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RECOR S CLASSIFICATION HANDBOOK INTROD. (p. I ) 

INTRODUCTION 


A. PURPOSE AND 'SCOPE: 

The State-U SI CARecords Clas~ ifil:ation Handbook iSi-lUed jointly by tht' Dept. of State and USI CA in 1965, 
embodies 1he official Uiliform file Hystem to be used th roug-hout the ' ..TE'UtlATtOIiAL e........"... Aoun, ". 
overseas establishments and the Department of State. It is comprised of sevell iiU bject categories. This 
handbook ill an excerpt from the o\'.erall uniform fil e system and is comprised of two subject categories 
which should suffice for most U S1 CA domestic offices. For tholle requiri ng broader subject coverage the 
other five categories are avai lable. The system is intended for use by operating offices as well as central 
file operations. Revilled rell'ulations prescribing use of the official file sYlltem will be incorporated in the 
MOA III . 

Since the official fi le system was developed for the uniform arrangeme nt of llubject fil es. it Iwed not 
be applied to "case" files, such as official penwnnel file s, security invest igative files. voucheri-l anci 
contract files. etc .. which are usually arranged alphabetically by name or numerically by voucher or 
con tract nu mber. However. some offices may prefer to incorporate small series or groups of case fi leg 
into the subject system under the appropriate fil e designation or key them in to the system through 
use of the proper color coded ·Iabels (see Introduction Sections D-3 & 5 ). 

Offices may continu e . t o maintain chronological file s of incoming and outgoing communications where 
necessary. Reference files consisting of printed or processed publications , news paper clippings an d 
similar materials, should be maintained apart from subject fil es (either official records or informa­
tion working files) and need not be arranged according to the official file system . L ikewise. t,·c hnical. 
handout materials and morll'ue files do not come within the scope of the system. 

Any questions concerning subject matter coverage or applicat.ion of the file system should he rdHrerl 
to the Message Center and Records Branch, MGTItCM" US1CA. 

B. CONTENT: 

This Records Classification Handbook consists of the following parts : 

1. Subject File Outlines 

These file outlines are arranged wi thin two broad subject categories. each preceded by a divide r 
sheet listing the specific outlines and related code symbols. The first page of each outline carries 
the appropriate code symbol on the right margin. The outl ines within each category are arranged 
in alphabetical sequence by a code symbol. The code symbols have been printed on the edge of 
the pages in such a way that they can be cut or tabbed to provide quick access to the indiv idual 
outlines. 

Each file outline is preceded by specific instructions regarding its subject matter coverage 
and cross references to related subject matter in other outl ines in the handbook. Spec ial ways 
of arranging subject matter peculiar to specific outlines are described immediately preceding 
the outline concerned. The various common methods of arrangement available to meet indi ­
vidual office needs are illustrated in Section D of the Introduction. 

In addition to the instructions preceding eadl fi le outline, detailed statements or explanations 
of the coverage of specific second ry and tertiary breakdowns of the primary subject are pro­
vided beneath them. Specific cross references to related subject matter within the same or in 
other ou t lines nrc also indicated. Classifiers should find these instructions useful in determin­
ing proper file designation. particularly in the case of subject matter which may not be familiar 
to them . 

2. Index 

A detailed index to the subject matter contained in the fill' outlines is included in the hand ­
book. This should prove useful not only to the classifier in locating the appropriate file desig­
nat.ion but also to officer personnel as a finding a id to the flies . It should not be used , however. 
to classify documents without reference to the file outlines. In addition. a list of all categories and 
primary subjects and an alphabetical listing of the primarY subject symbols is included. 
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C. TYPE OF SYSTEM 

1. Subject-Numeric System 

The uniform official file system is of the subj ect-numeric type. It haH been selected because of 
fte?,ibilit y which it provides for expansion purposes and the simplicity of file dCllignations for 
markinj{ purposes . A mrH'mon ic symbol has been selected for each of the primary subjects for 
which file outlines have been devE'loped . ThesE' symbols rang(' from two to four letters in 
I('ngth ul)d havE' bE'en chosen becausE' of the ir meaning or obvious relationship to the subject 
matter for which they Rland. In some caReR the key letters in the primary Rubject cOnl~titu te 
the symbol (e.g., INF for INFORMATION, BUD for BUDGET). The simplicity and meaning­
fulness of these code symbols make them easy to learn and remE'mber. 

While many small offices will find that the primary subjects alone will suffi('e lo meE't their 
filing needs, larger offices will requ ire f urther breakdowns of these primary subjects f or more 
delailE'd subject matter coverage. The URe of the more specific secondary and tertiary subjects 
in each outline will be detE'rmined by such factors as the qu a ntity of papers filed an d the 
refHl'nce rE'quirements of each office or person maintnining flit's . Rimple serial numbern have 
been as!'.igned to subject b rea kdowns a t both the secondar y an d tertiary level. For example , 
a paper r('lating to the RubjE'ct of English lanll'uage t ra in ing 'in general is classified EDU 10; 
a paper dealing wit.h specific technical equipment and mater ials used in this type of t rain ing 
EDU 10- 7. The mo~t detailed !lubdivision ill the handbook contains no more than foul' digitI! , 
making for a relativply simple fi le dE's iR'nation . 

2. Parallel Numbering 

As an addi tional aid to the classifier , the same number hall bel'n af;signed to similar Kecondary 
and tertiary subjeds appearing in different file outlineR to the exU' nt pO !lHible. In mO!lt outlin(>s 
the fi r s t five Recondary Rubjects are st.andard (e.g., Gen eral Po lic y, Reportll & Stati sticH, Or­
)(alli7.8tions & Conferences, Agreements, Laws & Regulations). Th i!l same principle haH been 
app I ied to other s imilar or related !lubjects (e.g., effectiveness of bookR, exhibits, libraries, 
motion picturE's, television, and radio programs have been assigned a "8" number - BKS 8, 
EXH 8, LIB 8, MVP 8, RP 8, respectively; r ights and clearances has been assigned a "12" 
number in the various media outlines - BKS 12, P 12, PB 12, MVP 12, RP 12. 

3. Expansion of Existing Subjects 

While no attempt has been made to p rovide breakdowns for subject matter beyond the tertiary 
level, there are ma ny cases in which an office may desire or lIeed to subd ivide a secondary or 
tertiary subject alphabetically by name, R'E'ographic location , or other appropriate breakdown . 
For example, paper!l relating to agreements between countrieH on exhibi ts may be subd ivided 
by country (e.g. EXH 4-1 Country AgreemE'nts - USSR) : papers r elating to RpeecheR by an 
individual may be subdivided by name (e.g. PR 12 Spepch es·--Marks, Leonard); or papers 
rE'latinll' to an antenna project by t ype (e. ll'. RIO 17 Antennas & T ranllmissio,n Lines-Curtain.) 
Under no Ci1'cumstancf!s mall an office add new nttmhe1's 01' subject!! to tiLl! file outline8 in the hand­
book. Any need for additional 8ubjectH 01' breakdown thereunder Rhollid be referred to the Message 

Cent er & Records Branch,MGT/TCHby memorandum, Subject: RI.'('ords ClaHsification Handbook. A 
Stllte-usl CAcommittE'e will review such n'lluests and det.ermine thl' IWt'd for new subjects. Revi llions 
will be iRsued periodically in the MOA-TL Reries IIH supplements to the Records Cla~sificutioll Hund­
book in order to keep it current. 

