
Chapter m 
ORGANIZING FOR THE FIELD WORK 

The basic pattern or organization of the Bureau's field opera
tio~ was governed by the legal provision that the enumeration be 
completed in two weeks in urban areas and in one month in rural 
areas. To meet these requirements, more than 2-1/4 million 
homes had to be visited each day that field work was in progress 
to obtain information on 7-1/2 million persons and more than 
250,000 farms. 

Most of the enumeration ( 92 percent of the population and 85 
percent of the farms) was, in fact, completed within the first 
month. About two more months were required, however, to 
complete the field work. In addition to the job of finishing the 
regular enumeration, this ''clean-up'' operation involved such 
tasks as; getting information from persons who had not been at 
home on previous calls or who had refused to answer the 
questions; following up reports that people had not been enu
merated; examining the enumerator's work and, on occasion, 
sending it back for re-enumeration; preparing the preliminary 
field counts of the population; shipping questionnaires to Wash
ington or Philadelphia; completing the office records; and closing 
the offices. 

The field organization, which expanded to undertake this 
gigantic operation and then contracted to its usual size, is 
described in the following pages. 

The Field Structure 
Plans for enumerating people, dwellings, and farms in the 

1950 Censuses were made in the Washington Office of the Bu
reau. A network of field offices throughout the continental United 
States, the Territories, and the possessions carried out these 
plans. The Washington Office directed the operation through the 
Chief of the Field Division. 

The field organization of the Bureau consisted, in 1947, of 8 
Area Offices and 67 District Offices maintained for the conduct 
of current surveys. In 1948, 17 additional temporary offices 
were added to take the 1947 Census of Manufactures; and in 
1949, 235 temporary offices were established to take the Census 

of Business. When plans for field olfices for the 1950 Censuses 
were completed in mid-1949, 153 offices were available. They 
included 8 Area Offices, the 67 "permanent'' District Offices, 
and 78 temporary offices remaining open from the Census of 
Business. These were the nucleus for the expanded field organi
zation, 

For the 1950 Censuses, 6 additional Area Offices were 
opened, with each Area Office covering an average of 3 or 4 
States or parts' of States. Headquarters forthe 14 administrative 
areas were located in Boston, New York, Philadelphia, Wash
ington, Atlanta, Detroit, Chicago, St. Paul, Kansas City, Dallas, 
Seattle, Salt Lake City, Los Angeles, and Birmingham (see Fig. 
2). 

Each area was divided into districts, the number varying 
from 13 to 41. Of the 476 District Offices in the 1950 Census 
field organization, 458 were located in the continental United 
States, 4 in Alaska, 8 in Puerto Rico, 2 in Hawaii, and 1 each 
in Guam, the Virgin Islands, American Samoa, and the Canal 
Zone. As indicated above, 145 District Offices were open in the 
preceding year (1949), and the remaining 331 werenewly opened 
for the 1950 Censuses. 

Each District Office covered usually (but not invariably} 
one congressional district with an average population of about 
350,000 and with an area including from l to 20 counties. The 
headquarters were selected so that all parts of the district 
could be conveniently reached from them. The structure and 
functions of the District Office are given in Figure 3. 

The Field Staff 

Of the approximately 162,000 positions on the field staff 
during the 1950 Censuses, 159,000 involved work in the conti
nental United States and 3,000 were in the various Territories 

. and possessions. The number and types of positions provided 
for field personnel are shown in Table C. Not all of these posi
tions were filled. For example, only about 140, 000 enumerators 

Figure 2. --Census Field Divisio·n Areas For the 1950 Censuses 
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Figure 3. --Field Organization and District Office Functions 
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completed training and only about 136,000 (133,000 in the conti
nental United States) were' employed on March 31. Moreover, 
the total of the different positions involves some duplication of 
persons, because some persons held two differentpositions suc
cessively. For example, Crew Leaders and enumerators some
times accepted clerical jobs after they completed their field 
assignments. Emnnerators accounted for a large proportion of 
the total field staff. 

