Exhibit

Appendix A: QUALITY CONTROL FORMS

Form

1

2

10
11
12
13
14
15
16

17

F-236, Crew Leader’s Check List for Map Reviewand Preparatory Work

F-239, Daily Report of Field Review

F-239A, Daily Report of Field Review (Single Stage)

F-243, Record of Field Review, PH-1 and PH-2

F-243A, Record of Field Review, Single Stage

F-244, Record of Field Review, PH-3 and PH-4

F-267, Office QC Record for PH-1

F-268, Office QC Record for PH-2

F-278, Office Verification of Transcription to PH-3 or PH-4
F-280, Office QC Record for PH-3 or PH-4

F-287, Office Payroll Verification Record for Two-Stage Areas
FF-288, Evaluation of Map Review and Preparatory Work

F-289, Evaluation of Field Review for PH-1 and PH-2

F-289A, Evaluation of Field Review for PH-3 or PH-4

F-289B, Evaluation of Field Review, Single Stage

F-308, Regional Office Quality Control Report for Single-Stage Areas

F-309, Regional Office Quality Control Report

45



QUALITY CONTROL FORMS 47

ForM 60-11-236 U.S. DEPARTMENT OF C 0. Dat,
roRM 6 ARTMENT C mé"é'éﬁ'iﬁf ate started EA check b. ED Numbers

CREW LEADER'S CHECK LIST
FOR MAP REVIEW
AND PREPARATORY WORK

1960 CENSUS OF POPULATION AND HOUSING

¢. District Office

d. Kind of assignment (See Form F-237)

[} Mileage authorized

[T] Non-mileage

e. List of sketches and descriptions attached for this check list:

Fill out a separate Check List for each Enumerator’s
assignment. When you have finished the preparatory
work for all ED’s in the EA, send the Check List to
the Technical Officer for review.

Keep in mind that the main purpose of the preparatory
work is to eliminate Enumerator difficulties, and not
merely to complete this Check List, Use the '*Re-
marks’’ section to describe additional problems not
specifically covered by the Check List,

This form will be returned to you to permit you to
use the information you entered in reviewing the
Enumerator’s work.

GENERAL INSTRUCTIONS

Some items in the Check List apply only to areas
where mileage is authorized while some applyonly
to non-mileage areas. For your convenience, we have
listed below the items which apply to a particular
kind of atea. All other items are to be completed in
all areas. If the original assignment must be divided
among two or more Enumerators, do not go backto
change this Check List. Enter the new assignments
and any new ED numbers in the “‘Remarks'’ section
on Page 2 of this Check List,

In mileage authorized areas only: Item 3.

In non-mileage areas only: Items 2A, 2B, 5 and 6.

f. CERTIFICATION

I certify that [ have reviewed this EA in accordance with instructions and have corrected the maps as necessary. | further certify
that | have prelisted the required number of units and have determined that the EA [} should [T should not be split.

Signature of Crew Leader

Date

I certify that I have reviewed this Check List and concur in the changes recommended by the Crew Lender.

Signature of District Technical Officer

[ _

Date

Page 1




48 QUALITY CONTROL OF THE FIELD ENUMERATION

. - o blems in the enumeration assignment not covered by the |
~RE i i Technical Officer about any problen .
REMARKS - %,hiétliiﬁ.ct:\cl,:o(:eéz?dtt};:e numbers of ED’s which were split in Item 6.

COMPLETE ITEMS 1 THROUGH 3 BEFORE VISITING THE ENUMERATOR ASSIGNMENT

Enter ED Is there a map
numbers in or description
. the order for each ED?
Instructions to be (Mark tX")
ehumerated .
Yes No
ITEM 1
Check if there is an edumerator map for éach ED (or name
and address of an institution or specialdwelling place which is
a separate ED).
If you do not have a map or desctiption for each ED, call the
District Supervisor immediately and arrange to get one.
lets
'TEM 24 "eaon Tiem 125 a1l B
NON-HILEAGE List block numbers in th ided ofi the pink map back
ist block numbers in the space provided o the pink map back-
ED'S ONLY ing sheetin theorder ih which the Enumetator should visit them, ]
'TEM 28 Mark the fi block: h ED
ark the first two blocks on eac map with the starting point
NON-MILEAGE and arrows to show direction of travel for Enumerator, ]
ED'S ONLY
ITEM 3 Mark each ED map with a starting point. Number the first three
roads on the Enumerator’s mapin the order in which the Enumer-
MILEAGE ator should visit them, (If the ED is laid out in blocks, follow d
ED'S ONLY the procedure in Item 2, but check the box in Item 3.)
FORM 60-11-236 {11.5.55)

Page 2




QUALITY CONTROL FORMS 49

N-MILEAGE ED'S - List tha first 25 dwellings, vacant or occupled, in the Enumerator's assignment, Use o
ITEM 4A No separate line for sach dwelling that you list,

MILE AGE ED’S- List the first 15 dwellings, vacant or occupied, along the three roads you have numbered, (If there
are fewer than 15 units on the first three roads, list as mony as there are). Use a separate line
for each dwelling that you list,

FOR USE [N FIELD REVIEW
Apartment Entered in
Block House number Listin Not listed in Listing Book
g ot listed in Listing Boo
Vo] T Cortacation st | mumber, | ainons, | gonine
nul,anlge: arrow unnamed alleys, nt::n%cr,azr "al::;:,” Should
road courts, etc.) location "‘reat,’”” | Page | Line | have been* Should not have been
number etc.) aum~ | oume {Mark X" (Explain)
ber ber if applicable)
(a) (b) (c) (d) (e) 0 | (8 (k) (i)

(Table continued on next page)

i it that was missed.
* At the pext teview, verify that Enumerator has gone back and listed any unit
migsed unit appears.
L pp

Enter page and line number of Listing Book where

Page 3




50 QUALITY CONTROL OF THE FIELD ENUMERATION

ITEM 4A - Continued

FOR USE IN FIELD REVIEW

Apartment | Enptered in

Block House number Listing Not listed in Listing Book

number Street or road name number, (If none, Book on—
ED ot (Or locatlon of cural box enter
number | arrow unnamed alleys, or ““frant,** Should
number, . -

road courts, efc.) location *‘rear,’’ | Page | Line | have been Should not have been

number otc.} gu;ﬂ- fi"-:;" (Mark **X** (Explain)
e

if applicable)

(a) (b) () @ (e) ® (8) (h) @

ITEM 4B - AS YOUYISIT THE REST OF THIS ENUMERATOR ASSIGNMENT, LIST IN THE SPACE BELOW ANY TEN ADDITIONAL DWELLINGS
SCATTERED THROUGH THE EA. USE A SEPARATE LINE FOR EACH DWELLING THAT YOU LIST.

* At s later review, verify that Enumerator has gone back and listed any unit thar was missed.

s A Enter page and line number of Listing
Book where missed unit appears,

FORM 80-11-238 (11-5-88) Page 4




'QUALITY CONTROL FORMS

51

— :
ITEM 5 - COMPLETE THIS ITEM FOR NON-MILEAGE ED'S ONLY. USE A SEPARATE PAGE FOR EACH ED.

ED number
THE PURPOSE 5 TO ESTIMATE THE NUMBER OF DWELLINGS IN THE ED, BLOCK BY BLOCK,

Copy these from ED map Estimated | FOR USE IN Copy these from ED map i FOR USE N
before you start listing number of | FIELD REVIEW before you start listing fsr:;ztsg FIELD REVIEW
dwellings N}lmber.of dwell- dwellings |Number of dwell-

Block Names of all streets in this m}%zulrf‘e‘i by | Block Names of all streets in this ings listed by
nymber in this block block (Explain serous | number in this block block (Efglnger:;Sfaus

dilfge’;e‘cssxs &ig!?rcn(&‘)es

@ (&) (© 6) (b) (© “dy
TOTAL

GRAND TOTAL

*REMARKS (Explain differences found during Field Review):

IF THERE ARE MORE THAN 6 ED

s IN THIS ASSIGNMENT, USE ANOTHER CHECK LIST, FORM F-236

Page 5
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QUALITY CONTROL OF THE FIELD ENUMERATION

: ED numbe;
ITEM 5 . COMPLETE THIS ITEM FOR NON-MILEAGE ED'S ONLY. USE A SEPARATE PABGLEOZf()RBsA;LHOEz,
THE PURPOSE IS TO ESTIMATE THE NUMBER OF DWELLINGS IN THE ED, i
: i C these from ED map Estimated FOR USE |N
e e vt Estimated | [ 0F USEEV'I'éW boeigre you start listing number of | FIELD REVIEW
before you start listing number of FIELD R ‘ Saadiilial
dwellings {~umber of dwell- dwelhr'\gs i‘;mselri;t gv.lr)ell-
i f all streets in thi § ings listed by | Block Names of all streets in this Egnumeg:tory
Block ?\a{nes of all st in this Enumerator |, oher in this block block (Explain serious
number in this block block (Exrfil;}g}-efaii:”s dté{?rengfs
) elow
(@) ®) () @ | @ (») @ &
TOTAL

GRAND TOTAL

*REMARKS (Explain d ‘f;:.r.ences fou:;é uring

IF THERE ARE MORE THAN é ED'S IN THIS ASSIGNMENT, USE ANOTHER CHECK LIST, FORM F-236

FORM 60-11-236 {11-8:59)

Page 6
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53

i , ED number
ITEM 5 - COMPLETE THIS ITEM FOR NON-MILEAGE ED'S ONLY., USE A SEPARATE PAGE FOR EACH ED.
THE PURPOSE 15 TO ESTIMATE THE NUMBER OF DWELLINGS IN THE ED, BLOCK BY BLOCK.
these from ED map Estimated | FOR USE IN Copy these from ED map i d | FOR USE IN
cl?ff}:)re you start listing number of | FIELD REVIEW before you start listing fs:gztzf FIELD REVIEW
,——T—- dwellings N}xmber_of dwell- dwellings N‘umber. of dwell-
Block Names of all streets in this ings lsted by } pygey Names of al} streets in this togs Yisted by
oc . . Kk Enumerator b . . Enumerator
mber in this bloc block (Explain serious | number in this block block (Explain serious
nu ditferences dIHerengea
below ) below *)
(a) (b) (c) (d) (b) (c) (d)
TOTAL

GRAND TOTAL

*REMARKS (Explain 'cii.ff;x;érlczles found during Field Review):

{F THERE ARE MORE THAN 6 ED

15 IN THIS ASSIGNMENT, USE ANOTHER CHECK LIS

T, FORM F-236

Page 7
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QUALITY CONTROL OF THE FIELD ENUMERATION

™

" ‘ LY. USH 4 ' \ ED numbe
GE FOR EACH ED. t
ITEM 5 - COMPLETE THIS ITEM FOR NON-MILEAGE ED'S ONLY. USE A SEPA:AT:DPAB,LOCK o
THE PURPOSE IS TO ESTIMATE THE NUMBER OF DWELLINGS IN THE , .
- . IN Copy these from ED map Estimated FQR UsE IN
Cl?ep?;::;];soeu fsxgamnhl?sl?:; Est;:atei FIFEOLRDLF’{SEEWEW before you start listing number of FIELD REVIEW
T . T
3:,!:112;:5 Number of dwell- ‘ dwellings |Numbet of dwell]
Block Names of all streets in this ings listed by | Block Names of all streets in this llg;:ugz:;i by
L or
number in this black block (Exﬁym‘:;::%ue aumber in this block black (Explatoter
dlm;rengee dil;l.s;%]g)es
(a) DN ( o e (a) (b) () &

.....

e e ...

LECE N N A

M R
A I T I R R

L N R N N

TOTAL

TOTAL

GRAND TOTAL

N
.

}F THERE ARE MORE THAN 6 E

D'S IN THIS ASSIGNMENT, USE ANOTHER CHECK LIST, FORM F-236

FORM 60-11-228 (11+5.89}

Page 8
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mapm——_—————
ITEM 5 - COMPLETE THIS ITEM FOR NON-MILEAGE ED'S ONLY. USE A SEPARATE PAGE FOR EACH ED, | ED PUmber
THE PURPOSE IS TO ESTIMATE THE NUMBER OF DWELLINGS IN THE ED, BLOCK BY BLOCK.
Copy these from ED map Estimated | FOR USE IN Copy these from ED ma i 0
before you start listing number of | FIELD REVIEW efore you start listingp f:;:a:t;? FrEL%URSEEVII’;w
dwellings N}lmber_of dwell- dwellings |Number of dwell-
Block Names of all streets in this lngs listed by | Bjgcy Names of all streets in this ings listed by
in this block block Enumerator numb . X Enumerator
number oc (Explain serious | DUMber in this block block (Explain serious
‘ digsg:cﬁ)ea ' di![a’rengca
@ ) © & (a) (®) © i
TOTAL

GRAND TOTAL

IF THERE ARE MORE THAN 6 ED'S IN THIS ASSIGNMENT, USE ANOTHER CHECK L

ST, FORM F-236

Page 9
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QUALITY CONTROL OF THE FIELD ENUMERATION

ED number
PAGE FOR EACH ED. . :
GE ED'S ONLY. USE A SEPARATE
<« COMPLETE THIS ITEM FOR NON-MILEA .
NS $HE PURPOSE I5 TO ESTIMATE THE NUMBER OF DWELLINGS IN THE ED, BLOCK BY BLOCK
Copy these from ED map Estimated | FOR USET
Cop{ these from I‘iD map Estimated FrEOLRD%SEEV';w s:%:e you start listing number of | FIELD REVIEW
H _—_ﬁ
before you start listing sumber of Number of dwell- dwellings N‘“mbelt‘ of dwell]
1 dszelll:t'lgs ings listed by | Block Names of all streets in this u;ig:u;:::fot,y
Block Na{ncs of ]:1 s;reets 1;11: ;s = me:e::s?;“ aumber in this block block (Exg{;}m ator
number in this bloc oc xé,i ain asrio bﬁ;wg)"
() O) © i (@ (®) © lap
TOTAL

GRAND TOTAL

¥REMARKS (Explain differences fo

und duting

ield Review):

IF THERE ARE MORE THAN & ED'S IN THIS ASSIGNMENT, USE ANOTHER CHECK LIST, FORM F-236

FORM §0-11+236 (11.8.88)

Page 10
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r—-_—__ﬁ" COMPLETE ITEM § FOR NON-MILEAGE ED’S ONLY
[TEM 6 Eszit;xatefi number
¢ .
NUMBER OF ED Ue:‘élln smf)or (C) 1f the total is 500 or fote, the assignment must be divided among
UNITS IN number (G’:"Id total of ;:u:lfrt‘more' EInume;ato:fs. Always make the EA, which has the
° ] stings ih Ite i i
ENTIRE o },tme:’ (;)) 4 m 4, a Hirst agsignment,
ENUMERATOR (a) ®
ASSIGNMENT
SHOULD THIS ASSIGNMENT BE DIVIDED?
[]Yes [[CNe
If 'Yes,” follow the instfuctions for dividing the EA in the Crew
Leader’s Manual, Show new EA’s and ED's in the *'Remarks’’
sectidn on Page 2.
TOTAL

ITEM 7 - List each place youcome to which may haveto be enumerated by special procedure. List all hotels, moteis, YMCA's,

college dormitories, hospitals, jails, and institutions. If you have any doubt, list ond decida later.

If the place you list is in one of the following groups, muoke it a special ED:

T-n'pht places - Hotels, motels, YMCA’s, provided these
places have 50 rooms or more for transient guests,

Mnight places - Flop-houses, missions, etc., provided
these places have 50 or more rooms or beds.

All jdils regardless of size.

Institutions - Homes for juvenile delinguents, érippled
children,etc., with 50 or more inmates,

Non-institutiondl Group Quarters - Cdnvents, monasteries;
etc, with 50 or more persons.

Militaty lnstallatiohs - Army posts; naval stations, etc.;
with 50 or more persons.

General Hospitals < Places with 50 or mate patiants.

Some Crew Leaders will receive a Foifn F-269 from the
District Office on which are listed places already known
to requite special enumeration procedures. For each place
you list, which is not on an F-26Y, enter the number of
rooms, beds, persons, ot other units in one of Columns (b)
through (f). which best describes the kind of place. If
the rules show that the place should be a séparate ED,
enter the ED dumber in Column (g). If the place islisted
on F-269, fill in Columas (a) through (g) from the F-269.

If you teceéive an F-269 which shows a place which you
failed to list, and you aré certain that the place is net in
the ED shown, notify the District Office by telephone.

~ Number of persons or accommodations
. Nog- ED
" M-Night el Other
T-Night | 200 | Instite- mmstls 1 milicary n“.f;'b"
Name and address of place (Rooms units, tion cow instal- 1t a
or or (Persons) fdrteprs lation, et¢. Sc%a];ate
units) bads) (g“scms) (Persank)
_(b) (@ .. @ | @& .0 (2)
*1f shown on F-269, copy without making further inquiry. Page 11
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QUALITY CONTROL OF THE FIELD ENUMERATION

COMPLETE ITEMS 8-12 FOR EACH ED IN THIS EA

ITEM 8

Have any of the physical features of ED
the boundaries changed? For ex- | ymber
ample, has a boundaryriver or stream

changed course or have boundary
streets beenremoved tomake way for
a new highway? Yes

If **Yes,” attach a sketch or written
description of the difference to this
check list showing how you changed No
the map,

ITEM 9

Wil any of the ED boundaries be ED
difficult forthe Enumerator to locate? aumber
For example, is one of them an in-
visible political line?

If **Yes,” make anotation here which | ves
will help the Enumerator identify
those boundaries, When you make up

assignments for Enumerators before
training, you will transfer this nota- N
tion to his ED Listing Book. o

For example, the boundary is the city Example
limits which are not visible on the

ground, One end of this boundary in-
tersects Ferndale Road at a point
where blacktop pavingends and con-

FERNDALE ROAD

crete paving begins. You might
identify this end of the boundary as
follows: »

) ot

LIMITS

CITY

CONCRETE BEGINS,
BLACK TOP ENDS

ITEM 10

Are there any streets with names dif- ED
ferent from those on the map; new | number
streets; other changes?

Yes
If *Yes,” make all necessary cor

rections and additions to both your

map and the Enumerator’s map. N
o

ITEM 11

Are there any incorporated places in the Enumerator’s assignment which are not
L A L

If *'Yes,” follow the instructions in your Manual and submit the required map with
the check list,

Mark (X) for each Item

[]Yes

[1Ne

ITEM 12

If this is a resort atea, are there 50 or mote seasonal vacancies in any one of
these EDVs2. . viuniiiiinnennennsnnnnesn.

L N N R R R T

If "'Yes," assign such ED's on an hourly rate and correct Form F-237 accordingly.

[ Yes

1 No

REMARKS

"

FORM 80-11.236 (11-8-59)

Page 12 * U5, GOVERNMENT PRINTING OFFICE ; 1959 0—531871
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(11-8-89)

RECORD OF FIELD REVIEW

— PAGE 1
.11-243 U.S. DEPARTMENT OF COMME istri 1
ForM 60 Bonea bak.Co cENF;SSE . District Office Number b. ED Numbers

PH-1 AND PH-2
1960 CENSUS OF POPULATION AND HOUSING

¢. Name of Crew Leader

d. Name of Field Reviewer

o. Enumer- | Name Address Telephone Number
ator
f. Appoint- First review Second review Third review Final review
ments
for Date
teview
Time
Place

Section | - CHECK FOR MISSED UNITS

First review

Second review

Third review

Final review

Check housing units on

2

Page one
of
Listing Book

All pages
not yet
checked

All pages
not yet
checked

All pages
not yet
checked

1. Number of units prelisted on F-236 not in
Listing Book.

Enter in Column d, Item 5 of the F-236, the number of housing units listed in each block by enumasrator.

Check housing units on P

Last full page

in
Listing Book

Last full page

in
Listing Book

Last full page

in
Listing Book

Pages 4, 9, 14,
19, and 24 in
Listing Book

Listing Book Review

(Check one)

(Qhuck one)

(Check one)

{Check one)

Yes No

Yes No

Yes No

Yes No

Section Il -

2, (For PH-2) Are block numberts in Column 2 in
cotrect order? '

3. Are housing units listed in correct sequence
according to address?

4. Is sample key (Column 5 ) in correct order?

5. Does Column 12 show number of persons for
each completéd housing unit?

6. Is there an '"A" or “'GQ’’ for each sample
unit in Column 13 ?

1. Total lines answered *‘No"* in Section I,

Seetion I -

8. Are Columns 1, 3 and 4 adequately filled for
each housing unit?

9. Is Column 6 filled correctly?

10. Is Column 7 filled for each housing unit?

11, Ate callbacks recorded in Columns 8 and 9?

P ———

12. Is method of completion shown in
Columns 10 and 112, ,.,0.00vvveeens

b. Is number of closeout cases reasonable [P
g

13, Total lines answered “*No*' In Section Il

—
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QUALITY CONTROL OF THE FIELD ENUMERATION

PAGE 2

Section IV - POPULATION REVIEW

First review

Second review

Third review

Final review

Check persons in housing unite one—————p=-
(Check only persona in housing units completed
by interview)

For Lines 14 through 20 tally and total the number
of times,

Last five
FOSDIC pages
with entries
Last page checked

Last five
FOSDIC pages
with entries
Last page checked

Last five
FOSDIC pages
with entries
Last page checked

FOSDIC pages
11, 44,77

ED.

.| ED.

Page

Page

in all
books

14. Either Plor Hl is not in correct sample
key order,

15. Blank, double mark, or bad FOSDIC mark in
P2 through P7.

16. P3 shows 5 or more*'' Nonrelatives'' or one or mo;e:
“Inmates’ but P1 and H1 are not GQ.

17. P3 does not show one and only one'* Head"’ for
a housing unit (Exclude G Q').

18. P5 is *'Other’’ and *‘Race’’ is not specified.

19. PG shows decade of birth of 1950 or 1960 and
P3 is “Head” or "‘Wife".

20. P6 shows decade of birth of 1950 or 1960 and P7 is
other than ‘'Never married"’

21. Total srrors in Section |V,

Section V - HOUSING REVIEW

For Lines 22 through 29 tally and total all blanks,
double marks, and ﬁnd FOSDIC marks in —

22, H1

23. H2 through H11.

24. H12 when H7 is "Occupied.”

25. H13 when H7 is "*Vacaat."

26, (For PH-2) H14 when H12 is *‘Owned or being
bought’* or HI3 is “'For sale only."’

27. (For PH-2)
H15 when H14 is *'1 unit-no business."

28. (For PH-2)
H16 when H12 shows “‘Reated.’’

29. (For PH-2)
H16 when H13 shows “For rent."

30. Total errors in Section V.

Alao check the following pointa when you review
the FOSDIC Book:

(Check one)

(Check one)

(Chack one)

(Check one)

Yes No

Yes No

Yes No

Yes No

31. Are FOSDIC pages free of creases, tears, ot
marks in margin?

32. Are persons in P2 listed in proper order? )

33, Is Enumerator leaving enough lines for callbacks?

34. (Fot PH-2)
Are block and page numbers being entered?

35, Are blank lines free of marks whi
picked up by FOSDIC? macks which may be

34. Is Fnumerator cancelling lines properly?

FORM 60-11.248 (11-3.59)
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saction VI - FOSDIC BOOK - LISTING BOOK

First review Second review Third review

PAGE 3

REVIEW Final review
" Last five Last five : FOSDIC pages
Check housing unity on=————e—ee . FOSDIC pages FOSDIC pages FOIé?)sItCﬁ;:ges )44, 71
with entries with entries with entries EDmbank
ooks

47, Check that P1 agrees with Column 5 of
Listing Book. Tally for each time they differ.

38, Compare number of persons in FOSDIC Book
with Column 12 of Listing Book. Tally each
time they differ.

39, Tota! errors in Section V.

Section Yil - HOW TO TAKE ACTION

40, First Review

Circle entry in Column (a)

Enter number from — if greater than Column (b)

How to take review action

Initial the
action

@ ®) © voR fgke
Non-mileage
2
. ) If there are no circles in Column (a), do not

Section I, Line 1 Mileage review again until final review,

1

[ The Crew Leader will release the Enumerator if —
Section II, Line 7 1
ection T, Liae (1) Section I is citcled
Section IIl, Line 13 3 OR
Section IV, Line 21 16 2) Zi?él:;”e in Sections II through VI are
Section V, Line 30 12
If none of the above, a second review will be

Section VI, Line 39 1 necessary.

41, Socond Roview

Circle entry in Column (a)

Initial the

Enter number from=- if greater than Column (b) How to take review action action
you take
(a) (b) (c} (d)
Section I, Line 1 0 If there are no citcles in Column (a), do not
review again until final review.
Section II, Line 7 1 :
The Crew Leader will release the Enumerator if —
. (1) Section I is circled
Section III, Line 13 Y
OR
Section IV, Line 2 16 )
L e 2 (2) 2 or more in Section II through VI are
circled
Section V, Line 30 12
D If none of the above, a third review will be
Section VI, Line 39 1 necessaty.
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PAGE 4
42, Third Review ————
Circle entry in Column {a) o i nitial the
i How to take review action action,
Enter number from-— if greater than Column (b) ow to ym% on
(a) (b) (c) )
Section I, Line 1 0
1f there are no circles in Column (a), do not
Section If, Lioe 7 ! review again until final review.
Section III, Line 13 3
Section IV, Line 21 16
The Crew Leader will release the Enumerator
Section V, Line 30 12 if one or mote circles are in Column (a).
» 3
Section VI, Line 39 1

43. Final Review

Circle entry in Column (a)

Initia} the

Enter number from — if greater than Column (b) How to take review action actiOﬁ
you take
(a) (b) () (d)
Section I, Line 7 0
N . 1 If there are no circles in Column (a), accept
S.ecnou 1L, Line 13 EA as completed.
Section 1II, Line 21 3
Section IV, Line 30 16
1f there are one or more circles in Column (a),
Section V, Line 30 12 EA is not acceptable, return to Enumerator for
cotrection.
Section VI, Line 39 1

Section VIl - CLOSEOUT REVIEW

44. Inspect FOSDIC entries of all units completed by closeout procedure,

45, Tally each population line with no entries for race and sex.

Tally {Total

46, Tally each housing unit which does not have -

"Head in P3 for one person, or ''VAC" in P2,
and entries in H3, H4 and H7.

Tally Trotal

47. Is sum of Lines 45 and 46 greater than 25? (Check one box)

[1 Yes - Give to closeout enumerator. Verify transcription when

assignment is returned.

[[1Ne - Fill in necessary entries according to instructions in
your manual and proceed to transcription verification.

Soction IX - TRANSCRIPTION VERIFICATION (To be done after ;:Ioleouf review is complated)

48. Check the last sample housing unit or GQ on each
these units in the Stage I and Stage I FOSDIC Bo

;}w‘age of the Listing Book. Compare population and hiousing entries for
oks,

49. Enter the number of units checked....... Cevesereee

Number

50. Tally and total the number of transcription errots

Tally Total

51, Is the number in Line 50 less than the number'in Line 49? (Check one box)

[T] Yes - The transcription is acceptable. Send to District Office.

[[INo - The tzmsctigtion is not acceptable and must be completely

corrected and wverified.

FORM 80-11-243 (11.3-59)

* U.S. GOVERNMENT PRINTING OFFICE : 1959 0--531352 USCOMM-DC 12188-P89
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F-243A | RECORD OF FIELD REVIEW
SINGLE STAGE
1960 CENSUS OF POPULATION AND HOUSING

PAGE 1
60-11-243A U.S. DEPARTMENT OF COMMERCE | a. Disttict i
(F;g_Rz':_“, BUREAU OF THE sc s Office Number b. ED Numbers

¢. Name of Crew Leader

d. Name of Field Reviewer

ame
o Enumer- | N Address Telephone Number
atot
f. Appoint- First review Second review Third review Final review
ments
for Date
review
Time
Place

Section | - CHECK FOR MISSED UNITS

First review

Second review

Thitd review

Final review

Listing Book

Listing Book

Page one All pages All pages All pages
Check housing units on ~—ee— o of not yet not yet not yet
Listing Book checked checked checked
1. Number of units prelisted on F-236 not in
Listing Book.

2. Enter in column d, Item 5 of the F-236, the number of housing units listed in each block by enumerator.

Check housing unity on —————p| Last full page Last full page Last full page Pages 4, 9, 14,
in in in 19, and 24 in

Listing Book

- Listing Book

Section 1} - LISTING BOOK REVIEW

(Check ona)

(Check one)

(Check aone)

(Check one)

Yes No

Yes No

Yes No

Yes No

3. (For P H-2) Are block numbers in column 2
in correct order?

4. Are housing units listed in correct sequence
according to address?

5. Is sample key (Cotumn ) in correct order?

6. Does Column 12 show number of persons
for each completed housing unit?

1. Do Columns 12 and 14 agree for completed
units?

8. Is there an "'A" or “'GQ"’ for each sample
unit in Column 13?

9. Total lines answered ‘*No'’ in
Section Il.

Also check the following points when you
| _Teview the Listing Book:

(Use same sample

pages as above)

10. Are Columns 1, 3, and 4 adequately filled
for each housing unit?

11. Is Column 6 filled correctly?

12, Is Column 7 filled for each housing uait?

e

13. Are callbacks recorded in Columns 8 and 9?

14. Is Method of Completion shown in Columas
10 and 112

USCOMM-DC 12823-PB9



66

QUALITY CONTROL OF THE FIEL

D ENUMERATION

PAGE 2

First review

Second review

Third review

Final review

Section HI - STAGE | POPULATION REVIEW

Check psrsons In houaing units on«——iw—

(Check only perasons in housing unita completed
by interview)

Tally the number of times that:

Last five pages
in ED book
with entries

Last page

checked

Last five pages
in ED book
with entries

Last five pages
in ED book
with entries

ED ED
Last page Last page
checked .| checke

FOSDIC pages
11, 44, 77,
in all
books

15. Either P1 ot Hl is not in cotrect sample
key order

16. Blank, double mark, or bad FOSDIC matk in
P2 through P7,

17. P3 shows 5 ot more “"Nonrelatives’’ or one

ot mote “‘Inmates’’ but P1 and H1 are not GQ

18. P3 does not show one and only one ¢*Head"'
for a housing unit (Exclude GQ's).

19. P5 is ''Other' and ‘'Race’’ is not specified.

20. P6 shows decade of birth of 1950 ot 1960
and P3 is *'Head' or “'Wife”,

21, P6 shows decade of birth of 1950 or 1960
and P7 is other than “'Never married".

22. Total errors in Section Ili

Section |V - STAGE | HOUSING REVIEW

For Lines 23 through 30 taily and tota] all
blanks, double marks, and bad FOSDIC marksin

) (Use same sample pages as above)

23. H1.

24, H2 through H11,

25. H12 when H7 is **Occupied.”

26. H13 when H7 is **Vacant.”

27. (Fot PH-2) H14 when H12 is *'Owned or
being bought' or H13 is *‘For sale only.”

28. (For PH-2)
H15 when H14 is **1 unit-no business.”

29. (For PH-2)
H16 when H12 shows “"Rented’’,

30. (For PH-2)
H16 when H13 shows ‘'For rent."

31 Total arrors in Section |V
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Also check the following points when you
. roview the Stage I ED Book:

(Chack one)

(Check one)

{Check one)

PAGE 8
(Check one)

Yes No

Yes Ne

32, Are FOSDIC pages free of creases, tears or
marks in margin?

Yes No

Yes No

33. Are persons in 42 listed in proper order?

34, Is enumeratd: leavin'g enéugh lines for
callbacks?

o

35. (For PH-2)
* Are block antl page numbers being entered?

36, Are blank lines free of marks which may be
picked up by FOSDIC?

37. Is enumerator cancelling lines propetly?

Section V - STAGE 1 ED BOOK -
LISTING BOOK COMP ARISON

First teview

Second review

Thitd review

Final review

Check housing units on —emegmm

Last five pages
in ED book
with entries

Last five pages
in ED book
with entries

Last five pages
in ED book

with entries

FOSDIC pages
11, 44, 77
in all
ED books

38. Check that P1 in Stage 1 FOSDIC Book
agrees with Column 5 of Listing Book.
Tally each time they differ.

39. Compare number of persons in Stage [
FOSDIC Book with column 12 of Listing
Book. Tally each time they differ.

40. Total errors in Section V.

Section V1 - TRANSCRIPTION VERIFICATION

Compare population and housing entries in the
Stage I and Stage II ED Books. Have the
Enumerator read the Stage II entries to you.

Tally |Total

(Use same sample pages as above)

Tally Total

Tally |Total

Tally Total

41, Tally and enter the total number of
transcription errors,

Algo check the following pointas in the Stage
I ED Book fot the same housing units as
above:

(Check one)

(Check one)

(Check onse)

(Check ons)

Yes No

Yes No

Yes No

Yes No

42, Are pages free of creases, tears, or other
unauthorized marks in the margin?

43, Are blank sections free of marks which
may be picked up by FOSDIC?

44. Is enumerator entering page number from
PH-1 or PH-2 for each unit?

45. Is enumetator filling *‘Continuation"’
circle when necessary?

USCOMM-DC 12823-P39
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[ First Second Th.ird Final
Section VIl - STAGE If ED BOOK REVIEW - HOUSING ITEMS review review review tev1ew‘-
Last five} Last fivr.é Lastlﬂw‘ei Filrst ]
. completed|completed |completed] complete
. 'g, Il omissions, double entties le sample sample | sample unjt
Do not include close—ous cases or GQ's. Count a ’ uiiilg;pin unitspin aonmple | Sampie uni
and bad FOSDIC marks in: s 0 s Book puass
Listing | Listing | Listing |2, 4, 6, 8,
Book Book Book and 10
46. H17,

47. H18a when H17 is *‘on a place of less than 10 acres''.

48. H18b when H17 is *‘on a place of 10 or mote acres”,

49. H19 through H21.

50. H2 2 through H28 when H7 is “Occupied"’,

51. H29 through H34.

52. H35 when H7 is "'Occupied’’,

53. H35a when H35 is '‘Yes',

54, H36 when H7 is "*Occupied’’.

55, H37 when H3 is ''Trailer'’ and H7 is “Occupied”’,

56, H38 when H7 is ‘'Vacant'’ (one of three vacancy entries).

57. H39 when H12 is ""Owned or being bought’! or H13 is ‘*For sale only’’,

58. H40 when H39 is '*1 unit - no business’,

59. H41 when H12 is “Rented" or H13 is *'For rent”,

60. H42 when H12 is "Rented' or H13 is “*For rent?’,

61. H43a, b, and ¢, when H12 is "'Rented”’ or H13 is "*For rent'’, (Each one of
the three parts must be answered,)

62, H44a when H43a is “'Yes"” and H7 is "'Occupied’,

63. H44b when H43b is *'Yes and H7 is "Occupied®,

64. Hi4c when H43c is *'Yes' and H7 is “"Occupied”,

65. H45 when H12 is “Rented"” or H13 is ""For rent*’,

66. H46 when H45 is “Yes” and H7 is *Occu ped”’,

67. Total errors in Section VII

Section VIii - STAGE Il ED BOOK REVIEW . POPULATION ITEMS

Do not include close-out cases. Count omissions, double entries, and bad

FOSDIC marks or inadequate written entries jn; (Use same sample housing units as above)

68. P3a when P3 is “Rel® or "*Non''

USCOMM-DC I2823-PB9
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PAGE 8
Saction Yl (Continued) First | Second | Third | Final
review | review | review | review

89. P8

70. P9 when P8 is foreign country

—

71. P10 through P12

72. P13a when P12 is “1959-1960", '1958", ¢1957'* of "'April 1955 to December 1956,
FOR PERSONS BORN BEFORE APRIL 1, 1955

73. P13b when P13a is '*This city"’,

74. P13c when P13a is "'Not in a city"', "*This city", or "*Different city’,

75. P14

76. P15 when P14 is “'Kindergarten, “‘Elementary school", **High school®, or *‘College"

77. P16 when P14 is “Kindergarten’’, “*Elementary school", **High school, or *‘College” |
and PG is ‘'April, 1925", or after,

78. P17 when P16 is **Yes, regular school”,

79. P18 and P19 when P7 is *'Mar”’, *'Wid", *'Div"’, or **Sep”’,

80. P20 when P7 is *"Mar’, “Wid"*, "'Div"’, or "'Sep’’, and P4 is ‘‘Female,

81. P21

FOR PERSONS BORN BEFORE APRIL 1, 1946

82. P22

83. P23 when 22 is *'Yes™,

84, P24 when P22 is "'No'’.

