime
appointments and vacancies, nghts and prev^l g  ̂ review.
disciplinar) administrative processes (processo administrativo;

QRIi■áWTATIQN SSCTION (D.P.-l) 

I _

II -

Recommends standards and policies, based on doctrine and judiei aa. decisions, to facilitate 
the uniform application of personnel legislation;

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.

^ISCIPLIN^Y PRCCSDÜHSS SSCTION (D.P.-2)

I tv. . , , . r-i ai decisiore, to facilitate the uniformProposes standards, based on doctrine and jucaci
application of persormel legislation;

IT r. ~ -r nr* apisinp' in the study of concrete cases- Suggests solutions to questions of general character aiisinb xu «jr
related to disciplinary regime, administrativo processes ano their review,

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

^NSR.flL STUnES SSCTION (D.P.-3)

I  0-4. i • r» n rn cí ‘hTVltion. W Í l ic h  cLI*G íiot  XÜCl\ld.0Ci XII "fcll.0
S t u d i e s  g e n e r a l  q  u e s t i o n s  o f  p e r s o n n e l  a d i m n i ^   ̂

specific functions of other sectors of the Division;





n  „ 

i i i  -

Assembles, and kceps up-to-date, documents necessary to the study and solution of questions of 

por s onnc 1 admiras tra tion; and

Studios md Drepares proposod regulations to tapòament the "Estatuto dos Funcionários ríblicos 

Civis da União" and other laws referring to puolio ompioyec-s.





■/N
. 
V.O 

K>
D.P. - L3GAL R10C3HJISS SEItVICB - S-ú.J. 

0FFIC3 OF CHEF

Chief

Socretary of 
Chiof

N A M 15

1. ivl» • LOí111I.11NO

2. 0. F3 i íií i ã'©SS

3. C.M. DA SILVA

4. I .  BAilBAíIZ

5. B. L2ITÃ0

TITL2 & CRADE 

./Inst. Officcr Class
/J

Adnst. Assiat à/26 

Admst. Assist ii/26

iidmst. Assist u/26

Clerk-Typist, it/22

SAL^íY CcS

10,000.00

10,000.00

10,000.00

10,000.00

7,000.00

J^LCMCiiS Crí?

FG 6,000.00

FG 4,000.00 

FG 4,000.00

FG 4,000.00 

FG 1,200.00

STATUS 

Pcrmanent

Super numerary 
w/status

Supc-rnume rary 
wistatus

Supornumcrary 
v/status

Supe rnume r ar y 
\:j status

XESGPJrTION- OF DUTISS

n*„j. " K tvKqs ohu rcviGws tliG processes, xinswors
1. Orients anel supervises the work of sections, distribuas

oral quostion presented by„callers.

* \ nr recaffincnclafcions to chici.
• ) Study anel review processes, pros^nti l>

, -i-j-o -md correspondence: classifies anel files
5. Attends to callers. Pieceives and distrioutes i ;

tcchnical documents .

DAâP - January, 1959





S.11.J. - aíENTifflON SjCTION - D.P.-l

m r T* ^iJ XI i'i TITL2 & G.íAJE VJOiíK IiüitFOiMSD SALAtlY Crv? AILOWANCSS Cr$ ST^PJS

1“*■ • K.L.G. IE IfiLLO Adm. Assist, it/26 Chief 10,000.00 FG 5,000.00 Supernumer ary 
w/status

/X
0. E  B. MAiQlES Adm. Assist, H/26 Itcviow of Proc. 10,000.00 - Supernumer ary 

w/status

3. L« WAINFAS Adm. Assist, Ii/27 lieviow of Proc. 11, 500.00 - Supernumerary 
w/ status

4. J.L. IE SOUZA Adm. Off. Glass/H Filing 8, 300.00 - Supernumerary
w/status

5.

6.

7.

8. 

9.

P.F. DOS ANJOS 

I.o . WiúNSCK 

K.S. DOS Ŝ nITOS 

J.K.V. vhm ii 

D. BáiWOS

Adm. Tech. Class/J 

Adm. Toch. Class/J 

udm. Tech. Class/J 

Adm. Toch. Class/J 

Adm. Aido, J.Í./24-

xievicu of Proc. 

lieviow of Proc. 

xíevicw of Proc. 

lieview of Proc.

Subst.f/Chicf

10.000.00
10.000.00
10.000.00 

10,000.00
8,300.00

-

Provlsional

rrovisional

Provlsional

Provisional

Supernumer ary 
w/status

10.

u.
N. DO A. BilANDAO 

P.S. PINTO

Clcrk„Class/;3 

Clcrlc Typist R/21

Clcrical

Typing

6. 500.00

6. 500.00 -

Provisional

Supernume r ary 
w/status

12. G.J. DOS SANTOS Servant Ic/l8
Servant A, 800.00

í

Supernumerary 
w/status





S.R.J. - OíH E N T /íH O N  SE C T IO N  - D.P.-l 

E E S C R IP T IO N  OF D U T IS S

1 .  O r i e n t e s ,  d i s t r i b u t e s  a n d  r e v ie w s  p r o c e s s o s .

<■» 
S %

5 .

6.
7 .

8.
9

+ n correspondence dealing «àth natters pertaining 
ilcvicw processes and prepare answe - - substitute for chiei, 
to the Section. A-ininistrative a X '  ^

9- )
, . j  - c i a l  d e c is io n s  n o c e s s a r y  t o  a c t i v i t i e s  o f  t n e  S e c t i o n .

4 .  K e e p s  f i l e  o f l e g i s l a t i o n  anu  j u d i c i a l

1 0 .  F b r f o m s  r o u t in e  c l e r i c a l  w o rk *  nn (S  L  -5)
. , • ^  fnnction of the Duplicatmg Section

1 1 .  P e r f o m s  t y p in g  w o r k  w h ic h  i s  not n e s s o n e e r
„ f  ' nf f i CQ S . s e r v e s  as itiess-ang^r.

1 2 .  I n  charge  o f c l e a n in g  a n d  a rr ^n g e m ^n  o

D.uSP - J a n u a r y , 1 9 5 9





s.:
a .J . - 7ji3Ciiiiiu:i' iiiOCCJJXis sjctioíi - D.1.-2 - 65 -

N A M E

A. DA G. BONFIM

D.J. IE OLIVEIRA

E. DE 0. MífiAUÚiSS

J.M. VIEIRA 

j . c/uiiG3iiO

T. DE J.N. iilBSIilO

TITIE & G-UZH |i 1jO-£ rüFQiíMUD
T

Tech. Aclv., d /28 j Ghi0Í

• + ?/oA ! Substituto for Anui. ^issist} d/dt »

Assistj ii/29

Adm. Assist, il/27 

Clerk, Class/F

Clork Typist R/20

Chiof 

licviow of proc.

tt I! 11

n 11 11

Protocol

13,00J.00

d ,

14.500.00

11. 500.00 
7, .300.00

6,0JJ.03

,JiL0&‘.NC3 Cid STííTUS

FG 5, J00.0-.'j Supsrnume r ar y 
w/status

- Su~e mune r ary 
w/s tatus

SF 1,50 .oc Supcrnumor ary 
w/status

- Supornumcrary
w/status

— lorraanent

Supcrnumorary 
w/status

D/5P - January, 1959





S.R.J. - HESCIPLINÜRI PROCSnJHSS SSCTION - D.P. - 2 

lESCRIPTION OF DÜTIES

TJ • lC n-rncpssGS • Quietos the work of the "Commissions
1. Super vises the work of the Section. Re ^ P 1±nary acti0ns. 

of inouiry". Ànswcrs questions reiatec I
. . •>. q(■'•inlinary processes against more than one employee

2. Reviews frorti the legal point of vxew, iLSCipix^y p

and nresents recommendations to the Chie o
" . . _+T.oti3n inquires involving more than one employee

3. Provides information relative to admoni
or agency. „ _ n , ..

& Gives interpretation of legal provisions relative
4. Reviews processes involving legal irwtt

to disciplinary procedures. .
C „ + rt ^tprmine applicability of üisciplinary provisions.
5» Reviews disciplinary processes to ctoter P , „

. _ over internai movement of processes,
6. Performs general typing work and exerciee

DüSP - January, 1959





S.IUJ. - GC1EAAL STUDES SECTION - D .? .-3
í

f. N A H 2 TITL2 & GltfdE •/QlíK i^ffiUMSD ; .Tu U lY Q$ L̂LCF.iAH03 CrfJ STATUS

1. F.B. IK aiOÃlM

2. R,V. DA CUNHA

3. A.N. A0UHGU3S

4-» J» DA S. LUZIA

5. M.C.D. DA SILVA

6.

6. u.C» iltiiS

Ain. Assist, xl/26

Afim» Tech. Class /J 

Adm. Assist, d/2b

Clork Typlst il/23

Filing Clork, Class
/H

Mòss onger ii/13

Chief

^eviow oi' i-rac.

Substituto for 
Chiof

Ciorical 

Clerical

Mossengsr and 
Clerical

10,000.00

lü,OJO.OO

10,000.30

7 ,500.00

8,300.00

3,800.00

FQ 5,000.00 
SP 250.00

SF 750.00

Supernunérary
t.T/status

Provisional

3upe rnumer ary 
w/status

Supernumcrary 
w/status

Pormanent

Supernuinerary 
w/status

- January, 1959





S.R.J. - ÍENERAL STUDIE3 SECTION - D.P. - 3 

lESCfllrTION OF DUTI2S

... Orients, distributes and reviews processes.

C. Reviews and provides information to processes. Drafts presidontial jecreus 'co iinpleincnt 

legislation pertaining to personnel admirãstration.

3. Revjows processes involving ptroblems of personnel aclnimstration.

4. In charge of receipt and dispatch of processes. Files laws.

5. In charge of general files of the Section.

6. Performs typing work. Circulates processes and substitutes for clerk-oypist (No. 4)

DxüP - January, 1959





ClilEF
Secretary

Classification & Salary 
Studies Section

Operations Section

D .P . - 1+ D .P . - 5





Studies, advises, coor^linates and prepares docunients of activities relativa to the classification 

of positions and estabüshmcnt of corre spondin;; salaries.

ClASSIFICATION Â JD SALARY STUDI3S SBCHON (D.P.-4)

- - Studies and prepares position classification and salary plansj

II - iissembles and keeps up-to-date information and data regar ding domestic an  ̂ foreign classific-ation 

and salary plans; and

III - 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 

■̂II - Studies tables of position distribution (lotaçao) and re-ca.stribu.tion (relotaçao) in agencies 

of public Service.





D.P. - CLáSSIFIC ATIOlí ASSD SAL At Y S3RVIC3 - S.C.xi. 

OFFICE OF CHIEF

N A M 3

1. li.X. EE M3MEZ23

í. G. ffi C Aí VALHO

3. E .iu. BlíiúA

4. L. POiiTO

5.. N. DS 0. LUZ

6. A.F. NOC-UEIAA

"f
TITLE & GIliJE i VJOlíK FEíSFOíMSD pALAiiY Ci$

Ain. A ssist, ii/29

Acto. Aido li/26 
(M.H.) -

Adm. Assist, Ii/27 

Adm, Assist, li/26 

C lerk -Typ ist li/ 21 

Sorvant Il/20 .

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
l J il.0'/! xii I CiLi S Gra

FG 6,000.00

FG 4,000.00
SF 750.00

FG 4,000.00 

FG 1,200.00

STATUS

Supornumcrary 
w/status

Super nume r ary 
w/s tatus

Supcmumor ary 
w/status

Supornumc r ary 
w/status

3u;x; rnumorary 
w/status

Supe rnumerary 
w/status

DAS? - January, 1959





D . p .  - C L jS S IF IC Á T IO N  &  S L L auíY  Sii:t'/I(*£ - S . C . R .  - 7 2  -

CFFIC3 OF CH3HF

IESCJIPTIOíí OF 0JTI2S

1. Supervisos and reviews thc T-rork of respectivo Sectxons.

2. (Smployeo of Ministry X  Ifevy cn dotai in MJP) tosists tho Ohiof of Serviço in mattors 
portoining to position Classificotion and ?ay ílans ro o. “ . ma „*s.

3. jssists tho Ohiof of Service in dovoloping Numarical Tobles and Manning tablce of positions 

and íunctions of Public Service and related matters.

/ -•> , nn'1 rnntrols their clistributionj elassifies and filos4. íleceivos orocesses and corresponrtence an conu Jia k. ^   ̂ 3 ^ i
■ • n , , . , ->n of o orrcsoon *ence an.* tecimacax papcir0 j.roi!i ninglishtechnical doements; mákcs transiation 01 corx A .
and French into Portuguesa and vies-versa.

5 . Performs typing services of a varie d naturc.

6. Performs messenger duties.

DííS P  - Ja n u a r y , 1 9 5 9





N A M E

1. J.N* FEAiiEIilA FILHO

2. M.A. Ví-uIICK

3. H.B. PIuiT

4. F.B. IE OLIVEIRA F.

5. E. de /u RESET.EE

6. J.B. M3NIES

TITLE & GRADE

iidui. .ússist, 1Í./28

Adra. Ai.de R/27 
(Ç.N.E.)

A Im. Off., Ciass/M 
(M.G.)

Adm. Assist, R/26

Postal-Clerk Clcss I 
(D.C.T.)

Investigator 
(M .J.N.I.)

jQúK iEiíFOiíhiiD C3íiL.ü'.Y Cr$

—1
liLOíAtííGüS Ci$ STATUS

Ghief 13,000.00 FG 5,0j0.00 Super numer ar y 
w/status

Review of Proc. 11,503.00 - âupernumerary 
u/status

Translation & 
Editing

14, 500.00 Al. 3,625.00 lernaacnt

Aevie-w of Proc. 10,000.00 — Supernume rary 
vt/ ístatus

Translation 9,100.00 - rermonent

Review of Proc. 8,300.00 Supernumerary 
w/s tatus





3.0 .H. - CLilSSIFIC/iTION MD SdlufitY STUDES S3CTI0N - D.P.-4

EESCiUrTIOM OF IUTES

1. Distributes the warkj guides its exccution an' reviews thc work per fome d.

2. (3nçíloyeo of National Council of SconcaQr (C.í!.j3.) °n &}t«u.l xn D^P). .^s xniomatxon 
to -proccssosj collaborates in thc study of legxslatxve proA.- ->•" 1,-lr- 0 F-' ' 

classification.
o í» • 4. f n„v, (\x r nn -V+ail in DA3P). Collaborates in thc preparation of3. (SmplovGc of Mxnxstry of War (,1a.u.; on xu j

x T- -X , . ... ... • -!-• +-r fnr thc oditinc works collaborates xn tne studytochnxcal translations wxtn responsxbi-L-t,/ xor “ ic o u . ^  3 „ j
of legislativo proposals related to position classx xca xon.

, „ in , . . , , * •w-ígI-vHvp nrooosals related to position classification.4. Collaborates xn the study of legxslatxve prupjoaj.° A
 ̂ „  , + /tv r t on detai"* in DjíSF). Makes translation of tech-5. (iiraployee of Post Office Department (D.C .I.; on oetíu._ xu j .

. j-, . i • tvfg'"1/vt'gs answers to pgctuv̂o os — op íxiX̂ inG/oiLoncnxcal wrxtings fron Znglxsh to Português^, propax^ <~x™
collaborates in the study of legislative proposals rexated to posxtxon dassxfxcatxon.

6. (ümploye  ̂ of Ministry of Justice and Interior Business (h.J.iJ.I.) on detaxl xn Di£p).
' V 7? , . 77 4. , r nro-nosals relato:’, to posxtxon ciassxfxcatxonjCollaborates xn thc study of legLSlatxve propj-c^ <= *
answers corrcspondonce and roquests for in-ornauxon; - to

DííSP - January, 1959
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N A M 2 TITIE & GRAUS
;]ORK ISuPOifi-EiJ 3ALA.il C$

i G.A. DA SILVA Adm. -'assist, 11/26 Chiof 10,003.30 FG 5,33 -.33 
SF 25;. 30

2. b.p . da si nr a Adia. Assist, R/26 ileview of Proc, 1̂ >, 3 . 00 SF 1,0-0.00

3, O.A. DA,SILVA Adm. Off. Class/k Ueview of I-roc, 11,500.33 -

4.

5.

A. J j F. KuiLGLíA 

G »P. FitiÍ']CO

Clark, Class/3 

Adm. xJ.de, xí,/27

Typist 

.ccvíüw of i-roc.

6,503.3) 

11,53).33 Ad. 1,725.33

6. V/. Daí F.C. j.-ItiLS Aido, R/21 iteview of iroc. 6 ,5 ^ . 00 -

7. R.J. C03LH0 Tir.c-Koepcr, '-/26 Aeview of Proc, 10,0)3.00 SF 1,750.30

8. A# IE A. COSTA Adm. Assist j it/27 Review of Proc. 11,533.30 -

r r  : ̂
9. M.T.I-1. DA SILVEIRA Inspcctor, R/20 ileview of Proc.

6,033.30*

ST.tfUc

Supernumerary j 
w/status

t
Supcrnuinerary. 
w/status ;

Peraanent j

Provisional ;

Supernurierary, 
w/status

SupermimeraryI 
w/status

iSupomunierary | 
w/istatus í.

Supernurnerary | 
w/status 

Supornuinerary! 
w/status

DAS? - January, 1959





S.C.R. - OllSii/iIIOIB 32CTI0N - D.P.-5 

IESC.IIPTION OF DDT33S

1. Orients^ 'listributos anu revicws processos.

2. acdaw  processes,ospueiaLly thosc relativo to establi.shr.ent anl transfomatlon oí gratified 

functions and altoration of MumaricáL Tablos and rtanning Tab_es.

,, inaLu/’ine organization of msnning-tables and3. ilcviows process ínvolvmg general maraerŝ  i -iulu. — D
numerical tablos of pcrsonnel.

4. In chargc of typing work and rccord of processes.
c , - , , , . functions of numerical tablos of supernumeraries5. ugvxovíS processes re late d to mocalicata.on ox xuut.uj.uno

monthly paid.

6. & 8. ííevlew processes involving general matters.

7. itevicws orocesses related to revision of tables of supomum^r cries monthly peJ.a.

9. M »  procosses relatod to modification ef position distribution (lotaçao) In the — tag 

tables of direct administration.

D/iSP -  January, 1959
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CHIEF
Secretary

Records Section For 
Direct <idminist. Person, 

D.P. - 6

Records Section For 
ilutarchies Personnel

D.P. - 7

Records Section For 
Temporary Personnel 

D.P. - 8





i 4- _ tn nositions of direct and indirect adminis-Controls, guides and preparos documents relatea -o posixao

tration.

itÜCORDS SSCTION FOR DIH3CT ADldNISTRúTION FdRSON:CL (D.?.-6)

T  ̂ j._ ^nnninw tables and numerical tables of federalI - Keeps up-to-date numerical entries related to mannm* oauj.ua

pubüc pers onnelj

II  - Prometes use of t<*m ofíiciaLly adoptod for proceduros rclated to public «.ploj-ces; and

III  - 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 p ro v e n to  efetivo);

2 . positions in  coimission and gratifiod functions (csrgos os cenassao GG e funções gratificada

3 . functions of supernu^raries paid monthly (oxtranumerários monsalistas);

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

T-n- i f rlnfps aualified by examinations and teste *
- Organizes and keeps up-to-date records of candidates quaon-u. s

TT * . , x 1 o W« ce-i nn of candidates qualified by examinations and
 ̂ - Examines proposals of appointment and a>missi ^

tests respectively and pre^ires corresponding ac  ̂oi ;

irr * / , . i nivision) oponing of examinations and tests,
^  - Recommends to the D.S.A. (Selection and Traimng Jivisxon, uP

R2C0RDS .SECTION FOR FERSONNEL OF AUTÜRCHES (D.P.-7)

t r.TT-nloveec and piece work employees (contratados e tare-
I - Examines proposed aífriission of contre.ct employ

fe iro s); * , .
t-t. . 1. +n mannine tables and nuirerical tables oí the
*1 - Maintains up-to-date numerical registers « la t e d  to g

autarchies, including temporary and contin^en pe »



.....  11



III - Promotos the st andardization and use of íorms which are adoptod for pr oco dures related to 

personnel of autarchios; and

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

1. careor and isolatei positions of permanont statusj
2. positions in comrrãssion and gratifie.l functions;
3. positions of supernumorarios monthly paid;
4 .. vacancies opon in the caroers and series of functions.

KíCORDS 3ECTI0N FOR TEMKBARY H5RS0HNEL (D.P.-3)

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

II - Maintains up-to-date registors by numbers an 1 namos of supernumorarios pai^ on a conuract and 
piece work basis and employoes paid from budgeted global appropriauions (ootaçoes globais j; and

III - Examines, in the part referring to personnel  ̂ the utilization of global appropriations available 

for work programs of public agencies.





D.i . — iü'.iÜO-JIEjL iúíjCO.c. S íji!jxÍ‘7Xoü — o«Gcl* 

OFFICE  OF CH I2F

1.

2.
3.

----------- -
Ã 14 1Z TITL-] & C-ll/üE VjaiK I3ÍÍF0I2EB S/iLiktY Cr® ALIOWiNCE Cr§ STATÜ3

. 33 A. EEBS Accountant, Class/0 

(M.F.)

Chief 17,'000.00 i* íj 6,00 j . j j 
Ad 4,625.00 
Oitf 1,500 . 0j

Ifermancnt

DA S. HENTZiOSil Acte. Assist, xl/27 Secretary of 
Chief

11,500.00 FG 1,2 J 3 * 00 Supernumerary 
w/status

• líjiCIiiA Sorvant , íl/lQ Mossensor 4,80J.00 Supe rnume r ary 
w/s tatus

I

iESCitliTiôN OF ÜJTES .

„ ’ „+n+-íon ro lati voto positions and functions of diroct
1. Controls and orients nanaccmont of -  ̂ Finance (k.F.) on dotail in J^SP). 

and indiroCfb administration. (3mployee of lan^try v
+n the Chief. Providos infcmation to intorostod

2. 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 :>Grfora£ rolatod tasks.

3. Distributos corrospondonco among tho Ss - -





S.Cd. - iSCOPuB SECTION FO,L DI1S3CT ÜÜ'!INISTxLânON Ei2S0iIÍ'LL - J.iJ.-6 -  81 -

N A i-1 S TITLG & GIliCE WOIíK PSiiFOIMSD SALAi.1 Cr$ aloioicz C4 STATJS

"i
-L 0 

2.

Y.F. DA CUNHA 

C.D. V/iSCONCELLCS

Afim. Off. ,  Class/1 

Adm. AL de, It/27

Chiof of Sec.

Substituto for 
Chief (TI-l)

9,10 VX)

11, 500.03
FG 5,03 .33 Permarient

Supernumerary 
w/ístatus

3. W. IE 3. ni:^ Ai.de, p/23.. (TI-1) 7,50-3.03 Super numerary 
w/status

4* li cO Clerk-Typist, xí/21 (TF-2) 6,500.30 SF 500.03 Supernumerary
w/status

5,

6, 

7.

A.IÍ, JjI EAiiiiOS 

2.H . LH-ÍA 

S . LYRA

Clerk, Class/F 

Cüerk, Cias s / j

Ai.de,  R/25

(TF-2)

(TF-2)

(TF-2)

7.030.33

6.500.33

9.100.33 -

Permanont

Perraanent

Supernumerary
w/status

8 . M.A.II. IBAiüiOLA Clerk Typist, d/20 (TF-2) 6,033.00 SF 25O.OO Supe rnumerary 
w/status

9.

*

M s B . lE iili XLi IiJü Cler̂ t Typist, li/ZQ (TF-2) 6,333.00 - Super numer ary 
w/status

1 0 .

1 1 .

