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Foreword 
I am pleased to be able to present to yon this employee hand­

book. It replaces "You Start ," which while very useful for 
new employees, did not fulfill our responsibilities to those 
already on the job. This presentation offers comprehensive 
information to all Service employees. 

If you are a new employee, we believe this booklet will help 
you understand the work of the National Park Service, its or­
ganization, and its many responsibilities and obligations. It also 
explains the many rights and privileges which you will enjoy as 
a Federal employee. 

You who have been with the Service for some time know that 
conditions of employment frequently change. As this handbook 
goes to press, we have a new career appointment system; our 
leave regulations have been changed; we have a new life insur­
ance program; and we are now covered by unemployment in­
surance. These and many other modifications in the regulations 
governing career service, as well as changes in the basic organi­
zation of the Service itself, are covered in this handbook. 

The day you became an employee of the National Park Service, 
the reputation of the Service was placed in your hands. Thous­
ands of our guests never come in contact with more than a single 
employee, and many of them will judge the Service by that one 
contact. Favorable public opinion is vital to us, so it is easy to 
understand how important is the role of any employee who has 
contact with the public. 

I am eager that the ability and devotion of Service employees 
be discovered and given recognition; that rates of pay be com­
mensurate with expected performance; that you who live in the 
parks be satisfactorily housed; that relationships within the Service 
be on a plane of mutual trust and confidence; and that each of 
you find your employment a source of profound satisfaction. 

Director 
i i i 
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EMPLOYEE HANDBOOK 

The Purpose of the National 
Park Service 

The purpose for which the National Park Service was estab­
lished is explicitly set forth in the language of the law by which 
the Service was created. The Service is required "to conserve 
the scenery and the natural and historic objects and the wild­
life . . . and to provide for the enjoyment of the same in such 
manner and by such means as will leave them unimpaired for 
the enjoyment of future generations." This statement will be­
come more meaningful as your career unfolds and you will under­
stand why our programs and activities are so carefully weighed 
on this fundamental balance. 

A broader statement of purpose, which also expresses the 
philosophy of the national park concept, appears in a report of a 
Federal Interagency Subcommittee. A portion of that report 
states: " . . . If the American way of life means anything, it 
means that our Nation provides its citizens with opportunities to 
grow mentally and spiritually, as well as physically. One of the 
Federal Government's major contributions to the physical, 
mental and spiritual growth of its citizenry is to be found in the 
National Park System. Because there is a National Park Service, 
it is possible for Americans to enjoy the great scenic places of 
our country in a natural, unspoiled condition; to savor, in ex­
tensive samples of primitive wilderness, something of the America 
that existed before it was touched by civilization. And, through 
areas that arc significant in our history and prehistory, the 
System links Americans of the present, physically as well as 
spiritually, with the past of their country . . ." 
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The National Park Service and the 

National Park System 

The United States is one of the foremost among the nations of 
the world in conserving choice examples of land for its people. 
The preservation of superlative scenic areas, and areas of great 
scientific and historic interest, for the use and enjoyment of the 
people—of this generation and future generations—is one of our 
country's most farsighted policies. In the National Park System 
are found our truly great places of nature and history. 

The National Park System consists of national parks and 
national monuments, and of other variously designated areas 
chiefly important from the historical viewpoint. The National 
Park Service exercises control over all areas in the National Park 
System. The Service also administers a few national recreation 
areas in cooperation with other Federal agencies, such as Lake 
Mead and Coulee Dam, primary jurisdiction over which rests 
with those agencies. By cooperative agreement, the National 
Park Service plans, develops, and administers the lands for 
recreational use. Such areas, developed primarily for purposes 
other than recreation, are not considered to be a part of the 
National Park System. 

In what is said hereafter, we shall often use the word "pa rk , " 
but you should understand that the word is used broadly to 
include any area administered by the National Park Service. 
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How the Service and System Began 

and Developed 

The early history of the national park concept is tremendously 
interesting. Beginning as far back as 1790 the parks in Wash­
ington, D. C , were established for the enjoyment of the residents 
of, and visitors to, the Nation's new capital. The Hot Springs of 
Arkansas were reserved for mineral springs in 1832, and the 
Yosemite Valley and the Mariposa Grove of Big Trees were 
granted by the Federal Government to the State of California 
for park purposes in 1864. However, what we refer to as the 
"national park concept"—the idea of the Federal Government 
setting aside lands of extraordinary quality "for the benefit and 
enjoyment of the people"—was first exemplified in specific 
Government legislation in 1872, when Congress authorized the 
establishment of Yellowstone National Park. 