85. P25 when P24 is *'No'’,

86. P26 when either P24 or P25 has an entry.

87. P27 (all parts) when P22 is “*Yes" or P26 is 1960, '*1959'", *'1955-58",
or '*1950-54*, Be sure entties are adequate,

88. P28a when P22 is ‘‘Yes'',

89. P28b when P28a is *'This city’’ or 'Different city".

90. P28¢ when P22 is ''Yes”,

91. P29 when P22 is "‘Yes'".

92. P30 when P22 is “Yes of P26 is “'1960"", “'1959", *'1955-58", or ‘*1950-54".

93. P31 through P33 when P30 is “‘Yes'’

94. P34

95. P35 when P4 is *‘Male’".

96. Total errors in Section VIl

USCOMM-DC 12823-P59
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PAGE 6 . ]
. i i Final review
. . . Second review Third revi ew k .
Section IX ORS F“r' review, Ci::lc entry in Circle entry in c F“’Cle Y iAoy
SUMMARY OF ERR Circle cgftry ;ﬁzer Column (c) if greater Column (e) if greater 0 l:unn (g% if greater
O than Colome. ) than Columa (d) than Columa () than Columa (h)
Number
Number g | Number o dard Number | o ndard of errors | Standard
Enter number of etrors of errors Standar of errors of ertors )
from; (a) (b) (c) (@ (e) () (g) (h)
NON- o* 0 0
Section I, Line 1 MCEASE: 2
. . 1 1 1 1
Section I, Line 9 .
16 16
Section III, Line 22 16 16
12 12
Section IV, Line 31 12 12
1 1
Section V, Line 40 1 1
5
Section VI, Line 41 - 5 5 5
Section VII, Line 67 5 5 5 5
Section VIII, Line 96 13 13 13 13
Initial the action
Section X - HOW TO TAKE ACTION you take
The Crew leader will release the Enumerator if Section I is circled or there are
3 or more circles in Column (a) for Sections II through VIIIL.
First If there are no circles in Column (a), do not review again until final review
Review
If there are 1 or 2 circles, a second review will be necessary.
The Crew leader will release the Enumerator if Section I is circled or thete are
2 or more circles in Column (c) for Sections II through VIII.
Second | If there are no citcles in Column (c) for Sections II through VIII, do not review
Review again until final review,
1f there is 1 circle, a third review will be necessaty,
The Crew leader will release the Enumerator if there are 1 or more circles in Column (e).
Third
Review Otherwise, do not review again until final review.
. If there are 1 or mote circles in Column (g), EA is not acceptable. If 1 circle, retum
RI::","“ to same Enumerator for correction. If more than 1 circle, réassign EA.
iew
If there are no circles in Column (g), accept EA as completed,
Section XI - CLOSEOUT REVIEW
Inspect Stage I ED Book entries of all unjts completed by closeout procedure Tally
(“X*" In Column 11 of the Listing Book)

97. Tally each population line with no entries for race or sex

98. Tally each housing unit which does not have: “"Head”’ jn P3 § te "y
and totries in H3.CH4 sad Ho. €ad”" in P3 for one person, or **Vac’’ in P2,

99. Is sum of lines 97 and 98 greater than 25? (Check one box)

[T1Yes - Give to closeout enumerator. Record assignment on F-
[)No - Aceept EA,

Fill in necessary entries according to instructions in your manual,

237, Verify entries when assignment is returned,

Send to District Office.

*See Appendix E, Section ES.122b.

* U.S. GOVERNMENT PRINTING OFFICE : 1950 0535617

USCOMM-DC 12823-P59



QUALITY CONTROL FORMS

71

o 6T

U.S. DEPARTMENT OF COMMERCE
{12-19-89)

BUREAU OF THE CENSUS

[F-244]RECORD OF FIELD REVIEW

a, District Office Number

b. ED Numbers in this EA

PH-3 AND PH.4
1960 CENSUS OF POPULATION AND HOUSING

c. Name of Crew Leader

d. Name of Field Reviewer

Review every sample housing unit on each of these pages.:

o. Enumer- Name Address Telephone number
ator
USE A SEPARATE F-244 FOR EACH LISTING BOOK
1, Appoint- First Review .Intermediate Review Final Review
ments Date
for
review
Time
Place
g How to
select 20 17 23 2
uz?its for Starting at the top left, circle each page number in this series 10 4 3n
Fma‘l *if thete is a corresponding page in the Listing Book with a — 18 2 15
Review sample unit. Stop when you have circled six pages. 12 1 14 8
' 16 19 24 7
21 5 139
Section LLISTING BOOK REVIEW
First EA Oniy Every EA

Tally each time:

First review  |Intermediatereyiew Final review
Pages 1-4 Pages 5-8 F“ls'dfm“
of the of the c;::;;crpa izne
Listing Book Listing Book i"msg

1. Callbacks are recorded incorrectly in columns 14, 14a and 135.

2. Method of completion is incorrect in column 16 and 17.

3, Columa 18 is blank for a completed unit or otherwise does not agree with
column 12. Do not count legitimate differences described in Enumerator’s
Reference Manual.

4, Total errors in Section 1.

Section 11 - HOUSEHOLD QUESTIONNAI

RE TRANSCRIPTION

Select the first 2 Household Questionnaites for sample units on these pages

Page 4 of the

Page 8 of the First page circled

8, s enumerator noting missing Household Questionnaire entries on outer
margin of ED book?

; o Listing Book Listing Book in item g
Compare entries on the Questionnaire with ED Book. & i
5. Housing items - Tally each omission or other error in the ED Book if

item answered on Questionnaire.
&, Population items - Tally each omission or other error in the ED Book if

item answered on Questionnaire.
1. Total errors in Section Il

(Check one)
Yes No Yes No Yes No

9. I8 enumerator bringing Housshold Questionnaires to the field review for

units which have been transeribed?

PAGE |

USCOMM-OC 12888-FP89
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Saction Il - ED BOOK REVIEW - HOUSIRG ITEMS

)

Review entries for these housing units
{Exclude close-out cases)

First

EA Only

Every EA

First review

Intermediate review

Final review

First 4 completed
units on pages 1-4

First 4 completed
units on pages 5-8
of

First unit on each
of last 4 circled

2 — pages in
Tally each omission, double entry or bad FOSDIC Listing Book Listing Book item g
mark in:
10. H17,
11, H180 whenHI17 is "*on a place of less thaa 10 acres' and *‘Occupied,”

12.

H18b when H17 is ‘‘on a place of 10 or more acres’ and **Occupied,”

13.

H19 through H21,

14,

H22 through H28 when H7is *'Occupied’.

15.

H29 through H34.

16,

H35 whenH7 is *'Occupied.”

17,

H35qa when H35 is “Yes''.

18.

H36 when H7 is *'Occupied"’,

19,

H37 when H3 is “'Trailer’ and H7 is **Occupied”.

20,

H38 when H7 is “Vacant'’ (one of three vacancy entries).

21,

H39 when HI12 is **Owned or being bought” or H13 is *'For sale only"'.

22,

H40 when H3%2 is **1 unit - no business"”,

23,

H4l when H12 is "'Rented' or H13 is “'For rent'’.

24,

H42 when H12 is “‘Rented’’ or HI3 is ‘'For rent”’,

25,

H43q, b, ond ¢, when H12 is **Rented® or H13 is “*For rent’’.
(Each one of the three parts must be answered.)

26,

H440 when H43a is “'Yes" and H7 is '"Occupied”.

27,

H44b when H43b is "Yes" and H7 is “Occupied”.

28,

H44c when H43c is "*Yes" and H7 is “Occupied”.

29.

H45 when H12 is "'Rented’’ or H13 is "'For Rent”.

30.

H46 when H45 is “'Yes’ and H7 is “Occupied”’.

3L

Total errors in Section 1L

Section IV . ED BOOK REVIEW - POPULATION ITEMS

Review entries for persons in these housing units
{Exclude close-out cases)

First 4 completed.
units on pages 1-4
f

First 4 completed
units on ?ages 5-8
o

First unit on each
of last 4 c.ucled

Pl3a when P12 is,)'1959-1960," '1958," 1957, or “April 1955

[ pages in
FOR ALL PERSONS Listing Book Listing Book item g
32. P3a when P3 is "'Rel’ or "*Non'",
33, P8
34. P9 when P8 is ""Born owside the U.8,"
35, P10 through P12,
36,

FORMB0.11.244 (12-19.89)

PAGE 2
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" Secti
ection IV - ED BOOK REVIEW - POPULATION ITEMS (Continued)
First EA Only Every EA
First review Intermediate review Final review
Review entries for these housing units »=-| First 4 co i . .
pleted Fitst 4 leted
(Exclude close-out cases) units on pages 1-4 unfs on pages 5.8 F,;;Sfa:: '.; zi:ﬁ?
r:::g(y’:?ch omission, double entry or bad FOSDIC Listi:; Book Listi:; Book p?f:: ;n
FOR PERSONS BORN BEFORE APRIL 1, 1955
37. P13b when P13a is ‘*This city” or “*Different city”.
18, P13c when P13a is *'Not in a city”, *"This city”, or **Different city"'.
39. P14
40. P15 when P14 is *'Kindergarten’, ‘'Elementary school’, “*High
school’’, or *College’’. ’ y oy TR
41. P16 when P14 is *'Kindergarten’’, ‘‘Elementacy school’, "*High school”, '
or “College™ , or is blank,and P6is “*April, 1925", or after. f
42, P17 when P16 is ‘'Yes, regular school”’. |
43. P18 and P19 when P7 is *“*Mar,’" *'Wid,” “Div,”" ot “'Sep'’.
44, P20 When P7 is ‘'Mar,"’ "Wid,"’ “Div,” or “Sep'’ and P4 is “*Female”.
45, P21,
FOR P ERSONS BORN BEFORE APRIL 1, 1946
4. P22,
47, P23 when P22 is “*Yes"..
48, P24 when P22 is *'No'".
49. P25 when P24 is "*No’’,
50, P26 when P22 is *‘No'' ot blank.
51 P27 (all parts) when P22 is ‘‘Yes' or blank or P26 is ''1960", **1959",
» 1955.58" or *1950-54". Be sure entries are adequate.
52. P28a when P22 is “‘Yes'.
53..P28b when P28a is ‘'This city”’ or “'Different city'’.
54, P28c when P22 is *'Yes''.
55. P29 when P22 is ''Yes".
6. P30 when P22 is “tyes” ot blank or P26 is **1960”, 1]959", *11955-58"",
' or '1950-54".
57. P31 through P33 when P30 is “Yes", or blank.
58. P34,
59, P35 when P4 is **Male’’.
60. Tota! errors in Section IV.
CHECK THE FOLLOWING POINTS WHEN YOU REVIEW THE ED BOOK First review Intermediate review Final review
Yes No Yes No Yes No
61. ‘Are FOSDIC pages free of creases, tears, of unauthorized marks
in the margin? :
82. Are blank sections free of marks which moy be picked up by FosDIC?
63, s enumerator noting missing questionnaire entries on outer margin of
FOSDIC page?
64. Is the enumerator following the rules on the green shee! i?" front of the
ED Book when he finds changes in sample housing units

PAGE 3 USCOMM.DC 12888.P8%
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Section V - LISTING BOOK - ED BOOK COMPARISON

Make the comparison for these sample units
(Exclude close-out cases)

First EA Only

Every_T-

First review

Intermediate review|

—]
Final review

First 4 completed
units on pages 1-4

First 4 completed
units on pages 5-8
f

First unit on each
of last 4 circled

("X in column 17 of Listing Book and dash {(—) i

n column 18),

o o pages in
Listing Book Listing Book item g
65. Compare the number of persons in the ED Book with column 18 of the
Listing Book. Tally each time there is a difference,
Section VI - HOW TO TAKE ACTION
First Review Circle eatry in Iuitia.l
First EA only column (a) if How to take action on the first review the action
greater than you take
Enter totals from: column (b) (First EA Only)
(a) (b) (c) (d)
Section |, line 4 2 LI Ehere are no cir(fles: in coltfmn (a), do not review
this EA again until final review.
Section ll, line 7 5
2. The Crew lLeader will release the enumerator if
Section I, line 31 3 column a shows 3 or more circles.
Section IV, line 60 10 3. If shere are either one or two circles in column (a)
this EA must be reviewed again before Final review.
Section, Y, line 65 0
Intermediate Review Circle entry .in Initial
First EA only c:rlcu::::r(:lza:xf How to take action on the intermediate review the a::tion
you take
Enter totals from: columa (k) (First EA Only)
(a) (b (c) (d)
Section 1, line 4 2 .
1. The Crew Leader will release the enumerator if
Section 1l, line 7 5 column (a) has 2 or mote circles.
Section I, line 31 3
Section IV, line 60 10 2. Otherwise, do not review the EA again until
Section V, line 65 0
Final Review Circle entry in ‘ Initial
Every EA ‘;‘:L‘;’:‘:r (tah)n;f How to take action on the final review the aidl:m
you take
Enter totals from: columa (b) (Evary EA)
(a) {b) (c) (d)
Section |, line 4 2 1. If there are no circles in column (a), accept this
EA as completed.
Section !, line7 5
Section HI, line 31
seren 0 3 2, If there are one or more circles in column (a),
Section 1V, line 60 10 a. Reassign this EA for correction
Section V, line 65 0 b. Reassign other EA’s for completion.
Section VIl . CLOSE.OUT REVIEW
66, Count the number of close-out units which did not return a Household Questionnaire: Tally Total

67. Count the number of close-out units which returned a House
column 17 of Listing Book and number of persons in column 18)

hold Questionnaire (X" in

68. ls the number in line 66 four or more or is the number in line 67 ten or more?

Initial the action you take

{1 Yes - Give to close-out enumerator. Recoed assignment on F-237.

[INo - Accept EA, Sead to District Office.

FORMSO0-11-244] {V2.19.%9)

US COMM-DC 12888-P89
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rorm 60-11.278
1§2-8-99)

F-278

U.5. DEPARTMENT OF COMME
BUREAU OF THE CENRS(I:J§

OFFICE VERIFICATION OF TkANSCRIPTION
TO PH-3 OR PH-4

1960 CENSUS OF POPULATION AND HOUSING

DlSTRI‘CT OFFICE

CREW LEADER

CREW LEADER DISTRICT NUMBER

SAMPLING INSTRUCTIONS

THEN START WITH
THE SECOND SAMPLE
IF THE NUMBER HOUSING UNIT OR
OF HOUSING UNITS | GQ PERSONON A
IN THE EA I5: STARRED LINE AND
TAKE EVERY:
1~ 150 2ND
GENERAL INSTRUCTIONS [ 151 - 220 ;R0
See your written instructions for the details of how to verify trans- 221 ~ 280 ATH
cription. To select the units to be verified, first record below the ED .. 28} - 340 — . BTH
numbers and the number of housing units in the EA. Then follow these / N—-L X £TH
401 - 480 ITH
sampling inatructions:
' ' 461 -~ 520 8TH
521 - 580 STH
_ 581 AND OVER 10TH
TALLY OF ERRORS
. RESULT OF
ED NUMBE RS NUMBER OF VERIFI- LAST NAME
{USE ONE LINE HOUSING STOP WHEN YOU FIND 25 CATION OF VERIFIER
§ ERRORS AND ENTER "'R" IN ("A" oR
FOR EACH EA) UNITS col. (d). IF FEWER THAN 25 )
ERRORS, ENTER "'A” IN coL. (d)
(a) (b ' (c) (d) (e)

(CONTINUE ON REVERSE SIDE)

USCOMM-DC 12596
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QUALITY CONTROL OF THE FIELD ENUMERATION

Form 40.11-288
(12-4-59)

EVALUATION OF MAP REVIEW
AND PREPARATORY WORK
1960 CENSUS OF POPULATION AND HOUSING

U.S. DEPARTMENT OF COMMERCE | a. OBSERVER
BUREAU OF THE CENSUS | ') 1ecHNICAL OFFICER

(] oTHER (Specify position)

o

s DISTRICT OFFICE

d. CREW LEADER

b. TYPE OF AREA

[CJMILEAGE AUTHORIZED
[C] NON-MILEAGE

€. CREW LEADER DISTRICT

f. DATE

INSTRUCTIONS: Fill this form each time you visit a Crew Leader and observe the px.:eparatory work. File forms in the District
Office and use them to determine which persons need additional visits.

A. GENERAL PERFORMANCE OF MAP REYIEW AND PREPARATORY WORK

ITEM ON FORM F-236, CREW LEADER'S CHECK LIST
FORMAP REVIEW AND PREPARATORY WORK

RESULTS (Check one)

ITEM NUMBER

SUBJECT

INSTRUCTIONS
FOLLOWED
CORRECTLY

INSTRUC TIONS
NOT FOLLOWED
CORRECTLY
(Explain below
in Remarkas section)

1

MAP FOR EACH ED

20R 3 ORDER OF VISIT
4a AND &b LISTING B
s ESTIMATING NUMBER OF DWELLINGS IN EACH BLOCK
(Non-mileage ED’s only)
6 DRIVIDING ASSIGNMENTS (Won-mileage ED’s only)
7 PLACES REQUIRING SPECIAL ENUMERATION PROCEDURES
8-9 BOUNDARY PROBIL.EMS

STREET CHANGES

INCORPORATED PLACES NOT SEPARATE ED’s

12

SEASONAL VACANCIES

B. REMARKS:

C. ACTION TAKEN:

e s mmk AR
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rorM 60-11-289

( U.5. DEPARTMENT OF COMMERCE |o. OBSERVER
{12-4-89

BUREAU OF THE CENSUS

[C] TECHNICAL OFFRICER
] oTHER (Specity poaition)

b. DISTRICT OFFICE

c. CREW LEADER OR FIELD

REVIEWER

EVALUATION OF FIELD REVIEW
FOR PH-1 OR PH-2

1960 CENSUS OF POPULATION AND HOUSING

d. DATE

to determine which people need additional inspection.

INSTRUCTIONS: Fill this form eachtime you visit a Crew Leader or Field Reviewer and
observe a field review. File forms in the District Office and use them

[} FirsT

[ FnaL

e. KIND OF FIELD REVIEW

[ INTERMEDIATE

A. GENERAL CONDUCT OF REVIEW

RESULTS (Check one)

SECTION OF F-243, RECORDOF FIELD REVIEW FIELD REVIEW
MADE ACCORDING

TO INSTRUCTIONS

FIELD REVIEW
MADE BUT NOT
COMPLETELY OR
CORRECTLY
(Explain on back in
Remarka section)

FIELD REVIEW
NOT MADE

I. COVERAGE CHECK

. LISTING BOOK REVIEW

L LISTING BOOK REVIEW

IV. POPULATION REVIEW

V. HOUSING REVIEW

LINES 31-36

“
Y1. FOSDIC BOOK - LISTING BOOK REVIEW

B. SPECIFIC ITEMS

(Check one)

YES

NO

{Explain on back
in Remarks)

L. Was the F-214 from an earlier review checked to see that errors were corrected?

2. Were the right pages reviewed in the Listing Book and the Fosdic Book?

3, Were all errors recorded on F-243, without exception?

4. Was Enumerator required to fill Form F.214?

5. Were manual references given when necessary?

6. Were appropriate entries made in ltem 4 of F-236?

7. Was Column (d) of Item 5 on F-236 completed?

8. Were differences in dwelling counts in Item 5 of F-236 reconciled?

9. Was action taken correctly according to Section VIl of F-243?

Appointments?

10. When a subsequent review was required, was the Enumerator given an F-242, Schedule of Fiald

(Continue on teverse side)

USCOMM-DC 12702-P80

B
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C. REMARKS:

D. ACTION TAKEN:

FORM 80-11-289 (12-4-89)

GPO 2088086
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U.S. DEPARTMENT OF COMMERCE

corm 60-11-289A
BUREAU OF THE CENSUS

{12-23-59)

F-289A | EVALUATION OF FIELD REVIEW

FOR PH-3 OR PH-4
1960 CENSUS OF POPULATION AND HOUSING

¢. OBSERVER

[] TecHNICAL OFFICER

L1 oTHER (specity poaition)

b, DISTRICT OFFICE

¢ CREW LEADER OR FIELD
REVIEWER

d DATE

INSTRUCTIONS - Complete this form each time you visit a Crew Leadet ot Field Reviewer
and observe a field teview. File forms in the District Office and use
them to determine which people need additional inspection.

3 FirsT

[ FiNnaL

e KIND OF FIELD REVIEW

™™ INTERMEDIATE

A. GENERAL CONDUCT OF REVIEW

SECTION OF F-244, RECORD OF FIELD REVIEW

RESULTS (Check one)

FIELD REVIEW
MADE ACCORDING
TO INSTRUCTIONS

FIELD REVIEW
MADE BUT NOT

(Explain on back in
Remarks sectlon)

FIELD REVIEW
NOT MADE

|. LISTING BOOK REVIEW

1, HOUSEHOL D QUESTIONNAIRE TRANSCRIPTION

LINES 8 AND 9

I{l. ED BOOK REVIEW - HOUSING ITEMS

IV. ED BOOK REVIEW - POPULATION ITEMS

Y.LISTING BOOK - ED BOOK COMPARISON

LINES 61-R4

Yll. CLOSE OUT REVIEW

B. SPECIFIC ITEMS

(Check one)

YES | (Explain on back

NO

in Remarks)

1. Were the right pages and units selected to be reviewed?

3. Were all errors recorded on F-244, without exception?

2 Were the right pages reviewed in the Listing Book and the ED Book?

4. Was Enumerator required to fill Form-214?

5. Was the F-214 from an earlier review checked to see that errors were corrected?

6. Was action taken correctly according to Section VI of F-244?

Appointments?

7. When o subsequent review was required, was the Enumerat

or given an F-242, Schedule of Field

FORM 60-11-289A (12-24-59)

(Continue an reverse side)

USCOMM-DC 12864-P58
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C. REMARKS

D. ACTION TAKEN

FORM 80-11-289A (12-24-589)

USCOMM-DC 12864-F59
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ror 60-11.2898
(12-23-89)

U.S. DEPARTMENT OF COMMERCE
BUREAU OF THE CENsUS

!F-ZS?BI EVALUATION OF FIELD REVIEW

4. OBSERVER

54 TECHNICAL oFFICER

[ otnen (spactey Ppoaition)

b bisTRICT OFFICE

Sq,eg;.,a_,/ ,CA/’\MAJ

€ CREW LEADER OR FIELD

REVIEWER

SINGLE STAGE

1960 CENSUS OF POPULATION AND HOUSING

Maneg,

d. pATE

AL i 1960

IMSTRUCTIONS - Complete this form each time you visit a Crew Leader ot Field Reviewer

and observe a field review. File forms in the District Office and use
them to determine which people need additions! inspection,

B FirsT
[ FinaL

e. KIND OF FIELD REVIEW

) intermeoiaTe

A. GENERAL CONDUCT OF REVIEW

SECTION OF F-243A, RECORD OF FIELD REVIEW

RESUL TS (Chack one)

FIELD REVIEW
MADE ACCORDING
TO INSTRUCTIONS

FIELD REVIEW
MADE BUT NOT
COMPLETELY QR
CORRECTLY
(Explain befow in

emarks section)

FIELD REVIEW
NOT MADE

l. COVERAGE CHECK

X

IIl. LISTING BOOK REVIEW

LINES 10-14

lIl. $STAGE | POPULATION REVIEW

X
X
X

IV, STAGE | HOUSING REVIEW

LINES 32-37

Y. STAGE | ED BOOK - LISTING BOOK COMPARISON

{Y¥l. TRANSCRIPTION VERIFICATION

LINES 42-48

VIl. STAGE |1 HOUSING ITEMS

MIl. STAGE It POPULATION ITEMS

XAXR PRIRIX | X

Xi. cLose out REVIEW (FINAL REVIEW ONLY)

B. REMARKS

Selion ™

Dacd X Kech HIZ prhon H7 /‘"‘”“4;‘4l'L4L““”2f”

(Canttnno on roveroo vide)




86 QUALITY CONTROL OF THE FIELD ENUMERATION

60-11-2608
EXHIBIT 4 12/21/5%
(Comt.) EVALUATION OF FIELD REVIEW - SINGLE-STAGE, F-289B
] : (Check ona)
NO
C. SPECIFIC ITEMS YES | (Exptain below
in Remarka)
1. Was the F-214 from on sarller review checked to see that errors wers corrected?
2. Were the right pages reviewed In the Listing Book ond the ED Books? )<
3. Were all ervors racorded on F-243A, without sxception? X
4. Wos Enumeretor required to complete a Form F-214? X
X

5. Were manual references given when necessary?

___{.‘W-n appropriate satries made in Jem 4 o‘_F-2367

7. W_?n Column {d) of 1tem 5 on F-234 complsted?

8. Were differances in dwelling counts in fem 5 of F-234 reconciled?

9. Was action token correctly cccording to Section X of F-243?

10. When o subsequent review was required, was the Enumerator given an F.242, Schedule of Field
Appointments?

XX (XXX

D. REMARKS

o Had enusmerator L F-214 A o A Ko Kon_

E. ACTION TAKEN

Rliaied o MM W of F,ll‘f-W,
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JUR—
60-11-308
ﬁ‘%ﬁf&m

[F-308 | REGIONAL OFFICE QUAL
- FOR SINGLE-STA

1960 CENSUS OF POPULATION AND HOUSING

U.S. DEPARTMENT OF COMMERCE
BUREAU OF THE CENSUS

ITY CONTROL REPORT
GE AREAS

1. paTE

2. REGIONAL OFFICE

STAGE | OFFICE QC

OFFICE TRANSCRIPTION

STAGE i OFFICE QC NUMBER OF
VERIFICATION CREW
: LEADERS .
' NUMBER OF NUMBER OF NUMBER OF RELIEVED OF
DISTRICT OFFICE NUMBER |ED REJECTIONS | NUMBER | EA’S REJECTED NUMBER | ED REJECTIONS FIELD
OF ED'S (R jn 1ast 'OF EA‘S " (Rin OF ED'S (Rin Iul’ REVIEW
INSPECTED column of NSPECTE( Column (d) INSPECTE] column o, DUTIES
F-267 or F-268) of F-278) F-280)
(a) (b) (c) (d) () (f) (2) (k) .
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Appendix B,--CREW LEADER’S MANUAL, STAGE I OF TWO-STAGE AREAS
( Extracts)

Part I General Information

Introduction
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1.4 Crew Leader Activity Calendar

The 1960 Census
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Checking ED’s Before Enumeration

5.1 General
5.2 How to Fill Qut Form F-236
5.3 Instructions for Dividing Enumerator Assignments

Part III Taking the Census
Enumeration Operations

9.4 Field Review
" 9.41 General
9.42 Frequency of Review
9.43 Where to Conduct the Review
9.44 How to Conduct the Field Review
9.45 How to Use the Results of the Field Review
9.46 The Final Review
9,47 Closeout Review
9,48 Transcription Verification
9,49 How to Make Your Daily Report of Field Review, F-239

9.5 Refusals

Appendix E How to Use Form F-243, Record of Field Review

E1.0 When to Fill Out a Record of Field Review

E2.0 Completing the Heading of F-243

E3.0 Recording Appointments for Review

E4.0 How to Record Errors on the F-243

E5.0 How to Conduct First, Second, and Third Reviews
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CREW LEADER'S MANUAL, STAGE |

PART I GENERAL INFORMATION

1.0 W The role of Crew Leader is important to the
Cengugs of Population and Housing. Under the direction of the
District Supervisor, you, and the enumerators you supervige
will be responsible for collecting complete and acourate pop-
ulation and housing information for your district.

1.1

1.2

1.4

Using the Manual. Thls manual conteins instructions -
covering all phases of your assigrment, Tt io composed
of three parts.

a. Part T - General information about your job, and an
overall look at the 1960 Census,

b, Part IT - Preparatory operations for Stage I of the
Census.

¢, FPart ITT - Operations involved in conducting Stage I
of the Census.

In addition to this mamual you must hecome thoroughly
familiar with the contents of:

(1) The Enumerator's Ref'erence Mamual (Stage I)
(2) The Crew Leader's Training Guide (Stage 1)

(3) ALl Crew Leader and emuerator schedules and
forms that are used for Stage I.

Crew leader Appointments. You will recelve your offi-

cial Crew Leader appointment notification on Standard
Form 50, "Notice of Persomnel Action," within ten days.
You will be employed on a temporary appointment which
terminates upon completion of your essigmment, or at the
discretion of the District Supervisor. You will not re-
ceive written notice when your appointment is terminated.
Your appointment will specify that you will be working on
an irregular tour of duty. This means that you are not
entitled to earn annual leave, sick leave, overtime or
holiday pay. Hoursa worked on a holiday or in excess of
40 per week will be paid at the regular hourly pay rate.

1,21 Pay. You will be paid at e rate of $15.60 per £ hour
day when actually employed (1.95 per hour), ineluding
hours you are in training. Your pay is subject to in-
come withholding taxes and Soclal Security deductions,

1.22 llours. Except for the training period you will have no
regular hours of duty. However, you must work such
hours as are necessary to complete your assignments.
This means that there will be work in the eveninga and
on Saturdays. Generally you will not work on Sundays
or holidays.

The Crevw Leader's Job, It is your primary rvesponsibility
that the enumeration in your district be carried out accu-
rately and rapidly. To accomplish thig you will be involved
in a variety of activities end will deal with many pecple.
These activities are ontlined in the following Crew lLeader
Activity Calendar.

Crew leader Activity Calendar

Enter an Duty....euvvvervorrsraseessacanesseasssarch 9 or 14
Receive Preparatory Training..........ese.eves0..March 9 or 14

Begin Recruiting, Testing and Selecting
ENUMETELOTE s o4 4asvesvrreerasessosennnrseessssss March 10 or 15

Begin ED Preparatory Check, T-Night, M-Night,
Institution and Group Querter Listings..........March 10 or 15

Begin Recruiting Progress Reports.,.............March 14 or 17
Begin Securing Enumerator Training Space.,......March 16

Recelve Technical Training.........seeveesrs....March 1618 or
March 22-24

Report Address of Enumerator Training Space.....March 17 or 21
or 24

Begin Preparation of Enumerators'
Aseignments and MateriBls..,e.eeeeescsssssenrs, March 19 or 25

Train ENUMeTatorS..v.isscsesessssscesossssraaeees.March 28, 29
and 30

Report Number of Enumerators that Reported
LOr TraiNinge.iuseeseueasenssisaseassarannsssenss March 28 or 29

Report Name, Address and Telephone Number of
the Enumerator Selected to be Field Reviewer......March 28 or 29

Report Number of Enumerators that Completed
Training and Were Given EA'S.......oe.eeoesenesq..Mareh 30 or 31

Train T-Night Enumerators (If applicable).........March 31

TuNight Eramerswion (if oyl

Begin Indurtlcn of Wmmerabora... denenr s er e Mureh 31 oanad

Erumeratinn i

edd Heviews,ioa..,.

U1 T isean e v e e e  Maren 3L

April 1
teerararaacarns hyril 1

raearsaeraasess  ADTIT Y

Begln Frogress Beport i es v seuunverrrreesnsvs cahpril o

Begin Malling ¢
Diztriet

Recomnerd  Tragme

Complete Slege T &

mment, , oa..

Stags T 01 LT Hevroress

THE 139€0 CENSU:

2.1 4 Genersl View

2,11 Higtory,

2,12 Authority., The 1%0 Cenmusz
Ls author by the Censug

4 1954 (Amende

are in Ap

Manual." It

required 1 supply

kmowledge.

2.13 Value of Censug L
ulation snd Hew
ventory of the Hation's pe
great many uses are wade
mation, For example;

a, The cenzus is the ha
members of the
State 1s determined

of

b, Stete legiclatures a
Stete legislative ho
groups of counties

c. Large amounts of meney are pald by the Federal

o the "Erumerstor
hat egch adult pers
ormation to the hest of b

[ R R TR T PIS |15 5 S O

is comple
ar Aprll 1F

Ttution

propulat

of

Exeerpty from
»

£ Eopim

2 o comprebensive In-
i ir homes, A

cenmug infor-

z orn which the number of

Representatlves for each

v Ata averTments
e bacls of population

d, Cities and towns determine the nead for expansion
of public services, utilitles and schools.

e. Government snd private sgencies anslyze the char-

arteri
eupati
amirces of new workers,

ticg and Jocation of the labor foree, ac-
1 akille, extent of unemployment,

i,

f. Businesomen determine whers and how much of their
product they can sell, and messure other features

of their market,

g, The quality of ocur housing

supply snd the arems

where housing ls most needed sre determined,

h. By a comparizon of the 1

G960 censue dnta with those

of previaug censuses, cherges in the charascter-

istics and geographical
ulation &re anslyzed.

2,2 Census Organizatlion
2,21 COrgenizetion of Personnel.

distribution of our pop-

To conduet the day 1o day

work of the Miresu of the Censum, s permanent stelf of

cenpus employess 1s located

in 17 Regional Offices throughot

in Waghington, D.C., and
e Inited States,

The primary function of this staff during the 190
Census iz to plan the collection of information, in-
gtruct the temporary force for the Census, and super-

vise the cenmus operatlons.

Since the permanent staff is too mmall to collect the
information about an estimated 180,000,000 people and
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2.3

QUALITY CONTROL OF THE FIELD ENUMERATION

61,000,000 homes in the United States, a temporary

stal't will be employed
of the 1960 Census,

durlng the emwmeration period
Thig gstaff will operate from 392

temporary Cencus Distriet Offices, each heeded by a
District Supervisor.

In these off'lees 10,000 Crew Lesders will be enployed
to train and supervise 160,000 enumerators.

2,82 Geopraphic Orpanization.

To Insure complete coverage

For the census, the United Stutes has been divided

geopraphically into approximat
diatricts, commonly eanlled "p
stitute the assignment of one enumerator,
in many instences,

270,000 enumeration
An ED can con-

However,

two or more ED's will be combined

into one enumerator's asglgnment called an “EALY

In urban areas where people live close together, ED'a

2.4
generally consist of growpa ot city Mlocks, Tn rural
area@, where the population in move seattered, ED'a 2,41
may consist of large lond arens such as a tovmship,
Large apartment tulldinga, lavpe Ingtitwtions, hospl-
taln, milltary installations end prisons ave usually
separate ED's, When the returns fram sll theae ED'g
are totaled, we shall have complete censue Information
for every city, emnty, and State iu the Nation,
2,23 Organivation Chart, The Field organization for the 1960
Gensus of Population and Houslng 16 11lustrated belew.
Burean of the Census
Washington, D, G,
Revert W, Burgess
Director
Field Diviston
Robert B, Volght 0,42
Chiaf
Fleld Btaff
17 Reglonal OFfices
Regional Field Dirvectors
392 Dlsbrlat Offices
Distried Supervisors
2,43
10,000 Crew Leader
Districts
Crew Leadera
160,000 Erumeratian
Araignments
Brumerntors
jont' tdentinlity of Centmg Data
2,31 Cenmua law. The basle law under which the Buresu of the
lensus operates prohibits employees from revealing, orally
or by exhibit of records, any information contained in any
sehedule or report obtained from individual respendents to
anyone except authorized cenmus employees, The Censuas
Oath of Office places a legnl restraint upen the employee
to guard and keep these records confidential, Only
publicatlions in summary form may properly be released, 2.4

2,32

Censug Rules,

The following rules muat Le followed regard-

ing unpublished information:

a.

b,

ALl achedules revealing data concerning individual
respondents must be kept out of public view.

Crew Teaders ng well as enumerators must keep achedules

in their posseseion protected and conf'idential,

It is

Important that they understand that:

(1)

(2)

(3)

They may be prosecuted for unsuthordzed dlsclosurea,
even If such dlselosures arve made after their
employment with the Census Bureau has ended,

They must not ansign any part of their work to any
unauthorized person.