D. METHODS OF ARRANGEMENT: 

Flexibility is lin important feature of a uniform file system which must bl.' adapted to the needs of 
both lar~e and sma ll offices and posts. The official file Rystem embodieH an unusual amount of flexi­
bi lity by providillg end-users with several method!l of arranging mate r ia l according to their specific J 
requi rements . The most common methods of arrangement are illustra ted below : 
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1. Subject 

a . Use the 8ubject in the file outlines at the primary, secondary or tertiary level withou t any-- qualifying subject. Example: 

----------~ 

~---' ---- ----- I 
This method of arrangement is the lIimplest. It will Ruffice when the volume of pape rs to be 
filed under any of the 8ubjects is relatively small and thE'rc is no need to suhdivide by 
specific name, organization, country, etc . 

b. 	 Subdivide the secondary or tertiary subject breakdowns in the fi le outlines by any neCf'ssary 
qualifying subject8, such as : 

(1) By name of individual: 

--,.--- ,-. -----,. ---------~~===~~~ 

- - fr==" -=' J ­}.----- ----- -;;-=-CS-C';:'=-~ A ' l~= =--------~ 
----- \j 

(2) By name of organization : 

-	 --- ..... - - - - 'r"===;:.==~==-=-=-=~ 
orCD fIlM CCNftt.IMY] 0,,,.', COft". 

1­ -------- ­ - ­ ----.. 
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INTROD. (p. 4) RECORDS CLASSIFICATION HANDBOOK 

(3) By geographic location: 

-' 

-

(4) By subiect : 

__I 

,P(" A_'l_ 
-­ ---.-!:==============::::::­ -

_. 

",­

(5) By title : 

"l9-1 , • ...,­

-- - ­ - - ­ -­-­- -
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2. Geographi.c location 

a. 	 Arrange the subjects in the file outlines by area, country, or other geographic location . Sub­
divide by the 8econdary and tertiary breakdowns if volume warrants. Example: 

------ .--.... ._ . --------.- ._-- --.---.- -- ­
'PI· rlllss • rvlllCATIONS (GU) ~ 

1......---------- - . - ..--- ---. .- ­e" ee::::..--=. 

LIB . 1I1.A.1£S • conlS ~ 

[..-------~~~~~~~~.....,~. .---.-----.... 
INr . INFO.MATION (GU) ~ 

L----------~a;;,;;;;=.....;;;;;;;;;;;;;;;;;;;;;;;;;;;...,,~~:...-- - ----------... 
IUN 4 ~ IAPAN .J 

IUN . uHllns JAPAN-] . - • .- ... _-__----~ 

-----.--~======~---- I 
3. Name of Individual or Firm 

Certain officeR have a primary intereRt in programs concerned with individualR or firms a nd. 
thl:'refore, have a need to arrange n rathf'r large proportion of the papers which they accumu­
late by the name of the individuals or firms concerned (e.g., caRe files). ThiH is patricularly 
truf' of certain administrative functions (e.g., personnel, security, travel, etc.); educational and 
cult ura l programs (e.g., exchange grantees) . Even if the volume of such case fileR makeR it 
rleRirable to maintain them separately from the subject files, they can be keyed into the Rystem 
through folder labels prepared with the appropriate code symbol or file designation . ExampleR : 

ITRY ' JONES. _R=OB=I=IT=C=, ====::::) 

---- -- - --- - _ .F -- -'- =E=PI-R'OO'~ IOH=NA __ =( . =~J_

4 . Type of Person, Product, etc. 

Cert.ain ' offices are reRponRible for programs which relate to specific categoricl'I of perHOn!!, 
products. etc. If the volume of material warrants, the files may be arranged by type of worker, 
product, etc. These categories may be furt.her 1'ubdivided, if necesRary, by appropriate sec~ 
ondary and tertiary subjects within a Rpecific file outline. Examples: 

/ 	
t 2 ....... -.-. 


t. -(QUI~"NT. SUl'PlItS 
& s(IYIClS 

r 'lO:I~':v~"'rLI['t=-­
.0_ s..r;o.) 

~) 
_.', ... -. 
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5. Number of Case or Projed 

Certain offices have a primary interest in maintaining papers on numbered cases. This is par- ."J 
t icularly true of projects and contracts. Although the volume of such case files may make it 
Ol'Sirllhle to maintain them separately from subject files, they can be keyed into the system 
throuj(h folder labels prepared with the appropriate code symbol or file designation. Examples : 

IPtIC IA-48I SMitH flAMm. CD. 
c-ot-> 

) 

E. RelATED HANDBOOKS: 

Thl' R('cords Cla1'lliification Handbook embodies the official file system to be used by all offices of the 
Aj(t'IH'Y ann all USleA overseas establishments. Detailed procedures regarding the creation, organiza­
tion, maintenance, use and disposition of records ofUSlCAoverseas establishments and domestic offices ) 
art' contained in theU SI CAOverseas Records Management Handbook (MOA 111600) and the Domestic -.......,/ 
Rl'l'ords Management Handbook (MOA III 500), respectively. All su~ject_ ~utlineR in this Records 
Clal'sification Handbook will be incorporated in the uniform State/USTr!A Records Classification 
Hanobook. 

F. REFERENCE: 

The Records Classification Handbook shall be cited as "RCH". References to specific file outlines 
shall use the appropriate code symbol a nd indicate the specific file designation in question where 
necessary. 

G. DISTRIBUTION: 

Th f' handhook is distributed throughout the Agency and USI CA overseas establiRhments to all personnel 

n 'l'ponRibll' fo r main ta in inJl' subject files. In certain circumstances, officer personnel may also require copies. 

Copi('s will be provided to personnel of other agencies upon request. Additional copies may be obtained 

fl'om th(' . Mess'age. Cent-el:" and :Reowds·'. Branch ·[ MGTITCM) . 


H. KEEPING HANDBOOK CURRENT: 

It i" I' X I I'pnwly importnn t that the handbook be kept current. A Ii!!t of the person!! or organizational 

\Il1il s wh oSl' IIss iJl'lImenlR rt'quire a copy of the handbook should be mai ntained in executive offices or 

ill nwssalll' l'l'lIters a nd in each central records unit in order to inRure proper distribution of Rub­
" I'qlH'1l1 matl'rial. A Nimilar r('cord should be maintained by U'STCA posts a nd media extensionH for 

distribution purpONes. 
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RECORDS CLASSIFICATION HANDBOOK 	 ACC (p. I)---------_._---- . -_.. - " -----------~- Ace 
ACCOUNTING & DISBURSING 

Instructions 

lTlle for papers relating to accountinll HYHt~ms in general, procedures and opera­
t iOIlH involved in accounting for agency fu ndI' and special prol{rams, accountability 
fOI' fundll, paying and collecting trammctions and reports, and related subject 
maUt'r. 

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

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

Special Methods of Arrangement: 

1. 	 By fund title or symbol: 2. By central fiscal servicing office: 

-, 
ACe- 6 Fllnd A«o••tln~ l'll 1t78 	 ACC 16 Payroll-BruaHel8 RFC, par iS I 

Ace-ACCOUNTING " DISBURSING 

GENERAL POLICY. PLANS. PRINCIPLES. 7 ALLOTMENT ACCOUNYI G 
Use only for material of a general nature which Includ('s allot ments, obligations, unliquidated ob­

('annot be filed under one of specific subjects in Iigatio'is, .iquida tions, refunds, etc. Subdivide 

this outline. Includes projects to study and de­ by t y;,(' if volume wanants. 

tl'mline feasibility of moderr accounting sys­

temf' . 
 8 	 EXPENSE ACCOUNTING 

Subdivide by ,;ype of expense (e.g., allowances, 2 	 GENERAL REPORTS & STATISTICS communications, medica l, printing and reproduc­

Use only for reports of a general nature which tion, t rll"lel , etc .) if vol ume warrants. 

..an not be fill'd under one of specific subjects in 

this outlinl'. 
 9 	 PERSONAL PROPERTY ACCOUNTING 

Includes motor vehicles, expendable and non· 
expendable equipment. Subdivide by type if 

3 	 TRANSACTIONS IOTHER AGENCY' 
Inr\ud('s purchase requests, procurement, pay­ volu me warrants. 
ment, and transfer document. 