L. H

S. CECILIüIíO

Typist, Class/lJ 

Clerk Typist, il/23

(TF-2)

(TF-2)

6 , 33j .33 

7,530.03

SF 750.00

SF 500.03 
1,875.03

rrovisional

Supernumer ar y 
w/status





Continuati on

12. R.S. ROSA

13. F.S.F. DANTiS

14, O.P. CAMPC6
15. J.F. DA SILVA

16. E. IE SOUZ/i.

17. H.R. FRArICO

18. L. CHijM/Jf7iT,TT
19. H.V. FERR3IRA

20. I . LOUR2NÇO

21. R.L.C. DAS. LÍRIO

22. D. IE 0. BRÜSIL

23. S. IE 0. BR/SIL

24. E, GNATALLI

25. Y.L. Q. PINTO

26. I.S , IE PaULA

27. L.V. C3LAM0

28. M. IE CASTRO

29. -A. ROCHA

____ TI TI£ & GRADE

Zd.de, R/21

Clerk Typist, R/21 

C1j2 rk Tjpis t , R/22 

Clerk Typist, R/21 

Clerk Typist, R/21 

Aide, R/25 
Clcrk Typist, R/22 

Clerk, Class/G 

Clerk Typist, R/17 

Adiu» id.de, R/26 

Clerk Typist, R/20 

Clerk Typist, R/20 

Adm. Ai.de, R/28 

Clerk Typist, R/20 

Cleçk Typist, R/21 

Clerk Typist, R/21 

Clerk Typist ii/23 

/dde, R/23

VJORK H3HF0HHED SALARY C$ ALL0;íANCE Cr̂ í ST/iTUS

(TF-2) 6, 500.00

(LHOP) 6, 500.00

(LIJOP) 7 ,000.00

(LVJOP) 6, 500.00

(TE-3) 6, 500.00

(TE-3) 9,100.00

(TE-3) 7 ,000.00

(TE-3) 7,500.00

(TE-3) 3,800.00

(UíJOP) 10,000.00

(TB-3) 6,000.00

(TS-3) 6, 000.00

(TE-3) 13, 000.00

(TE-3) 6, 000.00

(TM-4) 6, 500,00

(LVJOP) 6, 500.00

(TM-4) 7 , 500.00

(LWOP) 7 , 500.00

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

Supernumerary 
vr/s tatus 

t!

11
n

1!

11
n

11
ti

11
11
w

11
n

ti

n

I!

n





3. Cd. - PüjCORDS SiòCTION FOR DOSCT uU-UiJISTRiiTIOí'! ESIlSOiMSL - D.P.-6 - 83 -

rEScaipnoN of dütiss

Distributes, orients and. rovicws processes.

3. - Intograte TI-1, performing samo duties..

Provido information portaining to processos. Organize artf ^n tc in  up-to-; ato Uling-  ̂
cards relativo to a) examination and candidates approve .xi. examiruitionj b) tesos and 
candidatos oualified in tests. iixmnino and proposes appoxntmont oí cancadates approved 
in examination for tho Fe-leral Public Service and nonanate cançic.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.

,  p c S T c â  of  b )  p o s m o f  j n  c o ^ o n  (C C ,

I ,  Organizo a t a t t a t U *  t.bles relfltiTC

) to the movement of fuiíctionaires.
)

14. & 15.- On leave without pay, for piivato businoss.





16.
17.
18.
19.
20. 
22.
23.
24.
25.

Integrate 13-3, performing same duties.
Control aU  actions rcrtaining to fulfilment .and vacancy of fanctxons of s^pemunerarxcs 
monthly paid. Organize and mointaxn curront rocards relatxye to: a) funetxons of supor- 
numerários monthly paid; b) vacancios open xn tho sorxos oi funcox^ns. Pr.mo.0 th. use 
of forms officiaüy adopted for actions relatxve to supernumorarxos nonthjy ̂ paa 1. Organize 
statistical tables relativo to the movement of supernumer-irxcs monthly pai/,.

21. On loave without pay, for privatc business.

26 & 28 - Integrate TM-4, perf oming sane ^txes ^  ^  ^  rosponsibility of Duplicating 

Soction Service, cr «f ^ s t r e t i o n  Group (T.a.) oí

Personnel Iti. vision (D.P«)

27. On leave without pay, for private busiixss.

29. On Inavo without pay, for privato business.

Intograto TF-5 . .. cards of functionaircs and super-
Maintain up-to-date, by alphabotxcal order, the iume

numerários of federal public scrvicc.

DiiSP - January, 1959
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S.Cd. iLiCCUEB SECTIOM FOR EERSONNEL OF üJTaRGHIES - D.P.-7 - 85 -

N A M 2 TITLS & GRAtE WORK FSHFQlíMCD

-------- -

3/vL.iRY C$ ĴjLOWMCE Cr§ STATUS

I . F.G. BARONI Jr.

2» E.G. ESElViS

3. G. SILVA

4. I.C . IE A. MELLO

5. L*F. DA CUÍIHA

Adm. íissist. R/30

Glerkj Class/2 

Clerk Typist R/21

Clerk, Class/E 

Clerk, Class/F

Chief

Typing

Filing

Typing

Drafüng

15,500.00

6,500.00

6, 500.00

6, 500.00
7,000.00

FG 5/000.00 
SF 1,000.00

SI1’ 25 C. 00

Supernumerary
w/status

Provisional

Supernumer ary 
t-j/  status

Provisional

Pemanent

IESGRIPnON OF rüTISS

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

2. )
^  j Perform typing uork

3» Organizes and maintains filing cards.
_ - /  , . +_ To+ions of indirect acfainistration which are not
5. Drafts correspondence (ofícios) pertaming to action^

subject to legal norms.





S.Cd. IECOIíDS SECTION FOI: EMFOittRI PERSONNEL - D.P.-8

N A M E

1. 0. SAUO

2. S.C. 1E AVELAI

3. M.D. MIGUEL

4. M,S,C. E S ID7A

5. M.J. m  A. RA40S

6. R. MüiüNDA

7. NJl. AliiSGUE

TITLS & GRADE WOlui PEitFOIuíED SALâRY Cr6 ALLOVMICE Ci& 
------- -i

STATOS

Adn. Off. Class/L Chief 13,000.00 FG 5,000.00 
SF 250.00

Permanent

Adm. /issist, R/27
11, 500.00 - Supernumerary

w/status

Clerk Typist, li/22 

Clerk Typist, It/20 

Ai.de, n/25 

id.de, it/19

Office Ai.de, Ii/l6

Filing desk 

Typing

Typing 

Typing 

__________________

7,000.00

6,000.00

9,100.00

5,200.00

3,800.00

-

ti

n

t!

“

j .i

1 .

EÉSCHIFTION OF SITIES

1. OOrients, supervises and distributes wcrk of the Sec„i .
, (VT̂ -  nf aeencies utilizing global approprxatxon, xn the

2. Iloviows processes relativt? to work prog ■
past referring to personnel needs* _____

, +„„„+ ciinpmumerarY personnel. íleviows processes.
3. In charge of rocords of pioco work and contract supcmuncrary v

Oçcasionally, porforms typing work. x jrn u n c r ir y  (oontract and ;úoce work) on dotsi.1
5. .icviuvs processes relative to adnissxon ox L 

in the Office of Le”al Consultant.

6» & 7. Perfonn typinc wotk. ____ _____ ______  ________ __________________' ~





POSTS





Geiviral Functions of

SBJJGTION AND TR/JHIKG Dl VISION, D/SP

■

t 4. mrl traininf’ of personnel of the Federal Public
I - 5tudi.cs processc3 oi recruxtment, selection a^. -

Service, and applies or proposes the adoption 00 3
T-r i mnrovement of the processes of recruitinent,
II - Proposes and adopts measures ior the continuous improvou k >

selection and trairõng of federal civil servants;

III - Plans examinations and tests and organizes instructions an p j

IV - Conducts examinations and tests by guLcing and supervising their^execationj

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

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

or rcstoration (aproveitamento);
í/ttt , , . , ,  0+0+oc municioali ties, autarchies and other organizations of
^III - Colláborates, when rcquested, wxth states, < j,

the aclministration in the selection ano trairang P© »
IX - Processes certificates of approval in excuiiinaticn̂  an~ to j
y .. - oí nroblems of adraLnistration, by the concession of
X - Promotes, anong public employees the stu.y o p

awards:
vt ' . . nrofessional inter change 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 , ,
Xtt rv • „+ nf «rfcudv and observation in Brazil and abroad for purposes
^ 1  - Promotes and directs the carryxng out oi _ ,  " dvises Concerning scholarships proposed for 

of employee training and specialization, c-n

employees;

d locale where examination and tests must be carried out) 
*  (íncludLng types of examinations, curriculum ana xoca-u.





S n  - 

XIV -

XV - 

XVI -

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 •

Suggests thc application of alternativo foms c- 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 Dl VISION - D.S.A. 

OFFICE OF DIRECTOR

: ..............  ~1
N A M E TITIE & GRACE UORK PSRFCMED SALARY C& ALL0WANC3 Cr$ STATUS

1 . M.LOPES Adm. Assist. R/30 Director
GC-2

27,000.00 SF 750.00 Super numer ar 3 
w/status

2. B. SIQUEIRA Adm. Tech. Class/L Tech. Advisor 13,000.00 |fg

SF
5,000.00
1 ,000.00

Permanent

3. M.L. MARTIÍB Adm. Assist, R/26 Tech. Advisor 11, 500.00 FG
SF

5,000.0c
500.OC

Supemumerarj' 
w/s tatus

A. A. BORGES Glerk-Typist, íl/23 Secretary of Dir. 7,500.00 ;FG 

i

3 ,ooo.oc Supefnunerar  ̂
h / status

5. J.B. DA CRUZ 

■ ..— * --- ----

Servant, R/20

r wt " --- "

Messenger 6,000.00!
Ii

-- 1--

Supemumerar3 
w/status

ee sg r ipu o n  of duties

fontrols the work of tte Division.
1. Plans, organizes, directs, cocrdinates an

2 & 3. Assist the Director and carry out studies and plans.

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

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





Selection and. Training Di vision, DASP 

/üiaMISm/fflON GROUP - (T.A.)

I - Coordinates its operations with the Comunication and Materials SeotLons of the áimmistration 

Service (S. A.) in perf orming the w ork of the Di vision,

I- - Provides for requisition and repair of material in Uc>e in thu Di vision;

Tvt n t i , „ .,, . ̂  +Vl_ tv vi nn. in accordance with instructions given by theiJ-I - Controls the movement of papers vxthin tne Dxvi-ion, xn
Directorj and

IV - Carries out dnplicattag Service, exeopt that which is the responsibility of the Bnplicating Seetien 

(S.A.-5) of the Administration Service.

*





D.S.A. - A34BÍI5TRATI0N GROUP - T.A.

N A M B

1. M.C.do 0. do IW-
CIIENTO

2. F, PISÍÜ©

3. K,0..M,G* FLÓRIDO

4. C.A.dos S. MATTOS

5. M„H. DE OLIVEIRA

6. A.R.A. EE MIRANDA

TITTE & GRACE 

Adn. AL de, R/27

Clerk-Typdst, R/23 

Clerk-Typist, R/22 

Clerk-Typist, R/20 

Typist, Class/D 

Clerk-Typis t, R/22

WORK FERFORMED

Chief 

Typing & Clerical

Typing

LWOP

SALARY Cl$ ÜL0W.JICE Ci# STATUS

11, 500.00 FG 1,200.00 Supemurierary 
w/status

7,500.00 SF 250.00 1!

7,000.00 SF 250.00 n

6,000.00 - n

6,000.00
t!

II

descripuon of duties

1. Organizes, ooordlnates and Controls the . » * J * » »  to tto Soottons of D.S.A.

2 .  Handlss gomíal aios and íildng cards. Mstnbutes oorr P 

Attonds to public and períoms m md controls the nOT(Mont of

3 .  Controls matters published xn tte  forns typing work. 
routine papers (expediente) of D.S.A. r

4» Perfarms typing work and attends to public.

5. Performs typing work.
,  . , vuc- inpss P e r f o m s  typing work.

On leave vàthout pay for pnvate b u s m e ^ s .





Soloction anel Training Division, D-3P 

íluilNING S3CTI0N (D.S.Â.-1)

. . .  .. „ ^  for* thc eíficicnt performance of rosponsi-
*• Studics anel íixos tho mxnxmum rcqaisi ^  r-r'-anizations qualifiocl to supply material to this 

biütios, .anel coordinates this effort wxth crganxzaT>xont> x̂ x ^  j

ondj
-r-r , and tosts, for thc purpose of solccting
II - Dcvelops instructions and programs for cxc.irn.iia -

porsonnol for tho rnblic serviço;
ITT t 1 xv. -. • «  + • _ v r1.toS f o- employement as supernumerary contract employees as
II - Jucges thc qualxfxcatxons ox CcJi iLu-to - transier readaptation (rcadaptaçao) and restoration; 

wcll as thc qualificatiore of candidatos for transior, reac^p v

IV - Collaboratcs with other soctions in carrylng out thoir rurm ope: ’ * >

V - Maintains files of studies and investigations that they con ;
c .. _ /n q a__o) with elements for efficient rccruitment; and

VI - Provides thc Rccruitncnt and Studdes ScctLon ra.*
irr-r o / o\ nnri +hr> Sxamination Organization and Rating Soction
Vtl - Provides the ünrollrant Soction (D.S.iw-3) and i^jnxna *

(D.S.Í.-4) with infcraation nooossary to carryxns out thoxr -otnatios.

R2CRUITIGNT AND STUDES S2CTI0N (D.S.A.-2)

t i rtnimi nn Tnd mainfcain sources of labor supply,
I - Proposes and takes action to crcate, cevclĉ  .

TT x. ++T,-C+ and guide candidates to employment xn the Feecral
II - iidopts proccsscs and practxccs to attracrD -

Civil Public Service; ' .
„ +nrrit "i ps that are avaxlable xn puolxc servxce, but

!II - Provides for dissemination not only of opportunxtxos wiau

ais o of the opening of examinations ; .
m  ‘qhrpnts rrofessional, technxcal or cultural

IV - Maintains contact with educational esta _ ■_ p^dance and any other sources of recruitncnt, 
associations, unions, institutions of voca10 nffcred in the Federal Civil Public Service:
to dissommte informaUon rogirdi.ng oppcrtanltos otloro

. nr araear qualifxed for certaxn types of
v - Maintains rogistors of [crsons that ia7^  :' tests th‘at 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.;
„ . , , ,. „ __„ qnloctivity and other charactoristics of answors

VIx - Carrics out studies of valxdxty, cre.lxbxlxty, _ uo-coui.vxojr
and qucstions to improvo examination and testiny tools;

u t t t  TT • x • + . - jn +v ,„  noiir-qps c a r r i e d  out by D á S P  and by ninistrios to utilizo
vIIi - ifcxntaxns cioso coar dxnatxon wxth the coursos u j

thom as a field of obsorvaticn and stucly of exanxnatxon tocan̂ cn ,

12 - Maint ains currcnt files of studies undertaken;

X - Solicite material írom tto Bxamaation Orsanization and 3ating Soction (D.S.X-4) for effioicnt 

rocruitmont; and
VT _ ,, ral roDorts of oxaminations and tosts carriod out.
XI - Prosents, to  the üroctor of the Dxvxsxon, tecnnxc<-x ^

ENIÍ0ELM3NT SECTION (D.S.A.-3)

__T.rith 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
lisfcs of the provisionals who shall be

II - Solicits fron the personnel units of public nvnnination*
onrollcd ox-officio (by virtuo of ix-sition hold) íor om-maation,

~p__ „ fnr pxaminations and provides for the publication
III - Opens, ciosos, approves and cancols enroltaents for examxn ux

of respectivo public notices;

iv - Provicbs in’ ali State capitais publication oí the openiag of enrollr.cntsj

V - Provides irientification cords to candidates; ^

^1 - Maintains in proper files, documents relati/o to its fun , __
s , . recossary to naintenance of records of candidates 

^11 - Furnishes tho Registry Section (D.S.iu-7) ^ta , xbcosb y 
and, to other sections, infoxnation requested by thom.

EXüMINíITEON QRGANIZATION AND RAHNG SíCHOií (D.S.A.-4-)

I - -òssemblcs examine rs for tho ar gania ation and revxev ox examinatxons,





•r-r- -i • 11 . -j..! AT-, .-rnci review ox examina tions 3 utilizin^j for this
H  - Assists examining paneis xn thc °i g ^ z ^ io 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)$

I I I  - Prepares oxamination papors;

IV - Sstablishes and makcs rules assunng secrecy o- ex<jnina i ;

_ . nrGmrinF corrcction keys and deciring cri teria
V - Providos for thc corrcction of cxamanation^, p

of assigning grades, following technical stan .aros;

W  - Organizos tablos oí 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; . . .
_  , . n nnrtial revisions in  exarainations and tests;VIU - MrJccs by cbtcnrdnatLon of thc Director, total or partxai rovx

. ,-u hv order of classxfication;
IX - Prepares reports of final results, arrangintj

X - Proposes approval or nullification of examina tions -n > .
_7) rosults of cxarnnations held and to the .tecruitment 

XI - Furnishes to the xlegistry Section (D.->•■“■. D  to its studies: 
and Studies Section (D.S.A.-2) material nccessaiy to its stu>a„,

v-r-r , n v.0q,r;ctive standards of jucigement j and
XII - Kceps files of examinations held anu of ro 1

X III - Keeps up-to-date record of examiners organized by specialities.

i

2XAIHNING SECTION (D.S.A.-5)
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 ou o 1 b /t h e  Planning Scction (D .S .^ .- l) and guides

útilizLng for that purposo Information xurrix ^  (D.S.A.- 2) and the Sxainination Organization 
suggested by the xiecruitmcnt and 3 tucacs c x 

and íiating Section (D .S .A .- A );

I I I  _ ürranges for locations and materiais for examin ’ >





IV - Issuos posters Civulging dates exaninations will bo ne !■.<.,
. x- nonitors and candidates, and arrangcs for

V - iis sembles, in carrying out oxaimnations, acc„._ncr ,
publication of notices relativo thereto;

~ ^ ^ H n n s  and urovidss that anonLirnty of examination
VI - Initiatcs and suporvises condact of exairaru-t̂ on ,

pa;:crs is proserrod;
,, _x -vi-v‘rs Will be identified and may bo revicwea

VII - Issuos annauncoments of dates tnat examination y

by candidates; ., ^
Trr_ i . , for, rp-niow by candidates, in the ifec.eral Capital
VIII - Identifies examination papers and provides for

and in statos; „ . .
__ n? pytií nations for tho purpose of mfoming

IX - Maint ains inf ormation relativo to f..evelopi.x>r - ■

interested persons;

X - Orders health and pbysical capacity exarónations, _
throu^h the Federal Department of ruclic Safety

XI - ítequests personal investigation of can i-  ̂
and through equivalent serviços in the statos,

_• x-r V̂orrn rntions and personal mvostigations to
XII - Furnishes results of health and physica .̂ Cc.p̂  7 j\ ,

the Examination Organization and líating Sec lon • 3 . . .

- H a i n t a i n s  c o m p le te  r e c o r d s  o f  a d eq u a tc  l o c a t i e n s  for- c a r r já n g  o u t  o x a m x n a tx e n s ; 

t t v  - H a i n t a i n s  o u x r o n t  r o c a r d s  o f  o x a m r c r s ,  a id o s  a a l  m onitors o f  ex a m in a  „x ens ;  « m .  

W  - P r o v id o s  fo r  is s u a n o o  o f  c o r t i f i c a t e s  o f  a p p r o v a l  a f t o r  o xam inatxons  a n o  t o s t s .

TUiONING section (d .s .a .-6)

j x ' nn, rV.-fi ciencies of public employees in relation to 
I -  C a r r i .e s  ont r c s o a r c h  a n d  studies t̂o d o tem n .n o  oc~ icionca~

t b e ^ r  p e r fo rm a n c e  o f  r c s p o c t iv o  .u t i- s , s e o to rs  in w h i c h , b y  p r i o r i t y ,  p o r s o n n o l  in p ro v e m e n t  

I I  - S t u O i o s ,  c o n s i d o r i n g  t h e  a d m n i s  t r a t i w  n e e d s ,  s o e to rs  x .  

m ust bo ç a m e d  o u t ;  f  t r l i n i B g  p r o c e s s o s  and  m othcds t h a t  a p p ea r  d e s i r a b l e ;  

Q I  - S u g g e s t s  t h e  a d o p t i e n  a n d  t a p lo m o n t a t io n  o f  t r a a n u t  i





VI -

VII -

VIII - 

IX -

X -

XI - 

XII 

XIII -

írv

X?

Proposcs tho organization of training courses for publLc omployeos;
. yation of instruction and programs of training

Collaboratos mth intorcsted scrvices xn tho orüunxzatxon

C0122*SCS *
' . v . . . ,K +, rourSGS of Aclministration (C.A.) training programs to bc

Organizas, xn collaboration wxth the uourscs
oxocutod by tho latterj .

., . . c+r ^ rs Scction (D.S.A.-2) and wxxh tho üxanxnatxon 
Collaboratos vã th tho ^ecruxtaiont anu Stu ̂  formula1irxe training plans to preparo candidatos 
Organization and iiating Soctxon (D.^>.̂ .•-4;
for oxaminations: . . ..

o Mnmstrios, as woll as collaboratos wxth oxxsting traxnxng 
Proposos tho organization of courscs _n Ilin-

units of HLnistrics: , .. . ..
o íw  -íntornship^conforoncos, study cr obsorvatxon vxsxts, somxnars 

Preparos instructions and programs for xn í f f ^^istration  (C.-O for the purposo of
and dobatos that may bo carriad out by th o  Courses .

public cmployoe taprovomont or spoeializa zm , ^  ^  Brazll ^  ateoaâ,  íor publi0

Sstablishos intorchangc rnth toachin: an„ ^  or jj-anting soholarships;
employee improvemont, through contractxn  ̂ x „ n

. R ±1 abroad for the xraprovoment of personnol;
Prorrams stu^y and obsorvation trxps xn n

. . + pholarshiT» and traininc trips for i-ublxc omployeos;
Hakos recommondations pertaxnxng to sch . .. j ++ t  ̂ . 

i oi rioKntr>s and dxsscinxnatxon or wrxtton materxals, 
Promotos essay compotitionj writton and oral debates, a n . 

,  for in-sorvxco traxnxng; anu 
Studies and proposes tho adoptxon of St ^ ^ • •

% . an(i oxaminations used by tho ücursos oi .̂jnxnxs-
Makes studi.es of ;rograms, teachxng matcriax  ̂ ation regardLng tho efficiençy of the
tration (C.A.) for tho pi^poso of obtaxnxn* vaLXu xnx

DííSP training rosponsibility.

aSOlSÇiT SCCTION (D.S.A.-7)

1 - O rg a n ize s  processes for vcrifying expenses of tho Divxsxon;





III - 

IV -

Maintains ĉ orrent inf omation pcrtimnt to thc variaus phases of ali exarainations and tests 

carriod out by tho Division;

Dcvulo;.s statistics of division activitics; and
T/r • 4. • ... i r. -on h \-itps who nartici;>ato ’ in oxaminations and tosts.Maintains current rocords of names ox can,a u.

%





N A M E TITLE & GRAEE VJORK PSRFOíMED SALARY Cri ALLCMCE C& STATUS

1. G.J. CAMPOS Adm. Assist, R/28 Chiof 13,000.00 FG
SF

5,000.00
1,000.00

Supernumerary 
w/status

2. I.P.B. LUIQSIIIO Adm. iissist, R/27
Substitute for 

Ohief

11,500.00 SF 750.00 Supernumerary
w/status

3. G.B. ÍEH3IRA 

A. C. EE SOUZA

Clerk, Class/C- 

Adm. Assist, R/27

Assistant

Assistant

7 , 500.00
11, 500.00 SF 750.00

Pennanent

Supernume rary 
w/1status

5. M.L.M, COSTA Clerk -Typist, R/21 Filing 6,500.00 - Supernumerary 
w/ status

6. N. DE A. MALTEZ Clerk-Typist, R/23

L ______________ —

Filing 7 , 500.00 Supe raumerarj 
w/status

EESC31PT10N OF DUTIES

1. Plans, organizes, eoorcH.natcs and Controls the work of the Seetion.
% ■r,c+«if<Hnns for oxaminations» Review actLon papers for

2* 3. & A. Review processos. Prepare xruti^  ̂ '«ssistant Nc 2 is substituto for thc chicf. 
admission of contract emp^oyees. .^mnxstra ívc j.