The staff of an Area Office included an Area Supervisor, an 
Assistant Area Supervisor, and from 3 to ZO Area Field As
sistants. Assignments to Area Field Assistants varied, In some 
offices they worked on a fixed assignment; in some they rotated 
assignments; and in some they had both fixed and rotating as -
signments. For example, in one office, one Assistant might 
procure office space and equipment, one might handle press 
relations, etc.; in another office, all Assistants might work on 
all tasks. 

The positions of Area Supervisor, AssistantAreaSupervisor, 
and Area Secretary were Civil Service positions, with appoint
ments made from appropriate Civil Service registers. All Area 
Sl!pervisors had worked in Area Offices on the Census of Busi
ness in the previous year. In fact, over 60 percent of the career 
staff in the Area Offices had been developed in other field pro
grams. Area Field Assistant positions were not under the Civil 
Service system. 

Each District Office was administered by a District Super
visor. His staff usually included an Assistant District Super
visor, an Administrative Clerk (who acted also as office secre
tary), a Payroll Clerk, a Supply and Assignment Clerk, and Z 
to 14 Editing and Tabulating Clerks (the number fluctuating with· 
the workload of schedules coming from the field). In addition to 
the ·office personnel, an average of 18 or ZO Crew Leaders aided 
the District Supervisor and his Assistant as first line super
visors on the enunieration. 

The positions in the District Office were outside the Civil 
Service system. Qualification statements were prepared for 
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each position, and candidates were judged in terms of these 
qualifications. Following procedures used in previous censuses, 
the Bureau selected District Supervisors and Assistant District 
Supervisors from lists of qualified candidates recommended by 
Congressmen or by State and local organizations. Each of the 
candidates was interviewed by the Area Supervisor or the As -
sistant Area Supervisor, and his qualifications were evaluated 
before he was appointed. 

Candidates for Crew Leader and enumerator positions took 
a special "selection aid" test devised by the Bureau. Crew 
Leaders were to be selected from the applicants who scored 
ZO or higher on this test. The minimum score for enumerators 
was 10. 

B.oth Crew Leaders and enumerators were required to be 
citizens of the United States, to have at least a high school 
education or its equivalent, to be physically able to discharge 
the duties requ·lred (such as climbing stairs, walking or stand
ing for long periods), to be able to write neatly and legibly, to 
be able to do simple arithmetic quickly and accurately, and to 
be able to talk easily with people and gain their cooperation. In 
rural areas, a knowledge of farming and farm operations was 
required, and enumerators were expected to have the use of an 
automobile. Preference was given to qualified veterans who 
applied. 

In general, Editing and Tabulating Clerks in the field offices 
were chosen from enumerators who had satisfactorily co.npleted 
their assignments. · 

Most of the enumerators selected had no previous experi
ence in collecting data. Housewives made up the largest group. 
In rural areas, farmers and farmers' wives were numerous. 
Other enumerators were retired businessmen, retired business
women, and substitute teachers. Many enumerators had worked 
with clubs or associations in their communities. Tax and law
enforcement officials were not employed, because respondents 
might associate them with their previous jobs and hesitate to 
give information. 
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In Fort Worth, Te><as, an attempt was made to have public -
school teachers take the census during the spring vacation period, 
but, after the vacation period ended, the staff had to be augmented 
by a number of full-time enumerators. In Puerto Rico, where 
the schools were closed for one month, the census was taken 
almost entirely by public -school teachers. 

Compensation of Field Personnel 

Enumerators' rates of compensation for each enumeration 
district were fixed in advance, either on a piece-price basis or 
at a flat rate of $1.00 per hour which was approximately the 
prevailing rate for this type of work at the time. In districts 
requiring use of a car, additional compensation at the rate of 
5 cents per mile on official travel was authorized. However, 
Area Supervisors were authorized to convert from piece-price 
to the hourly rate when this appeared justified. This authority 
resulted in an additional· 1.5 percent of the enumeration districts 
(3,499) being allowed additional mileage and the conversion of 
another 2, 715 enumeration districts from a piece-price to an 
hourly basis. 