With the exception of interpreters and guides,
only sworn census employees may accompany an
enumerator while at work,

(4)

Schedules must not bhe placed vhere unauthorised
Pervaons will have nccess to them.

Sehedules completed by an enumerator must not be
examined by other census emumerators op employeey
except those having official reasen for doing o,

Enumerators may not disenas conmes inf'ormation
obtained for partienlar individaals with othey
censun emmerators or employees, except when there
1s offieial renson 1o do so,

{7) Fmanerators sre f'orbldden to enter upon the
sehedule the name of any £ietitious peraon or to
make any {'letitious or untmehul statement aon-
cerning any person or place enmumerated.

Plong and Prosedures.

Development of Plang snd Proccdures. The Census Bureau is
responaible for developing plans and procodures whieh wills

a, Provide mmmarvy slatistleal datn of value to the Neet 3,

b, lnsure maintenance of the traditionally high atandards
off aceuracy ond rellrbility of census stntjatlos,

¢y Minimize the cogt of the cenmus to the frovernment and
to the taxpayerp,

The Censun Bureau started Intensive work on thege problena
early in 1957, It conoulted groups in government,
tusiness, farming, lobor and othor {lelds Lo Find out
sely what kindg of Information were most needed,

r the Information to be ohtalned was decided upom,
attentlon waa directed to the beat methods of ohtaining
it. The Mureau tested many typen of forma In different
parts of the country, asked the some fqueationg in
dif'ferent ways, and determined the eoot and effe
of ench procedure,
It, 18 the owlk

tiveness
The 1900 Consug, ag you will cendust,
ame of thla compreliensive program,

Froameration Flang, For most of the population, the 1960
Genaug will be conducted in two atages.  In Stage 1 answers

o a Linited rumver of population and housing queations will
he ubtalued from every honsehold, A Hosehold Meationanire
aoking additional popnlation and hewidng questlong will be
left at one household In four to be completed by the respondent
and malled to the Gensus Dlatrlet, OfCice, Stage 1T 1a the
operatlon of obtaiuing complete answers to these additional
quentlona,

For part of the Nation, genernlly urenn with lew denaity of
populutlon, these two operations will be combined and the
Census will be conducted in a alnple wlage operation, This
manuat 18 concerned only with Stage 1 of the two-atage
operation,

Stage I, On April 1, 1960, the Cenpus Duy throughont the
Untted States, L:tn[m’lj emmerators will start collecting
the population and hevalng informat]on, Fvery person {rom
the one-day old infant to the oldest lubabitant alive on
the Census Day must be crumerated. Tn ot honsing informa~
tion, all plavea where people 1ive or sould live (in cenmun
terma each “houaling unit") must be enumerated. Bven theuph
& housing unit ig vacant 1t otill must be enumerated,

The Htage I enumeration queations about people will in
general be limited to name, relationship, age, aex, race
and marltal otatus, Stepe T questions on houslng will fne
clude questions on yumber of romg, water supply, bath and
tollet facilities, tenure, vacnneied, sl In meny areas,
vilue or monthly remt.

An mdvance quentionnalrve, ealled the Advance Cenpug Report,
containing these questlons will be digtributed to each houge-
hold by the Fost Off'ice about a week before the enumeration
begina,  Experience hag ohown thal necuvate census informa-
tion van be collected more quickly snd ecanlly if the Advance
Centus Report is £illed out by the household before the
emumerator calla.,

On April 20, about one-thind of the enumeratora
who worked during Stage T will start ecollecting ndditlonal
information about persons and houslyg. The additional ln-
fomgtlen about persons will Inelude inquiries on place of
hirth, residence five years agao, educatlon, employment,
oceupation, income and other {tems, Additional housing
information will include inquiries on heating equipment,
cooking fuel used, year built, number of bedrooms and bath-
roong, electric appliances, automobiles and others, This
second gtage enumeration will cover the 25 pernent sample
housing units and persons who live in them, The Stage 1T
enunerator will complete the required information either

by transeribing from the malled-in Honsehold Questionnairve
to hie censuas schedules, or by obtaining any miasing Infor-
mation by telephone or personal visit so that all infomatleon
for the sample housing units and persons who live in ihem in
his ageignment are accounted fop.

Stage TI.

The gecond atage, or sample enumeration, cannot begin in

an FD until the {irst stage enumeration of that ED has been
completed. It is essential, therefore, that the Lirat stage
be completed on schedule.




2.45 General Procedurss - Stage T,

CREW LEADER'S MANUAL, STAGE |

To get infometlion accurately

and qulekly, the enumerator must follow an exact procedure,
Generally, the atepus in this procedure for Stege I are:

a.

b.

T,

2,46

General Procedures - Stagre 1T,

Canvagsing - Covering every part of the ED gsyntematlcally
s0 that no housing unit or person is overlovked,

Ilating - Recording in a "Liating Book! the addrean of
each housing unit, the name of the head of the household
aud the number of peramg in each oceupled houpsing unit,
Vacunt heusing wolta will aleo be identified in the
Ligting ook,

Sampling ~ Designating the proper smmple unita, one
hougehold in every four, by assipgning to each & sample
key letter.

Interviewing - Meking up the Advance Gensus Report and
copylng the informatlon from it to the permanent venaus
schedule (PH-1 or PH-2), When necesaary, asking the
reapendent the censun questicnn, and recording them
directly on the permanent sehedule. A “gehedule® La
aimply a form used to record the mnswers to cenpus
questicns,  For convenlence, schedules are bound to-
gether Into a bauok nometimes called an enumeration book,
ED hook, mchedule book or FOSDIC Look, The Household
Questionnaire io left with the respondent at one housing
unit in four with the requeat that 1t he filled cut and
malled to the Genmin Distriet Off'tce, The Houwsehold
Questlonmalre containg the sample questions for Stage IT,

Followups - Callbacks are to be made at houslng unita
whers no one wan at heme at the time of the first call,
or when, for any veasen, lnterviews could not be
cempleted,

Tranceribing - Copying ldentifylng information from the
Stage 1 enumeration book into the sample achedule
(Stupe 11) book, The pample achedules will he umed by
the Stage 11 enumeratora for recording or trenseriblog
angwern to the sample questions,

Nrietfly the steps for the

Stage TT proceduren arves

a,

2,47 Bpecial Trocedures.

Avranging Hougeliold Queationnalrey - Arvanged by
Stage I D book page and line number for easy
transerkption and checking,

Trangerlbing - Fditing and transcribing Hoasehold
Queationnaire entrlies into the sample achedule hook.

Jelephone Followap - CGalling semple houageholda for
data which they falled to report on thelr Household
Quentlommire, or to correet Incensistencles or errors
they made In thelr weplies,

Fleld Followup - Personal vialts to householda that
did not mail in thelr questionnaire or those with an
Ineemplete quentlommalre that have ne phane, or whers
telephoning is not advisalle such as & ledglng or
hoarding house,

Speclal procedures will be ueed for the

enumeratlon of large Inotitutions (hoepitela, prisons,
ganltariumg, colleges, wmilitary installaticons and pimllar
places), for hotels having eccommodations Por 50 or more
transientn, nnd for motela or tourist courts having 50 or
more unita or rooms for translent guesta, end for motelp or
tourlat courts having 50 or more roma or walty for tran-

alent fuesta.

Thege procedurea are outllned in other gections

of thls mamal.

5.0 CHECKING TD'S BEFORE FNUMERATION

5.1

General ,

Between now and the time you traln your anumer-—

ators, you mist inupect each enumeration digtrlet asalgned

to you,

The reagong for checklng each ED belore the actual enumer~
ation heglng are tos

a, See that the map or degeription of the ED is correct
so that the enumerator will be able to find his way
around hla area eanily.

b, Mark the maps so that the emmerator will Xnow where
to atart and what dlrection to follow during
enumeration,

e¢. Specify the order in which he will visit his ED's and
each of the blocks or first three road segments with-
in hig ED's.

d, Verify that the mumber of dwellings in each emumer-
ator's area is small enough so that the enumerator can
finish hia Job on time,

e. Locate any places puch as Institutions, hospitala and
large hotels or motels which will require special ernu-
meration procedures,

£, Make a partial ligt of dwellings which you will use -
later to check whether the enumerator is mlssing any
places which should be enumerated.

o help you acecmplish all of these things in a systematic
faghion, you wlll £i11 out a fowm F-236, "Crew Teadertn

Check List for Map Heview and Preparatory Work" (appendlx R)
Thin check 1lot wlll tnke
Hemaver, oc-

for each enumeraticn ausliument.
eare of most of the situntions you encounter,
casfonnlly you will run into problems whieh will requive
sane Ingermlty on your part.  In hemdling ouch altuatlona,
keep in mind that the main renson for checking the nrea
ahend of time la to digeover problems the enumerabor may

mm Into, so that you will be eble to tell him how to cover

hig ND most effectively.

Whenever ym meet with some prob-

lem which 1s not covered by the Check List, une ihe Remarks
gection on page 2 to desorlbe the problem and what the emm-

merator will have to do to teke care of 1t.

For example, if o wew limited accesn highwey, not shown on
the map, outs through an BD, you may need to tell the enn-
merator to eover everything on one alde of the highway he-
Lore attempting to cunvana my part of the other alde,

Fach day send the Check Lists you have completed o dhe
Digtriet Offlee Lo e reviewed Dy the Teclmleal Offloer,
Tnelune any oketehes opr desuriptions that you have made,
and liat these enclosaren In ltem ¢ on the froant of the

Fe=236.,

You will be able, on the uverage, tu check approx-

Imately alx EA's in an elght<hour day,

How to £111 out Form F-2360

ays

%, 24

Items a Throwgh d.  FLLL out 1temn o through & when you
atavt cach erumerator noolgument {FA), Form Fu237,
{exhibit 33, which g your record of enumerator anmsign-
wente, will tell you whether or nol an erumerator will
Le pald for mileage, Refer to this fova when yo £111
out dlem d. I there ave buth willeage and non-mllesge
EDta in the same enumerator naslgnment, (111 out o sep-
avate oheck Lol for the milenge ED'n, Pnter at (b)
the number of esch XD lneluded on the FeR36G. This
informatlion aloo comes from the Fup3Y,

Ttem o, When you finlah chieeklng the TA, list sepoy-
ately each sketeh or deseription which you are pending
In with the chesk llat.

Ttem £, lNefore you mail the check List snd attachments
to the Diatelet OLf1lee aign the certifloation and enter
the date,

Ttem L. VFollow the ingtruetiongn en the checkllet,
T8 an ED 1o an inatltution, hoaplial, hotel, ete., f111
out Ltem ¥ only of the check 11t Lor thet ED.

Ttem 24, Them 24 appllen only to nenwmileaps aread.
Mogt non-mileage enumerators will be In edtlea and
towna whieh are lald out In blocka, ap in the
following 1luetrationg

-

Firal Avenue
37

25 FIE

SaI1g yoBeg

-
T
-

fecond Avenue
(I 10
PBlosks may not alwayas be lald ol quite ng regularly as
in the {llustration ghown above; neme Dlocks may be trl-

angular; some mey ba oval-shaped. Some blocks may be
Droken up by dead-end courta, alleys and serviee roadao.

The blooks in large urban places will be pumbered on
the ED maps. In mh placea, llat the block numbers
on the map backing sheet, in the order in which the
erumerator mugt vialt them,

Blocke in amaller cltles and towng are not always num-
bered on the maps, In mch places, number the blocks
on the map yourself in owdinary pencil, Start with
number LM in each ED and number the blocks in the

order in which the emmerator must visit them.

Try to number blocks in such a way that the enumerator
will be able to cover hias area with a minimum of travel,
On mapa which show block numbers ligt them in the order
in which the enumerator must visit them ao that he will
do aa little traveling ag posglble.

5,96 Ttem 20, Item 2B alaso applies ouly to non-mileage
nreas, Mark the first two blocks in each ID to show

enumerators where to start and in which direction to
enumerate., Wherever poasible, put the atarting polnt
in the upper left {(northweat) cormer of the firet two
blocks and draw an arrow to shov the direotion of
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5.28

QUALITY CONTROL OF THE FIELD ENUMERATION

travel as in the illustration belcw:

—

1

Oceasionally you will Pind blocks which are more eon-

veniently sterted at some other point., In the 1llug-
tratlon below, 1t would be more reasonable to atart in

the lower left corner.
- Iy |

Elm Btreet

Snwasy 1s

MUILY PUZ

River

If you digeover any such blocks in an ED, mark them
appropriately, even if they are not the irgt two
blacks,

Item 3, Most mileage enumerators will be In areas
which are not laid aut in blocks. In guch areas, the
emumerator will canvass road by road, Generally, he
will cover both sides of & road an he goes, except for
ED boundary roads, Mark each ED map with a atarting
polnt, Then mark the firat three rouds the enumerator
muaat visit with an "arrow-rond number," This mumber ig
called the "arpgw-road number" begause you combine 1t
with an arrow to show the directian of
iravel for the @numerator. If the area la quite tuilt
up, or the read ls. a bhugy highway, you may want to tell
the enumerator that he should canvass each gide gepar-
ately. In thim cage, asnlgn n different, arvow-road
number to each aide of the road to shew the directicn
of travel on each gide,

TN lustration for marking rural
arrcw road numbera on the map,

J—

|

In mileage areas whioh are leid cut in blocks, follow
the same procedure used for non-mileage areas (Item 2B).

Ttemn 4A and 4B, One of the enumerator's most impor-
tant responsibilities will be to Pind a1l occupled and
vacant dwellings in hin aesigned area. I he fails to
do this, we will not have a complete Census., To check
on whether he lg £inding all the dwellings, we are
asking you to liat the addresses of sauwe dwellings In
his area to compare later with thome listea by the
enumerator.

By "dwe'llinga" we mean placea occupied by ane family,
or if vaeant, intended for oceupancy by one famlly.

Such aos
1. Houge occupied by one family.,
2. Apartment

3. Tech part of a house which hag heen divided inte
several apartments,

4. Living quarters above or behind stores or other
commercial places.

5, Apartments or rooms above garages.

6. ‘Trallers, if occupied.
We ave ueing the term Mdwelling" now. When you receive
your technicaml training, we shall use the tern "housing
wnli" and give it a more precise definiticn,
In non-mileage aveas, list the fivet 25 dwellings in

the assignment. In mileage areas, list along the first
three roads, in the order specified by the arrow-voad

5.3

mmbers, until yon have listed 15 dwelllngs or have
covered the firat {three roads without finding 185, In
sparsely populated areas do not drive more than 15
miles per TA to make the preliminary 11sting called For
in items 4A and 4B. Then, in both mileage and non-
mileage areas, list in Item AR an additional 10 dwell-
inga, of your own choosing, scattered throughout the
remainder of the assignment. Use a separate line of
Ttem 4A and 4B for each dwelling which you list,

Enter the ED number in column (a), In eolumn (b) enter
the block mumber or arrow-road number of the place
where you begin prelisting., When you come to a new ED
in column (as, or a new hlock in colum (b), drav a
line across the column to show where the old cue endi.

IEnter the street name or arrow road number in column
(¢). Use ditto marks in column (c) if the street name
does not change. Tn column (d), enter the house num~
ber or rural box mumberof each dwelling you liat, If
there im no bhox number in a rural area s -enter a hrief
deseription of the dwelling and its locatlon frem the
neerest Intersection., IFnter name of family 1f* you can
determine it easily; for example, from mail box
identification,

Example:

one story-brick (Tones). 1/4 mile north of
Rt. 16,

Inter npartrﬁent numbers or location of apartments in
colwm . lLeave colums (f), (), (h), and (1) blauk.
You will use them later when you check your enumeratorfs
work.

There ig a very important reason why you should be
careful to get a complete and acourate ligting of
dwelllnga, If an emumerator should mian more theu

2 or 3 dwellings you have listed, you wlll have to re-
leage him, You would not want to take cuch actlon un-
leas you were certain that the dwellings he mlased were
cnes that he sheuld have emmerated.

If you encounter stores, warehouses, ete,, while
Ligting, £ind out if anyone lives upstnira or in beck.
Inquire at other places when you arve In deubt about
whether the place 1s a dwelling,

5,29 Ttem 5, If 1t turng out that an assiymment in oo
large for one enumerator, ym will have to divide {t
among two or more, You will do this in non-mileape
agalgrments by estimating the mmber of duellings in
each D, blook by block, There nre nlx pages for item
5 in the check liat, Use one page for each ¥D, If you
have more than gix ID's in the aggigmment, woe addi-
tional cheek lista as necesgary,

Refore you visit the ED, £111 In columun (a) and (b)
of Ttem 5, TInter each block mumber and the names of
all boundary eand internal streets for the blovk, as
shawn on your map. Be sure to follow the blook
tequence of enumeration which you have marked for the
enumerator. Generally, you will enter four street
names in colum (b) for each block, bul oscaslonally a
block may eontain more or lesa than four strecta.

brive around the blocks in the Dy or walk 1f the area
1s too congested, and estimate the number of dwelllngs
in each block by making o romgh count,  (If you are in
an area which has large apariment hougen, you may not
be able to tell how many units are in the structure
fran the outside.) Fnter this number in colum (e},
In some cases, you want to record several numbers in
eolumn (e¢), 50 ag not to lose count, For example, if
you have counted 76 dwellings and you are only hallway
around the block, you may want to record the 76 in
column (e ) immediately, and enter the remalning count
later on.

Leave column (d) and the remarks section at the bottom
of the page blank. You will use these later to compare
the enumerator's count with your estimate and to ex-
plain cages vhere the number of units listed by the
enumerator differs significently,

When you have gone around all blocks, enter the total
number of dwellings in each ED in the total hoxes &t
the bottom of the page.

5.210 Item 6. ZEnter from Item 5 the Grend Total of
dwellings for each ED. Then get the total for
all ED's, This is your estimate of the number
of units in the assignment.

Instructions for Dividing Enumerator Assigmmenta, If you

have estimated that there are 500 or more dwellinga in the
asalgnment, you must divide it between two (or more) emu-
merators. Divide the assignment by grouping the ED'a to
form two (or more) assignments of approximately the same
size, Although it would be desireble to assign adjacent ED'g
to ane enumerator, this may not be possible always,

If the assignment has two or more ED'a, see if you can divide
the work by re-grouping whole ED's, For example, suppose the
asalgnment consists of ED9-5N with 150 dwellings, 9-5P with

400 dwellings end 9-5R with 300 dwellings, You would divide
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this assigoment between two erumerators by giving one of
them ED's 9-5N and 9-S5R. You would give the other enumerator
9-5P even though 9-5N and 9-5R were not adjacent to each
other,

When you divide an ansignment you must note this on your
F-237 by chenging the original brackets to indicate the new
assignmenta,

You should avold soplitting an ED 1€ poasible., Hewever, 1t
may sometlmes be necessnry to do so. Keep the aame ED num-
Ler for each part, but assigm each part a differvent letter
suffix, beglining with "A", For example, if you gplit

ED 61~12, you wonld have €1-12A and 61L-17B, Or, if you aplit
ED 61-27P, you would have 61-27PA and 61-27PB, Send to the
Distriet Offlee, together with your F-236, a sketeh or des-
eription of how yom have aplit the ID, glving the new ED num-
bers and the boundaries. Try to aplit ED's along boundaries
which cen be determined readlly, such as major streeta or
roads,

Under no ¢lreumstunces chould you chenge an extisting ED
‘boundary line,

A3 an example, suppose an assimment conglots of ED'a 9-L3N
with 200 dwellings and 9-13P with 650 dwellings. In such a
case, you might aplit 9-130 into O-13PA with about 400 dwell-
ings and 9-13PD with abeut 250 dwellingo. This would pemmit
you to asolpgn 9=13N and 9-13PH to one emumeretor, und 9-13'A
1o anather.

When you oplit an ED, you muat enter the new FD numbera on
your F-237, The "Authorized Ratea" solums (b), (¢), and

(d), "Sample Key Otartd, columus (e) aud "Schedule Type Code',
column (f), ave the same for the new ED'g ag they were [or
the origlnal.

When EA's must be dlvided, prepure maps for enumerators by
draving a oketeh of the Fi'g to be aagigned onother enumer-
ator, This ean, In some ingtances, de done rather neatly by
putting the old map on o window pane with a sheet of paper
on top,  The Liht through the window will permit you to
trace the orlplnal map.  Then erong out on the ordjginal wap
that portion which will be reannipued,

Tt will not he necessary 10 prepare a checklist for the new
asslpument.  Slmply note on the front cover of the present
checkllat that It applien to more than one asaignment,

5.3 Ttem 7. In waking your eatimate of the nmumber off wnito
In the enumeralor's asulpnment, you mey £ind "special

places” which are not to be enumerated in the usual way.
These Include pluaces sueh ns hoopitals, college dornl-
tories, hotelu, Jally, convents, homes for the aged,
orphanages, ete,, which will be enumerated by special
enumeration procedure. If there la e college or unl-
veralty In the FA, find cut whether the atudents will,

be on vacation at any time between April 1 and April

15. PEnter the date when the college remumesn classen

In the Remarks sectlon on page 2 of the F-236, In-
atructiong for enumerating meh places are In Section

6,0 of thlo Manual, T{ ym are at all in doubt, 1lot

the plnee In ltem ¥, an well ag thone you knew will be
aovered hy npecial cxumeration procedureu, Appendlx 0

1s u list of places which are clapaified ag Ingtitu-

tlons and hospital

&, I ym Liut o place in Ttem 7 whieh sheuld be
made & cepurate ED, enter the ED number in column
(). For example, the Crew Leader in ED 30-25N
found that the York Hotel hag 45 roomo for tron-
alent gpuesta, Therefore, he made the York Hotel
ED-30-25NR and the balanee of the ED became
30-25NA.  The Crew Ieader enteved York Hobtel In
column (&), 7% in column (b), and 30-25NB in
column (g

b, If you divide an FA for any reason, correat the
r-237,

¢, Use colunn (p) of your F-237 to remind you to in-
gtruet enumerators not Lo enumerate separaic ID'n
such ag T-night places ("¢ for transient places
such 8g large hotels and motels) and large in-
atitutions which will be handled by special pro-
cedure {See Seetion 6.0), Keep dn mind that M-
night places ("M" for mtasiona, flophouses,
Jailu, etc,) will be enumerated during Stage I3
and are not to be assigned for Stage T enumor-
ation, Uge eolumn (p) also to remind you that
there may be placen in an enumerator's asnign-
ment which lave to he enumerated by special pro-
cedures even though they are not large encugh to
be made separate ED's,

d. Before you send the F-236¢ to the Diatrioct Office,
see that you have entered on the approprlate
forma P'-269, "Placen Requiring Special Entmer-
ation Procedures,: (Exhibit 12), all places
lioted in Ttem 7 which you make separate ED's,
Exhiblt 12 shows how form F-269 1a to be f1lled
out. Note that a separate form must he prepared
for each type of place Ligted in ftem D, Some of
you will receive formo which were prepared in ad-
vance by the offlce., Make eny necessary addi-
tiong to these forms if you find places which
were not listed in advance,
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e, When you finish making your ED check and have
completed all your P-236 Comma, aend the P-pao
forms for M-night places only to the District
Oreiee (See Section 6.0), These are to be ag-
algned Cor Stage IT emwmeratlon,

You may recelve n gol of fomms 1-36, Institutlon
Informatlon (Bxhibit E), for Institutions In
your erew Leader district which are to be enu-
merated by npeelal procedures, Theme are plases
which are too smell 40 be separvete FD's, Glve
thene cardn o enumeratorn in whose asslgnment
arean these Instltutiong nre located an a rve-
minder that they are to crumerate them by special
procedure, Note 1n column (p) of the F-237, that
there are cardp for that FD,

Tten 8. Tor ltem #, locate each of the ED Loundaries
shown on the map. I the physlenl features of the
bestdaries huve changed, chock YIY,  Muke a gketel or
write a degerlpilion of the difference and mend 1t in
wlth the check lint, If there have been no boundnry
uhanges, check NO,

Item 9, In moat cases, the RD boundaries will be
atreetn, roado, rlvers or olher clearly visible fea.
tares.  In gome casep a boundary mey not be vinible on
the ground beeanse i1 1o an dmainery lne, a proposed
street chown on the mep bt not eud throagh, a polit-
teal Line, ete, 1f one or more of the houndarles are
not viglble, echeck YES and moke noles to help the enu-
merator identify and loeate the boundary, ‘These uo-
tationa may be houpe numbers, five bydrauts, telephone
pole werial mambers, permanent landmevks, ete,, or a
more detalled deseriptlon of the lovatlon. Fater on,
you willl enter these notes on lhe ¥D Listlng Book 4o
help the enumerator durlng enmeradlon,

In the following example you mlght ohow the loeatlon
of the flrehotnse and felephone pole to help the enumepr-
ator tdentify the bowndery which lu this eeee in an

ginary line,
Imajzinary 1l 0] hrmndngf

som. /Dli“"_‘"ﬁ“l”?. o, 4

v
;fl’ Fark Rlver Nlghway

Tel. pole
N, 114

Cheak carefully for ntreet name changesn, new
otrectn, and other changes in the phyoioal charactor-
fatien of the TA, Do thisn au you travel around each
bloek to estimate the mmber of dvellings, 71 there
are no changes, check N0, Tf there are changen, check
85, ond corvent your map and the enumerator's map, Do
thio carefully and neatly so the enumerator wlll be
able to understand your ohanges.

If many ohanges lave taken plase in the area since the
map waa made, try to gel wp-to~dote maps of the avea
frem the local elty or county pgovernment, Keep one
aopy for the enumerator end send snother capy in with
the F=230, Inatruct e enumorator to keep within the
boundarien shiown on the Cenms map. Drav these bound-

arles cn the new map for him, Be suwre the original map

ig returmed.

Item 1l, If any pard of the EA 1o an {ncorporated
place which 1p not a separate ID, you munt arrange to
get Uhree coples of a map of that place an early aa
ponolble, IHave these coplea of the map certified by
the mayor, town englneer or other responsible looal
off'ieciala, The certiflestion should he entered di-
rectly on the fare of the map ag Lollown:

T hereby certify that the boundaries
on the map of this oity are true and

sorreot an of date) 1960."  Signed

Tohn Doa
Town ¥Foglneer

Draw the boundaries of the ED shown on the orlginel map
on each of the three cexrtified coples. Send two coplen
to the Digtrict Office attached to the Check Liat,
¥-236, for the FA, Keep the third oopy for enumeratora
who will be working in the incorporated place.

Item 12, I the EA you mre checking ig in a resort
aren, there may be a muber of dwellings which arve uged
during part of the year only; for example, cabina which
are rented to campers or persans on vacation., If there
are £ifty or more of such vacant, seasomal places in
any one of the ED's in the EA you are checking, asaign
such IED's an a hourly rate. Correct your Form F-237 if
you do thia by checking colum (d) and explaining in
Remarks column,
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9.4

QUALITY CONTROL OF THE FIELD ENUMERATION

Field Review

9.41

9,42

9,44

General. The purpose of the field review 18 to insure that
the Informatlon collected by the enumerators ls accurste and
complete. The hest way to do this is to find out as qulckly
as posaible how well each enumerator 1s dolng his job by
inapecting the work he has completed, Since he has been
trailned in wmany different things, you may find durdng the
ecourse of review that errors result from an enumerator's
failing to remember or to underatand some portion of the
ingtructions, For this reason, you must not only locate
errovs but must show the enumerator how to aveid such
errors in the future,

ALl work coming from your district will be inepected in
the Diatriet Office. If enumerators know how you gelect
housing units for review, they may tend to be particularly
cereful with those wunits and you may accept work ocoa-
sionally which will be returned by the District Office for
further erumeration.

If an BA 1g retuwrned to you Crom the Distrlet Office lfor
correctlon, review the entire assignment for errors. Tirat,
see that the Listing Book agrees with the ED Booka; par-
tloularly with reapect to sample key letter. Next, check
all ED bhooks for omissiona, bad FOSDIC marks and double
marke, Then make all necessary correctlons in the Stage IT
ED Books. When you are satisfied that the IP Books are
acceptable, return them to the Distriet Office together
with the Ligting Book.

Frequency of Review., Tach enumerator will receive at least
two rTeviews; a flrst yeview us moon as practicable after the
beginning of emumeration, and a final review when hig
anplgoment 1 completed. Schedule one or more additional
reviewo 1f the results of the £iret review show that the
enumexator needs further supervision and training, Although
the average review wlll take lesa than one hour, schedule
the firgt two reviews you and the Field Reviewer make for

1 1/2 hourg each; you will need a little extra time untdl
you become Camiliar with the procedure. See paragraph

E3,0 of Appendix T for move detnlled instrictlena an
scheduling appointments.

The Fleld Reviewer will mske twice am many Pirst reviews
ag the crew leader on Aprdl 2 and 4. Thias {8 @o that the
erew leader will be able to spend additional time during
the £irat few daye with any persons who requive relraining
am well an to give the crew leader time to take care of hia
other administrative dutles. As far as posaible schedule
appolntments fivel with your weaker onumerators,

It 1o important that you and the Field Reviewer make every
effort to review the work of every enumervator In your area
on Aprdl 2 and 4. Since no review appolmtments will be
scheduled on April 1, in order to give enumepators time to
complete enouph work to make the firet review worthwhile )
a number of ‘them may have ccmpleted as much ag one-fourth
of thelr assignment before they come In for the first rew
view. When you schedule the first field veview with an
enmerator, enter the date, time and place in Section B of
the same F-242 which tells him where to report for induction.
(Exhibit 21),

Where to Conduct the Revliew. In order to review the work
of ap many enumerators ap poggible, Instruct emmerators to
meet, you and the Field Reviewsr at seme central location,
whenever posslble, Try to get the use of free upace in
places such ap schonls, churches, ofiice tuildings, firve
housen, YMCA's, clvie centers, court houses, veteran's
organizations, lodges, ete. Ap & last resort, you mey use
your hame, provided this in agreeable to you and your
emmeratora., If your crew lesder dlstriet is such that none
of your enumerators need travel very far +to rTeach the fileld
revliew locetion, you may find it helpful for both you and
‘the Fleld Reviewer to work at the same locaticn, However,
if your distrlct covers a large area, you would do well to
find a separate location for the Fleld Reviewer in order to
ewt down on enumerator travel,

How to Conduct the Fleld Review

a. The Prumerator's Record of Frrovs, F-214 (Exhibit 22)
Bel'ore you atart the Tiret review give the emimerator a
blank F-214, Instruet him to write his name in the
space provided on the upper right-hand corner of the
form and to read carefully the instructlions for uaing
the form. Answer any questions on the instructions
that he may have.

At each review have the enumerator record on hig form
F-214 the errors you {ind in his work. When you find

an error, be sure that you deseribe it to the emumerator
in enough detail so that he understands it and can locate
the item later. Check to see that the enumerator ig
recording all him errora correctly.

If time permits during the review, vetrain the enumer-
ator on his weak pointe. If you do not have time » Ty
to arrange a meeting ez avon as posaible for such
_additional training.

At the end of each review inmstruct the emumerator to
correct all the errors found during that review,

9.45

Tell him to check the wnreviewed portion of his work
for errors of the type recorded on him F-2l4. These
errors muat he corrected alao,

At the beginning of each review Collowing the first,
see that the errors on the F-214 from the previous re-
view have been corrected, Check the entrien
themselves—~do not asaume that errors were corrected
becauge the enumerator's initials appear In the last
column of the form. If errors were made in enumerating
sample housing units or percons in GQ'n, be sure that
the corrections are carried over to the unlts trane
geribed to the Stage IT ED Book, If he mung wut of
apace, give him another form,

Gollect all Forms F-214 from the emumerator when his
agaigmment io accepted as complete, After the trane
seription verification send these forms to the Dimtrict
Office along with the Listing Rook, ED Books, F-p43
and other materials,

b, Iypes of Frrorg You Will Find

(1) Failure to list a houaing unit is a very seriowa

error. If the enumerator haa not Liated the unlt
and, therefore, has not enumerated it, the popu-
letion count for thet area as well an the Infor-
mation will be incorrect,

(2) Omismion of entries (blanks) in ltems that
require entries,

(3) Dowble marks result from £1101ng moye than one
cirele in an ED Book item,

(4) Ped FOSDIC marks are markg that are too light
or do not 111 the circle completely, Such marks
are the pame as amiosions.

(5) Incorrect order of enumeration, Certaln entries
are required to be In a apecified order, For
example, sample key, block numbers, and page
numbers,

(6) Iack of agreement Letween ED Book and Iicting
Back, =~ For example, 1f the number of peraona in
the Listing Book im different from the number of
pergona shown in the ED Book for the same unit,
it ia an error.

(7) Inconalstent Entrieg, For example, if a peraon
was born in March 1953, he cammot be marked
"divorced" in item PV since he 1o only 7 years old,

(8) Unnecensary entries. Do not count ag an ervor

any entry in an item when no entry ila required,
For example, an entry is unnecconary in ltem HL3
when the housing unit 1s occupled, If theve la
much an entry in H1L3, do not tally it ag an error
but merely caution the enumerator ngainst wagting
time making entriea that arve not required.

e. How to use the F~243, Record of Fleld Review
(Exhibit 23)
When you make 8 review of an enumerator's work, you will
uge a form F-243 which tella you how to aelect the
ltems to be veviewed and what action to take when you
find errors,

Detailed instructions for the use of thin form are to
be found in Appendix T of this manual, When you cheek
Lor mlssed unlta in Section I of the F-243, you will
refer to the F~236, Crow Leader's Check List for Map
Review and Preparatory Work, which you completed befove

enumeraticn, Note: De surve your Field Reviewer hns the

F-236 Check Iists for the enumerators with whom hie haa
appointments.

When you make the checka in Sections IV and V of the
F.243, examine the ED Dooks ap if you were an enumerator
condueting en interview. Heview all population and
housing itema an cne page at a time., Use the F-243 to
record the errora you find. Hewever, until you hecame
thoroughly Camiliar with the F-243, treat the Record of
Field Revlew as a check Liat of the items to he reviewed,

How to use the Results of the Fleld Review, After you
review the enumerator’s work, you will decide on the basls
of the errora he has made whether;

(1) He can continue to work without further review,
(2) He must be glven additional help and tralning.

(3) He must be released because his work i not acceptable.

a, How to terminate an enumerator's appointment.
Any enumerator should be released if i1t 18 quite clear
to you that he 1s dolng poor work and it 1s unlikely
that the quality of his work will improve. Keep in mind
that permitting such an enumerator to remain on the job
can result in lowering the overall quality of the work
coming fran your digtrict,
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Only the Crev Leader mayirelease an emmerator, Fleld
Reviewers should recommend the releasge off an enumerator
for the reasons shown above; however, a Field Reviewer
hag no authority to do so on hig own inltiative,

If you release an emumerator and reassign hla work to
another perscn, be sure to show thia change on Your
F-237, (rew Ieader Record of Asslgoment,

(L) ¥ the Crew Leader makea the review, he will
complete the payroll form with the enumerator and
subtmit 1t to the District Office,

(2) When the Fleld Reviewer recommends release, he will
unot complete the payroll form. He will achedule a
meeting for the enumerator with the Crew leadex,
who will notify the enumerator of his releape,

The Crew Leader will canplete the payroll form et
that time.

(3) ALl Census materinla in the possession of the
enumerator will be collected, Be sure to collect
the emumerator's offleial identification ap well ap
the FD and Listing Pooks, FA map, and other Govern-
ment property, The (rew Leamder should have the
Listing Book (with the payroll form) and the Reoord
of Field Review when he meets the emwmerator to
conflm the release action,

£ the released emmerator does not have all the
materialn with him, the Crew Leader should arrange
to plek them up.

Do not gubmit the payroll form untll you have re-
covered all Cenpus property from the released
enunerator. [f necessary, inform the enumerator
that he cannot be pald until he has turned in all
Cengn materlals In hin possesaion.

(4) When you must complete a payroll form before an
FA 15 completed incert a duplieate payroll fomm
in the Linting Nook for the enumerator who com-
pletes the agsoignment.

