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I. MATERIAL TRANSMITTELD:

Revised Records Classification Handbook,

2. EXPLANATION:

UNIFORM STATE/UGSIA HANDBOQK

a. Adoption of Official File Systemn by USIA Overseas Kstablishments

{1} USIA CA-1609 (December 4, 1964) prescribed the use of the State
Department’s official file systern for use by all USIA overseas
establishments effective Januwary |, 1965, In view of the delay in
igssusnce of the revised Handbook, USIA CA-2161 (February 4, 1965)
postponed installation of the new system until receipt of this Handbook,
Detailed instructions, a conversion table, and an initial supply of
preprinted labels have been sent to all USIA overseas establishments,

(2} Post Communications and Records Supervisors are urged to provide
the necessary technical guidance and assistance to USIS personnel
to ensure that the system is properly installed as quickly and smoothly
as possible. New and returning USIS American secretaries are now
receiving training in Washington in the official file system under a
Joint State/USIA training program. Training of local employees in
the new systen: should be conducted as 2 joint effort by USIS secre-
taries and State Communications and Records Supervisors.

. Revised Format of Handbook

{1} The Records Classification Handbook, which embodies the official
uniform file system, was originally issued under TLIRC-1,
March 1, 1963, It has now been prepared in a new format to reduce
its bulk and is reissued as a UNIFORM STATE/USIA HANDBOOK,
The content of the Handbook is essentially the same, except that
the detailed information concerning methods of arrangements with
label examples at the beginning of each outline has been eliminated
with a few exceptions. The common methods of arrangement are
now described and illustrated in Section D of the Introduction.

{2) The Alphabetical List of Industries and Commeodities, formerly
printed on yellow pages and referred to as INCO (YP}, now appears
at the end of the INDUSTRIES and COMMODITIES (GENERAL} out-
line. The list has been expanded and is to be referred to henceforth
as INCO{AL),
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C. Changes in Outlines

{1} The changes in the C8M, POL, INT and SCI cutlines issued as enclosures
to CA~6685 {January 7, 1964) have been incorporated in the revised
Handbook.

{23 The CULTURE & INFORMATION ocutlines have been revised to reet
the subject matter requirements of the Department and USTA overseas
establishments.

(3) Certain changes and additions have been made in other sections of the
Handbook to update outlines, to previde additional subject matter cover-
age required by certain offices, and to clarify explanatory notes.
Significant changes have been made in the following sections:

ADMINISTRATION: ACC 23~15 through 23-20; BG 20; revised CR
outline; F8V 3; and TRV 14-8 thru 6.4,

CONSULAR: PPT 7, 10-13 and 10-14; P8 12; and V 5,

ECONOMIC: AGR 11-3; AID 8-1 through 810, AID 141 thru 14-6,
and AID 16; FN 6, 9and 11l; FT instructions, 4, & (deleted), 7 and 1};
INCO instructions and Alphabetical List; OS 6-1, 12-5, 12-13 and
12-14; STR instructions; TP 9 and 15 combined and TP 12 deleted.

POLITICAL & DEFENSE: DEF 15 and DEY 19; POL 7, 13-11, 15-8,
17, 19, 23, 24, 27 and 28.

SCIENCE: SCI 20 through 64,
SOCIALs S0OC 11, 14 through 18,

d. Changes in Special Instructions

{1 International Organizations and Conferences, This instruction has
been revised to clarify its proper use. A new exhibit is included which
should prove helpful in applying this instruction, The List of Admini-
stratfive Subjects iz expanded,

{2) Crisig Files, This is a new instruction which should prove helpful to
those offices and posts accumulating a large volume of papers during
a prolonged crisis.

3) Commercial Clficers, This instruction has been revised and the pro~
vision for preclassification eliminated,
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{4} Peace Corps Representatives, This instruction has been slightly revised
to point out additional Peace Corps program subjects added under AID 14,

{3} USI3, This instruction has been deleted since USLA has adopted the
Handbook for use by all its overseas establishments.

Cha.nge s in Abbreviations

{1) The Common Abbreviations have becn slightly revised and updated.

(2} The Country Abbreviations have been eliminated but coples can be obtained
from the Division of Records Management, upon request,

Index

The Index is updated to incorporate all changes in the file outlines,

Administrative Reprint

Separate reprints of the Administration Section are not being reproduced
bhecause of the reduced size of this Handbook, Therefore, all executive and
adrinistrative offices should obtain coples of the complete Handbook,

3, FILING INSTRUCTIONS:

a,

The enclosed Records Classification Handbook replaces the March 1963
edition upon receipt by end-usears, However, at least one copy of the 19563
edition should he retained by Departmental and post Central Records Units,
decentralized file stations and opervating offices for reference to the 1963-64
blocks of subject files,

Cancel the following issuances:

CA-9017 February 21, 1963 Preclassification of Airgrams
CA-13002 May 20, 1963 RM: Installation of New File System
CA-13961 June 12, 1963 RM: Installation of New File System
CA~1729 August 12, 1963 RM: Preclassification of Adrgrams
CA-~2394 August 29, 13963 RM: New File Systern

CA-6685 January 7, 1964 RM: Changes in New Records Classi-

fication Handbook
CA-928 July 23, 1964 RM: Postwide Label Requirements
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C.

The following issuances should be retained until their substance has been
incorporated in revisions of 5 FAM 400 and the Records Management
Handbook, Part I;

CA-11430 April 15, 1963 Installation of New File System
{(Enclosure Z2{a) and 2{b} concerning "Records Classification" and
“"Maintenance of Records'" constitute the only current instructions
at this time. Copies are still available from RM/S, upon request, )

CA-5076 November 8, 1963 RM: Installation of New File System

DISTRIBUTION:

Instructions for obtaining additional copies of the Records Classification Hand-
book are included in Section G of the Introduction.




THE DEPARTMENT AND OVERSEAS POSTS

AND

USIA OVERSEAS ESTABLISHMENTS

Prepared by

Division of Records Monagement
Department of State

April 1965




RECORDS CLASSIFICATION HANDBOOK

FOREWORD

Essential to the effective administration of the Department and ifs overseas posts is the
management of records.

In keeping with cur program to improve and modernize our administrative processes, the
Department developed a comprehensive records classification system which was installed
on a world-wide basis in 1964

This Records Classification Handbook prescribes the official uniform file system which
enables end-users to file and find material rapidly. The usefulness of recorded informa-
tion s largely dependent upon the logical arrangement of records. The system applies to
both official and working files and makes possible an improved records {raining program
for secretarial and clerical personnel, thus relieving officers of the need to perform re-
cords functions.

The official system is based on several years of research and embodies many substantial
contributions made by Departmental and overseas personnel. Effort has been made to
provide sufficient flexibility and subject matier coverage to meet the needs of offices
and posts, large and small.

Installation of the official file system throughout the Department and field is a milestone
in recordkeeping practices. Ifs success depends on the wholehearted interest and co-
operation of everyone concermed.

The adoptiion of the Department’s official file system by the United States Information
Agency for all its overseas establishments in 1965 marks a significant step towards
achieving effective conseclidated administration overseas.

%{M} (Grekede

William }. Crockett
Deputy Under Secretary
for Administration
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INTRODUCTION
A. PURPOGSE AND SCOPE

The Records Classification Handbook embodies the official uniform subject file
systemto be used throughout the Department of State, its overseas posts, and at all
USIA overseas establishments, It is intended for use by operating offices as well as
by Departmental and post central file operations, Regulations prescribing use of the
official file systemfor the organization and maintenance of information and working
files, as well as official records, will be incorporated in 5 FAM and MOA II1 600.

Since the official file systemwas developed for the vuiform arrangement of subject files,
it need not be applied to “case” files, such as official personnel files, security mvesti-
gative files, voucher and contract files, etc,, whichare usunally arranged alphabetically
by name of numerlcally by voucher or contract number. However, some offices may pre-
fer toincorporate small series or groups of case files intothe subject system under the
appropriate file designation or key them into the system through use of the proper color
coded {abels (see nfroduction, Section D 4.

Offices may continue to maintain chronological files of incoming and outgoing communica-
tions where necessary, Reference files, consisting of printed or processed publications,
newspaper ¢lippings and similar materials, should be maintained apart from subject files
{either official records or mnformation working files) and need not be arranged according
to the official subject file system, lLikewise, USIS technical and handount materials and
morgne files do not come within the scope of the system.

Any questions conceming subject matter coverage or application of the file system
should be referred to the Records Management Staff of the Department or USIA,

B, CONTENT
The Records Classification Handbook consists of the following parts:
1. Subject File Qutlines

These {1ie outlines comprise the subject file system. They are arranged within
seven broad subject matter areas, each preceded by a divider sheet listing the speci-
{1c. outlines and related code symbols whichfollow. The first page of eachoutline
carries the appropriate code symbol on the righi margin. The outlines within each

of the seven categories are arranged in alphabeiical seguence by code symbol. The
code symbols have been printed on the edge of the pages in such a way thatf they can
be cut or tabbed to provide quick access to the individual outlines,

Each file gutline is preceded by specific instructions regarding its sublect matter
coverage and cross references to related subject matter inother outlines in the hand-
book. Special ways of arranging subject matter peculiar 1o specific outlines are
described immediately preceding the outline concerned. The various common
methods of arrangement available to meet individual office needs are illustrated

in Section D of the Introducticn,

In addition to the instructions preceding each file outline, detailed statements or
explanations of the coverage of specific secondary and tertiary breakdowns of the
primary subject are provided beneath them, Specific cross references {o related
subject matter within the same or in other outlines are also indicated, Classifiers
shouid find these instructions useful in determining proper file designations, par-
ticolarly in the case of subject matier which may not be familiar to them.
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2,

Special Instructions

The handbook containsg the following special instructions:

a. International Orgenizations and Conterences

This instruction provides a special method for handling records pertaining to
specific international oganizations and conferences by offices which are pri-
marily interested in a specific organization or conference and, therefore, want
to subordinate subject matter to anorganization file. Use of this special
feature of the official file system will afford such offices a method for organiz-
ing this type of record material to meet their own reference needs within the
framework of the subject system. It should prove of particular use to the De-
purtment’s Bureau of International Organization Affairs and to United States
Missions to international organizations, such as USUN, USRO, etc.

. Crisis Files

This instruction provides a special method for handling a large volume of papers
created and accumalated during a prolonged crisis {e.g., Cyprus, Viet-Nan, etc.)
which cannot be adequately subdivided under the appropriate subject in the handbook
{e.g., POL 239, POL 27, etc.}.

c. Commercial Officers

This mstruction has heen prepased in cooperation with the Department of Com-
merce for the special guidance of Commercial Officers in their use of the official
file system. It includes a list of those subjects in the handbook inwhich Com-
mercial Officers and others responsible for commercial-economic reporting have
a primary interest, thus serving ag a specialized index.

d. Peace Corps Representatives

This instruction has been prepared in cooperation with the Peace Corps for the
guidance of iis Representatives in the field inrecords organization and maian-
tenance, It prescribes the use of the appropriate cutlines in the handbook,
primarily those in the Administration section, for Peace Corps subject files,

An alphabetical list of some of the more common abbreviations appearing in
current communications is iacluded as an aid to the classifier in determining
the proper file designation where the substance of a communication is not clear
without an understanding of the abbreviations or code symbols used therein,
Since many abbreviations pertaining to specific countries, private organi-
zutions and programs have been omitted from the Hst, it is suggested that of-
fices add those which appear in focal usage. Likewise, new abbreviations
should be added to the list as necessary tokeep it current,

A list of standard country abbreviations is available upon reguest from the
Dtivision of Records Management, Department of State, for use in coding papers
relating to specific countries. This will aot only eliminate the aeed to write

3. Abbrevigtions
a. Common Abbreviations
b. Country Abbrevigtions
47165
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out these countries on individual documents to prevent misfiling, but will
also provide a short caption for use on file folder labels. The names of posts
should not be abbreviated.

4. Index

A detailed index tothe subject matter contained in the file outlines is included 1n
the handbook, This should prove useful not only to the classifier in locating the ap-
propriate file designation but also to officer personnel as a finding aid to the files.
it should not be used, however, to classify documents without reference to the file
outlines,

. €. TYPE OF SYSTEM
1. Subject-MNumeric System

The uniform official file system 1s of the subject-numeric type. It has been selected
because of the flexibility which it provides for expansion purposes and the simplicity
of file designations for marking purposes. A mnemonic symbol has been selected
for each of the 35 primary subjects for which file outlines have been developed.
These symbols range from one to four lefters inlength and have been chosen be-
cause of their meaning or obvious relationship to the subject matter for which they
stand. In seme cases the symbol is identical with an office symbol {e.g., PPT

for PASSPORTS & CITIZENSHIP, PER for PERSONNEL, etc.). In other cases the
key letters in the primary subject constituie the symbol (e.g., CON for CONSULAR
AFFAIRS (GEN.), INF for INFORMATION, AGR for AGRICULTURE, etc.}. The

simplicity and meaninginlaess of these code symbols make them easy to learn and
remember.

While many small offices will find that the primary subjects alone will suffice to
meet their filing needs, larger offices will require further breakdowns of these
primary subiects for more detailed subject matter coverage. Simple serial numbers
have been assigned to subject breakdowns at both the secondary and tertiary level,
For example, a paper relating to the subject of agricultusal production int general is
classified AGR 12; a paper dealing with technological advances in agricultural
production AGR 12-1. The most detailed subdivision n the handbook contains a9
more than four digits, making for a relatively simple file designation,

2. Parallel Numbering

As an additional aid to the classifier, the same number has been assigned to similar
secondary and tertiary subjects appearing in different file outlines to the extent
possible, Inmost outlines the first five secondary subjects are standard (e.g.,
General Policy, Reports & Statistics, Organizaetions and Conferences, etc.)y, This
same principle has been applied fo other simtlar or reiated subjects {(e.g., agr-
cultural, trade and science fairs and exhibitions have been assigned an ‘8%’

number - AGR 8, TP 8, 8CI 8, respectively; production and consumption has been as-

signed a ‘12" number inthe various industry outlines - AGR 12, INCO 12, PET 12,
ety

3. Expansion of Existing Subjects

While no aftenpt has been made to provide breakdowns for subject matter beyond

the tertiary level, there are many cases inwhich an office may desire or need to sub-
divide & secondary or tertiary subiect alphabetically by name, geographic lecation,
or other appropriate breakdown., For example, papers relating to visits by foreign

471765
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dignitaries may be subdivided by name (e.g., POL 7 Visits - DeGaulle); papers
relating to a trade fair by location{e.g., TP 8§ Fairs - Moscow); or papers relating
to a thermal power project by type (e.g., FSE 12 Electric Power - Thermal).

Under po circumstances may anoffice add new numbers to the file cuthines inthe
handbook. Any need for additional subjects or breakdowns thereunder should be
referred to the Department by operations memorandum, subiect; RECORDS MAN-
AGEMENT - Records Classification Handbook, or tothe USIA Records Management
Staff. A committee will review such requests and determine the need for new sub-
jects. Revisions wili be issued periodically in the Department’s TL.RC series and
in USIA’s MOA-TL, series as supplements tothe Records Classification Handbook
in order tokeep it current.

D. METHODS GF ARRANGEMENT

Flexibility is an important featusre of a uniform file system which must be adapted
to the needs of both large and small offices and posts. The official file system
embodies an unusual amount of flexibility by providing end-users with several
methods of arranging material according to their specific requirements. The most
common methods of arrangement are iilustrated below:

I. Subject

a. Use the subjects in the file outlines at the primary, secondary or tertiary
_level without any qualifying subject. Example.

gwm €5 Suggestion Trogras TTTTTY

i

This method of arrangement is the simplest., It will suffice when the volume
of papers to be filed under any of the subjects is relatively small and there
is no need-to subdivide by specific name, organization, counfry, etc.

b. Subdivide the secondary or tertiary subject breakdowns in the file outlines
by any necessary qualifying subjects, such as:

4/1/65 ' TL-RC -
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{1} By nanme of individual:
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(3) By geographic location:

J o )
| ( Mw & Fatra Haaray }\

P
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(4} By subject:

[m: K Attendanse & Leave Bk }\\

(rm & atverdmica & Leave WL1ltacy )\
" - (gm B Attendamec & Leave Agzend )\

(:m B hctendames & hesve i \1

(3) By utle:

vpe  kO=3 Phrisdlocstd Broveheass of
Hgdeery,
i
f;ﬁ Uiz Perindleale Peeh. of mgﬂ}\

.

(r?s ot Tersedicair Ametlwa T\
(x’l‘ﬁ tow arLiedleals _] H

2. Geogrophic Location

a. Arrange the subjects in the file outlines by area, country, or other geo-
graphic location. Subdivide by the secondary and tertiary breakdowns if
volume warrants. Example:

[ FT - FORFION TRAVE mj \
(_ri U7 Sy Gt oamiy [RETAY “‘J \

AG% 12 Gicp Frodustios b i

Comantep s{un _‘)]

(‘ER"T“M&“&W““““‘“——‘— [ \I X
H

4/1/65 TL:RC - 4
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b, Many offices concerned with economic and/or political affairs have a need
to arrange their papers in such a way as to reflect the relations between
countries. Depending upon the volume, these country relationships can be
shown at the primary, secondary, and/or tertiary level. Examples:

ol
I
H
F,
.
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3. Organization

Arrange by name of organization, subdividing by the secondary and tertiary subject
breakdowns within the appropriate file outline as needed. This method will be use-
ful to offices which are interested in certain organizations and, therefore, accumu-
late more papers on them than can be filed under the standard 3 - Organizations
and Conferences’’ number appearing in most of the file outlines, Example:

(ffices which accumulate rather large quantities of administrative and/or sub-
stantive material on specific international organizations or conferences should
arrange their files according to the “‘Special Instruction for International Organiza-
tions and Conferences” which immediately follows the subject cutlines in the
handbook.

iinder certain subjects it may be necessary or desirable to show the relations be-
tween organizations. In such cases, the organizations involved should be treated
in the same way as couniries, Example:

//1 (};cnc o RUTROHAL TRTEGRATZON EATT - OFCD ) \

|

4. Name of Individuo! or Firm

Certain offices have a primary interest in programs concerned with individuals
or firms and, therefore, have a need to arrange a rather large proportion of the
papers which they accumulate by the name of the individuals or firms concerned
(e.g., case files), This is particularly true of certain administrative functions
(e.g., p’ersonnel, security, travel, etc.); consular programs {e.g., passport, visa,
protective services, efc.); educational and cultural programs (e.g., exchange
grantees); and commercial programs (e.g., trade and investment opportunities,
strategic trade, etc.), Even if the volame of such case files makes it desirable
to maintain themseparately from the subiject files, they can be keyed into the

4/1/865
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system through folder labels prepared with the appropriate code symbol or file
designation. Examples:

ij o : " | [?;‘? RIRGTHIAN, FHESE R, j\\
|

I3
o \ ;
:
H
H
H
|-,
¥ |J-.'{:|.r_M2. 102EE Ygance ke
i Dogbs 58 rarcign seader ’ J
d L _—
| - I — \k;
e
’ ;T t ST 0 W. d, BLEN €0,

TLRC-4 471765
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5. Type of Person, Product, etc.

Certain offices are responsible for programs which relate to specific categories of
persons, products, etc. If the volume of material warrants, the files may be arrapged
by nationality of person, type of worker, product, etc. These categories may be
further subdivided, if necessary, by appropriate secondary and tertiary subjects
within a specific file outline, Examples:

FET iF Freedagtlon & Trwae G101
[~HIENET ST 5
{r&‘r T oBin, Tepedin & Stelh.  Cruds (31 ‘l
“_""J
fm [ “EECHQ_]
- e -+

& EZRFLCES

-
T BT PRERT , CUPFRIRS rre s A ~
& BEIVILES

£h « RGUISHERT, SURYLIES  Lilieg Rnls :mm) \

Em - BoUTPMERT | SpFPLish

& ERAVICES

4/1/65 TL:RC - 4
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6. Industries ond Commodities

Because of the importance of the commercial-economic reporting program, special
attention has been given to the treatment of industries and commodities under the
official file system, Individual outlines have been developed for the most signif-
wcant industries, such as AGRICULTURE, FUELS & ENERGY, PETROLEUY,
TELECOMMUNICATIONS and the several kinds of transportation. With the excep-
tion of AGRICULTURE, these industry outlines cover the related commodities

and produets as well,

To take care of the large number of other industries, commodities, products, ete.,
and specific agricultural crops, an alphabetical guide has been developed as an
adunct to the INDUSTRIES & COMMODITIES outline, This list, referred to as
INCO-Alphabetical List (AL) thronghout the handbook, provides offices with a
simple method of filing materials on specific commodities, regardless of whether
they are in their natural or manufactured state.

Instructions at the beginning of the INCQ outline offer end-users a choice of
methods of arrangement within the list, It is important that the several methods

of arrangement be understood and that the selected method be followed consistently
to avold splitting of related subject matter,

E. RELATED HANDBOOKS

The Records Classification Handbook embodies only the official file system to be

used by all offices of the Department of State, its overseas posts, and all USIA over-
seas esiablishments, Detailed procedures regarding the creation, organization, mainfe-
nance, use and disposition of post records are contained in the Department of State
Records Munagement Handbook for Overseas Poste, Parts | and I (March 1962 edition),
and the USIA Overseas Records Management Handbook (MOA 111 680).

F. REFERENCE

The Records Classification Handbook shall be cited as “"RCHY. References to specific
file gutlires shall use the appropriate code symbaol and indicate the specific file
designation in question where necessary,

G. DISTRIBUTION

The hundbook should be distributed widely throughout the Department, each post and
atl USIA overseas establishments to all personnel responsible for maintaining subject
files. Incertain circumstances, officer personnel may also want or need copies.
Copies should be provided to personnel of other agencies if they have adopted the
official {ile system. If additional copies are required by post personnel, a request
should be submitted to the Department by operations memorandum, subject: PUBLISH-
ING, PRINTING & DISTRIBUTION. Additional copies needed by persoanel of

USIA overseas establishments may be obtained from the USIA Management Division
(I0AND.

H. KEEPING HANDBOOK CURRENT

it is extremely important that the handbook be kept current. A list of the persons or
organizational units whose assigaments require a copy of the handbook should be main-
tained in Departmental Executive offices or in Bureau Message Centers and in each
post’s Central Records Unit inorder to insure proper distribution of subsequent material.
A similay record should be maintained by USIS posts and media extensions for distribu-
tion purposes,

TLRC- 4
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ACCOUNTING & DISBURSING

Instructions

Use for papers relating to accounting systems in general, procedures and opesations
involved in accounting for agency funds and special programs, accountability for fundg,
paying and collecting transactions and reports, and related subject matter.

SEE: BUDGET outline for budget policy, formulation and submission of
estimates, and budget execution.

FINANCIAL MANAGEMENT outline for basic systems and tech-
miques, financial degignations, audit of funds, etc.

Special Methods of Arrangement:

By fund title or symbol:

[acc £ Pund Aceounting 16 x 1478 }

ACC - ACCOUNTING & DISBURSING

GENERAL POLICY. PLANS, PRINCIPLES,

Blee only for materlsl of a general nature which
canuol e filed under one of specifie subiccts in
this outline, Includes projects (o study and deter-
mine feasibility of modern accounting systems,

GENERAL REPORTS & STATISTICS
Vine only far reporis of o peneral nature which can-
nof Do {iled woder one of specific subjects in this

autline,

TRANSACTIONS (OTHER AGENCY)

Tnchades purchase requests, procurement, pay-

aignt, and traasfer dacument,

GENERAL LEDGER
Inrindes journal vouchers, balance sheet and

financial staioments,

LAWS & REGULATIONS

Ineludes spency and other agency directives and
procecural bandboaky, Compiroller General
decisions, eto, Subidivide by aponcy if volume

WOIT T3S,

FUND ACCOUNTING
Subdivide by type of funds (e, g, approprlations,
revolving, trast, foreign curreney, ete.), i volume

WP AL S,

2. By central fiscal servicing office:

ACC 16  FPayroli-Bruaeels KFC, Pacis |

7 ALLOTMENT ACCOUNTING

Inelides alletments, obligations, unliquidated

abligalions, ligWdations, refunds, etc, Subdivide

By Lype if volnnwe warsants,

8 EXPENSE ACCOUNTING

Subidivide Ly tvpe of expense (o, allowances,
cormnusicstions, medical, printing and reproduc-
tion, travel, wteo} if volune warrants,

9 PERSONAL PROPERTY ACCOUNTING

Teeluden woior vehicles, expendable and nonex-

pendable eguipment,  Sebdivide by type i volume

AT

19 REAL PROPERTY ACCOUNTING

Praclude s land, buildings and “buili-in'' eyuip-

mend,  Subdivide by type if volume warrants,

11 ACCOUNTS RECEIVABLE

fnciudes debtor aceoconts; uncaollected reimbulse-
wientn, refunds snd miscellaneons recelpty; and
recoverable wlvences,  Subdivide by type if

v lme warpaiais,

12 ACCOUNTS PAYABLE
bagludes ereditor acepunts, withhelding tax,
amployes inswrance, retirement, ete, Subdivide
Ly type if volume warranks,

TL.RC - 4

41765

ACC




ACC (p. 2)

RECORDS CLASSIFICATION HANDBOOK

ACC - ACCOUNTING & DISBURSING

13

15

16

17

18

20

20-1

21
22

23

23-1

ADVANCES

Except travel, for which SEE; ACC 23.13.
Includes progress payments and contract
advances.

OTHER AGENCY ACCOUNTING
Subdivide by agency.

SALES ACCOUNTING {INCOME)

Includes services, property, rentals, earned
reimbnwrsements, miscellaneous receipts, ete.
Subdivide by type if volume warrants,

PAYRGLI.

includes domestic and overseas payroll; salaries
for Civil Service and Foreign Service smployess;
deductions, cofitributions, etc, Rubdivide by tvpe
if volume warrants,

TRAVEL

incindes fare, per diem, transporiation, eie.,

COMMERCIAL VYOUCHERING

Includes processing of voucher claims for pay-
menl af auspildation, communicationg, utitities,
Sub-
For actual

rentals, printing and binding expenses, etc.
divide by type If volume warrants.
pavments, SEE: AQC 23,

NON-GPERATING EXPENSE

Inciudes depletion, loss, taxes, duties, claims,
grants, efo.

YOUCHER EXAMINATION

Use far examination of travel and commercial

vouchars by accounting staff,
Suspensions & Disollowances

CLAIMS & EXCEPTIONS

ACCOUNTABRILITY

Inclodes accountability for cash, checks, check
riock, savings bonds, foreign currency andg other
facgollables, Subdivide by tvpe if volume

warrant .
PAYING & COLLECTING TRANSACTIONS

Qverages & Shartages

Subdivide Dy type if volume warrants,

23

23-2

23-3
234
23-5
23~6
23-7

23-8

23-16
2311
23-12

23-13

23-14
23~15
23-16
23-17
23-18
23-19
2320

Paying & Collecting Tronsactions {Cont'd)

Reports & Stotements

Use only for those that cunnot be filed nnder ope
Subdivide
by type (e, fdreign currency reports, deposit

or more speeific subjevt breskdowns,
ad trust foad record, ete.) if volume warrants.
Receipts
Dishursements
Suvings Bond issuance & Redemption
Accammodation Exchange

Bank Accounts
Cash Payments

Includes petty cash, buprest fond, and payments
in fureign carrency,
Check Operations

Incindes Treasury Checks and depositary
chooks in fsosd banks.

Hotices of Exceptian

GAD Claims

Cash Verificotions

Cash Advonces

fncludes rravel advences.

Tax Levies

Trovelers Checks

Sale of Postage Stamps

interested Porty Message Transactions
Passport & Vise Fee Accounting

Medical Depasits for Dependents

Consolidated Payment - Stateside Starage

471765
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RECORDS CLASSIFICATION HANDBOOK BG {p. 1)

BUILDINGS & GROUNDS

instructions BG

Use for muterials on the acquisition, construction, management, maintenance, use and
digpesition of government-owned or government-leysed buildings, residences and other
struciures and upheep of grounds,

SEER: EQUIPMENT, SUPPLIES & SERVICES outline for procurement,
maintenance, use and disposition of furniture and fumishings,
househald and office equipment, supplies eig.

Special Method of Arrangement:

1. By nume sndor iocation of specific building:

w When volume warrunts only b When volume warrants subdivision by sppropriate
g primary folder subject breakdowns:
BG - BUILDIRGS & GROUNDS Magba Pt, Comn, BEG 10 Maintensnce Hemba Pr, Comp,

& Operations

. BG- BUILDINGS & GROUNDS
T GENERAL PCLICY. PLANS. 6 ACQUISITION

H - : . N e f vaterials - isition oposed

Usge for muterial too E_’t""\ﬁel"di in nature to be filed Uge for moaterials un the ac il 1y OF Propose

uricde r more specific suab i 1 @ Quiﬁlltl a1 onf $ites, buildings, and other structures
it AL 'j{!,f_‘.tS i putime, o S By 2 4N

in the LS and abroad. Includes title deeds, eave-

2 GENERAL REPORTS & STATISTICS ments and fights of way, permits, licenses, efe,
Use for malerial too general in nature to be filed Subdivide by type of propetty (e g, office, resi-
L ¥ o § - A% 1 q v _‘\ :' 3
under more specific subjects in cutline, Ineludes dential, storage snd etility, ete} if volume
repurts o OBA W AT U
3 CLAIMS &-1 Purchase

Inciudes claims by lessees, For properly damage Includes condemmation.

claims, SEE: BG 20,

§-2 Lease

4 CONTRACTS Subdivide by short-term and long-term if volume
Use when office needs can best be met by keeping Walratitth
all contracts together in licn of liling under more
apecific subject in this ouiline, 63 Site SU!VQYS. Data.

. 5 LAWS & REGULATIONS 7 DESIGN. CONSTRUCTION. ALTERATION.

Vise for material too general in sature {o be filed includes architectural plans, engirﬁecﬂﬁg, ‘iand-
under more specific subjects in outline weaping, ete, For interior degoration, SEE: BG B
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BG {p. 2)

BG - BUILDINGS & GROUNDS

8

18-1

i3

14

i5

15-1
15-2

153

15-4

FURNISHINGS
oo for design and selection,
SER: s 4L

For procurement,

IHNSPECTION

Of butldings already constructed. For inspection
of buildings under construction, SEE BG T, for
security survey reports, SEE: 85Y 2-2

MAINTENANCE & OPERATIONS

Of government-owned buildings and the fixtures and
furniture therein, and upkeep of grounds, Includes
cost eslimates and work orders,

SERE: RBG 17 and 18,

For guard service,

Utilities & Seivices
Subdivide by type (e, nir conditioning, cleva-

tors, janitorial gervice, elel) iF valume warrants.

SPACE ASSIGNMENT & USE. MOYES,

Subdivide by type (e g., office, parking, storage,
ele.) i volame warrants, For sssipnment of stafl
Inasing, SEE PER 1512,

SPECIAL FACILITIES & CONCESSIONS

Such as eating fogilitles, commizseries, ramps,
snackbirs, ete, Includes dining rcom passes.
Subrdivide by type of faciiity i volume warrants.
sinsAry services, SR PER 15-2.

Foe wom

SAFETY PROGRAM

Uee For protection of buifdings and grounds and
thed: eoouppants from demage or Injury. Includes
fere drills, eivilisn defease measures, such as
designation of shelter wrea, ele. For physical
wevurizy, SEFE: BG I for enployes soetdents,
SEL:
inflicted Ly aatural causes, mob violence, eig.,
SEE: 3G 20,

PER 14-12, fur property demage or loss

TAXATION

DISPOSITION

Inclades disposition of baildings and grounds,
furitighings, fixtures, oto.

Abondoament
Demalition. Dismontling.
Sale

Transter

16 FACILITIES & EQUIPMENT SECURITY
Includes britdings, rooems, areas, vaults and olher
Subdivide by

Four stcarity survey re-

storage {poilities, penelratian, ete,
type il volumy warrants,
ports, SEE: $¥ 2.

16-1  Aleim Systems
16.2 Electionic Equipment & Counter Meusmies
16-3 File Equipment
Inuiades safes,
16-4  Fircarms & Ammunition
16-5  Incinerotons
16-6 Keys & Locks
16-7 Photegiophic Equipment
16-8 Restricted Areas
16-9 Sobotage

16-10  Technical Penetration

16-11 Voulss. Staiage Facilities.

17 BUILDING GUARODS. WATCHMEN.
D3ther than Mariaes, for which SEE: BG I8

18 MARINE GUARDS
Oher than poersonnel matters, for which use PER

18~1 Handbook & Oiders

18-2 Moiine Inspection Report

18-3  Guord Suivey

19 AFTER HOURS ENTRY & OEPARTURE
19-1 Registers

19-2 Key Issuonce

20 REAL PROPERTY DAMAGE. L0OSS.

TL:RC .- 4




_ RECORDS CLASSIFICATION HANDBOOK

BUD (p. 1)

BUDGET

Instructions

Use for papers on administrative and program budget policy and procedure, including
budget formulation, Budget Pureau and Congressional submissions and hearings, Com-
mittee reports and appropriution bills, badget execution, and other related budget mutters.
Specific types of budget estimates covered are annuel, supplemental and deficiency.

SEE: ACCOUNTING & DISBURSING cutline for all aspects of accounting
for appropriated and other funds, paying and collecting transactions

reiating thersto, etc,

FINANCIAL MANAGEMENT outline for basic systems and techniques,
financial designations, audit of funds, etc.

Special Method of Arrongement:

1. By fund title or symbol:

e

{BUD 15 Financial Plans
(FY 1966)

1961178

BUD-BUDGETY

I GENERAL POLICY. PLANS.
Inclhides wtudies and projects to improve budgeting
procedures, leng-runge budpget planning, and budget
policy aod principles. Schdivide by title of study
or project if volume warmrants, For financial plans,
SER: 3un 15

I-1 Agency Position
Use (or ageney stand o be rellected in budget

aatimat es.,

2 GENERAL REPORTS & STATISTICS

For fund status reports, 3ER: BUD 13-1; for financial
plan reports, SELD BUD 15-2,

3 CALL FOR ESTIMATES
3-1 Bureou of the Budget
Inelvdes budget celling on level of estimates

imposed by BOBE,

3-2  Agency instructions

i

4 REUMBURSEMENT ESTIMATES. AGREEMENTS.
Wao far gpreevents, incloding negniiations, with
wiltor gpencies lor retmbursement {e. g, for adminis-
trative suppory).  Includes prepuid, pilled, and no-

cost agrecmants,  Sohdivide by agency and type

il volume warrsinly,
4~1 Reimbursement Criteria

5 LAWS & REGULATIONS
Includes Burean of the Budget Cireulars, Comp-
troller Deneral Degistons, Tressury and Civil Sery
icw Comminsion Regulations, ete. Subdivide by
yotree 1§ volane warrants. For appropriation acts,
SHEE: BUD 12,

6§ FLASH ESTIMATES

Usge for preliminary estimatey reguested of offices

priur b detieifed subsaissinns,

7 OFFICE & POST SUBMISSIONS
Pee for estimates prepared and submitted by in-

dividuat olfices and posts [or agency review,

8 AGENCY REVIEW
nelude s hearings held within agency on office

submissions.,

Tl.RC - 4
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RECORDS CLASSIFICATION HANDBOOK

BUD-BUDGET
% BUDGET BUREAU SUBMISSION

Use for agency estimates as submitted to BOB
for review,

$-1 BOB Hearings
includes hearings schedule, withess state-
ments, summaries of testimony, etc.

§-2 Sopplementol Date
Reguested by BOB during review.

9.3 BOB Allowence
Amount of estimates allowed by BOB to be incor-
porated in President’s Budget.

H PRESIDENT'S BUDGET
Use for agency estimates as included in Federal
Budgel.

11 CONGRESSIONAL SUBMISSION

Use for agency estimates as submilted to Congress,

111 HNouse Hearings
Includes schedule, principal withess statements,
supplementary data, House Report, etc,

11-2 Restoration Appeol to Senate
Apgency appeal to Senate for restoration of funds
reduced by House action.

11-3  Senate Hearings
Includes schedule, principal witness statements,
supplementary data, Senate Report, etc,
11«4 Conference Action
House-Senute conference to resolve differences
on appropriation bill,

12 APPROPRIATION ACT

Includes analyses of final action on bill and copy
of act

13 FUND AVAILABILITY
Includes appropriasted funds, earned reimbursement,
refunds, contributions, allocations received, trans-
fer appropriations {in), eamed income and sales
income. Subdivide by type if volume weatrants.

13«1 Fund Status Reporis

14 BUDGET EXECUTION

14-1  Apportionment
Includes requests to BOB for guarterly spportion-
ments of appropriated funds and approvals.

14-2  Annual Avthorizations

14-3  Allocations {Transfers Qut}

14-4  Tronsfer Appraprictions {Out)

14-5  Allotment Auvthorities

14~6 Allotments

Includes adjustment of allotments.

15 FINARCIAL PLANS

Use for agency overall plan for expenditure of
appropriated and other funds, Inciudes requests,
submissions, consoclidations, approvals and reviews.

15«1 Reprogramming
Use for revision of plan bazsed on changes in
availahkility of funds,

15-2  Finoncisl Plan Reports

16 POSITION AUTNORIZATION

Use for requests for, establishment of, and control
over numerical autherization of staffing levels or
personnel ceilings.

H~1 Requests

15-2 Cantrol Registers

16-3 Allacations

4/1/65
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RECORDS CLASSIFICATION HANDBOOK CR (p. 1)

COMMUNICATIONS & RECORDS
Instructions

Use for papezé on government-wide and agency communications and records policy, sys-
tems and procedures, services and operations. Included are paperwork management pro-
grams; regulations and procedures regarding classified records and information; and

the information management program.

SEE CTELECOMMUNICATIONS and POSTAL AFFAIRS ocutlines for
e matters pertaining to communications and mail matters other than g
' those pestaining to agency operations and services, g

BUILDINGS & GROUNDS cutline for physical and technical secur-
ity aspects of protecting communications and records facilities
and classified material.

FMERGENCY PLANNING ocutline for £ & E and vital recouds
programs,

CR-COMMUNICATIONS & RECORDS

1 GEMERAL POLICY. PLANS. COORDINATION. 4 COMMBNICATIONS ANALYSIS & DISTRIBUTION
Usze for overall agency program and ceordination {nciudas determination of office to which communica-
between agencies. For separate telecommunications tions should be routed, distribution gudelines,

Fis and vecords management programs, SEE: CR 7 and number of copies distributed, ste. Subdivide by

16, respectively. type if volume warrants,

? GENERAIL REPORTS & STATISTICS 5 AUTHENTICATION
Usge for those which cannot be filed under more
specific subjects in outline, Subdivide by title i 5-1 Regulations & Procedures {Auth)

vilume warrants.,

5-2 Reports & Statistics {Auth)
3 MAIL FACILITIES & SERVICES

5-3 Scheduie of Fees {Auth]

3-1 Courier Service

6 INFORMATION MANAGEMENT

32 Fouch Service Includes general material on the application of anto~
mation to the processing and control of informetion,
. 33 Militery Postol Services For gpplication of automated technigques to specific
commuications or records functions, use appropriate
3~4 Messenger Service subject elsewhere in this outline.
3«5 Message Centers 7 TELECOMMUNICATIONS SERVICES
Subdivide by organizational element if volume Excemt telephone, for which BEE: CR 8, Subdivide
W I 8. by type {e.g., telegraph, cable, radio) if volume
warrants, Includes use of radio transmitters in L5
3-6 Delivery Systems chanceries abroad. For similar use by foreign
Includes preumatic tube system, conveyor belf, misgions in L3, SEE; POL 174
el

7.3 Policy. Plans. Ceordination. (Telecom}
3-7 Addresses. Mailing Lists.
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RECORDS CLASSIFICATION HANDBOOK

CR-COMMUNICATIONS & RECORDS
7 TELECOMMUNICATIONS SERVICES {Cont'd)
7-2 Reports & Statistics {Telecom)
Includes monthly telegraphic report. For crypto-
graphic reports, SEE: CR 7-11,
7-3  Orgonizetions & Cenferences (Telecom)

74 Agreements {Telecom)

7-% Regulotions & Procedures {Telecom!
Except cryptographic, for which SEE: CR 712,

7-6 1. 5 Goverament Focilities {Telecem)
Includes JANAP procedure,

7-7 Commercial Facilities {Telecom)
Includes rates. Subdivide by name of company if
volume warrants,

7-8 Cryptogrophic Systems

7.9 Cryptogrephic Clecronces

7-10 Mointeronce

Of telecommunications and/or crypiographic
eguipment,

7«11 Cryptographic Reports

includes invenlories, receipt, trangfer and
destruction reports,
7-12  Cryptographic Operations & Moteriel

Includes cryptographic procedures and require-
ments,

8 TELEPHONE SERYICE

8-1 Policy. Plons. Cooddinetion. {Tel}
8«2 Reports & Stetistics {Tel)

B-3 Orgonizations & Conferences (Tel)
84 Agreements ( Tel}

8.5 Lows & Regulations {Tel}

Includes rates,

9 TRAINING
18 RECOROS MANAGEMENT {GENERAL)

16«1 Policy. Plons. Coordination {RM}

10 RECORDS MANAGEMENT (GENERAL) (Cont'd)

10-2 Reports & Stetistics (RM)
Excent surveys, for which SEE: CR 10-6,

18- Orgonizotions & Conferences (RM)

10-4 Agreements {RM)
Includes agreements with other governments
re maintenance atd disposition of multipartite
records,

10-5 Lows & Regulotions (RM)

106 Surveys. Studies (RM)

Subdivide by organizational slement if volume
Warrant s,

11 RECORDS MAINTENANCE & SERVICE
For development and updating of offieial file
system, SEE: CR 12,

11.1  Physicel Locetion
1122  File lestollations.Bperations.

11-3 Reference Service
For questions relating fo access, SEE: CR 16-L

12 FILE SYSTEM

Ude for development and updating of aystem.

12-1 Records Clossification Handbook

Includes T1s and distribution data.

13 RECOROS EQUIPMENT & SUPRLIES
Usge for development of standards and review for
proper utilization, SEE: ES 6 for procurement,

BG 16 for equipment security.
13-1 Folder Labels
14 MICROFILMING

Excepl in connection with file operations, for which
SER: CR 11-2.

i5 RECOROS DISPOSITION

15-1 Records Retirement
Within agency.

15-2

Records Tronsfers
Betwoeen agenelies.,

4/1/65
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RECORDS CLASIFICATION HANDBOOK CR (p. 3)

CR-COMMUNICATIONS & RECORDS
15 RECORDS DISPOSITION {Cent’d)
15-3 Records Destroction

15-4 Records Control Schedules

16 DOCUMENT & INFORMATION SECURITY
Use for aystems and procedures for hundling and
control of information and documernts. For securdty
survey reports, SEE: 8Y 2-2,

16-1 Access & Use
For executive privilege, SEHE: LEG 9,

16-2  Accounting & Control
includes logs and receipts coveving classified
documents, T8 inventory control procedures,
serinlization, eto,

16-3 Classitication. Designation,
Includes downgrading, declassification, de-
control, upgrading, ete.

18

19

20

REPORTS MARAGEMENT

Use for program {o prevent creution of or Lo olimi-
rate unnecessary reports, reduce nomber of coples,
wte

CORRESPONDENCE MANAGEMENT

Includes correspondence procedures, instructions
{or use of various types of communicstions fonms,
formn and guide letters, plain letters workshops,
ete, bubdivide by subject if volume warrants,

DIRECTIVES MANAGEMENT
Use for s¥stems for issuing policy and procedural
information for guidance of agency personnel. File

published series of issusnces separately.

FORMS MANAGEMENT

Uze for forms deslign, contrel, improvement or

stundardization, eic,

TL:RC - 4
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RECORDS CLASSIFICATION HANDBOOK ER {p. 1)

EMERGENCY PLANNING

instructions

Use for papers on planning and provisions made by the agency and overseas posts for
meeting conditions which may arise from disasters, warfare, riots, or emergencies other
than civilian defense planning,

SEE: DEFENSE AFFAIRS outline for civilian defense,

PROTECTIVE SERVICES outline for consular services in pro-
tecting both government and private persons and property.

COMMUNICATIONS & RECORDS ocutline for emergency destruction

of records and eryptographic material,

EP-EMERGENCY PLANNING

1 GENERAL POLICY. PLANS. COOROINATION.

Use for overall agency policy snd planning, and

cogrdination between agencies, i1
2 REPORTS
72
3 ORGANIZATIONS & CONFERENCES 73
4 AGREEMENTS
7-4
5 LAWS & REGULATIONS 7.5
5 E &E PROGRAM
Use for emergency and evacuation program. 76
6-1 E&E Policy. Plons. 7-7
6-2 Reports & Stotistics 7-8
Includes population statistics, evacuation lists,
etc,
6-3 Licison Groups 7-9

Subdivide by mame,

6~-4 Emergency Reguirements

Such as for communications eguipment, ordnance,

etc. g~

-5 E & E Procedures 8-2
Includes Handbook,

8-3

§-8 Satehaven

7 EMERGENCY RELOCATION PROGRAM

Policy. Plans, Guidelines.,

Includes directives and handbooks,
Reports

Other Agency Procedures

Continyity of Essential Functions
Emergency Action Documents {EAD)
Emergency Assignments (Cadre)
Executive Reserve Program

Emergency Communicotions

Includes Emergency Netification System

{Cascade),

Relocotion Tests, Exercises,
Subdivide by code name and yearn

8 ViTAL RECORDS PROGRAM

Selectian Guidelines
Status Reports

Records Protection

% ROUND-UP PROGRAM

4/1/65
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RECORDS CLASSIFICATION HANDBOOK ES p. b

EQUIPMENT, SUPPLIES & SERVICES

Instructions

Use for papers on the procurement, maintenance, shipping, storage and disposition of ex-
pendable and nonexpendable equipment and supplies and for services relsted thereto, ox-
cept as follows:

SEL: BUILDINGS & GROUNDS outline for design and selection of fur-

nishings and buildings services.