10 REAL PROPERTY ACCOUNTING4 GENERAL LEDGER 
Tn(' iud('s land, buildings and "built-in" equip­111('lult('l' journal voul'ilers, balance shect li nd 
men t. 	 Suhdivid(' liy type if volume warrants.fill:llwinl ..tat('menb. 

11 ACCOUNTS RECEIVABLESLAWS & REGULATIONS 
111('11I.Jl's a~"llI'y and oth('r agl'ncy dirl'('ti\'l's and Includm; debtor a('counts; uncollected reim­
I'1·ol·"tiurlll handbooks, Comptroller General dt'­ burSlmll ~ nt:-l, rf'runrlR and mis('c1lancoull rcceipt!!; 

,·isio,,!', I't('. 8l1hdivid(' hy ogl'ncy if volume war­ 01111 rl'(·ovl!rahl., arivunees. Subdivide hy type 

rants. if volulIll' warrants. 


6 	 FUND ACCOUNTING 12 ACCOUNTS PAYABLE 
~ul}(ti\"idl' by type of funds (c.g., oppropriutiolll" Inehules erl'ditor accounts, withholding tax, 
I"l'\,oh·ing, trust, foreign current·y, etc.), if vol· I'm plllYl'e insurance, retiremcmt, etc. Suhdivide 
llll\(' warrants. by ty)lC' if volume warrants. 

- -_._- - -- .. ---.---- ­
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ACC (p. 2) 	 RECORDS CLASSIFICATION HANDBOOK 

ACC-ACCOUNTING & DISBURSING 

13 ADVANCES 

Except tray!'l , for which SEE: ACC 23-13. 
Int'lud.·s prog·rt'Ss payml'nts and contract ad­
vanc('s. 

14 OTHER AGENCY ACCOUNTING 

Subdivitll' by ugl'ncy. 

15 SALES ACCOUNTING (INCOME) 

lnt'ludes sf'l"vices, property, rentals, earned re­
imhursenwnts, miscellaneouR receipts, etc. Sub­
tlivide by type if volume warrants. 

16 PAYROLL 

I ncllld('S domestic a nd overs('us payroll; salaries 
for Civil Service and Io'orl'ign Service em­
ployt'('s; deductions, contributions, etc. Sub­
divid.· by type if voluml' warrant!!. 

17 TRAV EL 

Includes fare, per diem, transportation, etc. 

18 COMMERCIAL VOUCHERING 

Includes processing of voucher claims for pay­
ment of transportation, communications, util i­
ties, rl'ntals, printing a nd binding expenses, 
etc. Subdivide by type if volume warrantR. 
For actual payments, SEE: ACe 23. 

19 NON-OPERATING EXPENSE 

Includes deplet ion, loss, taxes, duties, claims, 
grants, etc. Subdivide by type if volume war­
rants. 

20 VOUCHER EXAMINATION 

Use for l'xuminution of travel and commercial 
vOlll'Il('rs by ILl'counting staff. 

20-1 	 Suspensions & Disallowances 

21 CLAIMS & EXCEPTIONS 

22 ACCOUNTABILITY 

hH'!udC's a ccountability for cash, checks, check 
stol'k, sav ings bonds, forei gn currency and 
othl'r ncgot iables. Subdivide by type if volume 
warrants. 

23 PAYING & COLLECTING TRANSACTIONS 

23-1 	 Overages & Shortages 

23-2 	 Reports & Statements 

USI~ only for those that ealllloi be filed u/Hler 
one or morl! specific suhj(~ct hreakdowns. 
Subdivide by type (c.g., foreign currency 
reports, deposit and trust fund record, etc. ) 
if volume warrantR. 

23-3 Receipts 

23-4 Disbursements 

23-5 Savings Bond Issuance & Redemption 

23-6 Accommodation Exchange 

23-7 Bank Accounts 

23-8 Cash Payments 

Inclll dl~s petty ('ash, im prest funcl , and pay­
ments in for piJ{n currcncy. 

23-9 	 Check Operations 

Includes TTI~asury Checks and depositary 
check!! in local banks. 

23-10 Notices of Exception 

23-11 GAO Claims 

23-12 Cash Verifications 

23-13 Cash Advances 

Includes travel advances. 

23-1 4 Tax Levies 

23-15 T ra valers Checks 

23-16 Sale of Postage Stamps 

23-17 Interested Party Mes!lage Transadlons 

23-18 Passport & Visa Fee Accounting 

23-19 Medical Deposits for Dependents 

23-20 Consolidated Payment-Stateside 
Storage 

- 1r --- - -- - - --..... . -T L - 212 D (8 - 27 - 79) 
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BUILDINGS & GROUNDS 	 BG 

Inltructlonl 

U~e for material8 on the acquisition, construction . man:tg'ement, maintenance, use 
and diRpoRition of government-owned or government-Ie:tl'len building!>, reRidence:-; 
and other Rl ructureil and upkeep of grounds. 

REE: 	RADIO ENGINEERING & CONSTRUCTION outline for land 
acquisition, site preparation, engi neerin j{ and construction of 
buildinj{1I and facilitiell for relay Rtationll ann other radio installa­
tions. 

PROCUREMENT & CONTRACTING outline for purchase of 
equipment, supplies lind materials. 

EQUIPMENT, SUPPLIES & SERVICES outline for mainte­
nance, use and disposition of fu r niture and furniRhi ngs, house­
hold and office equipment, supplies, etc. 

Special Method of Arrangement: 

1. 	 By name and/or location of specific building : 

a. 	 When volume warrantil only a primary h. Wh(~n volume warrantR H u h(ii \i i ~ion Ly ,l fl ­

folder: plopr iatp subject breakdowns : 

DC. -= 81J1LDINGS & Mamba .,t..J:::omp. I II(; 111 Maintenance Mamba Pt. Compo
& Operationll ...----. - - .GROUNDSI 

BG-BUILDINGS & GROUNDS 

GENERAL POLICY . PLANS. 6 ACQUISITION 

Use for material too general in nature to be fil('d U RI' for rnatl'rials on the ucq u i:·;jtion or propmwd 
under more specific subjects in outline. acqui sition of sites, buildings, and other strUt·­

tures in till' U.S. and abroad. I ncludes title 
deed!!, eascml'lIts and rights of way, permits,

2 	 GENERAL REPORTS & STATISTICS liccllses, etc. Sundivide by type of property 
(e.g., office, resiciential, storage and utility, etc.)Use for material too general in nature to be filed 
if volumt· warrants.under more specific subjects in outline. Includes 

reports to GSA. 
6-1 Purchase 

3 CLAIMS I nC' ludcs cOlldl'mnatioll. 

Include!! claims by lessees. For property damage 

<'iaims, SEE : BG 20. 6-2 Lease 


Suhdividt! hy lihort-t"rm and long-term if vol ­
4 CONTRACTS 11m" warrallt!;. 


llse w lH'II ollicl.' 1lI'('ds ('all bt'Nt be met by keepill~ 


a ll ('1m!!':!"' " tugl'ther ill lil'u of filin g und!'r mOl'" 6-3 Site Surveys. Data . 

""""ilit' ·sll hj •••·\. in this "ullinf'. 


7 	 DESIGN. CONSTRUCTION. ALTERATION. 
5 	 LAWS & REGULATIONS 111I·llId,·s :lIi/'h i\.f'(·tu ral pluns, "ngi Iweri ng, land­

ll~(' ftl " llIalt'rial too gf'neral ill natll r(' to h(· fil"d seaping', '-(1'. I,'or illt(~ ri"r dp('oralioll, SI':Io:: 
1I1111"r lIlore l'p"cifir slI hjects ill otltlilJ(·. 	 II(: 8. 
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BG-BUILDINGS & GROUNDS 

8 FURNIStilNGS 

UHe for design and selection. For procurement, 
SI<:E: PRe outlinl'. 