How to Tell an Frommerator o ia Releaaed,

Tou ave required Ly the Censua Bureau to release
enumerators who do not do aceeptable work, When tho
Crew leader relessen an emumerator he dhonld make 1t
clear that he in carrying out Cengus Bureau instruac-
tiona, Beloaw 1o a glatement that the Orew Leeder will
uge a8 & model when he releasen an enumerator,

“The Heoord of Fleld Revilew phewa you have
made more than the allowable rumher of errors.
Aceording to Clenpus Bureau procedure T am nat
permitted to let you continne enumerating,

Thank the enumerator and aomire him that he will be
pald for all acceptable work he has done up to
thia point.

9,46 The Final Review

9,47

a, If at the {inal review, the FA lg accepted am complete:

(L) See that all errors on the F-214, Enumerator's
Record of Errors have hoen corrected.

(2) Sec that any unita mioged by the enumerator
aceording to your F-236, Crew leader's Check Lilat
for Map Review and Preparatory Work, have heen
entered In the ED and Lisbing Books.

(3) Complete the payroll forma with the enumerator.
Tell the emumerator that payment for transeription
work will depend on whather the work passes
ingpection,

b, If the FA in not acceptable, Inatruct the enumerator

to go over his work and correct the errors found during

review and all aimllar errors, When he relurns the FA,

check to sce that he has corrected the errors aoted

an the F-2l4,

¢. A review of all ID Books will alao be made in the

District Office to insure that fleld review actlvities
are being carried out effectively. Work that fallse to
page field review will, in all likelihood, also fail
the office review and these ED'a will be aent back to
you to be corrected and completed so that they are
acceptable,

Closeout Review

If an enumerator completes a housing unit by closeout pro-
cedure, he may not get the minimum information required by
the Cengus Bureau. A review of such cages must be made
after the payroll computation for each FA acoording to the
ingtruetions in paragraph E 7,0 in Appendix B, Since the
enumerator will not be present for thiam review, do thia

operation as time permita, belween field review appointments.

If you £ind during the closeout review, that the aseignment

needs further work, assign the hooks Lo one of the belter
enumerators (or the Field Reviewer) who is evailable for
such work.

Keep track of such an assignment om your F-237,

9,48

9,49

a.

b

Aaaign closeout work an en hourly-rate bagis.

Tell the clossout enumerator to visit each oloseout
wilt onee anly, If he £inds someone at home, he is to
obtain all information cmitied by the original emumer-
ator and to verify any entrien made by the orlginal
enumerator, If no one ie at home when he viglts the
unlt, he is to get as mueh Information en ponuthle
from nelghbors,

When the closeout enumerator returna, veview all cloge-
out, cages agaln and supply mlscing infomation accord-
ing to the rules in paragraph E 7.5, Appendix F.

Trangorlptlon Verification

8.

Since the succens of Stoage [T emumeration dependn
heavily on the informabion colleeted in Stege T, 11 will
be neceasary to verlfy the enumerator's transcription
wvork very carefully acoording to the instructions in
paragraph E 8,0 of Appendix B, If the review phows that
the transcription {n aceepteble, the assignment should
be sent to the Distelal Offlce. 1f not, all transerlp-
tlon must be verifted completely and corvected,

If the transoription 1s not acceptable and the orlginal
enunerator 1o no longer avallable, asslpn 1t to an
hourly enumeraior for correction, Recovd the assign-
ment on your F-237. Usgo a dupllicate payroll form and
innert ik Into the Listlng Rook, If the transeription
hap bhaen corrected by the orlglnel enumerator, examine
it again for aceurvany. &See paragraph 8,4 of Appendix E,
Took at the flval sample hevaing unlt or GO on each page
of the Listing Book and follow the prooedure shown in
Sewblon IX of the F-p43, If the transerlption waa
applgned to sm hourly epumerntor, do not verlfy 1ty 14
will De verifled In the Dlatriat OLCes,

Hew to Make Your Dally HReport of Fleld Review, F-p39

(Taliblt, o4 )

a,

b,

o

Who Makes the Daily Report.
ghould complets aeparate Dally Reporia and mall them to
the Diplrict Offlee. However, on those days when the
TFleld Reviewer lo working ae an enumerator, he doew not
have to £ill out an P339,

You and the Field Reviewer

When to Crmplete the Daily Report. A Daily Report must
Ve completed for each work dey durving the Stage T
enumeration period etarting on April 2 end continuing
unt-il the last BA in your dietrict is given a final
roview,

Complete the form after the laat review of the day and
nail 11 immediately afterwards,

Eyen 1f you have not done any review work during a
working day, complete snd cubmit a Daily Report, M1l
in the ldentificntion ltems on the form and use the
back of the F~239 to deseribe your activitieu that
day.

How to Complete the Dally Report.

Item 1. Date., This antry should be the date of
The Cield »eview activity deseribed on

the form,

District Orfige Number-— The code numbexr of

your Dlatriot Olflce,

State~The name of the State in which your
Digtriot OCfice im located.

Item 2,
Item 3,

Item 4, Name of Crew Leader—Inter -the name of the

Crev Leadex,
Ttem 5, Signature of the Peracn Who lg Filling
This Report. Sign your name in the appro-
priate box even If 1t appears in Item 4,

How to Record Review Actdvity for Each Inumerator

(1} Golumn (a )+ Neme of Frumerator—Fnter the name of
ench emmerator whose work you have reviewed during
the work day. All detaills of the review for each
enumerator will be entered on the same line am
his neme.

(2) Colume (h)-(g). Enter the number of errors in
Section T through VI, Copy the entriea in column
{a), Section VIT of the F-243 for the review you
are reporting.

(3) Columns (h)-(o), Field Review Aation. Check the
oolumn which Geacribes the review and action you
took afier reviewing the work of the enumerator.
Be aure you check nly one review action for each
emmerator, If a Fisld Reviewer reccmmends that an
enumerator is released, he will check the column
on the F-239 headed "Fnumerator Releaged." When
the Crew Leader oomfimms the release, he will not
enter 1t on his fom, a second time, IL the
enumerator failed review because he amitted a pre-
1isted unit, (see paragraph E 5.72 of Appendix E)

97



08 QUALITY CONTROL OF THE FIELD ENUMERATION

but you declde to keep him because he had not
mipsed any units previously, explain your action
on the reverse side of the F-239,

(4) Columns (p) and (). Closeout Review, Make
entries in these colums only af'ter the emmerator
has had a final review and you have reviewed the
closeont cases, Your entries on thia form will be
based on Section VIII of the F-243,

(a) If line 47 in Section VITE is marked no, "
check the column {p), "EA Accepted,"

(b} If line 47 in Section VIIT is marked "yes,!
check column (q), "EA Aseigned to Closeout
Fnumerator, "

(c) Check only ome of these two columg, ;

(5) GColumns (r) and {s). Transeription Verificaticn,
Make an entry in these columns only after you have
revieved the trenseription to the Stage IT ED
Books., Refer to Seotion IX of the F-243,

(a) If line 51 is marked “yes," check column
(r), "EA Accepted,"

(b) If line 51 i marked “no" check colum (a),
"EA Held for Correction,"

It 18 possible that you may conduct a final field review
for an enumerator on one day, and perform the closeout re-
view and transeription verification on another day.

If so, record the final review In the Daily Report for the
day on which 1t wag conducted, leaving the closeout and

trangeription review columna blank. Make the entries fox
the oloseout review and transeriptlon verificatiom in the
Daily Report for the following day, leaving the other
colwmng blank, Be sure to enter the enumerator's name on
the reports for hoth daya,

Total columns (h) through (q) for every Daily Report of
Field Review, Note that you will have meparate totals by
type of review: f{lvat, second, third, end final., Inter
the elogecut totels even though you make this review after
the final review,

If you apent less than 6 houra on field review, clomeout
review, and transcription review, deseribe briefly your
other census activities during that day in the "Remarkg®
on the reverse nide of the Dally Report.,

9.5 Refusals

Occanionally an emumerator may encounter a respoudent who
refuges Lo give part of the required information or to be
Interviewed at all., Such rare cases will be reported to
you,

You should eall on the respondent to cbtain the reguired
informaticn. DPolnt out the eonfidential treatment
accorded to Cengus Informatlon, and that Information ob-
talned in the cenpus cannot be used for purposes of tax-
ation, inveatigation, or regulation. If necessary, you
may point out the legal baeis for the cenmus and inviie
the respondent to read the section of the amct which ve-
laten to vefusals (section 221, Appendix F, Enumerator's
Reference Marmal). If the respondent 1s still WNEOOP-
erative, inform him that you will have to make a written
report to your Distriet Supervisor. Do nobt become Involved
in any argumenta, Mevely state that you are dolng your job
in accordance with your instructions.

Your report of a final refusal shemld be In & memorandum to
your District Supervisor, including the following
Informaticn:

a. Neme and address of person vefusing to give informatlon,

b, Date of original and later calls, by whom made, and
name of reapondent at each call.

¢, Extent of information refused.

d, Reasons gilven, if any, for refusing information.

Make certain that, ag a minimum, the enumerator has re-
corded on the FOSDIC gchedule the names of all oceupanta,
‘thelr race and sex, whether obtained fram the respandent or
from ancther source. :

APPENDIX E

HOW TO USE FORM F-243, RECORD OF FIELD REVIEW

E1.0 When to P11l Qut a Record of Field Review. One Record of Field
Review is to be fllled cut for every emumerator's asgignment, If
more than one enumerator worke on an assignment, £1ll out one
fom for each enumerator. If an enumerator works on more then one
assigoment, £ill out one form for each of his assigmments.

£2,0 Completing the Heading of the F-243, Make the following entries

before the first review:

Ttem a, District Office Number. Inter the Digtrict Office number,
which appears on your F-237, Record of Asaignment.

Item b. ED numbers. Inter mumbers of all the FD's in the
enumerator's assignment.

Item ¢. Name of Crew Leader, Enter you own name,

Ttem 4, Name of Field Reyiewer, FPnter the name of the Fleld
Reviewer.

Item e, Enumerator, Fnter the name, addrens, and telephone
namber of the enumerator.

3,0 Recording Appointments for Review. When you make an appointment to

F4.0

review the enumerator's work, record the date, time and place in
YAppointments for Review,' item £ of the ['-243, Make your appolint-
ment with the enumerator for the firat field review when you give him
hip aagignment at the end of the training class, When you do this
glve the enumerator the identical information in Section B of the
game F-242, Schedule of Field Appolntments, which tells him where to
report for his Induction. Schedule the {irat two appolntmenta with
the Ileld Revlievwer to last one and one-half hours,

For example, on April 2 if the fivrst review lu scheduled for £:30
ALM,, the second appolintment would start at 10:00 AM, and last
until 1L:30. Schedule the third appointment to last from 11:30 to
12:30, If the Reviewer has four more cone heur appointmenta in the
afternoon, he will have reviewed the work of seven enumerators in
all on April 2.

In paragraph 9,42 of this manual we suggested that the Crew Ieader
do fewer reviews on April 2 aince he needs additional time for other
duties, If the Orew Leader sclhiedules two appointments for cne and
cne-half hours each for the morning of April 2, he should sehedule
no more than two for the rest of the day,

Each time you finish reviewing an emumerator'a work, be sure to
schedule the next appointments so that you wlll he meetdny with the
enumerators at the rate of one per hour. When you complete the
field review, enter the appointment for the next review on the F-243,
Give the enumerator an F-242 an well shawing when and where to report
for hie field review, Note that you will have to oross out the word
"lrst" and wrlte In "second” or "third" ac necessary.

Sinee you will not be able to schedule the f£inel review ohead of
time, inatruet the enumerator to notlfy ym an som ap he han eon-
pleted the agaignment and is ready to have hin work reviewed,

Sinee, in general, Field Reviewers will be asnigned to other work
af'ter April 4, they should mrrange for later reviewn to be handled by
the Crew Leader,

How_to Record Frrors on the F-243, Record errora on the line which
describes the type of ervor. TFor example, If you f£ind during the
second review that H1 is blank In the ED laok, tully the crror on
Line 22 in the "gecond review! column, As you conduet e review,
you may find errors in unita other than those yom are directed to
check on the F-243, See that the enumerator records these on hig
Fw2l4 and corrects them, but do not record these errors on your
F-243., In some capes it may be difflcult to determine the exact
number of errors made. In gueh cases use your boant Judgment -aince
we are more concerned with ceelng that a pocd Job 1s done rather than
having a perfect F-243, Do not Interpret thia instructlion to mean
that you may be careless in recording errors on the F-243,

4.1 Seetiong TV _through VI require that you tally every error, Do
thig by drawlng a telly mark for cach ervor stavting at the
left hand side of the apace, After you have completed the
review count the number of marks on each Line and plece ench
total on the right hand side of the space and e¢frele it. For
example:

Se

ction IV-POPULATION REVIEW | Firat review| Second veview| Third review

(Check only persona inhousing| with entrles| with entrien | with entries

Check persons in housing Last [ive Tagt flve Taut five
unitg em— 4 FOSDIC pagen| FOSDIC papes | FOSDIC pages

units conpleted by intervievb last page lagt page Lagt page
checked cheaoked cherked
For Lines 14 thraugh 20 tally D, _17-23 D, FD.
end total the number of times. Page 12 Page Page
14, FEither P1 or HL im not in
correct sample key order. —
15. Blank, double mark, or bad
FOSDIC mark in P2 through | T/ @

This example shows that, during the I'lrat review, you found
6 errorsg when checking items P2 through P? and that you en-
tered and circled the total mumber of tally marks in the seme
column,

E4,2 Sections IT and ITI consist of questions that can be anawered
tyea' or '"no", A "no" answer meang that an error haa heen
made, Check "no" evenif there is only one housing unlt in
error; otherwise check "yes",

If you check '"mo" when you find an error in one of the unitas,
continue the review for the remaining housing unite. For ex-
ample, 1f & housing unit in the Listing Book does not show
number of persons in column (12), check "no" for line 5 of
the F-243; however, continue to check for entries in column
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Line 31-36.
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(12) for all of the remeining housing units on the page, ex-
cept callback cagea. Even though you check "no" after
finding the first error, have the enumerator record all
similar errors on his F-214 so that he may correct them,

The heading above 1lnes 31 through 36 reads "Also
check the following pointe when you review the FOSDIC Book,"
These questions are handled in the wame manner ap Sections II
and III.

How to Conduct Firat, Second and Third Reviewsn.

F5.1

Section T - Check for Miased Units. For the fivst review
turn to 1tem 4 A of the F-236 for this assigiment. Deteimine
how far the enumerator has gone, Read the addresses of the
prelisted housing units, Do not go beyond where the enu-
merator haa canvagoed at the time of the veview, Have the
enumerator locote each unit in the Listing Boock as you read
it, When he locates the unit have him give you the Listing
Book page and line number which you will record in eolumna
(£) and (g) in the F-236, If the enumerator ig in an EA
vhich was not prelisted, you will not be able to make thia
check, Write "No prelisting" an line 1 of the F-243.

If a prelisted unit cannot be found in the Listing Book, check
column (h), Tell the enumerator that be must go back to the
beginnlng of the block or road segment where the wnit waa
missed and recanvass to see whether he hag migsed any other
units in that arvea..

On the second and third veviews check the preliated units not
previoualy checked, Moat of these will appear in {tem 4B of
the F~23G. Do not check units beyond the point where the
enumerator hag lipted,

Line 1. FEnter the mmber of units migsed by the enu~
merator aceording to items 4A and 4B, column (h) of the

F.236, Thin ig the rumber which the enumerat
sumably missed, erator pro

Enter in item 5, column (d), of the F-236 the number of
housing units lioted by the enumerator in each block up to
the time of the field review. Do not include the last blook
ligted i€ the enumerator has naot ¢ompletely canvegsed it.

Compare your egtdimate in item 5, oolumn (e}, of the P.236 with
the number of units liated by the enumerator as shown in
column (d), If the number in colum (d) 1o appreciebly dif-
ferent frcm your emtimate, check first to see if he has failed
to enter a block number in the Iioting Pook.

If the difference camot be explained » Inatruet the enu-~
merator to go back to the block in queation so that he can be
sure that he has not minged any houning units,

Sections IT and I1I - Listing Book Reviews.

Examine entrles appearing on the last full page of the Tiai~
ing Dook. These sections of the review conzist of gquegtions
that are to be checked "yem" or mow,

Line 2, Cheok thet enumerators in block aveas are can-
vapaing In their ED's and blocks within ED'a in the
order shown on the map backing sheets.

Line 3. In block aveas examing the vway the house num-
bers have been recorded in the.Liating Book to mee
vhether the emumerator is visiting unite in the gorreat
order and that he is atarting each block according to
his inatrmictions and that he 1s not gkipping around at
will. Where map arrow road numbers ave uged , cheok
that the enumerator 1s working down both sides of the
road in order aa ingtructed,

Line 4. Check column (5) of the Liasting Book to see
that the enumerator hag saeigned the pample key letter
to each unit in correet order as he was instructed,

If you find an error in the sample key, go to the firat
page of the Limting Book and check column {5) on thet
page and all following pages, See that me of the firab
four houoing units an page 1 of the Listing Book las a
sample key of "A" and that every fourth unit following it
has a sample key of "A" (not counting Q's),

If you find more than one case where there are elther
more than three or less than three non-gample houalng
units between "A" unita, correct the semple key order
for the entive asalgnment Loth In the L gting Book and
in the D Dooks. Ingtruct the enumerator o return 1o
avery housing unit which now hae a sample key of "AN
but did not have one before and leave a hougehold
questionnaire form there., Tt will not be necessary for
the enumerator to recover any questiomnaires previoualy
left at units thet have had a eample key of VAW,

Otherwlse do not correet the sample key. However, on
the enumerator's F-214 note all sample key errors and om
the F-243 check the "o" ¢olum on Lline 4.

Line 5. Check that the number of pergone 1s entered for
every occupied housing unit the emumerator hag completed,

Line 6. Check column (13) to see that there is an A"
or "GQ" entry for each completed sample unit,
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Ling 7. Total the number of timen you checked "no" on
llnes 2 40 & of Sectlon II.

Line &, Examine columns (1), (3) and (4) of the Listing
Rook, I you belleve the housing unit can he Found by

the Stage IT enunerator on the basig of theae entrlien
without any trouble, the entries are adequate. TIn rural
areaa see thet the enumerator is entering trilangles on
his map to denote “A" and gtarred “GQ" unita,

Line 9. See that the enumerator has £illed column (6) of
the Lictlng Book in accordance with the inatructions at
the top of the column,

Line 10, Check that there i a page numbar for each
unit In column (7).

Line 11, Check that the enumerator 1o £illing columa (8)
and (9) of the Liatlng DBook for unblte at which callbackn
are neccapary, If column (10) ia not checked, at leagt
colum (8) must have an entxy,

‘Line 12a. See that an "X' appears in either column (10)
or column (11) of the Tisting Book for every sompleted
houaing unit,

Line 12h. If the number of unite eompleted by the
uloseout procedurs is move than one per TListing Book
pege, queation the emumervator about b,

Idne 13, Totel the mumber of times you checked 'no' on
1inen 8 to 12 of Seatlon 111,

Seetion IV - Population Review,

Review ‘the entries for personc In hemelng unlts completed by
interview, acoording to column (10) of the Liating Book on
the leat Live pages of the Stage T ED ook £illed by the
enumerator, At each review, ldentily the last FOSDIC page
you raview by enterdng the ED mumber and page mumber at the
top of ‘the column on page two of +the P-243. Tally the nume
her of emlealons, double marks and dad FOGDIC marks in ltems
P2 through P? on Line 15, Aleo note that you should not
tally errvors in these iteme iC P2 1a "WAGY, 1If the items
you raviev are for persoms in hotels, motels, or placea
enumsrated by apeclal procedures where it may hove heen dif-
ficuld to get eomplete Information, do not aount omisplong
an errors, Since item P6 requires 3 clrales to he marked,
tally one error only, even theugh month, decade and year arve
all blank for an individual, Similerly, in item HLG on the
Pli-2, tally only cme ervor £ the ltem i blank, Make the
eongistency checks denoribed on lines 14 and 16 threugh 20
of ‘the F-243. Inter the total nmumber of errors in this
geation on line 21.

5,31 Sample Key letier.

The flrat thing you check when you review the populatlon itemn
1g that entrles In P1 and HL ara In the correct sample koy
order, If you £ind an error in the sample key order, Instruct
the enumerator to note the error on his Record of Errors.
However, bofore you go on with the review take the necessary
ateps to eorrect PL and Ul since the enumerator ls not to
oorrect the sample oy by himeelf, Hee whether the nample key
entriea in the TD Book apgree with those in the Listing Book
since the enumerator may have copled the lebter incorrectly.
It thay do not agree with the Lieting Book, change sample key
letters in the D Book ao that they do agres, If there la
still on error on the FOSDIC page, apply the rulea which
follow,

Bules for Correcting Sample Key.

o, FOIDIC page with two or more sample key letters the same.
Comalder the oane

This rule does not apply to GQ'a.
where one of the sample key letbters in repeated on an

ED Book pege; for example, A D B C. If this sequence of
lettera in the ED Book agreen with the Listing Book, copy
the information for the unit for which the key letter is
repeated to the firet available blank page in the ED Book,
In copylng, use the game pample key letter on that page,
Cancel the copied unit on the original FOSDIC page.
Correct column (7) of the Listing Book to show the new
paga number in the ED Book,

b. If you £ind that a letter hag been skipped on the FOSDIC
page as in the following examples, and the letiers agree
with the Lieting Beok, do not meke any correctioms.

Ixample 1:

Page 2 Page 3
B [
c D
D A
A B

Although the First unit on page 3 should
have been "B", do not make any changes in
much & cage,




100

E5.4

E3.6

L5.7

QUALITY CONTROL OF THE FIELD ENUMERATION

Ixample 2:
Page 14
aQ

B
c

Do not try to correet sueh a casge
if it agrees with the Listing Book

Section V - Honging Review,

Cheek housing items only for the same housing unite for which
you made the population review, Tally all omissions, double
marks and bad FOSDIC marks on lines 22 through 29 of the F~243,
Enter the total mumber of errora In this seetlon on line 30.

Also Cheek the TFollowing Points When You Review the FOSDIC Book,

The checka shovm on lines 31 through 36 of the F-243 are very
important. Keep these checks in mind during the entire f'ield
rveview, If you check "no" for any line, see that the enumerator
knows what he la doing wrong before he starts working again,

Seation VE ~ FOSDIC Book - Listing Book Review,

Line 37. As you check the ED Book ask the enumevator to locvate
the unlt in the Liating Bock., Ask him to read you the sample
key letter in eolumn (5), If you have a different gample Xey
letter In the ED Book for that unit, tally an ervor, Refer to
the rules in section E5.3 for making correctiona.

Line 38, Ask the enumerator to read you the number of
persons in colunn (12) of the Listing Book, If & unit is
vacant In the ED Book, see that the unit is vacant in the
Listing Book, If the enumerator says that the unit requires
a callback nccording to the Listing Book, see that thia
agrees with the ED Book and that enough blank lines have been
left. If the number of pergons in the ED Book is different,
tally an error.

Line 39. Inter the total number of errors tallied on lines
37 and 38,

Section VIT - How to Take Action.

The setion you take ap a result of the first, second, or third
reviews will depend on the number of errors you have found in
each of the six review sections.

Enter in column (8) of Section VII the total number of er-
rors made by the enumerator in emch of ihe review meotiona.

Be sure that you make these entries in the appropriate part
of 8ecticon VIT depending on +the review you are conducting, If
this 1e the first review, enter totals in the space under line
40; 1f second review, under line 41; and if third review,
under line 42,

Compare your entries In column (a) with the numbers printed

in eolumn (b), If for any sectlon your entry in column (a)

ia greater than the number in column (b) oirele the entry In
column (a).

Next look af column (o), "How to Take Review Aeticm",

E5.%1 [Pirst Review,

a. If theve are no circled entries in column (a), it
indicates that the enumerator has learmed his Job
well end has made only a few errors, Tell him that
his work will not be reviewed again until he has
campleted his entire assigoment. You will at
this time instruet him briefly in the transeription
procedure. Have him transeribe one or two sample
housing units to the stage IT ED book in your
presence 8o that you may see that he is doing 1t
properly.

When he hag finished his assignment and haa
campleted the Stage IT trenscription, he ia to
notlfy you by phone so that an appointment can he
made for a final review,

b. The Crew Leader will relesge the enumerator op
the Field Reviewer will recommend to the Crew
Leader that he be released if either of the
following occurs.

(1) The entry for Section I, line 1 in column (a)
is eircled.
-(2) Three or more entries in column (a) ave
cireled for Sectioms IT through VI,

Paragraph 9.45 of this manual contains details an
how to release enumerators who do poor work.

Only Crew Leaders can raleace enumerators, Field
Reviewera will recommend release and submit the
form F-243 together with the Listing Book and ED
Books to the Crew Leader for his action.

C.

All other enumerators (those not covered by parts
a. and b. above) will require a second veview and,
in gome cases, additlonal training. The erumerator
19 not to etart trenseribing to the Stage 11 ED
Book until his work shows that no further review
18 required until the final review.

(1} If you feel that the enumerator needs more
training, arrvange to meet with him as acan
ag your {ield review schedule permits, At
“that time go over his weak points, with him
and, 1f you have time, watech him enumerate
several housing units.

(2) Schedule the second review within 24 hours.
However, he sure that the enumerator has
been sble to liot at least 25 more housing
units in this time,

(3} Keep in mind that even though an enwerator
passes fleld review, the Grew leader may
releage him if in his opinion the overall
quality of hia work will not be satisfactovy
when his assipmment in completed.

(#) 1f the enumerator wants to pive you the
ACR's he has pleked up for Gnits he hag
enumerated up to this time, lake them from
him. You must de sure that his ACR'@ are
put back in the portfollo for his EA when you
tranamit 1t to the Diatrict Office, Therefore,
tie the ACR's together securely and write the
TA number on the top page.

E5.,72 Second leview

a.

If there are no cireled entrles in column (0), it
indicates that the emmerator has learned his Job
well and hus made only a few errors,  Tell him that
his work will not be reviewed apain until he has come
pleted his entirve assignment., You will at this time
ingtruet him briefly in the transeription procedurs,
Have him trangeribe one or two sample housing units
to the Stage II ED Book in your presence so that you
nay oee that he is dolog 1t properly.

When he has finlshed hls asslpnment and hao vompleted
the Staje II tranecription, he lo to notify you by
phone 60 that an appointment can be wade for o final
review.

The Crew Leader will relewse the enumerator or the
Fleid Reviewer willk rovommend to the Crew Ieader that
he be released 1L elther of the followlng oecurs,

{1) fhe entry for Section I, line 1 in column (a)
is circled. If the enumerator did not misa any
prelisted units on his lrst review and no move
than one on hly second review, you need not
release him Iff you t'eel he Lo doluyg en aoccept-
able Job otherwloe.

(2} Two or more entrles In column (n) are elreled
for Seotlons II throwh VI,

Parggraph 9,45 of thin mamwl contalng detadls on how
to release enumerators who do poor work.

Only Crew Leaders van melease emmerstors,  Fleld
Reviewers wlll recommend relense and submit the Fom
F-243 to the Crew Iender for his action.

ALL other emumerutors (those not coveraed by parts (a)
and {b) ehove) will require a third review aud In
some cases additionol bralnlng,

(1) If you feel that the ewumerator needs morve
troaining, arrange %o meot with him ug soon as
your {ield review schedule permita. At that
time go over hia weak pointo, with him and, if
you have time, wateh him enumerate soveral
housing unitas,

(2) Schedule the thivd review wlthin 24 howrs,
However, be aure that the emumerator has
been able to list at least 25 more houning
units in this time,

(3) Keep in mind that even though an enumerator
pasaes {leld review, the Crew Leader may
release him if in his opinion the overall
quality of hia work will not be satiefactory
when hie essignment ia completed,

E5,73 Third Review.

a,

If there are no circles in column (a), do not
review the enumerator's work again until the
final review.

If' there arve ane or more eircled entries in
column (a), release the enumerator. The procedure
for the third review is very much like that for
the firat or second reviews except that no further
revievs before final review will be scheduled, If,
after three reviews, an enumerator is still making
more errors than shown in column (b), he will be
releaged.
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If the enumerator paases the third review, tell
him hia work will be reviewed again when he has
completed his TA,

Instruet him briefly in the transoription procedure.
Have him tranceribe one or two sample units to the
Stage II ED Book in your presence so that you may
gee whether he ia doing 1t correetly. Tell him to
notify you by phone when he sompletea his FA so
that you ean meke an appointment for final review.

When you have taken a review action for ony review,
inltial that action In column (@) of Sectlan VII,
Be sure that you have initlaled the correct astion
for the correct review,

E6.0 How to Gonduct the Final Review,

E6.1

F6,2

Section I - Check for Migned Unlta,

For the final veview turn to jLtem 4B of the F.236 for this
asalgnment. Head the addrensesn of the prelisted housing
unite which you have not checked yet. Have the enumerator
locate each unit In the Listlng Book as you read it. When he
locates the unlt have him read you the Listing Book page and
line number which you will recoxd in columna (f) and (g)

on the F-236, During the final reviev examlne column (L},
items 4A and 4B, of your F-236 for unity which the
enumeralor misaed according to earlier reviewa, Ask the
enunerator to read to you the page and line number in the
Listing Book for these units to see whether he han gone back
to enumerate them.

If a prelisted unit cannot be found In the Lioting Book,
check column (h) of form F-236, ‘Tell the enumerator that

he must go back to the beginning of the block or road gemment
where the unit wag missed and recanvass to nee whether he has
missed mny other units in the area,

Line 1. Funtor the mumber of units migsed by the
enumerator ainee the lagt review ascording to column (h)
of the F-236,

Enter in item 5, colwmn (d), of the F-236 the number of
houping unita listed by the enumerator in each bloek
enumerated since the earller veview,

Campare your estimate In volumn (¢) with the number of units
ligted by the enumerator as shown in column {d). If the
number In eolumn (d) is appreciably different from your
estimate, cheek Llrat to aec i€ he hag fatled to entexr o
block number in the Linting Hook, If the differvence caunot
be explained, Inatruct the enumerator to go back to the block
in queation go that he can be oure that he has not miaged

any houaing unite,

Sectdons 1f and TIT ~ Linting Book Reviews,

Examine entrles appearing on pages 4, 9, 14, 19 sud 2 of the
Iiating Book,

Line 2. See that emmerators in block arens have
canvagaed thedr EDtu, aud blocks within ID'n, in the
order shawn on the map backlng sheeta.

Line 3. 1In urban areag, examine the way the house
numbers are listed to see whether the enumerator han
vioited unito in the correct order (and 1o not skipping
around ) and that he ip starting each block according to
hin ingtruetions.

In rural areas gee that the enumerator worked down hath
aldea of the road sn instructed.

Line 4. Check column (5) of the Linting Book to aee that
‘the enumerator has anslgned sample key lettera as he wau
inatructed.

If you find an error in the sample key, go to the firet
paga of the Listing Book and cheek nolumn (5) on that
page and all following pages, See thal one of the
firgt four housing unito on page 1 of the Listing Book
hao & sample key of "A" and that every fourth unit fol-
lowing it has a sample key of "AM (not counting GQ'c),

If you £ind five or more cases where there are either
more than three or less than three non-sample houolng
units between A" unite, correct the pample key order
for the entire asgigmment both in the Listing Book and
in the ED Books. Inatruct the enumerator to vetwrn to
every houaing unit which now haa a sample key of VA"
but did not have one befare and leave & household
queationnaire fomm there, It will not be necessery fon
the enumerator to recover any queastionnaires previously
left at unite that have had a sample key of MAY,

After all corrections have been made in the Listing and
Stage T FD Books, have the enumerator sorrect the
entrieas he has trangeribed into the Stage II ED Booka.

(a) For each unit for which the semple key letter
(B,C or D) changed to "A" the emumerator must
transeribe the entries into the Stage TT ED
Book on the next blank page.

(b) For each unit for which the semple key letter
changed from "A* to B, C, or D, the enumerator

E6.3
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muat delete the entries he has previously
trangeribed into the Stage IT FD Book hy
drawing a large X" in the housing sectlion

and every population cection in the Stage IT ED
ook for that unlt.

If there are many changes required, n new Stage IT TD
Book ehould be used, The emmerator must then transerihe
the entrles {for every "A' unit and sample peraon in

GQ's In the ED, The old Stage IT ED Rook muat be
deatroyed,

Utherwioe do not correct the sample key. lowever, have
the enumerator note ell semple ey errorg on hilg F-214
and check the o' column on line 4 of the F-243,

Line %, 8ee that the number of pergong 1s entered for
every occupied housing unlt,

Line 6, Examine volumn (13) to aee that there iz an “AY
or "QY entry for each sample unit.

Line 7. Total the number of timen you check "no" on
linea 2 to 6 of Section IT,

Line 8, Ixamine columng (1), (3) and (4) of the Listing
Hook, I you helleve the housing undt can be found by
the Stage 1T emmerator on the basis of these entries
without any trouble, the entrles are adequate,

Line 9, fee that the enumerator han £1lled volumn (6)
of the Idoting Honk 1n aceordance with the fustruetions
at the top of the column,

Line 10. Cheok that there Lo & pege mumber for each
unit du eolumn (7).

Line 13, Total the mumber of times you checked "no" on
Tineo 8, 9 aud 10 of Seetdon IIT,

Seatlon IV -~ Population Review,

Review the entrien for poraons in houndng unite caupleted by
Interview, accomllyy to column (10) of the Linting Book, on
pagea 11, 44, and 77 of each Stage T ID Book £illed by the
enumsrator, Tally the munmber of emlaaions, deuble marks and
bad FOSDIC marko tn ftems P2 through P7 on line 1%5. If the
Itemo you review are Copr persons in hotels, motels, or places
enumerated by specinl procedures where 1t may have heen dif~
Cloult bo get canplete tnformation do not acount omloslons ag
erroys, Make ‘the oonalalency ohecke desurdbed In Lines 14 nnd
16 threugh 20 of the F~243,. Enter the total number of errorn
in thig gectlon on line 21,

E6.31  Sample Key Letter,

The flrat thing you check when you review the
poprlation ttems 1o that entrlea in PL and HL are in the
correct aample key order. If you find en error in the
panple key order, instruot the enumerator to note the
error cm hio HRecord of Errora, However, before you go
on with the review take the necessary ateps to correct
PL and H1 alnce the enumerator 1o not to corrvect the
cample koy by himpelf. Mrst, make the semple key
entrles in the ED Book agree with thoge in the Liating
Book pince the enumorator may have coplad the sample
oy letter Ineorrectly. If they do not agree with the
Tdating Book, change somple key letters in the ED look
8o that they do agree, I there 1s ptill an error on
‘the FOSDIC pape, apply the rules which follow,

After all corrections have been made in the Listing e
ftage T EP Books, have the enumerstior eorrect the
entries he has transeribed into the Stage 1T ED Books,
Thio will be neceagary only for units which have had
‘thelr pample key letters changed fram PAM to another
letter or from B, ¢, or D to a somple key off "AN,

E 6,32 Ruleg for Correcting Sample Key

(1} TFOSDIC page with two or move gample key letters the
same, {Thils rule does not epply to (Q's.) Conalder
the cass where ane of the sanple key lettera lu re-
peated on an ED Dook page; for example, A BB C,

If this sequence of letters in the ED Nook agrees
with the Listing Dook, copy the information for

the unlt for which the key letter is repeated to

the firat available blank page in the ED Book.