COMMUNICATIONS & RECORDS outline for standards for proper
utilization of file equipment and supplies, telecommunications
facilities and services.

TRAVEL & TRANSPORTATION outline for packing, shipping and
storage of household effects.

VEHICLES cutline for acquisition, use, maintenance and disposi-
tion of govermment-owned automotive vehicles.,

ES-EQUIPMENT, SUPPLIES & SERVICES

Suhdivide by agency for which procured where
appropriste,

1 GEMERAL POLICY. PLANS, GUIDELINES. & PROCUREMENT {Cont'd)
AP Use only for matlerial which cannot be filed under
one of the more specific subjects in outline. 6-1 Avthorizations. Weivers,
i-1 Requirements. Forecasts, §-2 Bonds
Other tian set {orth in budget estimates, for Includes performance bid bonds.
which SEE: BUD outline,
6-3 Contracts
1-2 Repiucemerﬂ ngrum Inchudes bidders lists; invitations, bids, awards;
contract negotintion, distributicns, negotiation,
2 GEMERAL REPORTS & STATISTICS et
Use only for material which canniot be fited under
one of the more specific subjects in outline. Includes 6-4 Discounts
reports to G8A, For inventory reports, SEE: ES 7-2,
6~5 Purchase Drders
3 ORGAMIZATIONS & CONFERENCES
- f~6 Rentals
4 REGIONAL SUPPLY CENTERS
Uwe for establishment and overall operation of $-7 Requisitions
centers, Subdivide by location (e.g., Bonn, Tokya,
Lagos if volume warrants. -8 Specificotions & Monderds
5 LAWS & REGULATIONS §-9 Vendors
Includes dirgctives and procedures. Use only for Use for cotalops and price lists. Subdivide by
those tov generul to be filed under more specific name if volume warrants.
subjects in outline.  Subdivide by source if volume
WArrants, b6-10 Tox Exemptions
6 PROCUREMENT

TL
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ES{p. 2 RECORDS CLASSIFICATION HANDBOOK

ES-EQUIPMENT, SUPPLIES & SERVICES
7 PROPERTY ACCOUNTABILITY

Subdivide ss expendable or non-expendable if desired,
For inventory of and accountability for blank pass-
parts, SEHE PPT M1,

7-1 Stock Contrels

O expendable supplies and eguipment,

72 lnventuries
Of non-expendable property, Includes procedures
for preparing and mainfaining property record
cardy, basic inventory reports of furniture, eouip-
ment, and office machinery,

7-3 toans & Exchanges

7-4 Thedts, Losses, Destruction,
Includes property survey reports of lost &nd
damaged items,

8 PACKING & SHIPPING

Subdivide by name of company if volume warrants,

B-1 Claims

Use for lost or damaged shipments.

& PACKING & SHIPPING (Cent'd)

8-2

8-3

W

H
12
12-1

12-2

Customs Clearance

Gavernment Bills of Lading
Incloding certificates in lieu of logt GBI s,

STANDARDS

MAINTERANCE & REPAIR

Subdivide by type of servive {e g, typewriter re-

pair, furniture relinishing, ete.} i volume warrants,

STORAGE & WAREHOUSING
SURPLUS/EXCESS PROPERYY
Acquisition

Disposition
Includes disposal, scrap, transfer

12-3  iltilizotion

4/1/65
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RECORDS CLASSIFICATION HANDBOOK

FMGT (p. 1}

FINANCIAL MANAGEMENT

Instruciions

Use for papers on financial management program in general, agency’s feasibility studies
and applications of basic financial management systems and techniques, suthorization or
vertification of personnel and facilities involved in paying and collecting transactions,
accountability records and related subject matter,

SEE: BUDGET outline for budget policy, formulation and submission of

estimates, and budget execution,

ACCOUNTING & DISBURSING outline for all aspects of accounting
for appropriated and other funds, paying and collecting transac-

tions, and accountability therefor.

FMGT~FINANCIAL MANAGEMENT
1 GENERAL POLICY. PLANS. PRINCIPLES.

2 GEMERAL REPORTS & STATISTICS

Use for geneval studies, surveys and reports on
financial mansgement systems and procedures and
evaiuation thereof,

3 CLASSIFICATHON COGES

Use for handbook containing accounting symbols,

4 TERMINGLOGY

Inciudes glossary of terms and abbreviations.

5 LAWS & REGULATIONS
Use for agency regulations and procedures. Also
includes Comptroller General Decisions, GAQD,
Treagury and other agency directives, eto.  Sube
divide by apency if volume warrants.

5«1 Procedyral Handbooks
For classification codes, SEE: EFMGT 3.

& FINANCIAL CESIGNATIONS
Use for designation of personnel to perform paying
and collecting functions, Subdivide by organiza-
tional element if volume warrants.

6-1 Disborsing OHicers
6-2 Agent Cashiers
6.3 Cenifying Gificers

7 DEPOSITORIES, LOCAL

8 BANKING FACILITIES

9 BONDING

tUue for bonding of employees responsible for
handling funds.

10 SAFEGUARGING GF FUNOGS
Use for requirements and standards for physicat
protection of funds and negotiable instruments,

SER: BG 16 for construction and instaliation
aspects,

11 INTERNAL AUCGIT

Use for inspectione and reports by apency audit
stuaff,

-]

Comestic
112 Qversees
113 Contracts

12 GAD AUDIT

Use for site audit by General Accounting Office

13 EXTERNAL AUCHT (CPA)

Use for audit by certified public accountants.

14 MECNANIZATION

Inciudes data procesaing, electric/electronic
accounting {EAM) machines, electronic computers,
bookkeeping machines, ete, Subdivide by type if
volume warrants,

TLRC - 4
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RECORDS CLASSIFICATION HANDBOOK

FSY {p. 1)

FACILITATIVE SERVICES

Instructions

Use for papers on {acilitative services of the types indicated, provided to staff and op-
erating offices by agency administrative units and to other agencies and organizations.
Do not use for papers on reimbursement estimates or administrative support agreements
with other agencies for providing such services,

SEE: BUILDINGS & GROUNDS, COMMUNICATIONS & RECORDS,
EQUIPMENT, SUPPLIES & SERVICES, TRAVEL & TRANSPORTA-
TION, and VEHICLES outlines for matters pertaining to those

particular services,

RUDGET outline for reimbursement estimates and agreements,

ORGANIZATION & ADMINISTRA TION outline for administrative support prin-

ciple, policy, etc,

FSV-FACILITATIVE SERVICES
1 AUDIO-VISUAL SERVICES

2 REPORTING SERVICES

Includes conference reporting.

3 AUTOMATEO OATA PROCESSING

For procurement, maintenance and disposition of
ADP eguipment and supplies, SEE: ES outline,

3t Gemerel Policy. Plons. Coordination,
includes cooperative arrangements with other

agencies.

General Reports & Statistics

includes machine utilization reports. For statis-
tical services, 3EE: T8V 97, for reports and
statistics on apecific projects, use appropriate
subject outline,

33

QOrganizations & Conferences
3«4 Technalogy

Use for technical operating data, such as pro-
cessing and programming techniques, input and
Subdivide
by appropriate subject if volume warrants.

autput methods, machine lanpguage, et

3.5 Laws & Regolotions
Use only when material cannot be filed under 5

more specific subject in this outline,

Systems Developmeni. Feasibility Studies,
Use only for general material., File spoecific proj-

ects under appropriate subjects in other outlines,

3 AUTOMATEOQ OATA PROCESSING {Cont'd)
37 Statistical & Other Services

4 LANGUAGE SERVICES

4-1  lnterpreting
For interpreter/escort services for grantiees, SEE:
EDX 28-6,
4~2 Transhating
5 LIBRARY SERVICES
Use only for usual agency or post lHbrary services.

For publications procurement for agency or post
Iibraries, SEE; F8V B8,

& REPROOUCTION & OISTRIBUTION

7 EOQITORIAL SERVICES & PUBLICATIONS CONTROL

Inciudes control over internal and extemal publica-
tions, regulations of Joint Commitiee on Printing,
et For preparation (other than editing), clearance
and distribution of official and unofficial publica-
tiong, SEE. PR 10.

B PUBLICATIONS PROCUREMENT

Use only for administrative agpects of procuring
Subdivide by
namme of requesting agency or source from which
procured.

publications from or for any source.
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LEG {p. 1)

LEGISLATIVE & LEGAL AFFAIRS

instructions

Use only for papers pertaining to the apency’s legislative program and relations with
Congress which are so general in nature that they cannot be filed under the more specific
subject outlineg in thiz handbook. Also included are papers on such subjects as
constitutional and comparative law, legal opinions and interpretations, judicial and

claims pocedures, etc,

SEF: POLITICAL AFFAIRS & RELATIONS outline for matters pertain-
ing to 17,8, Congress untelated to agency’s functions and
operations, legislative bodies of foreipn governments, for domestic

law, and international law.

PROTECTIVE SERVICES outline for judicial and legal services

provided by consular officers.

LEG-LEGISLATIVE & LEGAL AFFAIRS

-1

LEGISLATIVE PROGRAM

Use only for agency’s overall legislative program,
ineluding hills introduced onbehalf of and thoge
affecting sgency programs and operations,

Congressional Summaries

Use for daily and other summaries of Congressional

sotion on bills of nierest to agency.

REPORTS TO CONGRESS

Uue anly for overall reports on agency operations,
Reaporty on specific programs should be filed sub-
jeciively under appropriate subject outlines.

GRGANIZATIONS & CONFERENCES
Subdivida by name of srganization and name, date,

and location of conference if volume warrants.

COMGRESSIONAL COMMITTEES

Use only for general papers on committes member-
ship, procedores, schedules of sppearances before
and relations of agency officiuls with committeess.
Fropers relating o hearings before committess on
specific pograms should be filed subjectively
ander appropriaty subject outlines,

LAW
Bse enly for general material on consitutional law,
comparative law, ete. For domestic law of a counfry,

internationsd law, Rule of Law, ete., SERE: POL 5

MEMBERS OF CONGRESS

Use only for general material ou attitudes, bio
graphic sketches, llaigon with, etc.
SEf: LEG T

For visits,
Arrange alphabetically by name.

71

10

13

YISITS

Use for frips by individual members of Congress
and Congressions] delepgations (CODELS).
alphabetically by name,

Arrange

Country Brieting Papers

For Congressional travelers.

CONGRESSIONAL INVESTIGATIONS

Use only for materizgl relating to investigations in
general, Papers on nvestigations of specific pro-
privms should be filed subjectively under appropriate

outlines.

EXECUTIVE PRIVILEGE

Uae for material relating to agency's privilege of
withholding information from Congress

LEGAL OPINIONS, INTERPRETATIONS,

Hee oniy for general material which cannaot be filed
subjectively under other outlines.

SUBPOENAS

Use for procedures refating to handling of sub-
poenas served o0 aEgency.

JUOICIAL ASSISTANCE. PROCEOURE.

Inciudes Committes on Judicial Procedure,

CLAIMS. LITIGATION,

Use only for gengral material on claims by or
apainst U8 Govemment, <laims procedures, ete,
File specific types of claims subjectively (e.g.,
for war dumage elaims and other claims against
host government, $EE; FPS 8-4; for tort claims,
SEE: PER 15 i6, etc).

TL
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ORGANIZATION & ADMINISTRATION
Ingtructions

Use for materials on the establishment, organization, reorganization, and termination of
ageney oifices and overseas posts; the assignment and realipnment of functions; chanpes
in status of posts and consular districts; and policy and instructional systems and state-
ments which define organizational and functional matters. Also included are general
administrative and organizational matters relating to other agencies, interagency relation-
ships, coordination, efc., not involving specific substantive programs which should be
filed under the appropriate subject matter outlines.

Use also for material which deals with the subject of administration in its entirety, and
for material which covers several administrative subjects, i.e., materials which cannot be
filed under one of the specific administrative subject outlines.

ORG-UORGANIZATION & ADMINISTRATION

1 GENERAL POLICY. PLARS. COORDINATION, 3 MEETINGS & CDNFERENCES
Includes materizl on apency and post organization
and manegement in general, administrative super- 3-1  Administrative Officers
vigion of constituent pasis, centrulization vs, de
centralization of adminigtrative functions, and 3-2 Chiefs of Mission. Pfiacipui Ofiicers,
coordination between and within agencies on admin-
istrative matters, Subdivide by mame of ageucy if 3-3  Stoft

volume warrants,

-1 Country Team & ADMINISTRATIVE SUPPDRT
Use for coordinated efforts of agency representa- Use for general material on administrative support
tives in field to work as a team under chief of principle or policy as it affects organization and
misston.

functions of agency or post. For levels of support
and reimburzement agreements, SEE: BUD 4, for

17z Consolidated Administration acuounting aspects, SEE; ACC outline,
Use for consalidation of $tate, AID, USIA, and
Pesce Comps administrative persomnel to provide 5 DELEGATIDNS OF AUTHORITY
integrated serviee at specific posts. Includes Includes designations,
CAMO. For administrative support aspects, SEE:
ORG 4. & DUTY OFFICERS. ROSTERS.
Includes holiday 1ist,
2 GENERAL REPDRTS & STATISTICS ORG
tUse oply for material which is so broad in content 7 ViISITS
thab it cannot be filed under one of the more specific Use for papers of & substaniive nature relating to
subjects elzewhere in this outline, Includes field irips by agency personnel on official business,
preriodie administrative reports {e.g, weeldy, For rouline iravel amangements, use TRV cutline.

monthly, ete). For Forelgn Service ingpection re-
portg, 3EE:; OQRG 11 for post reports, SER
PER 2-1; for security surveys, SEE: 5Y 2.

-1 Reporting Requirements
Owverall reporting schedules, workloads, and re-
lated management aspects of reporting require-

ments,

TL:RC - 4 4/1/65
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RECORDS CLASSIFICATION HANDBOOK

ORG-ORGANIZATIDN & ADMINISTRATION
§ ESTABLISHMENTY. FUNCTIONS. REORGANIZATION,

Includes history and background of agency, office
or post, statement of functiong and organization
charts, and agency reorganization plans; opening,
che;nge in status and clesing of posts; determing-
tion and jurisdiction of consular distriets; ete,

9 TRAINING

Iz zdministrative operations.

19 MANAGEMENT IMPROVEMENT
Cther than ingpections, for which SEE. ORG 1t
Includes studies, systems and work simplifica-
tion, and similar management improvement ac-
tivities. For employee suggestions, SEE:
PER 645,

1

12

INSPECTIONS

Includes Foreipn Service inspection reports, ad
ministrative audits and operational surveys of a
general nature. For inspections and sudits of
specific functions (e.g., security, financial manage-
ment, etc.), see appropriate subject outlines.

CONDUCT OF OFFICE

{Use for issuances on office procedures, routine
administrative matters, transfer of office to
suceessor, calendar of events, etc.

4/1/65
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PER {p. 1)

PERSONNEL

Instructions

tse for papers on all aspects of personnel administration in the Federal Govemnment and
in the agency, including s organizational components. Also includes personnel secu-
rity. Papers relating to individual emplovees shall be {iled by name of employee in ac-

cordance with regulations in 3 FAM

SEE: EMERGENCY PLANNING outline for assignment of personnel in

emergency sSifuations,

PROTECTIVE SERVICES outline for protection of government em~
ployess overseas in emerpency situations,

TRAVEL & TRANSPORTATION outline for travel of employees
and dependents, shipment of household effects, ele,

Special Method of Arrongement,
1. By type or category of personnel:

u. When volume warranis only a primary
folder:

PER-PERSONNEL

b. When volume warrants subdivision by

appropriate subjec! breakdowns:

PER  13~3 Aesignment.,
betail (Marine Guards}

T GENERAL POLICY. PLANS. COORDINATION, 3 ORGANIZATIONS & CONFERENCES
{ise only for material which cannot be flied under Use only for those which cannot be filed under one
ane of the mare specific subjects in this outline, of the more specific subjectis in this outline,
Z7 GEMERAL REPORTS & STATISTICS 4 STAFFING, COMPLEMENT.
Use only for those which cannct be filed under one Use for proposed and/or avthorized pergonnel
of the more apecific subjects in this outiine. strength of organizational element, PER
2-1 Post Reports 4~! Reduciion-in-Force
Use only for preparation and submission of report Includes procedures for establishing, maintaining
by post. Reference sei should be maintained and applying retention registers.
separately.
5 LAWS & REGULATIONS
2-2 Biographic Register Incindes Foreign Service Act of 1946 and amend-
ments, Federal Personnel Manval and C8C directives
2-3 Foreign Service List of a general nature. Subdivide by source and/or
title of aet if volume warrants.
TLRC - 4
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PER-PERSONNEL
& AWARDS & COMMENRDATIONS 9 TRAINING & DEVELOPMENT {(Cont'd)
For agency employees, except safe-driving awards,
for which SEE: VEH 13. For awards to prominent 9.7 Seminars {F${)
persans other than agebcy employees and military On varicus subjects available to agency employees
pergonnel, SEE: POL 6-3; for awards to military at Fsl.

personnel, SEE; DEF 6-6.
9-8 Supervisery Troining
-1 Awards Commitiees

Subdivide by name if volume warrants. 9-9  University Studies Progrom
Cther than area and language training, for
-2 Cosk Awards which SEE: PER 9-1. Includes extension
Subdivide by type if volume warrants, COUTEES.,
6-3 Commendations 3-10  Teaching Materisls
6-4 Honor Awerds 9-11 Gradvation Exercises

Subdivide by type if volume warrants.

1¢ PERFORMANCE EVALUATIDN
6~5 Suggestion Program

Use for general material on program. Case file 10-1 Performance Raoting Committees.
individusl suggestions If volume warrants. Evcluation Ponels.
For Selection Beards and Promotion Panels,
6-6 Map-Federa]l Awards & Decorations SEE: PER 13-6.
7 APPEALS 10-2 Ratings. Appreisels,
Use for genersl materlsl on appeals system. For Includes appeals.

specific types of appeal, see under appropriate

11 CDMPENSATION

Use for determination of salary snd wage scales

3 ATTENDANCE & LEAVE and allowmnces. Subdivide by type of pay or

allowanece if volume warrants.

subject in outline.

Includes annual, sick, home, military and court
leave, leave without pay, absence for jury duty,
hours of werk, ete. Subdivide by type of leave if 11-1 Cost of Living & Quorters Allowences
Includes tewmporary lodging allowsnce. For
retail price schedules, SEE. PER 11-9

volume warrants.

9 TRAINING & QOEVELOPMERT
Subdivide by type if volume warrants, For training
in specialized fields (e.g., administrative operations,

11-2 Deductions

11-3  Education Allowonces
For educational travel of dependents, SEE:
TRV cutline,

communications and records, security, etc.), see
appropriate subject outline.

9-1 Areo & Language Training 11-4 Final Salary Clearance

Upon e ti:
9«2 Coreer Development ’ pasation of employee.

H-5 Locol Wage Rates

Inciudes surveys to determine Appropridate wage
rates and schedules for local employees.

9-3 Consvltation. Briefing.
inciudes debriefing returoed employees.

9«4 Executive Development 11-6 Overtime Pay

9-5 intern Program 11-7  Post Differenticl Allawonces

9-& Oriantation
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FPER-PERSONNEL

i1 COMPENSATION (Cont'd} 13 EMPLOYMENT (Cont'd)
11~ Representation Allowances 13«7 Recruitment
11-%  Retoi} Price Schedules 13-8 Retirement
Incindes Civil Service, Foreign Service and
-0 Separmian Allowances Soclal Security retirement systems, benefits, ete.
1331 Treasfer Pay 13-9 Termination
Use for resignation, separytion for cause and
12 CONDUCT & DISCIPLINE terminution of services through death.
Includes regulations and procedures governing
confiict of interest, insubordination, prohibited 13-31¢  Tronsfer Dut
political activity, intoxication, sale or burter of To other agencies or intemnational organizations,
nersonal property abroad, loca! currency trans- For transfer to new pssignment in field or in
actions of employees, acceptance of gifts, ete. Washingten with same agency, SEE: PER 133
Cuse file disciplinery actions on individual
employees in personnel folders. 14 HEALTH & MEDICAL CARE
13 EMPLOYMEMT 14-1 Policy. Plons.
Case file personuel actions on individusl emplovees Use only for papers which catinot be filed under
by tame in personnel folders, For reduction-in- more specific subjects listed under PER 14,

foree, SEE: PER 4-1
Y4-2 Reports & Statistics
© "3-1 Application for Employment
Case file individual applications by name if 14-3 Drgenizations & Conferences
walume warrants. Includes services provided to, or by other Federal

agencles. For specific medical facilities, SEE:

13-2  Appointment PER 146,
Includes initial appoiniment, oath of office,
reinstatement, reemployment after break in sery- 14«4  Medica! Exominations

ice, lateral entry from Civil Service to Foreign Includes medical clearances, walvers, fitness-

Bervice, ote. Subdivide by type of appointment foe-chiriy.

{e.g., competitive service, excepted service,

¥8, ete,) if wolume watrants. 45 Lows & Regultﬂi{ms
13-3  Assignment, Detail, 14-6 Facilities

Includes assignment system procedures and Imeiudes regional medical centers, bogpitals,

dctions, transfer to new assignment in field or in clinics, health rooms, laboratories, physical
Washington after home leave, length of tours of fitness rooms, eto,

duty at post, reimbursable details, et
14-7 Insuronce

lnciudes Federal Emplovees Heglth Renefits
Pian., For enmloyee life insurance, SKE:

13«4 Excominations. Tests.
Use for Board of Examiners for the Foreign

Service, Civil Service, language and other PER 15-7.
gualifying tests, ete. Subdivide by type if
volume wWarrants. 14-8 Diseases & Condiiions

Includes treatment, control, prevention, diag-
i3-5  Fair Employment Practices nosis, eradication, Qubdivide by type if volume
WHTTHNES.
13-5 Promation. Demotion. Selection Dut.
Includes Selection Boards, Promotion Panels, 14-9
el

{mmenizations. Inpocelations.
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PER~PERSONNEL

14 HEALTH & MEDICAL CARE (Cont'd) 15 EMPLOYEE RELATIONS & SERVICES {Cont'd)
14«10 Medical Supplies 15-11

lncome Tax

. For assistance to employees in preparing tax
14~-11 Evacwation

For medical reasons, or for rest and recupera-

thon. 15-12 Hausing Services
Includes assignment of staff honsing and assist
14-12 Sofety. Accidents.

Inctudes safety programs snd claims under

forms.

ance in locating other housing.

Federal Employee’s Compensation Act. For 15-13
building safety program, S8EE: BG 13

Lacater Services
Includes home leave and next-of-kin addresses.

15 EMPLOYEE RELATIDNS & SERVICES 15-14  Political Activities

Includes benefits derived by employees. Use for information provided employees on

voting rights and authorized political activities.

15-1 Compaigns. Drives. For illegal activities, SEE: PER 12.

Such as UGF and health fund-raising drives,
tood donor campaigns, ete. Subdivide by type if 1515
volume warrants.

Recreation
Includes social activities, clubs, hobbies,

. . DSRA and other recreation and welfare associa-
15«2 Commissary Services

Includes munagement and stocking of commis-
saries, post exchange (PX) privileges, efc. For 15.14  Tart Cloims
restaurant, cafeteria and snack bar facilities in
government buildings, SEE: BG 12

tion activities.

Use for administrative settlement of such clatms "
resuiting from negligence, wrongfal acts, or
omissions on the part of employees.

15-3 Employee Unians

1817 Credit. Biils.

15-4 Emp]ayee Vehicles Includes credit inguiries and bill collecting.

Other than shipment, for which 3EE: TRV 14.
{ncludes assistance in obtalning drivers® 16 SECURITY

Heenses, regulations relating to sale, etc. Use for genersl matesial on security joveatigations

of employees, fingerprinting, ID cards, ete. (age
file investigations on individual employees by
pame. For name check procedures, 3EE: §¥ 10;
for sgcurity survey reports, SEE: Y 2-2.

i5-5 Credit Union
15-6 Employee Weltare Fund

15-7  Life insvrance 16-1

Penetration _
Use for attempts to compromise agency persoanel,
inciuding locals, by any means fo obtain security

15-8 Grievances
Other than appeals.

information.
15-%  Dependent Educatian 17 DIPLOMATIC TITLE & RANK ”
For assistance to community schoecls abroad for
cducation of dependents of employees, SEE: 18 POSITION DESCRIPT;ONS‘ CLASSIFICATIDN.

EDY 9-5; for educaticnal allowances, SEE:
FPER 11-3; for educational travel of dependents,

SEE: TRV outline. 19 PERSONAL STATUS
Of employees, such as marriage, divorce ar other
15-10  Hause Drgans name change, dependency status, ete. Hxcludes
Fublished by or for employees.

Includes job standards.

security investigation and clearance of intended
spouse, far which SEXE: PER 16.
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PER {p. 5}

PER-PERSONNEL
20 EMPLOYEE MORALE

Other than thaet affected by disciplinary actions
and specific employee grievances, for which SEE:
PER 1Z and FER 15 8, respectively,

21 MILITARY SERVICE STATUS

For military feave, SEE; PER 8
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PR {p. 1)

PUBLIC RELATIONS

Instructions

Use for papers on agency relations with the general poblic, including individual citizens

and private groups

Inciuded are routine requests for information, praise or criticism of

policies and programs, and efforts to keep the public informed through various mass com-

munications media,

SEE: INFORMATION cutline for USIA progeam in general, including
public information activities conducted for other Federal agencies

overseas.

Also includes information activities within a country

and its use of information media to influence the opinions, at-
titudes, behavior, etc., of enemy, neutral or friendly peoples on a

mass scale

CULTURE, MOTION PICTURES, PRESS & PUBLICATIONS,
RADIO and TELEVISION outlines for efforts to promote interest in
and understanding of American culiure, policies and objectives
through specific media programs and services conducted by USIS

OVErSens,

PR-PUBLIC RELATIONS

GENERAL POLICY. GUIDELINES, COORDINATION.

Use only {or material which cannot be filed under
more specific subjects in thix outline,

8

9-1

9.3

W

H

RADIG & TV RELATIDNS
Includes clearances. Subdivide by name of network

and program if volume warrants.
AUDID-VISUALS
Films, Filmstrips. $lides. Recordings,

Exhibits & Displays.

Such as lobby and window displays for public
information. For those produced or sponsored by
USIA and Binational Centers, 8EE; CUL 8

Fhotographs
Except reguests for, for which SEF: PR 13

PUBLICATIONS

Prepured for public consumpiion. Includes prepars-
tion (other than editorial services), ¢lesrance and
distribution. Subdivide by title of publication,
such as “‘How Fereign Policy is Made,!” ‘“Depart-
ment of State Bulletin, ' “‘Foreign Policy Hriefs, '

gte, For reguests for publications, SEE; PER 13;

for editorial services and publications control, SEE;

Fav 7.

PRESS RELATIONS

Subdivide by nume of newspaper, magazine or
press servies if volume warrants,

2 GEHERAL REPORTS & STATISTICS
Use only for materinl which cannot be filed under
more specific subjects in this ootline.

3 {Reserved for fufure yse}

4 {Reserved for future use)

5 INVITATIONS
Oither than to spesk before nongovernmental
groups, for which SERE: PR G,

& NONGOVERNMENTAL LIAISON
Subdivide by type of public or private group and/or
nume of organtzation if volume warrants,

§-1 Spedker Service

6«2 Community Relations

6-3 Meetings & Conferences

7 APPOINTMENTS, INTERVIEWS,
With private individuals. Includes letters of intro-
duction. Arrange alphabetically by name of vigitor,
For press interviews, SEE:; PR 11-3; visits and
tours, SER:; TRV outline.

TLRC - 4
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14

RECORDS CLASSIFICATION HANDBOOK

PR—PUBLIC RELATIONS "

i1

-1

11-2

11-3

114

PRESS RELATIONS {Cont'd)

Accreditation
subdivide by name of correapondent if volume
warrants.

Press Releases
subdivide by source and arrange chronelogically
or nomerically if volume warrants.

Press Conferences. Interviews,

Includes guidances prepared for use at confer-
ences or in interviews, Subdivide by type {e.g.,
Presidential, Secretary’s, etc.) or name of per-
ason if velume warrants.

Special Events Coverage
Includes arrangements for coverage. Subdivide
vy name of event if velume warrants.

12

12-1
i3

13-1

SPEECHES

Includes material for use in speeches, clearances
and copies of speeches, arrangements for speeches,
and requests from governmental sources for
speeches. Subdivide by name of speaker and
arrange by date. An extra copy may be filed
subjectively if desired.

Speech Clesrance

PUBLIC OPIKION & INGUIRIES

Includes requests for information, publications,
photos, ete.; criticisms, complaints, and commenda-
tiong; aponymous, crank and begging letters; polls
and surveys, etc. Armrange by name of individual

or organization if volume warrants {unless returned
to sender).

Petitions & Resolutions

13-2 Palls & Surveys

4/1/65
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SECURITY

fnsteructions

Use only for papers of a general nature on the development, coordination and administra-
tion of security policies and programs, These will be concerned primarily with the
agency, overseas posis and other Federal agencies, but may algo include liaison with
security and law-enforcement agencies of othet nations,

SEE: BUILDINGS & GROUNDS outline for material relating to physical

and technical security.

COMMUNICATIONS & RECORDS outline for procedursl security
{e,g., handling, control and downgrading of classified records and
information), cryptographic secutity, ete,

EMERGENCY PLANNING cutline for security aspects of emer-
gency and evacuation (E & E), emergency relocation and vital

records programs,

PASSPORTS & CITIZENSHIP cutline for passport security.

PERSONNEL outline for personnel security,

SY-SECURITY

w1 GEMERAL POLICY. PLANS, COORDINATION,

Iricludes coordination of program with other
sgencies,

-1 §Y lustructions
1«2 RSS insiructions
i-3  Post Instructions

2 GENERAL REPORTS & STATISTICS

2-1  Mosthly Stotus Reports

. 2= Security Survey Reports

Arrange by name of post and thereunder by
facility if volume warrants.

3 ORGANIZATIONS & CONFERENCES
Includes security reguirements of international
organizations, such ag NA'TO, SEATO, UN, etc,
Subdivide by name if volume warrants, For Attorney
General's Hst of organizations, SEE; SY 14-4; for
lists of local grganizations, SEE: §Y 14.5,

4 AGREEMENTS

5 LAWS & REGULATIONS
Use for material which cannot be filed under one of
the more specific subjects in this outline. Subdivide
by source if volume warrants, For investigative
procedurss, SEE; 5Y 14,

6 SECURITY OFFICERS

Use for designations, relations with, lists of, ete.
For T control officers, SEE: CR 16-2,

-1 Regional
£-2 Post
6-3  Unit

7 VISITS OF DIGNITARIES
Lize for protection of foreign dignitaries visiting U, 8,
and prominent V. §. officials on trips abroad. Sub-
divide by name if volume warrants.

§ VIOLATIONS

Use only for regulations and procedures governing
violations, overall reports, etc.

% TRAINING PROGRAM

Covering all aspects of security, Includes visual

aids and records of security orientation.

TLRC - 4
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SY-SECURITY

1

12

1

H

NAME CHECKS

Use only for regulations and procedures governing
checks on names of individuals for security pur-
poses and atatistical reports thereon.

CRANKS

Use faor material not warranting individual case

filing. For crank letters, SEE: PR 13

THEFTS

Use for material not warranting individual case
filing, ’

RIOTS & DEMONSTRATIONS

Use only for role of gsecurity officers,
POIL. 23-8 for political aspects.

SEE.

INVESTIGATIVE PROCEDURES

Use only for material of a2 general procedural nature
that cannot be filed under specific security pro-
grams {e.g., personnel security, for which SEE:
PER 16, passport security, for which 8EE:

PPT 18, etc.)

14
mLs

INVESTIGATIVE PRDCEDURES (Cont'd)

Locol Pracedures

14~7 Souvrces of Information

14-3 General Certification Stondards

14-4  Attarney General's List

14~5 List of Local Organizations

15

INDUSTRIAL SECURITY

Use for program to obtain securify clearances of
industrial, educational and other facilities and
personnel. In some cases these facilities and serv-
ices are confractual in nature; in others educational
institytions have been granted custody of agency
classified records for research purposes. Includes
the procedures for the release and uge of classified
information by these facilities. Case file papers
on individual companies or institutions by name.

4/1/65
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TRY {p.

)

H

TRAVEL & TRANSPORTATION

instructions

Use for papets pertaining to policies, regulations, and procedures regarding the travel of
personnel on official business, the fravel of their dependents, and the transportation of

their effects,

SEE: EQUIPMENT, SUPPLIES & SERVICES outline for the shipping of
supplies and eguipment other than household effects.

VEHICIES cutline for acquisition, maintenance, use, etc,, of

government-owned vehicles.

LEGISLATIVE & LEGAIL AFFAIRS outline for trips by Members of

Congress (CODELS)

Use also for papers on the travel of specific individuals and groups. This includes not
only employees and their dependents, but also the vigits, tours, and trips of other in-
dividuals and groups in public or private life, except Members of Congress, where the
main emphasis i8 on travel arrangements, File aiphabetically by name under the primary
subject TRAVEIL & TRANSPORTATION. However, in offices where the purpose of a
visit or mission iz of most significance, papers about visits and missions should be
filed undet the appropriate subject outline {e.g., POLITICAL AFFAIRS & RELATIONS,
TRADE PROMOTION & ASSISTANCE, DEFENSE AFFAIRS, etc. )

" TRV-TRAVEL & TRANSPORTATION

GENERAL POLICY. PLANS. COORDINATION.
Use only for material too general to be filed under
more specific subject in outline. Includes inter-
sgency relations and coordination.

GENERAL REPORTS & STATISTICS

Use only for material too general to be filed under

more specific subject in outling. Includes statistical

reports, DA weekly SITREPS, et

CONFERENCES

DESPATCH AGENCIES {1.5.)

Aubdivide by location if valume warrants,

LAWS & REGULATIONS
Includes local laws, regulations, and procedural
handbooks.

CARRIERS
Subdivide by type {e.g., air, rail, truck, etc. ¥ and/or
name tf volume warrants,

Rotes, Fores,
Use for general information only. For freight
rates and lariffs on household and personal effects,
SEE: TRV I4-1.
RC -4

6 CARRIERS {Cont'd}
-2 Routes & Schedules

§-3 WUse of Americon and Foreign Corriers
Use for general policy and regulations,

7 TRAVYELER INSURANCE

8 TRAVEL ALLOWANCES -

Includes per diem and mileage rates, travel
sdvances, ete

% TRAVEL AUTHORIZATIONS
Includes requests for
of a regulatory or procedural nature, Those for
specific travelers should be filed in their ravel
folders.

10 TRAVEL PRIORITIES
11 TRAVEL YOUCHERS

se for procedures re preparation and submission.
For accounting aspect, SERE; ACC 17 and 20,

tise only for general material

/1/65
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TRV-~-TRAVEL & TRANSPORTATION
12 LOCAL TRANSPORTATION 14 HOUSEHOLD/PERSONNEL EFFECTS (Cont'd)

Includes use of taxis, tokens, ete, For motor

pool, SEE: VEH 12. 14-11 Leading. Unleading.

Includes pier charges, demurrage, eto.

12-1 Use of Private Vehicle 1412 Strikes
13 PASSPORTS. !MMUNIZATEONS Effect of sirikes on government shipments.

Required by official travelers. Includes visas.

14-13  Parts of Entry
14 HOUSEHOLO/PE RSONAL EFFECTS. Inchiides port charges, Subdivide by location I

. . volume warrants,
includes vehicles and unaccompanied baggage.

Subdivide by impoert and export shipments if volume

14-14  Expart/Import Declorations
warrants,

14-1 FEreight Rates & Tariffs 15 ASSISTANCE TO TRAVELERS

Uuse for general material only. File papers relating
to specific individuals under TRV by name.

subdivide by type if volume warrants. Includes
discount rates.

14-2 Customs Clearance 151  Acknowledgments, Commendations,
14-3 Goverament Bills of Loding 15-2 Custams, Health & Immigrotian

3 seleral terial only, not individual GBL's. .
For goueral material only, not individual GBL's 153 Government Tronspertation Requests

t4-4 Loss or Damage

. 15«4 ltineraries & Reservations
Inciudes claims.

14-5 Pecking. Crating. Unpocking. 15-5 Limausine Service

inciudes methods of packing, boxing rates, etc.

156 Mecting Travelers
14-6  Storege & Worehousing

Subdivide by name of company and/or location
if volume wearrants,

16 FREIGHT FORWARDERS

subdivide by name and thereunder by Dscal year
if volume warrants,

147 lnsurance 16-1  Genersl Pelicy

14-8  HMerking

Inciudes consignment information.

14-2 Reports & Satistics
14-% Oroyage 163 Coamplaints
14-10  Shipping 16-4 Contracts

Inciudes methods of shipment {e.g., rezidence-
to-residence, eto.)

s ' TLRC- 4




RECORDS CLASSIFICATION HANDBOOK VEH (p. 1)

YEHICLES

Instructions

Use for pupers on the acquisition, use, maintenance, and disposition of govemment-
owned automobiles, trucks, aircraft, boats, and other vehicles, Case files on individual
vehicles may be established as required.

VEH-VEHICLES

1 GENERAL POLICY 11 ASSIGNMENT & USE

For motor pool, SEE: VEH 12,
2 GEMERAL REPORTS & STATISTICS

i1-1 Credit Cards

3 ACCIDENTS
For cluims of injured emplovess, SEF: PER 14-12. 11-2 lnspection
4 LOSS & THEFT 11-3  Dispatehing & Scheduling
5 LAWS & REGULATIONS 114 Drivers’ Licenses
6 ACGQUISITIDN. REPLACEMENT. 11-8 Licerse Plafes

Inciudes purchagse, titles, rental, eto.

11~ Operators’ Permits
7 INSURANCE

12 MDTDR POOL. CHAUFFEURS.
8 (Reserved for future use}

11 SAFE DRIVING AWARDS
% MARKING & IDENTIFICATIDN

14 {Reserved for future use)

10 MAINTENANCE & REPAIR

Includes parts (e.g., tres, twbes, ete.} and 15 DISPOSITION
monthly gascline usage. Includes sale, transfer, eto.
T 4/1/65
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Instructions

CONSULAR AFFAIRS (GENERAL)

Use for papers which deal in a general or collective way with consular services (L.e,,
papers which do not pertain solely to visa matters, passport and citizenship matters,

or protective setvices ).

SEE. VISAS outline for matters regarding that subject.

PASSPORTS & CITIZENSHIP outline for matters pertaining to

those subjects.

ADMINISTRATION outlines for purely administrative matters,
such as personnel, budget and finance, communications and

records, eto.,

CON-_CONSULAR AFFAIRS (GENERAL)

] GENERAL POLICY. PLANS.
2 REPORTS & STATISTICS
2-1 Consular Services Report
3 MEETING & CONFERENCES
3.1 Consular Officers

4 TREATIES & AGREEMENTS

5 LAWS & REGULATIONS

FEE COLLECTION & CONTROL

{Reverved for future yse)
{Reserved for futyre ysel

TRAINING

B cumsular operations,

CONSULAR AGENCIES. AGENTS.
Une g

Ly

endy for consular activities, For administra-

il cEppropticte subject outline,  Sube

divide by navie and lovation of consular agency i

volume wartanls.

4/1/65
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PASSPORTS & CITIZENSHIP
PPT

Instructions
Use for papers pertaining to passport, registration, and citizenship mattess,

Materials on specific individuals should be filed by nume, disregarding the subject
breakdowns shown below under the primary subject PASSPORTS & CITIZENSHIP.

Extra copies of documents on individual cases which contain useful policy and
precedent information may be filed under appropriate subjects in this outline,

SEE: ADMINISTRATION outlines for matters relating to
organization, budget and finance, personnel, ete.

Special Methad of Arrangement:

1. By act and section under appropriate subject:

PPT.PASSPORTS & CITIZENSHIP

1 GENERAL POLICY. PLANS, COOROINATION, 5 LAWS & REGULATIONS {Cont'd)
Use only for material which i o hroad in content
that it cannol be filed under nne of the mere 5«1 Foreign Affairs Manval (B FAM}

specific subjects elsewhere in this cuwtline.

5-2  Clerk of Court Hondbosok an Passports
2 GENERAL REPORYS & STATISTICS

Uee anly for material which cannot be filed 6 FEES
under one of the more specific subjects elsewhere Inclades materinl on collection, refumd and
in this outline. recording reguiremants and procedures retating to
paziapori and citizenship seivices. SEE: PPT 10-8
3 ORGAMITATIONS & CONFERENCES for pansport fees,
Use only for material which cannct be filed under
one of the more specific subjects elsewhere in 7 TRAVYEL CONTROL
this cutline, Subdivide by name of organization Inviades foreign travel restrictions viewed from {he
and nusme, date, and location of conference, if stonpdpoind of thelo effect on U8, travelers, Sub-
volume warrants, BEE: CON 3-1 for Consular divide by country i volume warrants,  Includes
Officers Conferences, PPT circalars on sobjecte Tor travel controls of
foreinn coumiries net affecting U8, fravelsrs,
4 TREATIES & AGREEMENTS SEE POL 231
Use only for material which cannot be filed under
ane of the more specific subjects elsewhere in 7-1 Foreign Lows er Entry and Departore of 1.5,
this outline. Citizens

Sebdevide by country f volume warrants,

5 LAWS & REGULATIONS

Use only for material which cannot be filed under -2 Dming Hotional Emergency
une of the more specific subjects elsewhere in Al waterial bearing on travelonntrol under law or
this putline, regulations of the United States, exceopt actual

WA eTneipoaey awdesial,

TL:RC - 4 4/1765




PPT {p. 2)

RECORDS CLASSIFICATION HANDBOOK

PPT~PASSPORTS & CITIZENSHIP
7 TRAVEL CONTROL {Cont'd}

7-3

Buring Time of War
Malerial, actual or propesed, relating to travel
control i time of war,

8 {Reserved for future use}

% NATIONALITY

9-1  Acts {Stotutory}
subdivide chronologically by act and section,
Code by specific stalite rather than subject
whenever possible,
9.2  Administrative Decisions
[oviudes policy regurding letters of attestalion
an Lo citizeashin,
9.3 Birth Abrood of 1.5, Citizen Parentls)
9-4  Birth Abroad Qut of Wedlock
9.5 Legitimation
9.6 Coencubines
9.7 Birth in the United States
9-8 Birth or Residence in Territories or Possessions
9-9 Certiticates of identity
9-10 Court Decisions
9«11 Dual Natienality
9-12  [vidence Supporting Acquisition or Loss of
Hationolity
§-13 Foreign Passports
Wge only for eifect of foreign pagspor] on
salionality. SEE: V 10 for samples of foredign
passports and as reguirement for visa issuance.
¢-14 Involuntariness (Duress}
9-15 Legislation
9-16 Loss of Nationality
9-17 Lass of Notianality - Exemptions from
4/1:65

9 NATIONALITY (Cent'd)

2-18

2-19

9-20

§-24
§-25
9-26
§-27
9-28

2-2%9

Marriage ¢nd Divorce
lnetudes commaon law relationships, plural
mairisges, el

Military Service

Minors

Inciades documentation and adoption.
Naturalization

Nateralization - Cancellation

Naturclized Citizens

Passport ond Nationality Cards
Protection

Repotriation or Resumption of Nationality
Residence ~ Physicel Presence
Retention of Nationality

Freaties ond Conventions

10 PASSPORYS

101

10-2

18-3

164

19-3

19-6

10-7

Passpart Accountability
Llae for procurement inventory, and all matiers

relating to blank passport hooks.

Passpart Format

O passport ook,

Possport Applicotion
Line for bormal, preparstion, oalh, execution,
processing ol olher matiers relaling 1o the

appiication

Evidence

Reguired in applyivg lor a passport,

Passport Processing

Preparation, mailing, etc., relating to the passe
peart ool

Passport Fees

Authority to Issue Possports

TL:RC - 4
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PPT~PASSPORTS & CITIZENSHIP

10 PASSPORTS (Cont'd)

10-8 Possport Renewal

10-9 Passport Amendment, Extension, Velidntion
Includes any endorsement other than renewal,

for which SEE: PPT 10-8,

16-16 Passport Cancellatien
Use only for physical csncellation.

10-11  Last or Stolen Possports

13-12  Special Groups
Subdivide by organization, i.e., Boy Scouts,
&te,

10-13  Puassport Services
General-services not specified,

16-14 No-Fee Passport
Uae only for material that cannot be filed in
categories PPT 16-15 thru 10-19,

10-15 Diglomatic Passport
The passport cstegories {10-13 thru 10-19)
should be used when it 18 necesgary or
desirable to establish and maistain a com-
plete, separate record on these categories as
such,

16«16 Regular Passport

10-17 Otficial Passpost

16-18 DBependent Passport

1819 Service Possport

i1 REGISTRATION OF CITIZENS

12 REPORT OF BIRTH

121 Certitication of Birth

13 MARRIAGE QF CITIZENS ABROAD

14 DENIAL OF PASSPDRTS

14-1 Communists
2FUFR 51,138

14 DENIAL OF PASSPORTS (Cont'd)

j4=2 Fugitives from Jestice
22 CFR 51,136 (&)

14-3 Prejudicicl Activities { Foreign Relotions)
22 CFR 51,136 (b

14-4  Prejudicial Activities {115, Interests)
A7 CFR 51,136 (&)

14~5 Geagraphica! Restrictions Yiolations

14«86 Trave!l Central Violatians
Immigration and Nationality Act 1953,
Reo, 25 B USC jiss

14-7  Birth and identity

i4~8 Civil Action Cases

14-9 Repotriation Laans

14~10  Administrative Procedures
Informal hearings and Board of Pagsport
Appeals,

7411  Aliens

14~12  Mental Cases

14-13  Miners

Inciudes child cusiody,
15 FRAUDULENT ACTIVITIES
15-1 Altered Passports
15«2 Mutilated Passports
15+3 Counterfeit Passports
15~4  Other Froudulent Activities
15«5 Criminal Prosecutions (Fraud)
16 PASSPORT SECURITY
16-1 Communist Organizations & Activities

16-2 Espionage

TLRC - 4
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PPT (p. 4) RECORDS CLASSIFICATION HANDBOOK

PPT-PASSPORTS & CITIZENSHIP

16 PASSPORT SECURITY {(Coent'd) 17 TRAVEL DOCUMENTATION
(Other than passports. Subdivide by type of
16-3 Other Subversive Drganizations document or class of individual using such

docoment if volume warrants,
164 Criminal Prosecutions {Communist}
Under Section § of the Internal Security Act of
1950 €50 USC 785)

16-5 Liaisen Activities
With other Government intelligence/security
agencies,
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PROTECTIVE SERVICES

Instructions
Use for all consular services performed abroad for the protection and welfare of persons,
firms, and their property, including vessels and aitcraft, seamen and alrmen, Included
sre services petformed on behall of other Federal agencies and their beneficiaries,
and services for individuals involving contacts with local suthorities.