5« Kceps files and. filing cards. P e r  f o ms typin0 i.ork.

6. Maintains files, filing cards and registers.





EECHUITMl&NT îHD STUDES S30U0N -  D .S.A .-2

1

N A M S TITL3 & GRAEE WORK PÊ OlíMED 3ALÜRY Q$
1

allo-míce c4 STATUS

1. W*G. FEIUEIRA Adra. Assist, R/28 Chief

oo
•oooH

FC-
SF

5 ,0 0 0 .0 0
500 .00

Supernume r ary 
w/status

2. A. TOiüSS Adm. iissist, R/28 Substitute for 
Chiei

1 3 ,000 .00 — Supemuxaerary 
w/status

3. E .J. DO LAGO AssLst, ií/26 iiS sistant H O \M O o o • o o SF 250.00 Super nomerary 

w/;status

4 . B. DA C. GONÇALVES Clerk-Typist, Jl/21 Assistant 6 , 5 0 0 . 0 0 SF 5 0 0 . 0 0 iupernumerary 
w/status

EESCilIPnON OF DUTIES

1 .  P la n s , o r g a n is o s , c o o r d lm t o s  a n d  Controls tho w ric  oí tho So ctto n .

. . , •<,+ +>,p. ehief in performing specific work of thc ScctLon
• 3, & 4. Constitute a oean to ass qHsfmt ns 2 is substituto for tho Chicf.

(see general functions). ^'tairostrativc J4ssxst.ji





N A M TITI3 &  GRADE
sALüaí (4

1. d . az^vsdo

2. C.G. F3AA£AA

3. F.B. QLim iU FIIHC

4. J.3. IE c. UMA

5. J .1-1. VAG5NT3

6. G.J. MODESTO

7. F ,V. FjSiUDSIItA

8. B.S. D3 FASITA3

Adm. Assist, rt/28 

Adia. jtesistj A/27

Ghiof

Substituto for 
Chicf

n As si st, A/26 Conbrol of re-
cruitmonu

Clerk, Class/F 

Operator, xl/23

ÍWarchousornan, Ai.de,
A/19

Clerk Typist, Ii/21 

Sorvant, a/18

Snrollniont

jLnrolInent

Inchargo oí on- 
rollment Desk

Cleid cal 

Messonger

13,000.00 

11,500.03 

1 j , 0 0 0 . 0 0

7,000*00

7,500.00

5,200.00 

6,530.00 

A,800.00

.lLaiiiíIC3 Cri::

FG
SF

SF

5F

5,000.00
750.00

STATUS

253.00

750.00

3F 1,000.00

bupernuiriararj 
w/;status

SupernomeraiM 
w/status

3upe mume r arj 
w/status

Pomanont

Supo rnumerarj 
w/status

Supo rnurrierarj 
w/status

Supomumorarj
w/status

r Supe rnumer arj 
w/status

DijSP - Jamary, 1959





"I

2 .

EICIOLIÍENT S3CTI0N - D.S.À.-3 y>— X Jc -

EESCilimON OF DUTES

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

Substituto for tho Ghiof. líoviows procossos. înswors corrospondonco ar.'.: Controls candidatos 

for transfor.

3. -iissists and Controls itocruitment Fosts in tho soatcs.

4 .  Roceivos cnrollmGnt papors and providos inforraation to tho p u b ü c .

5. 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.

Dia tributo c corrcspondcnco and apors witbin tho Scction.

D/iSP - January, 1959





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

HEC.LUTDGNT POST. IN TH2 SLX2S

,, „„„ nc.+ =hli shod. for the publication of tha opening of 
I  - Provido, in 'che State Capitais whero tnoy arc ostaolasnoa, -

onrollmcnt;
Tt c+o+r.c; who desiro to conpeto for public positions;
II - Oriont candidatos, from respectivo L»tato ,

III - Provido identif ication card to candidate^.





D.S.A» IffiCRUITMSNT POSTS IN THE STATE
- 104 -

— * —

N A M E

1. A. DE S. PRADO

2. I.T . DE A. GUSMÃO

3. H, PÍÍ/íDO

4. J.B. DA SILVA .

5 . C. RIB2IR0, JR.

6. C.V.T.D. DA SILVEI
RA

7. H,S, DUTRA

8. A.J. DE MACEDO

9. M.A.nLAS

10. J.T.F. CALDÜS

u . M,L. PEIXOTO

12. N.J. FERiiEIRA

13. F, 1E P. OLIVEIRA

14, M,J, GCMES

15. M.L. IG M. FALCÃD

J.P. ESTUMAN0O

TITIE & GRACE

Adm. Assist, Ií/27 
Person in charge

Adm. iissist, Ií/30

Servant, R/16

Seryant, R/17

Adm. Assist, Ií/27 
Person in charge

jcierk, Class/fe

Clerk, Class/E

Typist, Class/4 
Person in charge

Servant, R/l6

ílerk Typist, 2/22 
Person in charge

Servanw, R/l6

Servant, R/16

uidm. Offi. ,Class/J 
Person in charge 
j>ervant, R/l8

Adm. .Assist, li/2 6

Servant, R/l6

S/iLARY Cr$ STATUS P 0 S T
--* City State

11, 500.00 3up ernume r ary S. Paulo - S. Paulo

15,500.00 Supernumerary S. Paulo - S. Paulo

3,800.00 Super numer ary S. Paulo - S. Paulo

3,800.00 Supernumerary S. Paulo - S. Paulo

11, 500.00 Supernumerary Belo Horizonte - Minas Gerais

6, 500.00 Permanent Belo Horizonte - Minas Gerais

6, 500,00 Provisional Belo Horizonte - Minas Gerais

6, 500.00 Permane nt Salvador - Bahia

3,800.00 Supernumerary Salvador - Bahia

7,000.00 Supernumerary Recife - Pernambuco

3,800.00 Supernumerary Recife - Pernambuco

3,800,00 Supernumerary Recife - Pernambuco

10, 000,00 Permanent Fortaleza - Ceará

4,800.00 Supernumerary Fortaleza - Ceara

10, 000.00 Supernumerary Fortaleza - Ceará

3,800,00 Supernumerary Belém - Pará





N 1 M E TITL3 & WGíK

—---- ——--- IT
WOiíK E^aiKED t X Cr̂? .jLLO xí̂ Gl;j tnfi> ST.JU3

i. A eG* 121 TE Adm.A3sist-, A/2S Chiof 13,000.00 FG
SF

5, 000.00
1 ,250.00

Supornuiíior ary 
u/status

2. A. P. DA FONSECA ■iiClm. iissist, iú/26 Substituto for 
Chioí

10,000.00 Ad 2,500.00 Supomumer ar y 
w/status

3. J.M. FIUZA Adm. Assist, l/ 27
Coordination 11, 500.00 Supernumer ary 

w/status

4. C. T3IX3LIA Adm. Assist, A/27 Coar dination 11,500.00 SF 1 , 000.00 Supomumor ary 
w/status

5. C.M. m  GiSTilO Adm. Assist, Ii/28 Control 13,000.00 — Supornumerary
w/status

6.

7,

HJ3.

A.B.

m w ,m

GímUELlO

Clork, Cias s/F 

Clerk-Typist, 2/20

Control

CIbrical

7 ,000.00

6,000.00 -

Permanent

Supernumer ary 
w/status

8. J.J. TEíírZq Opor ator it/22
Exarnination

papers

7 ,000.00 SF 1 , 000.00 Supernumer ary 
w/status

9. n .:i. COIÍiftl Adm. lá.do, u/26 Clerical 10, 000.00 SF 250.00 Supemumerary
w/status

10. 0.3. VISINT1N Clerk-Typist, Ti/20 Clerical 6,000.00 - Supernumerary 
w/status

U . il.P. DA COSTA Clerk-iypist, ll/20
Clcrical 6, '000.00

l
- Supomumcrary

w/status

12. m.n . VISIiíA : Sorvant ,

t
Attondant and 

Mossengsr

3,800.00 — Supe mume r ary 
w/status





SXüíIMnON OIíGAiJIZATION Aí© IIATIIIG 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. iteviews processos an answ' 4. p ±

substitute for tho Chief.

5. & 6. Compute and control rcsults of examxnation. Prepare

7. Provi de s Information to the public. Occasionally, reviows processos, ôrfo-.is T&ypmg work.

8. Provi des for the duplicating mimeograp of cxarihation papors and instructions for exaninations,

Keepe and distributes examination papers.
n , , ,. , . „ inf ormation to candidates. Helps general work
9. Posts grades obtained by candidates and proviaes

of the Section.

10. Sí 11. Prepare  and fila cards of processos. Helps general work of the Section.

12. Distributes routine papers witbin the Section.

DAS? - January, 1959





N A M B TITLA à GAAIE HOiiK ESiiFOiil-ED SALAiíI Cr$ ALL0>AiHCA Cr§ STATUS
.

1 . A. DA S. CUNHA Adm. Qff», Class/K 
(M.A.)

Operator, ll/26

Chief 11,500.00 FG 5,000 . 00 Permanent

i

2. C.P. DA C. PAIVA Sutstitute for 
Chief

10,000.00 SF 250.00 Supornumeraryi 
w/ status

3. H.P. FJLICIO Adm.Off. Class/H Zxecution of ex­
amination

6,300.00 SF 1,000.00 Permanent

>

4. V. TE IL. COiuSA Adm. /iid.e, d/ 27 3xecutLon of ex­
amination

11, 500.00 - Supernumer arŷ  
w/status

5. J. SCHBTT-INI Clerk-Typist, R/ 23 Axecution of ex­
amination

7,500.00 SF 750.00 Supernume r ary 
w/status

6. A* A. do N/i3CII'EíTTC Servant, il/19 Attendarcfc and 
1 messeng3r

5,200.00 SF 500.00 Sup ernumer ary 
w/status

msCíiimcN of dutes - .....1

1.

2 .
3*

4 .

5.

6.

, 0 -f- 0 *woi*lc of tho soction.
Plans, organizes, coordinates and con.ro » Gxamination papers. Controls examination and

Carries out examination Snd identifica 1 0 1  ̂ cords of locations for examinations.

processes of transfor of employees. Mainu " ns+-Lon Daix:rs. Assembles monitors for 
Carries out examination and idcntiiication of examination pape

examinations and answers correspondence. cxanõnation papers. Providos for issuance of

Carries out examination and identification o ê ^ roGorcis 0f processes, 

certificates of qualification in  examina i  j  papers. uequests personal investi-

Carries-out examination and identifica work
gation of candidates. Performs occasiona 3T * -------  .-----
Distributes routino papirs T/ithin the sec---—•_— ----- ■ '

DASP - January, 1959





N A M E TITLL Sc GAAD3

1. N.F. iffi13

2. C.S. LiEüMíI

3. C. G. DO jjMAIAL

A. £«G.

5. A.X. MOiGIAA

Adm. üssist, i'»/2b

Adm. üssist, 11/27 

Adm. iissist, ÍÍ./28

Clerk-Typ&st, li/23 

Adm. Tech., Class/K

VJ Ci iK I jü* iFOî SD

Chieí*

-— ,

SALAlY 0$ 'ALia-jANCS Cr€

Substituto for 

Chiof

11,5OJ.OO

13,00J .00

7,5'GO.OO

11, 500.0:'

FG 5,00J.00
IQTTV 750.00

SF 500 . Jü

3F 1,000.00

SF 1,250.00

STATUS

1
âupernumeraryj 
w/status

n

n

TI

!!

EESciam oN of Dunos
“ I

1. Plans orpanizos coordimtos and Controls tho woré of tho Socrtion.
, °rS í . x - e  rirri.es out bibliogrq?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 „ traini_ng grants. Organizes courses. 
providos information theroto. ileviews Pr-Ĉ

4. Maintains files and filing cards.

5* Providos Information and conducts stuc i^s over





N A M E
----------- i

TITIE & GiuJE I-JOJÍ 1'SiiFO^ED SiJAuíY Crv ALLOVARIOA Cr$
~ —--...... ■— ——j

STATUS

1. I . HALLAtfELL

2. A.M.A. DA APHA3DE

Adm. Qíli. Class, K 

Clerk Typist, R/23

Chief

Sutntituto for 
Chief

11,500.00
7 , 500.00

FG

SF

5,000.00

250.00

Permanent

Supemumerary
w/status

3. Z. D3 A. GOIES Clerk Typlst, R/20 Files à Records 6,003.00 - Supernuinerary 
w/ s tatus

4. J.M. Hi SILVA Clerk TynLst,R/21 iúecords & Typing 6, 500.00 Supernumerary
w/status

5. N.R. T3IXE3HA Clerk Typist, R/21 Payroll 6, 500.00 SF 253 .00 Supe mumerary 
w/status

1

IESCRIITION OF DUT1ES

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

2’ Exercises control of accounts and funds. Reviows processos.

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

4. Prepares cards of candidates. Perfornes occasional typing work.

5« Organises and chccks payroll sheots. Preparos cards of candidatos.





Dircction

Coordinatlon





General Functions of -  111 -

COTJRSSS CF AEMIi'IISTRATION

I -

II -

i?„ +• . , ., , ,, nronaration of admnis trators for federal public servicFunctions as an instituto of profcssional prep-raoxun u* .
and for tho training and irnprovement of public eifiplo;yees gano J ■_ •

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

^CRSTARIAT CF THE COJRSES OF ÜDMDIISTRATION (C.A.)

Cooper atos in tho developnent of instruetion and programs for indcpcndent or coardLnatod courses, 

for tho purpc6o of training porsonncl for public ser/i^e, 

Providos information conceming enrollncnt in courses; 

^ 1  - Arrangas for enrollnant of candidatos in coursos; 

IV - Carries out a li routinc work nccessary to coorsjs; 

 ̂ “ Controls tho attendancc of profossors anu students; 

^  - Organizes processes to account for exponses of courses,

* *  - ft-ortebs duplicating serviços othor than theso that « .  the rasponsibility of tte lUplicatlng 

Section (S .A .-5) of the Adninistration Sorvico (S .í u J,

^IlI - Provides information relative to the Courses of aoministrc-tio ;
IY ^

" ~ Exercises control ovor the movenent of processes;

X ~ Organiaes and maintains files pertinent to coursos; 
ír tv . n ond related exponses necessaiy to carry out 

Preparos estimates of cost, material, personne

courses; and .
ítl . , . , <5 (* A--3) of the iidrainistration Service (S .A .)

Rcquisitions supplies frorn the Material SecuL w »  
and raaintains and distributes supplies necessary





TI TE & GRAEE

Adm. /issist, R/27 

Artn. Officcr, Class J

1. M.3. PEÇAHHA

2. M. DO C.S. VIS IRA

COUiíSES OF ACMIííISTRATIOM

OFFics of eersctcr

iEScnipnoM of du tes

of tlie S e c r e t a r ia t  and o f th e  Gourscs.
1. Guides, directs and supervises the opera lon

«^nn^ence of the Director. Typcs or arranges
2. Serves as receptionist. Replies incb.vicu-1 c° ^ ^ tes or executes specific tasKS assigned 

for typing papors drafted by the Director. Coorcana

to her.
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COURSES CF AMINISTRAIION 

SECRETARIAT

N A M E TITLE & GRÀEE_

1. D.F. EQITO

2. T. LEIA

3. E.R. IE SOUZA

4. O.P. Dfi OLIVEIRA

5. V, DAS. MEIEIRCS 

6» A.T. PINTO

7. M, MEIE IR OS

8* E.F. PlifTO

q- V. IE P. VlilNNA

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

Adm. Off. Class/I 

Adm. iissist, R./27 

Clerk Typist, R/22 

Clerk Typist, R/20 

Clerk, Ciass/G 

Adm . Off., Class/H 

Clerk, Ciass/E 

Adm. Assist, R/26 

Servant, R/19 

Artisan, R/19 

Servant, R/20 

Servant, R/19 

Adm. ALde, R/26 

Clerk .Typist, R/23 

Clerk Typist, R/23

WORK FEHFOHMED

Chief 

Cliief of TC/C 

In t e g r a t e s  TC/C

t!

n

u

chÍÊf of TM2

In t e g r a t e s  TI®

Chief of TRA 

In t e g r a t e s  TRA 

In t e g r a t e s  TRA

SALARY C4

9,100.00 

11,500.00

í 7,000.00 
i

6,125.00

7.500.00

8.300.00 

6,500.00|10,000.00 

I 5,200.00 

| 5,200.00 

; 6,000.00 

5,200.00

10,000.00 

7, 500.00 
i 7 , 500.00 

j-----—

ALLOtfAWCE . Cr$

FG

FG

:SF

SF

SF

SF

5,000.00

3,000.00

500.00

500.00

STATUS
-4

FG 3,000.00 
SF 250.00

750.00

500.00

FG 3,000.00

Permanent

Supernume r arV

supemumeraxy

Supernumerary

Permanent

Permanent

Provisional

Supernumerary 

n

n

n

ti
ti

n

n





N A M E ITIE &  GRAIE

16.

17.

18.

19.

20, 
21, 
22.
23.

24.

25.

26.

27.

28.
29.

30.

31.

32.

A. EE B, SÁ

G. XE. S. AZ3VEDO 

N.M. FERft/ílI 

N.L, BORSATTO 

W.V. R3G0

M. fETER 

M.N. BITTENCOURT

E.P, CCELHO 

M.M. C/JIVALHO 

R.C. DA SILVA 

P* DA FONSECA 

N.S. CARVALHO 

A. A. AVE Lxu i 

W. GOMES

F, D* FERiE IRA 

c.C. dos SMTOS

H.J . DO LAGO

C«i5. VAILAI1 

N. nevES

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, R Ã S  

Clerk, Ciass/íl 

Oporator, R/21

Adm. /id e , d/ 27 

Clerk Tvnist, R/23

WORK ÍEPFORMED SlíMY Cr$ ALLOWMCE Cr$ STATUS

Integrates TRA 6,500.00 - Provisional

Integrates TRA 6, 500.00 iupernumerary

Integrates TRA 11,500.00 iupernumerary

Chief ef TMD 9,100.00 FG 3,000.00 iupernumerary

Integrates TMD 10,000.00 SF 750.00 iupernumerary

Integrates TMD 7 ,500.00 iupernumerary

n 7,500.00 3F 500.00 Permanent

n 7,500.00 — iupernumerary

ti 6,000.00 «• >uper numer ary

1! 5,200.00 iupernumerary

ii 6,000.00 3F 500.00 iupernumerary

Chief of T3F
6,000.00 ?G 3,000.00 iupernumerary

Integrates TIF 9,100.00 - iupernumerary

ii 7,500.00 - Provisional

ii 4,800.00 - ! iupernumerary

ii 6, 500*00 - Permanent

Chief of TC . 6,500*00 ?G
SF

3,000.00
1,000.00

1 iupernumerary

Integrates TC 11,500.00 - ! iupernumerary

Trvt-.figratos TC----- 7.500.00 — i iupernumerary





2.
3 .

4.

5.
6. 
7.

GOUiíSxiS CF ÜIMINISTiLáTEON - C.A. 

SSCrüTAcIAT 

XESCillPTION CF IIJTI3S

Distributes, supervises and. Controls tnc w m  ^  _ . x . ,
n norforrning same dutios: iiOpare ínscrip^ion car^s

Integrate TC/C (Correspondence uourscs; i _,ade# Develop onrollment process. Orient 

and farward thom in accordanco with ínstructions, Distribute lossons,
studcnts concarning mattors conbaa.nGf. in i s proficiency. Corrcct the oxcrciscs

exercisos and instructicns noccssary o Maintain current filing-cards. íjnswer

and rocord respectivo orrors on spcciai c * • * (S.A.-1 of S .A ., DASP) and TolGgraph 

correspondence. Contact the Conaunica x , ' to keep regularity in the expedition of 

and Post Office Department^ (D .C .i .; u " ovor thü recording of grades for the purpose 
tcaching materiais. 3 x e r cises sev^r- co Q£ 253 1956). Administr ative
of issuing certificatGS (Art. 24, Ibcrcc wo. .

Oíficer No. 2 suoervises the work ox /

+ Materials Depositcry and Custodiai) performing same 
Integrate THE (Supply and Equipuent - u ^  maintemnce of permanent material, frovxde 
duties: Provide for the cleaning, c , cistribution of consumable material. Receive,
for the requisition, custody, naintenan in collaboration with TIF. Consult with TIF in 
control and distribute teaching ma <-ri rpsDect to distribution (lotaçao) and uso of 
order to organize groups of studen s neCGSSary to practical work. Tako care of
elass-roems. Prepare for use tno cameras, light and cound machines, otc.).
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 quarto rs. Provido for tho 0135
Assistant No. 8 supervises the work o

and Controls the work of the Secretariat.

8.
9 .

10.
H .
12.





13.

14.

15.
16.

17.

18.

19.

to
26.

27.
28.
29.
30.

31.

\ r> • darnp dutios: Maintain current the following 
Integrate TRA (Recoras and i’iles) ^  d control of students proficiencyj c) issuance
records: a) inscrintions^b) ^ o ^ o ^ a n ^ c o n fc ^  b) ^  courses ^

of caplomas. Keop up-to-^atc. a ; ± of eXaraination papersj b) class resumes5
Kecp up-to-date the following fx_<e • <- ) ^  pat in orcer, check, classify and keep: 

c) exercises; d) wowj ej i 0- 0f'courses. Organizo, classify and file the

procosscs 01 openxng, o x e c u t x o n ^  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 0f  T.uu
licity and reports. ^dministratxve ia. ^

Juplicato routine papers, class resumes
Integrate TMD (jjuplicating) pGr^orraxnb - ■>cor,i_book of inscriptions, record-book of cn- 

and exercises. Preparo personal car_ "^lom as and cortificates. Cut stencils for
rollmcnt and control of students pro-xciuw, ✓  ̂ printing of class resumos and
mimoographic work and typc jITTO sneets. ^ o v ^ c ^ o r  
oxorcises. Editor No. 19 supervises tho work of n u .

d and

-- ‘ r ínt^s concernxng ínscrii^iun Prepare
cioso the inscriptions. Oricnt canci^a o _ flaixy tables of movoment of inscriptions, 

inscription cards. Handlo, check anu tification cards. Oriont professors and students 

iJevelop enrollment processes. ErclJ3r° J ‘ial instruetions. Maintain internai discipline 
concorning disciplinary matters anu d incidents verifiod during the classes. Help the 
in  the «classes. Record occurroncos anu ^ SS0S ^actical work and examina ti on. 

professors in  the inspection of conduet x - oxecution of regular examinations. Sxerciso 

Distribute the class íesumos. Prcru,aue xo -orof eSsors and students. Check and document 
sovere control over rocord of attcnc.2-nCi- 1 inspector No. 27 supervises the work o 
vouchers for pajmont oí professors and mom.tors. l- ,

TE?. _________________ — ----- -------------

• ■ nn) -oerforming same dutios: Opcn, procoec 
Integrate TIF (Inscriptions_and Sup^vx GOincorning inscription processos. Prep;
r*.T n.Qn + V»r» -i pyvi nf.-í ons . 0l*XCnt; CcJ.1 -L  ̂  ̂ p.q-j l.y tclblcS mr«rrannntj nf ÍY1S criiyt

3Prepare Identification cards,

of



-„

■

.