'> tNSP1:CtION 
Of buildings already constructed. For inspec· 
tion of buildings under construction, SEE: BG 
,; for security survey reports, SEE: SY 2-2. 

10 	 MAINTENANCE & OPERATIONS 

Of governmen t·owned buildings and the fix· 
tures and furniture therein, and upkeep of 
grounds. Includes cost estimates and work 
orrlt' rs. For guard service, SEE: BG 17 and 18. 

10-1 	 Utilities & Services 

Suhdivide by type (e.g ., air conditioning, 
elevators, janitorial service, etc.) if volume 
\ ·arrants. 

11 SPACE ASSIGNMENT & USE. MOVES. 

SlIhl\ividt' by lype (e.g., oftin', pnrkmg, sl()rugl ', 
Plr.) if volunH' warrants. For :IllsiF"ml'lll of 
stafT housing, ~EE : PER l5-12. 

12 SPECIAL FACILITIES & CONCESSIONS 

Such as ent ing facilities, commissaries, rampH, 
snackbm'H, etc. Includes dining room passes. 
Suhdivide by type of facility if volume wllr­
rant!'. For commiRsary services, SEE : PER 
15-~ . 

13 SAFETY PROGRAM 

Uilt' for protection of bu ildingH and ground" 
and th('ir (.ccupnnts from rlamage or injury . 
Includes firt' drills, ch' ilian rlefense measur('H, 
such liS Iksignation of shelter area , cte. For 
phYRkll1 s('(' \l rltYL SEE : HG 16 j for emrllnyl'c 
ncdclt'nt!1, REf~ : pER H-12j for properly dUIt!· 
a~ <lr lo:<~ inflicted by natural C8USf'S, moh 
vj ..l!'uI'('. 1'\1' .• ~EE: RG 20. 

14 TA XATION 

15 DISPOSITION 

lm'ludl's d ispositioll of huiltiillgl! and g1'oUlltll'l, 
fll rlli sh illg!<, fixture!l, et(' . 

15-1 Abandonment 

15-2 Demolition . Dismantling . 

15-3 Sale 

15-4 Transfe r 

16 	 FACILITIES & EQUIPMENT SECURITY 

Includes buildings, rooms, areas, vaults and 
other storage facilities, penetration, etc. Sub­
divide by type if volume warrants. For secu­
tRy survey reports, SEE: SY 2-2. 

16-1 	 Alarm Systems 

16-2 	 Electronic Equipment &Counter Measures 

16-3 	 File Equipment 

Inc1udl!s safes. 

16-4 Firearms & Ammunition 

16-5 Incinerators 

16-6 	 Key. & ~ocks 

16-7 Photogrpphic Equipment 

16-8 Restricted Areas 

16-9 Sabotage 

16-10 Technical Penetration .. 
16-11 Vaults . Storage Facilltle•. 

16-12 Entry & Departure 

Inclurles bu ilding passes, issuance of keys, 
rcgistp.rR, ('t<-. 

17 	 BUILDING GUARDS. WATCHMEN. 

Othl'r t han Marim'H, for which SEE : DG 18. 

Other than III~rll()l1l1d mattrrll, for which UHI' 
1'l':U ouUitl<'. 

18-1 Handbook & Orders 

18-2 Marine Inspection Report 

1 8-3 ' G cud Survey 

19 (Reserved for future use) 

20 REAL PROPERTY DAMAGE. LOSS. 

'" 

. .. _------­
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BUDGET 

BUD 
Instructions 

Uge for papers on administrative and prog-ram budg-pt pol icy and procedun', 
includi ng budget formulation, Budget Bureau and Cong-re~siol1a l submissions and 
ht'aringg. Committee reports and appropriation bill~. budgpl execution. and relateci 
budget matters . Specific typeg of budget estimates cov('f('d an' annual. supplE' ­
ment.al and deficiency . 

SEE: 	ACCOUNTING & DISBURSING out line for all aspl'cls o f a("­
countinl{ for appropriat('d and other rund;!, paying- ancl eollcet.ing­
traMactions relating thereto, (>te. 

FINANCIAL MANAGEMENT outlin(~ for hasic ;!ysh' nJ:-I and 
techniques. financial deRignations, audit of funris, I'tc. 

Special Method of Arrangement: 

!. By fund title or symbol: 

\ ,sUD 15 Financial Plans 1961128 

(FY 1966) 


BUD-BUDGET 

GENERAL POLICY. PLANS. 	 4 REIM " ilSEMENT ESTIMA.TE5. AGREEM ENTS. 

Tncl\1rle~ !Iturlies and projects to improve budget­ Use f.)r agrl'l'ments, inclurling nl'gotiations, with 

ing' pl'l)('edur(>~ , long-range budget planning, anci othl'I" ag('n c ic~ for I"(·imhu 1"!-;l'mcnt (I'.g., for ad­

hudgt't policy and principles. Subciivide by titll' mini~lrativ(' suppo rt) . Includes prl'paio, billed , 

of ~tutly or project if volume warrant;.'1. For and TI',-cosl ag rcem" Ilt.:-. Suhdi vid .. hy agency 

financial plans, SEE: RUD 15. and ty p.. If voillme warrants. 


1-1 Agency Position 	 4-1 Reimbursement Criteria 

Use for agency stand to he reflecteci in budget 5 LAWS & REGULATIONS
('~timatf'!'. 

Includes Rurea u of thl~ Rudget Circulars, Como­
troller G('neral /ll'cisions. Treasurv amI O,,.CE 0'1-2 Program Planning Budget System 
PERiONNE~ MANAIEMEN' REIULA"'MI, ET'. S••••v.1€ 

\lSf' for gl'll("'a l materials only. hy :-OUI"(,I' if volume wanants. For appropriation 
aClS. SF.F.: RU D I~ . 

2 GENERAL REPORTS & STATISTICS 
6 PROJECTIONS. PREVIEWS. 

For fund ~ tat\1!, rl'port:-. SEE: RUD 13-1; for 

Use for preliminary estimates refJuested of otlices
financial plan reliorts. SEE: BUD 15-2. 
prior to dctaill'd subm issions. Incluoes flash 
estimatf's.

3 CALL FOR ESTIMATES 

7 OFFICE & POST SUBMISSIONS
3-1 Bureau of the Budget 

Usc for estimatl's pr<'parco and suhmitted hy 
Iltt'h ltll' ~ hutlA't,t cf'ilinA' on ll'vd of estimatl's individual officI'S and posts for agen('y revip.w. 
imposl'd hy Ron 

8 AGENCY REVIEW 
3-2 Agen cy Instructions Inc-Iudl's hparings held within ag',ncy ()n "flit"" 

and pos t. suhmissions. 
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BUD-BUDGET 

9 OFFICE OF MAIAWOf , BUDGET 1UI"'''tOll 	 '13-t Fund StatuI Reports 

Use for agency estimates as submitted to BOB 

for review_ 14 BUDGET EXECUTION 


9-1 	 a113 Hearings 14-1 Apportionment 


Includes hearings schedule, witness state­ Includes requests to . " for quarterly ap­
.. 

ments, summaries of testimony, ete. propriated funds and approvals. 


9-2 	 Supplemental Data 14-2 Annual AuthQrizations 


Requested by OMB dUri ng - reV-lew. 

14-3 Allocations (Transfers Ouf' 

9-3 OMB, Allowance 

14-4 Transfer Appropriations (Outl


Amount of estimates allowed by OMB, to be 

incorporated in President's Budget. 


14-5 	 Allotment Authorities 

10 PRESIDENT'S BUDGET 
1~ Allotments 

Use fOI' ugt'ncy estimates as included in Fcd­

e ml Rudgl't. Includes adjustment of allotments. 