SEE: VISAS outline for matters pertaining to those subjects,

PASSPORTS & CITIZENSHIP outline for matters pertaining to
those subjecis,

ADMINISTRATION outlines for matters relating to organization,
budget and finance, personnel, elc.

Speciai Methods of Arrongement:

1. By country whose interests are being protected followed by the country in which they are being
protected;

w, When volume warrants only a primary feldern b, When volume warrants suhdivision by
appropriaie subject breakdowns:

[ 78 - PROTECYTIVE seRvIcEs

“UE :‘:E:EEE""} F%""ELK'"E cizuve, Damage. UL ks |

2. By name of specific person, firm, vessel, etc,, as a case file:

i, When it is desirable to keep all papers on B, When it iz desirable to keep similar types
an individual together in the file: of cases fogethen
o Sy T e e _i
E"( i‘ . X mx,...._"_
S 9 Deaths & Estates Wheteahowts R .
RROWN, John J o T PETTNE Welfare & Caok, Paul &
%, John J. I ¢ e
P B Frocectden of Properiy ] Whereahouts
[.mwxm.};h;_ . e Tyl T T N
L3 . . raadiiianas
18 Jub Welfare & i Whereszbouts
i’ Wheresbauts 1 o

PS



RECCRDS CLASSIFICATION HANDBOOK

P5-PROTECTIVE SERVICES

GENERAL POLICY

iise ondy for material which s 8o broad in content

7 ASSISTANCE TO CITIZENS (Cont'd)

that it cannot be fijed under one of the more specific 7-2  Assistonce with Local Authorities
subjects elsewhere in this outline, Jucludes eliaining work permits, drivers?
licenses, gerwits to engige in professions and
2 REPORTS & STATISTICS comluct religious services; Heenses fo wed,
Use only for materiel which cannot be filed under {isli, hunt, and keep pets; permits to tronsfer
one of the more specific subjects elsewhere in this fupds; and bhelp in abisining copies of public
outiine, records,
3 ORGANIZATIONS & CONFERENCES 7+3  Compulsory Military Service
Use only for material which cuannet be filed under Use only for cases involving conscription into
one of the more apecific subjects elsewhere in this aned release from foreign military service, Do not
outiine, Subdivide by name of organization and s for material on assistanee to Selective
name, date, and location of conference, if volume Service Systew in registering U8, nationals, for
wurrants, Includes voluntary aid crgunizations, and which FE: PS§ H1-2
focal organizations with which contacts are
maintained. 7-4 Exclusien. Deportation.
Inclodes hearings and other actions relutive
4 TREATIES & AGREEMENTS thereto, For visa function of altainiog pass-
Use only for material which cannot be filed under ports for retarn of aliens, SEE: v 2L
one of the more specific subjects slsewhere in thig
outtine, 75 Seamen & Airmen Services
Cae lar materinls on the shipment, shangliaiing,
5 LAWS & REGULATIONS wnpressment, diseipline, discharge, desertion,
Use only for material which cannot be filed under matiny, iii-treatment, reliel, ete., of seamen,
one of the more specific subjects elsewhere in this srel serviees la alrmen, except in oivil aircralt
sutline, ueeidents, for whicli SEE: P3 12, SEERE: PS 2 for
cotnsular reparts of death and materials on the
& ASSUMPTION & TERMINATION DF PROTECTIDN dispoaitian al seaswents effcats,
Proposals and arrangements for the transfer or
relinguishment of office in case of assumption or 7-6 Welfare & Whereobouts
termination of protective services of one country Includes lecaling and assisting ill, injwed, in-
by another, capacitated, stranded or missing persons,
delivering wessspes to them, financiul aid, child
7 ASSISTANCE TO CIT!ZEHS eustady ar other family disputes, and
Subdivide by class of persons (e g., missionaries, eviruaiion, whether in normal siiuations or in
POW's, civilian internees) if volume warrants. times ol disaster, epidemic, atress, or givil
For services to veterans, SEE: P§ 11-1, for comration,  Includes finuncial axsistance for
services in aircruft accidents, SEE: PS 12, repatristion purposes, Subdivide by type of
gorvice perforieed il volume warrants,
7«1 Difenses, Arrest, Detention.
Alleged or actual offenses againsat local law 8 PROTECTION OF PROPERTY
{smuggling, currency violations, assault, homi- B ludders relipions missions, Designate nationality
cide, blackmaif, slander, libel, ete.), and such af owuer sl couniry i which protected, Sub-
related matters as bail, fines, penalties, divide by type ol case as below if necessary,
probation, right to visit, and access to legal For property elaims, SEE: P8§ &4 for protection
remedies. Subdivide by type of offense if af propeity in civil aircraft sccidents, SEE: PS 13,
reguired, For cases arisitg under SOF agree-
metits, SEE: DEE 15-3. 8-1 Diplomatic & Consular Property
Erwe anly for maierials on diplomsatie and consular
praperty ploved under the profection of
auwther copntry.
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PS-PROTECTIVE SERVICES
8 PROTECTION OF PROPERTY (Cent'd) 10 JUDICIAL & LEGAL SERVICES (Cont'd)

82 Froudulent Schemes 10-1  Authenticetions, Notarials,

Includes sdministering caths, taking of
8-3 Private Ownership Disputes

Includes segess to, management of, and dis-
position of holdings (bank accounts, realty, 182 Depositicms & Letters Ragniory

chattels, copyrights, securities, accounts Taking testimony, witness stalements, etc.
receivable) and litigstion of disputes,

acknowledgments, eto.

103  List of Astorneys

B-4 Seizure. Damoge, Compilation and submission of. For matters per-

Includes wur damage claims, nationalizstion, taining to the List of Attorneys as a type of
requisitioning, blocking, confiscation, se- wrade list, SEE: TP 16

questration, intervenlion, or other taking or

control, and recovery of property. SEE: 10-4 Extradition

INCO 13-2 for general matters pertaining to For deportation, SRE: V 21 for general matersl

naticnulization and expropristion of property, and V - name for individual cases.

8-5 Vessel & Aircraft Services 11 FEOERAL BENEFITS & SERVICES

Eatry and clearance of vessels at forelgn ports, Includes delivery of Treasury checks, census

and other consular services to merchant vessels enumeraticn, Selective Service registration and

of the United States and of countries whose ipvestigutions, and other zervices performed on
interests are being protected by the United nehalf of other Federal agencies. Subdivide by

States, For assistancs in eivil aircraft accidents,
SER: P51z

name of sgency if volume warrants,

11=1 V¥eterans
9 DEATHS & ESTATES

Includes removal of remains, burlal, estates 11~2 Selective Service
and their settlement, gusrdianship of children,

ete,, exeept in case of deaths resulting from 11-3 Treasur‘f

civil aircraft accidents, for which 8EE: PS8 12,
Forms 192 mey be arranged by name of person

11-4 Socicl Secority

under this heading if reguired,

12 CiVIL AJRCRAFT ACCIDENTS

Inctudes all consular services provided to assist

16 SUDICIAL & LEGAL SERVICES

Subdivide by type of service if volume wasrants, vietims, protect personal property and aivcraft,

B oimdividual is involved, file in his name case. and hundle deuth matters, Arrange by name of

Includes tuking of acknowledgments, protests, accident.

and recording of unofficial doecuments upos
reque s,
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VISAS

Instructions

Use for pupers pertaining to the issuance of visas to aliens seeking entry into a country
as immigrants or nonimmigrants and to their exclusion, deportation, or departure,

Materiuls on individual aliens should be filed by name of alien.
Extra copies of documents on individual cases which contain useful policy and

grecedent information may be filed under appropriate subjects provided in this v
outline.

SEE: ADMINISTRATION outlines {or matters relating to budget,
supplies and equipment, communications and records,
personnel, ete.

EDUCATIONAL & CULTURAL EXCHANGE outline for policy
regarding exchange vigitor program and walvers granted
thereunder.

Specicl Method of Arrongement:

1. By category of ulien {(Immigrant - IV or Nonimmigrant - NIV)

a. Whes volume warrants only a primary folder b. When volume warrants subdivision by
appropriate subject breakdowns:

¥ - VISAS (NIV) ¥ 10 Documentation {1V}

V.-VISAS

1 GENERAL POLICY. PLANS, COOROINATION, 3 ORGANIZATIONS & CONFERENCES
Use for maderiats on generad policy, planning end Use for waterials of a general sature on local,
cunrdination on viss matters in the Department of autional, or imternational organizations and cou-
State and between the Departmeul and other farences, cxreept U8, Government agencies, for
@pencieds, Subdivide by name of agency U re- which SEE: v 1. Subdivide by name of vrgani-
guired (g, INS, USPHS, ote). zatiown and neme, date, dnd lecation of confer-

enue if volome wurrants, SER; CON 3-1 for

2 GENERAL REPORTS & STATISTICS Consular Officers Conferences,
Use for geueral reports and statistics on visy
wistters which counet e filed onder a more specific 4 TREATIES & AGREEMENTS
sulsjoct in this ot line. Use only for materia? which canpot be filed under

g of the more specific subjects elsewhere in this
- 2-1 immigration Trends cutline,

4-1 Reciprocity
Use for materials on reciprocity agreements and

negotintions which either cannct or need not be
fited ander o wmore specifie subject in this outline

[ep., fingempriotingl.
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V--VISAS
§ LAWS & REGULATIONS

Uze anly for bills, laws, regulations, Fxecutive
arders, proclamations, decrees, ete., affecting
U5 visa operaiions, For foreign laws and regula-
tions not affecting 118, visa operations, SEE:
POL 23-10

6 FEES
Except Tees {or medicel examinations, for which
SEE: Vo 4.2, Includes materials on collection,
refund, recording requirements and procedures, and

reciproe ity

7 APPLICATION

Lise for materials on registration, execution, and

other matters relating to application procedures,

8 CLEARANCE
Hze for materials on vlearance procedures and re-
quirenents, incheling requirements of host

country.

§ CONGRESSIONAL INTEREST

Provedures to expedite cases in which & member

af Conpress 1y inferested,

16 DOCUMENTATION
Includes requirements of Section 222 {b) of the
Immigration and Nationsbiiy Act, civil decuments,
spamen’s documents, foreign passports, and other
travel documents; availability of documents sbroud;
less or mutilation, and use in court cases,

-1 Waivers

11 ELIGIBILITY, INELIGIBILITY,
Inciudes reguirements, procedures, refusals,
wabivors, temporary admission, and related matiers,
sublivide by class or grounds of eligibility, or in-
eligilility, as follows, if volume warrants.

11-1  Waivers
Uise ouly for waiver matters whreh do oot perfeio
silely to one of the specific classes which

fallow,

11-2  Criminals
Specify type of crime if required {o g, moral
turpitude, polypamy, narcotics addicts or
traffickers, procurers, prostitutes, eto)

11-3  Qecportees. Removals,

4/1/65

1 ELIGIBILITY. INELIGIBILITY {Cont’d)

1-4 Qeserters, Draft Evaders,

Includes materinls on Armed Forces deserters
and draft evaders,

11-5 [Elierotes

116  Mental & Physical Oefectives,

Cross reference to V 11-8 if desired.

11-7  Subversives
Includes pelitically objectionable aliens.

11-8  Public Charges

Includes paupers.
-9 Stowawoys
110  Military Exemption

12 ENTRY
Materials on entry requirements for U.8.-
adminisiered areas, Includes border and de-
peudent areas, and ports of enfry.

13 AQOPTIONS & ORPHANS
Includes materials on adoption requirements
and procedures of host country, how to locuate
children for adoption, guardiunship, and
eligibility requirements.

1 FINGERPRINTING

Inciudes materiala on post requirements amd
procedures,

15 INVESTIGATIONS
Use for muterisls on investigative procedures,
persons of firms engapged in or allegedly engaged
in fraudulent visa activities, Subdivision of the
latter type materials may be made by country, and
name of firm, attorney, or concern involved,

15-1 Froud

16 1SSUANCE

Includes materials on issusnce procedures, sched-
uling of appointments, format of visa stamp, etg,

17 LOOKOUT
includes materials on procedures and in-
sfructions listing names of persons, agencies, or
Firms placed on the “Lookout' list.

TL:RC -4
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V--VISAS

18 GUOTA CONTROL

181  Allotmen?

18-2 Reports & Stofistics

18-3 Chargeability

18-4  Priority

18-5  Waiting Lis?

16 REPLACE YISAS

20 REVALIDATIONS. TRANSFERS,

2} DEPORTATION

Use for materials other than those on gpecific name

cases, For consular ageistance in exiradition
cases, SERE: P8 14-4.

722 EXCHANGE VISITOR PRUOGRAM
Ietudes coples of netifivations of program
degipnations. For policy governing program and
walvers, S EDXY 33

23 TRAVEL FACILITATION

Use for materials on the travel facilitation
program #5 it relater fovisa maiters only.

24 MEDICAL EXAMINATIONS

24-1 Suppert Agreements

Entered into with the 1.8, Public Health
Survice,

24-2 Fees

Use only for materials on fees for medical
examinations,

24«3 Physiciens

Use only for materials on examining physicians,

25 TRANSPORTAYION CORTROLS

Inciudes materials on fines, bonding agreements,
signatory and nonsignatory lines, Subdivide by
tvpe (e g, atrlines, shipping lines) and by name,
if volume warrants,

VISA CATEGORIES

The visa catepories shown below should be used when it is necessary or desirable to
arrange papers into such specific classifications, rather than the more general
"Tmmigrant’ and “Nonimmigrant®' clasgifications provided for in the preceding

portion of this outline,
V-VISAS

29 IMMIGRANTS, NONQUOTA

Suisivide by subclass i reguired.
29-1 Spouses & Children of U.5. Citizens
29+2 Retuwning Resident Aliens
29-3 Natives of Nonguota Areas
29~4 Expotriates

29-5  Misisters of Religian

79 IMMIGRANTS, NORQUOTA (Cont'd)
29.6 U.5. Government Employees

29-7 Special Clesses

Created by special legislation.

29-8 Refogees. Escapees,

TLRC - 4
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V-VISAS
30 IMMIGRANTS, QUOTA 31 NONIMMIGRANTS (Cont’d)

Subdivide by order of preference if reguired,
31-3  Transit Aliens {C}
30-1 First Preference
31«4 Crewmen (D)
30+2 Second Preference
31-5 Treaty Troders & investors {E)
3043 Third Preference
31-6  Studesnts (F}
304 Fourth Preference
317 Internctiona! Organizatien Aliens (G}

30-5 Nonpreference
31-8 Temporary Workers & Trainees {H)

31 NONIMMIGRANTS Inciudes domestic servanis.,

Sukdivide by subclass if required.
319 Informotional Media Representotives ()

31-1 Foreign Goverament Officiels & Employees (A}
31-16 Exchange Visitors (1)

211.2 Temporory Yisiters (B}
31-11 KATO Aliens
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Cul. {p. 1)

CULTURE

Instructions

Use {or papers dealing with the use of cultural programs to explain a nation’s

cultural objectives and pelicies to its own and foreign peoples; the inherifed

culture, cultural property and institutions of a aation; its cultural development and
conflicts; cuitural exhibits, fairs and festivals; fine arts, amusements, sports, hobbies,

ate., and the cultural preseniations program.

SEE: FDUCATIONAL & CULTURAL EXCHANGE outline for
matters relating to the exchange of persons other than those
involved in the cultural preseantations program.

INFORMA TION outline for overall [JSIA program; for geners]
information activities of countries other thun United States;
and for uge of information media by a country to influence the
opinions, attitudes, behavior, ete., of enemy, neutral or

friendly peoples on u muss scale.

PRESS & PUBLICATIONS, RADIO, TV, and MOTION PICTURES
outiines for use of these specific media by United States
and other countries for cultural and information program

purposes,

CUL.-CULLTURE

i

POLICY. PLANS,

andy fov material which is go broad in content

Lisg

that 1 vannst be filed under ane of the mare spe-

cifie gubieeis 1o oiis odline.

REPORTS & STATISTICS

Ume vatdy fon mwtervial whicli cannat be {iled under

the smare specific subjects in this ontline.

yu and studies of gultural life of 2 na-

4L

Lisdnades

tian, caolioral conflicots, et

ORGANIZATIONS & CONFERENCES
i
tine wl v more specific subjects in this outiine. Ig-

o

voundy For ometerial which cannot e flled under

cloddes vuoltura! aspects of UNESCO and relations

willl cuflural institaticons oot pertaining to exclange

arupranl vanferences of Cualtural Affsirs Officers,
Suhidivide by nasie af organization, snd by name,

date, and lacation of conferanee if volume warrants.

AGREEMENTS

g fur minterial which cannal b filed ender one
of the wmore ypecifie sulijiccts in this cutline. For
excilangs of persons aad grant apreements, SEE;
I cutibae; for pubiicatinns cxchangs apress
semts, BEED PR 4-1; for tuformation exchunge
mpcenenty, BRI INF 4,

LAWS & REGULATIONS

Use for material which cannot be filed under one
of the more specific subjects in this outline.

COMME MORATIVE CELEBRATIONS, HOLIOAYS.
Use for national and local cammemorative
celebrations and holidays, excluding those in-
volving diplomatic representation and social
functions (e.g., independence day anniversary
celebrutions), for which SEE:  POL, 17-4; for
initial independence day celebrations, SERE:

POL. 16 For Christmas and New Year greetings,
SEE: POL i7-4.

ViSITS

f cultural groups or individuals other than those
under the educational exchange or cultural
presentations program, for which SEE: EDX
autiine or CUY, 16, respectively, For visits of
journalists, SEE: PPB 7.

FAIRS, EXHIBITS & DISPLAYS

Inciudes World Fairs and Expeositions; alao
material and services provided by USIS for exhibit
and display purpeses (e.g., art exhibits) Sub-
divide Hy nume or location if volume warrants,
For agricultural, science, trade and book fuirs,
SEE: AGR 8, 8CI 8, TP 8, and PPR 12-5,
respectively.

/1765
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CUL-CULTURE

B FAIRS, EXHIBITS AND DISPLAYS {Cont'd)
8-1 Policy. Pians. Guideliges,

8+2 Reports & Stotistics

8-3 Program Effectiveness

19

CULTURE PROPERTY. RISTORY. (Cont'd)

10-5 Public Records. Archives.

Other than those of agency, for which BEE:
CR outline,

106 Parks & Reservotions

8-4 Equipment & Supplies 13 LIBRARIES & CENTERS _
Use for general material on plans and operations of
§-5 Promotion & Publicity jibraries and cultural centers. Includes USIS
cultural and information centers, reading rooms
9 MATERIALS PRESERTATlON and binational cestars, Presidential libraries, etc,
Includes formal and informal preseatation of Subdivide by location and/or name if volume
materials to universities, libraries, leaders and warrants. For English teaching, SEE: EDU 10;
organizations, and distribution of materials by for distribution of materials by or to libraries
USIS. Subwiivide by source or type as appropriate, and centers, SEE: CUL 9, for community
activities, SEE: CUFL i2; for exhibits and displays,
9-1 Policy. Plons. Guidelines, SEE: CUL'S.
9-2 Reports & Statistics 11-1  Peolicy. Plons. Guidelines,

9-3 Progrom Effectiveness 11-2 Reports & Sotistics

9-4 {Reserved for future use) 11-3  Progrom Effectiveness

9-5 Premotion & Publicity -4 Equipment & Svpplies

9.6 Books. Publications. 11-5 Promotion & Publicity

9-7 Periodicol Subscriptions 12 COMMUNITY ACTIVITIES
Except for returned grantees, for which SEE.

EDX 20-4, 12-1 Lectures

includes lectures, discussion groups, play
readings, etc. For lectures under the U.8. and
Foreige Professor Programs, SEE: EDX 13 and
19, respectively.

9-8 Other Moterials
Including maps, flags, globes and audio-visual
materials,

FINE ARTS

Use for fine arts of & country not related to

1 CULTURAL PROPERTY. NISTORY. 13

10-1 Protection & Preservotion. Restitution.
Includes restoration,

cultural presentations program, for which SEE:
U 16, Subdivide by type if volume warrants.
For copyrights, SER: INCO 11-3; for music, 8FE:
10-2 Memoricls & Monvments CUL 14,
For military cemeteries, SEE: DEF 618, for

other ¢emeteries, SEE: BOC 16, For memorial 13-1
Presidentizl libraries, SEE: CIE 11,

Theoter. Donce. Dromotic Arts,
Includes batlet, comedy, puppetry. For redio,
TV and motion picture forms of dramatic art,
16-3 Museums. Golleries. SFE: media outlines.
For art exhibits sponsared by USIS, SEE: CUL &8

13+2 Pointing. Drowing. Sculpture.

180-4 {Reserved for future use)
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CUL-CULTURE

13 FiNE ARTS (Cont'd} 15 AMUSEMENTS. SPORTS. HOBBIES,
i For mavies, TV, radio, SEE: appropriate media
13-3  Literoture, Poetry, autlines; for sporiing events sponsored as cultural
Use for all {orms of literary arls, Includes presenlatiens, SEE: QUL 16.

Falitzer Prive und olher awards.

15-1  Olympic Games
13-4 Archifecture

16 CULTURAL PRESENTATIONS

13-5  Hondicratts Use for general material on program to presend
- For handiciaft industey, BEE; INCO (AL} performanees by wthlelic, musie, dance and
theater groups, symphany orclestras, and in-
14 MUSIC dividng! performing artislz. Cnse fite material
Includes arrsogements made or services provided denting with specific ntirsctions alphabetically by
by USIS fo: music programs. name of group or artisl. Subdivide by type of

group i degired.

14+1  Policy. Plans. Guidelines.

o 16~1 Palicy. Plans,
14-2 Repoﬂs & Statistics Inciudes coorlination and suppart by the
sgencies invalved.
14-3  Progrom Effectiveness

16-2 Reporis & Statisties

14-4 E\qmpmeni & Suppiles Includes reports ol sdvance planning, fypes of
Except recordings and scares, for which SEE; atirsclions desired, utilization of atlractions,
. e R
G 146 and 34-7, respoctively. andd overall reporls on celtural presenlations
s ) ) prograp. Also includes specific post reguire-
14-5  Cancerts & Perfarmmg Astists ments, advancelrip, escoit officer, and debriefing
Inciodes co-sponsared events which use renled, reports
toaned or donated nnterigls. Far musical
parformances ander culturad presentalions 16~3 Commitiees, Porels, Conferences,
prograt, SEHE: CUL 1A Inuvludes Advisory Commitiee an the Arts and

146 R di panels of experts, including agenda and minutes
- ecordings of meetings of these organizations. Subdivide by
Yae for o e i . P ) : : . .
se [or commercial recordings for both music name of committes, panel, ele,, if volume warranls,
und feolare programs.

147 S 17 PRIVATE COOPERATION PROGRAM
- cares ) . Far program in general; file specific projecis
lncludes poth published and uspublished, under wppropriale subject le.g., for Froject Hope,

FILCTHE fy e dongted books, SEE: UL 96,

14-8  Festivals v, For instimrion afliliation program,
Includes compolition. For fiim festivals, AR EDY 23

SEF:. MP 8

-1 P -te-Pe
14-9 Rentei & Performance Rights 17-1 cople-to-People

Includes conducted scores aad instrumenlal 173 Communiiy Affiliation

fErtn .

17-3  Industrial & Business Participotion

17«4 FPen Pals

4/1/65
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EDUCATION

EDU

Instructions

Use for papers relating 1o types of education and educational institutions, educational
doctrine, levels and frends; language training, and Communist activities in
the educational field.

SEE. EDUCATIONAL & CULTURAL EXCHANGE outline for matters
relating to the exchange of stedents, teachers, professors, ete.

CULTURE cutline for the inherited culture, cultursl
' property and institufions of a nation; exhibits, fairs, and music

}

lestivals; fine arts; cultural programs used to explain a
aation’s culture to foreign peoples, including the cultural

presentations program.

INFORMATION outline for overall USIA program; for
general information activities of countries other than United
States; and for use of information media by a country to
influence the opinions, attitudes, behavior, etc., of enemy,
neuvtral or {riendly peoples on @ mass scale,

PRESS & PUBLICATIONS, RADIO, TV and MOTION PICTURES
outlines for use of these specific media by United States and
other countries for cultural and information program purposes.

EDU-EDUCATION

POLICY. PLANS,
Vse only For materix] which is so hroad in content
that it cannal be Ciied under vae of the more spe-

cifie subjects in this outline,

REPORTS & STATISTICS
Use for material which cannot be filed wnder ane

of the were specific salyfects in this antline.

ORGANIZATIONS 8 CONFERENCES
Uze pnly for material which camnot be fited under

oo of the mers speciflic snbjects in this ontline.

AGREEMENTS

Use ouly for cwterial which cannot he Filed under
eae af the mors sperific subircts in this outline.
Far exchange of persons and grantl agreements, SEE:
HDX oetiing for puhlications exchange agreements,
SEE: PPB 4w21,

LAWS & REGULATIONS

Use only fne material whiclh cannot be filed under

ene of the mare specific subjects in this outfine.

TLRC -4

& COMMUNIST ACTIVITIES

Use for efforls of Cononunist cnuntries 1o achigve
thetr nhijectives through cxploitation of cdncationat
resanress.  Includes seholarships offered to youth
of other paumiries, disaffection of sgeh stodents,
eto. For rduvestional evchanpes belween Commusist

connirtes Aol the 108, SEE. EDY autline,

7 VYISITS
Of individusls or groups in the educational Feid
atiter than those nader the exchange program, for
which SEE: EDX aatline.

§ LITERACY. ILLITERALY.

% EDUCATIONAL SYSTEM. INSTITUTIONS.

Subdivide by namse of institution if volurme warraats.
9-1 Elementary

9.2  Secondary
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EDU~EDUCATION

9 EDUCATIONAL SYSTEM. INSTITUTIONS. (Contd) 10 ENGLISH LANGUAGE TRAINING {Cont'd)

9+3 College & University 10-2  Direct Teoching
Includes scholarships and fellowships and
tescher training; for thoze in a specific field 16.3 English Teacher Seminars
of study, use appropriate subject; for those
granted under the exchange program, SEE: EDYX t0-4 English Teaching by Radio & TV N
ocutline, For college and university affiliation
program, SEE: EDX 23-1; for American and 10-5 English Certificate Progrom

foreign studies seminars, SERE. EDW 13,

11 FOREIGN LANGUAGE STUDY AND TRAINING

Except language training for U.5. Govt, personnel,

9-4 Aduelt. Vocotional,

For labor education, SER:; LAR 9, for which SEE: PER 5.
9-5 U.5.-Sponsored Schools Abroad -t Teeching Materials
Uue for financial assistance in establishing,
expanding, and maintaining such schools. Fer 12 EDUCATIONAL MEDIA. TECHNIQUES.

grants to enable foreign students to attend such
zchooly, SEE. EDX 10,

Includes general material on audic~visual aids,
radio and TV, textbooks, lecture material, ete.
For use of educational medis in specific training

10 ENGLISH LANGUAGE TRAINING programs, SEE: EDU 10-1 and 11-1; for textbook

Includes English Language Institutes sponsored program, SEE: PPE 12-10.
by USIA and English teaching conducted by
other agencies, e ¢, AID, Peace Corps, etc. 13 SEMINARS. WORKSHOPS.

subdivide by type of program if volume warrants,

If desired, file by specific subject matter fields.
For English teaching conducted by U. 8. professors Includes those in American and foreign studies

abroad, SEE: EDX 19-5; for language training financed under PL 489, For English teacher seminars
provided to foreign grantees and exchangs SEE: EDU 10-3.

visitors in U.8., SEE: EDX 282

10-1 Teaching Materiais
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EDUCATIONAL & CULTURAL EXCHANGE

Instructions

Use for papers relating to the exchange of persons program, both U.5, and

foreign, financed from public or private soveces, Papers on individual grastees

and /or vigitors or specific projects should be arransged alphabetically by name undes
the appropriate program.

SEE: EDUCATION outline for material on education and educational
institutions not invelving exchange of persons, and seminars and

workshops in American and foreign studies financed by PL
480 funds.

CULTURE ocutline for material on exhibits, fairs, music
festivals, fine artg, and cultural presentations program.

Specici Method ot Arrangement:
1. By name of individual grantee, visitor, project, etc,, a8 a case file:
a. When it is desirable to maintain a single b, When it is desirable to keep individual

series of grantee case files by name, regard- case files together by specific program:
less of program:

{éCLERC, Alphanse - FEDX 5 Forelgn Leader Erupp, Frans
EDX 16 Foreign Specialist sy vt
é&gﬁﬁT, Robert ’ % 18 Forefgn Leader Groabeck, Hans
“fEDR I3 Foveign Professor ;
DEEIRICH, Anton EDR 13 Foreign Leader Dletrich, Anton |
ENX 15 Foxelgn Leader
EDX-EDUCATIONAL & CULTURAL EXCHANGE
1 GENERAL POLICY. PLANRS, COORDINATION. 2 GENERAL REPORTS & STATISTICS
Uz for program planning and coordination with Uze for oversil reports on exchange program which
Federal speavies, such as USIA, AID, ete., sub- cannot be filed more specificully elsewhere in
dividing by auency if volume warrauts, For this outiine,  Subnlivide by tvpe andfor title if
wark ing fund and reimbnrsement agreements wifh wOlUme WaiTadts,

ather government sgencies, SER: EDX 3L
Z=1 Program Evaluntion
1-1 Country Program Plons, Allocations. incindes projects to determine effectiveness
of overslt exehange program aml reporis there
1-2 Reprog;qmming e Reports anspecific progeams may be filed
here or under appropelate program headings

depending upan office needs,

2-2 Reports to Congress

TLRC -4 4/1/65
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EDX-EDUCATIONAL & CULTURAL EXCHANGE

3 ORGAMIZATIONS & CONFEREMNCES
Freept Federal apencies, foo which see BDX I,

ard 1he haacds, rommitfess, commizsions, snd

foundations provided fur elsewhew in this outline.

Enclmles cropecilive relntionships with public and

Private arganizotions, such a5 Instilute of In-

teositional Edocation, colleges and usniversities,

and fpfermntional ocgnnizations, Subdivide by type

aond o gornage alphohoticslly by name of organt-

zution i volume waounls, For instilulion

affilintion poogore, SEE EDX 23 [ goant agres-

mOnls with rouperating orgenizntions, SEI:
EIrX A1,

4 AGREEMENTS

includes multilaternt and thiod countiy agleoment s

alating t0 cxchange proginm. Fao sgreomenls with

Binglionn fomnditions and commissions, SEE:
EOX G4 Vool spoeements snd contricls
with cooperitiog ageneics and srganizations

ard athed gnvernment spencies, SEE: EDX 31

Sabndivide by cosnioy f valnme waoants,

5 LAWS & REGULATIONS
Sabdivide by specific hitl oo ael, {eg.,

Falbright-Fays Aoty if volume wurcant s,

6 BINATIONAL FOUNDATIONS. COMMISSIONS,

Subndivile by same if volume warmnbs,

f-1 Meetings
Breclodars

noamizer

apends and minotes, Apanpe by

anrd Sar hdte,

6-2 Reports

Subidivide by tile if volume waorents,
6-3 Membership
44 Agreements
7 BOARD OF FDREIGN SCHOLARSHIPS
7-1 Meetings
Iecludes agenda and minales,  Acange by

number aod Jor data,

-2  Reports

Suldivide by title i volome warianis.

7-3  Program Analyses

7 BOARD OF FOREIGN SCHOLARSHIPS {Cont’d}

1-4 Docoments

Accange by duooment numlier,

8 ADVISORY COMMISSION ON INTERNATIONAL
EDUCATIONAL & CULTURAL AFFAIRS

8-1 Meetiags
Irludes apenda and winutes, Awange by

nomber gl oo deie,

§~-2 Reporis

Bubdivide by Litle iF volume wirianis,
8-3 Membership

8-4 Documents

Accanpge by docomeat number,
% (Reserved for future vse)

16 FOREIGN STUDENT PROGRAM
Papmy o individos] gaantees and specific
groaps mey b case filed here ziphabetically
Ty e,

10-1  Pelicy. Plans. Guidelines.

19~2 Reporis & Statistics

loclades progoam sod Aseal reports,
10-3  Progrem Effectiveness. Follow up.
10«4  Grostee Services {General)

10-5 4.5, Scheols Abrond

Use only for granis to cnable foreign students

ta pitend & -sponzsooed selools atiead.  Sub-

divide fiy oiove af schoo! i volume warrants,
f0-6  Student Leader Seminars

11 TEEN-AGER PROGRAM
Inciudes genecs]l matedal on prants in-aid to
untalile leea-pgers 1o Umvel und sindy shroad

g fiie Dy prsjert i volume wacrants,
1«1 Policy. Plans. Guidelines.

11-2  Reports & Statistics
ncludes piopoam and figrsl repors.,

TL:RC -4
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EDX~EDUCATIONAL & CULTURAL EXCHANGE
11 TEEN-AGER PROGRAM (Cont'd)

11-3  Progrom Etfectiveness

12 YOUTH PROGRAM

Inclodes 118 program to work with yoath graups
ahraad,

121 Policy. Plans. Guidelines.

12~Z Reports & Statistics
12-3  Program Efectiveness

13 FOREIGN PROFESSOR PROGRAM
Iaciudes lecturer and sesearch schelar progran,
Fapers on individnal grantees mav be case filed
hers alphabeticplly by pame.

13-1 Policy. Plans. Guidelines.

13-2 Reports & Stofistics

lmctiudes program and fizeal reports.
13+3  Program Effectiveness. Follow.sp.

j4 TEACHER DEVELOPMENT PROGRAM
Progrum refates (o raining of foreign teachers
in .8 Paners on indiviidusl grantees may he
cane filed hore alphahetically by name,

14-1  Policy, Plans. Guidelines.

14-7 Reports & Stotistics

Incivder prograa and fizscal reports,
14-2 Frogram Eifectiveness. Foliow-up.

14«4 Special Projects.
subdivide by type and/or name if volume

WOETTANTS.

15 FOREIGN LEADER PROGRAM
Fgpers on individual grenlees nay be case filed
here alphahetioally by aame. For multinational
EDRX 21; {or voluntary

®DX 24,

leader projects, SEE:
leaders visiting .5, SEE:
15-1  Pelicy. Pions. Guidelines.

15-2 Reports & Statistics

[nctudes prograwe and fisca!l reparts.

15 FOREIGN LEADER PROGRAM {Cont’d)

15-3  Progrem Effectiveness. Follow.up.

15-4 PFrogramming Services {General)

16 FOREIGN SPECIALIST PROGRAM
Papers an indisidual prantees may be case {iled
here alphiabeticallv by name. For muliinational
speciaiist prajects, SPE; EDX 21,

16-1 Policy. Plans. Guidelines.

16-2 Reports & Stotistics

tacluyde s pragram snd fiscal reports,

14-3 Progrem EHectiveness. Follow.up.

17 EDUCATIOMAL TRAVEL PROGRAM
Includes; program ta pravide grants, primarily
to vawth fsucl as 4 M, Boy Scouts, efe.), for

Trewve

altread for educstinnal pumeses for hrief

mweriods of Sime.

17-1 Policy. Plons. Guidelines.

17-2 Reports & Statistics

fncludes pragram and fizcsl reparts.
17+3  Progrom Effectiveness. Follow-up.

18 LS. STUDENRT PROGRAM
Matlerial oo mdiviioad grentess o speeilic
armjecie way e case filed here aiphabetically

TV Ramie,

18-1 Policy. Plans, Guidelines.
18-2 Reports & Statistics

faohides prograwm and Tecal reports,
18-3  Program EHectiveness. Follow-up.

18-4 Grantes Services {Gensral)

19 U5 PROFESSOR PROGRAM

Taciudes focrurer and research scholar program,

Matedia! on dadividasl granteds may be casne
filed here alphatetics!ly by name.

19-1 Policy. Plans. Guidelines.

19-2 Reports & Statistics

Invludes arograx and fleosl reports,

TLRC -4
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EDX-EDUCATIONAL & CULTURAL EXCHANGE

19 U.5. PROFESSOR PROGRAM (Cont'd)
19«3 Progrem EHectiveness. Follow-ug,
19-4 lster-Country Lectureships

i9-5 English Longuoge Teaching Progrom
Use for English teaching conducted by U.8.
professors abread, For prantee English lanpuage
training program, SEE: EDX 28-2; for all other
programs, SEE. EDU 16

20 TEACHER EXCHANGE PROGRAM

Program invelves both 1.8 and foreign teachers,
Materizl on individua! grantees or gspecific
projects may be case filed here alphabeticaily
by name,

201 Policy. Plgns, Guidelipes,

202 Reports & Stotistics

Includes program and fiscal reports,
203  Progrom Effectiveness. Follow-up,

204 Seminors. Workshops,

For U.3. teachers abroad.

21 MULTINATIONAL FOREIGN SPECIALIST &
LEAOER PROJECTS

Subdivide by sponsor, type and/or ntame of project.
21-1  Policy, Plens, Guidelines,

21-2 Reports & Stotisties

Includes program and fiscal reports.
213 Progrom Eftectiveness. Follow-up.

22 U.5, SPECIALISTS

Papers on individual grantees may be case filed
here alphabetically by name.

22-1 Policy. Plans, Guidelines,

22-2 Reports & Stotistics

Includes program and fisca! reports,

22-3  Progrom Effectiveness. Follow-up

23 INSTITUTION AFFILIATION PROGRAM

Includes private interchange of books, ste,, be-
tween institntions. Case file by name of in-
stitution if volume warrants,

23-1 Colleges & Universities
23-2  Stote Orgonizotions

24 VOLUNTARY VISITORS FROM ABROAD

Use for general material on program, Case file
by name of vizitor under country,

24-1 Pelicy. Plons,
24~2 Reports & Statistics

24-3  Focilitative Services (Genercl)

25 U.5, VISITORS ABROAQD

Use for general material on program. Case file
by name of visitor under country,

251 Palicy. Guidelines,

25-2  Reports & Stotistics

25-3  Focilitotive Services {Generol)
25-4  Progremming Services (General}
26 (Reserved for tuture use)

27 EAST-WEST CENTER (HAWAlY

28 PROGRAMMING & FACILITATIVE SERVICES

tise for general material only, Papers relating to
specific exchange programs shoutd be filed there—
under; papers on individual grantees, visitors or
groups should be case filed by name under
appropriate prografm,

28«1 Orientotion
28-7 English Longuoge Troining

28-3 Reception Centers
Subdivide by name and location of center,

28-4 Hospitelity Arrongements

28-5 Trovel Arrangements
Includes arrival and departure lists.

4/1/65
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EDX {p. 5

EDX-EDUCATIONAL & CULTURAL EXCHANGE

28 PROGRAMMING ARD FACILITATIVE
SERVICES {Cont'd)

28-6 Interpreter/Escort Services
28-7 Grantee Insurance

Z28-8 Terminal Cenferences. Debrieting.

o 79 FORLOW-UP PROGRAM

29-1 Grantee Biographic Uata
292 Grantee Alumsi Organizations
29-3 University Alumni Urganizations

29-4 Publicotions

Includes maguarine subscriptions for returned
grantess.

29-5 Specgkers’ Bureou

Inciudey arrangements for speeches to and by
refturned grantees,

.

30 MNON-RETURN OF GRANTEES

31 GRANY AGREEMENTS. CONTRACTS.
Use for grant agreements with cooperating
agencies and organizations and other government
agencies and contracts for services. Subhdivide by
typre gnd arrange thereunder by contract ntmber on

a flgcal-year basis,
311 Generol Policy, Guidelines,
31-2 Reports & Stotistics

o, 31=3 Contract Audit

31 GRANT AGREEMENTS, CONTRACTS (Cont'd)
31-4 Laws & Regulotions

31-5 Reimbursement Agreements

31-8 Transfer of Funds Agreements

31-7 Dollar Agreements

31-8 Fareign Currency Agreements

32 {Reserved for future use}

33 EXCHANGE VISITOR PROGRAM
Use For general material on grogram, Case file
material relating to approval of programs of
specific institutions by project number.
Identify any program problems by name under this

subject.

33.1 Policy. Plens. Guidelines,
33-2 Reports & Statistics
33-3 HKotification of Designotian

33-4 Visa lssvance. Woivers,
Usge for genersl viga matters relating to program
and 31l welvers on exchange visitors, For
issuance of visas o exchange visitors, SEE:

YV ooatline.

13.5 Laws & Regulations

Use for lists of appraved institutions,

33-6 Limitation of Stay

TLRC - 4
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INFORMATION

Instructions

Use for pupers dealing with the information program in general or with more than

one¢ of the various information media, such ag press and publications, radio, TV,

snd motion pictures, and the use of mass communications media to explain a

astion’s culture, objectives and policies to its own and foreign peoples, This

includes measures io influence the opinions, emotions, attitfudes ot behuvior of

s nation’s populace as well as enemy, neufral or friendly foreign groups in support of "”:
current policies and aims. Use also for the informational media guaranty program.

jn addition to the information activities of any nation or group of nations, excluding

the Communist countries, this outline should also be used to cover the general
information program of the U.S. Information Agency, including public information
setivities conducted by USIA overseas for other Federal agencies through USIES. Papers
relating to mare than a single specific USIS media program should also be filed hete.

SEE: COMMUNISM outline for Communist ptopaganda activities.

CULTURE, MOTION PICTURES, PRESS & PUBLICATIONS, RADIC
and TV outlines for specific cultural and information media
programs, including those of the U S Information Agency. Also
includes public information activities conducted by USIA

oversens on behalf of other Federal agencies through any

single medium,

PUBLIC RELATIONS ocutline for material on agency relations
with the American public and press in explaining its programs,
policies and obiectives,

INF.INFORMATION
i POLICY. PLANS. COORDINATION, 2 REPORTS & STATISTICS
e only for material which {s =0 broad in content Use only for material which cannol be {iled ander
ihat it canpot be filed under one of the more specina one of the more specific snbjects in this oulline,
fic subjects in this outline, Includes USIA re-
lalions with olher Federal agencies, Subdivide by 2-1 Country Assessment Reports
vame i volume warrants,  Also includes USIS re-
tstions with ather U5 Governmenl agencies over- 3 ORGAMIZATIONS & CONFERENCES
seas, local governmenta! and aengoevernmental Use arly for material which cannot be filed under
LrOURE. one of the more gspecific subjects in this cutline.
Subkdivide by name of grgunization, und by aame,
P-1 Pc«iicy Guidancas date, and lacation of coaference, if volume warrants.
lncladey infermation policy statements, Imcivdes Public Affairs Officers conferences and
technical infermation exchange reports {TIE), cuoperalive relations with commitlees, inter-
el ratianal, focal and private orpanipatlions, ele,

SEE: PP 94 for news ageucies and press
{-2  Country Plons sssociations,

-3 Progrem Eftectiveness
For effeciivenssy of specific USIS media

programs, see sppropriate outlines.
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RECORDS CLASSIFICATION HANDBOOK

INF-INFORMATION
4 EXCMANGE AGREEMENTS

Except scientific and military information ex-
change, for which SEE: SCI 10 and DEF 16,
respectively. For cultural presentations agree-
ments, SEE: CUL 16; for publications exchange
agreements, SEE: PPER 4; for educetional and
cultural exchange agreements, SEE: EDX ocutline,

5 LAWS & REGULATIONS

Usze only for material which cannot be filed under
one of the more specific subjects ig this cutline,

6 INFORMATION MEOIA. MASS COMMUNICATIONS.

Use for material relating to more than a single

medinm,

&~1 Freedom of Information
inciudes efforts of nations through UNESCO
to achiszve free exchange of information, FO! con-
ventlon, efc. Also includes censeorship of or
interference with information media in general,

7 INFORMATIONAL MECIA GUARANTY PROGRAM

Subdivide by name of company or type of media
if volume warrants,

7-1 Palicy. Pians,
7-2 Reports & Stotistics
7-3 Contracts

7-4  Agreements
Subdivide by name of country,

8 PSYCHOLOGICAL GPERATIONS
Use for program 10 influence opinions, emotions,
attitudes or behavior of foreign groups through
psychological activities in time of peuce or war.

8-1 Warmongering

9 RESEARCHN & ANALYSIS
Use for papers on the collection, study and
dizseminatian of informaticn conducive to im-
praving the effectiveness of USIA activities through
analysis of sttitudes, hopes and fears of peopley;
their motivation; audiences justifying concentrated
efforts, et

9-1 Requests for Doto
Use for agency requests for information from

field,
9-2 Agency Reports & Studjes
9-3 Field Reports

10 PROMCTION, PUBLICITY,

Of information activities not covered in media
witlines,

41765
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MOTION PICTURES

Instructions

Use for papers on all aspects of motion pictures dealing with entertainment

and its use as an information/propaganda medium, other than agency’s domestic
public information program.  The outline covers the motion picture program sponsored
by the U.5. Information Agency through it fieid service, the U.8. Information Setvice
{USI8}, as well as those of other countries.