Establishment of Yellowstone National Park 

The Yellowstone region, until about 1870, was a land of 
mystery to most of the residents of this country. Occasional 
trappers and traders had been visiting the area for nearly half a 
century but their tales of the geysers and hot springs were gen­
erally received with skepticism in the outside world. David F. 
Folsom, of the Folsom-Cook expedition which explored the 
Yellowstone country in 1869, was one of the first men to try to 
bring the wonders of the region to the public's attention. Un­
fortunately, however, the editors of that day rejected his writings 
as "audacious imaginings." It remained for others to take hold 
of the idea of preserving this unique natural domain and to 
secure public acceptance of the idea. 
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"No nation ever had a larger or more valuable heritage in transcendently 

inspiring natural scenery than the United States of America. We can be 

thankful today for those early conservationists who made possible Yellow­

stone National Park and consequently all the others in the System." 

—Horace M. Albright 

Old Faithful Geyser 
Yellowstone National Park 
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Cornelius Hedges and Nathanial P. Langford, members of the 
Washburn-Langford-Doane party of 1870, and Prof. F. V. 
Hayden, Artist Thomas Moran, and Photographer William H. 
Jackson, members of the Hayden Survey Party of 1871, were 
particularly responsible for disseminating the first factual infor­
mation concerning the wonders of the Yellowstone region. 
These men worked diligently to spread word of the scenic and 
natural features they had seen and to promote public realization 
that the area should be preserved as a public park. Pictures, 
lectures, written articles, and exhortations of various kinds and 
from various directions brought results in the passing of the 
Yellowstone Park Act of March 1, 1872. The act enjoined the 
Secretary of the Interior to issue regulations to "provide for the 
preservation, from injury or spoliation, of all timber, mineral 
deposits, natural curiosities and wonders within said park, and 
their retention in their natural condition." 

For 18 years thereafter, Yellowstone was " the national park." 
Then in a single year, Sequoia, General Grant (now a part of 
Kings Canyon National Park), and Yosemite National Parks 
were established. From 1872 until 1886, Yellowstone and other 
Federal reservations were administered by civilian superintend­
ents with civilian staffs. Due to public depredations in certain 
park areas it was thought advisable to provide for the protection 
of these areas by the United States Army. Accordingly, in 1886, 
Army officers were detailed as acting superintendents under the 
general administration of the Secretary of the Interior, and Army 
troops served in a protective capacity until the establishment of 
the National Park Service in 1916. 

The Antiquities Act 

In 1906, after many years of effort directed primarily at pre­
venting the extensive "pot hunting" of prehistoric materials on 
Federal lands, the Congress passed the Antiquities Act. This 
act restricted the collection of such materials, and authorized the 
President to establish as national monuments those "historic 
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landmarks, historic and prehistoric structures, and other objects 
of scientific interest which are situated on lands owned or con­
trolled by the United States." Under this Congressional author­
ity, many of our national monuments were brought into the 
National Park System. 

Establishment of the National Park Service 

With the steady increase in the number of national parks and 
monuments assigned to the Department of the Interior for pro­
tection and administration, it gradually became apparent that 
administrative problems were sufficiently specialized and the 
areas themselves of sufficient importance to require the creation 
of a special administrative agency. Efforts to that end resulted, 
in 1916, in the passage of the act which authorized the establish­
ment of the National Park Service as a bureau of the Department 
of the Interior. 

Although authorized in 1916, the National Park Service was 
not administratively organized until the following year. Stephen 
T . Mather, often spoken of as the "Father of the National Park 
Service," was the first Director. For more than 12 years he gave 
devoted service to the job, contributing generously from his 
private funds to advance the work of the new bureau. He was 
succeeded, in 1929, by his principal assistant, Horace M. Albright, 
who resigned in 1933 to enter private business. Arno B. Cam-
merer was Director from 1933 to 1940; Newton B. Drury from 
1940 to 1951; and Arthur E. Demaray during 1951. Conrad F. 
Wirth, who is the present Director, succeeded Demaray in De­
cember of that year. 