■



) Intoerato TG (Control) performing same duties: ControlthabudgetofG.il. Preparo and foliow4 
{ g (, Control; P jf ^  control payroll of professors, monitors and

up on procurorçnt and public 1bics. aid tho Mnistry of Finance. Control

32i I f S f ! *  j:1" , 0 trol tlie carfe of omployecs assigned to C .A . Jrrange for 
33; ( ^ t ?s °t Pj-°J-Gss0rs_ ° * Jl* ‘ . H n n  t>aDors of the coursos of C .A . Control tho trans- 
34. \ -tbntification and ancnunity o- exa. ^ 1 Control tho attondanco (ponto) of erqjloyoos

) mittal of examinabion papers for 0 if"*st’j'bnts proficiency. Take care of the protocol
as signo d to C.A. «ontrol tho ovolnoteon of stntote p r ^  ^  ^

) (rogistenng of papers) ox the c.ju uPuid,L,Ui

Q/íSP - January, 1959
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--- Direction

--- Coordinatiõn

DASP - Jan., 1950





General Functions of

PUBLIC BUILDINGS DlVI SI ON, D;SP

Is rosponsible for the rsreparation of stulies and narras and fer the orientation, control and direct 
oxocution of te clinicai, 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 üI-ID STiuíDoiiDS SSCTIOIJ (DJ3.P.-1)

I - Studies and suggosts regulations based on federal legislation governing tho installation in 
buildings and equipment of federal public ofíices j

II - Studies and suggosts technical, accounting and administrativo nonas xor the acecution ox its wpk
and work of otter units of the federal systom which are rosponsible for equippin^ public buil.u^s,

i n  - Studios and suSaosts norms and standards for tho construction of public buildtags and cqci-nont;

W  - iVonotos, in colloboraUon with srccific agonedos, tho proparation of noras, tçchnical pattams, 
iiuuuow,, xii uuxxauui uí-uii v;x * T,«,+r.iir+i nns relative to matenal of use in construction, 
methods of oxperiment, standards and instruetions roxetox
particularly:

a) collaborating in settinc "Brazilian Normsu; • +v.o
b) mointaininc close cooperation with the «Brazilian -issocia ^ Fe ,^r',l Purchasinr 

«National Instituto of Technology", the «Tedmical J^isio n " 01 the Federal Purchasmc

Department", and othci; associations iixtorested m  this mattor, activities
c) maint aining interchange with national and foroicn ms i

• . rmblic buildirrs and respectivo equipment, proposing
Studies any ottor questions ^  ^nclusions reached in its studies.
when necessary, measures for nuplementation ox

OftUSNTíiTION ;PID CONTPOL OF 3 QUIIM3NT S5CTI0.» ( D ^ . f )

+iir* federal nublic Service, chekins sourcesI  - Gives guldanco in the acquisition of equipment^f 

of produetion and movement to direct suppliers;





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

III - Collaborates in the prepnration of the National Buclget Proposal vã th respect to appropriation for
equipment, particular ly:

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

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

V - Follows through on budget cxecution.

OiCCSNTúnON iJíD CttlTiiQL OF BUILDIilGS SdCTIOiJ (D*d.r.-3)

I - 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 lie public 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 vri-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





II - Colláborates 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;

III - Follows through on the budget execution.

EXECUTION SECTION (D.3 .P.-4)

I - Prepares nrojscts and specifications for standards °f equipaei*to te adoptoain federal pubUc 
offices, ia accordance iith data furnisted by the Stadies and Standard* aaotxon (D^.P .- Dj

II - Prepares projeots, specifications and esttaatos of oost of the baildings and model aquijMent to 
De adcpted by federal public serviços, in accordance with data farrosted by the Studies and 

Standards Section (D.E.P,-l)

III - 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 builcüngsin which more than one Mimstry is concerncd;
b) public buildj.ng in  which DJ5SP is concerne d directly;

IV - Directs, in cases of a) and b) above, the execution of work and instaH^tion and other services 

relativo to oquipping;

V - Prepares when necessary, substituto í^ojects, y c ^ ic a t io n :^ r a f  f^ctioní of°OrientationG 
submitted for cxamination^ according to Item x3 3.) anu ;
and Control of Buildings Section (D.E.P.-3);

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



.



PUBLIC BUILIjIíIGS ÜTVISION - D.3.P. 

OFFICE OF iJHHCTffi

N h M 3 TITIE & GRíuE

------ ----- 1
WOiiK H5IIFOÍM5D 3ALAiY Cr(> ALLOrJANCE Cr$ . STATUS

1 . L.P. :.E BAIACS 3ncineor, It/30 Jire ctor, CG-2 27,000.x SF 750.00 Sup^mumerary
w/status

2. d .I1 • S J-íi * ün^ineer, Class/l-I 
(M.3.C.)

Tech. Advisor 14,500.30 FG
Ad

p , J -j i. 00 
2,175.00

remanent

3. 0J2, iíAUUNO Specialist decorator

Ii/31

Tech. Advisor 17,000.00 FG 
t r"\ J.l'- -
SF

5, 000.00
2, 550.00

750.00

:>u;) ornume r ary 
w/status

4. M.À.C. m  AZ2V30G Afim. As sist., xi/29 Secretary U j 500. oo FG
Ad

3, 000. 00 
2,175.00

Supernumer ary 
w/status

5* 0. IE C. KAGALHÃES Messenger, R/18 iíessenser 4,800.00 SF 750.00 ji

ZESoiiirnoN cf ju t e s

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

~ „ „ , „ . ,. . Tjh-i rh are coramittcd by the Oircctor. Nfi 2 is2. & 3. Perform assignments of a specialxzed naturc wnicn aru wjuiu. j
employce of Ministry of 3ducation and Gulturc on ue o. xn * a •

/ *. , - Tr?+h -Bip '/ir^ctor introducinfi thom or givini: to
* ^tends to persons who c.esire o ^ ~ individual corresponde of uirector. Types or

hin xnfornation of -i? ^  Coordinates or executes specific tasks assigned
arranges for typinc papers drafted by chiefs. Uoaruinaues 1

to ber.

5- Serves as messencer.

L





Public Biiiliings Livision,
*

A^mnsTii.aioN Gíúoup - (t.a.)

T ^  n ar nT ' Materials Scction of thc A rdiiistration SorviccI - Coaríin.itcs its cperaticns >; ith thc Conmunxcatxon an..
(S. A .) in pcrforraing thc work of thc x/i vision;

II - I‘revides for requisition and repair of material in use in thc .jxvxsxon;

ttt , . -, - - +ho ' i-iri cion. i n accordancc *.àth instruetions [Avon by thc -*-11 - Controls tne movemont ox ^apers ixxtnxn thc . xvx.....>
tírector; _

. . -i i -í • _r_ • 0 4-v*/-4 -tv hi 1 \rr ox ÍI»llO .JIÍTXlÍ Câ oinr scctionIV - Oarrics out duplicatin- Service, cxccpt that whxch xs tho rosp^nsxra.^

(3.A.-5) of thc Administration Scrvico

N A H a TITLi: & CaLúü •JüiilC KSicFcicMSjJ 1 l.U li L i Cl - JjLl .1 * ti j Cò Crs/ STATÜS

1. E.P. rs FAíIA Typist, Class/3 Pcrson in charflc 6, 500.00 FG 1.233,03 
SF 500,30

Perr.ion.cnt

TESCüIFUON CF :utes

1 *.> i x> xi r > - nnr1 T*f*coî ds ’dx*ocosscs and corresponoence• olassífios-*-• íorson a.n char;:o of thc T«;u íÍgcgxtcs anu rewjr^ x
and f i l o s  technlcal d o c u r a ^ s .  M 4 »  ta fo m a tto n  ro latiy» to  tho pr-cross of Proccsscs. 

Bxooutos duplic atine  m r k  oxcopt that which is  r o s ;:o n s ib u .t y  of -luplxca-ii^ S-c„ion ( o  5)

of thc ^íinistration Service (S.-i.)______________ ________ _____________________________



•
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N A K E TITIE & GilAEE WOijí Î íFad-iED SALUY Q§ ALLOV/ANCE CrO STATUS

1. H.A.li. DA C/ílA.:A

2» L. SITJ1K

3. F. DE C. LENGxíUBEIÍ

Engine er, -i/30

%

Engineer, Clacs/L 

Enginecr, Class/IT

Chiof

Substituto for 
Chief

Technical

15,53^.X

13, 30 j, jO 

15,503.Jú

FG 5,033.30

SF 750.3J

■42. 5,750.00 
SF 250«00

Supor nunorary 
w/status

Permanent

Perroanont

Í2S&ÍIPTI0N CF EüTIES

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

^* & 3. Constitute a toam to collaborate cüroctly with the Chiof of tho Soction in porforainG 

spocific work. ijc 2 is sútstituto for tho Chiof.





CuiIENTâTION Alf > CONTitOL CF SQUIHG1IT SSCTIOrí -

N A I-í U TITU5 St GlL iud WOiíK KSlFOií^J SALAiúY C$ 3TATUS

— • M. AÜdCIÜNI Ungineor, ::/29 Chiof 14,5J3.jo FC-
SF

5,0 X'. XJ 
5)0.00

Supernuncrary
w/status

 ̂• 3. H3FAIIC Hncincor, d/29 Substituto for 
Chief

14,5-0.33 5F 1 ,o j j. 00 Supernuriierary
w/status

3. A.v.c.c. le 
ALBUQIE1QIE

En^inour, 11/23- Tochnical 13,000.00 3u;xí rnumor ary 
w/status

4. l*i»!' * Já  COST ii i3n:jineer, 11/27 Technical 11,5 JO. 00 Supcrnumcrary
w/status

LESC-íIFTION CF LUTES

1. Plans, organizas, cocrdlnatcs and Controls the worx of ^  S-ction.

a. 3. fc 4. Gonstituto a toam to collab^ato Aroctly «Lth th. ®toT of tho Sootion in perforrdno 

spccific work.





Y.T ' > f -** li 11 XJ
......................

TITU) Sz G-i-wâ 1’JCiíK EíL£FOiM&j SAU:Y C:\) iT k  Cr,j ST-jTUS

"J-1- • j . b . Onrincor, A/31 Chiof 17 ,0 0 J .0  J FG

SF

5 . 0 0 ) . JJ
2 .5 5 0 .0 )  

5 -0 .0 0

Supernumorary
w/statns

2 , s.C. ia SOUZA On3 .no cr, Ciass/N Tochnical 1 5 ,5 )0 .0 ) SF 2 5 0 .  0 Forra ano nt
•3• A. ~E A. LEIA One in cor, Cias s/li Substituto for 

Chiof
1 4 ,5 0 0 .0 0 SF 2 5 0 . JO Permanont

4. 3 .  FilANÇOIS FILHO ISncincor, ii/29 Tochnical 14,5 0 0 . 0 0 SF 750 .0 0 Supernunor ary 
w/status

r
H.M. SILVA Ungira or, Ciass/L Tochnical 1 3 ,0 0 0 . jO Pomanont

j^ S C .J iT IO N  OF OUT3ES

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

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





N A K E TITLS & G?JD3

--- -------- -
UO?lK PEIFC^ED SALAiY Cnj ALLCVJANC3 ao 1 STATUS

1. L.M. VMELA

2. A.G. DA SILVA

3. li.T. iVJSEElA

-Er̂ jineer, Ii/31 

Encineer, li/28 

Jraftsman, u/26

Chief

Substituto for 
Cliief

ürawing

17,000.30

13,003.00

ío, /: :.oo

FG 5,033.30 ! 
SF 250.00 1

3F 1,500.00 

SF 250.00

1 ............ ...

3up ornumer ary 
tj/  status

ii

H

.....................)

lasaíimoN gf juttes

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 poríorimng 

specific work. IJs 2 is substituto for the Chief*





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

CHIEF OF E.T.U.3.

Sp. Com.

Abbreviations:
See follcwing page

Assistant

c o o r d ií ia t  IOH

i

r

S. P. 4.
S. E. F.

S. p. C.
S . A.

J___ L
Orientation
Finishing

H  Architec. Qetails

_!__ L
Mo deis

Exp.Laboratory

Arch. & Planning

Int.Qesign & Furn.

Present. Droivings

Qrafting

t-T Ozalid Copies

Drawing's File

E l e c . E n g ineerin g  j

C on struction

•

_  G eneral Services j
1

Mech* üingj-neering

1 Stru ctu ral Work

1 p i a n . &  E arth  movingj
I

H

_  T e c h .A s s is t .S e o t o r
Est .of Cost &  Spec. —

— —

1 ~Í- Landscape &  Tree-Flt

E q u ip . &  S p .^ t u a ie s

- ["Materials D^pository
- Engineering D e t a ils

1 L

Custodiai

Corrjnunicat ion.s

LI AdauRoutine Yícrk

Accounting

Personnel

Moterialfe
1





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

GHEF

Spcciol Coimnissions

C O O i l D I N A T I . O N

S.Pji. - /íRCHITECTURAL 
QESIGN SERVICE

■uTchitocturo & Planning 
Interior Design and

Furniture 
^•chitectural Details 
_iTü sent ati on Dtrawings 
^aíting 
Ozaüa Copies 
Sravingig Filo

S J3.F* - EXECUTIOM M D 

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

Oriontation
Finishing

Experimental
Laboratory

Models

S.A, - AH-ÍINISTiLiTION 
SERVICE

Custodiai 
C ornmunicat ions 
Aòninistrative -íoutine

Work
üccounting
Personnel
Materials





General Functionc of

T^GHNIGííL 0FJIG3 CF TH3 UNIVÍlSITY CF RttZXL - 3.T.U.B.

I _

II - 

III -

IV -

V _

VI _ 

VII -

coo:

i ,

ii .

H i  -

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 ttórd persons through

any fom of contract;
Carrios out public bids and procurenent, throu^h written authorization cf tho C.í>.a.3 ., for the 

soloction of firms to execute, by contract, the planne^ co.^ ru~ i ;

Executes that portion of general works necessary to the construction and installation of the 
University City, T.jhen the committemcnt to thir persons io no Cu.iv^mon j

Plans, olons mth the reculnr installatLons, those which are necessary to the spocialized serviços,

and celects the spocializod firms to execute them;
, • • V-.+ TT-í rvr,T sci*vxc3 s nGCGSSciry "bo "blic coirfcrol of

Maintains, from the ai Tmimstr ative point ox yxew, f, . ,
finance, personnel and material utilized in the niversi y

‘üiENATICN

Maintains permanent contact with the Services of i-i.r.U.B.

atributes instruetions of the Chief of 3TUB to the sectors so that each one can prepare, accorcing 

to rospoctivo spccialization, its part in tho worL pro^r *,
a . " tho Chiof of 3TUB, concreto casos arisinj in the
Orients, throu^h consultation or subrmssion to tne una*, a ’

the serviços;





XV  - j i r o c t s ,  w hon  th o  w  o r k  volum e does n o t  r o q u ir c  th e  d o s ig n a t io n  o f  an  a s s ig n e d  C h i e f ,  th o  

E n g i n e e r i n g  D e s i g n  S e r v i c e s  ( S . r . C . ) ;

Tr nv.-iof o f tjtUB a n d  s u b s t it u t o s  f o r  h im .
V  - ProYid .es t G c h m c a l  c s s x s ta n c o  t o  t h e  Lnxo- oi *j ±

AXHITECTILL'!, :J3SIGN SBIWICS (S .? .A .)

„ , -iHnt ^ f  v i e w ,  ali b u i l l n g s  to  bo c o n s t r u c t e d  i n  tho
I  - E e s ig n s  a n d  d e t a i l s ,  fro m  tho  a r c h x t e c t u r a l  poxno  ca.

U n i v e r s i t y  C i t y ;

I I  - C a r r ie s  o ut  s t u d i o s  o f  z o n in g  a n d  fu n d a m e n t a l  la n d s c a p e  a s p e c t s ;

I I I  _  D e s ig n s  i n t e r i o r  d o c o r a t io n  an d  f u r n i t u r e s  - or tho b u i l  A n g  ;

I V  - D e s ic n s  a n d  s p e c i f i c s  th c  a r c h i t c c t u r a l  d e t a i l i n g  o f  th o  c o n s t r u c t io n s j

W , (V n w in r s  as w e H  as p r o v id o s  r e s p e t i v o  o z a l i d  c o p i e s ;
V  - P r e p a r e s  d r a f t s ,  t b s ig n s  an d  p r e s e n t a t x o n  cj-awxngs 1

V I - M a i n t a i n s  f i l o s  o f  d r a w in g s  c x o c u t c d  i n  S . a *A *

33GCUTIÇN AND SUIEIiVISICN SERVICE (S .S .F .)

t  , ' n n  o f  c o n s t r u c t io n s  coramittod to  c o n t r a c t o r s ;
I  - S u p c r v i s e s i n  th e  t e c h n i c a l  p a r t ,  th e  e x e c u t x o n  ox cuxid

TT , _ ,rh as- ixovisional net-works of olectricity, water, telephone
- Executes the general warks neoef our/, f . 1 of access to the constructions, soil prospecting, 

as weii as construction mu rcazmtcsi +. 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

a n d  g a r d e n i n g ;

I H  -  Executes th e  w o r k  o f g a r d e n in g  and tree -planting o f  t h e  U n iv e r s i  y 7 ,

IV - Maintains, In tho MatoriaU .^ository, tho mteria!* of construction acc^oo by tn> to bc í u ^ h o d

to the contractors and utilize ’ by S«L«*F*J . , . ,
v ' f mo+riT.iTl of construction (iron, conent, wood, brxcks, etc.)

“ P r e p a r e s  r e q u i s i t i o n  f o r  a c q u x s x t x o n  o f m  f th ^inistration Service ( S . A . ) ;  

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





I * - .jirücts} vjhon thc w ork volume Joes not requiro tho dosifjnation of an assicnoo. Chicf, the 

Encineerins Desicn Services (S.P.C. ) ;

V - Providos tüchnical as sistance to tho Chiof of 2TUB and substitutos for him.

^COHIT^GTILLX 'JSSIGN’SS11VIC3 (S.P.A-)

■T* , nf vicw. ali buildings to bo constriictod in tho
I - 3o sicns and details, from tho architectural point oi view, ajj.

Univorsity City;

H  - Carrios out studies cf z o nine an"1 fundamental lant-sc^o c.spocto$

III - Dcsigns interior cbcoration and furnitures fer thc buil —ngsj

IT̂ - Dosi^ns and specifies tho architoctural dotailing of th  ̂ constru ’ í
Tr - ■ *. • „  --í rirTQ n,S T 7 c H  "pi* OVILC^O S rCS^GCtj-VO QZ i H--«• CO£)ILCSZ
V - Prepares clrafts, cbsiens and prcsontatxon tx&nncs 1 *

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

2X2CUTI0ÍÍ JND SURSIEVISICN SEiíVICB (S.3.F.)

t ■ iv nn nf construetions committed to contractors;
1 - Supcrvisos,, in tho technical part, thc execution oi conŝ ru

tt „  ^ n - h  i-rovisional not-works of oloctricity, wator, telephone
Executas tho general warks noceroary, o c ' 1 f to thc constructions, soil prospccting,
as wgII as construction aaa majjitonance of 1̂  hruse workshops, garages, depositories, housos
construction of pavilior* for admonistratio^ ircparation of seodUng for tree-plaating
and sholtcrs for laborers, foraation of botame gar^ns Ul ‘ 1

and gardening;

■*-H - Executes tho work of gardening a n d  treu-planting of the Univorsity ' y,
Tv 1»* . -4. « matprials of construction acquired by üiTUB to bo fumishod

- Maintains, in thc Materials jepository, the materiais ux
to the contractors and utilizod by S.E.F»; 

n * . material of construction (iron, coment, wood, bricks, ctc.)
- Prepares requisita, on for acquisition of mat~ Administration Service (3.A .); 

and forwards them to the Materials Sector o





VI - Certifies invoices relative to materiais received;

VII - Registers, keeps and distributes materiais acauired for use in the site of constructionsj

VIII - Maintains control of quantities of material distributed;

IX - Maintains an auxiliary accounting sector for the control ox 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.

XI - Maintains a Technical Assistance Sector destined to repair maintenance of buildings already being 
utilized, as well as to provide mecha_nx cal, cieanxng, lubriiication and maintenance Services for 

the machinery and vehicles of ETUBj #•

XII - Takes care of the protection and guard of machinery and vehicles Delonging to ETUB.

lhe Sector of Orientation and Finishing, under the administrativo cont.ol ox S.P.A», gives guidance to 

the S.E.F. vi th respect to the finishing of constructions.

The Sector of Modcls, under the administrative control of S.E.F. and technical guidance oí 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 ro-inforced concrete structures.
*

gNOlNEEaiMG DSSIGN SERVICE (&.P.C.)

1 - Prepares estimates of cost and specifications of architectural projects and of installation and 

oquipments;

*  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 

íd 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 serviços (hospitais, laboratories, etc.)

-MNISTIl/íTIOÍÍ SiiíVICS - S.A. 

I - Providos, throuch its Sectors, sorviees Of conoral actainistration whioh aro noccssary to tho 

execution of work in Jl.T.U.B.; 

II - Carrios out routino vark pertainins to tho Suporvisory Connission for Uannins and Zxocution of tho 
Univorcity City of tho Unlvcrsity of Erazil (C.S.P.d.) in prepanne n x l »  of tho mcotines and 

Ptcsolutions to be signed by the Prosident of 

m  - 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 - Authorizoí paymont of bilis and invoioos for account of advancenonts (aúiantaaonto»), 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;

B) providos cleanliness and mai"j' ~ ^ ^ t r  ancés and exits of offices and supervises the closing
C) providos continuous protectxon ol entr-nccb ^  ^

- of ETUB offices.





a u  _

IX

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

installations ;

2) providos mossoncor ssorvicos;
■n\ - - • n̂nnnr*tí OH Tjith itS actXVXtÍOS, aSSî nCÍ*- bt*r tho Chiof ofF) perforras othor sservxcos} xn connoooxon vxw

Through tho Cornnunication Soctor:

__/t o-y-mi-iítos official paixjrs and corrospondonc  ̂ relativo •liocoivos, roíâstors, distributes, nmbcrs, an~. expo axos» a ,

to tho activitios of d.T.U.B.

1 Throu^h the Administrativo Uoutino Soctor;

, . , , fnr» the execution of serviços 1) expediting roqaisition
A) orcanizos public bxas anc. 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 füLng of papors and corrosponcbnce, incxuding:

1) tochnical papers (projects of soil prospectin,, landscape, structuros, masonry, liCht,

powor nater supply notwork, etc»)
. , . - „ r*Vi'■>t*+*3 soocifications, ostimatos of cost} proposals,

2) official papers (orf.anxzc. A  j'i0tivcs). Orclors, and noticos roceived and
justifications for action minutes, reports, corrospondonce with contractors,
expedited, notices of public bxc.s, mxnuc-s, *

etc.). B
„ fn-1 ativo to activitios of 2TUB in tho official orcen

C) providos for thc publication of mattors roíatxvo ,

(Diario Oficial);

D) executes, in general, typing and miraeô raphic wcrk

Throurh the áccountinn 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 f or 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 serviços and vorifies the estimate of 

cost at a unit-price ratio;

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

Ã3) 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 sirrned 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 üTLB;

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

yt
~ Through the Personnel Sector:

A) handles all matters related to personnel working in *jTUB;

B.) promotes the rec5*uitment of to c h n i c a l -administrativo personnel to work in STUB,
collaborating with the services in the selection of employees, a-ter a three-month

pr obati onal peri od ;

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  ĵ TUB;





■)

F) sonda to aconcios, from which omplojoos aro datailed to ETUB, time and attendance reports 

01 theso employoes;

G) maintains currently employement history rccord of liTUB employoes coataininc Information 

roouircd by lawj

H) rocords cüscounts (loans, deduetions for incomc tax, retirement etc.) anu verify then-

I) maintains up—to-date personnel records of ^iUB^

J) preparos actions relativo to employoes workinL; in SIÜB^providinc for their publication in 
DíiSP Personnel Eulletin and in the official orr;an ^lar^o Uicial) whon applxca^le.