SEE: INFUORMATICN and CULTURE outlines for overall USIA
program and thoge cultural and information programs not
teiated to specific media,

PRESS & PUBLICATIONS, RADIO and TV outlines for MP
information and cultural aspects of these media,

PUBLIC RELATIONS cutline for use of motion pictures in
agency's domestic public information program,

EDUCATION outline for use of motion pictures as an aid
to teaching,

INDUSTRIES & COMMODITIES (Alphabetical List) for
motion picture industry,

" MP-MOTION PICTURES

1 PROGRAM PLANNING. POLICY. 6 COMMERCIAL QUTLETS, COMPANIES,
GUIOELINES. Includes film distributors, motion picture companies,
Use only for genernl material which cannot be cinemy bouses, etc, Subdivide by theatrical and
Eled under more specific subjects in this outline, non-theairical if volume warrants,
t-1 Progrom Effectiveness 7 VISITS
2 REPORTS & STATISTICS § FESTIVALS
Vse only {or general material which cannot be filed
under moere specific subjects in this outline, 9 MOTION PICTHRE FILMS
Sephdivide by title if voltme warrants. Arrange siphabetically by title, Use for all
material on & specific f¥im; for policy, precedent or
e 3 DRGAMIZATIONS & CONFERENCES general procedural matters, SEE: MP 11 through
. Use only for geueral material which cannot be filed 16 below,
under more specific subjects in this cutline,
Subdivide by name of organization and by name, -1 Catalog

date and lecation of conference if volume warrants,

9.2 Review of Films
4 AGREEMENMTS

Usge voaly for general material which cannot e filed
under more specific subjects elsewhere in this
outline,

5 LAWS & REGUL ATIONS
Use anly for genersl material which cannot filed
under one of the more specific subjects in this
ontiine,
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MP-MOTION PICTURES
10 EQUIPMENT & SUPPLIES i1 PROCUREMENT. DISPOSITION.

Includes procarement, maintenance and dis-
position of motien piciure equipment and supplies 13-1 Puyrchase
excepl mobile units, for which SEE; MP 17,
13«2  Order. Shipment. Trenster.
10-1  lnventory
13-3 OQisposal. Sale. Withdrawal.
10-2 Equipment

Incledes loan, transier, loss, ele, 14 CENSORSNIP
10-3  Supplies 15 COPYRIGNTS
11 PROMOTION. PUBLICITY. 16 PRODUCTION
iZ OISTRIBUTION. LOAN. 17 MOBILE UNITS

Includes distribution lsts,

18 SPECIAL EVENTS COVERAGE

4,165 TL:RC - 4




RECORDS CLASSIFICATION HANDBOOK PPR {p. )

PRESS & PUBLICATIONS

instructions

Use for papets on all agpects of press, publications, including books, and related visual
materials other than in agency’s domestic public information program, Includes the
propaganda and entertainment aspects of prexs and publications in the United States
and other countries, Thig cutline covers the overseas program sponsored by USIA

through its field service, USIS.

SEE: INFORMATION outline for overall USIA and other information
programs not related to specific media or involving more than a

single specific medium.

CULTURE outline {or materials presentation program, exhibits,

libraries and centers,

MOTION PICTURES, RADIO and TV outlines for information PPB
and cultural aspects of these media. )

EDUCATICN cutline for use of publications and audio-visual

materials as educational media.

PUBLIC RELATIONS outline for use of press and publications
in agency'’s domestic public information program.

PPB..PRESS & PUBLICATIONS

I PROGRAM PLANNING. POLICY. GIHDELINES.
Use only {or material which is w0 broad tn content
that it cannot be filed under one of the more specr

fir subjectys in this outline,

1-1 Program Effectiveness
Excluding book programs, for which 85 K
Prp ial and 131,

2 REPORYS & STATISTICS
Vse only for matenal which 15 so broad in confent
that it cannot be {iled under one of the more specific
sulrjects i this outline. Subdivide by title if volume

WECTRLE,

3 ORGAMIZATIONS & CONFERENCES
Use anly for general material which cannot be fited
under morse speoific subjecis in this outline,
Subdivide by aame of organization and by name,

date, and location of conference, if volume warrants,

4 EXCHANGE AGREEMENTS
For gxchange of joumalists, SEE: EDX gutline;
fur infarmation exchange agreements, SEE: INF 4

4~} Press
4-2  Publications

5 COPYRIGNTS, CLEARANCES.
Use for material on copyrsights, permission to print,
ete., of publications and news in general; for
speciftc publications, csse Hle by title under

PR S 1, 17, or 13 as gpproapriate.

& CENSORSHIP
Use for materia! on censarship of publications
and news in general; for specific publications, case
file by title under PPB 9, 10, 12 0r 13 ag
appropriate.

7 VISITS
Use for visits of journalists and correspondents
ather thasn these visiting under the auspices of the
exclhange progrem, for which SEE: EDX outline,

4/1/65




PPB(p.2) RECORDS CLASSIFICATION HANDBOOK

PPB-PRESS & PUBLICATIONS

8 PRINTING & REPROCUCTION SERVICES 10 PUBLICATIONS
Includes reproduction by USIS facilities, Regional Except books, for which SEE: PPB 12 and 13,
Service Centers and lecal commercial firms, Sube Includes pamphlets and periodicels produced either
divide by type if volume warrants, by USIA or USIS to carry out the U.S. information
program. For publications produced te explain
f-1 Equipment U.5. [oreign policy te U8, public, SEE: PR 10,
inciudes procurement, maintenance and dig~
position of equipment. 10-1 PG“‘PHNS

Arrange alphabetically by title.
8-2 Supplies

10-2 Periedicels

§~3 Inventory Arrange alphabetically by title.
8-4 Praduction Requisitions Pl PUBLICATION MATERIALS
Use only for general comrespondence. File actual
8-5 Production Schedules materials in morgue. Subdivide by type {e.g.,
filmstrips, plagtic plates, molds, carfoons, posters,
9 PRESS ploture steries, features, packets, kits, magazine
includes ail aspects of agency’s overseas press reprints} if volume warrants.
relations and activities. SEE: PR outline for
agency’s domestle press relations, -] Phoiogmphs

Ineludes nepatives.

9-1 Fast News

Includes instructions and correspondence re daily i2 BOOKS
wireless, cables, signals. I velume warrants, Includes all uspects of book programs for the
subdivide by origin, (1.e., IPS, Local, ete.) produciion, distribution, and promotion of selected
Maintain wireless material as & separate reference books in English or in translated editiong. For
file. baok transiation program, SEE: PPB 13; for book
presentations, SEE: CUL 9-5; for centers and

9-2 Press Releases iibraries, SEE: CUL 11; for IMG program,

UglS-prepared for local news outlets., Includes SEE: INF 7.

newsletters and news releases.

12-¥  Policy, Plans, Guidelines.

9.3 Press Summaries Invludes program effectiveness.
9-4  Press Organizotions 12-2 Reports & Statistics

Includes V.5, and foreipn niews agencies and

press associations. If volume warrants, sub- 12-3  Orgonizetions & Conferences

divide by type or name of organization,

12«4 Controcts

9.5 Press Conferences Except IMG contracts, for which SEE: INF 7-3.
9-6 Specici Events Covercge 12-5 Promotien & Publicity

Assignmenls for apeclal coverage, both {1.5. Includes book fairg and exhibits,

and overseas, of important news events, visiting

teaders and speclalists, students, Embassy 12~6 Qealers. Publishers.

sotivities, eto.
12-7 Book Reviews
9-7 Correspondents
Includes lists of correspondents, biographic data, 12=-8 Qistribution
etc. For vislts of correspondents, SEE: PPRB 7.
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PPB-PRESS & PUBLICATIONS

12 BOOKS {Cont'd) 13 BOOK TRANSLATION PROGRAM
The promotion, through commercial channels, of
129 Low-Priced Books the publication and distribution abroad of worth-
Use for malerial on program for production while Amertcan books in local languages. Sub-
and distribontion of paperback books abroad. divide by author of books if volume warrants.

Includeg student and ladder editions.

131 Policy. Plons. Guidelines.
12~1¢  Texthook ?mgmm Inciudes program effectiiveness.
Also known as Special Textbook Program,

Inciudes production of textbooks and supple- 13-2 Reports & Siatistics

mentary material contracted for with Iocal

publishers overseas for commercial sale. 13«3 Transiation Requesis

Includes post requests for approval, language

12-i}  Book Deveiopmem rights, and copies for examination. Subdivide

& program to insure the writing and publishing by anthor if volume warrants.

of hooks that would not have been written and

published without USIA encouragement. Also 13-4 Recommended Lists

includes beoks written and /ot published as a Inciudes Hasic List, Translation List, boolk

direct result of USIA initistive. packetls, current books, ete. Subdivide by type

af lisi if volume warranis.

13~5 PFromotion & Publicity
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RADIO

Instructions

Use for papers relating to radio broadeasting and its uge as an information, cultural,
and entertainment medium, other than in the agency's domestic public information
program, The cutline covers the overseas radio programs sponsored by the U.5.
Information Agency, such as the VOA program, as well as those of other countries,
Also includes nse of USIS radio {acilities in conducting public relations activities
for other U.S. agencies gverseas,

SE¥: PUBLIC RELATIONS outline for the uge of radic in agency’s
domestic public information program.

TELFECOMMUNICA TIONS outline for regulatory and control
matters affecting the radio industry and material on amateur
radio and navigational systems and aids,

EDUCATION outline for use of radio as education medium.

RAD-RADID
1 PROGRAM PLANNING. POLICY. GUIOELINES. 7 VISITS RAD
Use only {ar general material whick canoot be filed
wrtder more specifie subjects in thiz outline, B INTERFERENCE & JAMMING
-1 Program Effectiveness ¢ SPECIAL EVENTS COVERAGE
ineludes audience mall, clippings, ete, Subdivide
by spunsocing agency if volume warrants, 10 EQUE?MENT & 54 PPLIES
Includes procurement, wsintenance and dis.
2 REPORTS & STATISTICS position of radio cquipment and supplies.
Use only Tor geseral material whichk cannot be filed
under wore specifie sebjects in this outline. Sub- i6-1 |nvenfcw

divide by title i volume warrentis,
102 Equipment
3 ORGARIZATIONS & CONFERENCES Includes losn, irancler, gto.
Vee aniy for general material which cannot be filed

trzder s speeific sebiects in this ontiine. Snhb- 10-3 Supplies

divide by 1

o orgunization and by name, dute and Includes parts, eto.
lavation of confuience o volume warrants,
i1 PROMOTION & PUBLICITY
4 AGREEMENTS
Use ualy for peneral material which cannat be filed 12 PROGRAMMING
wrrder mare spoecific sablects ia vhis outline. Incivdes development, production, and broad-
casting of radiv programs.
5 LAWS & REGULATIONS
Use only for general material which cannot be filed i2-1 VDA PﬂCnge ?rogrﬁms
urder more specilic subjects in this eutline.
12+2 BS15.-Produced Programs
& RADIO STATIONS. NETWORKS.
Subdivide by name of argunization, company or 12-3  Local Relaeys of VOA
svpe O wvolume warranis.
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RAD-RADIO
12 PROGRAMMING {Cont'd) i4 FREGQUENCIES. HOURS OF BROADCAST.
Use for information program only, For commercial
12-4 Cooperatively-Produced Programs radio, SEE: TEL outline,
12-5 Mon-USIS Produced Programs 15 RELAY STATION OPERATIONS
12-6  Music 16 MONITORING OPERATIONS

13 COPYRIGHTS
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RECORDS CLASSFICATION HANDBOOK TV {p

TELEVISION

Instructions

Use for papers relating to the use of television as an informational, cultural or
entertainmeni medium, other than in agency’s domestic public information program.
The outline covers the overseas television program gsponsored by the U.S.
Information Agency, as weil ag those of other countries. Also includes the use of

SIS TV facilities in conducting public relations activities for other U,8. agencies
overseas.,

SEE: PUBLIC RELATIONS outline for use of televisios in agency’s
domestic public information program.
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RECORDS CLASSIFICATION HANDBOOK

AGR {p. T)

AGRICULTURE

instructions

Use for papers on agriculture in general, i.e., matters which do not pertain solely
to a zpecific agricultural industry or to specific cropg or products.

SEE: INDUSTRIES & COMMODITIES (Alphabetical List) for
specific types of industries, commodities, products, efe,

AID outline for distribution of surplus agricultural commodities
under PL 480 and Food for Peace programs,

ECONOMIC AFFAIRS {GEN.) outline for land use and jand

reform.

AGR-AGRICULTURE

H

GENERAL POLICY. PLANS, COOROINATION,
Use only for material which iz so broad in content
that it cannot be filed uader one of the more apecific
subiects i this outline.

GENERAL REPORTS & STATKSTICS

Use only for material which canaot be filed under
one of the more specific subjects in this outline,

CRGANIZATIONS & CONFERENCES

{rther than farm cooperatives and collectives, for
which SEE; AGR 6. Use only for materinis which
cannct be Filed under one of the more specific
subjects in this entline. Hubdivide by name of
organizuation, and name, date, and location of ¢on-
ference, if volume warrants,

AGREEMENTS

Use only for material which cannot be filed under
one of the more specific subjects in this culline.

LAWS & REGULATIONS

Use only for material which cannat be filed under

10 RESQURCES & OEVELOPMENY

Cenersl agricaltnra! resources and development
within ar ares andor countey, For materials
on aviupl bvestment, SEE. FN 8 and 9 For

private investmen! opporlunities, $EE; TR 15

il SOiL

Loit problems: and studies, lnprovement, eto.

-1 lrrigotion, Reclomation. Conservatien.
Includes dealnupge, measures to ovgrcome

drought. erosion, eto,

11-2  Cultivotion.
Inciudes fertilization.

11-3  Fiooad Control

12 CROP PROQUCTION & CONSUMPTION
General matiers, such as crop conditions, croep
inanrance, produciion estimates, stendardization

of perishable foodstuffs, consumption volume, ete.

one of the more specific subjecis in this cutline. 12-1 Reseorch & Technology
Mechanization of agricullure, technical problems,
& FARM COOPERATIVES., COLLECTIVES, InterAmerican nstitute of Agriculiural Bcierces,
SEE: INCO § for consumer cooperatives. etc.
7 VISITS i2-2  insects & Giseases
i Py . e H " 3w H N "
Use for visits of agricultural wissions or growps, Fest control, plant diseases, parasites, ste,
farmers, ete,, to study agricultaral methods,
12-3  Surpluses, Shortages,
B FAIRS Frovlems of agricuitam] surpluses and shopt-
Subddivide by location and date if volume wuarranis, ages in general, disposal, and non defense
stockpiling. Inclndes FAO Consullative Com-
6 AGRICULTURAL EQHCATION & TRAINING mittee on Sueplus Dispesal and OO0 Sales and
; ; . tredit Propram, For disposat PL 48D ;
Includes agricultural scheels and exlension service. Credit Program. For disposal thry and
Faod for Peace program, SEE: AID 15,
TL:RC - 4 4/1/65
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RECORDS CLASSIFICATION HANDBOOK

AlD
7 PROGRAM OPERATION, TERMIKATION,
7-1  Program Evalection

7-2 Pragram Investigation

8 GRANTS. TECHNICAL ASSISTANCE.
Includes UN techrical assistance program, When
the primary interesi of an office s in s specific
project rather than in the technical assistance
program uander which it is Deing carried out, the
papers may be filed under the appropriste subjects
in other gutlines {e.g., nalural resources under
E 18 community development under 8GO 6-5, etc.)
Crass references should he used regardless of

selected method of arrangement,
8-1 Agriculture, Maturol Resources, -
8-2 Industry
8-3 Transportetion
8-4 Lebor

B-3 Nealth. Sanitatian.
fncludes nutrition,

8-6 Edycation
8~-7 Public Scfety, Public Administration.
8-8 Community Oevelopment. Sacial Welfare.

B8~ HNousing

Includes urbanization.
8-10 Private Enterprise,

9 LOANS

For economic development purposes. Indicate
lending orpnnizption fe.g, IBRD, IDA, efc.)

10 SUPPORTING ASSISTANCE
Ecanomic aid for purposes which are primarily

politieal or siralegic,

H OEVELOPMENT RESEARCH
Research which invelves study of the processes
and technigues of economic and social develop-
ment, making possible the sclentific identification
ef probiems in developing countries and recotn.

mendation af solutiong.

12 NON-AGRICULTURAL EXCESS PROPERTY
Use for policy, plans, procedures, ete., of
program te sse U8, Governmenl owned excess

meoperiy sultable for 2id purposss,

i3 COUNTERPART FUNOS

A deposit of a country®s currency equivalent to
the sules proceeds resuiting from commodity
grants to thal countey. Where primary inlerest

15 in the uses made of the funds, use the appropri-

ale subject.

Y4 PEACE CORPS
Subdivide by type of project if volume warrants,
For administrative matters, use Administration

ontiines .

14-1  PC . Policy. Plans, Coardination.

inciudes program effectiveness,
14-2 BC - Reports & Statistics
i4-3  PC - Orgenizetions & Coanferences
14-4 PC - Agreements
14-5 PC . Laws & Regulations

la-6 PC - Volusteers

Hse only for general material relating to rofe

of volunleers in Pepsce Corps program. For
mptters relating 1o individual volunteers, such
as recroitmoent, appointment, assignment, travel,

eto., use appropriate administrative outline.
-7 PC.lIncidents

i5 PL 480. FOOD FOR PEACE PROGRAM
Uge AID 15.8 thrs 1511 where it is degirable ta
keep all pspers on PL 4RO together. Where
primary interest is in the ¢nd uses of either the
commaodilies or the foreipn currencies that their
sale generates, use Mhe appropriate subject
(e.g., Tor grants of PL 480 currencies to
scientisis for mesearch, SEE: SCY6-1; for disaster
OF EMergency assistance and food, clothing, and
other relief meazuvres, SEE: 230C 14 for eco-
nemic development loans made from foreign
currencies, SEE: AID 90 Do not use INCO {AL)
for PL 480 commedities. For shipping restrictions,
SEE: 05 11-4,

jh~1 PL 480 - Policy. Plans, Caardination.

471,65
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15 PL 488 FOOQ FOR PEACE PROGRAM (Cont'd] 15 PL 480. FOOOQ FOR PEACE PROGRAM {Cont'd)

15-2 PL 480 . Reports & Statistcs 15-8 Commodity Sales for Foreign Currency
{Title 1)
15-3 PL 480 - Organizations & Conferences
15-9 Famine Relief & Other Assistonce {Title H)
15-4 PL 480 . Agreements

Use for agreements, including negotiations 15«10  Barter. Charity Uses. Voluntary Agencies.
. with coaatries for their participation in PR 480 {Tﬁle il[}
pragram, affecting more than one title of Act. Subdivide into ““Barter,’” “*Charity Uses,”

eto., if volume wartants,
15-5 PL 480 - Laws & Regulations
15-11  Dollar Credit Sales {Title 1V}

15«6 Surplus Commadities

Types and gquantities aveilable for distribution 16 COMMOOITY AID
ander P80 Do ued use INCO (ALY for these Providing {oreign exchange for specific import
commodities. transactions. SEE: AID 15 for distribution of

surplus commodities uader PL 480,
¥5-7  PL 480 - Progrom Transactions
Use caly for papers perlatning fo documentation
matters, warehousing problems in general,
waeidenty and compluinte, and eimilar matters

about the actus! execution of varlous aspecis

wf ihe progiawm,
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AV-AVIATION {CIVIL}

i3 NAVIGATION & SAFETY

13-1 Search & Rescue

13-2 Navigotiona! Aids

14 AIRPORTS. LANDING FIELDS.
1=t Construction & Maistenance

142 Facilities & Services
Ineiudes fueling, except refueling of aireraft
for Flighis fo ar from cerfain Communisi
countries, for which 5EE, 8TR 0.2,

15 NON-SCHEDULED OPERATIONS

Includes charter,

15-1  Flight Clearonces, OverHights,
Authorized overflights anly. For alleped or
actual unauihortzed everllights, SEE: P0OL 31-1;
for awhorized military overflights, SEE:
DEF 17 1.

16 PRIYATE FLYING

Ciubsg, schools, courses, etc,

17 TRAFFIC

Use for material which dees not pertain solely to
a specific airiine, for which SERE: AV 6,

Includes density and volume statistics.
17-}  Freight Troffic
17-2 Paossenger Traffic

18 CIVIL AVIATION PERSOKNEL
Except labor malters, for which SERE: LAR autline,
and consutar services to thiz type personnel, for
which SEE: F% cotline. Inctudes ficenging of

pilots.
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Efp 1)

ECONOMIC AFFAIRS {GENERALY

Instructions

Use for papers which pertain to economic matters of a general nature which cannot
be filed under one of the more specific economic subject outlines, Includes general
economic analyses und forecasts, economic growth, and development plans and

programs not involving aid,

SEE: AID outline for economic aid, fechnical sssistance, loans,

prants, eic.

ECONOMIC INTEGRATION outline for economic integration
and coliaboration on an intemational regional basis,

E-ECONOMIC AFFAIRS (GENERAL)
1 GENERAL POLICY. PLANS. PROGRAMS,

Use ooly for material which is sa broad in conleal
that o cxnnut be fiied auder ane of the more
specifin subieots nthis outline,  Fuar ecenumic

development glans, 3BE: K 3

j=1 Economic Stebilizetion
For commodity stabilization, SEE. INCO 4
for fingonueint stabilization, SEE:; BN 1-1,

7 OGENERAL REPORTS & STATISTICS
Yso for CERP and other genes! ¢conomic roparts
dud cheta which wanna! ke filed sader one of the
more wperific subjects in this or ather ernooomic

auilioes, Inelndes CERP reporting reguirements,
I e

sohedoios, oo Sobdivide by dype or lille §if

'J"UIH{]]{'.‘ WRTTI4 S,
2~1 Economic Assessments
2~2 Economic Review

2-3 Economic Semmary

3 ORGANIZATIONS & CONFERENCES
Use unly for mpteriat which cannat be filed
under one af the wmore specific sobiects in this
antline. Snbdivide by name of urganizalion and
name, bcatiou, and date of conference if volnme

WaTrglls,

4 AGREEMENTS & TREATIES

5 ECONOMIC DEVELOPMENT
Inelirdes studies, plans, ard non.aid prejecis,
Snhdivide by wame of plao or projeet {suclh a5
CETvr-Year Plan’ )l or by geographic aren if volume
wWRrcanls .,

COMMURNIST BLOC ECONOMIC PENETRATION

In general, For Comomunist Blac ald, 8ERE: AlD 6,4

for peaclration of the petralenm market, SEE:

PET 17,

8-1

-2

§-3

VISITS. MISSIONS.

For regde wisgsicos, SEE: TP 7.

ECONQMIC CONDITIONS

Use aaly fur economic conditiaos in general.

Prices & Cost of Living

Use far material pertaining to the impuach of
prices and cast of Bving on the economy, price
wdex and feveds, cost nf living index, price
stialality, et Forrvetail price schedoles used to
determine cast of living uilowances, SEE. PER
111 smd 114,

Standard of Living
Depression, Prosperity,

Inciudes busiaess cycles, recession, tecovery,
eto.

§-4 Block Marketing

In general. Far plack marketing in food, SEE:
AGR 15 iy curreny, $EE. FN 17 in fnels,
SEE:. FSE 15,

NATIONAL ACCOUNTS. GROSS NATIONAL
PRODUCT (GNP,

Estimates af incomle earned in the productien of

guods and services during a given time periag

(ational incmse )t and af the value of the ““fing]'?

gonds and services (natienal product)

TLRC - 4
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Elp. 2) RECORDS CLASSIFICATION HANDBDDK

E-ECONOMIC AFFAIRS (GENERAL)
10 NATURAL RESQURCES

Use only for papers which deaf with natural
resources in & general way or which cover
sevetal kinds collectively.

10«1 Canservation
10-2 Development

11 WATER RESOURCES
SEE: FSE 12 ard 16, regpectively, for use of
water for hydro-electric power and supplying of
watet as a public utility; AGR 11.] for uge of
water for irrigation and reclamation; HLTH 15-3
for water pollution; POL 33 for development and
ase of water resources involving internationsl
boundaries; and SCI 28 for hydrology.

11 WATER RESOURCES (Cant'd)
11«1 Conservatian
11.2  Qevelopment

11+3 Secline Water Canversion

12 LAND USE. LAND REFORM.

Includes land distribution and agrarian reform.

SEE: AGR 11-1 fot soil conservation, AGR 112

for moil cultivation, efc.
12-1 Colonization. Resetitlement,
12-2 Lond Nationclizotion
12-3  Lond Ownership

T4 /65
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RECORDS CLASSIFICATION HANDBOOK ECIN [p. T}

ECONOMIC INTEGRATION

Instructions

Use for papers on economic collaboration and integration movements and activities
among nations on a regional or other mulfi-national basis,

An office which has a major responsibility for dealing with economic integration
matters and the telated international organizations may find it necessary or desirable
to arrange large accumulations of papers by the name of the organization under the
appropriate subject outfline or according to the Special Instruction for International
Organizations and Conferences,

ECIN

ECIN-ECONOMIC INTEGRATION

1 POLICY. PLANS, PROGRAMS. 4 AGREEMENTS
Includes pelicy toweard the organization and the
organization's common pelicy on a given subject. 5 LAWS & REGULATIONS
Subdivide by subiject with which palicy, program,
etc., pertains if volume warrants, & MEMBERSHIP, ASSOCIATION,

Negotiations and actions taken by countries to join
2 REPORTS & STATISTICS or essociate with & regional economic organization,
attitudes and reactions of member couniries, etc,

3 ORGARIZATIONS & CONFERENCES
7 YISITS

Of EEC, QECD officials, ete,

TIRC - 4 4/1/65




RECORDS CLASSIFICATION HANDBOODK

FN {p. I}

FINANCE

Instructions

tize for pupers having to do with the domestic financial affairs of governments and
the private financial institutions within countries; and the international financial
activities of governments and financial institutions, exclusive of aid,

SEE: AID outline for matters petaining to Bnancial aid,

ADMINISTRATION ocutlines for agency budgetary, accounting,
audit, und other finuncial matters of an administrative nature,

FN-FINANCE
1 GEHERAL POLICY. PLANS,

Use only Dy materiand which i 20 broad in condent
that it cannad be Filed goder one of the more
specific subjeets in this outline, Includes fizcal

paiicy.

i1 Financicl Stabilizetion

For vconomie stabilizalion, SEE: E 1-1,

2 GEMNERAL REPORTS & STATISTICS
Use only for materini whichis so hroad in centent
that it cisnnet be fited under one nf the more

specilic subtiects in this outline.

3 ORGANIZATIONS & CONFERENCES
Use only o5 miterial whick cannat be filed onder
one af the mare specific subjects in this ocut-
Lige,  Sulidivide by oeome of orgnoizntion sod
natne, locatian, and date of canference i volume

Tttt

4 AGREEMENTS
Use ondy for materind which cannot be {iled under
orue ol the more specific subjects in this outiine,
5 LAWS & REGULATIONS
Lrae only for materid) whish cannal he filed snder
ore ol the more specific subjects in this ont-

iine,

6 BANKS & BANKING
tncivdes domestic and interandiannl banking;
central, commorsial, internnd development, and
sivines banks snd thelr operations. Por inder-
patinaat binks whose main aetivity i fornishiog aid

i undevdesceloped codotries, 3EE. AID 4.

6-1 Credit. Loans.

Imctudes export credit, interest poymends, sto,

6-2  Asseis. Liabilities.

& BANKS & BANKING (Cont'd)
6-3 Branch Bonks

If volume warrnnts subdivizion by specific banks,
indicate country in which branch is locuted first
and country of origin second {e g, “Belgium-17.8 "
for a U.§. branch bank in Belgiwm)

7 VISITS, MISSIONS.

8 DOMESTIC INVESTMENT

Includes all types of securities and investments,
such as bonds, stocks, mortgages, eto

-1 Market

2 FOREIGH INVESTMENT
Actual investments by one country in businesses or
industries in ancther country, Indicate country in
which investiments are mude first and country
making investments secand (e.g., Poriuguese
investinents in Angola: FN 9 Angola-Portugal)
For investment oppertunities, SEE; TP 15 for
investment guaranty program, SEE: FN LL

it FOREIGN EXCHANGE

Use for materivl on settlement of international
transactions (payments), deposits held in foreign
bunks, exchange rates, cwrrency convertibility,

and related matiers, For counterpart funds and
commodity sales for forelen currency under PL 480,
SEE: AIDy 13 and 158, respectively; for paving and
collecting transactions involving foreign currency,
SEE: ACC 23,

10~1 Exchange Raotes
10-7 Holdings (For, Exch))

102 Contrals, Restrictions,

4/1765
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FN {p. 2

RECORDS CLASSIFICATION HANDBOOK

FN.FINANCE

11 INVESTMENT GUARANTY

Includes programfo encourage L8 private

investment abroad,

12 BALANCE DF PAYMENTS

{neludes military oflset program.

13 CAPITAL MOVEMENTS
Flight and influx of capital, L.e., liguidation of
capilal mvestments of one kind or in one place,

and reinvestment in ancther kind or place,

i4 PUBLIC DEBY

Incluodes war debt,

j4-1 Servicing of Debts

i5 BUDGET
For agency budget, SEE: BUD outline, For
papers desling with specific program budgets
{a.g., Pefonse, Forelgn Ald, ete,, use appropriate

subject.

16 REVENUE. TAXATION.
Includes il sources of govermmeni revenue, and
tux peliey, structure and problems, apreements,
double taxation, ete. Subdivide by type of revenue
or tax (e.g, lotteries, government bonds, income
tax, property tax, ete, ),

17 MDNEY. CURRENCY.
All aspecis of money and currency ss mediums of
exchange except international payments, for which
SEL: FN 10, Incledes printing and minting,
monetary reform, regulations, magsgement,
circulation, money market, meney supply, holdings
and devaluation, Alsc includes Bureau of the
Mint Inferrogatory.

17-1 Monetary Policy. Reform,
17-2  Counterfeiting

18 INSURANCE
Use only for papers which deal with insurance in
geaeral or collective way (e.g., operaling statistics
legislation, government pelicy, significance in
fimancial world, ete. ) For specific types,
ase appropriste subject outline (e.g, medical
insutance, SEE. HLTH 14-7, social inswrance,
S LAD 16, etc)

i GOLD

Includes Tripartite Gold Commission
19-1 Goid Prices
19-2  Gold Noldings

19-3  Gold Controls

471765
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RECORDS CLASSIFICATION HANDBOOK

FSE {p. 1}

FUELS & ENERGY

Instructions

Use for papers which deal with the fuels and power industries, types of fuels {except
petroleum), types of energy, public utilities, theit importance in relation to the national
economy, international implications, trends, etc, .

SEE: PETROLEUM ocutline for matters pertaining to that industry.

FSE-FUELS 8 ENERGY
1 GENERAL POLICY, PLANS,

Use only For materisl which is so broad in content
that it cunnet be filed under oue of the more speci-

fic sybjecis in this outline.

2 GENERAL REPORTS & STATISTICS

Use only for material which cannot be filed under
one of the more specific subjects in this outline,

3 DRGANIZATIONS & CONFERENCES
Hae only for matertals which cannot be filed under
oue of the more specific subjects in this outline,
Subdivide by type and/or pame of organization and
name, date, and localion of conference if volume
warrants.

3-1

Governmertal Qrganizations

3-2

Industrial Qrgonizations

3-3

internationel Drgenizetions

4 AGREEMENTS

Use only for material which cannot be filed under one
of the more specifle subjects inthis outline,

5 LAWS & REGULATIONS
Use only for materiul which cannot be filed under

one of the more specific subjects inthis eutline,

& COMPANIES
Except pulilic utilities, for which SEE, FSE 14,
Subdivide v pame if volume warrants,

7 VISITS

8 COAL & COKE

% GAS

19 {Reserved for futuze use) FSE

11 {Reserved for futyre use)

12 ELECTRIC POWER
Includes rural electrification, Subdivide by “Hydre-
Eleciric® or *UFhorma!? and thereunder by type
or name of projeet if volume warranis.

13 NUCLEAR POWER. REACTORS.
Nuctear power programs {or peaceful uses, costs,
ete, For geners! research in atomic energy, in-
cluding reactors, SEE: AE cutline; for military ap
plications, SEE; DEF outiine.

14 SOLAR ENERGY

15 FUEL SUPPLY
Use for material on national or world fuel supply,
Ineludes black marhket operations,

16 PUBLIC UTILITIES

TL:RC - 4
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FSE {p. 2} RECORDS CLASSIFICATION HANDBGOOK

The following breakdowns may be uged to subdivide any of the above types of fuels
or energy tf volume warrants:

-1 Resources & Development

-2 Production & Consumption

-3 Marketing & Distribution

-4 Prices. Rates.

-5 Industrial Organization & Control

Example:

BEETTRRE Car - Produttion”
Lonpumpticn

H
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 RECORDS CLASSIFICATION HANDBOOK FT{p. 1)

FOREIGN TRADE

instructions

Use for papers which deul with international trade matters in general, export trade,
import trade, trade agreements, and customs administration except the control of
strategic expotts to Commusnist bloe countries, Trade in specific groups and types of
commodities is excluded uniess the primary emphasis or interest relates to a
particular trade problem, such as tariff negotiations, dumping, etc,, in which case the
commodities may be subordinated to the appropriate subject in this outline, In such
cases cross references shounld be made to the specific commodities involved in

INCO {AL) where necessamy or desirable.

SEE:. TRADE PROMOTION & ASSISTANCE cutline for matters per-
taining to promotional methods and programs designed (o expand
toreign trade.

STRATEGIC TEADE CONTROL outline for matters concerung
control of exports of strategic goods to Communist bloc
countries.

INDUSTRIES & COMMOIATIES ( Alphabetical List), FUELS &
ENERGY, PETROLEUN, TELECOMMUNICATIONS, and trans-
portation outlines for specific groups and {vpes of commodities,
matertals, products, ete,

ECONOMIC INTEGRATION outline for economic grouping of
countries into common markets, free trade areas, ete,

tal Methods of Arrangement:

1. To indicate import or export trade:

a. When voiume warrants only a primary folder: b, When volume warrants subdivision by
appropriate subject breakdowns:

2. Te indicate trade between two countries (the importing counttry should be shown first):

a. When volume warrants only a primary folden b. When volume warrants subdivision by
appropriate subiect breakdowns:

TH,E viapan UFTd TTrede Apreements U 5 wiapen

TLRC -4 373765
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RECORDS CLASSIFICATION HANDBOOK

FT~FOREIGN TRADE
] GENERAL POLICY. PLANS. PRACTICES,

Use only for material so braad in content i1 cannot

4 TRADE AGREEMENTS {Cant'd)

pe filed under one of the more specific subjects in 4«5 Motional Security Amendment
this auiline,
4-6 Tigde Adjustment & Assistance
1«1 Government Attitudes Uee {or general material on assistance to
irfestey, firms, und labor for injuries cavsed by
1-2 Cammercial Attitudes unfavorshic Lariffs,
2 GENERAL REPORTS & STATISTICS 47 Renewals
Hue anly for maierial which cannet be fled under Of trade sproement dcts. Subdivide by title and
one of tlte imere specific subjects in this ouatEne, veur 1 voloime warrants,
2-1  Share of Market Reports 4-8  Agricultural Adjustment Act
Hee fur metierial an tmposition of contrals an
3 ORGANIZATIONS & CONFERENCES agricuitural produce, the importation of wiich
Use ouly for matertal which cunnoet be fHled under would be injurious to the 15 agriculiural
one of the more specific subjects in this oulline, Program.
Subdivide by natte of organization and name, date,
and locationof conference if volume warrunts, Do 5 LAWS & REGULATIONS

Gther thau those elsting to trade agreements, for
which SEE: FT 4.

ot use for regianal ecanomic orgunizations, for
which SEE; ECIN cutline,

4 TRADE AGREEMENTS ]

Hee for papers an general and bitateral trade agreoe-

{Reserved for future use)

ments, ttade and payments apreements, snd Com-
TARIFF NEGOTIATIONS

Usge for malerial on hargainieg and negotiations oo

mercial treatics and conventions, Includes negotia- 7
tiang wheilier at oot they result in a signed agree-
tganf, FE T,

Arrange Ly (e of ot and vear of ils enactment if

For Larifi nepuatiatious, SEE: taritf concessions Sshdivide by tariff conference

i volyine warranis,
verlume weizerardy,
Proporations. Frocedures,

4-1 Reports to the President
For Tarifl Cammission Reporl to Fresidenl on 7-2 Concessions
prubitie hearings an fariff negotintions, 3EE: Crraptied and otttained ou a reciprocal basis,
[ O A Enctmides public relegse, lisis of articles, public
heartrigs tepart to the President. Sets of number-
4=7 Legolity & Constitotionolity ot conference and conmnities dacuments should be
Of trade wpreement acts, filed soparately.
4-3 Escape Clouse 8 BARTER
Use for malerial on this clause of U8 irade spree- For barfer transactions sader Fitle T of PL 480,
ment acts wherely farilf caneessicns granted shatl SEE: AlD 13-10
1ot be permitted if e duty or ocustoms treatment
invelved would canse iajury lo WS, indusiry, For 9 COMPETITION
discriminatory measures, SEE: FT 11, Exporicncod by i expariing country from snother
country whick exparts the same guods to the seme
4-4 Most-Favored-Notion Treatment tmprorting country,

Use for meterial an this clause in L35, trade
SUBSIDIES

Subsidics {o apricuituie and induastry 10 etcourage

agrecment aots which pravides that any con- 10
cesston ar faver granted by the U8, Lo ane
For For adjustment and assisfance under

FT 4.8,

ERpPOrE,
Trade Expansian Act, 3EE;

country lie extended to other cauntiies,
FT 11,

discriminatary measares, SEE:
f

4/1/65 TLiRC - 4




RECORDS CLASSIFICATION HANDBOOK

FT (p. 8)

FT.FOREIGN TRADE

1

11-2

11-3

Fi-4

e
12

13-1

13-2

H

15

&

QUANTITATIVE RESTRICTIONS 8 CONTROLS
Includes such discriminatory, non-tariff barriers as
Far
myterial on legitimate gnarantine and drug regula-
tigns, SEE: FT 1% and 17, respectively; for con.
trols through legitimate fees, 8EE:; FT 13,

quarantine, food and drug regulations, ete,

Licenses
ncludes penpits,

Boycotts

Discriminatory Measures

Favoritism shown one country over another,
Includes permissible and prohibited types of
digerininuation, SEE; FN outline for matters
pertsining strictly to exchuange,

Quolas
Limits officially placed on the guentity of goods
thet muy be traded,

¥oluntary Contrals

TRADE LIBERALIZATION

iberalization of frade restrictions.

DUTIES

Tariffs, vustoms duties, prices, bounties, taxes,
and cother related fees,

Anti-dumping & Countervailing Nuties

Fees on imports tooffset a subsidy of either
production or exportation by the exporting
country., Churges on impoerts to offset the
difference betweon the uormsl price of an

imported article and an abnormally lower price,

Tariffs
Includes rutes, classifications, schedules and
changes, tariff preferences, ete, For tariff

negotivtions, SERE: FT 7,

OUMPING

Gaods imported 2t less than market value and
which threstento injure or retard an industry in the
importing country.

QUARANTINE REGULATIONS
On meats, live animals, and plants, Subdivide by
For dis-

B o11-3.

fype of disease if volume warrants,

criminatory measares, SE:

(Reserved for future use)

17

18-1

1§-2

18-3

18-4

i

20

21

22
23

23-1

24

FOO0D & DRUG REGULATIONS
Sunitary regulations on foods and drugs.
domestio regalations, SFE:; HLTH 17,
criminatory measures, SEE; FT 11-3,

For
For dis-

MUNITIONS CONTROL

Control over expart and import of arms, ammunition,
implementy of war, and afomic and other items of
primary significance (including technical informe-
ation) which can of may be uaed in the production
of such items., For export contrel over such items fo

Communist countries, SEHE: TR cutline,

Licenses
{nciudes pre-licensing. Subdivide by name of

fivey 1 volume warrants,

Technical Boto
Export or attempted export of technical
docwmentsry muterial on arms, armaments, {mple-

e nds of wir, et

Registration
Subdivide by name of firm if volume warrants,

Uniawiul Shipments
Includes arms smupgling. Subdivide by name
of firm i volume warranis,

STATE TRADING
Handiing of trude by the state rather thun by com-

weredial firms,

TRIANGULAR TRADE

Malatenance of balanee of exporis and imports by
exchange pattern invalving three rather than only
Lwo countries,

FRUNTIER TRADE

Speocial concessions {or populations Hving within a
prescribed ared on either side of a border,

{Reserved far future use)

CUSTOMS ADMINISTRATION

Do not use for customs unions, for which SER.
ECIN outline,

Complaints & Commendations

DOCUMENTATION OF MERCHANDISE

General documentation, and certification require-
ment, preparation, forms, marking, sppraisemeni,
and description of goods or invaices.

Th

RC-4
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FT (p. 4) ___RECORDS CLASSIFICATION HANDBOOK

FT.FOREIGN TRADE

25 ENYRY OF MERCHANDISE 25 ENTRY OF MERCHANDISE {Cont'd)
25<1 Free List 25-5 lHegal Entry
Merchandise on free st and not subject to b vialation of custams laws and regulations with
cusioms duties, or without fraudutent intent. Includes smupeling
and contrabund in genersl, For illegal shipments
25-2 Free Entry of munitions, SEE: FT 18-4; for smuggling of

For privilege grented to diplomatic and consalar other specific commedities (e g, narcotics), SEE:

representatives, SER: POL 172, INCO (ALY
25«3 Free Ponts 26 MERCHANDISE IN BOND
Merchandise held in storage pending withdrawst for
25-4 Free Zones domestic consumption or teexpartation. Includes

Material on imporis into an ares (usually near o slorage, warchouses, charges, and transportation,
poarty for siorage, processing, or re-packing pend-

ing reexpoeriation o gdmission through customs,

4/1/65 TLRC - 4




RECORDS CLASSIFICATION HANDBOOK INCG {p.

INDUSTRIES & COMMODITIES

Instructions

Use for pupers which deal in general with business, indusity, menufacturing,
commodities, materials, and products. Material dealing with specific types of industries,
comniodities, ete,, should be arrunged alphabetically by group or type of business,
industry, profession, commodity, material or product, using the ulphabetical list at the
end of this outline us a guide.

Because of their special significance and importance, a2 few industries and their
related commodities are excepted, namely: fuels and energy, petroleum, tele-
communications, and the transportation industries. For the same reason, general
matte;s pertaining o agriculture are excepted. Also excluded are commodifies
involved in aid programs snd the export control program.

Ir the caze of papers desling primarily with trade problems involving specific
commodities or industries, they may be filed under the appropriate subject in

the FORRIGN TRADE outline (e.g., ¥T 7 Tariff Negotiations, FT 14 Dumping, etc.)
with a cross reference to the specific commeodity or industry in the INCO Alphabetical
List, The same treatment way be accorded specific indusiries and commodities in
conpecton with nutionalizetion or expropriation {(INCO 15 2) and stockpiling

(DEF 122338 desired.

SEE. AGRICULTURE, FUELS & ENERGY, PETROLEUN,
TELECOMMUNICATIONS and the transportation outlines for
these industries and related commodities.

ALD cutline for commodities inveolved in aid programs, such as
PL 480 and Food For Peace.

STRATEGIC TRADE CONTROL eutline for strategic
vommodities and industries involved in the export control
program,

PROTECTIVE SERVICES outline for consulat services to
business abrosd, including protection of property, judicial and
legal services, ete.

FINANCE outline for investment policy and actual investments
in business and industry abroad.

TRADE PROMOTION & ASSISTANCE outline for private trade
and investment opportunities, assistance to business, trade
promotion visits and missions, efc,

Special Metheds of Arrongement;

Olfices which nead an alpbabetical file of particulsr groups or specific types of business, industries,

professions, commodities, ete,, may arcange them in one of the following ways:

4/1/65
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RECORDS CLASSIFICATION HANDBOOK

Alphabetically by specific types of industries,
commodities, ete., with no attempt to group re-
lated ones into categortes:

; INCO - RUBBEE & RUBBER PRODUCES

INGO « FISH & FISHHG vE

INCO-INDUSTRIES & COMMODITIES

GENERAL POLICY. PLANS.
Hee only for material which {5 s0 hvaad in content
thai it eannot be filed endoer one of the wore speci-

fie sulijects inthis owlline,

GENERAL REPORTS & STATISTICS
Hue for reports and statistical dela on industry or
commoditics 1n peneral, prepured by government ar

private sources.,

ORGANIZATIONS & CONFERENCES

e only for material which cannet be liled wwler
pne ol the mare specifle subjects in thiz cutline.
Sulsdivide iy name af argenization and name, loca-

tion and date of vonfereace, 1f volume warrants,

AGREEMERTS

Use only {ar material which cannot be filed snder

one of the more specilic subjects in thiz autline,

LAWS & REGULATIONS

Pao only bor material which canaat be fited under one

af the more specifie subjecis i this outline,

COMPANIES. COOPERATIVES.

wer cooperatives,
AR 6.

Faeludos consa Far fann co-

cperalives, 5L

VISITS

Of business snd industrial groups other than thase
{ar trade prometion purmoses, {or which SEE: TP 7.

INQUSTRIAL MOBILIZATION
For total moliiization of resodrces and stockpiling
of siratcepie and oritics! materials for defense pur-

BEY 1-2 and -8

poses, SER:

COMMODITY STABILIZATION
Intemuatianai and national caemodity schemes,
studics, projecticns of materials demsand, inter-

nationadl atlocatioas, efo.