Piece -price rates, which were designed to yield estimated 
average earnings of $1.00 per hour, were 7 cents per person, 
7 cents per sample line, 7 cents per dwelling unit, 10 cents per 
infant card, and 7 cents per A2 Special Agriculture Question
naire in urban areas. Agriculture Questionnaires (Al) not 
filled beyond Section I were l 0 cents and a completed Agriculture 
Questionnaire was 35 cents or more. The over-all average earn
ings turned out to be $ 1.11 an hour, with urban enumerators 
averaging $1.14 and rural enumerators $1.07. 

The hourly rate was used as a standard pattern only in the 
rural areas of 11 Rocky Mountain States, and in enumeration 
districts consisting of large institutions or areas in central 
business districts containing a small resident population, 

Training fees were based on payments of $1.00 per hour 
of planned classroom instruction. Such fees ranged from $12 to 
$28 per enumerator according to the type of training required. 

T_ravel costs averaged 11 cents in urban enumeration dis -
tricts, 39 cents in enumeration districts which covered institu
tions, and $13.79 in rural enumeration districts. 

Supervisors and other field personnel were paid according 
to the pay scale of the classified Civil Service which was used 
as a framework for the allocation of positions. The annual rate 
of pay for supervisors in most offices started at $4,600. Higher 
salaries were paid in offices with larger workloads. Area 
Supervisors and their assistants were classified at a higher 
level. Most of the clerical positions started at a rate of $2,650 
per year. Crew Leaders were paid at a rate of $3,100 per year. 

Personnel working on irrigation and drainage required tech
nical skills and were paid at higher rates. The Technical In-

structors included regular employees of the Bureau of the 
Census and the Department of Agriculture, deta~led for this. 
purpose and compensated at the salaries of their regular em
ployment. The 220 Technical Instructors recruited for this 
purpose were paid at the average rate of $1.86 per hour. 

Training 

The training program for the regular enumeration was 
divided into two "parts: administrative and technical. It is sum
marized in Figure 4. Special training was given for the Post
Enumeration Survey and the Survey of Residential Financing. 

Administrative Training 

In November 1949, one or two persons from each Area Office 
took the administrative training in Washington. The area staffs 
then arrange'!- training classes, usually in the Area Office, for 
other area staff members and for successive groups of District 
Supervisors and Administrative C 1 erk s. The Administrative 
Clerks, in turn, instructed the Payroll Clerks and the Supply 
and Assignment Clerks. By January 1950, administrative train
ing of District Supervisors and Administrative Clerks had been 
virtually completed. 

The administrative training centered around the Field Ad
ministrative Manual. This Manual, which was completely re
vised for the 1950 Censuses, described the procedures required 
to run an office according to Federal Government regulations 
and practices. 

Supervisors also received the District Supervisor's Program 
Manual, which showed the time sequence of the operations for 
which. the District Supervisor was responsible. Instructions for 
dealing with special problems, such as enumerating institutions 
and issuing preliminary population announcements, were also 
included in this Manual. 

The Office Procedures Manual furnished to the District Of
fices was really a continuation of the District Supervisor's 
Program Manual. It contained the instructions for operations 
which were the responsibility of the Supply and Assignment 
Clerk, the Administrative Clerk, the Payroll Clerk, and the 
Editing Clerks. Major sections dealt with receipt and control of 
supplies, filing, application and appointment forms, processing 
of forms, reports and controls, transmittal of completed port
folios, the local housing authority advance tabulation program, 
and the sample for the Survey of Residential Financing. 

All three of these manuals were issued in loose-leaf form. 
Revised instructions were then printed on new pages and sent 
to the field for substitution in the book. The manuals were thus 
kept up to date. 

Table C. - -Total Number of Field Positions During the 1950 Censuses 

(Involves some duplication of persons because of successive assignments. Also includes positions filled by Washington 
employees temporarily assigned to field duties.) 