- Throuch the Materials Soctor:

A) effects purchase of materiais of construction, by request of S .2.F ., and of stationary 

material for use in 3TUB central offico;

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

C) sclidte from the Administrativo Uoutino Soctor tho openinç of public bidsor precurement, 
in accordanee nith tho value of tho purchase, for a acquisition of matenals ox constrnctLons

D) cortifios invoiccs relativo to material receivc'-j

E) resistors, koops and distributos tho material acquirod for use in 2TUB central Office;

F) maintains control of tho quantities of naterial distnbuted in <iíUB central ofuce;

G) 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 acq>ii.ê .j

H) maintains control, throu^h tte Materials Uepositery of SJS.P., ef stoeks of materiais ef 

construction acquired and distributedj

I) makes and keeps up-to-date the inventory of material of ^TUB.





TGCHNICAL GFFICS OF TH3 UHIV&ISITI CF BilAZIL - S.T.U.B,

CH3SF lEitSONNSL

N A M E

1 . L .B « BRITO

2. J.B. BIcAIIDÃC

3. C*3, STiíGSESL
-jk p ,

A* i . t « i *.

5. J.B. BIDÜÍT

6. J.F. SííIPüü

7 . H. 0«DtíYSií

8 . J ,A .  COIMBIlu

9. Z, CU?iI

10. J.K. MOiEEtA

11. D, KSLOj JTU 

fl2. p .? . jE Su

113. H.iu iUBSmO

Ui
%

TITIE & GiíAiE

Ailm. Tochnician 
Class/ll

uiii.p.neer, Ií/27

3ncinoor, 

2ncincor, 1 i/33 

3ncinoor, A/31 , 

Zn^inoer, Class/fl

Afim. üfficer, 
Class/M

Account ant

Atfa. -'issistant

Architcct

/irchitoct

jürchitcct

Ltraftsinan

OIlGAt-IIZíjTION

X).A.S.I •

S.T.U.B,

3.A.S.r,

,S.?.

Ministry of Sclucation 
& Culturc

Ministry of Transp.
& Public Uorks

S.T.U.B.

S.T.U.B.

S.T.U.B.

li.T.U.B.

S.T.U.B.

S.T.U.B.

WOIÍIÍ IBLíFCaZMBJ IN S.T.U.B.

Chicf of S.T.U.B.

Coordinator
Chiof, Sn^nccrinc Jjosicn Sorvico

(S.P.C.)

Chiof, Sloctrical Sncinoorinü/S.P.C.

Chiof, 1'ochanical Sr^inoorinc/S.P.C.

Chicf, Structural Work /  S .i.C .

Chiof, Sstiiaatos of Ccst à Spocific.
/S.P.C.

Chiof, Administration Sorvico (S.A.)

Chiof, Accountinc /  S.A.

Chiof, Acln. líoutinc Work /S.A.

Chicf, Architocturcl Dosi^n Scrvico
(S.P. )

Chicf, Architcctural uotoils /S CP.A. 

Chicf, Prosontation JravriLncs /S.P.A. 

Chiof, üzalid Copies /  S.P.A*





Warehouseman 

Àrchitect 

Intern Student

14. L.R. IE ALM3IDA 

15í A, 1E S . iiUGO 

16. HJ?0 HjIELuA

[l7. H.B. PACHE J3 
FAiA

18. H.G, TlIEITIEIu

19. C.C. POLAIB

20. L. EPZSMBSIlG

21. C.M, B/iPTISTA

22. A, IE A. GlffiS

23. J.B. ILIZSNIE
%

1H S.T.U.B,

Chiof, L-raidnrs File /S.r.A . 

Chiei, “jtraftinc /S.P.A.

1J0 • 1 •

Ministry of Financc j Chiei, Cens truetion /3.3 .F .

- ̂ - —

Chief, Uxocution & Suporvisicn Service

Chicí, General Services /S.Ü.F.

Chief, Landscape &  Treeplcaitiric/S.2»?.

Chief, Technical Assistonce Sector
/â.iJ «F .

Chief, Materials Dupository /S.E.F. 

Chiei, Models Soetor /S*^.F. - S.r.A«
S.T.U.tf.
University of Brazil Chief, Experimental Laboratory





TECHNICAL CFFICE CF THE UNIVSuSITY CF BiíAZIL - E.T.U.B. - 13g -

3T/FFING

PGSITIONS

OffiCG
of

Ohicf
Coord. S. A. c: n :kj, X . iL.

----

S. J .F. 5 .P.C.
Orient.

&
Finish.

Modals Lab.
TOTAIS

1 . Aclm» Jlssistant 1 7 _ 4 - - - - 12

2 . Acbn. ALcIg 1 - 6 - 8 - - ni. - 16

3 . Adm. Officer - - 1 - - — ■“ — - 1

4. úíüm. Tcchnician 1 - - - - - - - - 1

5 . Architcct „  mm _ H 3 - 2 1 - 20

ó. Sn^inoGr mm 1 - - 3 7 — — - 11

7 . Electrotcchnician — — - - - 1 — — - 1

8. Eraftsman mm — - 22 1 12 1 1 - 37

9 . Intorn Studcnt - - - - 3 — 1 4

H O • Spocialist in models - - - - - — “• 1 ■" 1

11. Survcycr - - - - 2 “ *■ “* — 2

12. ííaturalis t mm - - - 1 — •* 1

13. Accountant - 2 - - — — 2

14. Warchousoman mm - - 2 - •• — - 2

15. Janitor - 1 - - — “• "■* “ 1

16.
t

VJatchman
• - - - 1 - - — - 1

17. Chauffcur — - - 13 - — — 13

18. Mos senhor - 1 - - - — — - 1

1 9 .* Scrvant mm - 6 2 - 1 — 2 1 12

Total 3 1 24 38 41 21 3 6 2 139









C-ĉ oral Functions of 

P -1- ITT N G SERVICE, DASP

,  ■V,i ,1vc nnd mblishes: documentary, toxts, statisticalI - CoUatos, puts in ordor, classifios, maintains ana puuxxtu^
and othor doscriptive data of D;SP activitics; ^

n- u., ni motor General, infornation and ncws to nAgencia
H  - feitos and forvxards witn tho appro - othor relato d agencies* and to the general press;

Nacional» (Brazilian Information serviçoJ an<„ otnor re-uiou &
TT-r ,, , • „  4-ho ^nnuai Roport of tho Diroctor Goncral of D*£P:
III - Coilates data nccossary to tho proparation ol tnc ^Jiua_

-t x • nnq asDacts of adninistration, and providos
IV - LtLssominatos materiais and stnch.cs relativo to varxous a^cx^

for translation and pubücation of foroign »jri írg-̂ j
__ ri nnPGS writings of intorost to the public

V - Acquõros, registors, classifios, consei-vos and oxcíianges « n  *

serviço;
rrr II n«B  T)„nPtin and Personnel Bullotin of DASP, in which,
1 ~ ®dits tho "Revista do Serviço Publico , D^P r&roctor General and of the Diroctors, as

as the official organ, are publishec. the acjs - '  managerent of DiSP personnolj and
vjoII as of the Chicf of Pcrsonnel Section re^ x

VH  - Plans and coordlnates the execution of administrativo statistical surveys . 

nHEVISTA DO SERVIÇO PÚBLICO" (S*D.-1)

• , • orv] anv othor material that contributos toDisseminates doctrinal, ^nfornational, criticai, ^  W

groater cíLf fusion c£ kncw ledge of public ac 

LIBRARY (S.D.-2)

T 4 . Vnpns conserves, and exchanges national and foreign
x - Acquircs, registers, classifios, catalogs, teops, cons.rv ,

"writings cf interost to tho public Service;





II - Organizas aand maiiitains map, rocord and film collccta.ons ;

III - Organizes and naintains nicrofilra file and serviços;

IV - Pr ono tos, through thc reforençe and loan sorvices, tho gr o ater utilization of library facil

V - Haintains a book londLng office within thc Cotrses of .Jministration (G.Á.), to attcnd to th

spocific necds of thab organization.

itijs; and

PRBITING SBCTEON (S.D.-3)
T , . . , ____+_ T.oint-i vo to D/3P which are nocessary to tho study and
I - Collates, classifies and naintains documents íoiatxvw to ui» j v

orientation of problens of general administra ti on j 
TT „ nf cmneral logislation and cbcisions aoprovod by
II - Organizes and keeps up-to-date rcferencc c a r -

thc Presidait of thc Rcpublic and the Diroctcr oner" — J 3 
Ttt . . e +>,« nrwr»nr»Tifc in National G0ngross, of legislativo proposals

- Organizes and naintains rocoros of tnc nevonon ,

of interost to thc diverso sectors of 
T„ , . „ * „nnnni ranort of Hirector General of DíjSP̂  and
I* - Collatcs data necossary to prcparation ox annu^l

,jr - Prepares materiais to be published.

HJ'BLIG;íTION S3CTI0N (S.D .-4)
t . , . o _„v,T-í mtinns of Printing Service (S.D.) except thc "Revista
I -  Prints or providos fo r  the p rinting  of pubxications

do Serviço público0: " „
tt . . , . p spction and rcspoctivc typographic proofsj
^I - Reviows materiais to be pnntcc: bj th-

L i  _ frgparos and edi-ts thc Personnol and D/»>P bull-^ins,

Iv E its  tho Daily Bulletin of the Information Group (T.O.R.)

Î-llNISr.uVilVE ST.iTISTTCS GEGTION (S.D.-5)
t . . « . j*  ant1 interpretation of administrativo statisties,
1 - Hakes the coliection, computation, oritxcism ^- ^ - ^

relativo to activitiôs of D/SP and ottor publa.0 sor/ico agDnoios,





I I  - 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'1 b;> uhe Printing Service (S. j . ) *

II - Maintains publioations to be scld by tho A-tainistrativa Group (T.A.), of tho ííinting Serviço (S.ü.) 

in  - Prepares and organizas rnailing lists of agencies « d  persens interostod in pnblications; and

IV - Mails publications as uell as distributos thom internally»

t
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PitINTDJG Siiii.VIGi5 3 .J .  

OFFICiS CF iJliüiCTOii
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i

N A M 3
--------- ---- 1

TITL3 Sc GI L uE WOí-íX PáiíFOilMSD SALAáY Ci$

1 , M.C.B. IE MSLL0 Writcr, P./29 
(M .J.N.I.)

Dircctar

CC-5

23,000.00

2. D.H. FPuAGOZO Acln. Off. Class/l 
(M.F.)

Socretary 9,100.00

3, ií-.P. LOS SANTOS Ser vant, il/17 Messcngcr 3,800.00

4. W. iJ6j A. LOUSúuiA Clcrk Typist, Il/21 Io di. Assistant 6, 500.00

5. I . GUIMARÃES Servant, u/20
Photography ALuO 6,000.00

6. F.ii» iacs Photographcr, d/ 2 6 photography 10,000.00

7. L.xi» AGílA Tech. Adv., ü/28
iioportor 13,000.00

8. S. MOSGHKOUGH Operator, il/21
ileporter 6,500.00

9. J.D.A. MUIAÍIDA Adm. Assist, Il/26
iícporter 10,000.00

.10.
#

I.M. LE Q. TEDGIiÜ 3 ditar, li/25
Typing & 3diting 9,100.00

ALLOínLiNCS ü$

3F 250.00 

"G 3,000^00

FG

SF

4,000.00

500.00

STAFJS

Supor rruraorar;y

Permanent

Sapcrnuxncrary 
w/status

Supernumcrary

Supcrnumerary 
w/status

SupemuTiGrary 
v/status

Supemuirorary 

Super numerary

Süpemumerary
j

Supernumeraryj

DiiSP - January, 1959
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-FííINUNG S3RVIG3 - S.D. 

OFFICE OF DLüCTO.Í

IESCiíIITION GF HJTES

,, TV-,r*'rnrmüc' by tho components of irinting Sorvi cc.
•I 1* Oirocts, supervises an<: coordinates tho w (M.J.ii.I.) on dctail in DJSU
1 Employoo of Ministry of Justiça and Interior Business v

3 tho work of tiio Diroctor v.f iic^.. Serves as Socrotnry to tho Diroctor an..

. On Ioavo for hcalth treatrcent.  ̂ _ .

4. Gives tochnical assistance to tho Diroctor of irinting S--rn.ce

5. Helps in photographical work.

6. Porforins the photographical work of DZ*SP.

7. 8. *  9. Maintain contaot with nswspapcrs and infomrtion agendas.

10. Perfomcs typing work and roviows pross relcases.

DiiSP - January, 1959
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Printing Serviço, -j-uSi-

A-MINISTiiATIOi'1 GiiOUP (T.iu)

,  n̂ rrmmn-í ri+l otis (S.A.-1), and Materials (S.A.-3) Sections of the
I - Coordinates its operatxons wxuh the v,ommunxc-tx- v p--?ntin^ Service (S .J .);

Administration Efervico (S .A .), ia  perfoimns tho »r k  of Printan* S-raco

II - Providos for roouisition anel repair of raatorial in uso in S. '.;
T-r-r * „ qor*více in accordance with instruetions givcn by the
III - Controls the movement of pape rs vjxthxn tho Sor _ ,

Liirector of S.D .; ,, . .. _ . .
. „ „+ +hn+ which should be dono by the jjuplxcatxng Sectxon (S.iu-5)

IV - Carries out duplicating Service, except that wnxcn miuiu.

of the Administration Service (S.^«);

V - Keeps books of funds of spccific activities of the u>ervi ,

VI - Obligates funds;

^II - Keeps books of expenditures nade j 
irr-., „ ,+e, OT,ri cpnis them to the Budget Sectxon (S.. A*-4;;
VIU _ Frepares documents for settlement of accoui -

. „ n^w^nit anc1 retail sales, remxtting, to the 
Dt - Controls suts oriptions of tho A vista  do Sorvaço fMblaoo an- rotal

National Treasury, funds collected;
V  ,  h - nnk  orders in payment for subscrxptxons of thc “î evxsta 
^ ~ íieceives cheçks, postal money orcers, an ­

do Serviço Publico11; and , . _. . . .  , . .
. of tho Printing Service (S.Ij.) through solxcxtxng bxds anu prxce

^1 ~ Acquires material for exclusxve use o_ tho

quotations. •

INFQlíM^TION GiiOUr (T.OJíJ

1 " - Informs the public concerning JiiS?; rnatt._c, +h_+
t t  ot. orroncies. for solutxon, xn DüSF, oi matters that
II - Attends to claims, formulated by the publxc or agoncx.o,

interest them; resrxícting, exclusivcly, services provided by ULSPj

“ ileceives complaints, suggestxons an - c «. 1 f th pinting Service (S.L .), weekly, a resume
IV - Submits to the Director-General through the^Director oi 

of complaints, claims and suggestions roccxve-,
V '  depores the Daily Bullctin of the Infonnatxon Group (T.O.it.;





S . D . _  ATMINISTRATTOí? GROUP - T .A .

-— -—»■. . —-------
N 4 M S TITIE & GRATE WCRK HSHF0HM3D 3 ALAR Y C4 aLiLOívaíJGíj STAIUS

1. O.M. PINO

2 .  A.F. DE ^LMEIM

3. D.S. BORROMEU

Adm. Ai da, R/26 

Dperator, R/22 

Clerk, Ciass/F

Person in charge

Substitute for 

Chief

Typing

10,000.00

7,000.00

7,000.00

FG 1,230.00 
SF 750.00

Supernumer ary 

Supernumer ary 

Provisional

•-----

e e s c r i p t i o n  o f  d u t i e s

1 . Supervises the v o rk  o f  the group . m ta o r it )t l0 „s  fo r  the P u b lic  S e rv io e  M agazine  ( R . S . P . )

2 .  I n  charge of correspondence p e r ta in in g  o 

PerxorrfiS ty p in g  w o rk .

,  ,*,ancenents (adiantanentos). Histributes consumable
3 .  Is responsiWe for the pi-spie-â oa o work. 

material t o  the S e ctio n s  of S.D- rera-un





N A M E TITLú & GRADE

i. d .r .n . da silva Opor atar, R/22

2. C.iUM. RAMOS Air.. Airloj R/26

3. E.R. BiiANDÃD Clork, Class/G

4, F,W, V3IGA Typist, Class/F

5. L.A.B. US CARVALHO Typist, Class/D

6. M.R, FüRRCIRA Clerk Typist, R/21

Z.P. DOS SANTOS Clork Typist, R/21

S- H. DA S. BRITO Messencor, R/19

WORK íSxíFaíMSD SALARY C$ i>Til iQWí Crijj» STATUS

Person in chargo 7,000.00 FG 1,200.00 Supernumerary

T.O.R. Eulletin 10,000.00 - tt

Inf ormation 7,500.00 SF 500.00 Pormancnt

T.O.R» Bulletin 7,000.00 Ad. 1,750.00 Permanent

T.O.R. Bulletin 6,000.00 - Permanent

Typing & Filos 6, 500.00 - E>upernumerary

Publicity filos 6, 500.00 SF 250.00 n

Messcnger and 
Clerical

5,200.00 SF 750.00 »

D/SP - January, 1959
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S.D. - INFOiMAXIOÍI GROUP - T.O.R. 

DESCRIPTION OF DÜTIES

1. Exercises general control over the work of ohe Group.

2. & 5. Help in tha preparation of T.O.R. Bulletin. Prepare summaiy of matters referring to W SP.,
published in morning and evening newspapers.

3. Erovides Information to oroeesses. Organizes DáSP social files (birthdays and anniversaries).

Ia responsible for the preparation of T.O.R. Bulletin. Prepares sumaries of matters of 
interest to DA3P published in morning and evening newspaper

6. Performs typing work. Organizes photographic collections. Files cards, processes and 
correspondence pertaining to T.O.R. Control outgoing newspapers. Provides genera. Information,

7. Maintains filos of newspaper elippings (provided by »Iax Journal" and T.O.R. Bulletin).

8. Buya newspapers for T.O.R. files. Controls inoonúi* and outgoing newspapers. Purohases 
consumable material for use by the Group.

%
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N A M E TITIE & EíAIE WOilK riJFOiWZD SALAtY Cr*? ALLOWJiNCE C4 STAFU3

1. E .L. i)à LUZ

2. L.M. FUJSUSUl/iS

3* H, ia B. 3 SOUZA

4. J.L.M.N. DA SILVA

5. V^UA. IE BííITO

6. l .c. b . ie  los iaos

I.H . NUNES

Adm. Assist, R/28

Aám. Assist, li/23

■Adm. Assist, ií./27 

Adm. Assist, il/27 

Clerk Typist, 2/20 

Typist, Class/D 

Artisan, It/20

.jircctor of
A.S.P.

Substituto for 
the ^iroctor

payroll

Editing

Typing

Typing

Editing

13,000.00

13.003.00

11. 500.00 
11,500.00

6,000*00

6,000.00 

6,000*00

FG 6,000.00 

SF 750.00

Supornumerary

âupcrnuine r ar y

üuparnumarary 

âupcrnumo r ary 

âupomuner ary 

Provisional 

Supemumorary

DüSP - January, 1959





PUBLIC SERVICE MüGAZIíE - S.D.-l - 150 -

mscaipncN of duties

1. 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.)

2. Substitutes for the Chief. Prepares the PudI íc  Service ilagazin^ (R .S .P .)

3. Prepares payroll. Prepares sumaries and clippings of matters published in the Official Organ 

(Diario Oficial).
4. Reviews and selects originais presentod for publication in the Public Service Magazine (R.S.P.)

5. In chargu of typing work and quotation of magazine «s articles to be reprinted in Public Service

Magazine (R.S.P.)

6. Períoms typing vrork and helps m  cdi ' b l i c a t i o n  in public Service Magazine (R.S.P.)
7. Helps in the editing of materiais presented for publxea.
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1. A.M. FUiiTAJO

2. F.M. :4S AH-EIDA

3. M.aS L.P. /uliJJJO

4. G.DJJ3 CAiVALKO

5. M. VIDO

6. A. ORTEGA

7. E.C. DA SILVA

8. M.L.O.dc O.e SILVA

9. C.M.P. CAVALC.JTS 

10• IcG^i. ÜA SILVA
%

^  D.p. 10 SOUZA

12 • P. S0A3S

IITIE ít SUAS

Assist. Litrarian 
Class/G

Gleric Typist, d/20

Assist Libr,Class/G

iissist Libr.Ciass/H

Library .Ai da, il/24- 

Clork Typist, It/21 

Assist Libr.Class/G 

Librarian, Class/K

As si st. Libr . Cias s/F

Library Ai-da,ií/23

Acia-Assist, ií/28 

Janitor, A/22

WGicK K.IFO.ÍGjJ S/iLAíY 0$ ííLLOW/jMCS Q$ STiilUS

Chiof 7,530.00 FG
SF

A, 003.00 
250.00

Permanent

Acquisition 6,JOO.00 - Superntirnerarj

Acquisition 6,50o. 00 - Permanent

Cataloguing 8,300.00 - Pomanont

Cataloguing 8,300.00 - Supernuiiierarj

Catalog.e ClassÕL 0,500.00 - Supornimcrary

Catalog. e Classif. 7,530.00
-

Permanent

Catalog. e ClassiE. 

Subst.far Chief

11, 500.00 . .. Permanent

Catalog. and
7 , 000.00 - Permancnt

iceferunco

Catalog. and. 7 ,500.00 •» iupernumer ary

iíeference

Library Bullctin 13, 000.00 - Supomumcrary

and Translation

Book repair 7 , 000.00 SF 1,750.00 Supernumerarj





II A M E TITLj & gaa:e WOAK í-ĵ íFOíMSD SALAlIY Cr# ijLLCWiiNGii Cí̂ STATUS

Is . L.JCG S. Ĉ íiuTGO

14. M, THJiMSTSN

15. N.Il.D. BARBOSA

16. v. iyjSQüi

17. C.A. IS P. CHAVES 

IS. A.L. ALBUQUSAQtG 

19. M.S.?. BAi?TISTA

Clerk Typist, ll/20 

Library Zd.dc, Ií/20 

Clcrk Typist, íl/23 

Assist.Libr.Class/ÍS 

Libr ar ian, Cláss/l 

Library Ai.de, df21

Litrarian, Class/J

i
i
!
.*

. ——— ----

Loan Service 

Loan Service 

Loan Service 

Loan Service 

Binai ng work 

Aeference Service 

iteference Service

6, 3..0. j 0 

6,000.00

7.500.00

6,50 3.0)

9.100.00 ■

6. 500.00
1j,OOJ.O3

-

Supernumerarji 

Supernumer ary 

Supernurae rarj 

^rovisional 

Permanent 

Supernumerary 

Permanent
1
1

!
! 1
í. . 1



!....... ......1



LIBRAIY - S.D.-2 

DESCiíIPriffi OF DUTIES

1. Directs and administers the Library of the Printing ücrvic~.̂

2. Makes recording and discarding of books. Helps in loan -ervi

+ raccrding of books and periodicals.
3. Makes acquisition, purchase, selectxon an

4. In charge of ca talo gu in g  of the O f f i c i a l  Org^n (D iá r io  0 •' ' ) .

^ ^ - 5  c a i s .  Makes loans of books and i n s c n p t i o n
5. In charge of cataloguing and classification of periodicals.

o f  r e a d e r s .