11

12-1

12-2

123

2. Alphabetically by groups of related
industries, commodities, etc., with each
group further subdivided into specific types:

! INGO ~ FISH & FISHING (TURAD i

| 1800 - FiSH & FISHING (SALMON) i

{“i'iffn CUPISH & FISHING (RATISAE)

INDUSTRIAL RESOURCES & DEVELOPMENT

Use for general industrial development plans,
surveys, industrinlizstion, inventory of indusztrial
For capital investment, SEE: BN
outline; for private investment opportunities, SEE:
TF 15,

INDUSTRIAL PROPERTY

Patents, models, designs, trademarks and trade-

resowcees, etc.

names. subdivide by type if volume warrsnts. For
material on industrial plants and facilities, SEIL:
INCO 12-5; for disputes and complaints, SEE:

T 16 for protectionof U5, firms, SEE: T8 19

{nventions & Petents

Tredemarks & Trodenames
For protection of 1.5 fims, SEE: TP 19

Copyrights
includes book piracy. For creative arts, SEE:
CUL 13,

PRODUCTION & CONSUMPTION

Use for production indexes, statistics, (e.g..
volume and value of production), cost and methods
of praduction, guality contro! and standards, con-
sumption volume, trends, forecasts, ete. SEH:
DEF 12-4 for defense aspects of armaments pro-
duction.

Research & Technolagy

Includes application of automation to in-
dustrial processes. For effect of automation
on labor, SERE: LAB 13-1.

Stocks

YVolume fevels, changes, inventories, ete,

Surpluses. Shortages.
Inclndes storage, disposal, and rationing. For
agricultural surpluses, SEXR: AGR 12-3.

/1765
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RECOROS CLASSIFICATION HANQBQOK INCO {(p. 3}

INCO-INDUSTRIES & COMMODITIES

12 PRODUCTION & CONSUMPTION {Cont’d) 15 INQUSTRIAL ORGANIZATION & CONTROL
Includes methods of establishing ownership,
12~4 Guotas management practices, business ethies, corrupe.
tien, profit sharing, foreign subsidiaries, business
12~5 Plonts & Facilities failures, bankruptoy, ete. For depressions, pro-
Plants, mills, studies of industrial establish- sperity, ete., $EH: E 8-3; for specific companies,
ments, methods, standasds, ete, SEE: INCO 6; for labor-management relations,
SEE: LABR 6.
13 MARKETING & OISTRIBUTION
Includes handling and procurement of commeodities, 15«1 Restrictive Business Practices
commodity clearinghouse, marketing methods, com- Includes anti-trost legislution, castels, mono-
modity exchanges, market places, ete. For dis- polies, private voluniary controls, deconcentram
tribution of surpluses, SEE: INCO 12-3. tinn and decurtelization.
13-1  Market Research 15~2 Nationelization. Exproprictien,
Use for short form market reports and market re- National government ownership or control of
search., For assisiance to businessmen in Iocats businesses and industries, and their take-gver
ing markets for their geods, SEE:; TP iS5, by a foreign government, except for petroleusn
industry, for which SEE: PET 15-2. includes
14 PRICES sequestration and socialization, and laws and
Use for prices of commodities and products in decrees, SER: PS 84 for consular services to
general, governmental price controls, subsidies, individual firms so involved,
ete. Faor effect of prices on cost of living, SEE.
E 8-1.

INCO-ALFHABETICAL LIST {AL)

The following list is not exhaustive and may be expanded to meet office or post needs.
Folders should only be prepared for those industries and commodities on which record
material accumulates,
Accessones {Apparel) Antigues

Une Clothing, .
Apparel, Wearing

 Acids Use Clothing.
" Use Chemicals & Chemical Products, Appiianc;es
L Subdivide by type (e.g., Household, Prosthetic, ste.)
Advettmmg if volume warrants.
Air Conditioning & Refrigeration Architecture
Aluminum & Aluminam Products Ashestas

Use Mining, Minerals & Metals.
Animal Fats i
Use Fatz & Dils. Athletic Equipment

Use Recrestional Eguipment,

Animal Husbandry & Veterinary Science

Includes animai digesses and frestment. Badges
Uae Notions & Novelties.
Animal Products (Inedible) Barbers & Beauticians Equipment & Supplies

TLRC - 4 4/1765




INCO (o, 4) RECORDS CLASSIFICATION HANDBOOK

Base Metals
Uae Miving, Minerals & Metals,

Bauxite
Vse Minkng, Minerals & Metuls,

Bedding, Mattresses, ote,

Use Frrnishings.
Beversges & Beverage Materials
Bicycles

Brass
Uae Mining, Minvrals & Metals.

Breweries

Usge Beverapges & Beverage Malerials,

Bronze
Ve Minteg, Minerals & Metals,

Brooms
Use Furnishings.

Building Materials

Buttons

Use Notions & Novelties,

Cameras

Use Photopraphic Equipment & Products,

Candy

Use Feod & Food Products,

Cuttle

e Livestook, Meat & Meat Prodocts,

Cellophane

Poe Plastics & Plastic Predoots,

Celluloids

Use Plastics & Plastic Products,
Cement

Ceramics

Vlne Glass 8% Clay Proogycts,

Cereals

Use Grains, Feods & Sceds.

Chemiculs & Chemical Products

Chrome

Clays

Vlne Glags & Cluy Products.

Cleaning Compounds

Vse Seap & Cleaning Compounds.

Clocks
Hae Watches fe Clocks,

Clothing
Cocoa
Cofles

Ceondiments

Use Food & Faod Produets,
Construction
Subdivide e “Pollic™ or “Frivale’?, if volume

WATTants.

Construction Equipment

Lz Equipment & Mechinory.
Containers & Puckaging
Copper & Copper Products

Cork & Cotk Products

Wae Paresiry & Forest Prodoots.
Com & Commeal

Cosmetics

WUse Hurboers & Deauticisns Eyuipment 8 Svpplies.

Cottage Irdustry

Usie Smali-scate Industries.
Cotton & Cotton Products
Dairying & Dairy Products
Dates

Dental Instruments & Equipment

Use Professienal & Scientific Instroments & Eoquipment.

Department Stores
Use Wholesale & Retail Trade,
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Deterpents

Ute Boap & Clegning Compounds,

Disinfeciants

Ure Chemivals & Chemical Products,

Distiileries
Use Beverapes and Beverage Materials,

Drugs & Pharmaceuticals

Dyes

Use Chemicals & Chanical Froducts,

Eggs
Uae Paaltey & Ly

Electronics & Flectronic Peoducts

Enamels
Uze Paints & Varnishes,

Enginesring
For enginvering as scivace, SEE; 31 56,

Eguipment & Machinery
Subdivide by type (e, Agricaltural, Construction,
Elecitival, Industrial, eto ) iF volume warrants.

Explosives (Non-military)

Extracts, Food
Use Food & Food Products,

Fats & Qilg (Animal, fish & vegetable)
Feathers

Feeds

Uge Graing, Feoeds & Seeds,

Fertilizers

Fibers & Textiles

Subdivide into *“Natural’? and “‘Synthetic?, if

witlirne warranis.

Films
Use Mution Pioiures,

Figh & Fishing

Includes fishoeries and fish products,

Fish Oils
Use Fats & Oiia

Flaveorings

UVse Food & Vaod Producis,

Floor Coverings (All types)

Uge Furpishings.

Flour

Bge Grains, Yeed & Seeds,
Flowers & Bulbs

Flaorspar
Usge Mining, Minerals & Metals,

Food & Food Products

Forestry & Forest Products

Includes reflorestation,

Foundry Products
Uee Iron B Bleel & Releted Products.

Foaw! Products

Use Pouliry & Egen,

Fruit Products
Use Fruits, Nuts & Vegelables,

Fruits, Nuts & Vegetables
Furnishings (Office, household & school)

Furniture (All kinds)

Use Furnishings,
Fur Seals & Fur Sealing

Furs

Use Hides, %kinn B Furs.
Glass & Clay Products

Gold

For gold as medium of exchange, currency, ete,, SEE:
FN 10 and 17, respectively,

Grain Producis
Use Giaing, Feeds & Seeds,

Graing, Feeds & Seeds

INCO {p. 5)
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Hair Manufactures {(Human)

Use Barbers & Beaoticians Equipment & Supplies,

Handicafts
Uge Smuall-scale Industries,

Hats
Use Clothing,

Heavy Wuter
Hides, Skins & Furs

Hops

Hse Grains, Feeds b Secds,
Hotels
Housing

lee Cream
Use Dabrying & Dairy Produers,

Industrial Alcohol

Use Chemicals & Chemical Products,

Industrial Chemicals

Uee Chemicals & Chemical Productks.

Insecticides
lron & Steel & Related Products

Jewelry
Use Precions Melals & Siongs,

Jute
Uae Fibers & Fextiles,

Kitchenware

Hae Furnishings,
Lead & Zinc & Reluted Products
Leather & Leather Goods

Leavening Products
Use Food & Food Products,

Lime & Limestone
Use Mining, Minerals & Metals.,

f.inen & Linen Products

Hee Fibers & Textiles,

Liguor

Use Beverages & Heverage Materials,
Livestock, Meat & Meat Products

Lumber & Lumber Products

Machine Tools & Metal-working Equipment

Machinery
Use Equipment & Machinery.

Marhle
Use Mining, Minerals & Metats,

Meat & Meat Products
Use Livestock, Meat & Meat Products.

Meat Packing
Use Livestock, Meat & Meat Products.

Medicinal Preparations
Use Drugs & Pharmaceuticals.

Metallurgy
Use Mining, Minerals & Metals,

Metal-working Equipment
Use Machine Tools & Metal-working Equipment.

Mining, Minerals & Metals
Includes metallurgy.

Molasges
Use Food & Food Products,

Monkeys
Use Wildlife,

Motion Pictures

Musical Supplies & Equipment

Use Recreational Equipment.

Narcotics
Use Drugs & Pharmacenticals

Natural Fibers
Use Fibers & Textiles,

Naval Stores

Newsprint
Use Pulp, Paper & Paperboard,
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INCO {p. 7}

Non-fetrous Metals
Use Mining, Minerals & Metals.

Non-Metallic Minerals (Manufactures?}
Use Mining, Minerals & Metals,

Notions & Novelties

Nuts
Hse Fruits, Nuis & Vegetables.

Occupations
Use Prefessions & Occupations.,

Office Machines
Use Equipment & Machinery.

Gils
Usze Fats & Oils.

Optical Instruments & Equipment

Use Professional & Scientific Instruments & Equipment,

Packaging
Use Containgrs & Packaging.

Paints & Vasnighes

Palm 0il
Use Fats & Oils.

Paper & Paperboard Products
Use Pulp, Paper & Paperboard.

Pennants
Use Notions & Novelties,

Phammaceuticals
Use Drugs & Pharmaceunticals.

Photographic Equipment & Products

Pictures
Use Photographic Equipment & Products.

Ping
Use Notions & Novelties,

Plastics & Plastic Products

Plumbing Equipment & Supplies
Use Eguipment 8 Machinery.

Polishes
Use Soap & Cleaning Compounds.

Potash

Use Mining, Minerals & Metals.
Posltry & Eggs
Precious Metals & Stories

Printers Supplies
Use Printing & Publishing.

Printing & Publishing

Private Construction
Use Construction.

Professional & Sciéntific Instruments & Equipment
Professions & Occupations

Publishing
Use Printing & Publishing.

Pulp, Paper & Paperboard
Raw Materials

Real Estate

Recreational Equipment

Reed Products
Use Fibers & Textiles.

Refrigeration
Usge Air Conditioning & Refrigeration.

Resins
Use Plastics & Plastic Produets.

Retail Trade
Use Wholesale & Retail Trade,

Rice

Rope
Jge Fibers & Textiles.

Rubber & Rubber Products

Scientific Instruments
Use Professional & Scientific Instruments & Eguipment.

TLRC - 4
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Scrap Metal
Use Iron & Steel & Related Froducts,

Seeds
Use Graing, Feeds & Seeads.

Shoes
Use Clothing.

5ilk & Silk Products
Use Fibers & Textiles.

Siiver

Sking
Use Hides, Skins & Furs,

Slate
Uze Mining, Minerals & Metals.

Small-seale Industries

Smoking Supplies

Use Tabacco & Tobaces Products.
Soap & Cleaning Compounds
Soybeans & Soybean Products

Spices
{Jse Faod & Food Products.

Sporting Goods

ge Recreational Eguipment.

Sfains
Use Paints & Vamishes,

Steel & Steel Products
Use fron & Steel & Related Products.

Storage
e Warehousing & Storage.

Straw Products
Use Fibers & Textiles.

Sugar

Sulphur

TUse Mining, Minerals & Metals,

Supermarkets
Use Wholesale & Retail Trade.

Surgical Instruments & Eguipment

Use Professional & Sclentific Insfruments & Equipment,

Synthetic Fibers
Use Fibers & Teutiles.

Synthetics (other thag Fibers)
Tes

Textiles
iase Fibers & Textiles.

Theatrical Supplies & Equipment

Use Recreational Fquipment,

Themmometers

Use Professional & Scientific Instruments & Equipment.

Tin & Tin Products
Tobacco & Tobacco Products

Tools, Machine
Jge Machine Tools & Metal-working HEguipment.

Tourism

Toys & Games

Use Recreational Equipment,

Turg Oil

Use Paints & Varnishes.
Tungsten
Uranium

Varnishes
Use Paints & Varnishes.

Vegetable Oils
Use Fats & Oils.

Vegetables & Vegetable Products
Use Fruits, Nuts & Vegetables.

Warehousing & Storage
Watches & Clocks

Wax
Use Animal Preducts (Inedible}.
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Wearing Appare!
se Clothing.

Whales & Whaling

Wheat

Wholesale & Retail Trade
Wildlife

Wood & Wood Products
Use Lumber & Lumber Products,

Wood Pulp
Use Pulp, Paper & Paperboard.

Wool & Wool Produets

Yarn
Use Fibers & Textiles.

ZLine
Use Lead & Zinc & Related Produces.,

When papers on a particular industry, commodity, ete., accumulate to the extent that they require sub-
dividing, the foliowing subject breakdowns should be used:

1  General Policy. Plans. 10 Resources & Development

2  Generzal Reports & Statistics 11 {Reserved for future uge)

3 Organizations & Conferences 12 Production & Consumption

4  Agreements 12 Marketing & Distribution

5 Laws & Regulations 14 Prices

6 Companies 1% Industrial Organization & Control
7 Visits 16 (Reserved for future use)

8 Fairs & Exhibits 17 Trade

9 Commodity Stabilization 18 Transportation

Example:

igml’:osﬁ?ggn & Consumption dapat
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INLAND TRANSPORTY
instructions

Use for papers which desl with the commercial inland transportation industries in a
genaral or collective way ag well as for papers which pertain to a single type. Alse
inchudes private inland transpostation,

SEE: L.ABCR & MANPOWER outline for labor-management relations,
sfrikes, emplovee unions, etc,

AVIATION (CIVIL) outline for commercial and private air
transportation.

QCEAN SHIPPING outline for merchant shipping and private
ocean transportation,

IT—INLAND TRANSPORT

i GEHERAL POLICY. PLAHS. 7 HIGHWAY TRANSPORT (Cont'd}
Use anly for material which is 20 broad in content
that it cannot be filed under one of the more speci- 74 Agfeements (Hwy}

fie subjects in this cutlise,
7-5 Lows & Regulations {Hwy)
? GEHERAL REPORTS & STATISTICS

Use only for material which cannot be filed under one 7-6 Componies, Lires. {Hwy)
) f the more specific subjecis in this outline, Subdivide by name if volume warrants,
3 ORGAHIZATIOHS & COHFERENCES 7-7 Visits (Hwy) IT
Other than companies and lines, for which
SEE: IT 6, 7-6, 86 or 11-6. Use only for materials 7-8 Toxes & Fees {Hwy)
which cannot be filed under one of the more gpecific
subjects in this outline. Subdivide by name of 7-9 Routes & Schedules (Hwy)
organization and name, date, and location of con-
ference if volume warrants. 7-10 Rotes & Cﬁqrges (Hwy)
Subdivide by “Treight”® and “Passenger’’ if
4 AGREEMEHTS volume warrsnts,
Use only for material which cannot filed under one
of the more specific subjects in this outline. 7-11 Shipments (Hwy]
Includes storage on or within vehicles, con-
5 LAWS & REGULATIOHS tainers, and dangerous goods,
Use only for material which cannot be filed under
one of the more specific subjects in this outline, 7412 VYehicles & Equipment (HWY}
Trucks, buses, automobiles, ete, Subdivide by
& COMPANIES. LIHES, types if volume warrants,

Subdivide by name if volume warrants,

7-13  Sofety & Control {Hwy!}

7 HIGHEWAY TRAHSPORT Use for all material for regulating, warning or
guiding traffic, Includes numbering and marking
7-¥  Pelicy. Plans. (Hwy} systems,
7-2  Reparts & Statistics {(Hwy) 7-14  Terminals (Hwy)
s I3 Orgenizetions & Conferences (Hwy) 7-15  Bridges & Structures (Hwy)
Othier than companies and lines, for which SEX; Includes tunnels, culverts and viaducts,
IT 7-6.

TLIRC - 4 A/1/65




i1l 2)

RECORDS CLASSIFICATION HANDBOOK

IT-INLAND TRANSPORT

7 RIGHWAY TRANSPORT {Cont'd)

7-16

717

7-18

Highways. Transportation Ketwork,

Includes construction, maintenance, efc,, of
roads and strests, arteries and systems, . Sub-
divide by name if velume warrants.

Traffic {Hwy)

Use for material which does not pertain solely to
& specific company or line, for which SEER:

IT 7-6, Includes density and volume statistics.
Subdivide by “Freight” and *Passenger®’ if
volume warrants,

Highway Transport Personnel
Do not uze for labor matters, for which SEE:
LAR outline,

8 RAIL TRANSPORT

8-1
8-2

8.3

8-19

8-12

8-13

Policy. Plans. {Rail)

Reports & Stotistics (Rail)

Orgonizations & Canferences {Raif)

Other than companies and lines, for which SEE:
IT 8-6.

Agreements {Rail)

Laws & Regulotions (Rail)

Companies. Lines, (Rail)
Subdivide by name if volume warrants,

Visits {Retl)
Taxes & Fees {Rail)
Routes & Schedules (Rail}

Rates & Charges (Rail)
Subdivide by “Freight’™ and ‘““Passenger™ if
vilume warrants,

Shipments (Rail}
Includes storage on or within rolling stock, con~
tainers, and dangerous goods,

focomotives, Rolling Stock & Equipment

Bubdivide Ty types if volume warrants,

Safety & Contrel (Rail)

8 RAIL TRANSPORT (Cont'd)

8-14

8-15

8-16

8-

8.18

§-19

Terminals {Rail}

8ridges & Structures {Rail)

Includes tunnels, culverts, viaducts,

Roodbeds, Ties, Ratls,

Tratiic {Retl)

Usae for material which does aot pertain to a
IT 8-6.
Suh-

specific company, for which SEE;
Includes density and volume statistics,
divide by “Freight’ and “Passenger’’ if
velume warranis,

Ratl Transport Persoanel
Do not use for labor matters, for which SEE:
LAB cutline,

Tramways. Subways.
inciudes interurban, rapid transif, monorsil, ete,

9 ROPEWAY

16 CA8LE CARS

11 WATERWAY TRANSPORT

11-7
11-8
118

Policy. Plans. (Wwy)

Reporis & Statistics {Wwy)

Orgonizations & Conferences {Wwy)

Cther than compantes and lines, for which
SEE: 1T 11-fn

Agreements {Wwy)

Laws & Regulations {Wwy)

Companies. Lines, {Wwy)

Subetivide by name if volume warrants,
Vistts (Wwy)
Taxes & Fees {Wwy)

Routes & Schedules {(Wwy)

471/65
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IT-INLAND TRANSPORT
1} WATERWAY TRANSPORY (Cont'd)

1116

111

it-12

it-13
$i-14

F1-15

Rates & Charges {Wwy)
Bubdivide by “Freight” and “Passenger” if

voeiume warrants.
Cargoes {Wwy}
includes storage, containers, dangerous

cargues, and carge gear.

Ships, Yessels & Equipment

Subdivide by types i valume warrants,
Huvigetion & Safety (Wwy)
Ports & Harbors

Bridges & Structures {Wwy)

17 WATERWAY TRANSPORT {Con?'d}

11-16

=17

11-18

Canals. Rivess, Lakes.
Subdivide by name if volume warrants. In-
ciudes dredging.

Traffic (Wwy}

Use for material which doees not pertain solely
to a specific company or line, for which SEE:
IT 11-6. Includes density and volume
statistics. Subdivide by *Freight’ and
“Passenger’’ if volume warrants,

Woterway Transpart Personnel
Da not use for labor matters, for which SEHE:
LAB csutline.

TL:RC - 4
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LABOR & MANPOWER

instructions

Use for papers on labor and manpower which have gconomic significance, such as labor
matket, aational labor force, labor requirements and availability, and manpower

utilization and programs.

SEE: POLITICAL AFFAIRS & RELATIONS outline for the
political influence and activities of labor organizations and for
Communist efforts to infiltrate and influence labor organizations.

LAB-LABOR & MANPOWER
1 GENERAL POLICY. PLANS.

Use only for material which ig 20 broad in content
that it cannoot be filed under one of the more speci-
fic subjects in this outline.

2 GENERAL REPORTS & STATISTICS
Use only for material which cannot be filed under
one of the more specific subjects in this cutline,

3 ORGARIZATIONS & CONFERENRCES

Arrange by the tertiary subjects shown, and/or
alphabetically by name, if volume warrants,

3«1 Locel Lober Qrganizations
L.abor units of & particular craft or industry.

3-2 HMational Labor Crganizations
Country-wide organizations of a particular craft
or industry {(national trade uslons) and combina-
tions of industrial or craft unions (such as
Australian Council of Trade Unions, National
Confederation of Industrial Workers, and
American Federation of Labor).

3-3 lInternationsl Labor Organizations
Combinations of national confederations of more
than one countzry {such as ICFTUY, independent
federation of national unions from different
countries, operating in specific or related trades
of industries, such as metal workers or transpost
workers (international trade secretariats and de-
partments); the (L0, and other intergovernmental
labor organizations,

4 AGREEMENTS

Use for material on national and mtergovernmental
agreements which are so general in pature they can-
not be filed under ane of the more specific subjects
in this outline. For agreements and confracts in
labor-management relations, SEE. 1.AB 6.

9.1
W

LAWS & REGULATIONS

Use only for material whichcannot be filed ander one
of the more specific subjects in this outline,

LABOR-MANAGEMENT RELATIONS

Policies and activities engaged in Dy organized
tabor and management for the promotion of their
common ar separate interests, Includes disputes,
strikes, cooperation, collective bargaining, arbitras
tion, contracts, and agreements,

Dispuies, Strikes.
Causes, resulis, machinery of settlement,
mediation, conciliation, etc. Includes lockouts

and slowdowns.

VISITS

By labor and union officials, representative labor
groups, etc., except those pasticipating in exchange
program, for which SEE: EDX outline, LAB
MOBILIZATION, MANPOWER RESERVES.

For total mobilization, SEE: DEF 1-8; for indusfrial
mobilization, SEE: INCQO 8.

LABOR EDUCATION & TRAINING

Includes trade schools, training courses and proj-
ects, and apprenticeship. For training under
exchange program, SEE: EDRX cutline.

f.ohor Institotes

SPECIAL GROUPS

Use for material on special categories of labor,
such as farm labor, child labor, convict labor,
migratory labor, bandicapped workers, foreign
importees, exchanges, etc. Subdivide by category
if volume warrants. SEE: 8CI 12 for scientific

EnpOwEer,
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LAB-LABOR & MANPOWER

11 WAGES. HOURS. WORKING CONGITIONS. 13 EMPLOYMENT., UNEMPLOYMENT. TURMOVER
Wages and supplementary benefits, including {Cani’&)
wage structure, bonuses, differentials, incentive
wages, cost of living allowances, profit-sharing 13«1 Technology Effects an Lobor
plans, workmen's compensation, hours of work, Effect of automation, mechanization, and
ard working condilions, other technelogical advances on employment, etc,
11=1 Sofety. Accidents, 13-2 Economic Integration Effects on Laber

Includes provision and use of safety devices,

14 FORCEG LABOR

12 PROCUCTIVITY Includes slavery, peonage. For human righis
Amonnt of work done (e.g., output in man-hours), aspects, SEIL: 80C 14,

13 EMPLOYMENT, UNEMPLOYMENT. TURNOVER, 15 REPLACEMENT OF FOREIGN LABOR
Includes underemployment, hazardous employment, By native labor., FExient and effect of such replace-
and unemployment compensation, hiring procedures and ment.
controls.

14 SOCIAL SECURITY. RETIREMENT, PENSIONS,
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08 {p. 1)

OCEAN SHIPPING

instructions

Use for papers on the commercial ocean transportation industries and private ocean
transportation, Includes merchant marine and coastal shipping.

SEE: PROTECTIVE SERVICES outline for consular services per-

formed for shipping and seamen.

LABOR & MANPOWER outlinte {or labor matters pertaining to
shipyard, dock, or maritime employees.

PETROLEUM outline for pipelirie and tanker transportation,

INLAND TRANSPORT outline for commercial and private high
way, rail, inland waterway, etc., transportation,

STRATEGIC TRADE CONTROL outline for shipping controls
on export of strategic items to Communist countries.

OS—0CEAN SHIPPING
1 GENERAL POLICY, PLANS.

Use only for general material of a policy or planning
nature which is so broad it cannot be filed under one
of the more specific subjects in thia outline,

2 OGENERAL REPORYS & STATISTICS

Use only for materials whichcannot be filed under
more specific aubjects inthis outline,

3 ORGANIZATIONS & CONFERENCES
Other thap companies and lines, for which SEE:
05 6. UUse ouly for materizl which cannot be filed
under one of the more specific subjects elsewhere in
this outline. Subdivide by name of organization {2.g,
Intergovernmental Maritime Consultative C}rganization}
and name, date, and location of conference, if volume
warrants,

4 AGREEMENTS

Use only for agreements which cannot be filed under
more specific subjects in this cutline,

5 LAWS & REGULATIONS
Use for materials which cannot be filed under more
specific subjects in this outline. Subdivide by title,
number or other identification if volume warrants.

& COMPANIES. LINES,

Subdivide by name if volume warrants, For labor-
management relations, strikes, ete., SEE: LARB 6,
6«1 Qiseriminction. Boycott.
Discrimination against and boycotting of shipping
companies regardiess of kind of cargo being
carried. For cargo discrimination or boycott, SEE:

8 11-5; for trade discrimination and boycott, SEE:

FT 113 and FT 11-2, respectively.
7 VISITS
#§ TAXES & FEES
9 ROUTES & SCHEQULES

10 RATES & CHARGES
For port fees and charges, SEE: 0S5 14-5,

10-T  Freight Rotes
10-2 Passenger Rates
11 CARGOES

-1

Qengervus Cargoes

11-2 Corgo Storage

Includes containers,
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05~-0CEAN SHIPPING
11 CARGOES {Cont'd)
11.3 Carga Gear

inciudes automated equipment.
11-4 Corga Preference

11-5  Discrimination. Boycott,
Other than carge preference, Includes seizure
of cargoes. For discrimination and boycott of
companies and lines, SEE: OB 6-1.

12 SHIPS. VESSELS, EQUIPMENT.

Subdivide by types ¢r names of vessels i volume
warrants, For inland waterway vessels, SEE:

IT 13-12; for transportation of oil by tankers, SEE:
PET 18-2,

12«1 Shipbuilding, Repairs.

Inciudes subsidies, plans, and designs.

12-2  Sale, Purchase. Transter.

includes registration resulting from these actions,
For salvage and scrapping, SEE; OF 12-14.

12-3  Flags of Convenience
Sometimes called *Ylags of necesgity. " Includes
transfer of registry under foreign flag.

12-4 Doacomentation

12+5 Accidents

Includes liahility of vessels in collisions, For
salvage and scrapping, SEE: O3 12-14.
12«6 Charter

12-7 Mocleor Propulsion
¥or suclear liability, SEE: AK 12

12-8 Tonnage

12-9 Liens

12«10 Loon

12-11 Reserve Fleet

12-12  Movement of Yessels
12«13 Marine Insurance
12-14 Salvege. Scropping,

13 NAVIGATION & SAFETY
13-1 Search ond Rescue

13-2 Novigational Aids
Includes buoys, markers, and lighthouses as
well as radio-navigational aids,

13-3 Navigational Nazards
13-4 Pilotage

13-5 Safety of Life af Sea
14 PORTS & NARBORS

14-1 Construction & Maintenance
Includes dredging.

14-2 Port Facilities & Services
For port charges and fees, SEE: 08 146,

14-3  Port Autherity

14-4  Port Secority

14-5 Berthing

146 Port Fees & Charges
15 LOAD LINES

Convention ratification, accepiances, violations,

amendments, efc.

16 DI POLLYTION
lncludes vielutions, enforcement of regulations,
studies, ete,

17 TRAFFIC
Use for material which does not pertain solely to &
specific company or line, for whick SEE: OF 6.
Includes density and volume statistics.

17«1 Freight Traffic
17-2 Passenges Trafic

18 MERCNANT & MARIRE PERSONNEL
Except labor matters, for which SEE: .AB cutline,
and consular services to seamen, for which SEE:
Pg 7-5. Inchudes such matters as desertion, muiiny,
licensing of maritime navigatoss, merchant marine

peademies, etc.
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PET {p. 1}

PETROLEUM

Instructions

Use for papers on the petroleum industry in general, its subordinate industries,
petroleum as & commodity, and for petroleum products,

SEE: FUELS & ENERGY outline for fuels other than petroleum,

DEFENSE AFFAIRS outline for stockpiling of strategic and

critical materials,

PET-PETROLEUM

i

GEMERAL POLICY. PLANS,

Use only for material which is g0 broad in content
that it cannot be filed under one of the more specific
subjects in this cutline, Includes material on Mil-
itary Advisory Petroleum Board and the NATO Petro-
lewm Planning Commission,

GENERAL REPORTS & STATISTICS

Use only for material which cannot be filed under one
of the more specific subjects in this outline,

ORGANIZATIONS & CONFERENCES

Other than companies, forwhich SEE; PEYT 6, Use
only for materials which cannot be filed under one of
the more specific sublects in this cutline, Subdivide
by tvpe and/or name of organization and name, date,
and location of conference if volume warrants,

3-1 Governmental Orgonizetions

32 lndustriel Drganizatiens

3.3 inteernotionsl Drgonizations

9 (Reserved for future use)

10 RESOURCES. OiL FIELOS.
16-1 Conservation

16-2 Exploration & Developm i
15-3 Concessions. Leases,

10-4 Tidelands. Cantinental Shelf,
11 REFINING

Use for refining of crude oil, technological ad-
vances, etc,

-3 Research & Technalegy

11-2  Refineries

H~3 Refined Products

12 PROQUCTION & CONSUMPTION

Inciundes oil production, consumption valume,

4 AGREEMENTS technolagical advances, ote.
Use ouly for material which cannot be filed under one
of the more specific subjects in this cutline, For 12-1 Research & Technology
concessiong and leases, SEE; PET 10-3.
122 Stocks
5 LAWS & REGULATIONS Includes oil supplies, stockpiling, ete,
Use only for material which cannot be filed urkler one
of the more specific subjects in this outline. 12-3 SWPI““' Sher‘}ages.
Includes storage, disposal, rationing, etc,
6 COMPANIES
For refineries, SEE; PET 11-2, For industrial 13 MARKETING & OISTRIBUTION
organization and conirel, SEE: PET 15
14 PRICES
7 VISITS
fReserved for future use)
TL:RC - 4 4/1/65
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PET-FETROLEUM

15 INDUSTRIAL ORGAMIZATION & CONTROL 17 TRABE (Cont'd)
Use for material on argenization of petroleus in-
dustry, vwoership, nationallzation, cartels and 17-1 Expor!s )
menopoiies, eto. Far labor-menagement relations, Subdivide by destinalion if volume warrants, i

strikes, ete,, SEE: LAB &
17-2 lmpeorts
15-1 Restrictive Business Practices Subdivide by source if volume warrants, In
cludes 11 5. il Imports Restrictions Program,

15-2 Nationalization. Expropriation,

18 TRANSPORTATION

16 (Reserved for future use)
18-1 Pipelines & Facilities

17 TRABE Ire-ludes pumping stations, taplines, construction,
Include s Communist peneiration of petroleum matnicnanee, eto,
mirkel,

18-2 Tankers
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POSTAL AFFAIRS

Instructions

Use for papers on international postal problems, postal systems, rates, use of mails,
membership in infernational postal organizations, spreements, and related matters.

SEE: COMMUNICATIONS & RECORDS outline for matters per-
taining to agency and Foteign Service mail, and to U 8.
Government-wide and inter-agency mail pelicies and procedures.

TELECOMMUNICATIONS outline for communications

transmitted by wire,

PO-POSTAL AFFAIRS

H

GENERAL POLICY, PLANS,

Use only for material which is so broad in content
that it cannet be filed under one of the more speci-
fiv subjects in this sutline,

GEMERAL REPORTS & STATISTICS
Usge only for materiat which cannot be filed under
one of the more specific subjects in this outline.

ORGANIZATIONS & CONFERENCES

Use only for materials which cannot be filed under
ong of the more specific subjecis in this outline,
Subdivide by name of organization and name, date,
and location of conference, if volume warrants,
inciudes Universal Postal Union.

AGREEMERTS

Use only for malerial which cannot be filed under one

of the more specific subjects in this outline,

LAWS & REGULATIONS

Use only for material which canmsot be filed under one

of the more specific subjects in this outline,

6 STAMPS

includes commemorative stamps, counterfeiting, etc
For stamp collecting as a hobby, SEE: CUL 15,

7 VISITS

8 CENSORSNIF

Of mail. For censorship of press and publications,
SEE: PPB 6

9 POSTAL SYSTEMS & SERVICES

Includes studies, improvement, and aujomation, com-

plaints, use, etc.

9-1 Use of Mails
Ineludes fraudulent use, policy onuse by aliens,
legality of use for malling certain items, ete,

§-2 Less, Thefr, Non-Delivery,

i0 RATES

TLRC - 4
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$TR{p. 1)

ST

4.1

5

STRATEGIC TRADE CONTROL

Instructions

Use for papers or the control of exports of strategic commodities for economic defense
purposes, commonty referred to as “EXCON," “East-West Trade,”’ “*Security Trade
Contral,” “Economic Defense,” “Economic Warfare,’! and “‘Battle Act.” Includes
muterials on the ‘“Frading with the Enemy Act” (P.L. 91, 65th Congress). Alse
includes control of foreign assets, transaction contrel, and import control for economic

defease purposes,

SEE:

FOREIGN TRADE outline for trade controls for other purposes,

FIN ANCE outline for financial controls for other purposes.

INDUSTRIES & COMMODITIES {Alphabetical List) for trade
in specific non-strategic commodities to Communist or other

countrias,

R-STRATEGIC TRADE CONTROL
GENERAL POLICY. PLANS,

Uige anly for malertal which is sa broad in content
that it cannat be {iled uader one of tlte mwore specific

subjects in this outliane,

GENERAL REPORTS & STATISTICS
se onfy for material which cannet be fled under one

of ihe more apecific suhiects in this cutline,

ORGANIZATIONS & CONFERENCES

Bime onhy for melertals which caonat be filed yuler
ong of the moere specific suhjects in this outline.
Sulstivide by name of organization and neme, date,

and logoiton of conference, 3f volume warrants,

ECONOMIC DEFENSE ADVISORY COMMITTEE
(EDAC)

Al activities of EDNAC, an inter-departmental com-

mittee which coordinates 1L 8 Government activities

concernetll with export controls,  Inciudes member-

ship of Committes, inter agency workiong proups, and

standing panels Svhdivide by name and number of

prouft of ponel 1T volitme warrants,

Admimistrotive Action Program {AAP)

Admintstrative aotions fakesn jaintiy by members
of BDAC on firms violating U S or inlemational
Subdivide hy AAP

sl or Dirm name 17 volume wairants,

seaurily coatral reguialions,

EXPORT CONTROL REGULATIONS & PROCEDURES

If destrod, maeintaia VS0 and fereign separarely,

& BATYLE ACY

Also known as the **Mutual Defensze Assistance
Cantrol Act of 1651,”?

Lists
Subdivide by Title T - Category A {arms, am-

6-1

mueition and implements of war), Title § - Category

1 (goods used principally for production of arma-
ments), and Title II - (goods of lesser importance
bul subject to L5 controls)  Further sub-
divisions should be by item number

Quarterly Report of Shipments
Subdivide by country (l.e., post reviewing Presi-
dential Determinationsh

Presidential Oeterminations

On whether or not U, 8. aid should be given to a
country which knowingly permits shipments of
embarge-list items to Communist bloe countries.
Includes “Exception Letters? allowing aid to
continue tosuch countries. For Presidential
determinations on aid matters nof involving
strafegic trade control, SEE; AID i-1.

7 SHIPMENTS OF U, 5. GOQDS

Inclndes exportation of goods, services and teche
nology from U8, ander U.8. security export controls,
includes export licenses and acouisition and dis-
position of KC/DV and TAC certificates. For
multilateral operations of IC/TV and TAC systems,
SEE: 3TRE 12 Maintein {iles by OC (Department of

Commerce Operating Committee} and ACEP {Advisory

Committee o Export Policy) document number or
by item and topic as appropriate if volume warranis.

TLRC - 4
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STR-STRATEGIC TRADE CONTROL
7 SHIPMENTS OF 4.5, GOODS {Cont'd)

7«1 Tronsaction Checks
Alse known as “End-Use Checks,'' Pertains to
pre-jicensing checks {PL checks), post-shipment
checks (PS8 checks), and investigate checks
(INVEST checks) by the Investigstion Stuff of
Depurtment of Commerce, Subdivide by BIP
number, if any. Subdivide further by type if volume

Warranis.

7~2  Technical Qata Controls
For control over export to non-Communigt
countries of technical data related to strategic
commodities, SEE FT 182

7-3 VYiclations
Actual violations of L8 security export controis,
For recommendations made by Foreign Service
posts for consideration of administrative actions
by 1,8, Government agencies, SEE; 8TR 4-1,
Subdivide by BIP number, if any,

§ 1.5 EXPORT CONTROL LISTS
lacludes Becurity Export Control List (S8ELL) and
Positive List.

¢ FINANCIAL CONTROLS
Use only for materisl on 1,5, controls under Section
5{i) of the Trading with the Epemy Act, administer-
ed by the U8, Treasury Depariment or Department of
Justice.

9~1 Foreign Assets Cantrel
Licensing control on transactions involving des-
ignated foreign countries or their nationals, in-
cluding, as applicable, blocked assets, import con-
trol, and transuctions by foreign subsidiaries of
1.8, firms,

9-2 Tronsaction Control
fLicensing control on trensactions involving the
shipment of certain merchandize from any foreign
couniry to certuin designated countries (Bino-
Boviet bloc). This control supplements ather
L5 security export controls, File by Inter-
pational List item if volume warrants,

10 TRANSPORTATION CONTROLS

Placed on ships and aircraft carcying stratepic

101

10-2

10-3

i0-4

)

1

11-1

11-2

12}

goods to Communist bloe countries,

Buakering of Yessels

Restrictions placed on supplying bunkers and
murine lubricants to vessels bound for or refurning
from certain Communist blec ports, Subdivide by
nampe of vessel if volume warrants.

Refueling of Aircroft

Restrictions on supplying fuel and lubricants

to wircraft for flights {o or from certain Communist
bloc countries,

Ship Manilests

Trenspertation Orders

U.8. Department of Commerce Transportation
Orders restrieting vessels and alreraft from fransg-
porting strategic items {o Communiat bloc
countries. Suhdivide by Transport Order number
if volume wuarrants,

FOREIGN EXCESS PROPERTY DISPOSAL

Use only for strategic control aspects of this sub-
jewt, Subdivide by bidder’s name.

U.S. Foreign Excess Property
Disposal by U5 Government of forelgn excess
property.

Militory Assistance Progrom {MAP) Excess
Property

Disposal by foreign governments of MAP excess

property, For MAP eguipment and supplies pro-

grutn, SEE: DEF 1598,

INTERRATIONAL CONTROL SYSTEMS
Multilateral systems of destinstion, transshipment,
transif, und fransaction controls, devised by {ree-
world countries fo discourage illogal trade with

Communist bloc countries,

Import Certificate-Oelivery Verification

{1C/0Y)
Use for material on the multilateral administra-
tive contral sysiem designed to deter trans-
shipments or other diversions of strategic com-
modities to Communist bioc countries, For use
of IC/ DV e on specific shipments, 8EE: STR 7
or 3TR §2-3.

471765
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STR (p. 3

STR-STRATEGIC TRADE CONTROL

12

INTERNATIONAL CONTROL SYSTEMS (Cont'd}

12-2  Transit Avtherizotion Certificate (TAC)

Use for materisl on the multilateral administra-
tive system of preventing embargoed goods,
moeving (o transit throuwgh o participating country,
from being diverted to Communist bloc counfries,
Faor use of TAC s on specific shipments,

SEI 3TRE 7 o1 8TR 12-3,

12-3  Shipments of Man-U.5. Origin Goods
Actual shipments, Includes license, shipment,
transshipment, and diversion of strategic goods
into Communist bloc countries,

13 CONSULTATIVE GROUP {CG)

Operations, meetings, negotiations, ete,, of OG on
strategic trade controls of Europesn participating
Use for materials invoelving both Co-
erdinating Committee (COCOM) and China Com-
mittes (CHIRCOM}

countries,

14

141

14~2
14-3

i5

INTERNATIONAL LIST Y

Emburgo list approved by COCOM members, in-
cluding atomie energy and mupitions items. In-
cludes List reviews and annexes, Sohdivide by

iteem A velume warrsnis

Exceptions

Which permi{ a country to 1ssue lcense for ex-
pori of embargeed items to Commuatist bioc
countries under the various TOCO0M principles
and procedurss, Subdivide by item i volume

walrant,
Befinitions
|.ist Review

INTERNATIONAL LIST 3V

Includes ilems formerly on International Lists IT
and IIL
lance List.”

Enown also as ““Wateh List'” or “‘Survetl-
Items are under surveillance control.

Ingludes List reviews, Subdivide by items if

13~} Coordinatiag Committee {COCOM) volume warranls.
Operations, meetings, actions, eto,, of this Com:
mittes on trade controls and enforcement measures & CHINA CONTROL LIST
for European Soviet bloo, Includes policy Embarge list formerly approved by CHINCOM
decizions of purticipating members of this Com- members.
mittea. Subdivide by hiternstional List item if
votume warrunts. 17 CUBA CONTROL LIS
13-2 Reporis of Licenses Granted 18 COUMTRY LISTS
Subdivide by reporting country. Use for export cowtrel lists issued or published by
) individual countries in carnying ocut their own
13-3 China Committee (CHINCOM) o uteral controls.
QOperations, meetitigs, actiens, ete., of this Com-
mittee on trade contrale over shipments to Com- 19 BLACK LISTS
munist Ching and certain other Far Eastern Com-
munist blac countries,
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TEL (p. )

TELECOMMUNICATIONS

Instructions

Use for papers on the telecommunications industry as a whole, on the indugtries
which comprise it (radio, TV, telephone, etc.} and for other telecommunications
matters which do not pertain to the cultural uses of telecommunications media {such as
educational TV} or informational matters of the type for which the United States

Information Agency is primarily responsible.

SEE: EDUCATION outline for matters concerning educationa! useg

of telecommunications media,

INFORMATION, RADIC and TV cutlines for matters invelving the
dizssemination of information through various telecommunications

media.

SPACE & ASTRONAUTICS ountline for noncommercial aspects of

space communications,

TRANSPORTATION cutline for use of telecommunications in

navigational aids.

COMMUNICATIONS & RECORDS outline for agency tele-
commurnications facilities and services.

- TEL-TEL ECOMMUNICATIONS

1 GENERAL POLICY. PLANS. 6 SPACE COMMUMICATIONS
Uze oaly for material whichis so broad in content Ineludes commerciul space satellite communications
that it cannot be filed under one of the more specific system, communications satellites (e.g, Telstar, Re-
subjects it this outline, iay, eicy), and private ownership and operation,
SEE: BP 12-1 for noncommercial aspecis of space
2 GENERAL REPORTS & STATISTICS communicalions,
Use only {or material whichcannet be filed under one
of the more specific subjects in this outline. 6«1 Space Commonications Frequencies
3 ORGARIZATIONS & CONFERENCES 7 VIITS
Use only for materials which cannot be filed under
one of the more specific subjects in this cutline, 8 RADIO
Subdivide by neme of organizatior und name, date, Includes the radio broadeasting industry, amateur
and location of conference, if volume wurrants, radic matters, overseas radic service, radio-
navigation systems and aids, ete,
4 AGREEMENTS
Use only for muterial which cantiot be filed under one 8-1 Radie Frequencées
of the more specific subjecls inthis cutline. Iciudes assignment, registration, coordination,
transfar, ete,
& LAWS & REGULATIONS
Use anly for muterial which cannot be {iled under §-2 Ruadie Broadcasﬂng
one of the more specific subjects in this outhine. includes agreements, orgasizations, networks,
stations, companies, ete, Subdivide by name of
organization, company, ete., if volume warrants,
8-3 Radis Censorship
TLRC - 4 4/1/65
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TEL-TELECOMMUNICATIONS
8 RADIO (Cont"d) 9 TELEVISION {Cont'd)
-3 TY Censorskip

f~4 Radia Interference

8-5 HNavigotionel Systems & Aids §-4 TV Interterence
Subdivide by category {(e.g., Acronsutical Fixed

Conmnunications, Marine Mobile Communications) 10 TELEGRAPH
and/or by type {e.g., Decca, Vortor, Loran-Cl, If:frlucjes sgreements, rates, licensing, organiza-
¥or their uses in civil aviation, SEE; AV 13.2; tions, companies, etc, Subdivide by name if volume

WHITANLS,

in merchant and private water transportation,

SEE: 85 13-2and IT 11-13.
= 10-F  Telegroph Cobles

7 TELEVISION

Includes the TV industiry. 11 TELEPHONE

Includes agreements, rates, systems, organiza-
-1 TV Freqceﬂcies tiong, companies, ete. Subdivide by name if
Subdivide by type {e.g., UHF, VHF, etc.,} if volume warrants.
volume warrants,

1«1 Telephoae Cables
9.7 TV Broadcasting

Includes sgreements, organizations, networks, 12 TELECOMMUNICATIONS EQUIPMENT
gtations, companies, ete. Subdivide by name Include s papers dealing with telecommunications
of vrganization, company, etc., if volume equipment in general; for those dealing with
warranta., specific types of equipment, use appropriate

subject in this outline {e.g, TEL 8§ for radior).
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TRADE PROMOTION & ASSISTANCE

instructions

Use for papers on the promotional methods and programs which contribute to the
expansion of foreign trade, and for papers on information provided the business
community on present and prospective trading relations with foreign countries, for
personulized services to businessmen requesting specific information; for assistance
to foreign businesemen who desire to establizh or expand commercial relations with
118, firms; and relafted mafters categorized as “commercial intelligence.”