In copylng, use the game nample key letter on that
page. (ancel the copied unit on the original FOSDIC
page, Corvect column (7) of the Listing Book to show
the new page number in the ED Rook,

(a) If you £ind that a letter has been skipped on the FOSDIC

page, and the lettera agree with those in the Listing
Dook, aa in the following examples, do not make any

correctiona,
Example:
Page 2 Lage 3
B c
C D
D A
A B
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F I If any one of these neceagary entries is omitted for s
ﬁ%lzﬂjc_’ggl}}a2%2?&;{“1300:03&&:}‘2 unit, tally once an line 46, If the unit does not have
any chenges ln guch 4 cBse. neceasary housing or population items, circle the line

muber of the unit in the Listing Book,
Example 2:
After you have examined 8ll the closeout units, enter
Page 14 the number of tellies on line 45 and line 46.
B
GQ
g B7.4 How_to Teke Action in the Closecut Review.
) a, If the sum of erroras on lines 45 and 46 in greater than 25,
0 not try to correct ouch a cage if it give the aasignment to a closeout enumerator., MNote the
agrees with the TListing Book
grees JLEAR A . aselgnment on your F-237 o you will know who iz working
E6,4 Section V - Nouming Review. Check housing items only for ﬁtﬂég z‘g‘é h{.ungggcﬁnﬁignigumeﬁtg’;nzgféiTf{tuiaﬁ&il:ﬁz;
33111;;11151?;3;“2?;21113;%% ;"Zg;ﬂt&idpﬁi’glﬁggﬁgcrﬁﬁi‘;' an he calls, he is to get all the necessary informatiom, and
1ineg P tl\raugﬁ 29’ of the F~243, Fnter the totel mumber correct any entriea made by the original enumerator., If
of e;c'rors in this sectlon on 11ns's 30 this 1s & sample unit, he ia to be sure they have a house-

hold questionnalre, If no one is at home, he ie to get

the following information from neighbors if possible:
E6.5 Section headed - "Alao Check the Following Points When You

Review the FOSDIC Book." Keep these cheoka in mind during (lg Sex and race for each person in the unit,
the entire fleld review, If you check '"no" for any line, (2) Semple key in HL and Pl.

it may be necessary to do some additiomal work on ‘the ED (33 Head deslgnated in P3 in housing units,
Books before they are aent to the District Office, For (4) Type of unit in H3.

example, if line 31 were checked 'no", it may be necessary (53 Accesg In M4,

to have ‘the book cleaned up or even recopled if it 1s in (6) Occupancy in H7,

very bhad condition. :
If the household is a sample unit he ip to leave a Household

E6.6 Section VI .- FOSDIC Book -- Lisilng Book Review. Cowpare Questionnaire for the unit; tell him to put it under the door.
entries in the ED Book for each unit with entries in the
Listing Book for the same unit, When the closeout erumerator returns thia sesigiment, inspect
the closeout units again to see 1f they have the neceasary
Line 37. As you check the ED Book ask the enumerntor to characteristlen. Supply entries as shown in Section BY.5 which
Tocate the unit in the Liating Book. Ask him to vead you follows for those units that do not have such characteristicn,
the sampke key in column (5). If you have a different
gample key in the ED Book for that unit, tally an error and b, If the sun of errorn on lines 45 and 46 1w 25 or less,
make corrections according to Seatlon FG,32 of Appendix E. aupply the entrles that are miseing, Ir possible, ae shaown

in Section E7,5 whleh followa.
Iine 38, Ask the enumerator to read you the number of
peraons in column (12) of the Listing Book, If the nunber
of peracns in the ED Book is different, ‘tally an error.

E7.5 How 1o Supply Missing Puatriea.
Line 39. FEnter the total number of errors tallied on

1inea 37 and 38, a. P4 - Sex, Enter male or female on the bapis of the name
entered in 1tem P2 and relaticuship entry in P3, For
E6,7 Sectlon VII -- How to Take Action, The actlion you take an a example, Barbara Jenep would be merked “female"; whersas
TeRULT of the final review will depend on the mumber of errora Thomas Jones would be marked "male". A person marked
you have found in each of the six review aections. "wife" in P3 la femele.
Enter in column (a) of Seetion VII the totel muber of errora b, P35 - Race. Inter race aecording to the prevalent rece
wade by the emumerator in each of the review sections. Be mure on the FOSDIC Bock page. If there s ane persan in the
that you make these entriea in the final veview part of Section unlt with an entry in item P4, supply the seme “race"
VII, line 43. entry for all perpgong fin the pame unit, If there are no
such entriea in the unit Lo gulde you, supply the “race!
Compare your entries in columm {a) with the numbers printed in entry thet appearas for moat of the persona on the ED book
golumn (b), If for any section your entry in ecolumn (a} is vage or in the ED if there 15 only one unit on tha page.

greater then the munber in colum (b) clrele the entry in
column (a),

o

. PL, Hl. - Semple Key. These can be supplled for ltems
" N PL and HL by continuing the sumple kay order from the
Next look et colum {c), "How to Take Review Actions, preceding unit, provided that the sample key order is

then correct,
(1) If there are no circles in column (&), accept the

enumeratorts agsignment ag complete.

d. Deslgnation of ‘'hend", Mark "head" for the [iret
peraon listed In the unit who {s over l4 years or
(2) 1(I£' )‘hhera are one or more eircled entries in column hae age (P6) blank.
8}, the enumerator's essignment is not acceptable. ' o s s .
Return the assignment 'to the emumerator snd instruot e --—-—-&-———-—-——?3 'ﬂT e of :;xi‘“;' Ii_rt\tex- the 'by};e of unit ghown
him to correct the errors found and similar errors or the prececding unlt enumerated,

before you make the payroll computation. . H4 - Access. TFuter the entry in item H4 for the

E7.0 How to Comduct the Closeout Review. preceding unit enunerated.

E7,1 When to Conduct the Closecut Review, Conduct the close- € ""‘"“""X]_;afmcu bney. Detemine Len 17 by the follading
out review after the enumerator's assignment has been - '
g::;e::ggpggg zg’g‘;pig::‘d 1{})}3’: ﬁg:ﬁtgi"ﬁ‘i’l“xgthgg (1) If eolunn (6) in the Listing Dook has an entry
reaen‘t:, Quzing the olo eow‘rh rowd of the name of ‘the head, or if there is at least
P & B eview, ane perscn enumerated In the FD Book In the unit,

E7.2 YWhat Housing lnits to Selsot. Review every housing unit the unit 1o toccupled, !
3;’31:::5"‘%‘,’,5’1:1‘202‘1;;‘3?;} )ng“:g‘;riiﬂtimn;sﬁo‘;iu be unity (2) If column (6) of the Liating Book hao a "WACY or

'"WAC-URE" entry, the unit ia "vacant; year-round.!
E7.3 How to Conduct the Closeout Review, Inapact each popu- . )
Tation 1ins in every aloseout household to see if hoth Tn a1l other eages do not qupply minaing entrics.
of the following items have entries:

a, Sex of the person in item P4,

£8.0 How to Verify the Transcription.
b. HRace of the person in item P5,

E8.1 When to Verify the Transeription. Verify the transerip-
If elther one of these entries hag been omitted, tally tian after you do the closeout review, If it 1o necesw
anoe on line 45, gary to give the assignment to a closeoul enumerator,
walt until his closeout work ia cempleted before veri-

Inspect each housing unit to mee if all of the following fying the transoription,

itema have entries:

E8.2 What Housing Units to Select, Verify the transeription

a. Sample key in item HI and in item PL on one of 1ltems in the last sample housing unit or GQ on every
populaticn line, page of the Listing Book. These units will have an "A"

b, "Head" designated in item P3 on one population or a "GQ" entry in columne (5) and (13) of the Listing

line, Book entry in these columns. Review ag many cesea ag
c. Type of housing undt in item H3, there are pages with entries in the Listing Book., FEnter
d, Access tounit in ltem H4, the mumber of ceses you review on line 49, Section IX -
e. Qcoupency of unit in item H7,

Transeription Verification, of the F-243,
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How to Verify the Transuription. For each unit eompare the
entry In the Siage T FOSDIC ook to be transerided with the
correaponding item in the Stage IT FOSDIC Book., Fach time
you find that the enumerator has falled to tranacribe an 1tem
or you find a difference between the entries in the two books,
1t is en error and you mugth:

a, Tally the error on line 50 in the space provided,

b, Correct the Stage IT ID Book entry ao that it ia
ldentical with the Stage T entry,

I the enumerator failed to transcribe an entire unit, count
each ltem, which should have bheen transeribed, as an error.
Be sure the unit wag not trenseribed elgewhere (owt~of'-order)
in the Stage 11 ED Book., If the unlt wag definltely amitted,
transeribe it to the next avallable gpace in the Stage II TD
Rook,

How to Take Action on the Transeription Verification, Enter

the mumber of errors on Line 50 in the gpace provided,

a, If the number of errors tallied on Line 50 is less than
the total number of units checked on line 43, the tran-
auription le aceeptable, Check the “yes" bBox on line 51,

b. If the number of errora tallied on line 50 ip equal to or
greater than the number of housing units checked on line
49, the asnlgnment muat be completely corrected and
verified. Check the "no" box on line 51, Tell the
emumerator that it failed verification and that he will
not he pald for his transeription work until the entire

E9.0
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anglgnment hag been reviewed and corrected. After he
hag corrected the trangeriptlion, verify the work in the
aome way aag bofore, Since you corrected the errora you
fourd while you were verifying , thin time check the
trangeription itema in the firat aomple honaing unite
on each Listing Book page.

If the enumerator ie not availeble to correct hia tran-
serdption, give the asaignment to an hourly enumerator
to review and correet all transeription. In this cage
the original enumerator should not be paid for tran-
aeription, Do not verlf'y the work of hourly enumeratora
anaigned to correct transeription,

Separate ED'n Whioh Are Ingtitutions or Iarge Group Quarters.

Make the folluwing cheeks for EDtg in this cabegory when you
review the enumerator ‘s work:

8, Flrat, see that staff members and their families who are
Living In houaing units have been enumerated separately.

b. Next, aee that one Group Quarters hes been listed for
other pergons, &N thal staff members living in the Qroup
Quarters are erumerated flvat, and then the lmimaten,

¢, De pure that the enumerator mede arvangements to get sample
infoxmation for percona in Group Quarters enumerated on
Mnes in the ID Book with a "atart (%) in Item PL,

Detalled inatructionn for enmerating persone In inptituticns
and large Growp Quartern whieh are aeparate LED'a are in
Appendix A of the Stage T Buumerator's Reference Mamual.
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PART 1 - GENERAL TNFORMATION

1.0 INTRODUCTION. As a Crev leader during Stage T of the 1960 Censun
of Topulntion and Hemaing, you have gained experieunce which will
be extremely useful to you during the Stege 1T fleld operations.
Under the dlrection of the Diatriat Supervisor, you and the emu-
meratora selected fram those who satisfactorily completed thelr
Stage 1 enumeration will be responsible for obtaining complete
and aceurute replies to the questions directed to the speeific
sample unite end persons selected in the 25% pample,

This munual covers primarily the additional operatlong called for
in Stage IT. For mony of the topics and steps to be covered, your
Stage 1 Crew Leader's Manuael fs to be used ag a refervence, no you
should keep 11 bandy at all times.

Generally you will be supervining the work of 15-18 Stage 1T emn-
merators In three adjoluing Stage 1 Crew leader Dlutricts, one of
which will usually be that to whieh you were originally asaipned.
Fach Stage 11 enumerator, aimilarly, will usually be glven three
Stage 1 enumeration asgignments ag a normal esslgoment, As in
Stage 1, you will be asalsted by a Fleld Reviewer in raviewing the
work done by the Stage 11 enumeratord.

1.1

-

403

STAGE T! GREM LEADER AGGIONMENT, This manual contains the in-

rtruatlong for the operstions you will he expected to conduct.

Your assigoment invelves the following responaibllitles:

a. Satlsfoctorily completing techniceal training for Stage 11
glven by the Technical Officer.

b, Conducting the technical training of your enumerators.

v, Supervising M-night enumeration for any such establishments
in yoar Crew leader Mutrlcts,

d. Reviewing your enumeretorn' work.

e, Digtributing additiconal FA asolgmments to the enumerators,
completlng £inal reviews, computlng enumerator poyments, and
shipplng completed EA's to the Dlatyiet Offiee,

£, Supervining the Fleld Reviewer's work.

GHEW TEADER APPOINTMENT, PAY AND HOURS, Your ordginal gqppolntment
novera your dutien ag a Stage TI Crew Lemder, You will cantimue
to be pald at n rato of $L.99 per heur, when actually employed, in-
elwling hours you are in training, Ixecept for your tralning
period you will be expected to work such hours an ere neceasary to
complate your aosignment,

CREW LEADER ACTIVITY CALENDAR.

Notification of Seleotion ag Stage IT Crow leader.,...... Apeil 11
Stage 11 Enumerator ‘Teaining Space SecuredesesesesavrseseApril 13
Stage IT Fnumeratora Seleoted and Notiffed.....vveewsddpril 13-16

Otage 1T Crew Leadera end Field Reviewery
(Lot Group) recolve technical tralning...ecovvveedss o April 14415

Stage 11 Poumerator Training. v vssscecsrsaroraersaas s April 18-19
M-night arrangements completed,,iveesieserersevaraes Aprtl 19 PN,
Stage IT Fleld Revlewera (2nd Group) trained,...veveseoe.April 20
Stage IT Enumeration Beging...civesverssieescarerasssarrnApril 20
T T PS04 B B0
Tirat Daily Report of Fileld Review mailed......uvvessons April 22
Stage 1T Progreas Reports Deglni.ciseiresssrirvisaneersssnApril 25
Stage 11 Clean-up Crew Leadera selectod..vsvsivrssasessesces May 4
Stage 1T Crew Leader asaigmmente terminated........ovsiveeeaMay 6

CONDUCTING THE FIELD REVIEW

4,31 General, In Stage II, ag In Stage I, the purpose of field
review 1s to insure that the information collected by the
enumerator ia accurate and complete. The best way to do thla
18 to £ind out as quickly as possible how well each enumer-
ator 1a doing hia Jjob. In general, the principles of field
review are very similar to thome followed In Stage I.

Since mueh of the information will be in the form of entries
transcribed to the ED Books from the Household Queatlonnsires,

1t is extremely important that the enwmerator does such
transcription correctly.

Same Hougehold Questionnaires will not have all the neces-
sary information. Scome households will fall to return the
Queationnaires. For this reason you must see that the emn.
merator knows when he must follow up for sdditional or cor-
rect Information.
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ALl work coming from your dlotrlet will be Inspected in the

Diatrict Office,

If enumerators knew how you select houging

unlts for review, they may tend to he partlenlarly careful
with those wnits and you may aceept work ocesslonally which
will be returned by the Dlatrict Off'lce Cor further
enumeratlon.

[f an FA 1y returned to you from the Dlstrict Office for
aorreotlon, review the entlre annigiment for errors, Tlrat,
aoe that the Ligting Book agrees with the ED Tooko; partiou-

larly wlth veapect to pumple key letter.

Next, aheck all

ED Rooks for omloslons, bad FOODIC marks end dowble marka.
Then make all necesgsary corrections In the Stage I1 ED

Book:s,  When you ave satisfled that the

D Books are aueephe

able, relurn Lhem to the Diatrict Office together with the
Lioting Book,

4,82 Tocation snd Frequency of review

a,

Whore to conduet the review., In order to review the
work of ao many emumerators as possible, instruct enu-
merators to meel you and the Fleld Reviewer al some
sentral location as In Stage 1. fee ymr Stage T Grow
leader Manual, F-230,

Fraguency of yeview. Yom will review the enumerator's
Tirot FA &t least twice and you wlll review each of his
other FA'g cnee omly, Tlaragrapha (1), (2) and (3) which
follew, tell in general, hew you will gehedule the firet
review and hew to go about scheduling later reviewa.

(1} Firet review-£lret ¥A, When you glve the enumer~
ator nig esolgment At the end of the training
alass, make un appolntment with him for Ciret
raview. You and the Fleld Reviewnr ghould work out
a gohedule ao that the work of each emunerator witl
be reviewed at leaot cnce before the evenlng of
April 23,

No review appolntments will be ssheduled on Aprll
A0, and 21 in order bo give enumerators time Lo
complate onowgh work to be reviewed. When you
gehedule the firet field rveview wlth an enumerator,
make 6 rescrd of the date, time and place In See
tlon I of the Com F-242, Schedule of Fleld
Appolntments, which you glve to the enumerstor,
(Exhiblt 11} Aleo record thiam Information In
Liem £ of the FeP44, Record off Fleld Review, thatb
yeu will use for this enwmerator's Civet EA, ao
that you w!ll have a8 record.

Altheagh the averape review will take about one
hour, allow 90 minwtes Cor each of the first two
revigwn you gehedule for yorself and for each of
the firet two reviews sihieduled for {he Fleld
Neviewer; you will both need & little extra time
untll you beecme Camillar with the procedure. For
example, a April 22 L0 the firat veview lo ache-
duled Cor 8:30 am,, the sscond appointment would
atart at 0:00 am, end lagt until 11320, Sche-
dule the third appeintment to laast frem 11130 to
12450,

The reviewer should have four mora appointments
in the afternoon of ane howr ench, go that he will
Ve reviewlng the work of neven emumerators in all
on April 22. In general, Fleld Heviewern and Crew
Teaders should each e able Lo make about 6 t0 8
reviewn par day,

(2) Intexmediate Review of firat FA, If the vesulte of
the Tiral review ahow Wial another review of the
enumerator'n firat BA Lo necessary, echedule an
“ntermedinte® review of this FA, Schedule ihe
review g0 that the enamerator will have enough time
in which to do the following:

#, Transeride Household Questionnaires for sem-
ple unita on pages 5 through & of the Liating
Took

h, Make one follow-up attempt at each sample
unit for whleh additional. information ia
required.

Allow at least a day and & half for him to do thia
work, (Hve the enumerator a Sohedule of Field
Appointmenta, ¥-242, telling him where and when to
report for his next review,

(3) Final Review. You will make a final revlew of emch
TA, Oince you will not be able to gohedule a £inal
review ahead of time, instruct the enumerator to
notify you as goon ag he hes completed an EA and s
ready to have his work reviewed, Since Fleld Re-
viewers will be analgned to other work after April
25, they should arrange for later reviews to be
handled by ‘the Crew leader, In sdditlon to the
firot review of the firoet FA, cach EA will be given
a final review.
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4.4 HOW TO USE FORM F-244, RECORD OF FIELD REVIEW (PHE-3 AND PH-4)

4.41

Heading Ttema a through £. On the last day of enumevator

training you will make an appointment with each emmerator
to review his Firast FA for the firat time, His record of
the appointment will be the form F-242, Schedule of Field
Appointments. The reviewer's record will be the fomm F-DR4A
which you prepare in advance, (Exhibit 6)

Make the following entries on the F-244 In items a through
e in the training class: .

Ttem a. District Office Mumber. Enter the District
of fiee number which appears on your F-237,
Crew Leader Record of Assigmment.

Item b, ED Numbers. Enter numbers of all the ED's in
‘the enumerator's firaet aseigmment.

Ttem c. Name of Crew Leadew., Enter the Craw Leader's
nome .

Ttem d. Name of Fleld Reviewer. Enter the name of the
Fleld Reviewer If he In to rveview the erumer-
ator's worlk.,

Item e. Foumerator. Enter the name, addreass, and tele-
rhone number of the enumerator. Prepare a sepa-
rate F-244 for each EA; that is to say, for each
Tdgting Dook, If more than one enumerator works
an the EA, prepare a separate F-244 for each
enmmerator.

Item £. Record all appolntments for field review in item
"£M of the F~244. Puter the time, date and
place for each review at the time you make the
appointment with the enumerator.

4.42 The Bnumerator's Record of Brrors, F-214. When you start
the Mrat review, give the emmerator & blank F-2l4
(Exhibit 5) to record his errors as he did in Stage T.

4,43

4odd

When you find an error in a population item, the enumerator
ghould record on the P-714 the name of the persen Cor whom
the error was made since there are no line numbers in the
Stage TT ED book., Collect the Porma F-214 from the enumez-
otor when he completea an EA to be sent to the District
Orfice along with hia Lioting Book, ED booka, F-244 and
other materialy.

Typen of Trrors You May Find,

8.

h.

Onission of entriea (Llanke) in items that require en-
tries. You must Tecognize when entrien are required.
As you learned earlier, for example, acme population
ltems are only required for persona 14 years old and
over, certaln housing items apply only to occupled
houging units. The schedule 1teelf, you will reeall,
tells you when informatlon is necesggary by means of
printed instructions and errowa.

Double marks vesult from £1lling more than ane oirele in
an LD Book item,

Bad IPOSDIC marke are marks that are too light or do not
f1LL the clrele completely. Such marks are the same ag
omiaaions,

Inadequate written entries will occur mainly in Item P27
in cosen where the enumerator has nol described the oocu-

pation and industry of a peracn In sufficient detall.

Failure to_transeribe correctly from the Household
Queptionnaire to the ED Dook. Thim may result either in
an omlgaien or in trenseribing an emtry incorrectly by
marking the wrong FOSDIC cirele or copying the written
information inadequately.

Lack of agreement between FD Book and Listing Book. For
‘example, if the number of peraons in column 18 of the
Listing Book ie different fram the number of peraong
shewn in the FD Book for the same unit, it could be an
error. The Pnumerator's Reference Manual and the green
sheet in the D book deal with certain cases wherve dil-~
ferences are permissible and should not te counted ag
errora.,

Lack of apreement between Stage I and Stage II in the
Listing Book will be counted s an error when columms
{12) and (18) for a unit do not agree and there has
been no change in the persons living in the unit.

Innecesgary entries. Do not count as an error any
entry in an dtem when no entry is required, For example,

an entry is unnecessary in item H22 when the houaing
unit Is vacant: If there is such an entry in H22, do
not tally 1t as en error but merely advise the emumer-
ator not to waste time making entries that are not
necessary.

How _to Record Frrors on the F-p44. Record errors on the

line which describes the type of error as you did in Stage

For example, if you find that H20 is blank in the ED

Bock, tally the error on 1line 12 of the F-244. As you
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conduct the review, you may notice errora in units other
than those you are checking. See that the enumerator
records these on his F-214 and corrects them,

Lines 6L through 64 of form F-244 cansist of questions that
can be angwered "yes" or 'noM. A 'no" means an error wam
made, Check "No" even if there in only one such error;
otherwise check "yes".

If you cheek "no" when you find an error, contimue to check
Tor such errors. For example, "Is enumerator noting miseing
questlonnaire entries on ouwter margin of ED Book?!;

Check '"no" for line 63 of the F-244 If the enumerator is
failing to do this, However, continue to check for missing
entries for all of the rewaining housing unite, Even
though you check mo" after £inding the first error, have
the enumerator record all similar errors cn his F-214 o
that he will remember to correet them.

How_to Select Units to be Reviewed, If the enumerator has
not done enough work for you to review when you make a Iirst
or intermediate review, you may want to reschedule the re—
view, However, do not permlt enumerators to fall behind in
their work,

a, Tirgt review. Select the unito for the first review
{rom those listed on pages 1 through 4 of the Listing
Book,

(1) Sectien T Ligting Book Review - Check all gample
units listed on pages 1 wrough 4 of the Listing
Book.,

(2) Seetion II Heusehold Questiomaire Review - Selsct
the firat two gample unils on page 4 of the Listing
Dook for which you have Hemsehold Questlonnaires,
Iff you do nal have two sush unlts on pape 4, try to
gelect them from pages L 4o 3, If there are no
Questionnairen at all for thio FA, when you make
the review, omit thls check, Muter "0Y on line 7.

(3) Seetion IIT ED Mook Neview-Houninge Thema.  Seleot
the firal 4 sample housing vnito In the Tiating
Baok that were completed by personal or telephone
interview; that la, unity that should huve an entry
in either column (14) or (14a) in the Listing Book
and an X" in column (16),

(4) Seetion IV D ook Review - Poymlation Itemd.
For thig section review the population |tems for

all pergons in sample wnits selected For Reotton, TIT,

(5) Seetion V Listing Book - ED Hook Comparioom, Use
the game units selected For Dot lon 1T,

=

Iuntermediate Review. ‘The units for the intermedicte ra-

view will be aciected from those ligted i pagen 5 through

8 of the Listing Hook, See paragraph 4,330 (2) of this
manual .

(1) Sectlon T Listing ook Review, Check all oample
unite lioted on pagen & through 8 of the Tisting
Book.

(2) Section IT Houachold Queationnalre Review, Take
the firet two semple unlta on bage B of the Maoting
Book for which you huve Hougehold Quentionnaires,
If' you do not have two mich unlts an page 8, try
to select two from pagen 5 to 8, Tf there s none
enter "OM on line 7 of F-244.

(3) Beetion IIT [D hook Review - Houglng Ttems,
Select the firat 4 samplo housing unlts Liated on
pages 5 through & of the Liating Book that were
campleted by personal or telephane interview; that
ia, units that should have en entry in either col-
unm (14) or (L4a) in the Lioting Dook and X" in
columm (16).

(4) Section IV ¥D Book Review - Population Ttems.
TFor th?e aeetion, review the population Items in
all units selected for Section III.

(5) %Eqmticm V Listing Book - ED Book Comparison, Use

€ same units selected Tor Section I11.

e¢. Fina) review. In order to get a good cross-section of
the enumerator's vork you must gelect the units to be
examined for the final review from 6 different pages of

the Iisting Book in accordance with the instructiona
which follow:

(1)} Ttem g of form F~244, shows how you are to
select six pages in the Listing Book, Since
there are 24 page numbers in the Ligting Book,
the numbers from one to twenty-four ave shown
in Item g in randem order ag followa:

2017 23 2
10 4 311
18 6 22 15
12 114 8
16 19 24 7
2L 513 9
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When the emumerator comes in for the final re-
view of an FA, look in the Liwting Book for
the last page on which a sample unit is listed.
Then starting with the top line of ltem g, read
across ag 1f you were readling a boaok.

(S RV cach number L there ils & sample wnit
an thuat page of the Listing Dook.

Stop when you have nireled 6 page numbers In
thls way.

Do not, eirele a number if It is a page in the
Lloting Book which separates one FD fram the
next and has no sample housing undt.

Lxtunple. khe L0t sample housing unit in the
FA 1 on page 12 of the Listing Bouk. The
remainlng pages ave blank, Circle the first
Iy page numbers in the serles if the number
i 12 or lover:

T
f=4

NG|
®Dom
®
1

1 22 15
12 148
16 19 24 7
2 5 13 09

Yo would peleet oample Llating Book pagen
10, 4, 3, 11, and 6 for revlew,

When you perfom the checks called for in Seetdons

1 throwh Vooff F-44, you will review numple
unita on the various pages an follows:

(a) Ueetion T Liwting Book Review. Tn-
npent. all gomple wiits on each ol the

fivat 4 elreled papgen,

i the example, you clreled pagen 2, 10,
4, 3, 11 and 6, When you make the
Iiotlngy Book cheeka in Seatdon T, you
wom'lil examine all sample unita on pagen
2, 10, 4 and 3 of the Listing Book; you
winld not examine unita on pagea 11

und 6,

(b) $eotion I1  Househald Questlonnaire
Tranaeription, Lxamine the firat two
sample unita on the firat page eireled
In ltem g 10 Household Questionnelren
are nvallable for these unite. Tooking
pack ot the example, you would examine
the firat two pample units on poage 2
of the LiatIng DBook.

(¢) Seotlon 11T TD Book Revlew - Houndlug
Tlomn. Review The firat cample houolng
Wit on each of the last 4 Listing Dook
pagea you circeled in Item gg. These
Wnito mugt not have been completed by
eloge~owt proceduve; that ls, they
sheuld not have an "XV in column (17)
of the Listing Rook. In the example,
you weuld have aelected the firet cam-
ple houaing unlts on Listing Book papen
4, 3, 11 and 6,

(1) Section IV ED Book Revliew - Poplatlon
Ttema.  loview the population ltema for
eroong in the came units seleeted for

¥
Section TIL,

(e) Section V Listing Book - ED Book Com-
parison. Review the came unita selected
Tor Seetion TIL.

N Lo Make the Checkn Tn Sectiom I, F-244

jdpe L, [f ilhe enumerator hag made some follow-ups on incom-

=" plete Household Queatlonnalren, see that he han en-
pered either a "M in column (14) or & "PV in column
(14&). when he hag attempted a telephone contact he
sheuld have made a amall tally mark for each attempt
in colwm (14) ac well as a "T", Also cheok that
the crumerator is £illing eolumn (15) of the Listing
Book for units at which callbacks have been made.

Line i1, Telly an ewror il o sample unit shows an entry for

LAMC & e number of perscms in columm (18) but there i
no record of the Method of Completion shown in the
T.inbking Book. Do not count an exvor if there la an
wyt in both column (16) and columm (7).

Line 3. Compare the enlry in column (12) of the Listing

=" pook with the entry in column (18) for each selected
gample unit, Tally an error each time you find a
difference in any unit between the number of per-
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gong entered in fhese two ecolumng, However, do noy
tally en error for a unit whon:

(1) The head of household hag changed.

(2) 'he entlre household has ohanged, There
phould be an entry in the remarks column
of the Linting Book deseribing thie type
of change, See the green instraebion
gheet In {front of the ED book.

Ling 4. JInter the total mumber of errora yom find in Sep-
tion I on thin line, De sure the emumerator ve-
corda any ervorn on his Fe214.

Sectlon IT How to Make_the Checks In Household Gueotlon-
naire Tranyuription, Ask the emumerator to f'ind the Hemne-
Tiold queationnalre forma ffor the dwo asample houslng units
you gelected, [lave him to read you the entries on the
tlomaehold Guastionnaire starting with HL7? Lo one unlt at &
time. Compare them with the ED Dook entrles. lse the fol-
lowlng procedure when you revliews

Line 5. Cheek the housing items £1rst. Call out the hous-
ing Ltem numbera to the enumerator in numerical
order and have him rend to you the Hemashold
Queatlonnajre entry, If there le no entry, he
ghonld say "blank". Do not ask him Cor Ltemo that
are not required, For exmmple, If the unit fey
"wned", do not ask for ltem Ha3, Towever, alwaya
aok him for the Questlomnaire entries for items
that requlre responses but are blank In the ED Dook;
he may heve failed to transerlbe, I you LInd thet
he dld not transeribe a HNousehold Quastionnaire
entry, tally on Line § of the F-244. Alao tally an
srror 1f the crumerator made & double mavk, a had
FOGDIC mavk or transcrlbed improperly.

Line 6, Review the populatlon itema for one person In the
it at a time. llave the emumorntor read to you
the Questlomalre entries for the population ltemn
gtarting with P3a, You may omit wnecesoary Ltems
{ndleated by the inotructlonn and the aryows on the
FD Bock pagen.  lowever, be sueo that you ank -the
enumerator for all Itemn in the ED book requiring
entrien, whether ov not they are blank on ‘the ED
Book pape. Make @ telly mark on line 6 of the
F=pdd ovovy time the emumerator fails to trvanoeribe
a lmsehold Questiconalre entry, Aloo tally tor
demble marka, bad FOSDTE marks, or when the enumer-
alor transsribes an entry mproperly.

Line 7. Ioter the total number of errors tallied on line
G5oand 6, Fnter "0V 1L no Queationnaires were
avallalle,

Line #. fee that the enumerator Lo noting Ltemu requiring
follow-np by marking the [tem numbera oo the mar-
iin of the BD Book page. TC he la falling to do
a0, polut out Wbat thin type of error may cduce him
L forget abort unlto requlving follow-up and
serdowoly effect the quallty of hio work,

Line 9. Check ™o If the enumerator 1o not beinglng Hooe-
hold Questiomalres with him for Cleld review. You
w11l need the guentlonnelrees he has trenseribed for
making the cheeka o lines 5 and G,

Do nol tally as exrors, unnecennary ontrleu made by the ow-
morator 1n the ¥D Book, However, sdvloe the emumerator not
Lo wagte Lime dolng wmecessary franseription, For example,
i P4 An "Yoo', 2% need not he anuvered, Do oure Lo
serrect 1n the ID Book cvery tranceriptlen error you find
during thin veview, Corresl cach error fmmedintely af'ter
you have tallied 1t on the F-244 und the enumerator has
presorded 1t on Mig Reecord of Frrora,

Beckion T1L  ED Book Review - Hemnlng Ttema, For
Bach of the Couar somple housdng units selected, roview nll
the houaing 1temo in the ED book. Go throwgh the hemaing
Ltemo ne LC you were the enumerator condueting an interview,
Fxemine only those itemn requinring antrica. time the
ermmerator onitted a nocessary houalng item, ox han made &
Qomble endry or bed poaDie mark, tally once on the appro-
priste 1ine of Heetlon TI1, Note that some housing [tems,
quell an 44, requlre aeveral entries in order to be ocmplete,
Futer the total, of all erroes in Section TI'T on line 3L,
See thal the enumerator vecords hla errors ou hls F-214,

Section IV ED Book Review - Populatlon Ttems. 1In

eanh of tho four nample houning unlts you melected for
Sectlon T11, vovlew the populatlon items for every peraon.
lo throuph the population seebicng of the pehedule aag If you
were an emumerator eondueting an inteprview. Follaw the in-
atruotions and arrows on the schedule to determine what
population Ltems need entries. Tally on linen 32 throwh
59 n1l cmlsaions, double mavko and bad FOSDIG marka. Also
tally errorn when written entries such as ‘thone requived by
Ltema P8, PY and 127 are not adequate, MNote also that 1tem
P19 requives oeveral FOSDIC marke in order to be complete.
FEnter the total number of errors In thia section on Line 60,

Additional D Book Checks. The checka shown on lines Gl
through (4 of the F-ga4 are very importent. Keep there
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checks in mind durlng the entire field review, If you cheak
'no" for any line, see that the enumerator wnderatends vhat
he ia doing wrang before he starte worklng again. Be sure
thesge errors are noted on the enumeratorts F-p14,

Section V Listing Book - ED Baok Comparison, Fxamine the
5155

entry In eolumm of the Listing Book For each of the
four housing units you gelected. If the number of persong
in the ED Book for each unit is different from the entry
in column (18), tally an error on line 65, It ie also an
error if a unit 1s "vacant" in the Ip Bock end column (18)
is one or more persoms.

Section VI How to Take Action. As in Stage I, arter you

review the emmerator's work aceording to Sections I through
V of F-244, you will have to declde whether the enumerator
will do satisfactory work or should be releaged. 'The action
you teke ag a result of the review will depend on the number
of errors you find in each of the five review mections,

In colum (&) of Seeticn VI, enter the total mmber of errors

made by the enumerator in each of the review sections, Make

these entrles in the appropriate part of Sectlon VI depend-
ing on whether you arve conducting a firvst review, inter-

mediate review, or Cinal review.

Compare your entries in column (a}) with the numbers printed

in colum (b), If your entry in colum (a) is greater than
colum (b), eilrole the entry in oolumn (a).

Next, look at calum (c), "How to take action®, When you
have determined the mctiom to take according to column (e)
weite your inltials in column (d) next to that action,

a. How to take action after the firat Taview

(1)} I there are no alrcled entries in column (&)
the envmerator hag apparently learned hia Job
well and hag made relatively few ervors. Tell
him his work will be reviewed again when he
completea the A,

’

Ingtruct him to complete hia enumeration of ‘the

firet TA, He may also gtart ‘trangoribing House-

hold Questionnaire entrdes in his second Ea,
but muet not make eallbacks in it until he 1n
ingtructed to do so unless this mesna he wmld

¢, How to take action alter the final review of every
EA

(1) If there are no cireles in column (a), accept
the FA as completed,

Using the form F-203 in the Listing Beok, the
Crew leader will commute the payment the enu-
merator will recelve for Stage 11 enumeration
of thia FA. Fiold Roviewers will not prepare
payrolls; instend they will schedule n meeting
with the Crew leader,

Ingtruct the emmerator to make the transerip-
tions and callbacks necesaary to complete any
other FA's still in hiu possession,

Have him notify you when he completes his
next FA so that you can schedule an appointnent
for a final review of that FA,

(2) If there are one or more alreles in column (a),
the FA 1s not aceeptable, Reasslgn thia EA
for review and correction, However, the Crew
Leader will compute the enumerator's payment
for all acceptable work in the Stage T1 enu~
meration of thin FA on the fomm Fe203 in the
Listing Rook,

Do not permit this enumerator to continue emu-
merating If he has been anolmed any other
EAls, He must be releaced according to the
Pprocedure in pavagraph 4,54 in thia monual, A
Fleld Reviewer must recommend release to hip
Crew Leader in this case,

ALY other EA's assigned to thly enumerator muat
be reaspipmed to another emumerator even 1e
they are partially emumerated, See paragraph
4055 for Instructlons,

4.53 Section VII Cloge-out Review. Since thin review is tno he

made alter the payroll computation, the Fleld Reviewer will
not make this review unleas directed to do go by the Crew
Leader after the payroll computation 1s completed, Conduet
the close-cut review for each FA an noon a5 posaible efter
its flnsl review. Since the enumerator will not be present
for this review, do this aperation ns moon na time permlts
between £ield reviews,

have to stop working until his vork i1s veviewed.
Tell the enumerator to notify you ag soon as he
has completed the firat FA mo that you may
achedule a final veview of hin firet EA.