11 CONGRESSIONAL SUBMISSION 	 15 FINANCIAL PLANS 

Use for agency estimates 8S !>ubmitted to Con­	 Use for agency overall plan for expenditure of 
gress. 	 Ilpprop iated and other funds. Includes re­

quests, submissions, consolidations, approvals 
and reviews.11- 1 House Hearings 

Includes schedule', principal witness state­ 15-1 ReprC'gramming
ments, supplement.ary data, HOUle Report, 

etc. Use for revision of plan based Oil changes 


in availability of funda. 

11-2 Restoration Appeal to Senate 


15-2 Financial Plan Reports
Agency appeal to Senate for restoration of 

fund s reduced by House action. 


16 POSITION AUTHORIZATION 


11-3 Senate Hearing s 	 Usc {or refjuests tor, establisnm('nt of, and con­

tro) over numerical nut ori:tation of staffing
Includes schedule, principal witne8.fl state­
Je'Vels (It. pel'lmnncl ~l!ili J\g8.ments, supplementary data, Senate Report , 


etc. 

16--1 RequlBsts 


11-4 Conference Adion 

i 6-2 Control Registl!frt 
Houl:\e-Senate conference to reI!Iolve differ­


pnces on appropriation bilL 

16-3 AJlocation:lo 


12 APPROPRIATION ACT 

17 BUDGET ~ACK-UP


Includes analyses of fl.nal action on bill and 
copy of act. 	 Use for back ..up mat;el'i~ls when it is desirable 

to mein·.ain them 8P.pa~·ate frowl t he particular 
estimate~ or submissions to which they me.J1 3 FUND AVAILABILITY 
l'clat... 


Includes a ppropriated funds, 'i!srl'lcd reimburse­

" wnt. refunds, contributions, allocations re­

('ch'ed, t ransfer appropriations ~in) , ear ned 

inc()m~ a nd sa lt's income. Subdivide hy t~'PE jf 

volume warran ts. 


-- ....... 

._-- - - - -------- -- .. 
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COMMUNICATIONS & RECORDS 

Inltrudloftl 
CR 

Use for papers on ~overnment-wide and agency communications and records 
flOlit'y, ~Yl!tem!' nnd procedures, services nnd operations. tncluded ure paper work 
management programs; regulations and procedureH re$(arding c1aHsified records 
and information . 

SEE: 	TELECOMMUNICATIONS and POSTAL A F F AIRS outlines 
for matters pertaining to communications and mail matte rs other 
than those pertaining to agency operations and services. 

BUILDING & GROUNDS outline fo r physical and technical 
security aspects of protecting commun ications and records faci l­
ities and classified material. 

EMERGENCY PLANNING outline for E & E and vital records 
programa. 

CR-COMMUNICAliONS & RECORDS 

GENERAL POLICY, PLANS. COORDINATION. 4 	 COMMUNICATlONS ANALYSIS & 

DISTRIBUTION 


t1~ for ovprull agency program and coordi na­

I ion bptwct'n agencies. For Reparate t elecoTn ­ Inclull"s of't"rnllna tion of officI' Lll which 1'1) / ... 


ll1unications alltl records management programs, mun;I'ations should he routed, lIi~trihution gui<ll> ­

RJ<:E : en 7 unri 10, respectively. lines, n umlll' r of copies distributed, ctc. Sub­


oivirie hy type if volume warrants. 

2 GENERAL REPORTS & STATISTICS 
5 A(" r HENTlCATlON 

lise for those which cannot be tiled under more 

specific subjects in outline. Subdivide by title 

if volume warrauts. 5-1 Regulations & Proced ures (Auth) 


3 MAil FACILITIES & SERVICES 	 5-2 Reports & Statistics (Authl 

5-3 Schedule of Fees (Auth) 3-1 	 Courier Service 

6 {Reserved for future usel3-2 	 Pouch Service 

7 TELECOMMUNICATIONS SERVICES3-3 	 POltal Services 
Includes U,S. PO.TAL S''''CI. MIl'T.«' PO"AL T-:xcept t rlrphonl', for o,yhich SEE: CR R. Suh­

Servil'e!1, eh', Suhdivicil' hy type, a~ required. (tivi<ie by type (e.g. , te legraph, eablc, radio) if 


vol uml' warra nts. Includes use of radio tram;­

3-4 Me..enger Service m ittl'r); in U.R. chanceries ahroarl and utiCA 


wireless tile fal:ilities ann servil:es. For similar 

1IK4.! hy forl' ign missions in U.S., SET-:: POL 17-7.
3-5 	 Mellage Centers 

RulHlidol' hy organizatiunal ch'ment if voluml' 7-1 	 Policy , Plans, Coordination. <Telecom I wlIrrant". 

7-2 	 Reports & Statistics (Telecom)3-6 	 Delivery Systems 

!1\I' llH!I's Jlllt'umati l' luhc syst('m, co nvl'yor I ncludl's monthIy tl'l l!graphic TI!I,ort ami 
Ilt'lt, l'le , tralnc " ·ports. For cryptographic ""ports, 

SEE : CR 7-11. 

3-7 Addresses. Mailing Lists. 
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CR-COMMUNICATIONS & RECORDS 

~ T.lephone 1.ists. Dlredorie• . 

9 (R••erved for future use' 

10 IECOItDS MANAGEM.NT (GINERAU 

10-1 Policy. Plans. Coordination. (RM' 

10-2 Reports & Statistics (RM' 
Jo:xccpt surveys, for which SEE: CR 10­ 6. 

10-3 Organizations & Conferences (RMI 

10-4 Agreement. IRM' 
Inciul\l'll ugrc(~ments with 
ments rc main ll~ nance and 
muitillUrtiu, l"l.'C01"ciK. 

other govern­
disposition of 

10-5 laws .. Regylatlon. (IMI 

10-6 Surv.n. Studl.. (RM' 
Subdivide by organizational element if vol­
ume warrants. 

11 	 RECORDS MAINTENANCE " SERVfCE 
For development and updating of ofBcial file 
sYlltem, SEE: CR 12. 

11- 1 	 Physical location 

11-2 	 File Installations. Operation• . 

11-3 	 Reference Service 

For (IUestioll! relating to BCeetlS, SEE: CR 
I f.- I. 

12 	 FilE SYSnM 

Use for (!evelopment and updllting ot system. 

12-1 	 Recordl Classiftcation Handbook 

Includes rrL's .nd distribution data. 

13 	 ~ECORDS EQUIPMENT & SUPPLIES 

Vse or dev(,ll()pment of standardll and review 
for proper utili~ation. SEE: PRe for pro­
curement; 'fiG Hi for equipment security; and 
ES outline for 8'.l pply items. 

13-1 	 f older Label. 

14 	 MIC~OFaMJNG 

Except in cor.nection with file operlltions, for 
which ~l!:T<~: en il-2. 

7-3 

7~ 

1-5 

7-6 

7-7 

7-8 

7-9 

7-10 

7-11 

7-1 2 

7-13 

7-14 

7-15 

7-'16 

Organization. & Conferenc•• (Telecom' 

Agreement. "elecom' 

Ilegulatfon, & ,"cadu,., CT.I.com' 
Except cryptographic, for which SEE: CR 
7-12. 

U. s. Government Facilities "elecom' 
Illeludes JANAP procedure. 

Commercial Facilitle. "elecom' 

Inclllc\l'!' rates. Subdivide by namp. of ~om-
1':\11)' if \·olume warrants. 


Cryptographic Systems 

Cryptographic C'tlarance. 

Maintenance & Repair 

Of tl'lc(·ommunications and for cryptographic 

pqu iplllE.'nt. 


Cryptographic Report. 

Includes inventories, receipt, t1'&nsfer and 

destruction reports. 