SEE: FOREIGN TRADE outline for international trade matters in

general.

TP~TRADE PROMOTION & ASSISTANCE
1 GEMERAL POLICY. PLANS. COORDINATION,

Use only for material whichis so broad iz content
that it canaot be filed under ong of the more specific
subjects inthis outline,

1-1  Field Suggestions

7 GERERAL REPORTS & STATISTCS

Uiss only {or material wwhieh cannot he filed snder

pne of the more spegific subjects in this cutline.

3 ORGAMIZATIONS & COMFERENCES
time only for materisis which cansot be fUed under
wpe of the more specific subiects in this ountline.
Bubdivide by namse of organization and name, dats,
For
cowmpwreial orguaizations, such as chambers of com-
TR G

and locution of conference, 1If volume wiarrants,
marcn, SHE:

4 BUY AMERICAM
Uge far meterial reguiring U6, Government agencisy
to procure supplies for peblic use ia the W&

5 LAWS & REGULATIONS

Uiwe only far material which cannot be filed under

ape of the more specific subjecls in this outline

6§ COMMERCIAL ORGANIZATIONS
Interested in promotion of irpde. Subdivide by name
if wolume warrants.

61

Choambers of Commerce
7 VISITS. MISSIONS,

7.1 WS, CITIZENS
Visits of U8, buysinessmen toforeign countries
and assistance rendsred to them by posts.  Sub-
divide by name of 1.5, {irn represented and/or
nume of individuals if volume warrants,

T VISITS, MISSIONS, {Cont'd)

7.2 Foreign NHationals
Wisits of forelgn businessmen to the United States
and assistunce rendered to them  Subdivide by
namme of foreign {irm represented and/or name uf
ingividuuts 1f volume warrants.

T3 Touwrism

Incindes Trave! Cenlers.

g FAIRS & EXHIBITIONS
Al kinds of trade shows, {nirs, exhibitions, eto.,
ropardless of whether they are netional, regional,

o intargsiionsl, Sehdivide by name, location, and

date i volume

ATT LG,

L, SH

Fuor exhihits at permaneni
T8 2%
&-1 1.3, Pasticipotion

Lioe for abl U8 departmental and interdeparimenial

itvees Al hos

fo responsible for or pars

tledprating i such foirs and exhibitions, U5

paticy and plenning adminisirative axpects, sto,
8-2 Foretgn Participation
¢ {Roserved for future use}

1§ TRADE COMPLAINTS & DISPUTES

Includes arbitration Subdivide by name af firm

andSor individual i volune warrents, Maintaio
complaints and disputes ariging sbroad separately
from those arising in the U.8. if desired. SEE:
P8 2.3 and 8«4 for consular service to specific
firmsa wid individuals in resolving complaints and
claims,

i1 COMMERCIAL LIBRARIES

Includes reading room.

TRC- 4
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TP-TRADE PROMOTION & ASSISTANCE

12 {Reserved for future use)

13 MARKET SURVEYS

Muade primarily to cotlect data for use by business.
me ., JSEE; INCO 13-1 for market research.

14 TRAOE CONTACT SURVEYS

Sutrdivide by firm i velume warrants.

15 TRAOE & INVESTMENT OPPORTUNITIES
Includes reguests for information on general or
specific dspects of trade relations between the
1.8, and {foreign couniries; for trade opportunities
of 0.5, and forelgn firms o egtablish business
relations abrond; and for private investment op-
portunities in new plants, mines, plantations, etc.

Far

policy and ohjectives converning private investment,

SEE. F¥N 4 Subdivide by nume of {irm and/or

individual if volume warrants.

Includes licensing of foretgn-owned patents,

15-1 Bids & Tenders

& TRADE LISTS
Hee for material which lists peraons, firms, and
other organizations engaged in the same type trade,
industry, service or professjon. Subdivide by

type if volume warrauts,

i7

18

19

20

21

WORLO TRAOE DIRECTORY REPORTS

These reports are referred to as “WIDs. " Uge for
geperal material only; actual copies of these re-
ports should be maintained in @ separate WID

file, alphabetically by nume of firmor individual.

OVERSEAS BUSINESS REPORTS

Formerly relerred to gz World Trade Information
Service.

ASSISTARCE TO/PROTECTION OF U.5. FIRMS

Excepl trade inguiries and opportunities, for
which SEE; TP 15, ncludes assistance reguested
or given for protection of U.8. firms {rom such
detrimental practices as patent infringement, ete,
Assistauce is also provided toforeign firms owned
o partly owned by American citizens, and to
foreipgn svbsidisries of U5, firms (including
subsidiaries partly owned by forejgn interests).
For
consular services to protect American property,
SEN: PS &

Subdivide by name of firm if volume warranis,

TRAOE CENTERS, OFFICES.

Inciudes permanent rade centers and offices
established abroad.

AOVERTISING

Inciudes directories, guides, and commereial
newsletters.

4/1/65
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TRANSPORTATION {GENERAL)

Instryctions

Use for papers on commercial transportation industries not limited selely to civil
aviation, inland transport or to ocean shipping (e, g., general analyses of transportation
facilities or data covering several types of transportation). Alse includes peneral
papers on private transportation.

SEE: AVIATION (CIVIL) outline for matters pestaining to that industry,

INLAND TRANSPORT outline {or matters pertaining to highway, rail, and
inland waterway ttatisportation industries, and ropeways.

OCEAN SHIPPING cutline for matters pertaining 1o that industey,

TR-TRANSPORTATION {(GENERAL)

I POLICY. PLANS. 4 AGREEMENTS

2 REPORTS & STATISTICS 5 LAWS & REGULATIONS
5 ORGANIZATIONS & CONFERENCES & COMPANIES, LINES,

Other than companics and lines, for which SEE: Subdivide by name i volume wartants, For laber-
TR 6. Subdivide by name of organization and name, mansgement relations, strikes, ete., SEE; LAR &,

date, and locationof conference if volume warramds.

7 VISITS

T . VT
TR







COMMUNISM

instructions

Use for papers on the world political strategy of Communism, i.e., its aims, motives,
and metheds as an interpational movement. Also includes ideological differences
within the Communist bloc and Communist propaganda,

While such international activities of the Communist bloc as aid, trade, and cultural
relstions are carried on in terms of their maximum benefits in political power,
basically they themselves are not political activities, For thig reason, they

are covered in other sublect outlines,

SEE: AID outline for economic and technical aid and assistance
activities of the Communist bloc,

ECONOMIC AFFAIRS (GEN.) sutline for Communist bloc
economic penetration,

PETROLEUM outline for Communist penetration of the pefroleum
market.

FOREIGN TRADE coutline for trade with and between
Communist countries,

DEFENSE AFFAIRS ontline for military assistance fumished by the
Communist bloc,

STRATEGIC TRADE CONTROL outline for control of
exports of strategic commodities to Communist bloc countries,

EDUCATIONAL & CULTURAL EXCHANGE and CULTURE
outlines for East/West exchanges and cultural presentations
program,

INFORMATION and specific media cutlines for programs to
counter Communist movement and propaganda.

POLITICAL AFFAIRS & RELATIONS outline for counter-
insurgency program, Communists and fellow travelers, Communist
and anti-Communist activities and national Communist party,

EDUCATION outline for Communist activities in the educational

field,
CSM-COMMUNISM
1 DOCTRINE. PARTY LINE. OBJECTIVES, t DDCTRINE, PARTY LINE. OBJECTIVES, {Cont'd}
Party policy, ideclogy, statements and position

Subdivide by -1 Schisms. Peviation,

Includes all indications of vulnerability,
such as deviationiswm, revisionism, intra-
party factions, Intet-party disputes,
dissidents, purges, snd lHquidation,

on given issues, Actual goals,
dactrine, issue, goal, etc,, if volume warrants
{e.g., peacefol coexistence, goals in less-
developed countries).
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CSM-COMMUNISM

2

3-

4

GENERAL REPORTS & STATISTICS

Use only for material which cannot be filed
under one of the more specific subjects in this
outine,

INTERNATIONAL PARTY ORGANIZATION &
CONF ERENCES

Bubdivide by name, location, number, date or

other dentification of meeting, congress, etc.,

if volome warramts,

Elections

AGREEMENTS & TREATIES

5 {Reserved for future use)

]

FRONTS, AFFILIATES.

Communist-dominated and pre-Communist
erganizations, both national and international
Subdivide by category {e g, “*National™ or “Inter
national™} and/or by name, such as World
Federation of Democratic Youth, and World Peace
Clouneil, if volume warrants,

VISITS
(Reserved for futyre use)

{Reserved for futyre use)

0

10-1

COMMUNIST PROPAGANDA

Produced by both Communist and pro-Comrno st
sources, Includes exploitation of global,
regional, and local issues, Subdivide by medium
or source from which propaganda emanates if
volume warrants, For anti-Communist propaganda,

SEE: INF and media outlines.

Rudic. Television,

10-2 Press & Publications

14+1

Includes newspapers, periodicals, pamphiets,
Bubdivide
by source {e.g., lzvestia) if volame warrants,

rulletins, books, and lesflets,

GOVERNMENT ATTITUDE TOWARD COMMEINISM
General policy and pesition of host country,

.5, or third country, and segments of such
governments (e, g., favorable, lux, tolerant,

stiffening, stc,)

POPULAR ATTITUOE TOWARD COMMUNISM
{Reserved for future use)

COMMUNIST YOUTH

Movement

14-2 Festivols
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DEF {p. 1)

DEFENSE AFFAIRS

Instructions

Use for papers on such national and international defense affaits as multilateral and
bilateral arranpements for mutual defense purposes; national military organization,
atrength, training, etc,; plans and preparations for defense of civilian populations
against attack, weapons matters and military assistance, Matters concerning watfare

and related military operations are not included.

SEE: POLITICAL AFFAIRS & RELATIONS outline for civil and
international warfare and hostilities,

SPACE & ASTRONAUTICS outline for development of rockets,

non-military use of space, etc,

DEF -DEFENSE AFFAIRS

1 POLICY. PLANS. READINESS.
i-1 Contingency Flanning

1.2 Stockpiling of Strategic & Critical Materials
Subdivide by name of specific commodity if
volwne warrants, Includes disposnl of surplus
materials, SER: DEYF 122 for stockpiling of
wedpons and other armaments,

1+3  Military Copobilities

includes war potential,

ied  Air Dofense
Plaus, systems, ewe., for air defense of
specified areus {e.g, NORAD)

-5 Alert Meassres
Inciudes early warning systems, such sz BMEWS,
DEW Line, MIDAS, and NUDE'TS, SEE: DEF 15
when bases are invoelved,

-6 Civilicn Pefense
Includes civil alr patrol, For civilian defense
messures within U8 Government buildings,
SEE: BG 13

i~ {Reserved for futuse yse}

1-8 Mabilizotion of Resaurces

Use for muterials on general or total mobilizetion,

For mobilization of armed forees only, SEE:
DEF 68 lor manpower only, SEE: LAHE;
for industry only, BEE: INCO 8

2 GEMERAL REPDRTS & STATISTICS
Use only for material which cannot be filed under
one of the more specific subjects in this outline,

3 DRGAMIZATIONS & CONFERERCES

Use only lor materinls which cannol be filed under
ane of the more specific gubjects in this outline
Excludes collective defenzse organizations, for

_which SEE: DEF 4 Subdivide by name of organi-

zation and name, date, and location of conference, if

volume wWarrants,

COLLECTIVE DEFENSE PACTS & ALLIANCES
includes both hilateral and multilaterul agreements,
treaties, and orgunizations for mutunl defense
purposes, such as NATO, S8EATO, ete. Sub-
divide by usme if volume warrants, Offices which
aecumualate large amounts of material on specific
organizations of this fype should arrange it by
name of organizution, using appropriste subject
breakdowns within thiz outline, or apply the
Special Instruction for Internationsl Organizations

and Conferences,

LAWS & REGULATIONS

Use only for material which cannot be filed under
one of the more specific subjects in this outline,
Includes National Security Act,

ARMED FORCES

Includes order of battle, strength, joint service
matters, commuand strueture, force goals, com-
position of forces, exercises and maneuvers, etc.,
either of a single country or international forces,
Alse includes country commitments when collective
defense forces are involved, NATO annual

review, etc. For role of armed forces in military
operatians, SEE: BFOI, 37,

é~1  Army

TLRC - 4
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DEF-DEFENSE AFFAIRS
6 ARMED FORCES {Cont’d)

6-2 Navy

Icludes Marines and Coast Guard. For role of

Coast Guard in merchant shipping, SEE: 08

outline.,
6-3  Air Force
6-4 Militic, Reserves,
Includes National Guard as resewve force.
6-5 Paromilitary Forces
Irrepular forces specially trained in non-
eonventional warfare.
6-6 Military Decorations & Awards
Indicate netionality of recipient if desired
G-7 {Reserved for futyre usal
6-8 Mobilization, Demokilization.
-9 Schools. Acsdemies.

Includes sdmisaion af foreigners to study in
govermmment military schools,

6-10 Militery Cemeteries. War Dead,
For casvaliies in military operations, SEE;
POL 2715

§~31 Command Shuctere
For command of a single branch of service,
SEE: DEF 61 thru &5,

6~17 Exercises. Moneuvers.

For exercises aod muneuvers of o single
branch of service, SEE: DEF 61 thru 6-5

7 OVISITS. MISSIONS,
Of militury aircraft, vessels and personnel fo
and frem a given country, Includes clearances
except flight clearances and authorized over-
flights for military asircraft, for which SREE:

DEF 17-1.

vided under military assistance, for which SEE:

DEF 19-9. For inspections or tours of military
bases and installations, SEE: DE®R 15.7,

& EXHIBITIONS. SHOWS. PARADES.

Includes Armed Forces Day, military air shows,

eto,

Does not inelude advisory groups pro-

9.1

9-2

¢-5

3.6

G 7
¥-8

8-

4]

191

i1

12

MILITARY PERSONNMEL

Exelpde Status of Forces matters, for which SRE:
DEF 153 POLITT,
faor consubar sssisfence o POR's, 8EE: P8 7.

For consulur services performed in hehalf of

Foar prisoners of war, SEE:

Vederang Administration and Selective Service,
SEE: PSS 111 and 110, respeatively,
Bependenfs

Housing

Morgle. Discipline,

Incindes courl mariial
Recruitment, Enlistment, Conscription.
Training

Other than in

for witich S8

litory schools and soademies,
DEF -4,

Pay & Allowonces

T hades mniforms, pension, refiroment, ste,
Service in Foreign Amed Foress

Use of Aliens

Discharge

EXCHAHGE OF MILITARY INFORMATION

G dndareation, SEE:

Agreements {Militory Information Exchonge}

RESEARCH & DEVELOFMENT
General materioly andy, For regearrh and

DREF 12.1,

develapmant i armaments, SEE

ARMAMERTS
Include

ilitary ajroraft, we

rpfaled devic

v, egnipment snd supplies,

lg, submarines, oto.

Bubdivide into broad categories {e.g, Afomic,
Non-Atomich andJor types i voleme warrants,
REE:
DEF 19-8 [or armanents provided spder mifitary

BEF 18 for prms contro! and disarmament;

aunlstanté progran.
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DEF {p. 3}

DEF-DEFENSE AFFAIRS
12 ARMAMENTS (Cont'd}

12-1 Research & Development. Testing.
For detection of {ests as an arms control
measure, SEE: DEF 18.8; for the Mutual
Weapons Development Program (MWDP), SEE:
DEF 1210,

12-2  Stockpiling. Stornge.

¥2-3 Surphus
SEE: DEF 198 for surpluses provided under
military assistance program.

V2~4 Production. Repeir,
SEE: INCO outline for the economic aspecis
of such praduction; for offshore procurement,
SEE: DEF 198

12-5 Procyrement. Sale.

13 LOGISTICAL MATTERS
includes general material relating to support of
armed forces operations except at bases, for
which SEE: DEF 15-3 and transportation of
troops, for which SEE: DEF 17,

14 HON-MILITARY ACTIVITIES
Uue for general matertal on use of armed forces
for peaceful purpoeses, such as rescue during
civil disaster, civic action, public works, mapping
and survey, and other operations not involved in
defense and military activities. For specific
wotivities or projects, use appropriate subject
whers possible,

15 BASES. INSTALLATIONS,
Subdivide by location and/or name if volume

warranis.

15-1  Policy. Plass. Bockground.
15-2  Genersl Reports & Surveys

153 Status of Forces
Includes mles, regulations, and SOF {reaty
articles on such subjects as civil and criminal
jurisciction, military jurisdiction, coutis
martial, traffic and other violations Dy members
of armed forces, Subdivide by SOF article
or cage file by name of individual if volume
Warrants.

15 BASES. INSTALLATIORS. {Cont'd)

154 Agreements & Leases

Exvepl Siatus of Forces agreement, for which
SEE: DEF 153, Includes negoliation,
renegetiation and fermination of sgreements
and lesses, as well gy provisions regarding
land wiilization, mineral argl oif regsources
expiomtion and development, sale of crops

an jeased sites, civil pse, eto,

15-5 Focilities & Services
inciydes hospitals, conmmisgaries, PN's,
postal service, storage facijities, access
roads, fueiing of airersfi and vessels, etc.
Subdivide Ly lacation and/or name if volame

warrants,

156 Community Relotions
Except SOF and labor matters, for which SEE:
DEF 153 and 15-8 respectively, Inclades

oublic relations, social alfsivs, efe.

15«7 inspections. Tours.
Only of military bases and installations.,

158 Lobor & Employment
Relates only te employnent of local personnel
o bases, wepes, working ¢onditions, and
other labor matters.,

}5-9  inkrestructure
Term applied to all fixed installatlons and
facilities for the depleyment, support, control,
and operation of military forces, Usually for
common defense purposes, financed collectively
on eost-sharing baszis by mutoal agreement

betweon coantries invaolved .,
15«10 Essoblishment. Construction. Termination.
Inclwles activation, deactivation, disman-

tling, ete.

¥ {Reserved for future use)
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DEF-DEFENSE AFFAIRS
17 MILITARY TRANSPORTATION

Use only for service aspect. For construction
and maintenance of aireraft and vessels, SEE;
DEF 12; for movement of troops az show of force,
SEER: POL 27-5
17-1  Flight Clecrances,
Authorized overfiights only., For alleged or
actual unauthorized overflights, SEE:
POL, 31-1.

18 ARMS CONTROL & DISARMAMENT
For research and testing of arus not involved in
arms control und disarmament, SER: DEF 12.1;
far cantrols over export and import of arms,
BER: FT 18 for control over export of arms and
otbrer strategic materials for economic defense
purposes, SEE: STR outline

18-1

Geneicl Policy. Plans,

18~2 General Reports & Data

18-3

Drganizotions & Conferences

18-4

Agreements & Treaties

18-5 Laws & Legol Matters

18-4 Control Measvies

Excluding demilitarized aml nuclear-free
REF 189, Includes
{1} possible

zones, for which SER:
a1l measures taken to prevent:
war through mistakes In judgment; {2) spreud
of nuciear weapons o son-nuclear powers,
{33 the placing in orbit or stationing in outer
apace of weapons capable of producing mass
destruction. Also includes notification given
of ull anticipated millisry troop movemernds,
18-7 lnspection, Serveillonce, Verificotion,
Use for inspection und verification te insure
that nations carry out scheduled Hmitations or
reductions in armed [orces and armaments.
Includes progressive zonal inapection,
verification systets, ete,
18-8 Testing & Detection
Of nuclear explosions,

18-9 Bemilitoiized & Nuclear-Free Zones

i9 MELITARY ASSISTANCE
Includes Military Assistance Program (MAP)
of U5, and similar propgrams of other countries.
Show fumishing and/or receiving country if
valume warrants {(furnishing country first), For

supporting assistance, SEE; AID 10

19-1 Policy. Plans,
Uze only for general muterial that caasnot be
filed under a nwore specific subject under
DEF 1%

19-2  Repoits & Statistics

19-3 Gigenizations & Conferences

19-4 Agreements (Mil. Assistonce]

19-5 Laws & Regulations

19-6 Communist Bloc Assistance
Mititary assistance suppiied by Communist
Lo countries. Subdivide into Cazh Sales,
Credit Sales, Grants, etc,, if volume warrants,

19-7  Milsteiy Construction

19-8 Equipment & Supplies {Mil. Assistonce)
Includes armaments, offshore procurement,
MAF wurpluses, lend-lease, ete. Subdivide
into Cash Sales, Credit Sales, Grants, Loans,
ete,, u#nd/or categories and types of equipment
and suppiies if volume warrants, Fop control
over disposal of MAP strategie items of excess
property by forelgn govemments, SHEE:
STR 11-37. For military offset program, SEE:
FN 12

19-%  Adviseiy & Training Assistance

Inciudes MAAG, Subdivide by type (e,
regalar, guerrilla, ete. ) if volume warrants.,

19-10 Mutval Weapons Development Piragiom (MWDP)

20 MILITARY USES DF SPACE

Includes satellites.,

2 MILITARY COMMUMNICATIDNS SYSTEM
Use only for papers which deal with this subject
in & general or collective way., ¥For early warning
systems, SEE: DEF -5 for commmunications
DEF 155 for
military space communications matters, SEE;
DEF 10,

fucilities at brses, SEE:
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INTELLIGENCE

instructions

Use for papers on the organization, plans, policies, procedures, and activities of
intellipence orgatizations of the United States and other povernments, Papets on
economic, political, social, military, and other subjects, collected by intelligence
organizations for evaluation and research, should be filed under the specific subject

outlines provided for them.

SEE: POLITICAL AFFAIRS & RELATIONS outline for biographic
information, including that on Communists and fellow travelers,

COMMUNISH outline for information on world political
strategy of Communism, Communist fronts and affiliates, and

Communist propaganda,

DEFENSE AFTFAIRS outline for exchange of military information.

SCIENCE & TECHNGLOGY outline for exchange of

scientific information.

INT-INTELLIGENCE
I GEWERAL POLICY. COORDINATION,

Z ESTIMATES & REPORTS
Use for general intelligence reports which cannot
be assaciated with any subiect outline. Includes
procedures and instructions for preparation,
submission, distribution, et

2-1 Intelligence Hotes & Sommaries
2-7  Mational Inteiligence Estimates {NIE)
2-3 Hotiona! Intelligence Surveys (WIS}

3 MTELLIGENCE ORGANIZATHING
Includes their conferences. Subdivide by name of
organization {e.g , USIB), and name, date, and

lecation of conference tf volume warrants,

4 AGREEMENTS
e only for material which cannet be filed
under one of the more specific subjects in this
cutline,

5 LAWS & REGULATIONS

& COLLECTION OF INTELLIGENCE
Use for metheds, programs of collection and
types to be collected {e g, foreign publications,
maps, photographs, trevel eports, #tc,), Use for
malerial coliocted and submitied under program
only when it cannot be filed under a specific sub-

ject in other outlines,
T VISITS. MISSIONS,

8 DISSEMINATION OF INTELLIGENCE
Flanning and coordination, distribution lists,
resirictions, eic,

9 COUNTERINTELLIGENCE
W (Reserved for future use)

i1 RESEARCH
Ewludes plans, wmethods, projects, effectiveness,
eto,, and regearch by non-government sources,
Gubdivide by snurce andyor type, project, et
if volume warrants,
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POLITICAL AFFAIRS & RELATIONS

Instrections

Use for papers on the internal (domestic) pelitical situation and developments within a
country, its provinces, dependencies, etc., and for papers on the extesnal (foreign)
. political relationships of countres, both bilateral and multilateral. Inchuded are
such matters as the formation and structure of government, its stability, atiempts
to overthrow ot secede from the national government, armed conflicts in support- ?@L
ing or putting down rebellion, political organizations, international hostilities,
and tertitorial claims and disputes (air, land, and water),

SEE: COMMUNISM cutline for interational Communism.

DEFENSE AFFAIRS outline for regional and collective defense
pacts, such as NATO, SEATO, Warsaw Pact, etc.

PROTECTIVE SERVICES outline for matters relating to the
protection of persons and property of abroad,

ECONOMIC INTEGRATION outline for economic collaboration
and integration on an international regional basis,

POL-POLITICAL AFFAIRS & RELATIONS
"1 GENERAL PDLICY. BACKGROUND. 1 GENERAL PDLICY. BACKGROUND. {Cont’d)

Includes history and general briefing information,

general forelgn and national policy trends, 1-3 Palicy Evalustion.

bibliography and similar materials of general Use for papers dealing with review of averall

potitical significance, U5, host country or regional politicut policies,

trends, idealogy, Use POL 1.2, or other
1-1 Conﬁngerﬁcy Plarming. Coardination. appropriate subject, when a specific polioy,
Use for papers deuling with development and directive or goideline is under review.
coordination of 1.5, , host country or regional
political policies for contingency use. Fncludes 2 GENERAL REPDRTS & STATISTICS
intra- and inter agency arrangemestts and includes reporting reqguirements, procedures,
responsibilities. For contingency planning general political snalyses, *picture’ of local
pertaining to defense matters, SEE: DEF 1.4 situations, such 2% country situation reports, and
pertaining to access to Berlin, SEE: POL 38, simifur material which cannot be filed under one
of the more specific subjects in this cutline. Sub-
1.2 Besic Policies, Geidelines. Directives, divide by type or title if volume warrants,
Use for papers a0 broad i political nature that
they cannot be filed under one of the more 2.1 Joint Weekas
specific subjects W this cutline, Bubdivide, as
appropriate, by category, country, area or 2-2  Palitical Summaries
' subrject. For basic pelicies dealing with other

than political sffairs, use appropriate subject 2-3 Politico-Economic Reports
cutiine,

2-4 Palitica-Military Reparts

2-5 Information Summaries
Use for “Infotels’ and Information Alrgrams.
May be filed subjectively if desired,
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PO
3

L-POLITICAL AFFAIRS & RELATIONS

ORGANIZATIONS & ALIGNMENTS

Folitical communities of nations, regional align-

ments and groupings, such asn United Nations,

Naordic Council, Organization of American States
(GCASY, Council of Evurope, and such federations
and leagues as Arab League, Afro-Asian Peoples

Solidarity Organization, eto,

o
£

Includes conferences
f such organirations. Subdivide by name of ore

anization and name, date. and location of con-

ferenve if volume warrants.

51

4

61

AGREEMENTS. TREATIES.

Use only for material which cannot be filed under
one of the more specific aubjects i this outline,
Includes lists of treaties signed during s given
pericd, general {reaties, regisiration and
publication of treaties and international agree-

ments, and Cireular 175 insiructions,

LAW

Usa only for material which cannot be filed under
one of the spore specific subjects i thiz or

other outlines.

Deamestic
For agency legislative program and legal
matters of a genera! nature, SEE: LEG outline.

{nternational

Limit materials on international law bodies to
such matters as membership, cobniry support
and participation, meetings, and their activities
in general, Subdivide by name if volume
warranis (e g, International Court of Justice
{IC 1), International Law Commission (I1.C),
Internstional Juridical Commission (IJC), etc}

PEQPLE. BIOGRAPHIC DATA.

Use only for matenal which cannot be filed under
one of the more specific subjects elsewhere in
the outline {e.g., POL 15-1 for Heads of State,
POL 29 for paliticsl prisoners, ete, ).

{Reserved for tuiure use)

6«2 Congretolotions & Condolences

6-3 Awards & Gifts

7

i1

8

VISITS. MEE TINGS,

Includes planned, propesed, or actual trips and
ronirs of Heads of Staze and ather prominent
political personages, whether in or out of public
office, high-tevel officialx, such ax Cabiget
officers when acting as President's personal
represantative or concerned primarily with
pofilical matiers; special Pregidential mizsions;
meetings of groups of key political leadery; and

political conferences and meetingys other than those

of organizations, for which SEE; POL 3
desired, subdivide by surname, tifle or rank, and
counkry of individuai, Indicate mogt comtion
identificution, such as **Joheson-Wilson Talks, ™
Indicate regularly-held meetings by name {e,g.,
Foreign Ministers Meetinga). Exclude: militery
vigity and mizsions, for which 5EE: DEF T
CODELS, for which SEE:; LEG 7.

Arrasigements

NEUTRALISM, WON-ALIGNMENT.
Includes materials on newtralism as such, and
neutralizt blocs and their conferences and
pronouncemenis on this subject, For neutrality
declarations and related materiais resulting

from cutbreak of war, SEE: POL 2713,

INTERVENTION

Includes definitions, treaties and agreements,
and intersatiounl conferences on the subject,
as well as materials pertaining to actual or
alleged intervestion in the internal alfairs of a
specific country.
POL 27, for interference in nalional slections,
SEF: POL 14

For armed infervention, SEE:

10 COLONIALISM. IMPERIALISM.

il

Use for materials on oolonlalism and neo-
colonialism as & matter of international interest
or contention, policy and position statewments on
colonialism, and similar matters which.do not

concem @ specific coleny, for which SEE:

HATIONALISM
For nationalist organizations, BEE: POL 13-%
for achievement of independence, SEE: POL 16,

POL 19,

4/
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POL-FOLITICAL AFFAIRS & RELATIONS

12 POLITICAL PARTIES
Une for materials on membership, streagth,
igadership, finances, party Factions and splits,
meetings, and related matters pertaining to
poiitical pariies as such, Bxclude: Materials
vn nutionul elections, for which SEE:  POL 14,
ipgislative matlers, for whieh SEE: POL 15-2;
and defectors and expeliees, for which SER:
FOL 30, subdivide by name of party if volume
warrants,

12-1 Policy. Plans. ldeclogy.
12-2 {Reserved for futyre usel
12-3 Maetings & Cenlerences
12-4 (Reserved for future use)
12-5 Laws. Statutes.

172-6  Membership. Leaders,
Includes party elections, purges of party,
ete. Subdivide by pame of leader if volume
waryannis,

12-7 {Reserved for future use)

12-8 Structure & Fonciions
Incledes party organizaiion

12-9 Educotion & Training

Includes party **schoole, !

13 HOMN-PARTY BLOCS
Use for materiais on blocs, groups, and
urpanizalions which enguge to some degree in
political activities, have impact on govermment
or ont political trends and developments or which
ctherwize have politicul significance, Includes
preszure groups,  For activities of politicsl
exiles, SER; PCOL 30.2; for demonztrations,
rints, and similar disorders tn which sueh non-
party groups are involved, SEE: POL 23.%
Subdivide by type and thereunder by name if
velume warrants,

13-1 Laber Drganizations
13-2 Students. Youth Graups.

133 Ethnic & Naotional Minorities

RECORDS CLASSIFICATION HANDBOOK

13 NON-PARTY BLOCS {Cont'd)
13-4 Business Groups

13-5 Farm Groups

13-& Religious Growps

13-7 Cultural Groups

13-8  Military Geganizatians

Including veterans groups,
13-9 Mationalist Organizations
13-10  Extremist Urgonizotions

13-11 ¥Women's Qrganizations

14 ELECTIONS
Except for provincial and municipal government
office, for which SEE: POL. 18.1, and within
dependencies, for which SEE: POL 19-6
Includes materials on specific election, fore-
casts, voling, election issues, results,
procedures, honesty, candidates, electoral laws
and decrees, suffrage, aml government and
foreign interference, Bubdivide by apecific

election if volume warrants,

15 GOVERNMENT

Formation, structutre, redrganization, operating
afficieney, centrulism or decentralization, ste.,
of ibe central government., [ useful, dexipnate
by name of head (e.p., DeGaalle Government,
ete. ), Subdivide by branches spd/or by specific
elements or positions {e g, President, King,
Fremier, Ministry of Finance) as appropriate for

the particular county involved.

15-1 Heod of State, Executive Branch.
Includes family of Head of State. For
Presidential missions or visits by Heads of
State, SEE; POQL T,

152 Legisiature
inciudes parliament, diet, etc. For general
materizl op laws promulgsted by legislative
bodies, SEE: POL 5 for agency relations
with Conpress, SEE. LEG outline.

15-3 Judiciory
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POL--POLITICAL AFFAIRS & RELATIONS

15 GOVERNMENT {Cont'd) 17 DIPLDMATIC & CONSULAR REPRESENTATION
{Cant’d}
15-4  Administration of Gavernment
General mutters, such as efficiency, relutive 17-4 Ceremonial & Sociel AfHairs
honesty, corruption, graft, reform, civil Except those involving contacts with Com-

munist representatives, for which SEE:
POL 17.8, Includes Independence Day

servies, ete,

15-5 Canstitutian anniversary celabrations, Christmas and New
Year's greetings between nations, etc,
15-6 Natianal Symbols, Anthem. For commemorative celebrations and nolidays
fnciudes flag, seal, coat-of-arms, ete, not involving diplomatie relations, SEX: CUL 6,
15-7 Church-State Reletions 17«5  Arrival & Deporture. Change in Stafus,
Cieneral materials only, For political Motices sent or received conceming temporary
activities and influence of religious groups ubsences from country, arrivals, departures,
as non-party blocs, SBEE: POYL, 13.6 for changes of rank, ete., of diplomatic and consular
religious discrimination, SEE:. 50C 14, personnel,
15-8 Officicl Lenguage 17-6 Harassment
Uf a nation, Includes surveillance of diplomatic snd

consular pergonnel,

16 INDEPENDENCE. RECOGNITION,

Whether or not a country is to be recognized as 17-7 Forei gn Missian Administrotion

independent, self-poverning, and its government Use for all material relating to administration
politicully gcceptable, as well as actual and vperation of foreign missions {e.g, site
recognition, Includes initial celebration, acquisition for new chancery) For U.8, post

messages of congratulation on independence and administration, SEE: Administration outlines,

recognition of new countries, SERE: POL 17 for

diplomatic and consulsr representation: 17-8 Cantacts with Communist Representatives

P01, 17-4 for commemorative celebration messages.

18 PRDVINCIAL, MUNICIPAL & STATE
17 DIPLDMATIC & CONSULAR REPRESENTATIDN GOVERNMENT

Includes establishment, status, termination, Use for materials on the political affairs of

persona non grata, and protocol, Appointment provinces, municipalities, and other political

of diplomatic representative to an intemational subdivisions of countries, Includes tribal

organization may be shown by treating the administration, Subdivide by name of province,

organization as a country for filing purposes city, sheikdom, ete., if volume warrants.
anly, SEE: Administration ocutlines for .
18-1 Elections

For election of state and local persons to

national office, SEE: POCIL, 14,

administrative matters involving .5 diplomatic
and consular persomel

7«1 Acceptebility & Accreditatian

Includes Ietiers of credence i exeqguator,

19 GOVERNMENT OF DEPENDENCIES
Includes administration of dependencies and
territories, relationship to mother country and

17-2 [Immunities. Privileges.
self-determination, Also includes activities of

Includes free entry and customs courtesies,
such bodies as Caribhean Organization, South

and denial, withholding , sad restrictions
Pacific Commission, snd UN Trusteeship Counecil

re lmmunities and privileges, Also includes
Subdivide by nuthe of dependency, organization,

eta,, if volume watrants,

travel restrictions.

17-3 Diplomatic & Canselor Lists 19-1 Palicy. Plans. Background,

19-2 Reposts & Statistics
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POL {p. 5)

POL-POLITICAL AFFAIRS & RELATIONS
19 GOVERNMENT OF DEPEMDENCIES {Cont'd)
1%.3  Orgenizotions & Conferences

19.4  Agreements & Treaties

1%-5 Laws & Reguletions

196 Elections

20 IHTERIM CONTROL & SURVEILLANCE
Provided during transition period in which a
cogntry s emerging frow dependent to independent
atatas.

2} PEACE. NON AGGRESSION,
Includes treaties of peace, friendship and amity,
peneral cipressions of good will, anti-war
treaties, and shnilar matters concerning the
maintensnce of peace and friendly relations,
Use also for pryace petitions and crganizations
except the UN, for which SEE. POL 3 or
other appropriate subject, and Communist fronts
posing ay peace organizations, for which SEE:
CEM G

volume wWarrants,

Bubdivide by pame of organization if

22 INCIDENTS, DISPUTES.
Use only for material which ¢annot be {iled under
one of the wore specific subjects elsewhere in
this oultline. For incideats and dizputes involving

alr space, territory, waters, and boundaries,

SEE: POL 31-1, 32-1, 33.4, 33-5 and 33-6

23 INTERNAL SECURITY. COUHTER-INSURGENCY,
Includes prograie o sirengthen isternal defense
as omeans of countemcting potential or actual
INBUrgency,

23-1

Plans. Progroms.
#3-2  Reports

23-3  Forces, {rganizations,
Organtzation, strength, capabilities,

coordinption, and political relianbility,

23 NTERNAL SECURITY. COUNTER-ANSURGENCY.
{Cont'd)

Z3-6& Agents
Includes repistration of foreign agents,
bogus agents, and notification by agents
representing foreign governments in U8

3-7

Infiitration, Subversion, Schbotage,

23«8 Demonstrotions. Riots, Pratests.

(ther than those invelving rebellion, for
which SEE: POL 239

and viclent scts, sueh as arson, bombings,

Includes disorders

stonings, shoolings, aud atrocities, as well
a5 passive opposition and non-viclent
activities, such as picketing and petitions.
Also includes suppression end control
23«9 Rebellion. Coups.
Includes any type of planned, attempted or
potual revolt ol actions (o suppress it, How
ever, winere the rebellion is not short-lived
and involves military operations to any
significant extent, use POL 27,

23-10  Travel Contral
Use for material on travel controls of foreign
countries, oth internal and external, which
arg not concerned with alien applicants for
LS wvisas, U5 visa reciprocily, or U5
travelers, For exit permits and other Uavel
controls on {1) national of a foreign country
applyving for a U5 visa, SE¥: V-name;
(23 UL, citizen wishing to leave a foreign
country, SEE: PS8 7-6 or PS-name; {3) alien
fegving U.8., SEE; WV-name; (4) effect on
U. 8, visa operations of reciprocity, SEE:
V & (5) effect on U8 travelers, SEE:
PPRYT 7-1.
diplamatic and consular personnel, SERE:
POL 17.2.

For trave! controls imposed on

23-1

Travel Observation
Use for reports on movement of people.
Includes lists of travelers,

23-4 Espioncge 24 SANCTIONS
Jse {or policy of applying sanctions as a
23~5 Leaws & Regulotions political consideration by UN, DAS, ete. TFor
Includes laws and regulations controlling or spevific Wype of sanction of bilateral action,
banning Communist Party, SEE: FT il or POL 27-2,
25 (Reserved for future use)
TLRC - 4
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RECORDS CLASSIFICATION HANDBOOK

POL--POLITICAL AFFAIRS & RELATIONS
26 {Reserved for future use)

27 MILITARY OPERATIONS
Usge {or declared or undeclared warfare involving
tweo or more nations, Le, that io which
different nations attack ooe snother, cross
Boundaries, ete,, and for other kinds of armed
conflict within & single country., Includes use of
mijitary forces as a deterrent or to exert politi-
e¢al pressure, even though such forces are not
enpuped in combat, For rebeliions and coups
which involve some military action but are short-
lived in character, SEE; POL 23.9,

27-1  Invasion

27-2 Blockode

Inchudes militsry gusrantine, For relief to
victime of blockade, SEE: POL 27-9,

27.3 Use of Foreign Country Forces
When forces are used for purposes other than
actual warfare, nze appropriate subject (e. g,
for guelling a rebeliion, SEE: POL 23-9).

27-4 Use of Intemotional Forces
Inetudes UN Emergency Forces, When forces
are used for purposes other than actual warfare,
use appropriate subject {e.g, for quelling a
rebellion, SEE: POL 23.9)

27-5 Show of Force
Includes troop or ship movements as
deterrent or to exert political pressure. Where
purpose of movement is in doubt, use DEF 6-17

27-6 Logistics

27-7  Prisoners of Wor. Hostoges, Civilion
Internees.
Ineiudes ireatment of, attempis to brainwash,
exchange of, etc, For assistance to such
persons, SEE: P37,

27-8 Looting

For restitution of tooted cultural property,
SER; Ul 10-1,

27-% War Demage. Relief.
For eclaims and protection of U8 iateresis
resulting from war dumage, SEL, P B-4,

27 MILITARY OPERATIONS {Cons'd)
27-10 Chemicel & Germ Wartore

27-11  Guenillo Werfore

Includes counter-guerrilla activities,
2712 War Crimes & Criminols
27-13  Neutrality

Use only for neutrality declarations and
reluted matters resulting from outbreak of war,

2714 Truce. Ceose-Fire. Armistice,
Inclodes agreements and thekr supervision
by much bodisg as 1IN Truce Supervisary
Orgunization (UNTS0Q) and Mixed Armistice
Comnmission (MAC)

27-15  Casuaolties

28 GOVERNMENT OF OCCUPIED AREAS
Subdivide by country or ety i volume warrants.
For problem of sccess to Berlin prowing out of
oeeupation agresment, SEE: POL 38,

28~1 Policy, Coordinstion. Beckground.
Includes relations between occupying powers,
military Halson, ete.

28-2 Reports

28-3 Orgonizations & Conferences
Such as meetings of Commandants and their
deputies in Berlin

28-4 Agreements & Treoties
Relating to vccupation,

28-5 Lows & Reguiations
28-6 Occuypotion Forces

2% POLITICAL PRISONERS
Includes arrest, detention, expulsion, treatment,
trizls, amnesty, pardeons, and executions. For
coustlar assistance to citizens taken prisoner,
SEE: P87

4/1/65
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POL-POLITICAL AFFAIRS & RELATIONS

30 DEFECTORS & EXPELLEES 32 TERRITORY. BOUMDARIES.{Cont'd).
Use for materials an defector and espellee matters
in general, such as asyium policy, and for 32.3 Portition of Territory
= materisls on individualg in or from host country,
oftern of lnportance ar prominence in political, 32«4 Unitication of Ternfories
pricfessionsl, or private life, who have been Includes reunification and mergern
forced to lepse or who voluntarily leave jlwelr
’ native country beeause of their political views. 32-5% internctionalization of Territory., Guaranties.
Includes departure and arrival, reguest for and
refusal or granting of asvlum, and their political 37«6 Islend Claims
activities in behalf of Yhair native country while
in exile. Bubdivide by name of individual if 37 WATERS. BOUNDARIES.
volume warrants, For refugees as g soeial
problem, SEE: REF outline; for visa matters 33-1  Boundary & Internationel Rivers & Secways
concerniig refugees and excapees, SEX: V Uee for material on river boundaries and inter-
outline,

naticmsl rivers flowing through or between
cousiries, such as water diversion, water
30-1  Asylum Pelicy riphts, dam construction, bridges, sunitation,

wte,  Subdivide by nume of river or seaway and

30-2  Exile Politicol Activities

Tncludes pelitical actions of exiles, such as

thereunder by case or project title as volume
warranis,
ati-government declarations and propaganda,
conspiracies, povernments in-oxile, and 332 Boundur)r Lokes
oppasition-in- exile. Subdivide by name of jake and thereunder by
case or praject titte as volume warrants,
S 31 AR SPACE. BOUNDARIES
Inciudes cliims arising frow the uze of alr 333 Intemctionsl Carals
space, such as alleged or wotual contamination Subdivide Wy name of vanal and thereunder by
of air aver international bounduries, violations case of groject title as volume wartants.
of air boundaries, and similar matters. For
internztional civil aviation and militury defense 334 Territorial Waters

matters, SEE, AV and DEY outlines, Ineludes contigsaus zone, subadjzoent

. B seabed and subsoil, limits, baselines, right af
31-1  Air Disputes. Violations.