(2) If 3 or move sections ave civeled in colum (a),
the Crew Leader will release the enumerator or
the Fileld Reviewer will recommend to the Crow
Leader that he be released.

Line 67,
Paragraphs 4,54 and 4.55 of thia manual eantain
Inetruetions on how to velease enmumerators and
raasaign FAla.
(3) In all other cegen achedule an intermediate re-
view Lor thim FA, Allow at least a day and a
half for him to do enough additional work to be
reviewed, Ingtruat the enumerator to ‘transeribe
licusehold Queationnaive entries for units listed Iine 68,

on pages 5 through 8 of the Iiating Dook for the
first EA, He must make at leagt me followp,
elther by telephame or personal visit, for each
incomplete unit on those pages.

Record the time, date, and place of the inter-
mediate review in part "f' of the F=244, Give
the enumerator an F-242, Schedule of Fileld
Appointments cn which you will record the
appointment infomation for the intermediate re-
view,

b, How to take action after the intermediate review of
the £irgt EA

(1) If there are less than 2 eireles in column (a)
of Sectlon VI, tell the emumerator that his work
will not be reviewed again until the final rew
view of his firat FA.

Instruct him to complete the firvat EA, making all
necessary transcriptions and callbacks. He may
also start trenseribing Household Questionnaire
entries in his second TA,

Have the enumerator notify you as goon as he haa
campleted the Lirst EA so that You can achedule a

final review. a, When

Line 66, Count the number of units in the FA which were

campleted by the close-out procedure snd Cop which
Household Questionmalres were not recelived. ‘These
Unite will have an "X" in column (17) of the
Listing Rook and & dagh (-) in colum (18). Tally
these units and enter the total number on line 66
of the F-244,

Count the number of units in the FA which were
completed by the enumerator's alone-ont procedure
and from which Household Quastlonnalves were e
turned. These units will have en "X" in eolumn
(17) of the Ligting Rook and an entry for the num-
ber of persons in column (1), Tally these unita
and enter the total number on line 67 of Form
F-244,

I the number of close-out unito an line 66 1 4
or more, or if the number of olose-out units on
line 67 18 10 or more, you mugt asaign the EA to
an hourly-rate elogse-out enumerator, BRe mure to
note the assignment on your I'-237, Crew leader
Record of Assignment (exhibit 1), Ingtruet this
enumerator to make one additional personal vislt
to every clome-out unit in the FA, Tf he ia
successful in finding a respondent at home in a
unit, he 1s to verify the informatlion already in
‘the ED book and cbtain information for the miou-
ing entries, If he camnot £ind anyone at hame,
he 18 1o make no further visits to that unlt.
After making one visit to each cloge-tut unit,
he is to return the FA to you,

If the number of close-out units on line 66 ig
less than 4 and the number of units on line 67 ig
lesa then 10, the FA may be trenmmitted to the
Digtriot Office since it hag been completed,

Cheek the proper box cm line &8 for the acticon you
are taking and write your initisl in the column
beside 1+,

4,54 Releaging enumerators who do unaceeptable work

to release an Fnumerator. After you review the

enumerator's work, you may decids, on the bamlg of the
errors he has made whether to retain or relesse him.

(2) 1f there are 2 or more circles in column (a), Ag 1
the Crew Leader will relemse the enumerator or ia g
the Field Reviewer will recammend to the Crew
Leader that he be released, Paragragh 4,54 and
4,55 of thia manual contain instructions o how b, How

n Stage I, any enumerator should be releaged {f it
unite clear to you thaet he ig doing poor work and it

18 unlikely that the quality of hig work will improve, *

o Release an Enumerator. Only the Crew leader may

to release emumerators and reegalign WAlg

release an enumerator, The Fleld Reviewer should ; there-
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fore, recommend the release of an emumerator to the Grew
Ieader if the results of a review so indicate,

(L) 1f the Crew Leader makes the review, he will com-
plete the payroll form with the enumerator and
submit 1t to the Distriet Office.

{2} when the Field Reviewer reccommends releane, he
will not complete the payroll form. Me will ine
gtruct the enumerator not to do any more work and
will make an appointment for the enumerator with
the Crew Leader who will notify the emumerstor of
hig release. The Crew Leader will complete the
payroll form at that time.

(3) The Crew leader will collect all Gensus materials
in the poseeasion of the enumerator. He should
¢ollect the emumerator's official identification ag
well an the ED Books, Iisting Dooka, EA maps and
olher Government property, The Crew Leader should
have the Record of Field Review when he meets the
enumerator to confivm the release action,

If the reletned enumerator dees not have all the
materials with him, the Crew Leader should arrange
1o plek them up.

Do not submit the payroll {orm until you have re-
covered all Census property from the releaped onu-
merator, [ necespary, infom the enumerator that
he vannot be pald until he haa turned in all Census
materials in hiy ponsesslon,

(4) When you complete a payroll form before an TA ia
ecanpleted, insert a duplicate payroll form, F-203,
fn the Llsting Pook Cor the enumerator who completes
the woolgnment,,

(5) How to fell an Bamerator He is Relemged, You are
required by the Centms Bureau 10 release epumerators
who do not do aceeptadle work., When the Crew
Leader relewsen an enumeratod he should make 1t
alear that he lu carryimng out Cenpuo Burean ine
atruetionn, Below In a statement that the Crew
Tender moy uge np & nmodel when he releasen an emi-
merator,

"he Record of Fleld Review shows yon have
made more than the allewable mumber of
errard, Aceording to Census Bureau rules,
T am not permitted to let you continue
erumerating, "

Thank the enumerator and assure him that he will
be paid for all work he has conpleted up to this
polnt,

4,595 Reansipning FA'a., Some enumerators may resign before they
complete thelr anslgnmentn; others may be released {or doing
unaceeptable work, In elther case you must reasslgn the FAla
they have not yet fully completed. You must also resapign
for additlonal enumeration all completed TAte that have
failed the vloge-mmi review,

a, VFA'o which lave not been atarted. Reasuslgn plece-vate
EAT8 to o plece-rate emmerator if no appreclable
amount of tranceription or other work has been done.

. FA's which have been gtarted, If the original enumer-
ator hag already otarted work on an FA, reasalgn the
FA to an hourly emmerator,

e. FA'p that falled eloge-out review, Always reaosign
these FEA's to hourly enumeretors for additional enu-
meration of close~oul cases.

Record all reaooignmenta of FA'a in your F-237, Crew leader
Record of Anaignmenta.

4,56 Correctling Errors Found During Final Neview., After you eom-
plete the final review of an IA, make the f'ollowing checka:

a. If you accept the IA as completed, mee that all
errors on the Enumerator's Record of Trrors, F-2l4,
have been corrected before you gend the TA to the
Digtrict Office.,

be 1If you return the EA to the enumerator for correc~
tion, check the F-214 efter he has made all neces-
sary correctlona,

o, If you reapsign an FA to another enumerator because
the originsl enumerator either resigned or waa re-
leased for doing unacceptable work, you will see
that all errora have heen corrected cn the original
enumeratora’ F-214 as well as those on the replace-
ment enumerator's F-214 before sending the FA 'to the
Distriet Office.

4,57 How to Make Your Daily Report of Fleld Review, F-239

a. Who makes the Daily Report. You and the Field Reviewer
should canplete separate Dally Reports and mail them to

STAGE Il 111

the District Offlce, However, on thoae days when the
Field Reviewer 18 dolng enumeratlon exclusively and does
no f£ield revlew work at all, he shauld not £111 out an
F-239, (Bxhlblt 7)

When to complete the Dally Report, A Daily Report,
Fe239, must be completed for ench work day during the
Stage IT emumeration until the laat FA In your distriet
Lo tranpmitted to the Diatriet Office, Complete the
form after the laat roview of the day and mail it Imme-
diately afterwards,

Iven if a Crew Leader does not do any review

work during a working day, he 1s to conplete and eubmit
a Dally Report, F-232 uaing the baok of the form to
deseridbe the activities for that day.

How to complete the Daily Report.

Ttem 1, Date, This entry should he the date of the

field review work shown on the fopm,

Ftem 2, Diptrict Offlee Number - The code number of
your Dietrict Office.

Tlem 3. State - The name of the State in which your
DIatrict Offlee Lo looated,

Item 4, Name of Crew Leader - Iwter the neme of the
Crew lender,

Ttem 5, Simature of the Person Whe {n Filling Thig

Report, Sign your nome in bhe approprlate box
aven 1f 14 appears in Item 4,

How to Record Review Aetivity for Faeh Enumerator

1. Name of Fnwmerator - Enter the name of each enumer-
ator whone work you have roviewed during the work
day. ALl detailn of the veview for each enumerator
will be entered wn the same 1line as his nome. De
mare you wse only the gtege IT portion of the F-239
to record this Intomation,

2. Bnter the errors tallled in Section VI of the F-pa4d
n columng (b) through (£) of the =230, TLeavo
column (g} blank,

3. Ield Review Actlon

(a) Dor firet veview, cheok nolumn (M) 1f the enu-
merator paunsod. If he failed and wao velenped,
cheek column (1), Gheek column () 4f he rve-
quires an intemediate veview,

(b) For intermedinte review check columi (k) 1f the
emmerator pagsed. Cheek nolumn (1) 1f the
enumerator in released,

(¢} For final review, check solwm (n) 1f the FA in
accepiable,

It you release an enumerator, check colwmn (o)
ond write the word "releaced" on the rest of
the line, If this {e hia last FA which is un-
acoceplable, check columu (o) only,

4, Glomeout Review, Since thin review 1s to be made
after the payroll oomputation, the Fleld Reviewer
will not meke this review unless dlrected o do no
by the Crow Leader after the Fayroll vomputation io
eompletod, Make entrien in these columng enly
after the final review of an FA when yom have re-
viewed the eloseout nases. Your entries on thia
part of formm will be based on Section VIT of the
Fw244,

(2) I line 68 in Sectlom VIT in mavked "no", check
the column (p), "FA Accepted.n

(b) If line 68 in Section VIT ig marked yes", check
column {q), "FA Asaigned to Closeout Enumerator,!

(o) Check only ons of these two columna,

If you oonduet a final fleld review for an enumeratorn
on one day, end perfomm the cleoaeout review on snother
day, record the final review on the Daily Report for
the day on which it was conducted, leaving the close-
out review columns blank, Make the entries for the
closeout review in the Daily Report for the following
day, leaving the other columns blank. Be sure to
gnter the enumerator's name on the reports for both
aya.

Count the number of ohecks in columns {h) through (1)
and (n) through (q) for every Daily Report of Field Re-
view., Note that you will have geparate totals by type
of review: Firat, Intermediate, and Fimal, Enter the
closeout totale even though you make this review after
the final review,

If leas than 6 hours is spent an field review during the
day, deseribe briefly your other cenmus activities dur-
ing that day on the reverse side of the Dally Report.
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Enumeration

Stage ! craw leaders pick vp
srepatatory supplies

MARCH 9 - Rural craw isaders
MARCH 14~ Urbon crew leoders

Receipt and Control Section

\

b= supplies for stage | crow leaders,

supplles for stage 1 crow leaders.
Arronigo office apace for stags 1,

FEB, 15-MARCH T Supplies raceivad,
FEB, 15+-MARCH 14: Assemblo proparatory

FEB. 15..MARCH 24: Aaxemble remalning

Stage 1 crew loaders pick vp
temaining supplies,

MARCH 18 - One half
MARCH 24 - Other holf

AN

APRIL 1-15: Stage 1 envmero-
ton,

Stoge | crew laader retuma
complated EA to district of.
fice a8 soon as enumerator
complotes and tums 1t In.

APRIL 7~15: Stoge T crew
leador (or cloan up crew /
looder) how ED corrected,
Rotums It to district 1
office.

| APRIL 5.7 THROUGH APRIL 15:' District

\\

APRIL 3-4 THROUGH APRIL 23: District
offica recelves houscheld questionnalres;

HCR, ICR's, etc., by mall sach doy.

office raceives completed EA's from
stage | craw leoder,

/ 1, Routes snumeration books to stage A
1 quality control Inspaction,

2, Stores maps, ACR's, stc.

3. Stacks cortons, portfollos,

Quality Control and Tran-
scription Verification Section

\

APRIL 7-15: Raturn ED's which fall GC
to stage | crew leader for corraction,

APRIL 5-182 Stage 1 quality
control Inspects ataga |
book for each ED In the
EA.

1. Roturns ED's which
fall QC Inspection.

2. Sond entire EA to
transcripton verifis
cation If all ED's
pass nspection,

v

Stage 11 crow leodors plck vp

assignments.

APRIL 15: Crow leaders out-"
side distriet office clty,

APRIL 18: Craw leaders in-
side district office city.

APRIL, 7-19;: Recaiva EA's complated In
offlce procassing.

Y. Store Hsting and stage T1 booka
‘until April 12,

2. April 12-:20: Aazemble stage 11
assighments,

/

APRIL 5-18: Tronacription
verification section in-
spects tranacription for
wach somple hsusshold
to atage 11 book,

Carrects wrvors,

Retums entire EA to re-
colpt and control section,

Stage 11 crew leador racelves

remalning assignmants by
moil APRIL 16-.20.

APRIL 17-27: Prepore stage 1 baoks for
shipment to Jabfersonvile as prefix
arsas are complete,

1. Sort books and check HCR's, ICR's,
"Ware you counted” forms to stage
¥ books,

2. Pack and ship stage Y books for
prafix area to Joffersonville,

APRIL 20-MAY &:° Stoge 11
anumerators,

Stage 11 craw leader re-
tums completed EA a3 "
s00n a3 snumerator himns
Hin,

T

APRIL 25-MAY 6:  Distriet office recelves
4 comploted stage 11 EA's, '

1. Routes enumeration books to stoge
11 quality, control.

2. Stores ED maps, howsshold question
nelres,

APRIL 25-MAY & State 11 /]
crow laader hos ED cor-
rocted retums i to
district office.

3. Stacks portfolios, cartons,

APRIL 26-MAY 6: Returns ED's which

foll QC to stage 11 leader f
\\a stoge 1) crew v for — |

correction, .

APRIL. 26-MAY 13: Stack stage 11 ond
.+ listing books soparately by prefix oreo,

When profix areas ore completed thip
stage 11 ond then listing books to

APRIL 27-MAY 1& Stage 1
quallty control Inspection
odite sach atoge 11 book
In the EA,

1. Returns ED's which
fall QC ipspection

2, Retums EA's which ~
pass QC Inspection,

Jafforsonville,

MAY 13-20: District office closes.
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A

CHAPTER I. - INTRODUCTION

PROCEDURES COVERED TN THIS MANUAL, This manual comtains instructiong

to the Census District Offlce on carrying out its responsibilities for

the supply of emumeraticn materials to the Crew lemders and enumerators,
and for the receipt, control, and inspection of the completed enumera-
tion books, and their finsl shipment to the Jeffersonville office,

These respongidilities and the procedures by which they will be carried
out are set forth in deteil in the following chapters, In order to
glve a comprebensive view hawever, they are summarized as follows:

By the end of February the District Office will have received , o
bulk shipments, most of the office supplies and enumeration mate—
rials that are required to conduet the censum (8 few items, neceg~
sary anly in Stage IT, will be recelved as late ag Mapeh 15), As
soon as these materiels are received and checked in, the Supply
Clerk will begin to amgemble a separate lot or congignment of
supplies for each Stege T Crew Leader. This lot will inelude all
of the suppliea that the Crew Leader requires in order to conduct
the enumeration in his Crew Leader Digtrict. Certain preparatory
materiala, ED ligts, ED maps, forms for reeruiting enumeratora,
ete,, will be assembled firsb, so that the Crew Leader can plek
them up on the date of his preparatory training sesslon {March 9
or 14), The remaining materials, enumeration books for each
Frumeration District, portfolios, ete., will then be assembled go
that the Crew Leader can pick them up on the dale of his technical
training session (March 18 or 24).

By March 25, Stage I Crew Teader supplies will have been distributed

and the Cemsus Office will be arranged to recelve and process the

ccompleted enumeration books ap they are returned by the Stage I

Crew Leader, Three neperate work sections will be set up; a Receipt

and Control Section to receive, route, and ship the enumeration

books; a Quality Control Section to inspect the completed emmera- B:
tion books for campletenesa and accuracy (ineluding payroll verifi-
cmsion), and a Trangeription Verification Section to Inspect the
trangeription of sample items to the Stage 1T Books,

Stage T enumeration will begin on April 1. The Crew Leader will
agsign each enumerator one or more Fnumeratian Districts (EDs) as
hig Foumerator Aesignment (FA). As goon as the enumerator completen
the enumeration of these EDa satiafactordly, the Crew Leader will
package the enumeration books for the FA and return them to

the Distrlet Office. Complete YAs should begin to he received

from the Stege T Crew Leader by April 6 or 7.

Ag goon ap the TA io received and checked in, ‘the enumeration
books wlll be routed to the Quality Contrel Section, Olerks in
thig section will examine all of the Stage I Booka (PH 1 or 2)
In the FA, to moke sure that they ave ccmplete and correct, Ir
satlsfactory, the FA will be sent to the Trangeription Verifica-
tion Section. Unsatisfactory EDa will be returned to the Orew
Leader for correction,

The clerks in the Transeription Verification Section will examine
the trangeription of identifying information for the nample houpe-
hold to the Stage TI Book (PH 3 or 4), Errars in transerdiption
will be vorrected and the FA will be returned to the Receipt and
Gontrol Seetlon, The Stage I Booka will be stacked, pending a
check of HCRs, ICRa, and "Were You Counted" Forma, and then will
be shipped to Jefferasonville, The Stage TI and Liating Dooks will
be prepared {(beginning April 12), for dlstribution to the Gtage T1
Crev Leaders,

By April 15, Stage I enumeration should be cemplete. By April 18
or 19 most of the FAs should have bean returned to the Digiriet
Office and processed through Quality Control and Trangeription
Verification,

Starting April 12, the Supply Glerk will begin preparing those

TAp that have completed offlce procesaing, for distribution to the
Stage I Grew Leader. By Aprit 20, most or all of the FAs should
be packaged end distributed for Stage IT enumeration. Stage I1
Crew Leaders will pick up those FAs which nre ready for them, on
April 15, or April 18, After that, EAs will be packaged and mailed
to the Crew Leader as they are completed in off'ice procesging,

While the Office Operations Calendar chows the period between
April 5 and April 19 as the time during which Stage T materinls
will be received and inspected, in actual practice 50-60% of the
EAs may be returned in a relatively few days , probably between
April 11, and April 15, This will pose a very real problem for
the proceasing staff, FAs muat be cheeked in and inspected very
rapidly at this point, and the Stage IT assignments preparved aa
quickly ag the inspection is completed. Every effort must be
made to get all of the EAs in the offlce, through office proveasing
and back out for Stage II erumeration by April 19 or 20, 1In
mogt casen this will mean the rapid addition of clerks to all
three of the processing sectimma during this period. Competent
enumeratora, preferable those living in the District Office
clty, who have completed their Stege T asaigmments will be used
as clerks (and paild as hourly rate emmerators), Clerks should.
be added as they are needed, ao that there ia no backlog in the
work, but at the same time ao that they will be fully employed.
In meny eages, 1t may prove necessary during thig peried to
request permission from the Regional Office to hire more alerks
than are authorized, but for fewer days, in order to get the job
out on time. Some overtime work also may he required for all
sections during this period.

Once the distribution of Stege IT asslgnments ia largely com-
pleted (April 19 or 20), HCRs, ICRs, and 'Were You Counted™

QUALITY CONTROL OF THE FIELD ENUMERATION

Forms will be checked to the Stage T Books for each ED, in order
to determine whether the persons listed ou theue forms were enum-
erated at home during the regular couvags. Mlssed persons will
be added to the Stage I Books, Stage T Books for an entire pre-
fix area (usually the county or a eity of 50,000 or more persons)
will then be packed and shipped ac a aingle consigiment to Jeffer-
aonville, Clerks no longer needed In either the QO or TV Sections
will bYe used to check HCRs, 10Rs, ete, Clerks not needed for this
purpose, and who are not needed as Stage T1 enumerators, will be
placed on inective status. They should be recalled during April 25
end May 8 as needed to assist in the Quallty Control edit of Stage
Il Books, Those clerks needed to cheek ICRs, ICRs, ete. will be
kept right on to process the completed Stege 1T asnignments,

On April 20, Stage IT enumeration begins. By April 25 or 26, FAs
completed in Stage TT chould hegin avriving back in the Distriet
Office. As in Stage 1, the Recelpt and Control Section will
route the enumeration books to the Quality Control Sectiom,
Clerks in that seetion will inspect enc Stage 1T Rook for come
pleteness and aceuracy., Unacceptable FDs will be returned to the
Stage IT Crev Teader for correction, If ageeptable, the FA will
be returned to the Receipt and Control Section where the Stage 11
and Listing Books will be stacked, separately, for shipment to
Fefferacnville, When books for all EDs In the prefix aren ave
complete, the Stage I1 and the Listling Baoks will be panked sep-
arately and shipped in separate consipnments to JTeffersonville,

By May 6 Stage 11 enumeratlion should be largely complete, DBy
May 9 or 10 moot or all of the Stage 11 assignments should have
been returned to the District Offlve and have completed

office processing. By May 13, the shipment of Stoge 11 and
Listing Books to Jeffersonville should be Larpely vompleted,
and the Census offlce will close.

WHO WILL CONDUCT THEST OPFRATIONS. The Assiatant Dictrict Super-
vigor (in larger offices) and the Administrative ¢lerk (in smaller
officen) will be responaible for these operations,  They will be
apsisted by:

1. A Supply Clerk who will head up the Revelpt and Cantrol Section
{and will in turn be assisted by enumerators who have completed
thelr Stage T asalgnments and who are belng used as “olerks®
being pald as hourly rate enumerators), The Supply Clerk will:

1,1 Receive and waintain the neceasary stocks of emumeraticn
forms and supplies; will prepare and digtribute mippllea
to the Crew Leaders.

1.2 Eatoblish and maintain a gpeclfled ayotem for: the recelpt
and control of Fnumeratlon Assigmments completed in Stage I
enumeration; routing these assigoments through the Slage 1
Office Procesaing; preparing Stage 71 Frumerator Asalpne-
ments; and for the prepuration and shipment of eompleted
Stage T Booka o JTefferaonville.

1.3 Maintain the system of receipt and control for the recelpt
of Trumeration Assigmments completed in Stage 11; routing
these ansignments through Stage 1T 0ffice Procesaing; and
Tinally preparing shipments of completec Htapge 11 Dooks
and Listing Books to Jeffersonville,

1.4 Asplot in the packaging end shimment of records, unused
aupplies, ete., when the Census Office is closed.

®. A Supervisory Clerk of the Quality Control Sectian will mpervise
the necessary number of QC elerks in an inspectlon of completed
Stage T Books (and later, an inspection of the completed Stepge TI
Books) for completenesa and aceuracy. All of the clerks in this
gection will be Stage I enumeratora who have completed theiv
assigmments., ‘They will be employed between April 5 and May 8,
as required, One erumerator, eapecially competent, shold be
selected as the Supervisory Clerk.

3, A Supervisory Clerk of the Transcription Verification Section
will supervise the neceasary number of verification clerka in
an inspection of the campleteness and accuracy of the {rans-
cription of information from the Stage T to the Stage 1T Book.
Here again all clerka will be former Stage I enumerators, cune
belng celected as a supervisory clerk,

The remaining chaptera of thig manual describe in detall how each
of these operations im to be carried out. While this manual ia
written for the direction of the Assistant Supervisor or Adminis—
trative Clerk, nas the person in charge of these operations, it
will be used by him to train those District Office employeen
under his direction, in thelr respective duties, and to provide
them with a gulde for their continued reference. (Note: Ad-
ditional coples of those sections of this mamual dealing with the
Quality Control and Transeription Verification operations will
be available for distribution to the clerks employed in those
sections. )

(Note: In a few Diatrict OFffices these procedures will be modi-
fied slightly in order to satisfy the needs of a special resesrch
and evaluation program which will be conducted during the Census.
A specinligt will be assigned by the Regional Office, to the
offices eoncerned, in order to carry oub this program with a mini-
mum of interference with the regular Census Procedures. The
Regional Office will inform appropriate District Supervisor of
any modifications in space or personnel, required by the experi-
mental programs, )
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STAGE T OFPICH PROCESS (MG, Defore reading the detatled ingstrue-
tions tor offfee processinge, most of vhich ave addressed to elerks
and thelr swpervisors, It may be well to becone fanillar with the
flow of work in these operations,  The mojor steps in Stage |
orf'lee procesaingg are shown bolew

L. The Reeelpt oud Control feetlon places TAta, by Crew Leader
Distrlet, In bing lu the Q¢ Seetion.

2, Clerks take FD hooks fer an TA frow these Ding, perfom QO
fnspeation nud payeoll verifieation, and deliver completed
work to the Q0 Supeeviasory Clerk,

3. The QU Smpervisory clerk ploces aceeptod FA'g, by Crew Leader,
in bing in the Treanseriplion VYerltileation Seotion, Rejected
D books are returned Lo the Reeelpt and Control Sechion to be
qent b Ceow leaders,

Ay Verirlers take BD bhooki rromn the bing, pesforn transepiptlon
verifiention, and dellver completed worls to the Transsripticn
supervisor,

N The Transerlptlon Supervisor sees that vejected BD booka are
corvectod In the off'lee, e then relurns completed booka to the
Recelpt and Control Seetion,

Responaibllity ror maivtennuee of qualliy stoudards will vest with

the Teehnieal Offieor, sinee quol By conteal Lo one of hila two major
fanetlons,  He will tealn the Stape | QU Superviaory Clerk and the
Transeription Sayervicor,  However, he will not alvays be availoble

in the oft'ice heenie paet of his time must e spent dn the £leld on
quellty coutrol of £leld veview and pard of L4 mast be spent on traln-
dngg, whiel B hls other mojor mnetion, Cowequently, the Asalotant
Distreiet Swpervisor and/or the Adminfstrahlve Clerk will be TROPOIN-
alble for the peuceal supeevialon of all offlee operattons,

1. QUALETY CONTROL OF SMTAGE 1 BD BOOKS,

Lol GEHEEAL,  Theeo sre fwo reason for havimg a qualtly eontrol
Wmux-ullun. e to e locate and vejeet dncomlng Stage T
EI books whieh have Loo many ereors or ombaslong,  The other
La Lo dentify Crow Leadera and £1ntd previewers who aro not
amlml G4 Tue neceptable books,  Aceordingly, the Q¢ Supervinory
Clevk wlll kenp pecords of fnspoetion separately not only by
ED bub mlao by 1he Crew Teader or field reviewer who oonduched
the f'tunl review,

Stage | oED books will be recetved freom the Recelpl and Control
Seetlon wlamt wiih Llat oy Books sl Stage 11 ED Dooka.  The

QO aperatlon will cong of checking the completenena of
ontries o these bonk ekt QO Clevk shonld he able to hawdle
I bowks for nhionl Awelve to oixteen PA's a day, 1f a siueable
backleop coonrs In the aperation, other elerka should be broupht
In bo naslat,

Ater O, FA's which pans will be dellvered to the Transeriptlon
Verifivatton Secotfan, BD booka which fall will he retumed to
the Reenlpt and Control Seetlon, along with the Linting Nook
and Stope 11 Bool,
ED beoks whiceh pataed will be stored Tn dhe Q0 Section unlil
those that ratled rotuen fvm the fleld.

1.0 FOHM: LIRED,

Forme Pae0G7, OCFTee Q0 Recomd for -1
Ponmns e 08, O ¢ U0 Heeord fop VH-0s
Forma_F-087 O Tee Tnyeoll VerlrieatLon Hecord
for Pl or PH-2,

1.3 SPECIE (G THSTRUCTIONS FOR QC SUPERVISORY CTERK.

Lol Hew do nanlpn FD books to clerka,  An the bookn for an TA
arrive In the oft'ice, the Reeelpl and Control Beetion
w1l place the entirve FA in your gection, uslng a
dlf'ferent bin for each Crew Teader Distrlet.

Make up o Form F-207, OCflee QO Rovord for PI-1, or F=D6R
Offlee QC Hecord for PH-2, for each Crew leatder and ench
f'ield reviewer, Prepare n Form ¥-27, Offico Payroll
Verifleation Record for PH-1 or PH-2, for each Crew leader
and each tield roviever, Put these fomma, by Crew Jeador
Digtrict, in the pame bins where the BA's will be placed
by the Hecelpt and Control Jection,

Tell clerks to take nn FA and the acccmpanyings formag an
they need work.

elerk ghould take the F-287 and F-267 or F-P6R for the
Crev leader, and leave tho tleld veviewer forms In the bin,
or viee versa. Inolretl elerks to return the forma to the
approprlate hin when they Cinish and to teke work from

a differvent bin the next time, We wani to have each clerk
ingpest the work of as many different Crev Leaders and
Field Revliewers ag posalble.

Train each clerk thoroughly in the instructions in section
1.4, using campleted FD hooks for illustration,

1.32 How to control Crew leader records, Aas olerka turn in ED
booka, examine the Form F-267 or F-208 to see that it
hag been [illed correctly. Notify the Technioul Officer
when there ig an "R" (for reject) in the last eolumn.

1.33 How_to process cempleted ED higoka. Verify that the counts
on page 27 of the Listing Dook have been posted correctly

I opart of an FA fallo and part does not, the

I the F-239, bolly Report of Fleld Review
abews that the £innl review was done hy the Crov leader, the

to the D book labeln,
requlred,

Make changen on the label ag

When an FA pusgen QC, vemove Form F-203, Fuumerator!n
Reimbursement and Layroll Voucher, and Form F.i0g,
Fnumerator's Work amd Txpenge Heeord, from the LiutIng
Book and give Them to the Adwinlgtratblive Glerk, Then
deliver the entlre FA {{tege T Rookua, Stapge Tl Books,
and Listing Reok) to the Transerlpbion Verifleatlon
Seeticm, Note that you munt walt until all ED's in an
A have paseed Q0 before the FA 1o ready to be
dellvered to transerlptlon verificatlon. Make dellvery
by plaelng books yourself in Crew Teader hing In that
seetion, Pubt new bookn on the bottom of each plle.

When any ¥D hook in an FA fallo 4G, send Lt to the
Recelpt and Control Sewtion, identiiylng it with a
note ag a "Fall Q0Y book; send the Btage 11 baok and
Llotlog Book as well., {The Recelpl and Conbrol
Sectlon wlll return 14 to the Crev Leader for corpec-
tlon). Note that in FAte with more than one ED, e
of the ED's may Cfull while the othera pass. I thla
hoppena, store thooe that pansed (Stage 1 and Stage 17
hooks ) dn your geetlon until thope that fatled QO
relurnt from the Pleld, Make a Lint of the 1ED's that
you have atorad, Ag "Faill QG books retarn fran the
fleld, ehock your 1iat o see If you have any other
parta of the FA,

When an FA fails the offloe elapeout cheek (aee seetlon
1.4La ), return the entire A to the Recelpt and Control
Sectlon with this note attached:

"o Craw Leader,

Thin FA Lo belng relurned becaune of an exeousiive number
of hamalng unlts conpleted by the oloseout prooedure,
Aoadpn the FA to an hourly enumerator Lo make one move
vialt to each aloseout unit,"

M EA munt not be oent baek Lo the Lleld for failing the eloweout
check o pearmd time. Seotieon 1,410 desoribes the procedure fop
avoldIng thin,

When & elerk jrlved you an KA beesune of torm pages, oreased poges,

or maykn In the mavpin, ohow 16 4o the Techulonl Offleer. le

w1l dacide whethor or not to branpfer the fnfomation to n now

look, 1L he dealden to do no, the troanoferring w111 be done in

your peeblon,  Hewever, 1t Lo not to olow your speration,  Blther ree
quent, more help to pet thio done or elee walt wbil all other

PA'n have heen proceuaoed,

How to miperviee your operatlon, Altheugh your vlerko will be
dolngt e aetnal work In yalr fiection, you ave responaible for
the quallty awd quantity of work produced,

AMter you buve dralued your people, you emol ansome that they
have underptood and ave Pollewing the Inotruetious. You will
have 40 ohgerve eaeh one on the Job, by aftting down beelde him
and walehling Wim peview an ED or two,  Oes that each persoen o
dolys Ghe Job oorrectly, aud glve addiLlonal dealndog to thise
who need 1,

Then o over an €D eomplotad By caeh of your clerks, Flodg out
vhet bide pample pages weve In the BD, and, wlthouh Looking ot
hin =267 or F.268, [uepest the aame paped youraelf' mud compare
your tally off ervors with hiu,  Then teain him on bin wesk
poinb, Do thlg only onee for each olerk who 1o dolyyg s gosd
Job, Tl repeat an often ag nocensary for olerke who are nob
dolng A oot Job aceording o thlo cheak,

Bven elerkn who ave Lollowing tnatmetionn may 1ol be working
rapldly eneayggh,  Thlo wey be hecaune they ave ol naturally
alow, ut more ofton i may be heeanae Lhey have not Coumi an
effinlent way of worklng. You will have (o cee that they ape
not making waste motionn op dolng more shecklng than the
Inotruetions eall for. It may Lo necogsory to releano awd
replane sane olerks who fall tn learn the job or are unable to
work efflelently.

Wateh clonely the mumber of unprocsepvel booke b your geetion,
Ank the Technical Orfteer for more olerieal help 40 your work
Tullda up fagter than you ¢an handle [t. {dooe the mieeagn

of Lhe Conoun dependn on a vapld count In Stage 1, b o im-
portant to avold any delay In prosensing,

Mnee you ave satiofled et your clerks ave working well, yom

may £lud tlme to do aome of bhe procensing yourself. It thia
ghemld wall antil all olher sopeots of your Job are under control.

SPECTIIG INSTRUCTTUNG FOR STAGE T Q¢ CLERKS,

1,41 Preparing for 6.

. Seleot an FA from one of the bing, Wherever posaible,
gelect the bin for o Crew Teader Diatrlst which you
have not yel reviewed. DPetermine whether the signa-
ure In Part B on Form F-203 in the Listing Book ia
{that of the Crew Londer or the Fleld Reviewer. I
1t 10 the Crow leadorts, teke his Form F-287 and
F-p6 or I'-208 from the bin., TI0 it in the Fleld lew
viewor's, take hia two Forma from the bin,

. Check the general appearance of each Stage 1 book,
Look for:
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1.42

How

a.

b.

col. d

ool, e

col. f

QUALITY CONTROL OF THE FIELD ENUMERATION

1, ‘torn pages
2. creased pages
3. marks in the margin

Give FA's ccantaining books with these defects to your
gupervigor immediately. The FOSDIC machine will not
be able to *read" them.

Examine ‘the Listing Rook to determine the number of
¢loseout houaing units and total housing unita in the
TA., A closeout unit ia identified by an "X" in column
(11) of pages 1-24, The column total appesrs at the
bottom of each page. The ‘total number of enumerated
housing unita iz shown in eolumn (6) on page 27,

Divide the total mumber of housing units by the number
of clogpeout units. If the result is 5 or greater,
proceed to the next etep, If the result is leas than
5, write "fail clogeout" on page 1 of the Listing Rook
under column (11) at the very Lottom of the page, Then
give the FA to your supervisor immedlately for return
to the f'leld.

If a book has an entry of “fail ¢losecut" on page 1 of
the Listlng Book under colwsn (11) when it veachea you,
you do not need to make the above check ageln., An FA
will not be gent back to the field a second time for
failing closecut,

Fnter the ED number in column a of Form F-267 or F-268
and enter your last name in column b.

Treat a book which has previcusly failed QU and 1s
golng through the operation again as iIf you were re-
celving it for the Liret time. Treat large FD's having
more then cne book in the same way you treat FD's with
ane book.