Classification 

Total ....... , ....• ........................ • • •....• • • • •. •. • · • • • • • • • • • • • • • 

.Area and Territorial Supervisors ••••••••••••••••••••••••••••••••••••••••••• 
Assistant Area Supervisors ••••••• ,.,,,., •••••••••••••.••••••• , •••• ,, ••• , ••• 
A.l:'ea Field Assistants • ..•••.••••. , ••. , • , •.•..• , •.•• , , •.•. , •• , , •••••• , . , ••.• 
Area Secretaries and Office Clerks •••••••••••••••••••••••••••••••••••••••.• 

District Supervisors, • , , , • , •• , .•......•. , , • , . , •• , , • , , •.. , ,, .•.... , , •• , ...... , 
Assistant District Supervisors, .. ,.,., ... ,,.,,,,, .... , ..... , ....... , ... , • , , , 
Program Supervisors,.,, •.•.... , •. , .• , .• ,,,,,,., ...•.•. ,,, .. ,, .. , .• ,,,,.,,., 

Adm:i.nistrative Clerks •• , •••••• , ••••••••• , •••••••••••••••••••••••••••• , •••• , 
Payroll Clerks ••••••••••• , ••••••••.••••••••••••••••••••••.••••••••••••••••• 
Editing and Tabulating Clerks ••••.•••••••••••••••••••••.•••••••••••••.••••• 
Supply and Assignment Clerks.,,.,,.".,, ..•••..•••.•..........• , ••.. ,.,,., .. , 
Other Clerks, . . , ................. , • , .. , .• , •...•. , ... , •. , .. , ..... ,. ............ . 

Crew Leaders •. .......... , •.•.•• , .•.....••.•• , .... , ....... , • , , • , •.•.•• , .••..•.• 
Enumerators ..• , .....••• , • , .••. , • , ..•..•.•• , ..• , ••.•••.•••.•.• , ••.•• , • , .•••• 
Drainage Census Personnel ...•......•.••...•..•••..•....•...••••..•.....••.. 
Irr:i.gat.ion Census Personnel 1 • , ••••••.••••••.••••••••••••••••••••••••••••• , • 

Technical Instructors ••..•.........•....•••....•.••••. , •...••.•.••••••••••• 

1 Excludes selected Crew Leaders retained (approximately 300). 

Total 
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Figure 4. - -Training Program Timetable. 
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Technical Instructor 

Sevei•al series of memoranda supplemented the instructions 
in the manuals and covered modifications and interpretations 
which were made necessary as problems arose during the enu
meration. The series also covered special instructions (ad
ministrative and technical) for the Area Offices and those in
structions for both the Area and District Offices. The memoranda 
were issued in the following series. 

Area Administration Memoranda- -Seventy-two, containing 
administrative instructions for Area Supervisors or their 
staffs, were issued. 
Area Technical Memoranda--Twenty-five, relating to tech

nical matters in the Area Offices, were sent to them. 
Transmittal Memoranda--One was sent whenever publicity 

releases or supplies were shipped. In all, 40 were issued. 
Administrative Memoranda--These were applicable to Dis

trict, as well as to Area Offices; 93 were released. 
Technical Memoranda --These were also applicable to both 

District and Area Offices; 46 were issued, 
Special Technical Memoranda--The 68 memoranda in this 

series covered technical points applicable to selected offices 
only. . 

A few memoranda were also issued on special subjects like 
mapping, drainage, and irrigation. Each of these subjects 
constituted a separate series. 

Crew Leaders were recruited early in March and were 
oriented to their duties by the District Supervisor. A spedal 
instruction book--the Crew Leader's Manual (l 7Fld-107)--out
lined the Crew Leader's responsibility for the conduct, comple
tion and quality of the census in the enumeration districts 
assigned to him. It indicated his pre-enumeration functions-
checking boundaries of his districts, as sis ting in recruiting 
enumerators, securing enumerator training space, training 
enumerators, and getting publicity. His most important function, 
supervising enumerators, was described in detail. The manual 
also explained such jobs as handling refusals and enumerating 
transients and other persons living in special types of dwelling 
places. It listed the reports the Crew Leader was to make and 
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Supervisor and 
Administrative Clerk 

In District or.rice 

the steps he was to take in reviewing the forms for a complet•ed 
enumeration district. 