Tncludes alleged or actonl snausthorized over-

innocent passage, fishing: and dispules,
vielations, inoidents, and claims, et

flights, Far authorized overflights, SEE:

AV 151 and BEF 17-1, 335 Continental Shelt
Includes driliing, rights of coastal states,
37 TERRITORY. BOUMDARIES, mineral and other non-living regources of the
Includes interpational and national {erritarial seabed and sulisail, living sedentary organisms,
raatters.

lirnity; and disputes, violations, ncidents,

amd claims.,

321 Teritory & Beundary Disputes. Vielotions,
Incidents. 33-6 High Seos

Crher than thase involving sir space ar water, Includes frecdom of navigation, piracy, right

. for which SEE: POL 31-1, 334, 33-5, and of ot pursasis, exploitation of the saabed,
336, Includes predestism and territorial rights to lay cables and pipeiines, rights to
cliimy except island claims, for which SEE: fight on the high seas, detention of ships; and

- POL 32.6. For disputes which enlarge into digputes, vialstions, imcidents, and <laims.

extensive military operaticns, SRE: POL 27

32-2 Territory & Boundary Delimitotion. Mapping.
Includes demarcation.
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POL--POLITICAL AFFAIRS & RELATIONS

33 WATERS. BOUNDARIES.(Cont'd} 38 ACCESS TO BERLIN {Cont'd)
33-7 Free Access to Ses 38-2 {Reserved for future yse}
Right of innocent transit to and from the ges,
through territories of other states, by Jand- 38-3 hganizafions & Conferences
locked countries. Includes such related matters SEE: POL 356 for guadripartite organizations -
as woeess to and use of ports, right to fly and communications net.
marttime {lags, right of fransit states fo protect
their interests, ete. 384 Agreements & Treaties
33-8 Low of the Sea 38-5 Lows & Regulations
Use only for materials of a general nature,
such as conferences, agenda, summary reports 38~6 Quodripartite Orgaonizations & Communications Net
of meetings, which cannot be filed under the Includes military and polifical contingency
more specific sybjects in this outline. planning groups.
34 INTERNATIONAL BRIDGES & TUNNELS 38-7 {Reserved for future use)
Use only for materials on intemnational bridges
snd tunnels which do not relate to an inter 38-8 Harossments & Biockoge of Access
pnational river, for which SEE: POL 33-1. Use for general materials that cover maore than
one form of access or that are too general in
35 BOUNDARY COMMISSION S nature to be {iled under POL 38.2 through 3814
Use only for materinls on the orgunization, Includes general materials on responses to and
membership, meetings, and general activities countermeasures for contingencies.
of international boundary commissions. Sub«
divide by name if volume wartants. Specific 38-9  Air Access
case or project materials should be {iled under Includes developments, contingencies, and
appropriate subjects sisewhere in this outline, responses to contingencies. Subdivide as

Atlied Mititury or Allled Clvillun as necessary.,
36 {Reserved for future use)
38-10 Highwoy Access

37 {Reserved for future use) includes developments, contingencies, and
responses to contingencies, Subdivide as
38 ACCESS 7O BERLIN Allied and non-Allied, including German
Ise unly for access of Western and other nations civillan, as necessary.,
to Berlin by uir, land, or water, Subdivide as
Allied (Tripartite-France, UK, and US8), West 3B-11 Rail Access
German, and others as necessary. For travel Includes developments, contingencies, and
between East and West Berlin, the Wall, ete., respongses io contingencies. Subdivide as
SEE: POL 23-14, Allied and non-Allied, including German

civilian, as necessary.

38~t Policy. Plans. Bockground,

Ineludes basie policy documents, policy 38-12 w::lierway Access
stutements, historical studies, briefing includes developments, contingencies, and
muterials, eto, responzes to contingencies.
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U.S. INFORMATION AGENCY Manual of TRANSMITTAL LETTER 19350
B

Operations & Administration

WASHINGTON, 0.C. OATE: June 21, 1965

PART 11T
1. MATERTAL TRANSMITTED

a, State/USIA Records Classification Handbook which replaces MOA
III-Exhibit 6204, It contains the official file system to be
inztalled in USIA oversess establishments in accordance with
instructicns in USTA CA-2882, dated April 9, 1965 and Joint
State/USIA CA~1299/4, dated June 4, 1965, The regulations and
procedures contained in the USTA Overseas Hecords Management
Handboolr (MOA III-600) will continue to apply to the records
management program of USIA overseas establishments, except for
those portions referred to in the instructions contained in
the attachment to CA-2882, The Oversess Records Mansgement
Handbook will be amended to conform to those ingtructionsz as
soon as posaible.

L. Cross-rererence sheet which will provide Manual heolders with
a guide to the loestion of the Records Classification Handbook.

2. FILING IKSTRUCTIONS FOR FART 11T

2. For cverceas offices maintaining a complete Manusgl - Remove
and destroy =1l but one copy of Exhibit 6204 (TL's 598D & 351F,
715D & 422F). (One copy should be retained with the 1962-1964
block of subject files for reference purposes,} Insert attached
cross-reference cheet in the MOA immedistely following Section 620,

b. For pandbock users -~ It is suggested that the Records Classification
Handbock, the Overseas Records Management Handbook {(includinz
Exhibit 6204}, MOA IIT-600, CA~2882, April 9 snd CA-1299., June 4,
be filed together in a three-ring binder so that a1l pertinent
filing instructlionz are available in one place,

¢, For domestic officer - Remove snd destroy Exhiblt 6204 {TL's 598D &
351F, 715D & 422F) and insert attached cross-reference sheet
immediately following Section 620, Agency coffices having a need
for the Hecords Classification Handbook can obtain a copy from
the Management Division, JCOA/M,

DISTRISUTION: M-1 Domestic (TL and Cross-reference sheet only)
e, M - Fielg



Pary 111
MANUAL OF OPERATIONS & ADMINISTRATION

621

600 RECORDS MANAGEMENT (OVERSEAS) section

620

STATE/USIA Records Classification
Handbook

(Cross-reference Sheet)

The UNIFORM STATE/USIA RECORDS CLASSIFICATION HANDB00K (April 1965
edition) contains the official file gystem to be inatalled in USIA overseas
establishments,

Coples of thiz Handboock are being sent to all USIA overseas establish-~
ments for the use of perscrnnel whose duties invelve record keeping responsi-
bilities., It is not belng sent sutomatically to domestic offices. Because
of its bulk, and for convenlent reference, offices receiving the Handbook
should maintain it in a =meparate three-ring binder with octher related materials
as suggested in the Transmittal Letter,

Domestic offices having 2 need for the Handbook can oblain z copy from
the Management Division, ICA/M,

TL-933D & 538F (6-21-65)




RECORDS CLASSIFICATION HANDBOOK

ATOMIC ENERGY

Instructians

Use for papers on exploratory, basic research and development in the field of atomic/
nuclear epergy and for papers which are so general that they cannot be filed under
sublects provided for the practical applications of such energy in other outlines.

SEE: AGRICULTURE outline for use of atomic epergy products in

agriculture,

AID outline for grants or techaical assistance involved in the

Atoms for Peace program.

HEALTH & MEDICAL CARE outline for material on radiation
hazards, medical use of radivactive isotopes, and irradiation for

food preservation purposes.

DEFENSE AFFAIRS outline for atomic weapons matters
and nuclear propulsion of submarines, vessels, etc,

FUELS & ENERGY outline for industrial uses of nuclear energy.

SPACE & ASTRONAUTICS outline for nuclear propulsion and
other applivations of atomic power in space explotation and travel.

TRANSPORTATION outlines for nuclear propulsion in civil

transportation.

AE-ATOMICENERGY

i

b3

GEMERAL POLICY. PLANS.

Use only for material which is so broad in content
that it cannot be filed under one of the more
specific subjects in this cutline.

international Cooperation

GENERAL REPORTS & STATISTICS
Piee only for material which cannct be filed under
one of the more specific subjects in this outline.

ORGANIZATIONS & CONFERENCES

Use only for maierial which cannct be filed under
ang of the more specific subjects in this outline,
Subdivide by name of organization, and name, date,

and location of conference, if volume warrants,

AGREEMENTS
Use only for material which cannot be filed under

one of the more specific subjects in this outline.

LAWS & REGULATIONS
Use only for muterial which cannot be filed under
one of the more specific subjects in this outline,

PEACEFUL USES OF ATOMIC ENERGY

Plaer only for materials which deal with peasceful
uses in a general or collective way, For specific
applications to agriculture, medicine, power, e,
use appropriste subject outline,

YISITS. MISSIONS.

EXHIBITS. EXHIBITIONS.

Subdivide by location if velume warrants.

EQUCATION & TRAINING

TLRC - 4

4/1/65




AE (p. 2} ) RECORDS CLASSIFICATION HANDBOOK

AE-ATUMIC ENERGY

10 RAQIATION 11 RESEARCH & DEVELOPMERT {Cont’d)
Use only for materinls which deal with radiation
in general SEE. HLTH 10 for health aspects 11-2 Reacter Development
angd HLTH 16-1 for irradistion of foods, Subdivide by type if volume warrants.
10-1 Rodiation of Solids $11-3 Loborstories
inciudes effect on plastics, dumupge to metals and
alloys, ole, 12 NUCLEAR LIABILITY
Policy and procedural material on nuclear
10~¢ Radiaactive Waste Qisposal Hability for incidents invelving land-based
Inciudes tank, 2o, and ground burial imstallations, nuclear-powered ships, etc,
13 RESEARCH & QEVELOPMERT 13 SAFEGUARDS
includes BEuropean Counci] for Nuclear Reseurch, General material on safeguurds to asswre that

special fizssjonable materials, other matesrials,
11-1 fIsotapes Deveiapmeni services, equipmeut, facilities, and informution
are not used to further any military purpose,
SEE: FT 18 for control of armaments, atomic
items, and technical data; STR outline for
export control of items to Communist countries;

HICEI 10 for protection against radiation

4/1/63 TLRC. 4
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SClp. B

SCIENCE & TECHNOLOGY

instruciions

Use for papers which concemn expleoratory, basic research in the sciences, international
copperation, sclentific manpower, technological developments of a general nature, and

similar matters,

The subject breakdowns (SCI 1 through 14) ate for use in filing papers of a general
nature, The categorics which follow (SCI 20 through 64) are intended for use in arrang-

ing papers on particular sciences,

SEE: INDUSTRIES & COMMODITIES outline for matters which
pertain to applied research and development in the industrial
world and for the manufacture of scientific instruments and

equipment.

AGRICULTURE, FUELS & ENERGY, PETROLEUM and other
outlines on certain major industries for research and technology

ag applied to these industries,

ATOMIC ENERGY outline for atomic /nuclear basic research

and development.

SPACE & ASTRONAUTICS outline for space research,

exploration and toavel,

DEFENSE AFFAIRS outline for military research and develop-

ment, including armaments,

SCH-SCIENCE & TECHNOLOGY

1 GEMERAL POLICY. PROGRAMS.
Use only for material which is so broad in content
that if cantat be filed under one of the more
spectiic sublects in this outline,

1-1 Interanotional Cooperation
Includes World Dates Centers., Indicute spe¢ific
pariod of each International Geophysical Year
{10GY ).

2 GENERAL REPORTS & STATISTICS
Usze ouly {or materia] which cannot be {iled under
mne: of the more specific subjects in this outline.

2-1 Scientitic-Economic Reports

3 ORGANIZATIONS & CONFERENCES
Subdivide by name of crganization avd same, date,
a1l focolion of conference if volume warrants,
Cross relerence 1a appropriate subyjects in this
outling when desirable because of nature or
impartsnce of erganization or conference,

AGREEMENTS
Bloe only for material which cannot be filed under

are af the more specific subjects in this oulline,

LAWS & REGULATIONS
Use anly for material which cannot be filed under

cne of the mere speelfic subjects in this outline,

ASSISTANCE TOSCIENTISTS
Other thun obtaining of visas, for which SEI

WV ooutline,

GFGI"{YS
All types. Subdivide by type andfor name.

ViSITS. mISSHONS,

EXNIBITS, FAIRS, & EXPOSITIONS

Subdivide by location if volume warrants,

SCIENCE FOUCATION & TRAINING

TLRC - 4

4/1/65

SCi




SCH

{p. 2}

RECORDS CLASSIFICATION HANDBGOK

SCI-SCIENCE & TECHNOLOGY

H SCIENTIFIC IHFORMATIOH

Exchange, translation, ete. For exchange of
military information, 8EE: DEF 10,

1

-1

RESEARCH

For seientific research in general

Area Research Programs

Use for research programs and expeditions
centering on given geographic regions which
involve a number of scientific Helds (e. g,
Arctic, Antarctic, Arid Zones, etc), Sab-
divide by region or name of program if volume
warrants.

12 SCIEHTIFIC MAHPOWER

13 RESEARCH LABORATORIES & CEHTERS
Physzical facilities only,

14 AUTOMATICN
Use only for material on autemation in general,
¥or application to specific subject matter fields
{e.g., industry, records, etc,), see appropriate
subject outline; for effects onlabor, SEE:
LAR 13-1,

15«19 {Reserved for future use)

The following subjects are for filing material on a particular branch of science or scientific research,
including any expeditions involved:

20

21

22

23

24

25
26
21
28

PHYSICAL SCIEMCES

Use only for genersl material which cannot be

filed under & more specific sclence shown below,

A STRONOMY

Includes astrophysics, cosmolopy, planetary and
gtellar dynumics, celestial mechanics, and
radico astronomy,

CHEMISTRY
Includes physzical inergenic, analytical, organic
and celloidal chemistry,

CRYSTALLOGRAPHY

GEOCHEMISTRY
Study of the chemical composition of earth's
ersl,

GECGGRAPHY. CARTOGRAPHY.
GECLCGY

GEOPHYSICS

HYDRCLOGY

Study of the properties, distribution and sources
of water, Includes hydrography.

29 MATHEMATICS
Inclwles arithmetic, trigonometry, calculus,
special functions, probability, statistical _
mathematics, set theory, Theory of Games, Theory
of Nimbus, topology.

36 METEOROLOGY
Study of the atmosphere and its phestomena.
Includes climatology.

31 OCEANDGRAPHY

32 PALECNTOLOGY
Study of ancient life furms,

33 PHYSICS
Includes mechanics of golids, fluids, and gases,
sound, optics and heat. For meleculas, atomic or 7
nuclear physics, SEE, AFE outline,

34 SEISMOLOGY

35 WEIGHTS & MEASURES. TIME.
Includes calendar reform.

36 STATISTICS

37-3% {Reserved for future use)

4/1/65
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RECORDS CLASSIFICATION _HANDBOOK SCi{p. 3}

SCI-SCIENCE & TECHNCLOGY

40 BIOLOGICAL SCIENCES 50 ENGIREERING
Uise for biological sciences not shown below, For engineering industry or profession, SEED
such as biophysics, biochemistry, ete. SEE: INCO (AL
HLTH outline for practice of medicine and medical
suience 51-59 (Reserved for future use}
41 BIOLOGY 50 SOCIAL SCIENCES

Ineiudes evolution, genetics, microbiology.

1 ANTHROPOLOGY
w43 BOTANY 6 H0

62 ARCHAEDLOGY
43 Z00LOGY

83 SOCIOLOGY

44-4% (Reserved for future ase)

&4 PSYCHOLGGY

The following breakdowns may be used to subdivide any of the above sciences if volume warrants:

-1 Resesrch
----- 2 HWeporis
----- 3 (hganirations & Confereaces

-4 Agreements
-5 Laws & Regulations

Example:

LT 30=-3 Metsorology W
Orgs. & Confs,
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SP(p. 1)

SPACE & ASTRONAUTICS

fnstructions

Use for papers having to do with the exploration of space, the vehicles and facilities

involved in space research and travel, international considermtions of space problems
and uses, space law, disputes and claims, actual space “‘shots,” and the comparative
progress of nationg in space science and technology and the application thereof,

SEE:

DEFENSE AFFAIRS outline for the military uses of space,

military rockets and missiles, etc,

TELECOMMUNICATIONS outline for commercial gpace

communications matters,

SP-SPACE & ASTRONAUTICS

i

1-3

GENERAL POLICY. PLANS. COORGINATION,
Use only for material which iz so broad in countent
that it cannoet e filed under one of the more

specific subjects in this outline,

tntemationsl Cooperation

7 GENERAL REPORTS & STATISTICS

Use only Tor material which cannot be filed under
eng of the more specific sabjects in this outline.

ORGANIZATIONS & CONFERENCES

Use only for materials which cannot be filed under
one of the more specific subjecis in this outline,
Subdivide by name of organization and name, date,
and location of conference if volume warrants,

AGREEMENTS
Vse only for material which cannot be filed under
one of the more apecific subjects in this outline.

LAWS & REGULATIONS
Use only for material which cannot be filed under
one of the more specific subjects in this ouline,

"PEACEFUL USES OF SPACE

Use only {or materials which deal with peaceful
nses in a general or collective way, For specific
peaceful vses, see subjecty elsewhere in this
outline, For wilitary uses, SEE: DEF 20,

YISITS

EXRIBITS. EXHIBITIONS.

Subdivide by location if volume warranis.

§ SPACE EDUCATION & TRAINING

10 SPACE FLIGHT & EXPLORATION
Marned and unmanned projects. Includes lunar,
interplanetary and interstellar flight; placing of
spacecralt in orbil sround moon, ete.; obtaining
of data an properiies of interplanetary space,

cosmic raye, solar storms, swiace and compeosition
of planets; placing of instruments and man on the

sarth's neighboring bodies; and extraterrestrial
hases, Subdivide by name of project if volume
wurrants (e g., Project Gemind, Project Apollo),

Includes specisl types of spacecraft, such as the

K15 and Dyna-Soear,

10-1  Astronaots. Cosmonauts,
Use only for papers about them as persons.

11 RESEARCH & QEVELOPMENT

Use only for muterial too general in nature to be

filed under more specific subjects in this outline,

17 SATELLITES

Amange by type and/or by common designation
{e.g., Echo [, Explorer IF], Sputnik 1, etc.} if

volume warrants, For military uses, SEE:; DREF 20,

12-1 Communicotions Satellites
EEE: TEL 6 for commercial aspects, in-
cluding allocation of frequencies, private

wwnerahip, efo,
Vi~ MNMavigotional Sateilites

12-3  Weather Satellites
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SP_SPACE & ASTRONAUTICS

12 SATELLITES {Cont'd} 14 BALLOONS
Used in space research and development, For
12-4 Seientific Satelfites balloon satellites, SEE: SP 12.
Includes satellites used for solar,
geophysical, and astronomical observations. 15 SPACE VENICLE TRACKING
Uge for travking station operations. For hase
125 Reconneissance Setellites agrecments involving tracking stations,
construction of facilities and manning of
13 ROCKETS BOOSTERS. military bases, SEE: DEF 15
Arrange by type (e.p, Sounding Rockets,
Launching Rockets) and/or common designation 16 FRAGMENTS. UNIOENTIFIED FLYING OBIECTS.

{e.g., Argo D-8, Thor-Abie, Juno TI, ete,) if
volume wausrrants,

4/1/65 TL:RC - 4






RECORDS CLASSIFICATION HANDBOOK HLTH {p. 1)
- HLTH

HEALTH & MEDICAL CARE

Ingtructions

Use for papers on health and medical care programs of 4 local, national or international
nature. This includes survevs and projects to improve health conditions throughout

the world; the establishment and maintenance of public health services and facilities;
measures for the prevention, control, and eradication of diseases; regulations for the
manufacture and sale of drugs, pharmaceuticals, and food products; and programs and
projects to improve sanitation and hygiene and to protect the population from the effects
of atomic radiation,

SEE: SOCIAL CONDITIONS cutline for population problems, vital
statistics, social welfare services, and disaster relief other than
in epidemics,

REFUGEES & MIGRATION outline for medical care of refugees
in camps and centers,

AID outline for technical assistance projects in health and medical
care.

PERSONNEL ocutline for health and medical matters relating to
1L.S. Govemment employess,

oo HETH-HEALTH & MEDICAL CARE

T GENERAL POLICY. PLANS, T VISITS

Use only for material which is so broad in content

that it cannot be tiled under one of the more specific B DISEASES & CONDITIONS

subjects in this outline Other than those from atomic radistion, for which

SEE. HLTH 10, Sgbdivide by type (e.g., malaria,

2 GENERAL REPORTS & STATISTICS polio, ete.) if volume warrants,

Use only {or material which ¢annot be filed under

one of the more specific subjects in this oufline, 8-1 Bicgnosis & Trectment
3 ORGANIZATIONS & CONFERENCES 8-2 Prevention. Control. Ercdication.

Lse only for materiats which cannot be filed under {Orther than epidemics, for which SEE:

ane of the more specific sobhjscts in this outline, HLFH 43

Subdivide by name of organization, such as WHO,

and name, date, and location of conference, If 8-3 Epiéemits

velume warrants, Fos other types of disasters and disaster

selief, SE¥: S0C 10
4 AGREEMENRTS

Use only [or material which cannot be filed under 9 MEDICAL EDUCATION & TRAINING
one of the more specific subjects in this outline, Use for medical students, interns, nurses, etc,
For grantees and exchange visitors, SEE;, BEDX
L LAWS & REGHLATIONS oatfine; for training of the public in health matters,
Use puly for material which cannat be filed under SEE: HL.TH 14-1

one of the more specific subjects in this outline,

6 INTERNATIONAL NEALTH PROGRAMS
Suybdivide by specific projects, such as Medico,
e Project Hope, eto., if volume warrants, Includes
world health surveys,
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HLTH-HEALTH & MEDICAL CARE

1 RADIATION HAZARDS & EFFECTS 14 HEALTH & MEDICAL SERVICES (Cont d}
Ume for health aspects of pollution of air and
water by atomic radiation; environmental 14-F Health & Medicel Plans
radlosctive contaminution; and mdiation injuries Use for medical care plans, hospitalization and
and treatment. For irradiation of food for medicat insurance, For sociul insurance, SEE:
preservation purposes, SEE: HLTH 16-1; for L.AE 16; for Government employee health pro-
radicactive wuste disposal, SEE; AR 10-4. pram, SEE PER 14,
16-1 Fallout 15 SANITATION & HYGIENE
Subdivide by type und name of project if volume
16-2 Protection warranbs, SEED ATD B-5 for technical assistunce
fncludes protective standards and control, projects,
11 RESEARCH 15-1 [aspection. Quarontine,
Uge only for materials which pertain to medical Use for inapeciion and quarantine matters within
resenrch pluns und programs of 8 broad, come of reguired by a country, including disinfecting
prehensive nature which cannot be filed under of plines, veszels, ete, SEE: 8T 15 for
more specific subjects in this outline, such as gquarantine regiulations affecting entry of meat,
food and nutrition (HLTH 16), disesses snd condi- five snimals wod plants.
tions {HL.TH B}, ot radiation hazards (HLTH 10),
ete. 15-2 Sewage Disposal & Treotment
12 MEDICAEL BANKS 15-3 Polivtion, Purification.
Blood, tissue, bone, eyve, efc. Other than poliution by radiation, for which
SEE: HLTI® 10. Subdivide by air, water,
13 PHYSICAL FITNESS etey, i volume warants. Includes fluorination,
14 HEALTH & MEDICAL SERVICES 15~4 Extermisotion of Yermin
Hoth public aad private., For medical examination {ncludes insects, smull animals, and birds as
of visy applicuniz, SEE: V 24 for sanitation and disgase carriers,
hygiene, SEF;, HLTH 15
16 FDOD & RUTRITION
14«1 Pueblic Health Education & Training As bealth factors, Includes diet adequacy, caloric
Use aniy for edacation and training of public intake, vitamine and other dietary supplements,
on health matters, first aid, etc, Includes food wdditives, research in the food and nutri-
exhibits, tion fieids, ete. Subdivide by type of food if
volume wasrants, For food and drug laws and
14-? Medical Treatment. Rehabilizetion. regulations, SEE: HL'TH 17, for national and
Includes surgery, dentistry, oplometry, etc., world food supply, SEE: AGR 15; for technical
and rehebilitation of physically-handicapped. ussistance projects, SEE: AID &3 for economic
aspects of food {e.g, preduction and consumption
14-3 Nursing datu, manufacturing industries, ete.), SEE: NGO
Fur nurses’ training, SEE: HLTH . (ALY for food donations under FL 480, SEE;
SOC @ and T0 qr AID} 15-9 und 15.10,
14-4  Mental Heaith t6~1 Food Preservation. [rrodiation.
14~5 Maternal & Child Health includes use of radintion to preserve gruins
and other raw food materials, to prolong the
14-6 Huspi%uls, Clinics. Eoborotories. life of shelf foods, and to diginfestate foods.
Invludes health centers, sanatoriums, laboratory
services, supplies, and equipment, ete. 17 FDDD & DRUG LAWS & REGULATIDNS
For trade aspects, SEE: FT 17
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REFUGEES & MIGRATION
REF

Instructions
Use for papers on the policy, plans, legislation, and program operations for handling
refugees, escapees, and displaced persons as a social welfare problem, This includes
the intermational orgenizations and conferences and governmental agencies concemed
with refugee matters, the activities of the voluntary agencies, and the efforts of
reception centers and camps to assist and cate for the refugeey until they can be re.
settled, find jobs and become self.gupporting in their new environment, Assistance
provided to refugees under various aid programs is also included,

SEE: POLITICAL AFFAIRS & RELATIONS outline for material op
individual defectors, expellees, and emigres who have been
forced to leave or have left their native country because of their
politieal views, Such persons are usually prominent in political,
professional, or private life and granting them asylum constitutes
a political rather than social problem.

SOCIAL CONDITIONS cutline for material relating fo population
shifts and discrimination towards and petsecution of minorities,
including racism, anti-Semitism, genocide and mass deportation,

LABOR & MANPOWER outline for matters concerning migrant
labor,

" REF-REFUGEES & MIGRATION

i GENERAL POLICY. PLANS, 7

Includes government policy on granting asylum to

ELIGIBILITY CRITERIA

For refogee ¢lassification and status under

refugees and escapees, sasisting them in resetie-

ment, and providing interim care,

For refupees us o
o208,

apecific refugee legislation,
anecint visa category, SEE:

Z GEMERAL REPORTS & STATISTICS 8 REGISTRATION & SCREENING
Includes surveys and analyses of refuges
popaiation and problem, statistical data, et % CAMPS. CENTERS.
Includes centers extablished to provess refugees
3 ORGANRIZATIONS & CONFERENCES and camps to care for them antil resettlement or
Fxcept voluntary agencies, for which SEE: REF 6, integration, Subdivide by name of camp or center
Bubdivide by name il volume warranis, and Iocation i volmee warrants,
4 AGREEMENTS 16 CARE & MAINTENANCE
Does not include contracts with volutary agencies, Qubdivide by tyvpe of assistance if valume
for which SEE: REF 4 WaTranis,
5 LAWS & REGULATIONS 10-1 Education & Treining
Use for laws and regulations govermning operation includes Ianguage and vocational training,
of refugee program, including parale authority
pranted to Attorney General. 10-2 Medicol Care. Rehabilitotion,
6 VYOLUNTARY AGENCIES 18-3 Housiag
Use for participation of voluntary agencies in
refuges program, incloding contracts and relations 10-4 Food

with agencies, Subdivide by name of apency if

volume: warrants,

TLRC - 4
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REF-REFUGEEDS & MIGRATION

10 CARE & MAINTENANCE (Cont'd} 11 REESTABLISHMENT (Cont'd}

18-5 Clothing 11-2 Resettlement

) settlement of refugees in new homes, etc,
10-6 Financicl Assistonce

11-3 Integrotion .
10-7 Employment

Into locsl environment,
Incluodes help in locating employment.,

12 REFATRIATION

Use only for repatriation of refugees, For

it REESTABLISHMENT

repatriation as & fagtor in retaining or resuming

11-1  Movement citizenship, SEE; PPT 026 for financial

Policies and procedures for the movement of assistance to ¢itizens for repatriation purposes,
refugees, negotiations and arrangements SEHE: PR 7.5,

for all transportation needs, coordinution

of mavements, and related matters., Includes

mevement reguesls and costw,
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SOC {p. 1}

SOCIAL CONDITIONS

Instructions

Use for papers on social conditions, customs and problems, plans for and effects of
social development, and social welfare services provided by public and private
organizations. This outline covers population statistics and growth problems; human
rights, including the status of women and protection of the rights of minority groups;
and race relations involving discrimination, persecution, genocide, and other forms of

race prejudice,

SEE:

ECONOMIC AFFAIRS (GEN.) outline for living standards and living

conditions, including prices, cost of living, land use and reform, ete.

AID outline for technical assistance aspects of community or rural

development projects.

REFUGEES & MIGRATION outline for refugees, escapees, and displaced
persons as a social welfare problem.

HEALTH & MEDICAL CARE outline for international health program,
public health services provided to improve and protect health of the
population, and medical assistance rendered in epidemics,

CULTURE outline for a nation’s culture, cultural development and

contlicts, etc.

EDUCATION outline for educational levels, trends, and

development,

LABOR & MANPOWER ocutline for matters regarding social

security, retirement and pensions.

SOC-S0CIAL CONDITIONS
T GENERAL POLICY. PLANS.

Use aoniy for materinl which iz o broad in content
that it cannot be filed under one of the mare
specific subjeets in this outline,

2 GEMERAL REPORTS & STATISTICS
Wae only for material which is so broad in content
that 1t cannot be filed under one of the more
specific subjects in this outline,

2=1 Secie-Economic Reports
2~2 Socio-Political Reporis

1 ORGANIZATIONS & CONMFERERCES
Use only for material which 1s 5o broad in content
that it cannct be filed under one of the more
specific subjects in this cutline, Inciundes UN
Bocial Commission and ECOROC s social

programs, Red Cross organization and conferences,

ete,

4

4-1

4-2

5

MANNERS & CUSTOMS
SEE. 80O 14 for human rights; $0C 15 for status
of wemen, 30 16 for rights of children, ete,

Marriage & Divorce
For marriage of 1.8, citizens abroud, SEE:
BET 13,

Family Life

LAWS & REGULATIONS

Use only for materiel which is ¢o broad in condent
that it cannot be filed uader one of the more specific
subjects in this outline,

SOCIAL BEVELOPMENT

Use for social improvement in life of people,
including effects of industrialivation and
urbunization, rural and community development,
ete. Bubdivide by type if volume warrants,

TLRC - 4
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SOC--SOCIAL CONDITIONS

& SDCIAL DEVELDPMENT (Cont'd) 10 DISASTERS & DISASTER RELIEF
Use for emergencies affecting lavge masses of
f~1 Sociol Streta people on either a short-term or prolonged basis,
Class structure of society and levels of social such as in famines, droughts, earthquakes,
development. floods, fires, tornadoes, typhoons, ete,, and for
assistance and relief rendered by the Red Cross
é~2 HUrbanizotion or other organizations in this connection. Sube
includes cily planning and urban renewal. divide by type of disaster and location if volume
For technical assigtance projects, SEE: warrants, For epidemics, SEE: BLTH 8-3; for
AlD 849, retief to war victims, SEE: POL 27-9; for
assistance to U.5, citizens involved in disasters
6-3 Housing abroad, SEE: P8 7-5, except aitcraft accidents,
Use for gsocial effect of improved housing on for which $£E: P5 12.
population and need for more adequate
housing. SEE: INCO (AL) for housing as an 11 PUBLIC SAFETY & LAW ENFORCEMENT
industry. Use for various types of crimes and measures
taken by law enforcement agencies to protect and
6~4 Industrialization & Technolegy, Eftect of preserve public order and safety, lncludes
criminal code and crime incidence, Subdivide by
6-5 Community Development type of crime if volume warrants. SEE: POL 27-12
Use f(?r matters_ot}zer than those pelrtaini.ng for war crimes and eriminals, For juvenile delin-
1<.) projects carried out Lil‘it_:ler techrical as- quency as a social problsm, SEE: SOC 8-1; for
siztance programs, forwhich SEE: AID 8-R. i L. .
suppression and control of political demonstrations,
7 VISITS riots, ete., SEE: POL 23-8.
8 SDCIAL PRDBLEMS 11-1 Crime Prevention
Use for social {lls and problems cther than crimes, Includes regulation and control of firearms
for which SEE: 30 11, Includes “'social for this purpoze.
defense’’, e.g., efforts to prevent and overcome
problems, 11-2 Palice System
Non-political matters only. Includes
8-1 Juvenile Delinquency INTERPOL. For pelice as a component of
internal security forces, SEE: POL 23-3.
§-2 iifegiiimocy For their participation in suppressing riots,
For problem invelving military personnel, SEE: coups, €lc., SEE: POL 23-8 and 23-9.
DEF 15-6, for nationality of children born
out of wedleck, SEE; PPT 9-4. 11-1 Prosecuotion
Inciudes criminal courts and sentencing of
9 SDCIAL WELFARE SERVECES criminals.,
Inciudes charities and philanthropic activities.
Does not include disaster relief, for which SEE: 11-4 Correction. Puniskment. Rehobilitstion.
SOC 10. subdivide by type of service or project inciudes prisons, reformatories, penal colonies,
if volume warrants. ate.
9-1 Socicl Workers' Educotion & Troining 11-5  Traffic in Rercotics
Use for crime and law enforcement aspects
9-2 Welfore Agencies only. Includes specific violations, suspects,
Public und private organizations engaged in atrests, prosecution, etc. SEE: INCO-Drugs
social welfare work. Bubdivide by name of srgan. for manufacture, licit trade, smuggling, ete.; HLTH &
ization if volume warrants. for use of narcotics lor medicinal purposes.
13-4 Traffic in Persens
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SOC {p. 3)

.~ SOC-SOCIAL CONDITIONS

11 PUBLIC SAFETY & LAW ENFORCEMENT

(Cont'd)

117 Trafhic in Obscene Maoteriol

12 RELIGIHON
Use for religious beliefs and sects, moral
regrmament prograrm, ete, Subdivide by religion,
secl, or organization if velume warrants, SEE
POL 15 7 for church- gtate relations; SO0 14
for religious discrimination,
12-1 Churches. Sects.
Inctudes clergy, priests, nunsg, etc,
12-7 Missionaries
SEE: PSS 7 for protection of missionaries
serving abroad.
12-3 Atheism. Secvlorism,
124 Sorcery
includes witchorafy, voadooisn, biack magic, elc.
13 POPULATION

13-4

13-2

14

Includes pornography.

Use for population statistics and problems,
damographic policies and trends, etc. Subdivide
by types, ruces or naticnalities if volume
warranis,

Populotion Shifts

Use for extent and nature of popuistion shifis.

LCensus. Vital Stotistics.

Fuor services performed by 1.5, consular
offices on behall of the U8, Census Bureay,
SEE: PS5 11, forreperts of birth and death
el U5 oitizess sbroad, SEE: PPT 12

and FS 4, respeatlvely.

Growth. Decline.
tneludes birth conteol and family planning as

mexns of coping with everpopulation.

HUMAN RIGHTS. RACE RELATIONS.

Inciudes preveation of discriminstion, apartheid,
protection of minorities, segregution, and
desegregation, Subdivide by race, group, or
type of discrimination {e,g., emplowment,

educution, religion, political rights, ete.)

i4 HUMAN RIGHTS. RACE RELATIONS {Cont'd)
14-3 Orgonizations & Conlerences
Excepl NGO’s, for which SEE: 30C 14-6.
Subdivide by neme if volume warrants.,
14-4 Conventions. Declarctions.
14«5 Laws & Reguletions
14.6 Nongovernments] Drganizotions
Subdivide by name If volome warrants.
14-7  Genocide. Mass Qeportations.
{4-8  Captive Peoples. Slovery.
Use for social uspects only. For labor
aspects, SEE: LADB 10.
14-9 Stotelessaess
15 STATUS OF WOMEN
Includes politicul and civil rights, economic
opportunities, family status and righfs, educational
opporlanities, etfc,
15-1  Generol Pelicy. Plons.
Includes pasition papers.
{5-2 General Reports & Sfotistics
15-3 Crgonizations & Conferences
Except NGO's for which 8EBE: sQC 156
Subdivide by name if volume warrants.
15-4 Conventions. Declarations.
15-5 Laws & Regulations
15.& Mongovemmenta! Organizations
Subdivide by name if volume warrants.
16 CHILDREN. YOUTH.
Includes White House Conference on Children
and Youth, proteciion of children’s rights.
For child labar, SEE; LAB 10, for yvouth and
other exchange programs, SEE) EDX outline;
for social problems, such as juvenile delinguency,
ete, SEE SO0 &
17 POST-WAR RECONSTRUCTION
18 CEMETERIES

Other thah military, for which SER; DEF 6-10,

Y4-1 General Policy.

[ncludes position papers sod briefing papers,
14-2 Genersl Reports & Statistics

Inciudes vearbheok.
TRC e e —
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SPECIAL INSTRUCTION

INTERNATIONAL ORGANIZATIONS AND CONFERENCES

This special instruction for arranging papers on international organizations and
conferences should be used when:

1. An office has a primary interest in or responsibility for handling one or mote
particular international organizations and /or conferences and, thetefore,
accumulates too large a volume of papers to be filed adeguately nnder the
subjects within any single outline in the hasdbook. Use of this special in-
struction will enable the office to maintain a separate file on a specific
organization or conference, providing subject matter coverage for both
administrative and substantive program material.

2. An office has a primary interest in the organization and administrative
operations of an international organization or conference rather than in itg
substantive program and, therefore, has need for administrative subjects which
are not adequately provided for in the Administration or other subject outlines
of the Handbook,

3. An international organization is of a multi-purpose nature and, therefore, papers
concerting it cannot properly be filed under the subjects within a gingle out-
Line (e.g., UNESCO, ECOSOC, ete.).

Method of Arrangement

Papers should be arranged by name of the organization or conference, subdivided by the
appropriate standard administrative subjects listed in this special instruction and
program subjects selected from any outlines in the handbook, Where the abbreviated
title of the organization is well-known, its {full name need not be written out on the
folder labels, Normally the administrative folders, if any, should precede the program
subject folders. The latter should be arranged by broad subject category (e.g.,
ECONOMIC, POLITICAL & DEFENSE, etc.)and thereunder alphabetically by code
symbol {see Exhibit on page 2),

Where volume warrants, the papers relating to a subordinate element of an organization
{e.g., Executive Board, committee or working group, etc,) may be subdivided by the
standard administr ative subjects, Papers may be further subdivided by the specific
session of an international organization or conference of a continuing nature. Example:

s VRER GO Exacutive Baged 32nd Sees, ™
ki 3P Mimutes 1
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ORGANIZATION FILE

EXHIBIT
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10 {p. 3}

LIST OF ADMINISTRATIVE SUBJECTS

1 ADMIRISTRATIDN {GENERAL)
Use only for general meaterial which cannot be filed
under one of the more specific subjects in this list,

1-1  Policy. Plaas. Coordination.
Includes relationships with other international
organizations und government agencies which do
sot pertein solely to a substantive programwhich
should be filed subjectively, Subdivide by name
of arganization or agency if volume warrants.
For relations with nongovernment organizutions,
SER: 16-6.

1-2 lInstructions. Position Papers,
Includes instructions to Chalrman of USDEL or
17.5. Representative stating 1.8, position or
pakicy on subject matter of meetings.

2 REPORTS
Use only for reports of a general nature that can-
nal be filed under mare specific subjects in this
tist. Includes annuel reportz of UN specialized
ggencies and of her organizations and conferences.
For USDEL regort, SEE: 22-1; for financial and
sudit reports, 3EE: 10; for publications prepared
for public consumption, SEE: 16-2.

3 MEETINGS. SESSIGNS.

Includes notices of meetings to be held, invitutions

to attend, organization of meeting, ete. For meetings

of USDEL, SEE: 22-1.

3-1 Agenda
Inchides proposals to be tuken up at meetings.
Cupres of agerda items muy be filed subjec-
tively if desired,

3-2  HMinvtes
Includes verbatim transeript and summary

recard of meetings.

3-3 MNom-Participation
By members who voluntarily full 1o attend

or vote.
3-4 Colendor of Meetings

4 AGREEMENTS
Use for agreements of & general mature that
cunnot be filed under more specific subjects in this
st Inciudes agreemants between UN and its

specialized agencies.

5 LAWS. LEGISLATION.

Includes enabling legislation.

5.1 Participotion Authority
Includes treaties, agreements, laws, etc., re U.5.
participation in international organizations. For
staff study recommending 1.8, participation in
specific conference, SEE; 22-1.

5§-2 Charter, Constitution.

Includes amendments.

6 MEMBERSHIP. ASSDCIATIDN,

Inciudes copsultative status,
§-1 lnvitation. Acceptonce.
6-2 Withdrowal. Exclusion.

7 VISTS
By delegates or stuff of interputional organizations,
including truvel restrictions imposed on them, Alsc
incliudes visits to UN and other organizations.

8 STRUCTURE & FUNCTIONS
Includes background history of erganization, objec-
tives, transfer of functions, reorganization, elec-
tions, ete. Subdivide by organizational element if
volume warrants,

B-1 Director General

8-2 Execetive Boerd. Council.
Includes Board of Governors or other execn.
tive organizational elements, membership slates,
questions concerning enlargement of bodies, geo-
graphical representation, eto,

B-3 Secretariat
Includes Secretary General, For staffing, SEE.
12

B~4 Committees. Warking Groups.

Subdivide by name if volume warrants.

8-5 Procedures
Includes rules of procedure, terms of reference,
precedent practices, ete, For voling procedures,
SEE: 8.7.

TLRC - 4

4/1/65




10 {p. 4)

8 STRUCTURES & FUNCTIONS (Cont'd)

8-6 Officers
Other than those provided for under 8-1 thry 8-4
ahove,

-7 Voting

Inciudes procedures, voting record, etc.

9 SEAL. FLAG.

ine ludes anthem, embiem, ete.

10 BUOGET & FINANCE
Includes financial regulutions, accounting and
disbursing, financial and audll reports, eto,

10-1 Budget Estimates

Includes review and hearings,
10~2  Financial Plans

16-3  Appropriations. Funds.
Includes bonds, working cupityl fund, etc,

Hi-4 Contributions
Includes scale of assessments, cost-sharing
formulae, collection and payment, ete. Sub-
divide by “*Assessed’” and “Voluntary’’ con-
tributions if volume warrants.

10-5 Rates of Exchonge

17 BIOGRAPNIC INFORMATION

Other than that included in personnel folders.

17 PERSONNEL
Includes staff lists and regulations, Secretariat
staffing, contract personnel, ete, Subdivide by
type of peresonnel i volume warrants, For privi-
leges and immunities, SEE; 27; for bonors and
decorations, SEE; 28,

12-1  Employment
Includes applicants, appointment, assignment,
examination, recruitment, and termination of
employment. For lovalty, SEE; 12-6; for
geographic distribution, SEE; 12-7.

12-2 (Reserved for future use}

12-3 Compensation
Ineludes salary, allowances, taxation problems,
etc. For honorarla, SEE: 31; for indemnities,
SEE: 20,

RECORDS CLASSIFICATION HANDBOOK

12 PERSONNEL {Cont'd)

12~4 Nealth & Welfare

Incivdes pension plan, fringe benefits, etg,

12-5 Employee Relations & Services
includes emploves passes except identification
curds, for which SEE: 12-6,

126 Security. Layalty.

Includes clearances, ldentificatlion cards, ete.

12-7  Geegraphic Gistribution

OF personnel.
12-8 (Reserved for future usel

12-%  Training
Includes UN internships, UN Institute of Train-
ing and Research, etc,

13 COMMUNICATIONS & RECOROS

Except documents, for which SEE; 14.
13-1  Periodic Semmary Telegroms
13.2 Language & Interpretation

14 DCGCUMENTS
Use only for corrections, copy requirements,
reprodaciion and distribution, ete. Sets of number-
ed confereace documunts should be filed sepurately.
For language requirements, 3EE; 13-2.

14-1 Praceedings

T4-2 Reselutions
Other than those filed sobjectively.

15 SPEECMNES

Copies may be {Med subjectively if deasired.

16 PUBLIC INFORMATION

Uze for general information program and relations
with public.

16-1 Press
Inciudes relallons with press, acereditation
of correspondents, preas releases, eto.

162 Publications
Excvept reports, lor which SEE: 2.
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16 PUBLIC INFORMATION {Cont'd} 22 DELEGATIONS. REPRESENTATIVES.{Cont'd)
16-3  Visuals

Includes photographs, posters, exhibits and dis.

plays, ete. 22-3  Lists of Qelegates, Representotives.,

22~2 Foreign Country Oelegations. Representutives,

16-4 Rodio & TV 23 OBSERVERS

Use for official ocbservers assigned to organization
165 Public laquiries & Opinion

Inciudes requests for information, publications,
etoe., popular comment; petitions and polls. 24 PARTICIPANTS

Includes question of principles and rules relating

by nan-member nations.

16~6 HNongovernmentol Lioison
Includes relations with citizen groups and

te participation without vote in discussions on
specifie lems by non-member nations, private

private organizations. Subdivide by name if arganizations, or individusls as petitioners.

volume warrants. For consultative role of

RGO's, SEE 25. 25 NONGOYERNMENTAL ORGAMNIZATIONS
Includes private organizations which are inter-
17 BUILQINGS & GROUNOS

Includes seleciion and acquisition of site, con-

national in character and are granted consultative
status in crder fo present their views before inter-
struction of headguarters building, assignment of nationul orgsnizations. Subdivide by name if
volume warrants., For lisison with NGO’s for

public information purposes, SEE: 16-4.

space, olo,

17-1  Headguorters Site. Beilding.

2% PROTOCOL
17-2 Regionol Offices ROTOC
) 27 PRIVILEGES & IMMUNITIES
17-3  Conterence Site Inoludes commissary and PX meivileges, free entry,

tax exemption, etc., accorded delegates,

17-4 Office Space

Secretariat staff, NGO's, and correspondents, For
travel restrictions imposed by host counfry,

17-5  Physical Security

SEE: 7.
Subdivide by name and or locstion of building if
volume warrants. 28 HONORS & GECORATIONS
18 EQUIPMENT, SUPPLIES & SERVICES 29 INOEMNITIES

Ineludes discussion of and action on payment for
19 TRAVEL & TRANSPORTATION

logs or injury incurred while serving with UN.
Use for administrative aspects only. For visits by

delegates or staff, SEE: 7, 30 HOLIDAYS. ANNIVERSARIES.
e Includes commemorative celebrations, UN Day,
20 HOTEL & HOUSING ACCOMMODATIONS iy
21 ENTERTAINMENT. HOSPITALITY, 31 HONORARIA

Includes fees to special rapporteurs and members

22 DELEGATIONS. REPRESENTATIVES.

Icludes crodentials.

of certain UN bodies.