6. Providos íor tho binding and propor itio gonoral cataloguing and classification of
7. R-ovidcs roíoronco scrvicos. Holps in loan sorvLco, g.n- 

b o o ks . 

s. Substitutos íor tho Ohioí. ^  ^  Mtaloeling of

9. Carries out bibliographic research,

booklots» Saridoo Hagazin!, (H<S.P>) Helps in roforence

10. Prepares the analytical catalogue

W°rk* • fc w azine's articlos). Prepares the Journal nA
H« Prepares tho Bulletin of the Library ( " rimcntation literature for publication in the

Biblioteca". Translates Librariansh^P f q^ g^ble  material.

referred journal. Exercises contr _ ^  books> r^places the Official Organ (Diário

12. -Carries out desinfection, cleaning and rmard of books.
O f i c i a l )  on t h e  s h e l v e s .  Is r e s p o n s x b lo  f o r  tn c  L, ______ ________________________________________________________



j



CortinuaçSo,

In charco of reglstoring of raadors, loan and rcsorvation of books. Gives infomation and 
guidancc to reaSrs. Colloots finos (íor books rotainod) and makos ronowal of loana by 

tülephone.

i . , _ i • -| q+ th  stics of books borrowed or consultuo*. údniinistors the *The same as above and also, daxiy süax-iboxoo uj.
roading roora.

tc o , .j of  ̂oan and reservation of books. Orient the
15. & 16. Collact finas and provida íot r o n o ^ a t ^ m  rogistoring af readors

placement of books, pamphlets and perxodxcaxs on mic. «  ’rWc,
and monthly statistics. Giva gui dance and xnforma xo

17. Providos for the general bindLng work (books, magaa-ncs, etc.)

18. Attends to readers. Prepares bibliographies and statistics of referenco.

1n , , , ,K1 i-ihrarv facilities. Gcmpilos bibliographies. Organizes1
G?-V<f  guidancc to the rçadors hcw ^ ibits üf ^  books and suggcsts tho acquisition of
Tíxn j.or canmcmoratxons. Oiy d gonoral monthly summary of the Library. Provides
others. Prepares statistics of MainUdns inter-ligraxy loans. Col-
xnformation anc research vxth rc - f mat0rial to be published in the journal "A Bi-
laborates in the preparatxon and. transiatxon oo. « o

blioteca0.
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K A M E
-------------- -

TITDS & GTIAIE VíO?iK E3ÍÍF01ÍM3D ’•SALAtY Cr<p ALLOWiWCS Cr# STATUS

1. w. :e  g . h a  as

2. L.3. ISL CA,VALHO

3. L.T. BjSTOS 

A. Adi. LOÍES

Adnx. Off., Class/J 

Adm. Off., Class/l

Clerk Typist, U/21

Clerk Typist, A/21

Chief

Legislative üofer 
ence

Legislative Aefer 
ence

Legislative itefer 
ence

10,000.00

9,100.00

6, 500.00

6,500.00

FG 4,003.00 

SF 500.00

Permsnent

Permanent

Supernumerary

Supernuraerary

IfíSCxíirTION OF DUTI3S

1. Supurvises the work cf the Section.
^ ftviUn do ConcTGSSo) (Sections I and II) and rccords on

2. Sxamines the Congressional Organ (Diario do oongres ;
cards the status of projects in transit m   ̂ u •

, ~ . v, Aníwn do Congresso). Types cards of Legislative
3. Filos odd numbers of Congressional 0rgan_( -

roforence and Administrative legal decisicns. _
• . - tho Official Journal (Diário Oficial) and bnofs, on

A. On leave for privato business. Eixaminos 
cards, doctrinary and legislativo matters.





N A M 3 TITI3 & GiüyE ■ÍOAK PÊ iFOiíMSD SúLi.ilÍY C$ ALLCWjNCE Crê status

1. E . 13 0LTV3I1U Editor, A/25 Chiüf 9,100.00 FG
SF

4,000*00
503.30

iupernumerary

* 2,

3,

4.

M. ü. 

C. A. 

F,T.

DO V. FiGIT/iS 

:>3 GUSMÃO 

CONFOiff

Clork, Cias sA  

Tynist, Class/3 

Draftsman, it/27

Filing and Typing

Typing work

Substituto for the 
Cháef

7,330.33 

6,500.00 

11,500.)0 SF 533.33

Pcmanent

Pormanent

yaycrnunerary 
~vjj status

5.

6. 

7.

A .J. BH311ING 

F. I)A S. F3.tNiiNi3S 

L.G. P3itiSIiuà

3ciitor, il/25 

Editor, it/22 

Operator, ií/21

Ecüting

Editing

Duplicating
Operation

9,100.00

7,000,0D 

6,53). 00

SF

SF

750.00

x ,0j3. jO

tt

n

11
1

[

8. F. A. SüTUlíNINO O p era to r , il/21
D u p lica tin g

Operation

S u p lic a t in g

Opcration

6,500.30 SF 250.03 t

9 . J .C . DOS 3AI-ITCS
i

O p erato r , Ii /2 1  

•

6 ,533. >3 SF 750.30 n





—T
N A M S TITLl; & GILUi VJOiíK I-3-<F0i<M3j SALAíI Ci$ ãLLCWABES 3TATUS

. 1 . i .ii.p .b . hmceeud Adm. .lissist, Il/28 Chiof 13, 000.00 FG
SF

A,3ü0<
500

,00
.00

Supor numorary

2. A. SAITI3L Adm. Assist, -í/27 Substituto for 
the Chief

11, 500.00 SF 533 ,:o Supornunerary

3. J.P. itQüilGUES Time-Keepor, ^/26 Statistical
tablos

10, 000.00 — Supernumerary

4. W.S. WOLTEPt Adm. Off. Class/J Colloction of 
data

13,00J .00 Ad 1,503.00 Permanent

5. C.G. PINTO Clcrk Typist, li/21 Colloction of 
data

6,503.00 SF 250 a 3 vJ Supcrnumerary

JíSP - J anuary, 1959





AIMINISTiUJIVE STííTISTICS SECTION - S.D.-5 - I59 _

DESC.ilFHON OF EUTIES

1. Orients and suporviscs the technical dovelopinent of collection, cumput ation, anel intorprotationj 

of administrativo statistical data. *

2. In chargo of tho preparation of: a) analytical stuclies of resulte 3 b) special studios or 
monographs of statistical and social analysis of administrativo natiors. Provides information

to processos of administrative statisties.

3. In chargo of a) manual computation of quostions and ansuers cüxíjcte■ through special rnaps, 
b) criticisin over answors givon, c) ccmpilation of graphic anc. statistical taDles.

4-* Gathers and coordinates statistical data relating to activitios of íoaoral Public Service.

5. Gathers and coordinatos statistical data roferring to D~*>P activitios, Occasionally^ performs 

typirg work.

Dxí>P - January, 1959





N A M E TITIE & GERAIE

----------- ,
WCRK ESHFCRM3D S^LARY Cr$ ■liLLÍXiLiNCií) Cr|> STATUS

1. C.L.P. ÜRNIENTO j,dm. Aide , ü/27 Chief 11, 500.00 SF 500.00 Supe rnumerary

2. A. DA. S. DüNT/fi Clerk Typist, R/21 Suts titute forthe 
Chief

6, 500.00 t!

3.

4.

0, DE M. HS2EWEE 

B. RAVISSINI

Clerk T^is t, R/20 

Tine - Kce]>rr, R/26

Ccrrespondence

Sxpeditf.cn of 
publication

6,000.00

10,000.00

SF

SF
Ad.

500.00

750.00
1,500.00

u

n

5.

6.

A, A, R/MOS 

A.0. DA SILVA

Aide, R/26 

Clerk Typist, R/22

Packing

Distribution and 
Mailing

10,000.00

7,000.00

SF

SF

750.00

500.00

ti

«

7. J.A. COUUNHO

»

Artisan, R/19
Distribution and 

Mailing

5,200.00 SF 750.00
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MülEL S3CTI0N - 3.D.-6 - 161 -

üSSOiiliTIOií OiH iX>TXòb

Supervisas thc w ark of the Section,

2. File 
of
routine
requisition of postal stairips.

3. In charge of gaaornl correspondcnco. «to» tho expodition of publications « d  íublic Semico 
Magazinu (ii.sS.) to sutecrÚoto, liSrarfo* and agoncios. líopares voucnors for «ço-ltlon. 

Utilizes Graph-type and .Addrossograph services.

4. Hakcs the cxoe^ition of publications and Public Service Magazine U .S .* .)  cirectly to:  ̂ a)
_. a 4-v,̂  'iiV -rfnr of Printing Service5 and b) üiinou.ssios anu uoit&»persons listed in thc Office of the Jir-Ctor oi iiiubxiit, ^  j

Jurcial Officcs. Utilizos Graph-typo and iddressograph sorvicos.

5. Arrangos publications for distribution to the publio. Holps in tho pacKLng of publications 

for expedition and attends to thc public.

6. Sc 7. In chargo of and distribution of publications through tho l>ost Officc. Gonoral

arrangement of the offices of the Pintxnc Service.
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Genaral Functions of 

AH IHISTRAIIOU SERVICE , DASP

t j • • o+v-, ™»rpssarv to the execution of work in DASP.^  Provides Services of general administraoion xíc c-̂ _ y

C01MJNICAH0NS SECHON (3.A.-1)

. .. + e pxnecü tes and keeps official corrospondence andfíeceives, registers, distnbutes, numbers, expec_
papers relative to the activities of DASPj

. „ .. , ^  ..oi 33 eives gui. dance in presenting rs que st s, 
Attends to public requests xor a^Trespons ibility of the Information Group
suggestions and claims, exciucnng those wnich are
(T.O.fí.) of the Printing Service (S.D.);

x- + ~ T̂rvo-th nf Service perfonned in DASP: and 
Issues certificates, except those relative to g

• 4-u nrfran (Diário Oficial) of materiais p-rtaining
Providos for the publLcation in the Oficial Organ x
to busimss of DASP.

IEHSONíJEL SECTION (S.A.-2)

With respect to matters related to personnel -working in D S

* • wt- mvi lores duties and rcsponsibilities of employees,
Evaluates questions relative to rights, p ° > t th ^  conforming to the case,
as wgII as disciplinary actions whxch may oe appiieci w  *
directs ajxL supervises the application of respe  ̂ .

,. , 4. v^rw^i modification or temmation of personnel 
Gives opinions relative to establishment3 >
contracfcs;

^  - Gives opinions rolatiTC to filUng of oaroor ^ i t i o ^  and posit^r* of s u p o m o s  

personnel in DASP;

-1
x

II

III

IV

II -





IV - Prepares actions relative to employees working in DüSP, providing for their respectivo 

publication in the nPersonnel Eullotinn;

T - Organizes and maintains, currently, data meessary to Processing oí promotions and salaiy 

increases j

Vi - Maintains eurrmtly employment history rooords of MSP employees, oontainlng informticn 

required by 1 au;

VII - Records discounts and verifies then;

V I I I  - Scnds to agencies frcm which emplo^es are detailed ^o D.*-»P tine an  ̂ ~ -~POj. îs of

the se employees;

IX - Organizes and maintains, currently, an aov-oonting o,, personnĉ . co&ts,

v t, , ~ c, no well as any other document relativo to
X - Prepares pay rolls, notices ox pay roll -nanges as woo-l -<.0 j

personnel paymentj

XI - Prepares and maintains up-to-date the individual payroll car .o o_ ^mployo>_s,

XII - Furnistes the Budgct Section (S.A.-4) wlth data necessary to preparation of budget proposal

relative to personnel of D.'SP;
H I I  - studics, oontinuously, in cellaboration with other components, tho necds of DiSP eoncerning

personnel;

Controls the attendance of employeos working in DjiSP, an^

Obligates costs to be charged to funds for personnel.

XIV - 

XV -

MATERIAIS SECTION (S.A.-3)

l - Prepares contracts relative to acquisition of mat^ri ~,

II :  Examines, from legal and administrativo standpoints, cuestions relatava te mate^al;
. • _ *1 -

"gc

-*-1 - Examines, from legal and adm in istrativo  '

H l - Makes- payments to be charged to funds for mterialj





IV - Organizes and submits, in duo tino, to the Diroctor of Jidrriinist.ra.tion Service (S.ü. ) recjuisitions of 

material to be acquired by the Federal Purchasing Departmentj

V - Certifies invoices relativo to acquision of material and. performance of serviços j

VI - Rogisters, keeps and distributes material acquired;

VII - Maintains control of the quantities of material distributedj 

^III - Organizes a chart of monthly movement of incaniing and out^oing material, deocribing co.~_.ts, origin, 

destination, .ande xis ti ng invontory balance j

Iá - Presonts to the Director of ^rdnistratioii Service (S.-u. )j having in view th^oruers of othor 
coanponents of D.áSP, the es ti rate of material of current use that ..íust be aequ-̂ u-.í

X - Maintains control, tbiough the Materials Dopository, of miniruL.t t.oCvks Ox mu.tero.-l oa more frequent

use;
vt , , „-i 5 ,--r -ni+nr*ial considerod unusóful, as w_ll as cancels
XI - Proposes the exchcnge, transfer or sale oi matorx-x

rospective responsibility;

XII - Providos for the repair and maintenance of material in use;

Xlll - Maintains financial registe rs relativo to material, ^nd 

XIV _ Makes and keeps up-to-date the inventory of mat^ri^ of D.iSP.

budcet secho*íj ( s . a . - a)

Víith respect to the execution of measures rolative to DnSP S

_ __ and in perfect agreement vlth narms and
Prepares budget proposal, vàthin approved progr̂ ms ana xn poiu
instruetions issued by the responsible organiza xon,

 ̂ cnmlnmentary funds providing, through conpetcnt
Prepares distiibution tables of funds and suppiemenwy ^
authorities, for the requircd rogi-stration;

« I  - Examinos tho roodpts ro^tlvo to advano^nts of flod. «do tírough «ploycos of ttSP, sonding 

respectivo docuronts to the revieving organxzc* xon;

I _

II _





' _ - 165 -
I’-1 - Kcops books on funds and supplement ary funds distributed to BúSPj

V - Makcs monthly trial balanço of appropriations and supplementary funds to show tho available balancc
for obligationj and

VI - Ilaintains records of porsonnol rosponsiblc for roceiving advancements, controlling the respectivo 
periods of time for presentation of receipts.

nJFLICATIlIG SSCTXON (5.A.-5)

Executes, g^norally, the typing and mirv ^raph Services of D/iSP.

SXI.1L ;£SISTJING£ SECTION (S.Á.-6)

Works in collaboratien with Personnel Section (S.-1.-2)

-1 - Sstablishes first aid and prevuntive medicai measuresj

II - Makos home visits for justification of absence because of illness of DjSP einployco or of a 
membor of his family;

III - Givos dental assLstance to DúSP omployees and riiembers of their families;

IV - Makes laboratory examinations;

V - Furnishjs certificate of health and physical capadty to personnel appointeci cr admitted to D.jSP;

VI _ Secures expert judgemont necessary to malce meclical docisions, in case of xeave for health 
treatment of employees and illness of inemters of their f arai lies;

VII - Carries out pre-omployment, pericdical and occasional health examinationa;

VIII - 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.





•u^ninis tration SorviCQa P/tSP 

CUSTODLX ST/iFF (S.A.-7)

7

I - Providos information to public concomirc location and oporation of D.Sr canp nonts as well as 
location of craployous;

II - Providos for cloanliness and maintonance of D^P officos;

H l  _ Fx-cvidcs for th o i-üfcoral of rofusc fron tho oj.fi cjs;

IV - Providos for mainbonanco of working corv LLion of h^Iraulic, cloct.rxcal, tolapr̂  and ,~as 
jjistail.at.i.orij :

V - Supcrvises the closinc of olfiooí •

VI - Rrovidcs contí.nuous proteeMot. ofrair* rnd cxits of officos In soctors of
greatast contact v.ãth public; and

VII - Porfoms othor .arvicos, to corro ction «ith its actí.vitios, assigns.' by tho Dixoctor Oav.ral 
or tho Diroctor of î lminis tration Service (S*iu)*





AIUIKISTiliiTION SERVICE - S.A. 

OFFICE OF DliüGTO.í

---- ------- ---------------------------

N A M 2

-----------------------------— --------

TITIS & GILiUS VJORK FSKFaWSD SALUY Q§ ALLOÍOJC3 Ci$ STATÜS

1. Jo MdIEIROS

2 « j\í » ljiU O s JBl Uiii U 

Q T r» ~",'t T T'' T í'i• U * J-i IL-iiu. iU

ãdm. Assist., it/29

l̂ox-k, wiiuíjü/»

oervant, A/J-8
í

; : /' -* , . - .V .,

Diroctor, CC-5

: veretary

...Cendant and 
Kossengor

.

23,000.00

7,000.00

4,300.00

3F 500,00

FG 3.ÜU, .X

Supernumerarj 
w/status

Perraanent

Supernumerary

;

mSCIUFTIOH OF DUTIjS

1. Plans, rlirccts and suporvisos the work of AAimistration ücrvice (S...*.).

2. Attonds to tho public açd providos information to persons with r-spoct to tho prc; ross of 
proc ossos, accompanyiní- then, whcn noccssary, to competent soction. í-iakes the distribution of 
routine papors among the Sections. Jxcrcises control ovar c1e1)arture of vchiclos oi D^SP, 

accor^ing to tho nccessities of the s ervice.

3. . Porforms any sarvices requircd by the Service as wsll as by the Oífice of Lej-ial Consultant,
Attonds to telophone calls and delivers processes to the Sections. Makes externai orrands.





N AME
...  ..... ....................... '"V

TITLj & GIUJE

------------

WOPuK ESlFOiMED SALATíY 0$
-(

ALI0.ÍÍBÍC3 Cr§ STATUS

1. M.L.S. DfiNNBMíN Toch. Adv. , P./28 Chicf 13,000.00 FG
Al

A, 000.00 
1,950.00

Supor nunerary 
w/status

2. I.D . SOLLEiicGSii Adm. 0f£„, Class/L Substituto for 
Chief

13,000.00 - Por nane nt

3. A. GUAFPiaSSU Aân. Ai do, d/ 26 Outgoing Documont>10,000.00 - Supcrmmer ary 
w/status

4. M.M. DA SILVA Clerk Typ., Ii/21 Inf ornation 6, 500.00 - n

5, ¥, IE OLIV2IÍÍA Clerk Typ. 11/21 Mailing 6,500.00 SF 1,000.00 n

6* G.D. I>A LIS Clerk Typ., R/21 Filing 6,500.00 SF 1,000.00 ti

7, MJDJ?. COTiill'! Clcrk Typ., íl/21 Incoming Docuxnenü: 6, 500.00 SF 250.00 n

8. T.P* GAAÇA Clork Typ., il/20 Filing 6,000.00 -mm n

9. C.M. FSxMEBS Clerk Typ., d/20 Filing 6,000.00 - H

10. 0. GbEIES Clerk Typ», il/21 Incoming Dbcuments 6,500.00 - n

11. S . DO IMAlMj Clork Typ., ii/21 Information 6, 500.00 - n

12. C.C. 3E iissis
• » 

Clerk,Class /3 Filing 6,000,00 - Provisional

13. A. DA S. FUEITÜS Servnnt, il/l9 Filing 5,200.00 - Supernumerary 
w/istatus

14. 'G.ü. ALV3S Servant, Ií/20 Mailing 6,000.00 SF 1, 250.00 Sunernuner ary 
w/status

15. W. DA SILVA Off. Messcn{pr, R/19 Mailing 5,200.00 SF 750.00 Supernunerary 
w/status





1 .  S u p e r v i  s g  s th c  g e n e r a l  w o rk  o f  th o  S c c t i o n .  P r  o v id e s  c o l l a b o r a t io n  to  o th u r  a g e .i c ie s .

2 .  S u b s t i t u t o s  f o r  t h e  C h i e f . I s  r e s p o n s ib l e  f o r  g e n e r a l  c l a s s i f i c a t i o n  a n d  t r a n s f e r  o f  d o c u m e n t s .

3 .  H o g i s t e r s  o f f i e i a l  docum ents ( o f í c i o s ) ,  j u s t i f i c a t i o n s  f o r  a c t io n  (c x p o s i ç S e s  * 3  m o t i v o s ) ,  

p r o c e s s e s ,  e t c .

4. Attonds to tho public ar/. íilos rtocumonts. On spocial loavo (liccnça proimo).

5. Exoroisos oontrol ovor tho expeation of oorrospondonoo of ü l  conpononts of ttSP and 

o r g a n i z a t i o n s  w o r k in g  w i t h  D /jS P .

6 .  I n  c h a rg e  o f q u e s t  a n d  r e s e a r c h  i n  t h e  f i l e s .

7 .  I l e c e iv e s , r o c o r d s  an d  d i s t r i b u t e s  a l i  co rr e s p o n d e n c e  of D á S F *

8 .  F i l e s  docum ents  a n d  C o n t r o ls  p u b l ic a t iL o n s . P r o v id e s  f o r  the p u b l i c a t i o n  o f  m a t t e r s  r e l a t i v e  

t o  D ;£ P  i n  th e  o f f i e i a l  o rgan  ( D i a r i o  O f i c i a l ) .

9 .  F i l e s  d o c u m e n t s .

1 0 »  P er fo rm s  g e n e r a l  t y p in g  w o r k .

1 1 .  I n  c h a rg e  o f a u x i l i a r y  c a r d * s  f i l e s .  A t t e n d s  to  t h e  p u D l i c .

1 2 .  H e lp s  i n  the  g e n e r a l  w o rk  o f  tho  S c c t i o n .

1 3 .  P r e p a r e s  r o u t i n e  p a p e r s  f o r  in f o r m a t i o n  w o r k .

14-. D i s t r i b u t e s  a L l  r o u t i n e  p a p e r s .

1 5 .  • On  s p e c i a l  l e a v e  ( l i c e n ç a  p r ê m io ) .





.................... ..... T
N « M 2 TITL2 & GilACE

----------- <■
VJOIIK iSLZFOAMSD |SALAiií Ci$ 1 jiLL(X'íAL3CE Ce£ ST.ÚIUS

1. A.L. DE ASSIS Adta. Assist, 11/26 Chief
i

13,000.00 FG
SF

A,0 0 0 . 0 0  

2 5 0 . 0 0

mpermmerary 
u/status

2. I ,L . HíUNO

3. M.DE L. DA T?JKD;JE

4. G.C. DE ffiEA

Aàn. AL de, Ii/26 

Clerk ,Class/F 

Ach. Ai. cie, Ii/26

Clerical

Clerical

Clerical

1 0 . 0 0 0 .00 

7, 0 0 0 . 0 0

10.000.00

SF 2 5 0 . 0 0
11

Permanent

iupernurierary 
w/status

5, P,T, IE P. HIO

6. A .J. COSMO

Clerk Typ., li/21 

Clerk Typ., lt/20

Clerical

Clerical

6, 500.00
6,000.00 Ad

SF
1,000.00
1,000.00

n

n

7, M.T.L.GJC. LISBOA

8. C. CQ3LH0

Clerk, Class/fa 

Ai cio, Il/22

Clerical

Clerical

6, 500.00
7,000.00 -

Provisional

Supemvraier ary 
w/status

9. N. IE S . SILVEIRA

10. S«M* líAMOS

Clcrk, Class/E

Mcsscnccr, íi/l3 
•

Clerical

Attendant and 
He s sen 5 3  r

6.500.00
3.800.00 —

Provisional
t

Supernumerary 
w/status





1. Suporvisos tho work of tho Section»

2. Providos information to processos of supernumeraries (T.U.M, - PP and T.U.M. - i ,S .). In 
charco of porsonal files of supomumorarios, Controls porformance rating bullotins. Prepares 
Orciors (Portarias), official correspondonco (oficios), lottors and justifications for action 
(exposição do motivos). Helps in tho ovaluaticn of attendance. Substitutos for tho Chief of 
tho Section.

3. Issues certificates. Providos information to processos of time in scrvice. Controls card1s 
files cf s alary increases and promotions. Gives general information relativo to rights ajid 
duties of employoes• Prepares correspondenco and rjports. Holps in tho evaluation of 
attendance.