Technical Training 

The objective of the technical training was to prepare the 
8,800 Crew Leaders and 140,000 enumerators to discharge their 
duties in a manner that would result in complete and accurate 
census data. Direct instruction of small groups (about 20), the use 
of filmstrips and other audio-visual aids, and extensive use of 
practice exercises were basic to the plan. The training follow•ed 
the program and the "prepackaged" material prepared in w·aslb.
ington. It was passed along through 26 Chief Instructors to 3:30 
Technical Instructors to 8,800 Crew Leaders to 140,000 em1-
merators. Enumerators were paid for training periods, which 
were in half-day sessions to avoid the loss of learning efficien·cy 
which results from long periods of instruction. Periods of 
practice enume:,·ation were part of the enumerator's training. 

Instructors were carefully selected and trained for this 
program. In December 1949, a faculty of 26 Chief Instructors 
was organized in Washington and then divided into 5 teams of 4 
members each, the other 6 being specialists in certain subjects, 
Between January 9 and March 3, 1950, the 5 teams conductEid 
16 classes in 3 cities and trained 370 persons, of whom 330 
we:e selected to be Technical Instructors. Two teams worked 
in Washington, two in St. Louis, and one in 'San Francisco. Tech
nical Instructors were selected from several sources, including· 
the professional staff and field organization of the Bureau of 
the Census, the U, S. Department of Agriculture, State agri
cultural colleges, and other groups. Training for Technical 
Instructors lasted 10 days and included 1 day of practice train
ing. These mock training sessions gave a prev1ew of the Tech
nical Instructor's teaching performance. 

The Technical Instructors trained the Crew Leaders at the 
District Offices in the methods of instructing and supervising 
enumerators, and then most of them remained in the field offii:e 
to assist the District Supervisor on technical problems. The 
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Technical Instructor usually conducted two training classes; so 
some Crew Leaders were trained immediately after entering 
on duty, while others were trained just before they trained the' 
enumerators. 

The Crew Leaders trained the enumerators 'at 5,000 loca
tions during the latter part of March. They followed the plan of 
instruction in the Crew Leader's Guide (l 7Fld-102). Each 
enumerator used the Enumerator's Workbook (l 7Fld-101) in 
the training sessions and was encouraged to review his work at 
home. This Workbook covered the main points which the enu
merator had to know. Different versions of the Crew Leader• s 
Guide and the Enumerator's Workbook were used for urban and 
rural enumerators and for areas where Landlord-Tenant Opera
tions and Irrigation Questionnaires were filled. 

The Enumerator's Reference Manual (l 7Fld-100) contained 
detailed instructions for enumerators. It gave the solution for 
almost any problem the enumerator was likely to encounter and 
the answer to almost any question he was likely to ask. The 
enumerator was expected to carry this during enumeration and 
to refer to it when an unusual situation arose. Accordingly, the 
Manual was so arranged that he could readily find the answers 
to his questions. The book was divided into four parts --General, 
Population, Housing, and Agriculture--and much of the material 
was arranged according to the groupingofitems on the question
naires and schedules. A detailed index further helped the enu
merator to find detailed information. 

In addition to the guides, workbooks, and manuals, audio
visual aids were used in training. The audio-visual aid kit, 
available at each training center, contained a projector, record 
player, folding screen, filmstrips, and recordings. Twelve film
strips were prepared especially for this training program. They 
are described in Figure 5. 

In addition to the recordingsusedwiththefilmstrips, record
ings were also used for practice in filling the questionnaires 
and other forms. A recording of a mock interview was played, 
and the trainees filled the forms which were used in the inter
view. 