You are not to look at every housing unit and every item.
We only have enough time and money %o ingpect a ssmple of
Therefore, make no checka except

heuaing wlts and ltems,
thoge apecified below,

to ecounl errvors for schedule PH-L.
Fxamine the pages Listed in column ¢ of Form F-267.

the Stage I ED book (or books).

After examining each page, write down on a plece of acratch

paper the number of housing lines and population Lines on
that page,
4 housing linep on a pege, wrlite down "20V,

Continue
the sampling pattern by examining every 30th page throughout

For example, 1f there are 16 population lines and
When you fintsh

the ED, you will add these numbers Lo get the total number of

lines that you looked at,

Tally eny errors &g you f£ind them in columng d-1 of Fomm F-267

an dlscupsed below,
Use this system of tallying:

Y 4

That is to any, use vertlosl warke for the firvgt four errors
Then
Sinee the FOSDIC machine will not "read" 1ightly marked

and a slanted mark through the four for the Lifth srror,
repeat,
eircles, oount light marks am omissiona,

the same unit.

vacant or 'VAC-URE",

are. not marked "vacant! or "vac-ure®.
each line in turn and look for seven FOSDIC marks.

Tally an error if items PL and HL are not identical for

Tally an error if there iz no entry of head In item P3
for every A, B, ¢, or D in item Pl, unless the unii ie

Do not oorrect the errors which you find.

L.44

Look at Items P3 to P?, one line at a tlme, for Llines whilch
Place a ruler under
Tally

one error if one merk is misming or if there are too many.
Tally two errors when two markes are miseing; three errora

when ‘three marks are misaing; ete.

Make no checkes on population lines which are marked
yacent! or 'vac.ure'.

Look at items 3 to HIL, one line at a time, for lines
which are not marked GQ in ltem HlL. Place & ruler
under each line in turn and look for nine FOSPIC marks,
Tally one error whenever cng mark is mlssing or there
are too many. Tally two errorvs when two marks ave
misping, three errors when three marks are miasing, eta.

col, #£

Make no cheek on lines which are marked "GQ,"
col. h Tally an error if there is no entry in item HL2 when
ditem H7 18 marked "ocoupled.®

When item H7 is marked "vacant," tally an error for V

col, 1
’ every blank in 1tem HL3.

1,43 How to count errors for schedule PH-2

a. Examine the pages listed in column o of Form F-268, Continue
the sampling pattern by exeamining every 30th page throughout

the Stage I ED book (or bocks).

1.45

b.

gol. d
col. e

col, f

col., &

ool h

col, |

col, k

eol, 1

How to {111 the summery pection of both QU record forme.

After exemining each page, write down on a plece of scratch

paper the number of houaing lines and population lines on
poge. For example, if there are 16 population lines and

4 housing lines on & page, write down "20," When you finich
the ID, you will add these numbera to get the total number of

lines that you looked at,

Tally errors a8 they occur in column d-e of Form F-268, a
discusned below,
Use thls system of tallying:

TR 174

That i to say, uee vertical marks for the firat four erm
and & stanted mark through the four for the £ifth exror.
repeat. OSince the FOSDIC machine will not "read" lightly
marked elrcles, count light wmarke an anisslong,

Tally an error if there are less than three FOSDIC
marks in item 1.

ially an error if items PL and H1l are not identlcal
for the aame unit.

Tally an error if there is no entry of "Head" in
item P3 for every A, B, G, or D in item 'L, unlean
the unit is vecant or "VAC-URE",

Look at 1tems P3 to P7, one line at a time, {for
lines which are not marked "vacant" or "WAC-UREY,
Place & ruler under each line in tuin and look for
geven FOSDIC marks. Tally one evror if one mark lo
mimaing or if there are too many. Tally two errorn
when two marks are missing, three errors when three
mavks are misaing, ete.

Make no check on population lines which are muvked
yacant" or 'WAC-URE".

Look at items H3 to Itl, one line at a time, for
1lines which are not marked GQ in item M. llace

& ruler under each line in turn and look for nine
FOSDIC marka, Tally one error if cne mark in
miaging or there are too many. Tally two errorn
when two marke arve mipsing; three errors when three
marks are missing, ete.

Make no check on lloea whlch are marked “GQ,

Tally an error if there io no entry In ltem HL?
when Jtem H? 1g marked "oecupledM,

Tally en error if there is no entry in ltem HL4
when item H12 ia marked "owned".

Tally an error it there i no entry in iltem HL%
when item HL2 is marked "owned" and ltem HL4 1a
wmarked "L unit, no businesa.”

Tally an errvor i there are not three FOSDIC marka
in item H16 when item H12 in marked “rented",

i1l

the summary pections of Fomms F-207 and F-268 In the same way,
a6 followas

B

b

@

. Add the tallies in the tally of errors sectlem and
enter the total in the total errors column,

. Obtain the total number of houalng lines and popnla-
tion lines om the sample pages thai yon lonked ot
by adding the numbers you have recorded on your
serateh paper, Post the number in the total 1lluen
column.

Compare total errors and total linems, 1f the total
number of errora ie more than half of total linen,
enter "R" (for veject) in the A or R column to
glgnify that thia ED hasa falled QC, If total
errora are half of total lines or less, enter "A"
(for noeept) to eignify that this ¥D han passed QC,

Do not correet the errora which you find,

that

3

ors
Then

How to proceag rejected Ebs.

Iff you enter an R in the last

colum of Form F-267 or F~268, do the following:

a.

C.

Look at column 11 on pageo 1-24 of the Listing
Book for the houaing units which you have examined
during QC.

Tdentify each unit marked with an X in column 1i.
Repeat the QU process for these unito, tallying errors
in red pencil on the game line of the F-267 or F-268.

Subtract the number of red tallies from the original
nuvber of errors.
ingly by croseing out the previous total with a

gingle red line and entering the new total alongalde,

Using the new total, decide whether A or R should
be entered in the last column. 1If it ia atill R,
meke no change in the lagt colusnm, T 1t Lo now A,
drav a gingle red line through the R and enter A in
red,

Correct the total errora column aceord-
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1.46

1,47

OFFICE PROCEDURES SUPPLEMENT,

Hov to verify payroll countg.
Payroll Verifie

You will have a Fom F-pR7, Offlce
atlon Record for PH-1 or PH-2, for each Crew Leader
and Fleld Reviewer. Follow the Instructiong on the form, step by
step. The purpose of this check is to verify that the mmbers of
persons and housing units claimed on Form F-203, Fnumerator's Re-
impursement and Payroll Voucher, are correct., Since a eompletfe
verification would be ton expenaive, sampling ingpeetion end other
methods of cantrol will be used.

The atepu described in detall on Form F-287, Offlce Payroll
Verification Recond for PH-1 or PH-2, will not be repeated here.
But the following 1o a general pleture of the operation:

o, One FOSDIC page out of every twenty ia inapected to
verify that the population count for the page matches
the number of peroong on that page in eolumn (172) ol
the Listing Book. If an error is found, the entire
FOSDIC book ia checked in the same manner.

b, The addition of persons in checked on every third page
of the Listing Book. 11 an errcr 1z found, then the
addition 1g checked on every page.

¢. ‘The adgditlon ig checked on page 27 (the mummary page )
of the Ligting DBook in both the population and housing
columng,

d, Total population and hovaing unit counts for each TD
are poated on the ED label of the appropriante Stage T
ED Rook,

When you finlsh payroll verification for an BEA, cheek Lines 2
and 5 in colwm h of P'art A of the Form F-203, ‘Then mt the
Stage T ED books, Stage I1 ED books, and Llating Book topether,
and give them to your supervisor.

Qurning In work to the Supervipeory Clerk. When you turn ED books
in to the Q¢ Superviaomy Clerk, separate books which have failed
and books whileh have passed Q0. Show the Supervisory Clerk your
Formg F-267 and F-208 and Formg F-209 for the hooka which youn

are returning, ‘Then return the forms to the appropriate Crow
Leader bin and select work from a different bin.

VERIFICATION OF TRANSCRIPTION TO THE FOSDIC STAGE 11 BOOKS

2.1

2.2

2.3

GENERAL. ‘The purpose of the trangeriptlon verification
operatlon 1o to Insure that the Stage 11 hooks prepared by
enumerstore and reviewed by Crew Leaders are of acceptable
quallty, The operatlon will by dlrvestly supervised by a
clerk who will work under the directlon of the Adminigtra-
tive Clerk or Ausiptont District Jupervisor. Im most
ingtances ane of the hetter enumerators will be given an
appointment, ag a (5-3 clerk and piven specinl training to
aerve af mpervigor of thia section,

FORM REQUIRED:

Fom F-278, Off'ice Verification of Tronseriptiom to PiH-3
or PH-4,

SPECIFIC INSTRUCTIONS FOR TRANSCRTPTTON SUPERVISOR

2.31 How to aguign bookd to clerks. The QC Supervisory
Clerk will deliver TA's to you by placing each Crew
leaderts ED booke In a different bin in your section,
Your verifiers will oblain work by taking EA'a Tor
cartalin Crew Jeaders directly from these bhine,

Make up a Fomm F-278, Office Verification of
Trangeription to PH-3 or I'H-4 for each Crew lender,
Enter his name and Orew Leader Digtrict Number in the
heading. Put these forma, by Crew Ieader, in the bina
in which EA's will be placed by the QC Supervisory
Clerk.

Tell verifiers to toke the ED books for an EA, and the
accampanying form, ag they need work. Inatruct them
to return the fomm to the appropriste bin when they
finigh and to take work from a different bin the next
time. We want verifiers to inspect the work of an
many different Crew Leader Districts as possible.

Train each verifier thoroughly in the instructions in
section 2.4, using a completed book for illustration.
Do not agsume that verifilers know how to transeribe,
even though they are former enumeratora, They may
have been making errors ag enumerators which were not
caught in field review.

2.32 low to process cempleted hooka

a, When an EA Tails transcription verification,
notify the Technical Officer immedlately so that
he may take corrective action by telephoning the
Crew Leader. Then follov the instructions in
gection 2,33,

b. When ean EA passes trauseription verificatiomn, turn
to page 27 of the Listing Book. Divide the number
of perasons in the EA (column 4) by the number of
persons transeribed (eolumn 7), Then divide the
mumber of enumerated housing units in the EA
(column 6) by the number of housing unite
transeribed (column 8).

DISTRICT OFFICE MANUAL

iF the Hmalng result 1a belween 3.9 and
4,1 and the Populatian result is between
3.4 and 4,6, no further check io requlrad,.
Enter your inltlals in the upper »ight corner
of page 27 to vhow that ym made the check,
If edther result in not hetween thegse Limiis,
verlfy the counts in Column 7 and 8 of page 27
by checking the Stage IT Book againat the Listing
Book, Correct page 27 ag required.

Next, post populatiom and hounlng countes Cor each
ID on Form P-372, ED Control Reglster, The aolumng
to be £1lled on F-322, topether with the sources,
are shown below;

Golumn on pape 27 of
the Ldoting Book

Totel persms (ool, 4)
Total housing unita
erumerated (col, 6)
Pergonn transeribed

{aol, 7}

Heusing unite transeribed
(zol. 8)

Column_ou Form F-3;2

1960 population eount
1960 hemaing count

1960 population sample

1960 houalng sample

Then deliver the entire FA to the Receipt and
Control Section,

How to handle FA's which fall verification, Fxanlne

D bookw In the FA's whieh falled, to see I the Stage
11 hook must be done over sompletely or Iff repalr work
1g eufflelent, Have the verifiers make the corrections,
tuk defer work on asunh EA's until the other FA'a have
been proceased go that the {low of work will not be
Interrupted,

Speelide dnstrustions cannot be written for determining
when o book muat be done over completely and when it
merely needs patohing. Thia will be your decloiom,
although you may want ‘to get the Teclmleal OLCieerta
advica., There are some pgeneral guldelines, however,
If many housing unito lave been omitted or transeribed
ont-of -order, it would probably be bebtter to gtart
over, If the main difficulty ls omigulong or wrong
entries, 11 would probebly be advisable o repair the
book by entering the neceapary FOSDIC marks and cor-
recting those In ervor,

11 the deeision is made Lo vepair an ED book rather
than do 1t over conpletely, the verifier who repalra
the book phould check esch sample hovalng undt or
nample GQ peraon fron start o Cinlgh. Onltied
henslng ond populatlon entrles should be added and the
ruleg Cor migelng sex, color, and marltal statua
entriea should be followed, Correct errors by erasing
the wrang FOSDIC mark and entexing the right one (o
eancalling), Lolloving the inatructlons in the
enumorator!s manual,

If the number of perncng or hounimg units tranasrihed
changea as 8 veoult of repalr work, correct the entrlea
in columns () and (8) on page 27 of the Iinting Book.

3 INGTRUCTIONS FOR VERIFIERS OF TRANSCRIPIION TO

TR 1L BOUKS,  The purpose of this operation Ls

To verlly that the Informption for sample housdng unite

{and sample GQ peraons) in the Stage I book hao been

‘tranageribed correctly to the Stage II book,

Books which

do not pase verilioation will be correvted in the office.

2,41

242

Obtaining work, Seloct on A and & Form F-278,
Offlee Verification of Trangerdption to PH-3 or
Fll-4 frem one of the bina, Wherever puunible,
seleot a bin for Crew Leader Dintriot which yom
have not yot verifled.

Yerifyln

a. Record the FA number in column a of Form F-278 and
the number of houning units, which you will find
on the ED book lebels, in column b, Congalt the
aampling table em F-278 to ace which sample unita
and perams in the Stage I book to select for
verificaticn. Select the mample frvam item Pl of
the Stage I book,

If there are 409 housing units in the FA, for
example, you would select the second gample
housing unit (or sample (Q person) in ftem Pl and
every 7th sample housing unit (or sample GQ
person) in ftem Pl thereafter. In counting to
get every 7ih unlt, you would inelude in your
aount houging units with en "A" sample key in
item PL and (Q peraons on starred lines in item
PL. TFor example, if ym were to find aix "A"
houaing unite followed by a G§ peruon on a starred
Line, the unii to be verified would be the GQ
perscn, If you ‘then were to {ind three GQ persons
on etarred lines followed by four A housing unita,
the next unit to be verified would be the fourth
of the A houning unite, In other words, take
every 7th unit whether it happens to be housing
unit with an "A" gample key or a (Q perscn on &
gtarred line,

119
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QUALITY CONTROL OF THE FIELD ENUMERATION

The sampling table has heen arranpged so that about
14 to 16 housing in each FA,

Verify the transcripticon for each sample housing
unit, (or GQ person) by comparing the Stege I and
Stage I1 eutrlies. Compare housing enlries and
population entries for each perscon in the sample
housing unit, I the wrong housing unit has been
transerited or peraon has been omitted, stop
verifying and enter an R in eolumn d. Ignore
erroras in gpelling of names hut count every mark-
ing error vhether it is an erronecus entry or an
omlasion, ‘Tally evrors in column ¢, using this
ayatem of tellying:

7L, "

That is to say, use vertical marks for the filrst
four errors end a clanted mark through the four
for the fifth error, Then repeat.

As soon as you find 25 errors in an BA, stop
verifying the EA immediately, Enter an R in
column @, enter your last name in c¢olum e, return
the EA to your supervisor, and notify him that it
has falled verification, If you do nol find as
weny ag 25 errorg in en EA, enter an A in column
d, enter your lagt name in columm e, and return
the BA to your supervisor.

Show your supervisor the Form F=278 for the EA
vhich you have Just completed, Then return it
to the appropriate bhin and seleet an EA from a
different bin.

0. prach 11 OFRICEH PROCESSING

1. QUALITY CONTROL OF $TAGH TL FOLLTC BOOKS

1.1

GENERAL.  Tho QU operation for Stage II will be similar to

that

for Stage I, FOSDIC Books with too many errora will be

rejected and sent back to the fleld, Inupection records will
be malntained on a Crow Leader or Field Revicwor basis oo

that,

Crow Leadera and Fleld Reviewers who are not submitting

accoptable books will bo identitied,

00 will contlot of checking tho completeness of entries in
thean booka, lUnch Q6 elork should be able to procosn abount

16 BA'e o doy.

other clerks should be bronght 1n to assilat.

The Technleal Officer will he reaponaible for Stage IT office
procoasing,  Ho will traln the Stage T Q0 “wupervisory Clerk.
Although he will be sponding souwe tlme in tho field on
quallty control of fleld rveview, ho should be able to apend

mara

time on Stage IT offdieco quality control than ho did on

Stuge T office 0, The Agsalutant Dlatriet Supervicor and/or
the Adminlstrative Clerk will supervise the operation whon
the Teelnleal Offlecer 1ls not present.,

FORM REQUIRND:

EAELL/EE LU ELALES Y A

P28, Offico UG Regord for PH=3 or M-/

SPRECIFIC INSTRUCTIONS TPOR QC SUPERVIGORY GLERK

1.3

1,32

1.33

How to agalim bLooks to clorks, Tho Hecelpt aud Guntrol
deetion will placo B books for comploted EA'a from
ench Crew Loader Diotriet in a differont bin 1n your
gectlon,  Tho Listing Book will accompany Stage IT
hooka.

Make op a Form F-280, Office QC Record for PH-1

or Pliz4, for each Crew Lendor and Field Reviewer.
Put these forms, by Crew Loador District, in the bins
in which EA'a wlll be placed by the Recelpt and
Control fHectlon.

Tell clerks to take an EA and the accompanylvg form ao
they nood work. I the F-239, Daily Report of Fleld
Revlew shows that the lnal revliow was done by the Crow
Loader, the elerk should teke the P-R80 for the Crew
Leader and loave the Pleld Reviewer form in the bin, or
viee veran, Instruet elerks te return the form to the
appropriste bin when thoy finish and to take work from
a gifforent bin the noxt timo, We want to have each
clerk inapect the work of as many difforent Crow
Leadars and Pleld Reviewers as posoiblo.

Train oach clerk thoroughly in the instructions in
section 1.4, using a comploted book for illustration.

How Lo gontrol Crow lLeader recorda. As clerks turn in
books, examine the F-280 to aeo that it hao been filled
correctly, Notify the Technlcal Officer when thero is
an R in the last column.

How to progess completed books. Verlfy that the
counts on page 27 of the Liasting Book have beon posted
corroctly to the ED book labels. Make changes on the
lnbel as required.

I o sluwnblo backlog oveeura in the oporation,

L1.34

When an EA passes QC, remove Form F-2103, Enumerator!s
Reimbursemant and Pavroll Voucher, and Form P00,
Enumerator! s Work and Exponse Record from the ldsting
Book and give them to the Administrative Olerk. Then
send the ontire BEA to the Recelpt and Control Section.
Note that you must wailt until oll ED's in an BA have
passed QO before the FA is ready to bo delivered to
Receipt and Control.

When any BD hook in an FA Lalls O, send it together
with the Listing Book to the Recelpt and Control
Section with a note saying "Pail QC."  (The Recoipt and
Control &eetion will return 1t to the Crew Leader for
corroctlon,} Note that in BA'g with moro than one B,
some of the E's moy fail whlle tho othern pusa. I
this happens, store those that pasued in your ucebion
until those that failed QU return from the ficld.

Make o llat of the ED's that you have stored, Ao "Pall
Q0" bocks retwrn from the field, check your Llst to sew
if you have any other parts of the kA,

When a clork gives you an BA because o' torn pages,
creadsed pages, or marks in the margin, show 1t to the
Technical Officer. He will declide whethor or not to
transfer the information to & new book, I he decldes
to do so, the tranaferring will bo done in your
section, However, it iu not to olow your operatlon,
Eithor roquest more help to get this done or olao walt
until all other FA's have boon processed,

Hoy to pupervise your operation. Although your clorvks
will be doing the actuul work in your section, you are
responsible for the quality nod quantity of work
produced.,

After you have trained your people, you caunot s
that they have understood awl are following tho
ingtructions.,  You will huvoe to ohuoorve onch onu on
the Job by aitting down bealdo him and watching hin
roview an ED or two. oo that osch porvon lo doing
the job correctly, and give additional tralning to
those who need it.

Then go over an ED done by cach of your clurks., Flad
out what his samplo starting page wa Lo the ED, and,
wlthout looking at his F=i80, Tnopoel the same pagon
yoursolf nnl compare your tally of orrors with hig,
Then traln him on hiy wosk polntn. Do thia only onee
Por each elork who s dolug a pood Job, but pepont an
oftem nn noeasanry for elerks wvho are not dolng a pood
Jeb according to thia chock,

fiven clorks who mro followlng dnutructionn may not bo
vorking rapidly enough, Thls may be hecause Lhoy ave
Just naturally slow; bub more often 14 may be boenase
thoy have not found an eltlelont way of working., You
will have to see that they are not waklng wanto motlons
or deing more checklng than Lho inotraetlons eall for.

Wnteh cloanly the numbor of auproceused books lu your
seetion,  Ask the Teshnleal Offloor tor more clorlenl
help if your work buildu up fastor than you cun hawile
it The tuecess of this operation depends on qulek
Identifleation of poor By and {row Londers with hiph
error rates no that immediate netion enn bo tnkon,

Onee you aro satisfled that your elerks are working wel
you may find timo to do some of the procomilug yourne
But this should walt untll )Ll other appocts of your
Job are undor control.

SPEGIFIC INSTRUCTIONS FOR LBTAGH TI QC CLHRKL
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Preparing Cor 0G

a, Select an BA from one of the bina,
The Listing Book will nccompuny Stope 11 books.
Look at Form F-203 in the Liotlng Book. The
asignature in part B will tel) you whother the
Crew lender or the Fileld leviewor conducted final
review. SHeleet the Form P-280 for that person
from the bin.

b. Fxamine the general appenrance of each Stape 11
hook. Look for:
1. torn pages
2, ereased pagon
3. marks in the margin
Glve books with those defects to your suporvisor
immediately. The FOSDIC machine will not be able
to "read" them.

c¢. Enter the ED number in column a of Form P-.80 and
enter your last name in column b,

Treat a book which has previously failed 0C and is
going through the operation agnin as 1if you were
recelving it for the firat time. Treat large
ED's having more than one book in the same way you
treat ED's with one book.
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You are not to look at every houning unit and
avery item. Yo only have onough time and money to
ingpeet a sumplo of houning units and 1temu.
Therefore, make no cheeks oxeopt those speeified
below.

1.42 How to count errory

Ha

col, d.

col. e.

col, I.

col. .

col, h.

As you know from your oxperiance as an onumorntor,
ench gheot in the Stage 11 book hag voom Por housing
Informatlon and the population information for
three porsons.  Count sheots in the Stage LI hook
until you come to the ono specifled in column ¢

of Form =280, 1t there are any entrlen in 1ltemn

Hl to H13 on this sheot, soleet thin howning unit
and the pergons dn it., Otherwise select the noxt
housing unit and the persons in 1%,

Before reviowing the unit, chock pagos 1-24 of the
Lioting Book to sece if the unlt has an X in eolumn
17 with ecolumns 16 and 18 blank. If so, do not
roview the unit. Otherwlse, roview the unit,

Thun count 12 more sheots and seleet another unit
the sams way.  Gontimuo the cumpling pnttorn (evory
12th sheet) throughont the buok.

An you finlah roviewlng onch houaing unit, welte
down on a ploce of serateh paper the number of
housing sections and populatlon sections in thot
housing unlt, For example, 1f thero are 4 persons
in the houalmg unlt, you would write down "4,
ainea there are Lfour population sectlony nud opo
houslng seatlon. When you finish the LD, you will
wld theae numbers to get tho total number of
aoetiona that you looked nat,

Tally ervrora ag you filnd thom In columng d-k of
Form F-280 no digscuspod bolow, Do pot correet the
orrors which you Cind,  Uage thla systom of tallylngs

e

That 1s to say, use vertleal marks for the flreot
four errora and a olanted mark throngh the four
for tho Cifth error, Then repeat, HSinee the
FOSDIC maehine will not "read™ Light FOSDIC merky,
coupt, 13 ke Y Loaplong.,

Itom H7 tella you whethor or not a unit da occupiad,
If 17 1o blank, the presence of populatlon cntries
wlll show that the wnlt la cocupled.

Note that therc nre two different kinda of' houslog
aeetlong 1n a Gtapge I1 book,  Ono kind haw o ()
In the Form number box in tho apper left cornor of
the page. Thin kind requires O FOSDIC marka in
the group HL9 to H34 on Porm PH-4 and 7 FOSDIC
murks on Form P-4,

The othor kind hag a (4) in the Form number box in
tho uppor loft cornor of the papo.  Thio kind
requires 12 FOSDIC marka in the proup H19 te 113
for both PH-3 and PH-4.

Examine questiona H19 to W34 for oceupled units.
Look for slther 6, %, or 12 FOSDIC marks, dopending
upon whiech kind of form and pape you have,  Tally
one error whonover one mark is mlosing or there
are too many, Tally two orrors whon two marks are
mloging, three orrors when three marks are miasing,
alte,

An owned unit has an ontry of "Owned or belng
bought! in H12., Tally an error Lf thero s no
entry ln item HL5 for ownod units when ltem M4 Ls
marked "1 unit, no buvinesa®™.

A rented unit has an enbry of "Rentod" in MHl2,
For repted unito oxamlne questlon WLG,  look for
three IPOSDIC marks, Tnlly one error whenevar you
have anything other than throo FOSDIC marks.

Examine questions H4A3 and HAS for ronted unlta,
Look for three FOSDIC marks dn HA3 and one 1n 145,
Tally one error whenever one mark is mloslng or
there are too wany. Tally two errorg when two
marks are missing, threo errora when three marks
are missing, and lour errors when all four marks
are minoing.

Look for entries in P4 and P10 to Pl3a for each
peraon. Tnlly one error for oach vntry which in
miasing.,

col.

col.

col. k.

L

Month and year of blrth apponr dn Liem 'O, look
or one entry In Pl4 awd one in P21 for each pe
born before April, 19455,
ontry which Lu mlasing,

son
fally one error Lor each

When P22 o "you" or blank, look for enlries in
P23 and PR2-130. Tally one evror for cach enlry
which 1o migaing. If all entries ave minolyg,
tally nlne crrora.  Thore ahould alwaya be four
vntrlen In 197 oxeept Cor monbers of the nemed
forcon.

Whon FA0 1o "you", look Lor entrlea in I'31-3,
Tally one error for oach untry which 1lu minsing,

rm lei0

Lo4h

L.45

d,

Add the orrora in coluwmn d-k. botor this totel

In oolumn 1.

Enter in colwm m the number of bousing soctlona
and population nections you oxamlned.

Ilvide tho entry in eolumn m by the entry in
colum ) and ontor the realt In eodum n, I8
tia ontry in column 1 la gero, ulmply enter
400 In golunn n.

I the entry In column n Lo groater than 1,950,
entor "AY (for aveopt) in colum o to alpmify
tich thio B han passed Q0. Otherwlse, ontor "R
(for reject) in column o to olgnlfy that thls BD
hawg fallod GO,

Ly nayrell counts

ACER" 0
Tarn b page 27 of the Lleting Book, Vprlfy that
the totel of eolumn (4) In tho Mage TT aection in
wlthin one poreunt of the total In eolhun {7) ia
the fage T asetlon, For example, if thore are
412 persona dn calumm 7, then sineo one poreunt off
2 A0 3, eolumn {4) ohonld ho bebween 309 and 315,

Varify that the totad of eolumn (6) in the Hngo
1T seetdon Lo within one percent o tho totul in
aclumn (#) in tho Stage 1 ovetion,

L both of the condiiiong Just deserilod ore
patintlod, vorily thab the eomis Ln eolumna (4)
and E(:; ol tho Stapo I1 gection hinve baon pontad
aorvechly to Foem 1203,  bBrter those counta on
the 1) labole.  Then ehock Muoos 3 and O dn eolumn
oot Part A of P=203 and roturn the BA to the L0
Suporvlnory Glork,

Le wdthor (o both) of the gonditlons 1o not
autduliod, choek the postlng to eoluma (3) to
6) on prpro 27, Thon ehoek the additlon in
colamn (1) to (6).  If column {4} Is now within

ono percont of colum (7)), carry oub atop b above
and meko no Mirthor chocks.

I not, tnen to pagos 1-24 of tho Llsting Hook.
Mnd it whileh have an entry bnocoluun 17 sl

no onbry An column 1. Comnd thoe porooena shown in
colimm 12 for Lhoso untts,  On a ploco of serateh
papor, add the count of peraonn to the eolum ()
Lotel, L0 tho now connt brdugs the columm (4)
Cigure witidn ono percond of column {7}, earry oub
whop b above awd maks no farthar chocks.  Otherwloo,
rollow tho proeedurs dogeribod bolow.

Tarn npguln to pagen =24 of the Llotlng Book.
Compare columng (12‘) and (18) for vach Stapge 11
uni b,  Where thore Lo a difference, check the
ttuge T POSDIC Look Lo flnd ont why.  Ghango
colmmn (#) an nocvspary.  Add column (12) on each
prgo and change the entrles on page 27 and Form
203 oy roquired.  Enter the correst population
and housing counts on the BD labeln.  Then check
Tines 3 nnd 6 in column h of Purbk A of F-203 and
roturn the BA to the QU Supervipory Clerk.

Ulor

When yon turn books in to tho 40 Supervisory Clerk,
soparate books which have falled and books which havo

pagsod G0,
for tho books whiech you aro returning.

Show tho Supervinery Clork the Form F-280
Then roturn

1t to tho approprinte bin and pelect an BA und 1P-280

from o dilforent bin,
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Appendix E.--QUALITY CONTROL. SUPPLEMENT, DISTRICT OFFICE MANUAL,
TWO-STAGE AREAS ( Extracts)

Introduction

1.1 General
1.2 Responsibilities

ED Check Activities Before Enumeration

2,1 Training Crew L.eaders to Check ED's Before Enumeration

2.2 Practice Exercise ”

2.3 Observing Crew Leaders in the Field.

2.4 Reviewing Crew Leader Reports on Map Review and Preparatory Work

Stage I Activities

Training Crew Leaders to do Enumeration and Field Review

Training Space

Observing Field Review

Reviewing Forms F-239, Daily Report of Field Review

Supervising the Office Quality Control Staff

Taking Corrective Action When Crew Leaders or Field Reviewers
Fail Office Quality Control or Transcription Verification

Filling Form F-285, District Office Quality Control Report

e T R

O

Stage Il Activities

4,1 Recommending Crew Leaders for Stage II Work,

4.2 Training Crew Leaders and Field Reviewers to do Enumeration and
Field Review

Training Space

Observing Stage II Enumerator Training,

Observing Field Review i

Supervising the Office Quality Control Staff, ,

Taking Corrective Action When Crew Leaders or Field Reviewers
Fail Office Quality Control

Filling Form F-285, District Office Quality Control Report

B
o ~1 U W

-
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INTRODUCTION

D CIRCE ACTIVIT

QUALITY CONTROL SUPPLEMENT, DISTRICT OFFICE MANUAL 125

Digtrict Offlce Munual b

Crew Lendor tralnees are to go through all of the

steps ghown on the F-236 Cheek Ligt as 1f the practlee
agalpnmunt vers an aetnnl onamerator assignment.

UALYTY CONTROL SUPPLEMENT

¢, Collect nll agsignmonts at the ond of tho day and
reviow them carefully to see whether the Crow leader

tralness undorstood this procedurae.
of the practlco exercise indlente that the lrainee

If the resultu

may not be aultable for a Crew Loeader Job, brlng

GRNERAL

thia to the attention of the Dlatrlet Hupervicor im-

medlatoly so that oteps may be taken to replace him

t Oftice
a that,

The Qunllty Coutrol Supplument of the Diugt
Maual deneribea the various Consus netivid

have to do with controlling the quality of the infor- 3
mation collected by cmonerators.  The Dlstriet
Yupervisor will be the person direetly responsible oL

Tor the quallty of Censun work in his of'filee.

Heportlmyy dircetly to the Matrlet Supervisor will
b o Teelnieal Offleer who 1o primarlly concernod
with tralning and superviasluye the opurptions which
afff'vet the quudlty of the Cenaua.  The instraetions
in thls HSupplement are addressed to tho Teelnical
Oftleer who will be capeelally coneorned with theno
operationa, e Ly responaible to the Motrdet
supervisor for aceing that they are boing perf'ormed
correctly.

RESPONSTRILTTLR
Your reaponsibilitios ao Technienl Officer Inelude:

ny Trainlng Crev Leaders to Inopect thelre
maps and Lo cheek B g before the stort
ol Utage T enumeration;

b, Tngpecting wap review and BD cheek opor-
ationg to soe that trow Teaders ave doing
the Job corroctly awd ave not falliog
bulidnd in thedr works

¢. Trainlng Crew Toadorvs on onnmorntion nand fiald
revlew fanetlons both for Stage T and Stape 1L

4. Cheeklmye that Urow Leaders and Flold Roviowera
are reviewlng the work of thelr cnumoratoru
necording to fiold roviev proceduran;

ER 1

0, Tralnlng Offilee tuallity Control Superviaery
Glorks Lo Inspoet BD booka no they wro re-
culved f'rom the fMleld; and

£, Vupurvishy Office Quallty Control Operations,

Althouph you will be plven general sapervioion by the
Dotriet Yupervisor, yon wlll be oxpuoteld to earvy out
your dutdes with a minlmm of puldance uning the pro-
ewiureg In thlo manual,  The Distrelet Suporvisor will
mako o report on quallty control activitios to tho
hogional OCfleo twloe wookly., This report will be
baged on Information you supply him,  Your work will be
reviowed by a Roplonal Program Technlelan who will
viasit you aboul onee o wook to roview the quallty con-
trol forms and o help you wlth any problems that you
muy hnve.

Suetlon 6.0 of this Supplemont contalng a time tnblo
which ghowa how you will sehedule your timoe botween
Mareh 7 and the time the digtelet offleo fa eloged,

W BERFORE BNUMSRATTON
THAENING CREW LEADERS 10 OHECK BED'S BEFORE BNUMERATION

(n March 1, (Mareh 9 in rural arcan) you will train
tirow Loadory in tho wou of form F-236 (Exhibit 1)
Crow leador's Chock Llst for Map Review and Prepar-
atory Work, You wlll use form F-270, Tochnical
Officerts Gulde tor Crew Lender Prepuratory Traln-
ing, Stage I, at this time, Review the sectlons

of the Guide which yonu will wse for tralnlng before
you como to elaun, 'This Guide will contaln the
Llgt of materials you will use for thia tralning
and which you mast bring to the class with you.
Detailed instructions to Grew Loadory are in Sectlon
5.0 of form P-130, Crew Leader's Manual for Stage I.
See Heetlon 5.3 of the Dlatriet OfTice Mamual also.

PRACTICE BXBERCIGE

As part of thelr training, Crew Leadera will be given
a practice aspignment for which they will prepare an
230, The Technieal Officer should propare these
asaignments during the week of March 7 ap follows:

a. Using the map for the Crew Leader in whose district
the training ls being conducted, propare a differ- 2.33
ent practice assignment area of gme block for gvery
two Crew Leaders in the class. Preparec a sketch
map of oach gng block assignment. Allow one day
for this work before the first day of Crew Leasder
Preparatory Training. In block elties, ume the
block numbers which actually appear on the Crew
Leader's map so that the three blocka wlll represent
an "Enumeration Assignment."

as aocon ag posalble (aee Soctlon 2.32.)

OBCERVING CREW LBADERS IN THE FIELD

Visit Crew Loadors while they are on the Job to aet that
they aee carrylog ont the procedures degseribed Ln clasa,
You inny discover that Crew Leaders who have not ealled
on you with o problom will have muny questlons when you
arrlve porsonally on the scene.

Bof'oro you finish tralning Crew Iweaders, make
uppointments to visit thom while they ave
choeking PD'a. Aok Crow Leadera to arrangoe
thelr nchodules oo thab thoy are dolng map
rovliew and proparalory work rather than
reerultilng whon you viglt thom. Start with
Crow Loadors who you beliovo may nsed your
holp tirat, sinco you meay not bo able to
vialt all of them, Try to seo as many

Crow Londors an ponuible cach duy, yot allow
youraull vnongh timg with each vne to make
the violt profltable. Cheek wlth the
Matrict Haporvisor beloro you go out to uce
i thure ave any mattora which he would llke
you to teko up with the Grew Leader., Alwaye
coordlnnte your actlvitles wlth the Suporviser
and koop him informed of your lecation,
Arrango bo oadl him nb specified timen dn
oapp e hog Lurthor inwtruetions for you.

loy to ehaerve gy Uroy Lesdor choeking B g
buefore onumeratien.