Cryptographic Operation. & Matenal 

Includes t"ryptographic procedul'E1I and re­

<]uirements. 


Frequencies & Schedules 

Reception 
1nr!u\l('!'1 rec('ption reports and irregularity 
"('I!Orts. 

Propagation 

Illcl ud!,:;I forp.callts , chartl'l, and conditions. 


Engineering 

Indudes design, construction and changes. 


8 TELEPHONE SERVICE 

8-1 Policy. PlanI. Coo dlnatl,,". CTen 

8-2 Reports & Stotistlr.s lTen 

8-3 OrganizatiGns 4'. Confer.nc•• ~T6n 

8-4 Ag reemonts. (hI) 

8-5 Laws 3 Regulatloni "ell 
Tn,.llHle!'l rntl's. 

-_._-- ---------,---_ ._ .. __ ._--_._------­ -TL-2 E L ( -3 27- 79) 
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CR-COMMUNICATIONS & RECORDS 

15 RECORDS DISPOSITION 

15-1 Records Retirement 

Withi n 8Jfency. 

15- 2 Records Transfers 

Retwt'ell agencies. 

15-3 Records Destruction 

15-4 Records Control Schedules 

16 DOCUMENT & INFORMATION SECURITY 

ll".' for gystems and procedures for handling 
and ('ontrol of information and documents. For 
:('('urity survey reports, SEE: SY 2-2. 

16-1 Access & Use 

'·' .,r ('xt'l'utire privilege, SEE : LEG !l. 

16-2 Accounting & Control 

Illeludes logs and receipts covering classi­
fied documents, TS inventory control pro­
cedures, serialization, etc. 

16-3 Classification . Designation . 

Includes downgrading, dee\assification, de­
control , upgrading, etc. 

17 REPORTS MANAGEMENT 

Use for program to prevent creation of or to 
eliminate unnecessary reports, reduce number 
of copies, etc. 

18 CORRESPONDENCE MANAGEMENT 

Inc1ude~ correspondence procedures, inst ruc­
t ions for use of various types of communica­
tions forms, form and guide letters, plain let ­
ters workshops, etc. Subdivide by subject if 
volume warrants. 

19 DIRECTIVES MANAGEMENT 

Ulle for systems for issuing policy and pro­
cedural information for guioancl' of agency 
Mrsonnel. File published ser ies of issuances 
separately . 

20 FORMS MANAGEMENT 

Use for forms design, control, impto /(iYlcnt or 
standard ization, etc. 
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-	 EMERGENCY PlANNING 

Instruction. 

EP
URI' for JlIIJl('J'R on plllnninjl' lind JlJ"(lvi ~ ionH mndr by t.h (' ag('n(·.v IIl1d OVe rNCll1! POl'ltN 
for 111('('1 illg conditionfl which mny ariNe from d iHa~t.t'rH, warfare, riotH, or emE'r ­
1Cl'lldt'lI oth('r t.hnn civilian ctefenHe plnnning. 

SEE: 	DEFENSE AFFAIRS outline for civi lian defense. 

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

COMMUNICATIONS & RECORDS outline for emergency de­
struction of records and cryptographic material. 

EP-EMERGENCY PLANNING 

GENERAL POLICY . PLANS. COORDINATION. 7 EMER~ENCY RELOCATION PROG RAM 

Use for overall agency policy and planning, and 
7- 1 	 Policy. Plans. Guidelines.coordination between agencies. 

Includes directives and handbooks. 
2 ~EPORTS 

7- 2 II ports 
3 ORGANIZATIONS & CONFERENCES 

7-3 Other Agency Procedures 
4 AGREEMENTS 

7-4 Ce ., inuity of Essential Functions 
S LAWS & REGULATIONS 

7-5 Emergency Action Documents (EAD) 
6 E & E PROGRAM 

7-6 Eme rg e ncy Assignme nts (Cadre)Use for emergency Bnd evacuation program. 

7-7 Executive Reserve Prog ram6-1 E & E Policy. Plans . 


7-8 Emergency Communications
6-2 Reports & Statistics 
Includes Emergency Noti fication System Includes population statistics, evacuation lists, 

etc. 	 (Cascade). 

7-CJ 	 Re location Tests. Exerci.es.6-3 liaison Groups 
Subdivide by code name and year.Ruhllivide hy nanlf' . 

8 VITAL RECORDS PROGRAM6-4 	 Emergency a e quirements 


Rueh liS for cOlT1tnuniC'ations equipment, 
 8-1 	 Selection Guidelines
orrlnanet'. E'te'. 


8-2 Status Reports
6-S E & E Procedure. 


Influl\(,ll Handbook. 8-3 Records Protection 


6-6 Safehaven 
 9 ROUND-UP PROGRAM 
r' 
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EQUIPMENT, SUPPLIES & SERVICES 

Instructions 

U:w for pU(lI'J"1l on thl~ utilizatioll, maint.I'lIunl'l!, alld dillJlollition of expendable and 
nonexpendable equipment and ~uppl iell and for Ilervices related thereto, except as 
follows: ES 

SEE: 	BUILDINGS & GROUNDS outline for design and selection of 
furnishings and buildings services. 

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

SHIPPING & WAREHOUSING outline for packing, shippinl{ 
and storage of household effects. equipment, and :mpplies. 

VEHICLES outline for acquisition, use, maintenance and disposi­
tion of !<,overnment-owned automotive vehicles. 

PROCUREMENT & CONTRACTING outline for matters per­
taininl{ to these subjectll. 

Case files. Paper!! concerning specifie supply or equipment items may be grouped 

together by name of the item. The file folder label(s) for such filell should !!how 

the nume of the item following the primary subject symbol ES. 


ES-EQUIPMENT, SUPPLIES & SERVICES 

GENERAL POLICY. PLANS. GUIDELINES. 6 (Reserved for future use) 

Use only for material which cannot be filed 

under one of the more specific subjects in outline. 7 PROPERTY ACCOUNTABILITY 


Subdivide as expendable or nonexpendable if1-1 	 Requirements. Forecasts . 
desired. For inventory of and accountability for 

Other than set forth in hudget estimat.es, for blank passports, SEE: PPT 10-1. 
which SEE: BUD outline. 

7-1 Stock Controls1-2 Replacement Program 
On expendahle supplies and eCfuipment. 

2 GENERAL REPORTS & STATISTICS 

Use only for material which cannot be filed 7-2 Inventories 
undl'r onE' of thE' morl' specitk subjectll in out­

or nOli -ex pendable property. Incl ude!! pro­linE'. IncludE's rt'portll to GSA. For inv<'ntory 
cedur('s for preparing and maintaining prop­rl'port,.;, SF.E: F.S 7-"2. 
I~rty record (~arlls, haRic inventory reports of 
furniture, eCfuipment, and office machinery.3 ORGANIZATIONS & CONFERENCES 

4 REGIONAL SUPPLY CENTERS 	 7-3 Loans & Exchanges 

Us<' for establishment and overall operation of 

I·enterll. Subdivide by location if voluml' war­ 7-4 Thefts . Losses. Destruction. 

rants. 


Includes property survey reports of lost ami 
damaged items.

SLAWS & REGULATIONS 

Includes directives and procedures. Use only for 8 (Reserved for future use)those too general to be filed under more specific 

subjects in outline. Subdivide by source if vol ­

UIllC warrants. 9 STANDARDS 
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\ 

ES-EQUIPMENT, SUPPLIES & SERVICES 
\ 

10 MAINTENANCE & REPAIR 12-1 Acquisition 

Subdivide hy type of service (e.g., typewriter 

repair, furniture refinishing, etc.) if volume 12-2 Disposition 


.. - ­warrants. Includes disposal, scrap. transfer, or donation 
to non-profit organizations. 

l1 UTlllZATlON & DISTRIBUTIOK 12-3 Utilization 
Excludes excess property for which SEE: 
Io;S 12-3. 12-4 Excess LI.tiflg. 