The training classes were organized according to the ultimate 
assignment of the enumerators. The following variations of the 
training were used: 

"U" training was given by Crew Leaders who supervised 
urban enumeration districts only. They gave the enumerators 
16 hours of training in 4 days. 
''A•' training was given by Crew Leaders who supervised 

both urban and rural enumeration districts. This training 
generally lasted 24 hours and was spread over 5 days. Enu
merators who were to work only in urban enumeration dis -
tricts joined the class after the agriculture instructions had 
been presented. 
"B" training was given by Crew Leaders who supervised 

both urban and rural enumeration districts and who were in 
areas where the Landlord-Tenant Operations Questionnaire 
was filled. This training also lasted 24 hours and was spread 
over 5 days. 
"C" training was given by Crew Leaders who supervised 

both urban and rural enumeration districts and who were in 
areas where the Irrigation Questionnaire was filled. They 
gave the enumerator 28 hours of training in 5 days. · 
"D" training was given by Crew Leaders who supervised 

both urban and rural enumeration districts and who were in 
areas where both the Landlord-Tenant Operations Question
naire and the Irrigation Questionnaire were filled. This train
ing also lasted 28 hours and was given in 5 days. 

The training was further speci.alized to fit the 41 versions of 
the Agriculture (Al) Questionnaire. Enumerators thus received 
instructions only on the forms they would use. 

Setting Up. the Field Offices 

The operation of the 14 Area and 476 District Offices in
volved various administrative problems, some of which were 
particularly acute where new offices had to be opened. All of
fices had to be organized and functioning before March 1. More -
over, the offices had to be operated so that all work could be 
completed by June 30, the target date for closing the last field 
offices. 

SJ.!lafe 

Obtaining office space was a major task in setting up the 
field network. Every effort was made to obtain the use of free 
space. The first source explored was space in Federally-owned 
or controlled buildings, such as Post Office buildings. Local 
governments and civic organizations were asked for free space 
in public buildings such as court houses, cityhalls, and schools. 
Free space was obtained for 90 offices, For 66 other offices, 

space was secured rent-free, but the Bureau had to pay for 
janitor service and utilities. 

In cities where free space was not available, space had to 
be leased. Area Offices arranged these leases by direct con
tacts in the field. They subleased space for 102 offices from 
Pubiic Buildings Service or other Government agencies, paying 
rent on a pro-rata basis. Space for the other offices was leased 
directly from the owners. 
· The average District Office covered about 1,500 square feet. 
These offices were located in Federal buildings, city halls, 
schools, business buildings, and even in lofts and warehouses. 

Furniture, Supplies, and Equipment 

Several methods were used to obtain furniture, equipment, 
and supplies for the field offices. 

Large quantities of office furniture were obtained free from 
various War Assets Administration offices, which were closing 
about the time the Census offices were opening. Furniture was 
borrowed from Post Offices, other Government agencies, and 
local organizations. When free furniture was not obtainable, the 
Bureau purchased standard items of reconditioned furniture from 
regional supply centers of Federal Supply Service (then called 
the Bureau of Federal Supply). 

Reconditioned adding machines and typewriters were also 
purchased from Federal Supply Service regional supply centers. 
Some reconditioned office machines from Department of Com
merce excess stock were shipped to field offices. In other cases, 
adding machines and typewriters were rented locally by the 
District Supervisors. 

Specialized equipment, such as the 5,000 record players and 
the 5,000 projectors needed for the enumerator training pro
gram were obtained by advertising for formal bids. The Na
tional Bureau of Standards cooperated in testing the machines 
proposed for purchase. The records and filmstrips used with 
this equipment were also obtained, through the usual Govern
ment purchasing procedure. 