The period of most rapid growth of the National Park System 
occurred in 1933 under the authority of the Reorganization Act 
of 1933. At this time there were consolidated under the admin­
istration of the National Park Service all national parks and 
monuments, national military parks, national battlefield parks 
and sites, national memorials, and the National Capital Parks, 
as well as certain national cemeteries. 
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The Historic Sites Act 

An important law affecting the growth and stature of the 
Service was one approved in August 1935 empowering the Secre­
tary of the Interior, through the National Park Service, to conduct 
a nationwide survey of historic American sites, buildings, objects, 
and antiquities. The act provided for the establishment of 
national historic sites and for cooperative agreements with Fed­
eral, State, local, and private agencies, institutions, and indi­
viduals for the protection and administration of historic areas of 
national interest whether the properties belonged to the United 
States or not. Under the provisions of this act, the National 
Park Service has accepted and currently administers many 
historic sites and buildings of national significance and interest. 

The Park, Parkway, and Recreational Area Study Act 

In June 1936, Congress authorized the Secretary of the Interior, 
through the National Park Service, to conduct a comprehensive 
study of the public park, parkway, and recreational area programs 
of the United States and of the States and their political sub­
divisions, and of the lands throughout the United States which 
were or may be chiefly valuable as such areas. The act also 
authorized the Secretary to aid the States in planning adequate 
park, parkway, and recreational area facilities. 

This directive resulted in this Service acquiring and administer­
ing several national parkways as well as establishing an advisory 
service with respect to planning, establishing, developing, im­
proving, and maintaining such areas in States, counties, and 
municipalities. 
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Basic Policies of the National 

Park Service 

To assist you in becoming acquainted with the broad policies 
which govern our actions, we will briefly mention some of the 
major guiding policies of the National Park Service. 

Standards of Area Selection 

It is rarely that a month passes without this Service receiving, 
from some interested organization or individual, a proposal to 
add a new area to the National Park System. Each such re­
quest for consideration must be investigated by qualified persons 
from this Service. In general, the element of national significance 
is the criterion by which a determination is made as to whether 
or not any area of whatever character is entitled to status as a 
unit of the System. The effort of the Service is directed both 
toward the inclusion of suitable areas and the exclusion of pro­
posed areas which do not qualify. For every area that has been 
accepted under this policy, hundreds have been turned down. 

Preservation of Features 

The primary responsibility of this Service, as stated in the 
organic act of August 1916, is to "conserve the scenery, the 
natural and historic objects and the wildlife" of the areas and to 
"provide for the enjoyment of the same in such manner and by 
such means as will leave them unimpaired for the enjoyment of 
future generations." This is considered to be the basic purpose 
of the National Park Service and is applied to all areas which 
are a part of the National Park System. 
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"How is the spirit of a free people to be formed and animated and cheered 

but out of the storehouse of its historical recollections?" 

—Edward Everett 

Liberty Bell 
Independence National 
Historical Park Project 
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All animal species are given equal protection, subject to sensible 
controls; virgin forests remain unlogged to go through their 
natural cycles; grazing is limited and is being steadily decreased, 
with the ultimate objective of eliminating it completely; lands, 
except where specifically authorized by Congress, are not subject 
to mineral entry; impoundment or artificialization of lakes or 
streams for irrigation, hydro-electric power or other purposes is 
opposed in accordance with the principle recognized when the 
parks and monuments were exempted from the provisions of the 
1920 Federal Power Commission Act. The basic policy is to 
preserve nature as created while at the same time providing for 
visitor appreciation and intelligent use. 

Concessions 

Beginning with the Yellowstone National Park Act of 1872, 
legislation has recognized the necessity of providing for public 
accommodation in park areas. It is the policy of the Department 
and the Service to rely on private capital to provide and operate 
most of the hotels, lodges, stores, etc., under contracts which 
provide for National Park Service control of rates and services, 
as well as of all construction. No contract can exceed 20 years in 
duration, although it has been the practice for many years to 
renew such contracts at their expiration when the services pro­
vided have been satisfactory. 

Information and Interpretation 

Since the properties administered by the National Park Service 
are established for public enjoyment, it is necessary to provide 
the public with information concerning the features of the areas, 
and interpretive comment which will increase visitor appreciation 
and understanding, thus promoting the protection of the visitors 
and the park features. This is accomplished in part through free 
literature describing the areas, supplemented by interpretive sales 
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publications which deal more exhaustively with subjects of scien­
tific or historical interest. 