12 SURPLUS/EXCESS PROPERTY 12-5 Proceeds of Sale. 

, 
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FINANCIAL MANAGEMENT 

Instructions 

U~P for papers on financial management program in general, agency'R feasibility 
~tUrllf'A and Itl'pltcntiotlA of bn l'lic financial mal1ngeml'nt RYRtemR and technlqueli , 
authorizntion or certificHtion of personnel and f acili tieR involved in paying and 
l'olledin)( trnnAActions, account.ah ility records and rela ted Ruhject matter. 

~EE: BUDGET outline for budget. policy, formulatioll a nd RuhmiAliion 
of el'ltimatl's, and budget. execution. 

ACCOUNTING & DIRBURSING outline fo r all aspects of ac ­
coun ti n)( for appropr iated a nd other funuR, paying and collecting 
transactions, a nd accountahility therefor. 

FMGT 


FMGT- FI NANCIAL MANAGEMENT 

GENERAL POLICY. PLANS. PRIP1CIPLES. 

2 	 GENERAL REPORTS & STATISTICS 

UBI' "or gt' II l'ral stuo il's , ~urvt·ys and rl'ports 011 

finnn ,'in i munagl'ment "ystl'ln ~ und pYOcl'dures 
a nd "vaillat ion thereof. 

, 3 CLASSIFICATION CODES 

~ 1It'l' fo,' handbook cont.aining a ccounti ng "ymholl~ . 

4 	 TERMINOLOGY 

11I('11,,"'!! KI()f~sary of t.('rllls alld ahhrl'viations. 

5 	 LAWS & REGULATIONS 

US!' fo r ag-""C'y regulations and prol:cduTCIl. Also 
inchllll'!' COlllptro\l<>r General Decisions, GAO, 
Treasury and other agcncy directive~, etc. Suh­
li ivi<i(' by ug('ncy if volume warrants. 

5-1 Procedural Handbooks 

10'0" cla!<si fication codes, SI<;E: FMGT 3. 

6 FINANCIAL DESIGNATIONS 

11"" r..,· d""ig- IIati,m of IIf·rtl"",,..1 \." p('rfaTIlI pay ­
ill l:' :lIId .."II.·.·t ing- f" ndinns. Suhd iv idl' hy ur­
I:':lIIi/.:l1 iOllal "'.'nwllt ir v,,1I 11l1t' WllI'l'Unts. 

6-1 Disbursing OfRcers 

6-2 Cashiers 

6-3 Certifying Officers 

7 DEPOSITORIES, LOCAL 

'-'- - - - - ----- ­

8 	 BANKING FACILITIES 

9 	 BONDINCf 

USI' for bonlling of cmployces. 

10 SAFEGUARDING OF FUNDS 

Usc for rcqu ir<>ml'llts ane! s tanc\aros for physi­
cal protect ion of f unds and n('gotiable mstru ­
mrnts. SRI';: HG Iii for construction and 
inHtallat ion u!' pects. 

11 'NTER, AL AUDIT 

US(, for inspectio ns alld reports hy Rg-em'y a udit 
~ tllfr. 

11-1 Dom sfic 

11-2 Overseas 

11-3 Contracts 

12 GAO AUDIT 

: I ;(' for "itl! audit by (; .. neral Accountillg- Office. 

13 EXTERNAL AUDIT (CPA) 

lhm fur audit. hy I:..rtifi.,d Jluhlic act'HUlltantt;. 

14 MECHANIZATION 

)n('ludt,s dat.a procPHsing, dcctri(,/ ('Ic(·tronic ac­
munting (I'~AM ) machinl,s, e lectronic com­
puu·r~. houkkl!{'ping- machin .. ~. etc. Ruhdividr. 
hy t YJ)I· if vulume warrants. 

.... ---.. -_._--------- ­
TL-212D (8-27-79) 




RECORDS CLASSIFICATION HANDBOOK 	 FSV (p. I) 

FACILITATIVE SERVICES 

In.trudion. 

Use for papers on facilitative services of the types indicated, provide to staff 
and operating offices by agency administrative units and to other agencies and 
organizations. Do not use for papers on reimbursement estimates or administra­
tive support agreements with other agencies for providing such services; or for 
papers pertaining to information and cultural media for which see media outlines. 

SEE: 	BUILDINGS &: GROUNDS, COMMUNICATIONS & RECORDS, 
EQUIPMENT, SUPPLIES & SERVICES, TRAVEL, SHIPPING 
& WAREHOUSING, and VEHICLES outlines for matters per­
taining to those particular services. 

BUDGET outline for reimbursement estimates and agreements. 

ORGANIZATION & MANAGEMENT outline for administrative 
support principle, policy, etc. 

EDUCATIONAL & CULTURAL EXCHANGB outl ine for facili­
' tative services for educational and cultural affairs grantees. 

FSV-FACILITATIVE SERVICES 

1 	 AUDIO-VISUAL SERVICES 3-4 Technology 

FSV 


Use for technical operating aata, su~h as 
1-1 General Policy. Plans. Guidelines. processing and programming techniques, in­

~<-- put a nd output methods, machine language, 
1-2 General Reports & Statistics etc. .'; ' ooivide by appropriate subject if vol­

ume warrants. 
1-3 Organization. & Meetings 

3-S La ws & Regulations 
1-4 Technology Use only when material cannot be filed under 

a more specific subject in this outline. 
1-5 	 Laws. Regulations. Procedure•. 

3-6 	 Systems Development. Feasibility Studies. 2 REPORTING SERVICES 
Use only for general material. File specific1ncluof's ('onf('rence reporting. 
projects under appropriate subjects in other 
outlines.

3 	 AUTOMATED DATA PROCESSING 

Fill' mllill~nan('(' and disposition of ADP c'quip­


3-7 	 Statistical & Other Servicesml'nt lind supplies, SEE: ES outline; for pro­
curetnt'nt, Si':F.: PRe outline; for systems and 
stuoi.-s, SEE: ORG outline. 4 LANGUAGE SERVICES 

3-1 	 General Policy. Plans . Coordination. 4-1 Interpreting 

Includes cooperative arrangements with other 
 For interpreter/escort scrviccs for grantees,
agencies. SEE: 	EJ)X 28-6. 

3-2 	 General Reports & Statistics 4-2 	 Translating
IncludeR machine utilization reports. For 

statistical services, SEE: FSV 3-7; for re­
 5 	 LIBRARY SERVICESports ano statistics on specific projects, use 

appropriate subject outline. 
 Use only for usual agency or post library serv­

ices. For publications procurement (or agency
3-3 Organizations & Conference, or post libraries, SEE: FSV S. 

-:-:-----------------------------_._------ ­
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FSV-FACILITATIVE SERVICES 

6 REPRODUCTION & DISTRIBUTION 7 EDITORIAL SERVICES & PUBLICATIONS 
CONTROL 

t-l General Polley. Plans. Guidelines. Includes control over internal and external pub­
lications, regulations of Joint Committee on 

6-2 General Reports & Statistics Printing, etc. For preparation (other than edit· 
ing), clearance and distribution of omc'ial and 

6-3 Organizations .. Meetings unofficial pubJicationll, SI<:E: PR 10 . 

a PUBLICATiONS PROCUREMENT 
6-4 Technology Use only for administrative aspects of procur, 

6-5 Laws. Regulations. Procedure•. 
ing publications from or for any source. Sub­
divide by name of requesting agency or source 
from which procured. 