In the second half of 1949, the Bureau purchased large 
quantities of office supplies, mostly from Federal Supply Serv
ice or through firms holding Federal Supply Service contracts. 
These supplies were purchased and distributed by two dif
ferent methods. Under the first method, regional supply centers 
of the Federal Supply Service prepared ''packages•• of standard 

Figure 5. --Filmstrips Used in Training Enumerators 
in the 1950 Censuses 

Title of filmstrip 

~ 
The Big Coun-t 

How• s Your Interviewing 
Technique 

Use or Mo.ps 

Your Map is Your Gu'ide 

Use or Aerial Photo
graphs 

Population 

Where and How Many? 

Contents 

Orientation to thP. Censua Bureau: historical 
baclt'ground; kinds of information to be 
gathered; how information is usedJ a little 
on processing census de.tn 

Tips on interviewing for the Censua Bureau: 
good technique; approac.hing the respondent; 
gaining cooperation; handling problem 
aitua-tiona . 
Kinda of maps in e:ensus work, urban nnd 
Tur al, and how to use them 

How to use aerial photos in aensuo workt 
identifying features on the photo 

Coverage in the censua: tips on locatincr 
dwelling places and finding people; how to 
list respondents under various circumstances 

Hunning 
time 

10 min. 

l.2 min. 

20 min. 

l.3 min. 

9 min. 

Occupation, Industry, How to record cccupe.tionol information: lit min. 
and Class of Worker importance or being specific; examples or 

proper and improper entrias 

Income Why the Dureau collects income inrormation: 15 min. 
definitions or three kinds or income 
collec.ted; examplea or what is not eonaidered 
income by t.he Bureau 

Houaing 

Dw"elling Unit and Type Census definition or n 11dwelling unit'1 end 13 min. 
of Structure 1tatructure 11 with typical examples 

Condition of a Dw"elling Census criteria for evaluating the condition 14 min. 
Unit of a dwell.ing unitJ examples shown 

Ag.ricuH~ure 

Oetting an Agriculture 
Questionnaire 

Acres in 'Thia Place 

Land Ua.e in 191.-9 

When nn Agriculture Questionnaire is required: lit min. 
in whose name to !'ill it; what to do with a 
!'arm located in mol'e than one enumeration 
district 

Determining what acres are to be reported by 9 min. 
the person in -chal'ge 

Census definitions of cropland, pastlll'"e, 13 min. 
w-asteland, etc. 
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Table D. --Portfolio Types 

Portfolio Number1 Urban or rural Expected number Expected number Landlord-tenant Irrigation 
type of people 

1 120,000 urban over 
2 16,000 urban under 
3 13,163 rural over 
4 6, 581+ rural over 
5 9,541 rural under 
6 12, 14? rural over 
? i,fJ? rural over 
8 2,158 rural under 
9 5, i.02 rural over 

10 2,079 rural over 
11 15,754 rural under 
12 2, 659 rural over 
13 1,008 rural over 
14 839 rural under 
15 - Institution -

1 Excluding experimental areas and institutions. 

office items (pencils, papers, clips, etc.) for the Census offices 
scheduled to open in their regions. When the field office was 
ready to open, the Bureau notified the supply centers to ship 
the supplies. Usually, they arrived the day the field office 
opened. Under the second method, the Bureau purchased sup
plies in bulk for delivery in Washington. These bulk supplies 
were shipped to the field offices as they were needed. 

Mo~t of the supplies used by the enumerator, including the 
questionnaires, were assembled in Washington and placed in the 
enumerator's portfolio or "folio." A reserve supply of these 
items was sent to each field office. 

Preparing the 230,000 portfolios in the Washington office 
was an assembly line operation. A separate portfolio was pre
pared for each enumeration district. The portfolio was made of 
two pieces of heavy black cardboard, 13 inches wide and 20 
inches long, joined together .by a canvas back: The label on the 
outside of the portfolio indicated all the steps through which the 
forms would pass and provided space for the identification of each 
person who worked on them. A postal section was also included 
on the label to identify the District Office and provide for mail
ing where necessary. An elastic band attached to the portfolio 
kept it securely closed when not in use. 