Within the park areas, rangers, naturalists, historians, and 
archeologists conduct guided trips, participate in campfire and 
other public programs, maintain museums and other interpretive 
facilities, and supply information to visitors. Museums and out­
door exhibits assist the visitor to an understanding of the indi­
vidual areas and of the natural processes they exemplify, or the 
historic events which have taken place. Interpretive programs 
are backed by careful research and are aimed at acquainting the 
public with the intrinsic and intangible values of the areas. 

Cooperation in the Park and Recreation Field 

The Park. Parkway, and Recreational Area Study Act of June 
1936. which we have mentioned previously, provides a basis in 
law for Service assistance to other Federal agencies in planning 
recreation areas and. in the ease of the States, in planning both 
park and recreation areas and statewide or regionwide systems of 
such areas. The Service is actively cooperating with the Bureau 
of Reclamation and the Corps of Engineers in the appraisal of 
recreation potentialities of existing and proposed impoundments. 
With respect to the Bureau of Reclamation reservoirs, this Service 
has the responsibility of planning and constructing recreational 
developments in connection therewith. The Secretary of the 
Interior has given this Service the responsibility of administering 
recreational use of such areas when thev are of national im­
portance. 

As a basis for its cooperation with these Federal agencies and 
with State park agencies, the National Park Service is obligated 
to concern itself with the overall recreational requirements of the 
Nation, present and prospective, and to assist in determining how 
those requirements can be met most effectively and economically. 
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Organization of the National 
Park Service 

It is important that you obtain a general knowledge of the 
organization of the Service and have an understanding of the 
functions and responsibilities delegated to the various levels of 
the organization. You are encouraged to study the organization 
charts which may be examined in any National Park Service 
office. 

The Washington Office 

The administration of the National Park System is the principal 
responsibility of the National Park Service. The Service is a 
bureau of the Department of the Interior and is headed by the 
Director who is appointed by the Secretary. 

The Director is responsible to the Secretary, through an Assist­
ant Secretary, for steering the Service to the successful accom­
plishment of its objectives. Only broad matters of policy are 
referred to the Secretary for decision. The Director has two 
assistant directors, one in charge of general administration and 
the other in charge of park operations, and a staff of advisors who 
make recommendations to him, based upon their knowledge of 
special phases of the work. The primary function of the Director 
and his Washington Office staff is the determination and super­
vision of policies, procedures, and standards through which the 
work and objectives of the Service will be effectively carried on. 

The Eastern and Western Offices of the Division of Design 
and Construction 

These two offices, in Philadelphia, Pa., and San Francisco, 
Calif., have the responsibility of supervising the preparation of 
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master plans for the development of park areas; preparing plans 
and specifications for construction projects; assisting with nego­
tiations and contracts for establishment of utility services; serving 
as liaison with other agencies on problems of construction and 
public health; and providing assistance to field areas in planning 
public accommodations. The staffs of these offices are comprised 
mainly of engineers, landscape architects, and architects, and are 
responsible to the Chief. Division of Design and Construction of 
the Director's staff in the Washington Office. 

Regional Offices 

There are four National Park Service regions at the time of this 
writing. The regional offices are located as follows: Region One 
Office, Richmond, Va.; Region Two Office, Omaha, Nebr.; 
Region Three Office, Santa Fe, N. Mex.; and Region Four Office. 
San Francisco, Calif. 

The regional directors serve as the principal representatives of 
the Director in their respective regions and are responsible for 
the execution of the National Park Service program within the 
regions. They are responsible to the Director for seeing that the 
policies of the Service and the Department are uniformly applied 
and that the areas are administered properly. Each regional 
director has a staff of professional employees who assist him and 
the officials in charge of the field areas in planning and executing 
their work. They advise the regional director about matters in 
their special fields, in a manner similar to the way in which the 
Director's staff functions in the Washington Office. 

The Field Area Organization 

Each field area of the National Park Service has a superin­
tendent in charge. The superintendents are responsible to a 
regional director. In some cases, to facilitate more economical 
and effective administration, the superintendents of smaller areas 
are administratively responsible to the superintendent of a larger, 
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"Here live venerable forest kings in reveries that carry back a thousand 

years before Jesus Christ walked the shores of Galilee." 