4. & 9. Post loavos on attendance sheots. Control employnent history bullotins. Ilaintain contact
with tho Social Assistanco Section (S.A.-6) by providing information to processes of leavo.
Kelp in the evaluation of attendance,

5. In chargo cf porsonal files of functionaires, supemumeraries (T.NJS*) and pieco work cmployoes 
and providos information to processes pertaining thoreto. i "Top ares ofíicial corro spondonco 
(ofícios). Holi® in the evaluation of attendance*

6. Effccts general paymonts. Controls financial cards and notices of payroll changes. Controls 
loans made by "Caixa Econômica Federal1' (Federal Savlng Bank) and IPiSE (Instituto of iletircment 
and Pensions of Public S m p l o y e c s ) .  Providos infoimation to processes for paymonts (allowances, 
por diem, substitutions, etc.) Helps in the evaluation of attendance#

7. Providos material for publication in tho lersonnel Bullotin and Oj.ficiai Organ (Diário^ 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.





8. Prepares payroll anel notices of payroll chances. Controls funds. î rovi les information to 
processos of payment. Holps in the evaluation of attendance and in payday operations.

10. 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. iírovidos 

information to the public.

Q/iSP - January, 1959





N AM E TITI2 tk Gil/JE

1, P.Q. 30 NASCIK3NT0 Adm. Offi.,Glass/l

2. li. DA SILVA Clark, Class/F

3. G.T. SIQUEIHA Officc ALdc j Ií/19

4. Z.C. JE LIMA Carpsntor, It/23

5. J . F. DOS IE3S Artisan, 2/22

6. L.A. BATISTA Artisan, li/22

7. J . JE S . LIMA ALdo, ii/21

8. A.G. DA SILVA Artisan, li/ 20

9. J.il. DE VíiSGCNGSLCB Artisan, íi/21

10. L. HAI1TT Off. Mossongor R/19

11. F.L. IE MSNDOMÇA Artisan, ^icb ?-/l9

FILHO

— ----------- ------------ r
W011K lEiíFO.âSD S*’iL-utY Cr<:i ALLOV/iJICa Cr$ STATUS

Chicf 9,100.00 FG 4,000.00 Permanent

Chiei of Mat. 
Depositoiy

7,000.00 FG
S?
Ari

1.233.00
1.003.00
1.350.00

íternancnt

- 5,200.00 SF 250.30 Supc rnmne r ar 7  
w/status

— 7,500.00 SF 250.33 n

- 7,000.00 - n

_ 7,000.00 SF 1,330.00 n

_ 6, 500.00 SF 250.00 tt

- 6,000.00 SF
Ai

1,750.00
1,500,30

n

- 6, 500.00 SF 1,750.00 H

Attendant and 
Mcssenger

5,200.00 SF 750.00 n

5,200.00 SF 500.00 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 DàSP. Distributes the work amoae the artisans.

<-, Executes carpcntry work.

Sxocatos Jóbs as carpentcr, slasier, paintor, blacksmith, otoctristidm, mochaniolan, joinor.

6. Makes jeys and polis hes 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 AHií
r ......... ...... ..... —

TITLS & G.tAES WOiiK LEidFOiiMED Cnjp ALLOMNC3 0$ STATUS

1. W. XAVISlt Adm. Tech, Class/K Chief 11,500.00 FG 4,000.00 
SF 1,000.00

Permanent

■ 2. S.L. HJÜIT3 Adm. Assist, xl/21 Substituto for 
Chief

--- i

6,500.00 SuTornurnerary 
w/status

**

EESCiilFHON OF ÜJTES -

-i _ , „ „ ,, _ .. K-ii-i + v nf the Section accordLng to powors and functicns1. Executes ali the work of the responsibiiio/ ol wit i
(iíegincnto) of DiíJP.

0 n , íVnvtdcs information to processes, fowardins them to competent

• S ° « £ T 1 ^ 3  W - T  ftr a ^ t a t K »  Of funas. Matos

quartorly trial balanceuof D-SI funds.

-------------- »

DifíP - January, 1959





n a m a

1. G. DO C. MAATIiS

2. ií, d . DE CãlVALHO

3 .  S. H5 MGílAíáS

4 .  L, TIMOTHEO

5. L.F. BA COSTA

6. C.C. C ALDEEI A

7. A.P. VISE A

8. H.H. MONTEIIÍQ

9. C«Il. PCS.ITELA 

10* L.M. VIANNA

11. M«A* itlQSEtO

12. Y.V. PAN

1 3 . I.J .C . VIUiAt

1 4 .  Y .H .  BiíANDAD

15. N. MOREIRA

TITIE & GAAEE WOIvIC rSiiFOiá-ED SJJÍ.L Y  Cs$

AOn. Ofí'., Class/l Chief 9,100.00

Adm. Off., Class/J Control 10,000.00

Adm, Off., Class/H Control 8,300.00

Adm. Off., Class/H Proof reading 8,3 3J.OO

Ain. Off., Class/H Proof reading 8,300. fJ

Clcrk, Class/G Substituto for 
Chief

7,500.03

Clerk, Class/F Proof reading 7,000.00

Typist, Class/F Typing 7,000.00

Typist, Class/F Typing 7,030.00

Typist, Class/E Proof reading 6, 500.00

Typist, Class/3 Typing 6,500.00

Typist, Class/3 Typing 6,500.00

Typist, Class/3 Typing 6,500.00

Typist, Class/% Typing 6,500.00

Typist, Class/D Typing 6 f 000.00

/£,L0¥ANCE Cnjj

FG 4,000.00 

SF 250.00

SF

SF

SF

SF

SF

1,000.00

250.00

500.00

500.00

500.00

ST-AUS

Permanent

Permanent

Permanent

Permanent

Permanent

Permanent

Permanent

Per nano nt

Permanent

Pcmanent

Permanent

Pemanent

Pcmanent

Pemanent

Permane nt





— ' ..........1
N A M E TITIü & GAAIE VJOiíK iiî íFOî ED ĉ iIuutY Cro ALLOWAICS Cri STATUS

16. T. IE S'A . FiíNiiN- 
jEES

Typistj Class/D Typing 6 ,JOO.OO - Pemanent

*1 n •*-1 • c . c-aos Typist, Cias s/D Typing 6,031.33 - lomanont

18,

1

A.C.M.il. IE AVELAu Typist, Cias s/D Typing 6, 3 3 3 .)0 - Pemanent

19. S.V.M .LJE Mlic/JE Typist, Cias s/D Typing 6, j 3F 253.00 Permanont

20. M*D. FSPÜSIIU Typis t , Cias s/D Typing 6,300.00 — Provisional

21. H.A, DA SILVA Typist, Cias s/D Typing 6,330.03 - Provisional

22. M.H. BAMBO Typist, Class/D Typing 6, 00.).00 mm irovisional

23. lí, A. EEAiíO 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 Clcrk Typ., 2/22 Typing 7,300.00 3upernumerary 
w/status

28. L.u.A. DA SILVA CÍcrk Typ., Ii/21 Typing 6,500.00 - t!

29. E .L .V . N3V2S Clcrk Typ., d/ 21 Typing

L . ---- ~----

6,503.03

L. .. ...

n

(





EUPIICüTTNG SSCnCN - S.A.-5 

EESCIUFEION OF DUTTE3

1. Is responsible for tho cirection and gor.oral supervision of the work of the Soction.

2. Controls incoming and outgoing materiais for duplication.

3. Controls inconxLng and outgoing materiais for duplication. Holps in proof-r eacing work. 
Executes nonthly statisties of work performad.

A. 5. 6. 7. & 10. Fulfill proof-roariing work. Clark No. 6 is the substituto for tho Chief.

Note: 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 D-uSP for duplication.

D/&P - January-j 1959





— —--------- ---

_  N A M E

------------ ———

TITIE & GAAIE

-
WOAK IElFOiiMED l>íiLíuíY Cit>

1
ALi/M^CS Cn,< STATJS

—. J. iE ALBUQUEAQUS

2* P.W. E3IAGH3

3. P.C. SNOUT

4. D.M. DA SELVA

5. N.H. NITZSCHE

6. C.F. 1E LYTIA

7. W. L0M0Nx£0

8. I .D . C^IDCSO

9. C.A. SOAPoSS

Physician, li/31

Physician, A/29

Adm. /issist , ll/29 
(Physician)

Physician, n/28 

Dentist, u/25 

Dentist, u/26

Typist, Ciass/D

Mecical Service  ̂
ALcle, Ii/21

Medicai Service, 
Aide, Ii/20

Chief

Meical

Mcdical

Medicai

Dental

Dental

Secretarial

17,000*00

U 3 503.30

14,5-'0 • jo

13,035.00

9,100.00

13,000.00

6, 000.00 
6,500.03

6,030.00

FG 4,300.00 
SF 1,'303.00 
Ad 4,250.00 
A/V 6,800.30 
SF 753.33 
A/V 5,830.33

SF 1,000.00 
A/V 5,203.30

SF 753.30
a/v 3 ,640.00
SF 1,000.00 
ii/V 4,000.00

Supernumerarj ■ 
i;/status

11

11

11

w

11

Provisional

Permanont

Supermirnerarj
w/status





S ííVlY oê STATUS !

N A M S

10. P.It.S. PAZ

11. G. DCS S.HAVIZZINI

12. GJí. D.Ú3 jjOíujo

TITIS & G?JUE 

Medicai Service,
Aide, n/23 

Artisan, it/21

Servant, li/19

WOxüv Pilu. íb Üx d'̂  -U

7.500.00

6.500.00 

5,200.00

SF 500.00 

SF 1,000.00

Super numer aî y 
w/status

H

tt

• - L---—-------- - January, 1V5V

t





SOCI/iL ;53IST/u!CE SECTICN - S.A.-6 

DESCRIFTICN OF RITIES

1. Suporvises medicai, dental, and administrativo activitics oí tho Scction. Performs professional 
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 medicai oxamination íor purposos oí' concession of leavo. 
Make home visits (in caso of absonce becauso of illness). Fhysician No. /+ is rosponsible for 
thc electrocardiographic examinations.

5. & 6. Provido clinicai, and cirurgical dental ccrvicos and X-ílay examinations.

3» 9. & 10. Help in tho medicai service (application of injections, curativo, physiothcrapy, etc.)

7. Fbrforms secretarial, clerical, typing and filing serviços.

11. Se rvos as purchasing clerk and typist.

12. Serves as dontist—cffice—aido (maintains contact with rauLo-active substances). Helps in 

administrativo work, filing and drug -storo.

/





TITIE & GIíAiE

1. M.F. DOS SilJTCS

2. A. C. CíLlJOZO

3. F.M. LE OLIV2LIA

4. V. ;_E F. VIANNA

5. u. :xB s ^ lwizztnii

6. A.F. NOGlGUiA
%

7.

8.
A. A. ANAL

A. A. DO NASCIMENTO |

9. A.CCSTA

io. a . :ja s . k s it a s

Sorvant, Pi/21

Sorvant, d/21

Carotakor, A/23 

Sorvant, Ii/20 

Sorvant, íí/21

Sorvant, d/20

Carctakor, Ii/24 

Sorvant, d/19

Scrvant. íí/19

Servant, d /±9

woiií pdifo-íksd \SALütY G$ ALLOl-JANCS Ci$ STATUS

Cniof 6,500.00 FG
SF
Ad

1,50). 00
2.750.00
1.625.00

Supernumerary
w/status

In chcrge of nigl 
cloaning work

t 6, 500.00 FG
SF
Ad

1,00:.00 
2,750.00 
1,625.^0

ti

Substituto for 
Chicf

7 , 500.00 ?G 1,00 J•00 n

Assignod to C.a. 6,00). 3) FG
SF

1,030.00 
1,500.03

11

In chargo of 
morning cloaning 

work

6,503.03 FG
SF

1,003.00
750.00

n

Assignod to SCiú 
J.P.

6,0 33 .oo mm it

Chicf - Aido 8, 300.00 SF 75O.O: «

Assignod to
JBà-5

5,200.00 SF 500. 0: ”

Assigned to D.P. 5,200.00 SF
FG

1, 00 3.0. 
500.31

"
)

Assignod to SA-1 5,200.00 “ n





%

I?)

Y c4 ALLQÍANCE G$;jo:ík ps^ cwmsd
TI TIS &

pupernume rar y} 
| w/status I

upornunerary  

p ieco  work

.upermirno r  ary 
vi/statusÜ3 sign ed  to

iBA-3

. Offico ncssonger

Assigne(!- 'to c>Ji'”0

C leaning

Cleaning

O ff ic e  m essengjr

Continuation,

A. LOPES1],

15.

ló.

17.

18.

19 .

20. 
21. 

22.
23.

24.

A.J. M&ÍQUES 

ii. .-ih S. _i l>j_L 

A. li A I' . TQniíSS 

A.P. LOS 3AHT0S

A. UOS SANTOS

B.S. Iü FREITAS

C. AIíCiSLO

Servant, il/lS 
Scrvant, 2/20 
Sorvant, R/18 
Sorvant, il/19

Pieco-VJork Smployee

Scrvant, it/18

Servant, d/20

C.A. IE 0 . ISLLO jServant, /̂2o

C, DAS. SLLIHHO 

C.K. DAS DOilSS 

D ,14. DA SILVA 

E*0. DA SILVA 

E. DAS DOIíES

Serwant, Ií/l8 

S e r  v a n t , ±i/l9 

S e r v a n t , Ií/22 
Ser v a n t , n /l 9

Mes s e n c e r , R A &





N A M 3 1 TI TE & GilA"J HOliK rK.S'0iuED SjiXjülY Ctíp ALLOlíAiííGS CrO STATUS

Office raessenysr 6,Gjj« v>0 >upernumerary 
w/status

Assigned to G.A. 4 ,80o.00 SF 500.00 t!

Assigned to S^-l 6, -rOo * o 0 SF 1, 5'3o .oO ii

Cleaning 3,800.'00 SF 250.00 3upe m u m e ra ry  

piece- work

A ssigned  to  DO-l 3,800.00 âupernum erary 

w /s t a t u s

A ssigned  C.A# 6,500.00 - n

A ssig ned  to DP-1 4,800.00 - n

Clcaning 5,200.33 3? 1,OOJ.OO I!

Assigned to TOil- 
SD»

Office mcsscngjr

5.203.00

3.800.00

SF 750.00 iupermmcrary

TT

Clcaning 4,800.00 SF 500.30 n

Office messengar 4,800.00 SF 500.00 u

As signod to DO. 5,200.0j SF
ilp

2,503.00
50J.00

u

Assigned to Sj . 6,000.00 SF 500.30 n

Office messenger 3 ,800.00 - n

Assigned to DG _ 5,200.00 .SF 750.03
500.00

n

25. F ./v. DA SILVA

26. F «Lí. FiSilifiSUiA

27. G.A. ALVES

28. GJS1. DA FONSECA

29. G.L.B.IE GA1VALHO

G, +E S. ÜZLAEDO30,

31, G.J. D CS SANTOS

32, G. IE LIMA

33* H. DA S. BPuITTO 

34. H. H1AD0
%

H.V. SiíNCHS .

H, DA S. P0NT3S

H.C .Q.BITTCNGOUiiT

35.

36*

37.

38. I . GUIMAiÃES

39. J.B, DA SILVA

40. J .B JE  S.D SILVA

Scrvant, xi/20

Servant, A/l8 

Servant, ii/20 

Hece-work. ezaployea

Messcngcr, 'ii/13

Servant, Ic/21 

Servant, â/18 
Servant, ll/ 19 

Servant, Ii/l9 

Servant, I£/l6 

Servant, ,í/l8 

Scrvant, 1</18 

Scrvant, U/l9

Servant, ú/20 

Scrvant, Ii/l7 

Scrvant, ií/l9





N A M

41. J .N . BO^GSS

42. J . DA SILVA

43. J .C . DA SILVA

44. J .P . ESTÜMHN

45. J .3 . CliUZ

46. J .C . IS M3LL0

47. J.M . LIMA 

-48. J . AKLfflÃO

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 . -i£ S.2 SILVA

TITEB & GRA-E 

Sorvant, 2/20

Sorvant, Ii/19 

Servant, 2 /19 

Sorvant, l:/l7 

Sorvant, 2/20 

Sorvant, 2/23 

Sorvant, ii/l9 

Sorvant, 2/21 

Servant, 2/20

Servant, ll/l9 

Servant, 2/23 

Pie ce-work 

- •

Sorvant, n/17

Servant, ií/20 

Servant, 2/19 

Servant, 2/20

ALLOlJAíJCE CrS

6,000.001

j
Cleaning i 5,200.00

i

Cleaninc J 5,203. >0 

Office messenger! 3,80J.00

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

6,000,00

4,800.00

5,200.0 )
6350j ,0J

6, OüsJ c. 3vJ

5.230.00

6.003.00 

3,8jJ.OO

3,800.j0

6,000.U0

5.200.00

6,003.00

[SF 250.00 

SF 1,5 30.00

STACTJS

1,000.00 Supernumerary 
500*00 '

750.00 

1,000.00

500.00

|SF

ÍSF

|:ip

!SF

|Ap

!sf

SF

SF

503.00

1,250.30 

1,200. 30 

250.30

500.03

750.00 

750*.00

750.00

[supernunerary 
w/status

n

tt

n

jt

n

ti

pupernumerary 
piece work

|>uperfiumerary 
w/status

n 

n 

»





57. L. HAITI

53 m .a ,  nr/s

59. M ,J, GCH3S

60. M.V, E SILVA

61. M,W. IE CAIVAIH0

62. M.D. TRü7i\SS0S

63. M ,G. FAilüS

64. M.L. PEIXOTO

65. M*S, IE MQRüES

66. M*N, VIEIRA

%

67. M, PAEVA

68. N .J . FZiuíCEbA

69. 0 . IE S.FIGUSIiEDOj

70*. O .P . IETTO

TI TE & GRAIE

Ser vant, R/19

Ser vant, R/17 

Servant, R/l8 

Scrvant, lí/l8 

Servant, ic/20 

Piocc-work

Servant, li/20 

Servant, R/l6 

Servant, It/lS 

Messengor, lí/13

Servant, íi/20 

Servant, R/19 

PLece-work

Office messenger
ü/17

WORK IE í̂FOIíMED SALAIY Ci<> ALLCMGE CrO STííTUS

/issigno d to SA.3 5,203.03 SF 750.00 kipernumerary 
w/ ístatus

Office messenger 3,803,30 SF 750,J) n

Office messenger 4, 3'3o' , 03 SF 1, 0 jO . üO ti

Assigned to DG 4,830.03 Rp 503.03 n

Cleaning 6,300.00 SF 50o. jO n

Cleaning 3,800.00 — Supernumerary
piecü-work

Cleaning 6,000,00 SF 503.00 iupernumerary

Office messenger 3,800,00 - n

Cleaning 4,800,00 SF 750.03 «

iissigned to
jjSü.—4

3,800*33 — w
* *

Cleaning 6,030,00 SF 750.03 tt

Office messengar 5,203,00 SF 503.00 »

Cleaning 3,803,00 SF 500.00 Supornumerary
pieco-work

/iS signo d to 
CAEC

1 ------- ---

3,800,33.

j_---- ---

Supornumcrary





N A ■* Tí

n
71.

• <+#

75.

76.

77 .

78 .

79.

80 .

81 ,

82.

83 .

84.

85 .

86.

O.-jüS S . AIB3IA0 

O.F^, DA CUNKA

O .L . .>A Oj.LV/t

0 . 32 CJí4Gi\IiIÃ2S

r*ii. 1'LuIthgz

P . DA FONSECA 

P .X . CCELHO 

P . A . FlEIiE 

iuc. DA SILVA 

It.G. COSTA

?l,P . DOS SANTOS

il.C, DIJB

s j í .  hümcs

S .G . CARNAVAL 

V . GONÇALVES 

VJ.A. DA SILVA

TITID & GAALE
- — ---------4"

IjOJK Fií'Oiil-ED Crs? jíLLüVJ.íÍICD Oi,;

O ffic c  m essenger ií/l7 

S e rv a n t , A /18 

Scrvant, IÍ./20 

S crv an t , \lf18 

S e rv a n t , il/18 

Se rv a n t , ii/20 

Serv an t , a/1 9  

S e rv a n t , ll/19 

Scrvan t, A /l9  

Servan t, Ii/19

M e sse n g e r , Ii/13 

M esscn g cr , ~lI/±3 

M esse n g e r , Ii/17 

S e r v a n t , l i/lS  

S e r v a n t , íl/20 

S e r v a n t , a/1 9

87 . W. DA SILVA Scrvant, U/19

lO ffice  m essenger 

Clcaning 

Clcaning

j
J.lssigned to  D£P 

Assigred  to  DG 

(Assigned to  C .A .

C lean in g  

IO fficc  m essenger 

/issigned to  CA 

is s ig n e d  t o  CA

ússigncd tc  SD 

uSsigncd  to  DP-3

S.A.-2

jü fficc m essenger 

C leaning  

is s ig n e d  t o  DG

Assigned to SA-1

750,00

500.

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 1,500.00 

5,200.0'*

5,200.03

I
250.00

st a t u s i

5,200

1,000.00

750.00
500.00

1,000.00

Super nuracrarj 

M 

n 

u 

ti 

!!

TI

n 

n

jsupernuirierary| 

•w /statas

n 

ti 

tt 

ti 

u 

n





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 Staf x.

2. Supervises night cleaning w ork, shiftlng of furnituros and waxing. Keeps constant guard of 
DASP during his duty schedulo. Controls attendance ô. su or 1 ”oGo *

3. Substitutos for the Chicf and holps in the regular routine work.

t « • j •, f f i.tr-H-.-nf-ion (n A ) as chief of ite Custodiai Staff. (Sao C.-A forA. /issigned to -che Courses of Administraoion ao
description of duties).

r o • n i Tn of rcDorting telephone calls fron R'i3P employoes giving
5- « S E T i í & S ?  o S n  ( ^ O f i c i a l )  omrj DãSl' -ponents.

6» /issigned to Classification and Salary Service (S.C.R.), Personnel Division.

7 Qoens doors RoDorts telephone calls fron DüSP eraployees giving notice of illness. Picks up 
* official^rgan (Diário 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 d e s c r i p t i o n  of duties of these employees who a r e  

directly assigned see corresponding componont in each caso;.

11 TC o/ oz o/ oa" qq // 48. 53. 55. 58. 59. 64. 68. 71. 78. 84. Afctond telephone calls.
• papcrs*and corrcspondinco. Olve irfomation to tho publác.

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 r fH M . <*arSo oí ramovlng íumitura wlthin 
offices and from officeto oífice.



■

■



N A M E

1
• A.R. DE SOUZA Chauffeur, R/25

2. A.M. ADEGRE Chauffeur, R/23

3. J.C. SOBRINHO Chauffeur, R/23

/
J .S . DA MOTA Chauffeur, R/22

5, <J * A* riEDA Chauffeur, R/22

6. P.F. DE CARVALHO Chauffeur, R/24

7. P.Q. DOS SANTOS Chauffeur, R/22

8. Z.J. DOS PASSOS 'Chauffeur , R/23

TITIE & GRADE

iescription of duties

WORK PEHFOHMED SAL/sRY Cr$ ALLOT

. . . .  . —

LANCE Crê; STATUS

Assigned to 
DG-DiSP

9,100.00 Rp 1,000.00 Supernumerar;
w/status

Assigned to 
DG- D/SP

7,500.00 Rp
SF

1,000.00
500.00

Supernumer ar; 
w/status

Trans portation 7,500.00 SF 1,250.00 Supernumerar;

Transportation 7,000.00 SF 500.00 ii

Transportation 7,000.00 SF 500.00 n

Trans por tati on 8,300.00 SF 1,500.00 ii

Transportation

Transportation

7,000.00

7,500.00
i
SF

1,000.00
1,250.00
1,000.00

ii

it

1. & 2. .Assigned to the Office of tho Itírector-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 anel 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 D/-SP 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:FM

General Staff, including 11 6:/iM 2: FM
Custodiai and Transportation Group 5 7 -.m 4: FM

9 8:/iM 4-PM
• 35 9: AM 5: PM

67 10: AM 5:PM
158 ll:ül 5: PM
133 11: AM 6: PM
62 12:00 6:PM
7 I íFM 8:PM

18 6:PM 11: PM





Courses cf Administration (C.A.)