22-1 B8, Oclegetion. Representutives,
Includes staff studies re U5, participation,
approval of USDEL, letter to President, repurt
of USDEL, ¢te. For instrictions to USDEL
Chalrman or 7.5, Representative, SEE: 1-2.
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SPECIAL INSTRUCTION
. “CRISIS” FILES

Certain desk offices accumulate latge quantities of papers during a prolonged crisis

- in one of the countries for which they have responsibility (e.g., Congo, Cypras, Viet-
Nam, ete.). Likewise, certain posts may have a similar records problem where such a
crisis involves the host country, If the crigis ig of long duration and genetates a large
volume of political reporting, normal artangement of the papers in chronological order
under the approptiate subject {e.g., POL 23-9, POL 27, etc.) will often not provide
adequate subdivision of the material for quick retrieval.

In such cases an office or post may find it necessary or desirable to get up & sepurate
file series on the crisis apart from its regular subject file. In classifying papers relating
te the crisig, any of the appropriate subjects within the POLITICAL & DEFENSE or
other sections of the handbook may be used. To avoid the possibility of misfiling the
crisis folders in the regular subject file in which material unrelated to the crisis will
continge to be filed, the folders or folder labels may be marked with the crisis title or
an identifying symbol,

Depending upon the available space, the erisis file series can be set apart from the
regular subject file inthe file drawer by use of a guide card labeled *‘Crisis, date to
date’’, or, preferably, be placed in a separate, easily accessible file drawer
{see exhibit on page 2) In either case, a permanent cross reference should be made
from the appropriate folders) in the reeular subject file to the crisis file.

At the termination or subsiding of the crisis, a specific cut-off date should be
established and filing should resume in the regular subject file, The crisis file should
be maintained intact for eventual retirement instructions,
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PRESS & PUBLICATIGHS | R
: .

*
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SPECIAL INSTRUCTION

COMMERCIAL QFFICERS

This special instruction has been prepared for the use of Commercial Officess and other
Foreign Service personnel who are assigned responsibility for commercial-economic
reporting. The subjects listed below are those on which reportg are required to be
submitted through Department of State facilities to the Department of Commerce for
action. The records classification symbols shown for these subjects are identical

with those appearing in the outlines from which they have been selected.

Special attention is called to the treatment of industries and commodities in the
Handbook., The outline entitled ‘‘Industries and Commodities’” - INCO - is intended to
cover material which deals collectively with business, industry, manufacturing,
commodities, products, efc. Special outlines have been developed for certain
industries and commodities of particular significance or importance in the international
commercial-economic reporting field {e.¢., Agriculture, Fuels & Energy, Petroleum,
Telecommunications and specific forms of transportation), In order to take care of all
other specific industries and commodities, an alphabetical list of some of the more
common ones is found at the end of the INCO outline. This list may be expanded
through the addition of other specific or broad categories of industries and commodities
by any office or post to meet its needs. Where the volume of material on any specific in-
dustry or commodity for which the alphabetical list is used requires further subdivision,
the agpropriate numbered breakdowns which follow the list should be applied, Folders
should only be prepared for those specific indusiries and commodities in the
aiphsbetical list which are required by the actual amount of material to be filed,

The list of subjects contsined in this special instruction will serve as an index to those
portions of the Records Classification Handbook in which Commercial Officers and
others responsibie for commercial-economic reporting have a primary interest. The
majority of subjects have been drawn from the Economic Section of the handbook,
aithough 4 smail number of subjects from other sections are also represented, This
list should be considered only as a basic guide; any other subjects in the handbook
should be added to it as the need for reporting on them arises. Care should be taken
to insure that the proper classification symbol is always used. The main index to the
handbock should prove useful in locating other subjects that may be of informational
tnterest or for which the Commerce Department may be assigned action regponsibility
in the future,

At the time any necessary revisions are made in the Records Classification Handbook,
this instruction will be updated concurrently. Any questions or suggestions concersting
specific subjects listed in this instruction or the handbook should be directed to the
Records Munagement Staff, Department of State,

The files maintained by the Commercial Unit within the Economic Section of a post

may constitute authorized decentralized files or information working files depending upon
the arrangement made with the Cerntral Records Unit. Regardless of their official or
nonrecord character, the files should be arranged according to the system preseribed in
the Records Classification and Records Management Handbooks, Technical advice
concerning proper organization, maintenance, use and disposition should be requested
from the Central Records Unit if necessary,

Ti.:RC - 4
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LIST OF SUBJECTS PRESENTLY BEING DISTRIBUTED
TO THE OEPARTMENT OF COMMERCE FOR ACTION

SUBJECT FILE 5YMBOL SUBIECT FILE SYMBOL
Administrative Actlon Program Investment Opportunities (Private) TP 15
{AADP) STR 41
Market Surveys TP 13
Advertising TP 21

Merchant Shipping and Shipbuilding:
Asgzistance to/Protection of ¥, 8.

Eirme TP 19 Acquisition and Transfer of Ships 05 12-2
Balance of Payments (Statistical) N 12 Charter of War-Built 1.8, Ships 08 12-6
Bids and Tenders TP 151 Mortgages and Insurance 08 12-10
Business Reporis, Overseas TP 18 National Pefense Reserve Fleets Or 12-11
Claims against Host Government Ps 84 Ocean Services and Lines Essential

for the Development and Maint.
Commercial Libraries TP 11 engnce of U8 Foreign Commerce 08 6
Constriiction Reporting INCO (AL} Rates and Charges 05 10
Domestic Trade (Statistical) INCO 13 Registry, Change of 0% 12-3
Economic Information, Summaries Routes & Schedules
of Basic E2 .
Shipbuilding, Constmuction, Repalr
Hconomie Reports, Annual E 2.3 and Reconditioning of Ships 08 1241
Electric Power Facilities FSE 12 Subsidies and Aids 0% 12-10
Esgential Foreign Requirements Tariffs and Fees Qs 8
of Certain U.8, Commadities under
Export Contral TR Tvpe, Size, Spead and Other Re-
guirements of Ships 1o Provide
Fairs and Exhibitions {Trade) TE 8 Adequate Service on Sea Routes O8 12
Food Supply (Re Food Codes) AGR 15 Wharfage, Dock, Warehouse, or
Termina! Facilities to Common
Foreign Investment {(Private) FN 9 Carriers 05 14.2
Foreign Trade (Statistical) FT 2 Overseas Business Reports T 18
Highway Reporting e 7-3 Packagingof Goods INCO 12 or INCO (AL}
Industrial Products INCO (AL) or appropriate Fatents and Trademarks:

Industry outline. Patents, except Ratification of or

Adberence to Treaties and

inland Waterways and Inland Water- Policy Matters INCG 11-1

way Tratsport 17T 1t
Trademarks, except Ratification of

or Adherence to Treaties and .
Policy Matters INCO 11-2

{nsurance FN 18




RECORDS CLASSIFICATION HANDBOOK €O (p. 3)

SUBJECT FILE SYMBOL SUBJECT FILE SYMBOL
Trade Contacl Surveys TP 14 Trade inquiries TP 15
Railway Reporting IT 8.2 Trade L.isis TP 16
seaports and Harbors 08 14 Trude Opportunities TE 15
Share of Matket Reports & 2-1 Trade and Qther Economic Relations
with the Soviet Bloc Countries:
.. Shipments of U.5. Goods (EXCON) STR 7
T Repetitive Statistics! Data STR 2
Transaction Checks STR 7-1
Transshipment of Y.8, Origin Goods STR 7
Technical Data Controls STR 7.2
Transporiation (General) TR
Viclations TR 7-3
Travel and Tourism TP 73 or INCO (AL
Trede Centers, Offices. TP 20
World Trade Pirectoriss (WTIH TR 17
Trade Complaints & Disputes TP 14 _
World Trade Information Bervice TP 18
Trade Contect Sarveys T 14
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SPECIAL INSTRUCTION

PEACE CORPS REPRESENTATIVES

The Department of State /USIA Records Classification Handbook is to be used by Peace

Corps Representatives as a guide for maintaining their files, The Handbook was

originally prepared by the Department to provide a uniform file system for use by all

Departmental offices and overseas posts. For this reason it is extremely broad in itg

subject matter coverage. Many zections are, of course, not applicable fo the Peace
Corps and may be disregarded.

The most pertinent section is the one on Administration. In order to ¢oordinate
United States overseas administrative operations to the maximum extent possible,
Peace Corps Representatives should arrange their administrative files under subject
keandings contained in thig section. In most cases the 15 primary subjects should
suffice without the need for further subject breakdowns, However, wherever volume
warrants, further subdivisions by the gpecific secondary and tertiary subjects in the
outliney may be made,

The Peace Corps program has been sgsigned the file designation AID 14 Several

subordinate sabiect matter breakdowns have been provided for general policy and

procedural aspects of the program. However, it i{s recognized that most of the sub-

stantive {iles accumulated by Peace Corps Representatives relate to gpecific programs

carried out by Peace Corps volunteers. These may either be filed under the appropriate
subjects in the handbook or be maintained in a separate file series by type and/or
name of project.

Any questions regarding subject matter coverage or propet use of the file system
which cannot be answered by the post Communications and Records Supervisor
should be referred through PC/Washington to the Records Management Staff, Depart-
meat of State,
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Com, Abbrev. {p. 1)

AADED -
AATPC -
AAPEC -
ACC -
ACDA -
ACEE -

ACTICE -

ACTISUD -

SOVER -
Abb -
AR -
ADELA -
AT -
AW -
AFL -
SraC -
AGARD -
ATD -
ATDme -

AR -

AKA -

AL -

COMMON ABBREVIATIONS

A

Afro-Agisn Qrganization Tor Economic
Cooperatiop

ALL African Peoples Conference

Afro-Asian Peoples Solidaricy
Organization

My Coordinatlng Commitlhees

Arwe Control and Dissrmanen
{u.5.)

Agency

Advigory Comnmitiee on Hxpoit Policy

Aupthority for Imland Transport in
fentral Yurope (NATO)

Authority For nland Trangport in
Southern Turope {HATO)

Advigory Comittee on Voluntary
Forsign ALd

Americans for Democratic Action
African Development Bank

Ariantic Compunity Development
Group for Latin Americs

Atomie ¥rergy Commisaion {U,8.)
Aglan EBeonomie Development Fund
Ay Force (U}

frarican Pederaticon of Tabor
fmericean Friends Service Cosmittes

Advigery Group Seronautical Ressarch
and Development (NATC)

Agency for International Development
{successor to ISA and DLF.US)

Taloegrans Trom AIDXN Ho fleld
Allied FKommandatura, Berlin
Alee known as

Arsbh Isague - Tunisis, Moroeoo,
UAR, Irag, Sandl Ardbis, Jordar,
Lebanon and Sudan.

Arab lessue Benk

ATH

AR

AATDEC

ANE
AITTERS

fits]

APACT.

ARAMOG

ARC

ASHE

o
|

AT

BASC
B/a
BDEA

- Mational formy of liberatdion
{Agerin). Sometines PIN

- Ambassador

w Arab Middle Eagt Industrial Projecte
Developnrot Corp., LEd.  Incorporated
in luxerboursg and periicipaied in by
15 Furopean and 5 Sserican comparies.

w Atlantilc HNuclear Force

- fmstralia, New Zealand, U.8. Treaty

- Admipistrative Officer

- Asign People's Anti-lommunist
league

w Apabian-fperican 011 Compary
- frerican Red Cross

- fmerican Society of Newspaper

mlitors
- Atlantic Treaty

- Abtache

B

-« Berlin #Mr Saiety Center

- Barrels per day {Pebtroleim)

w I3
B

negs and Defebnss

Brrviees

LELration

BENEIUE - Belegium, Netherlands, laxembourg

BLEY

ELE

EMEWD

- Bosyd of Foreign Scholarships
- Bosrd of Foreipn Service

-~ Business and Industry Advisory
Committee (Lo QECD)

~ Bursau of Ipternatiocal Conmerces

~ Bank for Internstional Settlemants,
Bazel, Switzerland

- Belglumelnxewbourg Zconomie Union

- Buresu of Ilaber Statistics (U.3.)

- Ballistic Misggile Barly Warning System

TLiRC-4
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Com. Abbrev. {p. 2}
BCE - Bureau of the Budget {U.8.) D - Community development
BOP - Balance of Payments 04 - Combined Development Agsncy (A joint
US-T~Canadiar agency for procurenent
BOT - Board of Trade (U.K.) and allecation of uranium)}
BPI -~ Britisn Petrolews Company Cn - Couneil of Hurcpe
B/P - Balance of Payments CEA - Counell of Heonomic Advigers {U.8.)
BUSEC - Telegrame from Department to USES, Brugselg CBAC - Committee on Muropesn Adr Space
' Cocrdiration {HNATO)
c CEOTO - Communications from Pariz relabing to
OBCT matters
CAB - Clvil feronsutics Board (U.5,) cEMA - %Duncil for Beopomic Mutusl Assistapec
Soviet bloc, a counterpart of the
CABRI - Cemizal Amevican Bank for Wegtern OBCD) e
Hoonawds Intesration
LACM - Central Amerlcan Comnon Market G « furcopean Coaference of Mindisters of
Transport {also HOMT)
CAMG - Consolidated Adminiplrative
MErag & Opeenizsbion CENTO -~ Central Preaty Orgenizesion {fran,
. ) Fakistan, and Tutkey, U.5, is
CAQ - Cultursl Afairs Officer a member of the ecopomic and military
} P coamiitbeesn. Duceegsor to the Baghdad
CAR - Common fAgrieultural Policy {af ths Pact), Hesdguerters in fokars.
Fupgpean Feonomic Commnmity )
- Civil My Fatrol ) CEPAL - UN Economic Commission for Laiin
CAPC =~ Civil Aviation Planning Committes fmerica (Spenish)
(HaTo)
CEEN ~ Tupopesn Muclsar Research Cenler
CARE - {nopsrabives for dmerican . ” o IPTIRI.
merywhers, Inc. CERP -~ Curvent Economic Reporting Progran
M - 13 Torelan B Ewih| Folic
CAS - Conirelled Americsn Sources CFEP %§QEC3L on Forelgn Heoncmic Y
ce - Congultative Council (of the Wesbern U - Council of Foreign Ministers {HATO)
REuropesn Union)
CFR -~ Code of Federsl Reguiationsz
800 - Commodiby Credit Corporation (USDA)
; e - Censultetive Sroup (Senior body of
~ Comzereial Ceble Cowpany the 15 country shrategic export
_ control set-up in Paris) see COCOM
COEP - Consulbative Qommitbes for Fosheal . Coneill Gensral
Studies (UFU) - Commznding General
OCHZ - Contract Clearing Howse Service CHICO - Copinist Chine
{condueted jointly by 2ID and the
Departmert of Commerce to establish CTA - Central Totelligence Asency (U.8.)
direet communlcations betwesn
fmericen end foreign concerns) GIAP - Inter-American Committee on the
Alliance for Progress
COTR - Internstional Radio Consultative
Committee { TTU) CIas - Conference of Independent Afrlican
States
CCTFT - Mniernalional Telephone and Telegraph
Consultative Commitiee {ITU) CICR - Ceozmittes on Informatinn Cultural
Belations {HATO)
CCP - Committes on Commodity Problems {FAO)
CCPE - Comprehengive Country Programming oI ~ Commizsion on Intermational Jommedity
System Trades (UN)
GOTA -~ Commission for Technieal Cooperation
in Africs Scuth of the Sshara CING = Commander in Chief
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Corm. Abbrev. {p. 3}

CINCEIM - Commander in Chief, Burcpe (U, 3.}

CINCFAC = Commander in Chief of the Pacific
CLLE LD

CINCSAC - Commander in Chief, Strategic Alr
Command {11,582

EQ - Congress of Industrial Organizations
GTRCTEL -~ Gircular Telegran

CIVORS - Civilian Operations in the (eonge
CLNCE - Clearances

i

OM - Coan 3
oo Markst (See EEC

- Daropaean O

Q0 - Carivbean Organizalion (r@place&
Caribbean Commission)

Q043 w Jowncil for the Orgacization of
American Btates

SR - Cloge of Buslness

COCoM - Coordinating Committee on Export
Controels (Paris)
List I - Embargo list
Lists IT gnd LITI - Mo longer exist
List IV - Surveillance list
Annex ¢ - Mukitions Embarge
Annex I - Atomic Enervgy Bubargo

CODEL - Congressional Delegation

GO - Telegrams from USEC, Luxembourg, to
Uepartment

COw - Chief of Mission

CUMECON - Council of Mutual Economic Ald
of blog conutries {See CEMAZ

Commen Market {Ses CACM and EEC)
CONELRAD- Control of Electro-Magnetic

Fadistion (Emergency vadio broad-
casting systen)

CRC - Central Bhine Commission

CRI - Committes for Reelproeity
Information {Trade Agreemente
Progran

CRG - Uommonwealth Felations OfTice fUK}

CRE - Catholic Relief Service

CaEC ~ faropean Coal and Bheel Community

(Frence, Germeny, Thaly, the
Hetherlands, Belgiuww and
Loxenbourg §

- vl Bervice Compdsation {U,5.)

cT - Country Team - & team of U.5.
gfficiels led by the Avbagsador
participating in the agsistance
progrars ab the country level,

cy - Cugtoms Union

QUss « Council for U5, &id (Hationalist
China}

cET - Common exterpal tariff {Ruropean
Feopomic Community)

cy -~ Calendsr Yespo

DAC « Development Assistance Commitles,
OECD. An informal group of free
worid capltal exporting cowntries
gatablished as the Development
Apsistance Group {DAG) in
Januaty 1660 to discuss teehnigues
Lo facilitate the Flow of long-
term funds apd other means of
agsigtance Ho underdeveloped
wountriss.  The mewbers are
Belziuwm, Canada, Frapce, the
fFaderal Republic of Germany,

Tvaly, Japan, Poriugal, the U.K.,
7.5, and the Compission of the EEC,

TETA, w D

ense fAir Travsporialion

. Administretion
CONES - Telegrams [rom UNESCH, Paris - . .
oBA =« Doing business @s
, ol - Depud def dlssion
CP « Combracting Parties of GATT BCK Deputy Chief of Missio
w Cormmercial Iolicy BELGA - Telegrams from \BDEL,
« Cormumist FParty UF General Asgemnbly
= Colenivo Plan DEFCTROTEL - Department Cireular Telegram
c/r - Counberpart Funds DEPTEL « Dapartment Telsgram
C¥H « Commitbes of Pregidertial DEW - HMetant Zarly Warning System
Representatives (0A3) {Redar}
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DG

niF

Ry

B0

jleil
or

DEC

iz

TAKC

EANDC

EBU

A
HOAC

ECAFE

oM

BCON

HOOAT

~ Drector GCeneral

w Davelopment Losn Fund., Now a

part of ATD
« DMgbursing Officer
-~ Department of Defenrge
-~ Decgade of Developmment
~ Dependent Overseas Territories
- Digplaced Person

Defense Production Commitiee
{HATG)

1]

- Defense Support {a category of

economic ald}

~ Enropean Atomic Erergy Community
{See Zuratom)

- Mgropean~frerican Nuclear Data
Commitbes {IABA)

w Turopesn Broadeasting Union
(Composed of Western Furopesn
cowntries and iz a counterpart of
IBO compoged of Fastern Buropean
counkries)

~ Beopomic Commission Tor Africa {UN)

~ Buropean Civil Aviation Conference

« Feooomio Commission for Asia and

the Far Hast (00)

~ Telegrams Trom USES, Brussels, %o

Department

-~ Fconomic Comrlssion Tor Hurope (UN)

w Teoncmic Conmission for Iatin
America (UH)

moonomic Commission for the
Middle Fast {UN)

~ Baropesn Conference of Ministers

of Transport {(OFOD)

~ felegramg to RCE {UM)

Committee of Eeonomic Advipers
{ATO)

- Economic and Social Council (UN)

~ Buropean Cosl and Steel Commmmity
{ges CAC for membership)

EFEA

ETB

ELDG

HMA

BTEL

EMCC

ENCA

FRFA

ESRO

ETA

AR

Eeononic Defense Advisory Commpittee
(U.8.)

Buropean GLeonomic Commnmnity
{France, Germany, Tbaly, Belgium,
Ketherlands and Iuxembourg) -
the Six.

Furopesn Fund {Frovided for in the
Sropesn Mopetary Agrecment-see
A )

EBuropean Tree Trade Agsociation
(UK, Sweden, Anstria, Denmark,
Worway, Portugal, Switzerland).
Also referred to as the Deven.

Buropean Investment Bank

Furopean Launcher Development
Jrganization

Taropesn Monetary fSgreesment. A
Monetary arrangement smong OECD
mexbers which replaced EFUJ in
bDecerber 1958 and provides for
gettlement through noymal exchange
marketa.

Brbassy Telegram

Buropean Military Communication
Coordinating Committee {HATO)

Furopean FNaval Compunications
Ageney (WATO)

Frocessed nilitary goods

Buaropean Huclear Energy Agency
{oECD)

Hgoort OfTicer
Exeoubive (fficer
Exaeutive Order

Intered on duty

Eeoncmic Policy Comnittee (OEOD)

Hrergency Procurement Service (G34)

Huropean FPayments Inion {now
superseded by BEMAY

Buropean Radio Freguency Agsncy
{Taro)

European Space Research
Organization

Estimated time of arrival

Expended Technical Assistance
Program {11}
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Com. Abbrev. {p. 5}

B - Bgtimasted time of deparbture FRQ - Freedom From Hunger Campaign {FAO)
Y - Iurcpean Transport Orgsnization FIN - Algerian National Liberstion Fpont
FURAR(M -~ Buropean Atomic Fnergy Community B - Federal Maritime Bosrd (U.8.)
{composed of the Six)
FOL ~ Following
BT -~ Eagb-West Trade
jey) - Poreign Office Note
E{OON - Bxport Controls {(Measage indicator)
FOMMIN  ~ Foreipn Minlster
TXTMBANK - Export-Tfmport Bank (U.8.).
FONOFF - Foreign OfTice
bl - uhd Secretariat
EXSEC Execuvive Sec + FORR ~ May be made available to foreign
gZoveruments
FPSe ~ Foreign Fetroletm Supply Commities
. Unsl
PAA - Pederal Aviation Agency (U,8.) ( )
PR - Federal Reserve Board {U.3.)
FAC - Foreign fAsgets Control (
FAIME - Poreign Affairs Information FRG - Federal Fepublic of Germeny
Management Lffort
S ~ Foreign SBervice
A ~ Fored Affairs Manusl
i orelen - FaL ~ Foreign Sarvice local ewmplovee
FAMA ~ Fowndation for Mutusl Assistance . . “ . N
in Afries South of Sahara (Under PSPH - Fowelgn Servics fracucenen
COTA suspices) HBnasco
FAQ - ¥ood and Agriculsure Organization FER - Foreign Service Reserve
y
(o) Fas - Foreign Service Staff
WAPG - Food and Asriculture Planning - Federal Supply Service (U.3J)
Committes (NATO
( ) A - Free Trade Arsa
FAR - Foreign Ares Research Coordination
Group (interagency group for which Y - Fisecal Yesr
Department of State/INR provides
chairman and secretariat) FYI - For your informaticn
FAS - Foreign Agricultural Service {USDA) B
I ~ Ifederal Buresu of fnvestigation
[
(v.8.) GA - General Assembly (UN)
FBIZ ~ Foreipn Drosdcasting Information GAR - General Arrangements to Borrow (to
Serviece (U-S-) enable IMF to Borrow currencies
needed to pull countries thru
FBO - Poreign Buildings Office (State fivancial crises)
j:}e .t .A.‘M -
parinent ) GABEL - Telegrams o USDEL,
BOC - Federal Commundications Commission Ul fieneral Asseubly
(v.8:)
GATT ~ General Agreement on Tariffs and
FCN - Friendghizn, Cormerce and NHavigation Trade
{troaties )
GBL ~ Government Bill of lading {U.3.)
FEDOM - European Fund for Dovelopment of
Overseas (ountries (Prench GDR - Gerpan Democratic Republic {East
abbreviation). Germary )
FIDEER - Federal Republic of Cermany GIFR ~ German Federal Republic
PER ~ Food ¥or Peace GMT ~ Greenwich Meridian Time {Zebra)
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iy - Grogs Nationsl Produch TBHD - Indernaticonal Bank for Reconsirmictlon
and. Development
GRT - Gross Tonz
TBWC -~ Infernational Boundary and Waber
GSA ~ General Services Administration Commission - U.8, and Hexieo
{v.8.} . . .
Ta ~ Intersessicral Committee (G407}
G0 - General Services officer ) . .
TCA - International Cooperation Adminls-
IR - Goverment Travel Reguest tration (U.5.}. How a part of AID,
TOAC ~ Irternational Cotton Adwisory
H Cornitbee
ICAD - Tobternstional Oivil Aviation
HA - High futhority (executiv& body of Organization {us)
the Fwopean Coal and Stesld
Communi by ) TOATFT - Central Mmericar Institute of
Tudugtrial Besearch and Technology
s ~ International Container Buresu
TOTM - Intercontinectal Ballistic WHiszile
TACR - Inher-frerican Coffee RBoard
e - Tnbernational Commedity Cleardnghouse
P - Infer-inericon Defenge Board
I0CICA - Inberim Coordinsting Compittee for
HE -~ Internstional Atomic Fnersy fAgency, Internationel Commodliy Arvrvangements
with headguarters in Vieans (a}
TA-H080C ~ Inber-American Eeonomic and Soecial IC/OV - Tmport Certificate amnd Delivery
Couneil Yerification system {export controls)
‘ ) . . I0ER - Indarnationsl Children's
- Iy m LT % I " L L
iAd Inter-fmerican Highway Erergency Fund
; Faropesn Migraiion
TATAS - fnter-fmerican Institute of » &
Agriculbural Selences ICETY - Internstiocnal Confeceration of Free
IATT w Inter-fmerican Tndisn ITnstitute Trade Unions
- i Cormodd I
TANED w Inter-fmerican Nuclear Fnergy LG Ioternational Commodity froups
Comnission
ECIS ~ Inter-Agency Committege on Internal
TANE « Inter-Allied Nuclear Force Security
IaR ~ International Authority of the Ior -~ International Cowrd of Jusitice
Buthiy
ICETE - Internstional Counvention for the
TARA ~ Imter-Allied Repavations Agency Frotection of Industrial Property

- _ ) . ICRC -~ International Commitieze of the Red
TAST w Inber-American Statistical Cross {Swise neutrsel hody)
Ingtitute

g - oy . o2 E s F il 1rz
THTA - Trternational Adr Transport s - Intermabional Chamber of Shipping
Agsociation 0¥ - Intermational Cooperation Year
Ise ~ Internaticonal Boundary Camsission -
; (54 ] . ;
7,5, and Canada a - Internstional Development Associstlon-

An organization adminlatered by the
I8HD o made long-term loans or Serms
locser than regular TBED terms.

me -~ Inbernationsl Broadeasting Creani-
zation (the RBasterr Furopean counber—
pars of the Horopean Broadeasting
Union composed of Wegtern Buropean
countries ). Alao knowm ss OTRe B - Inter-fmerican Development Pank
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Com. Abbrev. (p. T}

TFC « Dmternabional Flaance Corporation

FER w Imbernstional Freguency Feglsiration
Foard {under T}

Gh w Investment Juarantes Agreemait

my - TInternational Geoplivsical Year

ITAR - Inshitute of Inter~inerican Affalrs

ITE w Tmatibute of IMmternational Bueation,
H.Y.

T - International Jolot Co

1L - Internaitional List

T - Imternationsl Taw Commission (1a0)

o - TInbernational Iabor Organizabion (UH)

TAAC ~ Fonterdepartmental Materisls Advisory
Conmittee (US.)

MO - Tntergovermmental Mardtime Consulta-
Sive Organtzation (UN}

Iy « Internatiopal Mogetary fund

G ~ Informational Media Guaranty

THFOTEL - Informstion Telegram

IHE

TEU

IRAC

- Dmmigration and Haturallazstion
Service (U.8.)

~ Tnternational Postal Union (UH)
- Inter-Farliamentary Unlon

- International Fadio Advisory
Committee (U.S.)

Pallistic

IRC w mternational
~ Internationsl

W Internpational

Red Crogs
Rlce Conmmls

i
LM

I5G

ITA

Izc

e

ITEC

ms

IPEG

ITET

« Internstional Organizaiion Tor
Srandardization

~ International Tin Agreement
- Inmternationsl Tin Council

- Internsgiional Trede Federation
International Transport Federation

- Intereagency Technical Property
Committes for Deflense (a grovp in
Washingbon responsible for the
inplementation of agreenents to
facilitate the interchange of patont
rights and technieal information Top
defenge purposes)

Internationsl Tracing Service
- Intercational Tin Shudy Sroun

- Internstional Telephoue snd Telesraph
Company

- Fternationsal Telecommunicsiions
Union {UN)

w Internstional Union of OFflcial
Travsl Orgenizations

- International ¥Wheat Agreement

a0 T T qAAar Sty
ional Wool Study Group

- Imbernationsl Whest Council

« Inland Water Transpors

- Inberzonal Trade (Zermeny )

2oy

TR - Internsl Revenrus Service
Treagury Departnend )

IREG - International Rubber Study Group

- . . . Lades - Tatin Agerican Fres Trade fssociation.
TRU - Dnternabtional Boad Transport Unlon -
e N . ¢ pik e A treaty calling for the estazblishment
18 - International Staff {(NATO) of LAFTA was signed in February 196C

in Montevideo by seven counttriss--
TEA « Inbernational Sugar Agreement Argentina, Brazil, Chile, Mexico,
= Paroguay, Peru and Uruguay.

I8C - Inter-agency Stafl Copmittes on

Agricultural Surplus Disposals e - local Curreacy

- International Sogar Counell L/C - Letter of Credit
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e - Less Developed Countries MPEAA - Motion Pilcture Export Associstion of
America

IEGAT - Legsl Attaché

MESA « Military Petroleum Supply Agency (U.S.)
LPMITEL - Code word indicating normal copditions . )
do not prevsil and message traffic MBA - Mutual Security Act (BQW defunet;
mugt be curtailed and coutrolled, superseded by Act For Taterpationel .
Development }
Iigt ¢ « a llst of the Common Market external ) . e
tarif? which containg some 70 tariff M3C - Military Staff Committee (UNJ
positions for which rates were
established by negotiation betiween Mar - Mutual Security Program (now replaced
merber states of the Huropean by AID)
Eeonomic Community rather than by
the averaging process applying to MES - Multilateral Svatem of Setilements
nost of thelr tariff positions { Furopean Monetary Asreement)
TORAN - Long Range Navigational Add METS -~ Military Sea Transportation bervice
{v.5.)
LRG0 - Telagrems from Department to USEZ,
Tantembourg MSWF ~+ Mutual Bpecial Weapons Program
Mo - Jesve withoub pay
HAR - Hatlonal Associetion of Broadcasters
MAAG - Military Assistance Advisory Group
WAL - Hational Advisory Couneil oo Inter-
MAP - Military Assistance Program natiopal Monetary snd Filnsncial
Problems
MARSD - Maritime Administration {message
indicator) - North Atlantic Counmedl
MATS ~ Military Afr Transport Service (U.S5.) A - National Association of Manufacburers
M8 - Maneging Board {(IMA) NAR - No actien required

MCL - Military Control Iist ]
NARBA  « Horth Americen Regionsl Brosdeasting

MDAD - Mutual Defense Assistance Conkrol Agreement
{Battle Act)

o
2
E

Kational Aeronautics and Spece Agency

MDAF « Mutual Deferse Assistance Progran Adrinistrasion (U.8.)

ME - Middle East RAT - North Atlantic Treaty

MINFIN - Pinance Mipister NATC - North Atlantic Treaty Councll

MM - Mesting of Foreign Ministers (0AS) NATC » North Atlantic Treaty Organtzation
MET - Most-Favored-nation NCWC - Hatiopal Catholic Welfare Conference
MEIAA - U.8. Mission to International Atomic NE - Near Zsst

fnergy Agency, Vienos

HEEC National Export Expension Program
MIDE: - Middle Hast Industrial Develoyment {u.s,) ? Fe #

Projects Corporation (& holding
company incorporated in Inxembours

having Té Burcopesn and 5 Aneriean WESCO « Telegrams to UNESCC, Paris
companies §
WNFCR =~ No further clesrance required
MEPC - Military Payment Certificate {valid

seript ugsed by Armed Forees for trans- NIACT - Night action {on cable deliveries)
sotions in U.8. nilitary esteblish.
ments in certain cowntries) NIE « Hational Imtelligence Hsbimates
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Wi « National Tostitute of Health {U.5.) OBF - Offshore Procurement {procurement
from sourceg abroad, now generally
Nis - National Tntelligence Survey end items for use by U.3. forces
and obther RATO counbries)
HEVD w Boviet Secret Police
GaTk - Office of Hcientific and Technical
HME - lational Military Bstablishment {(U,S,) Personnel (OEID)
ROLR w Telegrans from I0E (TN) o - (verseas Territories
WIFGEE - For no foreign nationals 03 - Quter Seven (& term referring to
zeven member countries of EFTA:
MR - Mo reply necessary Aynagria, Sweden, Switzerland, UE,
. X pt Port Imark )
N3a « Watiopal Security Agency {1,9.) exway, Fortugal, Denmari)
pLisis: - Kational Security Council (U.S.) eisth] - Pice of Secretary of heleuss
(V.8 )
pitaicy - Dabiopal Science Foundation {U.5.)
ore - Organizabion for Trade Cooperation
i) - Natiornal War College (U.5.) {proposed crganization to administer
GATT
G and D ~ Origin and Destination (re trade _ ) e s
contTOls) EAHO « Pay fperican Health Orgacization
1 = met it P Ge oy
0AS - Orgarization of American States PATGH - Fan American I“B“?th?e Of UoOogTapny
and History {specialized agency of
QAT ~ Organization of African Unity the 0AS)
OR - OFficial Business FAG - Prblic Affairs Ofificer
ODECA =~ Organization of Uentral American PANHONLIB ~ refers to ships operating under
States Banamanian, Honduran, or Idberdan
flags.
ORCD ~ Organization for Feonomic Cooperation . B )
and Development {saccessor to OBEG), FASE -~ Pan fperican Sepltary Bureau
Includes ©U,8, and Canada as full .
menbers along with forwer members PAT - Pap Amepican Unior
of the OBEC. Austria, Belgium, ) -
Denmark, France, Germany, Ureece, FBRIST - Planping Board for ?uropeag Inland
lceland, Ireland, Italy, Luxembourg, Surface Transportation (NATO)
the Netherlands, Norway, Portugal,
Spain, Bweden, Switzerland, Turkey PROS - Flanring Beard Tor Ceean Shipping
and the UK, (usro)
. o « Fegee Corps
CEG = 0ffioe of Beanomie Opportunity (1.8 B B
- Ereparatory Commities
JEP - Office of Emergency Planning (U5, « Participasing Countries
OIR - Inter-American Radic Office (gee IBO} P - Palestine Conciliation Commission (TN
! - i M i .
Operations Memoranduw FROTO - Telegrans Frop Peace Dorps
Bepresentatives in Field
oxne -~ UN Operation in the Congo Repre sbives in Zield
) o . - Public Health Servi 2.
OFEC - Organizatict of Petroleum Bxporting FPHS Fublic Health Service {U.S.)
Countries {set up at Baghdad oil -
. s S, = : + rAniar:y| T Pl
conference, Septewbetr 14, 1961) PTANC Permansnt ;ﬁuern&tlvﬂau Aggociation
i of Navigation Conferences
(8155354 « Orerantional and HExecufive Fersonnel
for Clvil Services (UN program of BIK - Faymends in Xind
supplyling personnel for execubive
positions in underdeveloped PIH - Feddwy Comittes on Imigrabion
coutries) and Baturalization (U.5.)
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FL

d
bl
=
[ond
o

PODET

POL

FOLAD

FOLEC

~ Permanent Joint Board on Defense
(v.5. and Canada)

~ Poaisive Tist (U.5. Strategic
Fxport Controls)
~ Publie Iaw

-~ Bgricultural Trade Development
and Assistance Act, 1954 {83rd
Congress}, as exhbended and
amended, provides for disposal
of sgricultural surpluses
Title T « 8ales for loeal
currencisn

Title IT - Grants for relief

Title IIT - Donsbtions to
volunbary sgencies
snd barier

Title IV -~ Long-term supply
contracts

- Prime Minister
~ Prineipal Officer
- Purchase Order

~ Principal Officer’s Dally
Swrmary Telsgram

~ Petroleum, oil and lubricants
(petroleuwn products)

- Folitical Beotion

~ Compnittee of Political Advisers
(aro) {also generic for
Political Advisers)

w Welegrapns from U.S, Mission in
Parie (MATO and USRO) to
Department

Pogitive Tist « lList of strategic or other

oM

FRC

PET

FUAS

items for which a valid Hceense
is required for thelr shipment
o all destinations {econonic
defense program’

~ Prigoner of War

~ Petroleuwn Planning Committes
{WATO}

- Pogspors Office {Fote Depari-
ment )}

« Postal Union of the Americas
and Spain

Qe

EEBP
RCA

REFEEL

REURTEL

HFE

HIAS

BIF

ROCAP

R3A

R2C

REG

RTA,

RTAC

RTCA

RICHM

o

Q

- fmantitative Control {expori-
Irport }

« Guantitative Restriciions
{ export-lopors )

~ RBesirictive Business Fractices
~ Radlo Corporation of fmerics

- FReference Telegram

~ In regard teo your telegrem

-~ Radic Free Burope

- Badic in fmerican Hecbor
{Germany )

« Reduction-ineforce

~ Regional Office for GCentral
America and Panama

~ Rest of the Sterling Area {all
sterling area countries except
UKD

Reglional Service Center (USIA}

Rubber Stady Group
Beeiproeal Trade fgreement

Regicnal Technieal Alds Center (es-
tablished 1956 as a center to produce
Spanieh langusge versions of techni-
cal publleations and films needed for
aid programs in Spanish speaking
countries ),

Badio Technical Commission for
Aeronautlics

Radio Technicaed Jommission Por
Marine Services

Bepional Telscosmunlcablons Officer
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S a8 - Safety of Life at Dea Convertion
oEIE - fSpecial dational Intelligence Hstimates
o4 w Sherling frea
oy Six ~ The six members of the Europsan Zcoe
ap O ] nan . T . z . .
SAC Strategte Atr Commend (U.8.) comlic Communlsy ~ Belyium, luoxesbours,

fetherlands, France, Germany and Italy
SACEUR -~ Supreme Allied Command, Suwrope

BOF ~ Shatus of Forces
SAOLANT ~ Hupreme Allied Command of the Atlantic

20TA8 ~ Sarety of Tife at Sew Copvention
SACME -~ Bupreme Allled Comwand, ¥Middls Hagh

SEDTC - SHAPE Mr Defense Techoical Center S0P - Standard Operstlay Frocedure
S8 - Steering Beard For Trade {OHOD) SRC ~ South Paciiie Commission

3C ~ Beetrity Council (UR) a58 ~ Belective Service System (U.5,)
SCEMC o~ Senior Civil Srergency Flapning HELG - Gherling

Cormittes {HATO)

HTCOR ~ Zhate cost of reply {in tels;
508 w Special Consular Services Offlge
{State Department) N ~ Scientific und Pechnical Perponnel

e ) i i Progras {0500}
SEACG - Southeast Asian Commnity Organi-

zation (relating to regional projects ST

; - - ~ Speeial UM Fuand for Zconomic
in the area of Asian sponsovship)

TDevelopment (proposed)

SEAGOORD - Southeast Asia (oordinating sy ~ Becurity Office (Btate Department)
Committee (for defense purposes)
Aty i X o -,
SEAFET  ~ Scutheast Asian Friendsbip and Feo- 56 - Becvetary Geneval
netiie Tresty (relating to regional
projects in the ares of Asian sponsor-
shipt T
SEARP  « Southeast Asia Regieonal Flan
SEATC  ~ Scutheast Asier Tresty Organizabion wa ~ Trade Agresnent
{fmstralia, New Zealand, Pailstan,
Philippines, Thalland, Frapcs, UK, ~ Technical Assistance

and W.H.)
~ Tranpferable Accounts
SEOGEN  ~ Secretary General
~ Travel fnthorizabion
SECOR =~ Sequential Collation of Range
{gendetic operations in Pacific
ares conducted by 1,5, Avmy and
1,3, Pacific Command}

TAB ~ Technical Assistance Board (UH)

~ Telecommunications Advizory Bosyd

. i ~ 200 Arreement o - g2
SECTO -~ From the Hecretary of Siabo TAG Trade Agreenents Comsities

~ Techrieal Assistance Committee (I}

Sever - bhe Seven EFPA couwntries {(see TETA)
w Transit Authorization Certifieas
aF - Opeeiai fumd (UIJ} J_.\ &mfﬁ f,u"tbor zation Certificate
E {in COooM)
5G - Hecretary General TEHTC - Tk Trom GATT
~ Standing Group .
- Study Croup TANEAN - lnited Republic of Tanganvikas and
FAanzibar
SHAPE - Supreme\F.Eeadquarters for Allied TAPLINE - Tracs~frablan Pipslipse Company (owned
Powers in Europe by the parent companies of ARSMCD)
SIECA - Permanent Secretariat of Ceneral Ie ~ Techmical Cooperstlon
Treaty for Central American )
foonomic Integration ~ Trusteeship Council
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TCC ~ Telecommmicabions Coordinating 388 ~ Ubiversal Copyright Convention
Commithes (U.5:)
TR - Ultra Migh Freguencs
T2 -~ Technical Exchange ) aeney
~ United Xingd
sy « Tagk Force o Hotbed Kingdon
. : i - United Nations
TG0 ~ Tpipartite Gold Cormission e *
~ Unit SV Command
TIAS ~ Treaties and International Acts e ec Netlons
] g
ferles NCTADR - UN Conference on Trade and
Developne
TIc w Commitites on Invisivle Transactlons Vel opment
{oECD) UNDP ~ UN Development Program (proposed
— ] . s , titie for merger of ETAP and
TIE w FTechnical Information HExchange {1514 Special Fund)
TL ~ Transmittal Jetter UNER ~ UN Emevegency Foroe
w Tyside ldgt
o ) TNETAR - i Expanded Technical Assistance
THC - GUNT Teriff Negotiations Commithee Program
0y - Travel Order UNESCC - N Educational, Seientifie ang

Cultural Orgaanization

HNFICY P - UN Forces in Cypros
TOOED W Commmunications o Faris relating to

GECD matters THGA ~ U Ceneral Asserhly
TOFEC - Telegrams to Peacs Corpe WHCR - United Nabtions High Commissioner
Representabtives in Field for Refugees
TOPOL - Telegrans to U.S, Mission in Paris, IOER ~ T8 Children's Fund
HATO and USRO
_ TEKRA - U ¥orea Heconstruebion Agency
TOSE: -~ Telegrams to Secretary of State
U HA ~ N Belliel and VWorks Agendy for
POTAN - Telegrams from Department bo GAPT Palestine Refugees
THEE ~ U Speci Fund
TOUSE - Telesrams o USIA from the post = bpecial Fund
UHEYG - Ul Se b
TEC ~ Trade Folicy Comnlbttee {composed of - cretary General
decretaries of State, Treasgury, UNTA Uy . .
. AEN g LR hnical i
Defense, Interdior, fAerieulbture, Iabor, echnical Assigbance
Cosmerce - Chairmes ) a0 - U Truce Supervisory Oreganization

-~ Telacommunicationg Planning Comithes

TR ~ Travel Request Jry - Universal Postal Union {U00)
ROM - ¥Your Operations Memorandum
TTPI ~ Trust Territory Pscific Isliends
IWEPEL - Your Telegram
THAC w Trade Union Advisory Committee

{to OECD)

UGSALD - .8, AID Mission {in field)
o - UsAT ~ UZ Advisory Tesm
/A ~ Unite of dccount {Fquals $1.00 as
nged in the EMA) UERER - U3 Migeion Berlin
TAMOE - lnioen for Africsn and Malagasy UECAR -~ US Ciwil Aministratiou of the
Foonomic Cooperation Ryuoyus
AR ~ Upited Arab Bepblic aeTeiet - TS Comst Cuard
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UECY - U5 Currency w
USDA - 1,8, Department of Agriculture
WAR - When actually employed
DENET - U.8, Delegation
WIET - Western Buropean Union
[y - 8. Disbursing Cfflicer .
WETH - World Federation of Trade Unions
3isit e - U8, Misgion to the European (Communist dominated)
Comrunities (maintaining offices . ot
at both Brussels and Luxembourg) WG =~ Working Group
veEp - U,8, Hscapee Program WEO - Worid Heslth Orgsnlzation (UW)
ST - U.B, Information Agency WIRM - Operabions Memorandum sent by wirs
RIS - 1,8, Informaticn Serviee (gsm WHO - Horld Meteorolopical Organization
field name) (o)
USTEC - Telegrams from USIA o the Tield HOU ~ Without compensablon
UEMEGE - 1,8, Military Information WP - Working Party
Control Gommittee
WET - Weapens Production Program {HADO)
HEN -~ (3.8, Navy
USFHS - U.8. Public Nealth Serwvice WIDE - Worla Trade Dirsctory Repert
USFOLAD - U.8, Politieal Adviser WU ~ Western Upion Telegraph Company
USRO - U.8, ¥iesicn to the North Atlantic it - Wheat Utilizatior Cummittes {Set up
Treaty Organizaticn and Swropean by w‘kl.\_ea.t exporters under ithe Food
\\\\\ Orgenization {Paris) for Peace Program)
USEE ~ Unior of Soviet Socialist Republiles
USUE -~ U.B. Mission to the United Nabions X
BE w Sometimes used Tor Ixport-Import
V Bank
VA - Veterans Adminisbration z
VHEEP - Very High Srecuency )
Zetirs - Greenwlich Merdidian Time, as dlstipet
VIF - Very Ymportent Ferson from Logal fime
O - Viga Office {State Department )
VOL -~ Wolee of fmerica

VOR/DME - Short distance alr navigabion sygtem
(0.9, originated, now ar ICAO standsrd)

VORTAC - U.8, domestic short distance
navigation system
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