—Charles G. Thompson 

Mariposa Grove 
Yosemite National Park 
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more adequately staffed area. The latter superintendent, in these 
cases, is referred to as a coordinating superintendent. 

The typical park organization, under the direction of the su­
perintendent, is divided into four operating divisions; i. e., the 
Division of Administration, the Division of Protection, the Divi­
sion of Interpretation, and the Division of Maintenance and Con­
struction. Differences in internal organization, where they exist, 
are due almost entirely to variations in the size of the organization 
and the characteristics of the area. 

The Division of Administration is responsible for all work re­
lating to personnel management, accounting, budget estimates, 
procurement, warehousing and mess operations, property ac­
counting, payrolling, and maintenance of general files. 

The Division of Protection is responsible for the protection and 
conservation of the entire park area; protection of the visitor 
population; protection of forests and wildlife; traffic control and 
law enforcement; sale of entrance permits; special investigations; 
accident prevention; and the furnishing of general area and di­
rectional information. 

The Division of Interpretation plans and conducts interpretive 
programs of illustrated talks and guided trips; conducts research 
of biologic, geologic, prehistoric, and historic features to imple­
ment interpretation and protection; operates museums and other 
educational facilities; and prepares popular and scientific litera­
ture on area features. 

The Division of Maintenance and Construction supervises all 
activities which involve preparation of working plans, specifica­
tions, and estimates for physical improvement of the area; in­
stallation and maintenance of all utilities and mechanical equip­
ment; preparation of project construction programs; supervision 
of construction projects; and maintenance of the entire highway 
system. 
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National Capital Parks 

The park system of the Nation's Capital, comprising more than 
790 units in the District of Columbia and vicinity, is administered 
by the Office of the National Capital Parks, which is headed by 
a superintendent. He is responsible to the Director in much the 
same way as is a regional director. Although located mainly in 
the city of Washington, the National Capital Parks arc a part of 
the field organization of the National Park Service. 
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Your Job in the Federal Government 

Employment in the Federal Service is usually viewed by the 
new employee with preconceived ideas as to job security, salary, 
working conditions, holidays, leave, and similar matters. It is 
true that positions in the Federal civil service offer a number of 
benefits which may not be granted in similar jobs outside the 
Government, but many of the privileges associated in the popular 
mind with Government jobs have no basis in fact. The purpose 
of this section is to acquaint employees with some of the facts 
concerning Government employment; to bring to their attention 
those matters which most directly affect their welfare and their 
jobs; and to correct erroneous impressions concerning regulations 
and procedures. 

It is important that you understand that the rules, regulations, 
procedures, and policies which govern and sometimes limit your 
actions in employment in the Federal service are all based on 
law and generally stem from some specific act of Congress. The 
regulations governing Federal employment receive careful study 
by Congress, and legislation affecting such regulations is only 
enacted after thorough deliberation. 

It is also important that you understand why certain steps 
were taken when you entered on duty. Your Application for 
Federal Employment (Form 57) was carefully studied to deter­
mine whether you possessed the basic qualifications required in 
the position to which you have been appointed. Your signature 
on the Form 57 certifies that the statements made by you are true, 
complete, and correct. Deliberate misrepresentation on this form 
will be cause for dismissal and is punishable by law. 

Your fingerprints were taken as a required step in your loyalty 
clearance. They will also be used to determine if there is any­
thing in your background which would make you unsuited for 
Government employment. When they have served this purpose, 
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they will be placed in the civilian fingerprint file of the Federal 
Bureau of Investigation. 

A provision of law also requires that you sign a sworn affadavit 
to the effect that you will support and defend the Constitution of 
the United States; that you do not prescribe or belong to an 
organization which advocates the overthrow of the Government 
of the United States; and that you have not paid money to influ­
ence or procure your appointment. These are basic requirements 
which the Government makes of all Federal employees. 

Your birth certificate may be required in order to determine 
whether you meet the age qualifications of your job. It may be 
required also for retirement purposes, and for other considera­
tions. You are required to pass a physical examination con­
ducted by a Federal Medical Officer to determine if you meet 
the physical qualifications of your position, and also to determine 
if your state of health will be injurious to other employees. 

The efficiency with which the Federal Government performs 
its functions depends largely upon the caliber of the persons 
chosen to execute its programs. In accordance with the rules 
and regulations of the Civil Service Commission, you have been 
appointed to your position on the basis of merit and competitive 
procedure without regard to race, color, religion, or national 
origin. 