Diroction

General Staff, inclur&ng Custodiai

gfficü; houhs

No. of ilmployees From To

3 10:ZtM 6:íM

19 7:/iM 1:PM
22 i :m 6 :M





DISTiíIBUHON OF P0SITI0N3 19;

T I T L E S DG

---

DO DP DBA CA JSP ETUB SD SA
DETATIí
FROM
d;sp

' LVJOP TOTAIS

Adm.Tc chnician 1 6 5 2 - 1 1 - 1 25 1 43

Adm.Assistant 5 1A 24 23 4 1 mm 8 4 15 - 98

Aclm.Officer 5 2 8 4 3 - - 4 7 6 - 39

Adm.Aiclo —• 4 8 3 3 - mm 3 3 4 1 29

Ai do 2 2 8 - - - - 1 2 - 1 16

Assistant - - 1 - - - - - - - - 1

Tech.Assistant - mm - - — mm - — 4 - 4

Tech.Advisor 1 2 1 - - — — 1 1 - - 6

Clcrk 1 7 10 5 5 - - 3 8 5 t - 44

Clork-Typist 7 13 30 19 7 — - 14 13 13 9 125

Typist 1 1 1 2 — 1 ; 4 20 2 1 33

Officc-Aidc - mm 2 — - ■** mm • * — - - 2

Opcrator 1 1 1 3 1 - — 6 - 1 - 14
-  1»

Timo-Kecpor - - 1 - ' -
mm - 2 — - 1 4

Carctakcr - - - — “ — 2 — — 2

J anitor - - — — *■ 1 * • — — 1

Messoncor - -
1 - — 1 mm mm 7 - - 9

Of f i ccr-Me s s ongo r 1 - -  1 — — 4 * • — 5

Sorvant 6 3 6 11 7

1

3

►

76 4 r 1 117





T I T L E S

.......1

LG

-----

DO DP DSA CA LEP ETUB SD 3A
DETAIE
FitCM
DüSP

LWOP TOTALS

Chauffeur 2 - - - - 8 1 - 11

Piece-Work - - - — mm — — 5 mm — 5

/irtisan - - - - 1 | “ *" 2 5 ** 8

Artis arWii<ie - - mm - — “ — • 1 — — [ 1

Carpenter - - - - - - — — 1 r

1

Photographer - - - - - — “ : 1 — — f •» 1

Museum-Clerk - 1 - 1 mm — ** *“ 1

Postal Clerk - - 1 — — *• — —
|

- 1

Warehousemn - 1 - - — • — * — í 1

Wa rehouseraan-Ai de - - mm 1 «ai • m+ * — 1

Investi; ;ator - «*• 1 - — *" ** *• mm 1

Inspector - - 1 - 3 — *“ *• ** 1 'r —
► 5

Account ant - 2 1 mm mm ** mm
*•

— *• 3

l Accounting-Clerk - 3 — — ** *“ ** — i 1 4

As sist-Accounting-Clerk - 1 - - ** "* *• ** > — 1

mm mm — — 3 mm A 7
Librarian

esa
mm 6 mm 7

Assist.  Librarian 1 í





1 T I T L Ü S

,—---

DG

r

DO

i---

DP

r ....

jjSíí. CA üSP ETUB SL> SA FilCM
DiSP

-- 1

LWOP •TOTALS
í
j

Library-.ade — mm - - - - - 4 - 2 1 . 7

Pilin^-Clerk 1 - 1 mm 1 — — - — - 3

Physician - - - — — — *• — 3 — 3 j

Dcntist - - - - rnm — •• — 2 — - 2

Mc cücal-Scrvi co -Ai de - - - - - — — «■» 3 — - 3

V/ritor - - - - - : — — — - - 1

3ditor - - - - 2 — — 4 - - - 6

iüngincer - - - - - 16 4 — - 4 2 26

jraftsman - 1 - mm *" 1 2 1 — — 5

Specialist Lecorator - - - - — 1 •»- mm — - - 1

Legal Consultarrt - •cm - — — *" • ** —* 1 - 1

Vetcrinary 1 mm

----

1

DASP - Jarniary, 195':





EMPLOYEJ3 01’ J.SP- OH _üTAIL III OTEE.c .O^GVNIZATIGIB 195

N AM E TITIE & GilALE
EARNING SALiulY 
IN D/SP - Ci$

t
PR2SSNT EMPLOIMENT j

Eresidency of the Republic - (PR)

1% D.F. CUNHA Servant, lí./21 6,500.00 PR - Palace of Catete

2. D.S. da SILVA Clcrk-Typist, Il/21 6,500.00 Hl - Palace of Catete

3. E.Q. NASCIM5NT0 Clerk, Class/2 6,500.00 FR - Palace of Catete

4• J.S. KdAGA Clark-Typist, Il/22 7,000.00 lít - Palace of Catete 1

5. M.A. FSilNANIES Clcrk-Tyist, R/21 6,500.00 Kl - Palace of Catete

6. M.C.A. aLlVEUlA Adm.Aicle, R/24 8,300.00 Hl — Palace of Catete

7. M.C.il. DINIZ Adm.Officer, Class/H 8,300.00 FR - Palace of Catete

8. N.NOCITTO Typis1, Cias s/E 6,500.00 ffi - Palace of Catete

9. S.M.V. GARCIA Clerk-Typist, R/22 7,000.00 Pil - Palace of Catete

10. V.L. FUitTADO Aàa.Aidc, .1/26 10,000.00 Hl - Palace of Catete

11. V.P. OTTONI Clerk, Class/fr 6,500.00 RI - Palace of Catete

- Hl - National Research Council(CN.Pq.)!

12. H.M. MARTINS Librar ia n, Class/J 10,000.00 Hl - C.N.Pq. - IBBD j

13. J.G. PINTO N2TT0 O^eratar, 11/24 8,300.00 Hl - C.N.Pq.

14. L.dc Q. SAMBAQUI Librarian, Class/M(CC) ----- - PR - C.N.Pq. - IBED

15. O.R. TiíINlJAEE Typist, Cias s/t). 6,500.00 Hl - C.N.Pq.

16..P.P. de FIGIEIIEDO Adm. Te chnicia n, C laŝ ÍJ 15,500.00 

__ i

Hl - C.N.Pq. - CIF





N A M E TITIE & GIIAIE
2 MINING SAL/ÍÍ.Y 
IN Ij/SP - Cr$ PiíESSNT EMPLOYí-ENT

17. L.P* F^iAFJIitA Clerk-Typist, d/ 23 7,500.00 Pil — Council of Development

18. M.de L. MODIANO Adm.Officer, Class/M 14.,500.00 Ri - IBGE

19. L.G.xi. iíIHjI íÍD Adn. Tg chnic ian, Clas^l 14,500.00 - SPV3A (Amazon Valley)

20. M.A. M3NU3S, Jr. Adm.Off i osr,Class/K ----- El - N.Corporation of Alkalis
(cc) *

21. Y.T. de M. FASSONI Adm.Officor, Class/l 9,1'00.00 P.í - N. Petroleum Council

22. A.F. do MENDONÇA Clerk-Typist, ú/20 6,000.00 Salt Plan ( P.S. )

23. G. NAHUM Clark, Class/E 6,500.00 P.S.

24. L.M.B. 3STIÍ3LA .iccounb .Clark, Vi/26 10,000.00 P.S.

25. Z.S. de ANTíiALE Cüork-Typist , d/21 6,500.00 P.S.

Minist ry of Finance ( M.F. )

26* F.3 . Mil A Arb.Tcch.,Ciass/N( CC) ----- MF - The Mint (l&rector)

27. T.V.M. LOÍES ArYn. Te ch., Cias s/í-í 14, 500.00 MF - The Mint

28. J.A. MEDA Chauffeur, .í/22 7,000.00 MF - Gen.Accounting Office

29. J.P. do I3MG6 1CTT0 En^sincer, it/31 17,000.00 MF

30. M.N. do A. DIAS Clark, Ciass/G 7 , 500.00 MF - State of Paraíba

31. M.S.C. o SILVA Clerk-Typistj lt/21 6, 500.00 MF - Council of Tariffs

32. N.S.N. da GAMA Acta.Assist., d/28 13,000.00 MF - State of Goiás

Autarchies under MF

33. A.D. VEIiíA Adm.Tech., Class/N 15, 500.00 B.N.D.E.(Bank of Econ.üevelopjnont)



è



N A M E

...... ......

TITIE & GxlALE
E/uíNINj SiiIuuiY 
IN L/SP - Cr$ PiíSSENT EMPL0YM2NT

34. C. do P.IEIT3 ArYn. TG di., Cias s/N (CC]

Autarchics under MF 

B.N.D.E. (Director)

35. ií.M.M. de A. TOAiiSS En^ineer, ic/30 15,500.00 B.ií. aj.u.

36. E. IEZOMj Arta. Ai.de, ii/28 33,000.00 S.E.I.p.U. (Private Agencies Incorpo-

37. H.M. ESOOEiul Tech.Assist.,i£/28 13,000.00

rated to N.Properties) 

Bank of Brazil - SUMOC

38. E. da C. iiMQíIM Adm.Assist., u/30 15,500.00

Ministry of Health ( M.S. )

m

39. J.L. C. de AUUJO Library-Aicle, il/22 7,000.00 m

40. M.A.P. MIGU2Z Librarian, Class/l 9,100.00 MS

41. S.de A.L. B/STC6 Servant, d/21 6,500.00 MS

42. Á.it. íÍOCHa Adn.Tech., Cias s/k 14,500.00

Ministry of Acriculture ( M.A. )

Ma - IfíIC (Irni^raticn & Colonizãticn)

43. M.L.C. IBIfEUlA Clerk-Typist, il/20 6,000.00 MA. - Salvador, St. of Bahia

44. A. N/SSErt ArTm.Tech., Class/L 13,000.00

Ministry of Education & Culture( MEC ) 

MEC - Distrito Federal

45. A. TOUtlNHO Servant, it/20 6,000.00 ICC - distrito Federal

46. F.M. POuTOG/L Librarian, Class/L 13,000.30 H3C - Distrito Federal

47. M.J.B. de OLIVEIxiA Adm.Assist., ii/27 11,500.30 ffiC - Fortaleza, St. of Ceará

48. M.P. bOMINGUES Adra.Tech., Class/L 13,300.30 MiíC - distrito Federal





N AM E TITLE & GtlADB

A9. W.G. ESliSIilA

50. da C. GiilLLO

51. A.M. B/iEDSNSS

52. F. ClSNSLtOS

53. J.S. n.e CiSTdO
54. L. de L. C/uíiXDSO

55. E. CARVALHO

56. M.C. AUUXüú

57. N. CHAV3S

58. 0. STiuJJCH

59. A. G. ii/jMOS

60. A. CAQC60

61. D.V. MQlí3I*íA

Adm.Tech., Class/K 

Adn.Assist., *t/27

Ac!m. Tech., Class/N 

Adm. Assist., li/28 

Adm.Assist., A/28 

Adm. Assist., ü/26

Adn.Tech., Class/K 

Inspector, ii/20 

Servant, ii/20

Arln.Tech., Class/N 

Adm.Tech.,Class/L (CC
- *

Clerk-Tyúst, It/23 

Adm. Tech., Class/N

3;uiNII'G SAL/ilT 
IN D/SP - Cr$ PilíSSSNT EMFLOÍME NT

Ministry of Education & Culture (M2C)

11, 500.00 MEC - Pedro II School - Ij.F.

11, 500.00 ffiC - INL - Nat11 Inst. of Book 

Ministry of Justice Sc Interior Business

MJNI

15,503.00 MJNI - jJistrito Federal

13,000.00 MJNI - Distrito Federal

13,000.00 MJNI - IN - N. Irinting Office

10,000.00 Ministry of Forcign Aff airs

Public Works - MVOP

11,500. DO MVOP - jCT - Distrito Federal

6,000.0-0 MVOP - DCT - Belo Horizonte MG

6,033.00 MVOP - J3T - Terezópolis, St. of 
iüo de Janeiro

15,530.33 MVOP - Estrito Federal

) *** MVOP - OiílN Northeast Operation 

Ministry of Labor, Industry and
Coirmorce - MTIC

7,500.00 MTIC - Distrito Federal

15,500.03 MTIC - ^Jistrito Federal





--------- — —.—
E/ulNING SALAiY

iAiSSSNT 3MPL01ÉM2 NTN AM E TITLo & GPlAIE IN D/iSP - C4

62. P./u ESltNBNIES Adiru-Assist., il/27 11, 500.00 MTIC - Distrito Federal

63. A.C.F. de PAWA Clerk-Typist, ii/2L 6,500.00 MTIC - Distrito Federal

64. B. N/iSCIMENTO Adm.Assist., ií/26 10,000.00 MTIC - IAPB (.tetirement & Ponsicn of 
Bank Smployees)

State and City Governments

65. S.SIQU3HCA Adm.Toch., Glass/N 15,500.30 7.F - distrito Federal

66. J.S/uJ; NETTO Acin .Assist., ii/26 10,003.30 City of Santos, São Paulo

67. J.N. lElí&LlA Acto.Tcch., Class/L 13,000.00 State of Goiás

68. L. da PINO Adn.Ai.de, ic/28 13,000.0) State gí Parana( Public Sorv.Depart.)

69. M.M. da C. MAEA Clerk-Typist, Ii/28 13,300.00 State of iti i Grande do Sul

70. M. VIDO Library-Aide, li/24 8,300.00 A.B.L.-Brazilian Academy of Arts and 
Lettors

71. A .I.J. íiIIíJjS Adm. Tech., Class/N N0VACAP (New Capital)

72. B. SILVA Aàn.Tech, , Glass/M ----- F.G.V. - SBuP (Director)

73. li .F.P. E iS Iíúi üCiin.iissxst., u/28 13,000.00 Ge túlio Vargas Found. (F.G.V.)

74. M.do P.S.\' g SILVA Clerk-Typist, d /21 6,500.00 ítec.iülectoral Court - Sao Luiz, St.
of Maranhão

75. I.G . dc FiúíITüS AcSn.Tech., Class/N ---- -— UIGSC0

76. J .C .I. dc iiii4UJ0 Adm.Tech*, Class/L ----- - United Nati ons

77. P.L. COiú&iA ArYn.Tech., Class/M ----- United Nations

78. W.3. CJHFOS /idm.Tcch., Class/N —----- Federal Deputy, Chanber of Deputies





N A M E TITIE & GilAOS.
S/úíNINj salari 
IN D/SP - Qí Pi.. .SENT EMPLOÍMENT

79. L.M. cie MuTTCS Adm.Tech., Class/L Fbtrohras

8"3. A. SEIXAS Adm.Qfficer, Class/J ---- — Petrobrás

81. A.U. BITTENCOURT Acfo.Assist., ií/30 ------ Petrobrás

i 82. E* de A. GAiíMüIiiO Adm.Tech., Class/K ------ íbtrobrás

83. I. d«0iaV3IilA Tech.Assistl/ 28 ------ Petrobrás

84. J.C. GENTIL IETT0 Adm.Assist., *l/26 ------ Petrobrás

85. J.V. de MiuiNJA Tc di. Assist. j ií/28 ------ Petrobrás

86. 0. SAiuiO Adm. Officer, Clast/L ------ Petrobrás

87. P. de E.S. I-ESQUITA Adm. As sis t., . -/29 ------ Petrobrás

88* Vi. de S . AGUXAit Actai.Assist. , ií/28 ------ Petrobrás

89. O .S . de V/iSCOríGELLOS Adm.Tech., Glass/L --- -— Petrobrás

90. C.M. SILVA Legal Consultará,

Class/lc ------ - Public Ministry - Prosecutor General

-

H

of the »tapublic





N/ME

------ -——»—■— ----

TITLE & GRADE

... ...............-.................

OAG/iNIZATION PLACSMENT IN D^SP

1. A. OlliS Clerk, Class/G I.A .P .I. Budget & Org.Div.

2. AJ3. da SILVEIRA Adm.Officer, Class/O M.of Public Works Off.of Dircctor-General

3. A.M. FURTADO /issist. LLbrarian, 
Class/H

Museum Clerk, R/2l

M.of D clucati on-N.Library Printing Sorv. - Library

4. A.M. BSREIRA M.of Education Budget & Org.jiv.

5. A.S. AVILA Accountant, Class/O M.of Finance Budget & Org.Div.

6. A.da S. CUNHA Adm .Offic&r, CiassA M.of ilgriculturc Selection Sc Training Div.

7. B. GALVAO Accountant, Class/O M.of Finance Budget Sc 0rg.7Jiv.

8. C. do CARVALHO Adm. AL de, li/26 M.of Navy Personnel Div.

9. D.H. FRAGOSO Acta.Officer, Class/l M.of Finance Printing Serv.

10. E. de A. RCZ3NIE Postal Clerk, Class/l M.of Transp L Pub .Works 
DCT

Personnel Div.

11. F. AIRES .Veterinary, Class/J M.of /igriculture Budget & Org.Div.

12. F. PDGNTEL Carataker, CLass/J IP/SE/H.S.E. Administration Sorv.

13. G. da P. FRANCO Adm.Officor, Class/K M.of Transp. & Pub.Worki 
DCT Personnel ~ãv.

U . G.J. de SANT1ANNA Adm. AL de, R/24 COF/J5 Budget Sc Org.Div.

15. G.R. de M. MATTOS Legal Consultant M.of Agricultura C. A» C .

16. H.A. do REZENDE Adm./iide} R/28 M.of Transp. & Pub.Works
DNPRC

ETUB

17. H. CDVJYHR Adm.Officer, Class/L M.of Transp.Sc Pub.Works ETUB





---- -------- ----

IJ/MS TITLE & GRAlE ORGANIZATIQN PLXEKENT IN Li/SP

18. H.B. PRATT Adm.Officer, Class/íi M. cf Ivar Personnel L&v.

19. H.E.S. de OLIVEIRA Adm.Officer, Class/L M.of Agriculture Badget & Org.I/iv.

20. H. dos SANTOS Telegraph-Clerk jClass/K M.of Transp.& Pub.Works 
LCT

Budget & Org.Div.

21. I.M.B.R. RIBEIRO Offico-Messenger, R/12 M.of Foreign Affairs Adxninistrati on Serv.

22. J.B. MENIES Investigator, R/24 M.of Justice & Int.Bus. Personnel Li v.

23. J.F. S/IMP/ilO Engineer, Class/M M.of Educ. & Culture Pub.Buildings Tj í v .

24. J.M. de F/iRIA Adm.Tech. Class/R M.of Foreign Affairs Office of Iiirector-General

25. M.A. WANICK Adm.Aide, / N.Council of Economy Personnel uiv.

26. M.B.P. de FARIA Engincer, Class/L M.of Finance ETUB

27. M.C.B. MELLO Yiritor, R/31 M.of Justice & Int.Bus. Printing Serv.

28. M.H.T. MOTTA Adm.Officer, Class/K M.of Finance GTB

29. O.G. de A.PIRES Accounfcant, Class/O M.of Finance Personnel Liiv.

30. T.J. de S«A FILHO Chauffeur > R/20

-----------

M.of Agriculture Admnistration Serv.
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Adiantamento 

Administração indireta

Admissão

Aproveit amento 

Autarquias

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 as signo d responsibility 
for the utilization and settlement of accounts relativo to thc advanced 
payment.

Government administrati on 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 administrati on. The Federal Govürnment 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.

Admission is the appointment of supernumeraries (see -ixtranumerário) for 
functions (see Cargos públicos e funções). Also relates to appointment 
of a candidate viio has qualified in a test (see Prova de habilitaçao).

Restoration refers to new assignment of an employee in availability (see 

Disponibilida de) .

Autarchies are de centralize d public services, separated frem central 
atSminis tration 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 vri-th 
the State and, jct, they are controlled by the State vã th respect to





Balanço

Cadastro

A»
Cargo oro Comissão

Cargcs Isolados do Provimento 
efetivo

Cargos PÜblicos ou Funçoos

&

- *

Concurso

Contratados e Tarefeiros

organization, aclministration and financial management. Often the-y
are roferred to as "decentralized Services'1 or "indiroct aclministration.11

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. The se positions do not bclong to a caroer and their fulfilment 
is transitory.

Isola te d positions of permanent s tatus» The se are positions which do 
not admit within grade pay increase and offer no promotion possibilities. 
Thqy have permanent status and do not require examination. The se 
appointive positions arei created by law* do not bclong to a carcer but 
corresponcl to a certain grade of salary.

Designa ti ons of two distinçtly different categories of public positions. 
Public positions (cargos públicos) are created by law, have permanent 
character, have assigned titles, aro established in fixed numbers and 
are paid from federal funds. Functions (funções) 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 Públicos oro functionaires (funcionários) and the 
holders of functions are supernumeraries (extranumerários).

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

«•w
Demonstração do Contas 

Di sponibilidadc

Distribuição

Dotaçoes globais

Exercício financoiro 

Expediente

Exposição 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 a v a il-  

a b le  i n  the public S e r v i c e ,  an cm ployoe is placod in a v a i l a b i l i t y  (dispo­
n i b i l i d a d e ) ,  which is a form of le a v o  m t h  pay granted to employees of 
perraanerit status. Employee continues on payroll wi-th ali his rights and 
p i i v i l e g e s ,  including time accrued for retirement purposes until another 
position of similar r a t u r e ,  grade and salary is v a c a n t .  Then, his reassign- 
ment is compulsory.

Distribution relates to placement of employees in units of an agency and 
re-distribution (redistribuiçao) relates to the changos which bccorne 
necessary.

Global appropriations have somo characteristics of a lump-sun appropri- 
ation in U.S. government 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.

Justif ication of Action. One of the official forms used in correspondence 
betwoen Ministers and the Chief of Executivo. Preliminary justifications 
for a propos ed action, law or decree which are presente d to the Chief of 
the Executivo or to the Legislativo Branch.





3xtranumorári o Mcnsalista Supernuirc rarios (extranumerários) 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 habilitação). 
Tho positions of supernumeraries aro called functions (funções). Super- 
nuucraries can bc paid on a monthly, piece work or contract basis.

De termina ti 011 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.

Fixaçao

«v
Funçao Gratificada

Licença Premio 

Lotaçao

/V

Nomeação

Oficio

Orçamento

Special six-month leave vã th pay conferred to those employecs who 
during ten consecutivo years do not talce leave other than annual leave.

Tables of position distribution which provi de identification of positions 
within agencies by numbers (lotaçao numérica) and nanes (lotação nominal) 
of employee s. Those tables are prepared by agencies and approved by 
Ibcree. Relotação are changes made in the se tables. VJhen changes 
involve increase or decrease of numbers of positions depend on^approval 
by PresidentLáL decree. VJhen changes relate to removal (remoção) of 
employecs within the agency (from one unit to ancther), this is made 
by authoiizati on of chief of agency.

* 4

Apppintment for public positions (cargos públicos). It  also rs lates 

to appointment of a candidate who has qualified in  an examination. 

Nomeação can only be made by the Pr o si de nt of the Re public.

Official correspondence between public agencies.

Docuirent similar to such Ár.orican Accounting concept as the budget 
document.

./





Orgaos Arrecadadores 

Pareceros

Processo Aclrninistrativo

Propostas Parciais

Prova de Habilitação 

Quadro

Readaptação 

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 

Tabela Numérica

Corrospond to the careers for supernumeraries. The classes for super­
numeraries are called reference (referencia) and are identified by numbers.

Manning table (croupins cf functions) far supernumeraries. The nunerical 
tables are prepare d by agencies and approved by the i President -of the 
Republic.
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