The inside cover of the portfolio had a map of the enumera
tion district and a description of the boundaries of the area for 
which the enumerator was responsible. Each district was given 
a type code, which was stamped on the Portfolio Control Label. 
This code iadicated whether the district was urban, rural, or 
institution, whether the estimated population and number of 
farms were large or small, and whether it was in an area where 
Landlord-Tenant Operations and Irrigation Questionnaires were 
to be used (see Table D), 

The exact contents of the portfolio varied according to the 
location and expected size of the district and the type of enu
meration involved. In general, supplies of the following items 
were included: · 

Population and Housing Schedules, Pl 
Heading strip for Pl 

. Individual Census Reports, P2 
Infant Cards, P3 
Agriculture Questionnaires, Al 
Special Agriculture Questionnaires, AZ 
Landlord-Tenant Operations Questionnaires, A3 
Irrigation Questionnaires, I.-1 
Callback Record, 1 7Fld-3 
Record of Production Form, l 7Fld-4 
Daily Report, l 7Fld-5 (Enumerator's Daily Progress Report) 
Daily Report l 7Fld-14 (Rural Enumerator's Daily Progress 

Report) 
Request for Appointment Card, l 7Fld-2 
New Occupant Card, l 7Fld-6 
Scratch.pad, paper clips, string, etc, 

500 
500 
500 
500 
500 
500 
500 
500 
500 
500 
500 
500 
500 
500 

of farms operations operations 

- - -
- - -

large no no 
small no no 
small no no 
large yes no 
small yes no 
small yes no 
large no yes 
small no yes 
small no yes 
large yes yes 
small yes yes 
small yes yes 

The forms and supplies were "'stuffed" in the portfolios 
by about 150 employees, working in two shifts, in about 3 months, 
This operation required about 43,000 square feet of floor space, 
Supplies were received in bulk and placed on "skids" which 
could be moved from one location to another. When small num
bers (5 or 10) of a form were needed for each portfolio, they 
were counted and fastened together with rubber bands or clips; 
When large numbers were needed, they were measured with 
"spoons." The measuring spoon could be set for a certain num • 
ber; when it was pushed into a stack of forms, it would separate 
approximately that number. A special collating machine arranged 
the different parts of the Agriculture (Al) Questionnaire in 
order. This machine assembled 7,600,000 sheets at an average 
rate of 14,600 sheets per hour. Three assembly lines brought 
the schedules and forms together so they could be put into the 
portfolios. 

After the portfolios were stuffed, they were packed in heavy' 
wooden boxes and shipped to the District Offices. These boxes 
could be stacked and used as shelves when their covers were 
removed. After the enumeration had been completed, the port
folios were repacked in the same boxes and shipped to Wash
ington or Philadelphia. About 35,000 wooden boxes were built 
especially for this operation. 

Payroll and Accounting 

In order to expedite payment to the large field staff and to 
simplify operations, the payroll procedures were decentralized 
from April 17, 1949, to September 16, 1950. The field employees 
appointed on a per-annum, per-diem, or hourly basis were paid 
from the Regional Disbursing Office of the Treasury Department 
upon submission of payrolls certified by the Census fielq of
fices. Enumerators worked, for the most part, on a piece-price 
basis. Payrolls were prepared for them after they finished 
their training period and satisfactorily completed an enumera
tion district. 

Except for payroll, the accounting operations were central.· 
ized. All payments for services, other than personal services, 
were made in Washington. The field offices prepared travel 
orde;rs, travel vouchers, and public vouchers for purchases an9 
services (other than personal services). Each document and 
voucher they submitted for payment in Washington was supported 
by a cost distribution statement. This statement identified the 
District Office incurring the expense and the project and ap· 
propriation to be charged. The official cost and operating re·, 
ports were prepared in Washington, but each District Office. 
prepared certain accounting reports on an unofficial basis. ' '.'; 

Administrative personnel from Washington visited each fiel4, 
office_ during the field operation, They reported on payroll, ac,":i 
counting, procurement and other administrative activities in th:~' 
field offices and assisted field personnel in performing their ad~Zg 
ministrative functions. ',,:,· 
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