Kinds of Appointments 

The type of appointment under which you are serving is stated 
on your notice of employment (Form 50) or on subsequent 
written notices advising you of changes in your status. The 
following types of appointment are most often made by the Na­
tional Park Service: 

TEMPORARY |OB. Temporary job appointments are limited to 
1 year or less and are made when the type of work to be performed 
can be completed in a predictable period of time. These appoint­
ments are not subject to the Civil Service Retirement Act 
but are subject to the provisions of social security. Most of 
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" / / is important to scientific study and to the health and sanity of man, that there be preserved some unique areas 

for scientists to observe nature's continuing evolution; for future generations to know historical landmarks as they 

were when history marked them; for dwellers in a crowded planet to have resort to the grandeur and peace of nature." 

—Samuel H. Ordway, J r . 

Hall of Giants 
Carlsbad Caverns National Park 





the seasonal work of the Service is performed by temporary 
appointees. 

TEMPORARY APPOINTMENT PENDING ESTABLISHMENT OF A REGIS­

TER. In cases where there are insufficient eligibles on a register 
for filling a vacancy in a continuing position (one which will last 
longer than a year), the Civil Service Commission may authorize 
the Service to fill the vacancy by temporary appointment pending 
the establishment of a register. Such an appointment will con­
tinue only until the incumbent qualifies through the appropriate 
examination and is certified from a register, or until some other 
eligible is certified from such a register. Temporary appoint­
ments of this nature are not subject to the provisions of the Civil 
Service Retirement Act but are covered by social security. Em­
ployees serving under such temporary appointment are eligible 
for within-grade salary increases. 

CAREER-CONDITIONAL. Upon being selected from a civil service 
register, for other than a temporary appointment, a new em­
ployee will be given a career-conditional status for a period of 3 
years. Under this type of appointment the incumbent will serve 
a 1-year probationary period during which he may be removed 
if his superiors are convinced that he is not suited for the job or 
for Government service. The 1-year probationary period is a 
part of the test of the employee's ability. The 3-year conditional 
period is established only to measure the employee's interest in, 
and the Government's ability to provide, a career in the Federal 
service. Employees in this category are subject to the Civil 
Service Retirement Act. 

CAREER. After the successful completion of 3 years in career-
conditional status, during which satisfactory, conscientious work 
must be demonstrated, the employee will automatically be 
granted career status and will continue under the Civil Service 
Retirement Act. Career employees will be separated only after 
career-conditional employees are reached in reductions in force, 
and will have additional consideration in placement in other 
Federal agencies if separated by reduction-in-force procedures. 
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Classification Act Positions 

If your work is administrative, professional, clerical, or protec­
tive, you are paid under the provisions of the Classification Act 
of 1949. Annual salaries for Classification Act grades are estab­
lished by the Congress. From time to time the Congress amends 
the pay schedule to meet changes in salaries in private industry 
and increases in the cost-of-living. Your supervisor will show 
you a schedule of salary rates if you are interested. 

The purpose of the Classification Act is to provide substantially 
equal pay for equal work. Thus, all persons employed through­
out the Executive Branch of the Federal Government receive 
equal pay for work of approximately the same level of difficulty 
and responsibility. Your position is graded or "allocated" ac­
cording to the nature, difficulty, and responsibility of the duties 
you perform. Your promotion from one grade level to a higher 
grade level is warranted when the duties, responsibilities, quali­
fication requirements, and other classification factors of the position 
(not the person) change significantly. 

Positions in the Federal service are graded in accordance with 
position classification standards established by the Civil Service 
Commission. Standards which have been published are avail­
able for review by employees. Due to their large coverage, bulk, 
and cost, complete sets are available only in the Washington 
Office, the regional offices, and such other areas which have a 
trained position classifier. U p to the present, all types of work 
have not been covered by the published standards. 

If you feel that your position has not been placed in the proper 
grade, you may appeal through supervisory channels, to the 
office having classification authority; or, if you prefer, you may 
appeal to the Director of the Service, the Director of Personnel 
of the Department, or to the appropriate office of the Civil Service 
Commission. However, before you make a formal appeal you 
should discuss your case with your supervisor or with someone 
in the local personnel office. Information regarding the proce-
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