Ak onch Grow londor to atart ED cheek work on
a now BA whon you nrrlve, even thongh another
may bo In procosd,  This wlll glve you an
opportunlty to see tho oporation from start
to {luish and will make 1t easier for you to
C11L form F-288, Lvaluatlon of My Review and
Propuentory Work {Kxhiblt 2). Ay tho Crow
Londer comducta hig chock using Lform F=230,
Grow Lueador' n Chook Tdat, Collow his proprosus
und mako sure that all ateps are bolng
followed and that the work 1s bolug dono
secordlog to Inotruetlons,  Reler to a blank
236 us he mokes the eheck. Tuke wlong n
sopy of the lnslraetionn in Suetion 5.0 of
the Crow Loador's Manual for rofvrenoe,

Az aach 1tem on form P-236 18 checked by the
rew Leador, svaluate hla perlormance by
chicking one of the two columng in gectlon A
off F=288, I you chock the second column,
oxplain in seetion B what the Crow Leader
falled to do or Aid incorructly. When he
"inlohes the BA, diseunns all hin evrors with
him,

In section €, rocord the action that you have
takon as a result of your visit, If the Crow
Londer mude fow orrora, tho nppropriate
action may bo to compliment himl  If he has
mado minor errors, retrain him on his weak
pointpn. If he has made major errors, but
you bellieve he cun be retrained effectlvely,
you mey want to make an appointment with him
lor an extended Lraining sosnlon. However,
if he hno dono such a poor job that you foel he
ghould bo releansd, mako that recommendation
to tho Distriet Superviser without investing
any further time in his rvetraining. The Crow
lwader will ba dolng a poor job Lf he ia not
correcting mapas whon necessary; if he is
failing to divide FA's which are clearly too
large for one enumsrabtor; iI' he is falling to
1ipt units in Ttoms AA and 4B of form F-23063
ole.

How to file Pty

Arrange all forms F-288 numerically by Crow
Leader Dimtrict in a Lolder in the District
Office. Review them to ses which Crew lLoaders
are not following instructiona and may need
additional visits. The Rogional Program
Tachniclan will be exemining the file of

forms F-288 when he visits you.
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QUALITY CONTROL OF THE FIELD ENUMERATION

2./, REVIEWING CREW LEADER REPORTS ON MAP REVIEW AND
PREPARATORY WORK

.41

How to control forms F-236.

Make a simple check-in sheet like the
following to use in contralling the receipt
of F-236's:

Caws | D\ [Dhmben el Tl o F 3503
an

%7,

EAS

~

3|5 e

242

%ﬁmﬁ«m 3 14 |vlvlvlv
bams 3 /14 /6 viv
'ﬂzyi;?u 314 2 e

Owene | 372 | 15

m 2/ /7 v
o, | oo | oo, || |4

s

This will tell you quickly who is falling
behind in his map review and preparatory work.
Call each Crew Leader whose reports are not
arriving at all or are arriving so slowly
that you believe he will not finish the
preparatory work in his area. Find out what
his problems are and discuas with the District
Supervisor what steps are necessary to expe-
dite the preparatory work.

In some cases you may have to arrange assistance
for Crew Leaders {alling behind in F-236 work.
This mey include checking with the Crew Leader to
Tind out why he is running behind schedule since
he may either have misunderstood the job or is
trying to do too detailed a job. For example, the
Crew Leader may be attempting to meke exact counts
of dwelling unlts even though he was instructed to
make rough counts.

Some of your Crew Leaders may be in areas where it
is diffieult to recruit enumerators. In such extreme
caged, keep in mind that recruiting must take priority
over T-night preparations and other preparatory work
such as reviewing msps and checking ED'a. Neverthe-
less, every effort must be made to complete prepara-
tory work. Overtime should be authorized and addi-
tional assistance should he provided, if at all
possible. If reserve Crew Leaders are availuble,
they should be called upon to help complete this
work.

How to review forms F-236.

As they are received in the District Office, examine
each form F-236 in detail 4o determine whether it
has been filled completely and correctly. Review
each item in turn throughout the form to see that
the Crew Leader took the appropriate action in each
sltuation. Call him to discuss any errors and
omiggions he may have made.

There are two groups of Orew Leaders whom you
should schedule for an early inspection: One con-
sigts of those who are [1lling forms F-236 incor—
rectly or incompletely and the other consists ol
thnose who never find anything umusual, By the
latter, we mean Crew leaders who never find T-night
or Mnight places, colleges or other special places,
who never split ED'a or report map changes. In
many cases, such reports are correct, but for others
such a report may mean that the Crew lLeader has not
been doing a thorough job.

If your review turns up anything that

requiraes District Office action, either take

the auction yourself or notify the Distriect
Supervisor of the problem. For example, if

a map is missing (Item 1), or there are problems

in handling T-night places (Item 7), or
difficulties in splitting ED's (Item 6), help

the Crew Leader immediately with his problem.

If a Crew Leader reports a boundary change
which may affect an adjoining Crew Leader
District, have both Crew Leaders involved
correct their maps accordingly. This is
importent since otherwise, some area may not be
canvassed and others may be canvassed twice.
Bes Sectionm 7.0 of the District Office Manual,
F-250, for reporting boundary changes.

2.43 Items 6 and 7 of F-236.

There are two sltuations which must be brought
to tho attention of the Distriet Superviaor:

a. Item & shows the BA has been divided,

b, Ttem 7 (eolumn i) ahows that o soparate
ED has been establlshod,

In guch cagos, sce that the Distrlet Suporvlser
racelves the form F-230, (rew leader Chock
Ligt, 90 that necesnary changen may be made

on the office copy of:

o, TForm 1=217, Crew loader Reeord of
Agalpument (FKxhibit 3

b, Form 60-11-281, Mvanes Transmittnl
Linting

¢, Form I3
d.  Metrict Office Maps, uvte.

See Section 7.0 of the Distrlet Office Manued,
P-250,

2244 How to file torms 1236,

Prepare o ueparate toldor for vach Grow
Leader District in whiech to file the Pepipty
that have boon chocked tn and roviewed,
Arrange the folders mumerieally by Crow
loedes Distrdet, The Reglonal Program
Téehnician will want to inspoet thls flle
whon he visity your offlco,

The P-236'a will be needed by Crew leadors
during enunoration, of eourse, and must be
returnod to them curly vnough oo they ean

uge them to propare onumerator asodgnments
boforoe the flrat onumerator tealning elass.

3.0 STAGE I ACTIVITIES

3.1

3.2

3.5

TRAINING CREW LEADFRS 10 DO ENUMERATION AND FIRLD
REVIEW

You will uste form =271, Tachnieal Officers Gnlde

for Tralning Crow Leadors, for Instroacting Crew Leaders
on Stage I enumeration activities, Theoo activities
include supervising Bmummerators mnd Fleld Reviowers,
and conducting fiold rovivws, The Gulde, whleh you
should read carofully ahead of time, will tull you

the training materlals and equipmunt you mupt bring

t the class for tralnlng Crow Leadery,

TRAINING SPACE

Section 5.6 of the Dislrict OFflce Manual, B=250,
contalng detailed inotructions on tralulng spnco
and facilities needad.

OBSERVING FIELD HEVIRW
3,51 How to I bments.

One of your most important funetions as Technleal
Offleor will be to aee that Lluld roview, the
buale quality control oporatlon, 1o enrrled out
correctly by Crow Leaders and Mold Hoviewers.
Thin will be done by wvislting Crow Teadors and
Fleld Reviewern on the job to watch the conduet
of Field Roview and to retrain ap necosuary,
Start with Crew Leaders vhom you did not observe
£111ing out forms P-236,

Flan to visit two Crow Leader digtricts a day on
April 2, 4, and 5 to goo both the Crow Leador

and Field Roviewer. Aftor April 4, you will be
gpending moat of your time in the Distriet Office.

Call Crew Lesders and Flold Kevliewexs a day ahend

to make wrrangements, and to moke suro they will

bo dolng field review before you schedule a visit.
Start with the Crow Loaders and Fleld Nevicwers

who appenr to need the most holp, Vhen you meet with
them, examlne any F-243 forms which thoy have £illed
out up to thin time to swo whether they are doing
the job correctly,

3.52 How to observe field royiew apd {111 form F-289.

Complete the heading itoms of form F-pr9, Evaluation
of Field Reviow for PH-1 or PH~2 (Exhibit 4) for
sach Crev Leader or Fiold Revieowsr before he starts
his field review., As he conduets thu roview using
form F-243, Record of Meld Review, follow his pro-
gress and make sure that all ateps are being
followed and that the work is being done according
to instructions. It will be useful to have in
front of you & blank F-243 , ond a copy of fleld
review instructions in the Crev Loader's Manual.

As the Crew Lasder completes each aection
of P~243, evaluate his performance by




3.6

QUALITY CONTROL SUPPLEMENT, DISTRICT OFFICE MANUAL 127

cking one of the three columns in

slon A of Lorm F-289, If you check the
ascond column, explain in sectlon ¢ what

the Crew lewder or Flold Reviewer [niled

to do or dld incorreetly. When he has finlohed
the review, answer the gquestions in scetion B
of =289 by cheeking one of the two columns,

It you cheek the sccond colwmn, explain in
sectlon C whint the deflelonelus were,

3.62

Alter the enumerator leaves, dlscusa the
rosults of your vbservetions with the ¢
Leader or Fleld Heviewor, ‘fell him wh
failed to da and what he did incorrectly.
Explaln how the review should have been
conductud in the places whore he went astray.

Tn Yeetlon D, vecord the netlon that you have
takon as o rosult of your vialt, If the Crew
Leader or Fleld Hoviewer hng done a good job,
toll him so.  Tf he bao made minor errors,

you wonld want to train him on hils wesk

points on the spot, If he has mado major
orrors, but you buellove he can be retralned
effectivaly, you might want to meke an
appolntment with him for an extended traln-
ing session,  Howover, 1{ he has dowe such

a poor job that you foel he should be roleased,
miko that recommondation to the Distriet
vupervigor without investing apy furthor

time in hiv rotralolng,

3.53 Ho

) file forms P-eng,

3.63
File all forms F-!89 numerically by Craw

Loador distriet or Field Reviewor in a folder

In the Dlatriot Office. Heview them to see

which Crew Leadern or Flold Reviewers may

noed additional viaita, The Reglonal

Program Technioian will be examining the

Flle aof forms F-289 when he visits lhe

offiea,

HEVIEWING FORME F.239, DAILY REPORT OF FIRLD REVIEW
llow to choek dn fopms P39 (Bxhibit 5).

Make o simple chock-ln sheet llke the follow-
i

3.01

rto uge in controlling the recolpt of 3.7
-390 a2
3.1
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This will tell you qulekly who is not sending
in an F-239 each day. Each Crew Leader and
Fleld Reviewer ia to submlt a report daily, 3,72

atarting April 2nd, until Stage I is completed.
Of course, Fleld Revievors will not be working
on field review throughout the entire period.
We plan to have them do fleld review on April
2, 4, and 5 and return to field review later
when final review activities are at peak. In
the meantime, Field Reviewera are to be
asglgned o do enumeration work in FAts where
enumeratora drop out or where close-out

work is required.

Although you will not always know when an
P-239 1s due from a Fleld Reviewer, you will
know that a Crew Leador is to send you one
each day, except Sunday, and that you can call
Crew Leadors vhose F-239's are not arriving
to find out why.

Sinee Fleld Reviewers are authorized to work
for 56 hours, exclusive of emumerator and
Field Reviewer training, during Stage I,
review F~-239's to see whether any Field

Rovlewors are ‘ux«:nodlng the suthordzation,
However, you will authorlze more time Cor

a Fleld Buviewer L his Crow Leader lg relleved
of hig [leld review dutlea. Hoo sectiony

381 and A8 of thla ‘.h\pplumﬁml}.)

How to roviey Corma F-239,

look lfor two things on each Lorm B-239 which
arrilvens

Ia the {leld reviev action cuneistent
with the number of errore shown in
columns (b) through (g)? If the
wrong sction was tnken, call the Crew
Teader to correct him,

Ave Orew Leadora and Fleld Reviewoers
doing enough fleld review? On Aprll

#, thu Fleld Reviewer abould make wix
rovliews and the Crew Leader should make
four. Aftor that, they ahould oach
conduet alx reviews por day, I the
number eonducted 1o aubatantinlly below
nix, call to find out why. Perhaps the
Crew Leador 1o wasting hla own time or
that of hs Fleld Reviewer wlth mattors
leaa importunt than fisld review, If so,
ingiot on hio plving fleld revlew Cirat
priority. After the Lirat three days, the
nunhor of [leld reviews roquired daily
should deerease until enumerators flnlah
thelr asaignmonts and Linal review boging,
Jit "le formag B-230,
Propare a folder for sach Crew Leader dlstrlet
in which to file the F-239'a thal have been
chocked In and reviewed, after you prepare n
Lorm F-285, Dlotriet OLfice Quallty Control
Report,  The instructlons for preparing P-:85
are In feotlon 3.9 of this Supplement,

When you £ile the F-239tn, arrange the [olders

by Crew Leader Matrlet, Inelude P-239's for

the Ilald Reviower as well ag Lor the Grow

Loader,  The Heglonal Program Vechnloian will want
to dnppoct thia [1le eaoch time ho vislts your
offdco.

STRERVISING THE OFFICE QUALLTY CONTROL STAFF

I Lo reopult

You will be respensible Lo x Hng
aupwrevioors and clerka to be asslgned to
the two Stage I oft'lee operationn which are
conaerned with qualitys Stape I Q0 and
Transeriptlon Verificatlon, A complote
denoription of those operatlonn lu contalnod
in the O0fLlee Proceduron Mamaal, F-404,

The supervigors and clerke are bo Lo

solected from cnumerators who finloh varly

and are recommendod by their Crew Loeader.
Gelect persons who live ln or wlthin commiting
dintaneo of the Dlotrlet Officoe elty., The
Quality Control Supervieors will be needed
falrly early in the oporation ab about the
tme the Llrst complate KD Hooka bogin to
arrdve from the field.

'Runrui.t by ealling Crov Leaders in the Diatriet

0fflom city an the Uirat ED Books arrive

aud asking for thelr recommendations about
entmorators in thelr distriets who have
Tintahed, Whon the Distriet Lupervisor

hag approved your seloctlon, elther eall
these emumaratora directly or nok the Crow
Leadur to inguire for you and eall you baek.
If you cannot got onough quallfied persona in
this way, turn to the Crew Lendorg just
outglide the District Office olty.

uperylae the ope: LQng.

Athough each of the operatieons will have

a clerlenl supervisor, you will have overall
regponalbildty for the conduct of the office
vork, Howover, you will bo away from thoe
office frequently, conducting tralning,
observing field review, and follewing up
Crew Leaders who have had BD'a rejected in
the office. Consegquently, you will have to
rely on the Adwminlstrative Clerk to look
after these operations during your absence.
The Administrative Clerk ahould be trained,
therefore, on both quallty control and
transceription verification at the same time
that you Lrain the Supervisory Clerks of
these operations,

Train each QC Superviser thoroughly in all
aspecta of his Job, using the Offiee Procedures
Supplement && a guide. Four hours have been
allowed for tralning each supervisor. When
you train on the clericnl work, uuse a completed
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ED Book aw an illustration and actually conduct
the required operatlons for 1t.

You will have to check with each supervisor
froguently to satisly yourself that the procedures
in the manual are being followed. Rather than
wait for a supervisor to come to you with
problems, visit each ol the gupervisors
frequently to see for yourself whether things

are going well or not. Tay particular sttention
to the way supervisors train their clerks.

In the Stege I Q0 section, examino the forms
comploted by Guality Control Clerka to sce that
they are ecorrect, In the Transcrlption Verifica-
tion seetion, review the verification formgs to see
that the sampling and the verification huve been
done according to instructions.

Note the speed with which these operatlons are
condueted, I1f a bottleneck does develop, arrange
for more clerical holp after firat making sure
that there has not been a delasy becmuse clerka are
checking more than wo have asked thom to.

On April 12, review formg P28 to see whether tho
mumber of BA's which pagsed Tramseription Verifica-
tion 1o apout the same for each Crew Leader. If
you find that very few EA*s have boun verifled for
cortain Crew Londer districts, glve priority to
theoae books in both operations. The purpose of
this in to insure that each Stage Il Crow leader
Wwill have onough BA'a to give Lo hin enumorators
and that EA's will be equally dlstributed throngh-
out his distriet.

3.73 What to_do about damaged Looks.

Tha 0C Supervipory Clerk may pccasionally show you
damaged books which ere torn or wrinkled, have
heavy creased, or have marka in the margin on &
namber of pages., You will have to deckde whother
these books are to be copled ovor complotely or
Loft as they are. The FOSDIC machine will not be
able to "read" pages which are too badly dumped.
On the other haml, copying kD looks over la a bime-
copnuming and expensive proceds.

Tt ig diffloult to give precise rules Lor wmaking
thig dectston. If tho sheotu are merely dog-rared
or slightly torn, or the marks in the margin can
be eusily eramed, do not have the BD Book coploed
ovor, However, if u book i damaged extensively,
1t will be easier to hove it eopled over. Tu such
cases, be sure to have tho work verified hy proof
reading,

3,8 TAKING CORRECTIVE ACTION WHEN CREW LEADERS OR FIELD
REVIEWERS FATL OFFICE QUALITY CONTROL OR TRANSCHIPTION
VERIFICATION

3.8L Offico QC.

The Stage 1 Q0 Supervisory Clerk will inform you
when an BU failo offiece QC, Fxoamine the 1D
to see if 1t ig a separato ED which requived
special emmoration procodures, such a8 o
hotel, motel, YMOA, for transient puesta,

If so, tho ED will be considerod not to have
been rejected ol all, and you will erosa out
the R in the last column of form I-267 or
F-a68 and onter a T. {(Sec exhibita in F-2504)
IF the BD 1s not s transient establishment,
treat 1t 08 a rejocted ED, and follow tho
provedure doserived helod. .

Examine the form F-267 or Pu208 to determine
which items contributed most to rejection.
Thia information will be used when you discuss
the failure with the Crew Leader in whouo
district it oceured. Aluo note whethor the
F-267 or F-268 was for the Crew Leader or

hig Field Reviewer.

The first time that an ED given {inal review
by the Field Reviewer is rejected in the office,
telephone his Crew Leader immediately. Polut
out what kinds of errora were made and instruct
the Crew Leader to visit his Field Reviewoer
aither to retrain or release Wim. The

second time a Field Reviewer has a rojected ED,
he is to be relleved of his {isld review
functions immediately, even though he may not
have had & chence to be retralned between the
time the first ED and the second ED falled.

e may ve sesipgned Yo do orameration, howeer,
if any work ls available.

The first time a Crew Leader has a rejected
ED, you are to make an appointment with him
immediately to observe him conducting a final
field reviow. Watch him carefully as he
conducts final review and £ill a form F-289
for him. Pay particular attention to the way
he handles errors and omissions. Note
eapecially how ha handles the problems which
cauged the ED to be rejected. If there are no

arrors or omissions (or very few) in the BA

he reviews, watch him review another,  FPolut
out the kindg of errors found in off'iew QU,
Decide whether to retrala him or to recommend
to the District Supervisor that hls ficld review
work be transferred to the Fleld Reviewer,

The second time a Grew lender has noxejueted
Bl), check the dato of final review In the
Llsting Book to see whother the review toeok
place aftor you observed him carller,  if

50, ho 1g to be relieved of hi et review
fubies, and Wa FIek Serhawer S A sttt
all further finnl reviews. The Orew Teader
will continue as wsual In all other activitlos,
If the review tock place berore you observed
and ratraived him, take no action.

I the Crew Leader has buen rellvved of f1old
roviey and bis Fleld Beviewer has olse beon
relonged becnuse of two rejoctlond, Lim
the remainlng werk to n Fleld Reviewor,
Regerve Crew Leader, or vegnlar Crow Towder
in n neighboring district vho hos finivhed
nia work and will not be vorking on Htage [T,

3,87 Transeription verificatlon,

The Trapseriptlon Verifieation superviser will
inform you whenever an ED fally Leangeription
verification. ¥D'u which fall will not be
roturned to the £iold, ot will be corrueted
in the office. ‘The Trmgeription Verification
Sapervinor my noh pows wivhes sheh ety
to try to pateh up a rejeetoed FIoor whother
o do 1t over complotely. Como pemeral pubdes
1linog for muking this deelslon appear In the
Trangeription Vorifiention seetlon of Lhe
Office Procedures Sapplommt,

Fven though rejectud ED s will be correetoed
tho offies, we atill wanl to toke aetion on
Grow Lenders who ave lotdlug peor teanseription
get by, Telephone thu Crew Leadur to toll him
which ED railed and why, Choek the Peos)

Rook before you cwll o that you will kuow
whother 16 wngt the Crow Lasder bimselt o hla
Fleld Roviewor who dld Pinal review and
rgrumably did a poor job on verlflentlion of

1€ 1t wag the Flold Heviewor, suk tho Crow Teader
to retrain him ag reqpdred, I8 owns tho Crow
Loader, retrain him aa bost an you can avor tho

phone.  Tolnt out tho klndi of errors that
wore found by the Trnnueriptlon Verilior,

P B s from a purtlealar distrlel arce Sallling
ropeatedly, then a porsonsl violh trom you 1s
cavential during which you would elther
retrain the Crev Tender or regommod his
release to the Dlstrict Suporvisor.

3.9 PREPARING F-285, DISTRICY OFFLCE QUALLTY SONIROL
REPORT

Form F-26, (Exhibit 6) summarives Por the Hepional
Office and Washington the entlre quality cuntrol
pleture in your officu from Flold Reviow, Clone~out
nnd Transeription Vorifieation through Of e Quulily
Control and offico Transeription Verificntlon, 1%
1a to be completed in duplicatu, Propare this
roport, for the Dlstrict Superviaor so thal L may
mail the origlnel capy onch Mowday sl Thuraday to
Wne Roplonel 0fflee.  The socovd eagy b vomtan
in the office. The District Superviior will voport
tha totals of colums (be-p) to the Rylonal OFClew
by telephone when the progress repurt informatlon
in phoned each Mondoy and Thuraday,

The first meiling date for Stage 1 1o Moudyy,

April 4th, Thoreafter, om: form for Stage 1 ahould
be prepared each Thursdny and Monday wntil tho lant
Stage 1 ED hao gone through office Lrans iption
verification and hag beon reportod on PeiBf,

Write "Final Stage T Roport" at the top of tho 284
when you prepare the last Stape I ruport. {Whon
Stoge I1 beging, the Distriet tupervisor will alao
have to gond in a repert for Stage 1 actlvitien
cach Monday and Thursday.) Darlng the perlod vhon
Stage II is underway but Htage T 1o not yot comploted,
he will be sending two forms F-28% on vach report
date,

If you have clerical assistance lu proparing form
P25, you et verily Uhnh Tne wovh e been does
correctly. You should allow botween two and throo
hours to prepare this report for about 25 Crew
Leader dlstriets.

Form F-285 is alvays to be n cumulstive report.
That is, it ipcludes not only everything thal has
happened since the previous report but everything
before that as well. Thus, oach cntry will be
the total number to dale.
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Detnlled inotraetions for completing lorm F-284
appear belows:

Headdnge Ltems, Boe gure to £111 all headlng itemu
correctly,  WLth reports £rom many otflces reashing
the Hepional Offlce twice woeokly, 1t will be most
important to have complete identlfieation.

Column g, Write In the name of' vach Crow Leador.
Use additional pagos an regulred.

Cotummg b-k. Tho cntries for columng b-k cowe
tdireetly from the field review action sectlon of
forma F-3%, Daily Ruport of Fleld Review., For
tho first P-285 poport you complote, slmply add the
"fiold veviow aetion" totaln for all I-239'g
rocoived to date from a Crow Londor distriet and
poat thone totals in columns b-k of 1~H4%, Be sure
to lnelude the P-239's from Flold Reviewers ag
well sa those from Crew Losders.

Remomber that the ontrios on the F-285 are to be
cupulative; that Lo, they represont all work done
to date.  This means that in preparing subsoquont
=860 you will have to add totals on F-239'y
rocuivaed nlneo the provions report to the totala
shown on tho previous F=289, Plle B239'0 ag ooon
ag the F=285 hayw hoom prepared.  Then loave
Incomlng F
in the next F-285; after whieh you should £4ilo them
Emmodlately.  An easy method of proparving an F-285

report would be to pul tho new totalo in Lightly above

thae corresponding totals on thu proviow roport.
Then ndd to ot the new cumilatlve totals and pout
the uew totals 1o nonew copy of the form P-2H5,

Golipng d=n.  The ontries in columng 1 and m will
come £rom tho formo P-207 and P00 that, aro
mdutnined dn the Stogo T oofflee 90 seetion, Aok
the QO Supervisory Clerk to glve you a count
onch Mondny and Thuraday of the wber ot #'a
Inspoctad and the nunbor rejected for ench Crow
Lendur dlatelet,  Thls count mat inelude B g
roceived from Flobd Roviewors ag woll ag Crow
Loadors,  Thin eount enn bo made moro enslly by
oxamlning vaeh =207 axd F=208 than by trylng to
koevp track of the changes that have occurod sinee
the laot F-280 was propared.

The entry in colum n will como Crom yonr porsonnl
knowledge ol the mumbor of Crow Loadors who have
bouen rolloved of £iold reviow dutlos.

Colump o end p. Tho onteles In columg o and p
wlll eome Crom the Porms ¥-278 that e maintalued
In the offleo transeriptlon verlfleatlon nection.
Ask the Tranveription Suporvisor to glve you a
count. ench Monday and Shoraday of' the mmbor ol
LY g dnopected and the numbor rojected,  Again,
thla count should be made by examining all ¥-278'0
rathoer than by drylog to keep track of changos
that, have ocenrred oineo the lapt Pl wnn
proparod,

I8 you need ouly ono F-284 pugo,

1a on the bottom Lino. I you have
more thau one F-285 page, onter page telals on
the Lino noxl to tho bottom and tho total for all
papen on the bottom line of the Cleat page.

The Tnformation on the F-284 will bo useful to
the Dlotrlet Offtew no woll s to the Reglonal
Offlee.  You will bho famdidine with flold roview
and the offlee operations from personal eontnet,
of courne, but 14 w1l be wlvantageonn Cor the
blatrlet Suporvisor to have an overall pleture
ol quality lu ench Crow Lesduer's districet so

he van see whero the trouble spoto are.

4.0 GTAGE TL ACTIVITILRS

Al
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RECOMMENDING CHEW LEADMHD POR STAGE IT WORK

The Metriet Supervisor will rely on your recommon-
datlang for aelectlng Crow lendors for Utage Y1

Be prepared $o advigse hin abont Crow Luaders, uuing
the moat. recont F=28%, the formn F-i36, F-288,

and F-289, and any ndditionnl pursenal knowlodgo
you may have. A complete list of the attributen
which Stage 1T Crow Leaders should have ls glven
lu Beetion 2,50 of the District OfTice Munual,

In some instances you may want, to reconmond porsong
who were Fleld Roviewers in Stuge I to bo Stoge

IT Crow Loadorn,

TRATHENG CRUW LUADERS AND FINLD KRVIE
STAGE [T ENUMERATION AND FTWLD REVIEW

RS TO DO

You will upe form F-271A, Technienl Offlcer's Gulde
for Uraining Crew Leaders in Technical Panctlona,
Stage II, to traln Orew Lesders to conduct Stage LY
enumeration,  The Guide will alwo tell you wvhich
training matorials and equipment you must bring to
the class when you traln,

1’10;1(1' Heviewers wi
from the enumerator:

ho aelected by Orow Looders
t recommended Por Stage 11

2300 unfllod antll thoy hove beon Lneluded
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on form F~238 or from [eld Reviewe:

to be antisfactory in Stage T. ;K:;awﬁ‘g E:mt,;gined
on Stage 1T nctivities along with Crev Leaders

Ll there are 12 or fewer Crey Leaders in the
Ulotriet OfFLlce. Otherwise, they will be trained
with onumerators and glven on~the-job fisld

I:UV:L(!W troining by their Crey Leaders as in
Htagae I,

TRATNING SPACE

tHoetlon 5,6 of the District OIflce Mamual, F-250,

ti:(l:rlrl'.u.in:i detalled instruetions on tralning facil~
tres,

OBSIRVING STAGE TT ENUMBRATOR TRATNING
Plan to vigit an many locations where Crew Leaders

are trainlng thoir emumerators ag possible. Select
Crew Loaders who may need your help., Pay particular

attontion to the session during which household
quostionnulres are transeribed to FOSDIC Books.

OBSERVING FIELD REVIEW

Lo 51,

4o B2

453

Hoy to make ointments.

Ono of your most important functions as
Teehnical Officer in Stage IT will be to
noe that fleld review, the basic quality
control operation, is ecarried out correctly
by Crow Leaders and FPleld Reviewers. This
WL Lo done by visiting Crew Leaders and
Flold Roviowera on the job to wabch the
conduet of {1leld review and to retrain as
necesaary.,

Flan to vislt two Crow Leader districts a
duy, atarting April 22, to see both the
Crow Losder and Fleld Reviewer. Starting
around April 26, Fleld Reviewers will

ba asolgned to other duties and Crew Leaders

will be doing fi0ld review alone, so you
may bo able to viglt three or more Crew
Loador distriets on those days. However,
as soon as Stage IT ED Books stert arriving
at the office, you will have to spend most

ol your time supervising office QC operations.

Call Crow leadors and Fleld Heviewers a day

ahead to make arrangementa, and to meke asure

thuy will be doing field review before you
schodule a vislt, Start with the Crew
londorn aod Flold Roviewers who appear to
naed the most help.

lioy to obaerve [ield reviey and f£ill form F-2H94A,

Complote the heading items of form F-2804,
Fyaluation of Field Review for PH-3 or
P-4 Lor each Crew Leader or Field

How to file forms F-289A,

Ille all forms P-289A by Crew Leader or Field
Roviewer in o folder in the District Office.
Roviow them to see which Crew Leaders or Field

Hovlowers may need addltional visita. The

Reglonal Irogram Technician will be examining

the [ile of forms P-289A when he viaits the
olfico.

SUPRRVISING THE OFFICE QUALITY CONTROL STAFR

AL

Aol

flow to galect the clarieal sunervisor
and clorks.

You will be responsible for recommending
unporvigors and clerks for the Stage 1T
oi'fice 4C operation.

A complote description of this operation
in contained in the Office Proecedures
Supplement, F-250A.

The oupervisor and clerks ghould he the
agmo persons who were used in the offiee
in Stage I, providing they were satis—
Pactory. Othervlse, they should be
selected from other persons who worked

in Stage I and were not used in the field
in Stage IT. As in Stoge I, the QC
Supervisory Clerk will be needed at about
the time the first ED Rooks begin to
arrive from the fleld.

oy to gupervise the operation.

Mthough the operation will have a
¢lorleal supervisor, you will have over-
11l responaibllity for the conduct of

thy work there. However, you will be

awny Lrom the affice frequently,

obmerving ficld review, and following

up (row lLeaders who have had BD's

rejected in the office. Consequently,

you will have to rely on the Administrative

129
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4.8

QUALITY CONTROL OF THE FIELD ENUMERATION

Glerk to look after the operation during
your absence.

Train the supervisor thoroughly in

all aspects of his job, using the

0ffice Procedures Manual as a guide,

Four hours have been allowad for this
training. When you traln on the clerical
work, use a completed LI Book as an
1llustration and actually conduct the
required operations for it.

You will have to check with the asuper-
vigor frequently to satlsfy yourself that
the procedures in the mamal are belng
folloved. Hather than wait for him

to come to you with problems, visit

him frequently to see for yourself
waether things are doing well or not,

Pay particilar attention to the way

he traing hls clerka.

While in the Stage IT QC Seection,
exanine the form F-280 completed by
¢lerks to ses that they are correct.

Note the speed with which the oporation
is conducted. If a bottleneck doon
develop, arrange for more claerical help,
after first meking sure that there has
not been delay becense clerks are
checking more than we have asked them to.

4,73 What to do gbout d ed _books.
Handle these as you did in Stage I.

TAKING CORRECTIVE AGTION WHEN CREW LEADERS OR
FIELD REVIEWERS PAIL OFFICE QUALITY CONTROL

The Stage IT QC Supervisory Clerk will inform
you when an ED failas office QC. Examine the form
F-280 to determine which items contributed most
to rejoction. This information will be used when
you discuas the fallure with the Crew Leader in
whose district Lt occurred. Also note whother
the F-280 was Por the Grew Leader or his Fiold
Reviewer. Do not return M-night ED's,

The firet timo that an ED given final roview
by the Fleld Reviewor im rejecled in the office,
telephone his Crew Leader immedintely. Folnt
ont, what kinds of errors were made and lnstruct
the Crew Leader to viait the Flold Reviewer
oither to retrain or release him. The second
time a Fleld Reviewer hus n rolected ED,

he 1s to be relieved of his field roview
funetiona even thoungh he may not have had a
chance to bhe retrained between the time the
firat BD and the second ED falled, o may

be assigned to do enumeration, however, if

any work is available.

The flrst time a Crew leader has & rojected
1D, you are to make an appointment with him
immediately to obaerve him conducting a final
field roview. Watch him carefully as ho con~
ducty Iinal review, and £ill a form F-289A
for him, Iay particular attentlon tao the way

4.9

he handles errors and omissiona. If thers

are no errors (or vory few) in the EA he
reviews, watch him review another. FPolnt

out the kinds of errors found in oftfice QU.
Decide whother to retrain him or to recommend

to the Digstrict Supervisor that his field

review work be transferred to his Fleld Reviawor.

The second time a Crew Leader hag a rejected
ED, cheek the date of final review in the
Listing Book to see whether tho review tock
place after you observed him earlier. If

g0, he is to be relieved of his field review
duties, and his Field Reviewer in to conduct
all further final reviews, The Crew Leador
will continue as ususl in all other activitlos.
If the review tock place before you observed
and retrained him, take no actlon.

If the Crew Leader has beon relieved of field
roview and his Fileld Reviewer has also boen
roleased because of two rejections, ansign

the remaining work to a reserve Crow leador or
IField Reviewer in a neighboring district who
has finished hls work.

PREPARING F-285, DISTRICT OFFICE QUALITY
CaNTHOL REPORY

Form F-285 summarizes for the Heglonul Offlece
and Washington the entire quallty control
pleture in your office form {ield review,
through offlea quality control. 1t ta to

be completed in duplieate. Prepure this
report for the Distrlet Supervisor so that

he may mall the original eopy each Monday and
Thursdey to the Reglonal Offico. The second
copy 1s to remain in the District Offles. The
District Supervisor will veport the totals of
column b=n to the Heglonal Office by tole-
phone when the progress report information

1u phoned each Monday and Thursday.

Tha flrat malling date for Htape 11 to Monday,
Aprdl 25, Thereaftor, one form for Stage 11
should be prepared each Thurstay and Moundey
until tho last Stage IT ED has pone through
offleo quality control and has boon reported
on F-28%, Write "Pinal Stago 11 Weport”

at the top of the P~2B5 when you proparo tho
last Stage 11 report,  (During the perloed
when Stage IT is underway tubt Stago 1 is not
yet completed, the District Supervlior will
bo sending two forms F-285 on each roport
date.) If you have clerical help in proparing
Lorm F-285, you muat verify that this work hun
boen done correctly.

Form F-£85 Lis always to be a cumlative report.
Thot 1z, it includes not only everything that
has happened since tho previous report but
averythdng bofore that as well., ‘Thuas, ench
antry will be the total nunber to dnto.

Detailed lnotruetions for completing form
P.285 are the same ag in Section 3.9 excepl
that columna o and p will not bo used In
Stago 11,

% U, §, GOVERNMENT PRINTING OFFICE 1 1967-301-032/1035
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