--~----.--~-------.------- .. _--- - - ----_._--_._­ '­TL-212 D (8 -2 7 -79) 
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LEGISLATIVE & LEGAL AFFAIRS 

Instructions 

Use only for papers pertaining to the Agency's legislative program and relations 
with Congress which are so general in nat ure that they cannot be filed under the 
more specific subject outli nes in t his handbook. Also included are papers on such 
subjects as constitutional and comparative law, legal opinion1'l and interpretations, 
judicial and claims procedures, etc, 

~E"E: 	 P OLITI CAL AFFAIRS & RELATIONS outlin(' for matter1'l per­
taininl! to U,S, Congress unn'lateci to Agency's functions anci 

.EGoperations, legislative bodic1'l of foreign governments, for domes­
tic law, and international law. 

PROTECTIVE SERVrCES outline for j uciicial and le~al sl!rvices 
provi e<i by consular officl'rs, 

LEG-LEGISLATIVE & LEGAL AFFAIRS 7 VISITS 
Use fOT t ri ps hy individual mellll " -TS o f COIIg- r ",",s 
and Cong-TP:o;si'Hlal dld"galions (CO DE ,S) , Ar­
r ange alphahetically hy name,LEG SLATIVE PROGRAM 

t I SI' only 1'01' Ag'(,IH'Y'S (lv'-rall l!'gislatiVf! pro· 
7-1 	 Country Briefing Papers ~I'am , in (, luding hills iJ roducl'd on hehalf of :tn (1 


t hose affl'(' ti ng' agency programs and operation;;, For Congressional t raveler!; , 


1- 1 Congressional Summaries 8 CONGRESSIO Al INVESTlGA"r ONS 
Use f or daily and other summaries of Con­ Use on ly c.: material relat ing to investigations 
gr!'ssional action on bills of interest to Agency, in gcnprai . a per:o; on invl'st igations of specifiC' 

programs should be filed subjectively under ap­
2 REPO RTS TO CONGRESS propriate outl inl's, 

li s!' on ly fo r overall re ports on Agl'n('y opera­

linl)!;, R<'ports on s pecifi c programs should be 9 EXECUTIVE P. IVILEGE 

liled s lI hj!'di\'ely under appropriate subject out ­
 Use for m.lt(!rial r('lating' to Ag-(>fj('Y's p rivilp'g"I! 
li nes, of withho ldillg' illformalion f ro m COIlg'TP.SS, 

3 ORGANIZATIONS & CONFERENCES 10 LEGAL OPINIONS. INTERPR TAT ONS, 
Suhd iv idp hy namE' of organization and namf', 

Os(' only for g'(·II .. ral mat('r ia l w hich (~ann ot. 1)('.tatp, and loca ti on of confe rl'ncl' if volump wnr­
ril (~d sllhj( ','liv,')y IIIHI<-r oth!'r ouliineH,ra nts, 

11 SUB POENAS4 CONGRESSIONAL COMMITTEES 
II",.. only fo r g"'llI'l'al papt'r", 011 commiltN! mem- 0 :-;,- for pr'(lc.. du)'('s 1'I'lating to handling' (If' suh· 

1"'I'",hi ll, P,'(wI,d IlTI'S, ",..Jwdule", of ; PlwarallCl's po,mas ""' rv,,d (III Ag" 'II"Y. 

1,,' rOl'" alI(I 1'('l ation", o f :lg'('II ,'y ofTi..ial R with 

,'0 III III il1 ,'(."'. l'apl'rs n ' /ati ng' t.o hl'aring's h,-foTI' 12 COPYRIGHTS" CLEARANCES. 

"'lIlll11 itt .. ,·" on 1'\X'('ifh' p "Og'rUIm'1 slwu ld 1)(, till-" 

,," hjpd.i\'('iy unci!'r a p propriatl! suhj('ct outlirH's, 
 U se on) y for gene ra) material whi ch cannot be 

filed subjectively under other outlines. 

5 LAW 
13 CLAIMS. LITIGATiON , list' onl.\' fo r g'enl'ral mate r ial on constitutional 


law, cOlllparative law, ('tc, For domestic law of Use only for general matprial on claims hy or 

a " 'Hlntry, intt'rnational law, Rule of Law, etc-" against U ,S, (;ovPI'nnwnt, daims pToecdu ro's , 

SEF.: POL,). 
 d,', Fil .. s,,,,ci fic- type's of dairns ;;ubjp.ctiv<!ly 

(',g"" for Will' <lalllag.. claims and ollwr ,'Iaim" 
6 M EMBERS OF CONGRESS against hmlt gov!'rnmf'nt, SEE: PS H--1; for 

lor't (' Iaims, SI';E : PEl! ]f,-II., de.) ,lIs,' on ly r",' g'(,llI'ral mat!'Tial on a t titlld..s, hio­

g"l'al' hi ,' ,,1, .. I..J1(''', /i ai:-;on with, pt" , Fill' visits, 

SE 1': : LEG 7. Arrallg'e alphaht'ti('ally hy nanH', 14 JUDICIAL ASSISTANCE, PROCEDUR'E, 


Includes Committee on Judicial Procedure', 
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ORGAN' ~ATION & MANAGEMENT 

Instructions 

UflE' for materials on the establishment, organiza t. ion , reorgan ization, and termi­

natioll of Agency offices and overseas PORts ; t he assignn1l'nt. an d realignment of 

functions; changes in sta t us of posts alld consular districtR ; and policy ancl in ­

structional sYRtems a nd statements wh ich defin~ organ izational a nd fUllctional 

matters. Also included are general administrative and organizational matters 

relat. ing to other agencies, interagency relationships, coordination, etc., no· ",, ­

volving specific substantive programs which shOUld be filed under the appro; -_. _ ,~ 


subject matter outlines. 


Use also for material which deals with the subject of administration in its en­ ORG 

tirety, and for material which covers several admi nistrative subjects, i.e., ma­

te r ials which cannot be filed under one of the specific administ rative ;; ubject 

outl ines_ 


ORG-ORGANIZATION & MANAGEMENT 

GENERAL POLICY PLAN. COORDINATION. 3 	 M£ETINGS & CONFERENCE::' 
IndurleR mat<>rial on Agellt'y ami PORt organiza­
tion and mana!{('rnent in general, a<iministrativ(' 3-1 Administrative Officers 

slI j.lervit< ioll :) f constituent posts, ('en tral ization 

\' ,._ dl'('('lliralization of a nm inistrative fUlletioll!'. 3-2 Chiefs of Miss ion. Principa l Officers. 

and ('oordillatioll between and withi n agerH'ips 

till arlmi ni"t "at ivE' matters. Subdivide by naml' of 3-3 Staff 

ag t'IlCy if vol ume warrants. 


3-4 Public Affo i;-s Officers 

1-1 Country Team 

4 ADM~;'i :';'iRATlVE SUPPORT 
Usc for coordi nated efforts of Age ncy repr!' ­
S(,lIt: lti ves in the field to work as a team u nder Use for gene ral material on adm inistrative sup­
ch i<'f of 1l1ission. port principle or policy as it affects organization 

and functi ons of Agency or post. For levels of 
support and rei mbursement agreement!;, SEE:

1-2 Consolidated Administration BU D 4; for accounting aspects, SEE: ACe 
Use for consolidation of State, AID, US leA, outli ne . 
and Peace Corps administrative personnel to 
provirle integrated service at specific posts. 5 DElEGATIONS OF AUTHORITY 
{n(' ludes CAMO. For adm inist ra ti ve su pport I ncl udes design ations. 
aspects, SEE: ORG 4. 

6 DUTY OFFICERS. ROSTERS. 
2 GENERAL REPORTS & STATISTICS 

InC'ludes holiday list. 

l Is!' onl y for material which is so broad in ('0 11­

tl'nt that it. cannot be fil ed under one of the morC' 
 7 ISlTS 
"I)(" 'i fit' s lIi>j('cts ('lsewheT(, in this outlin!'. I n­
.. Iuril's pl'rio<iic administrat ive r<'pnrts « ' _g .• US!' for papns of a substantive natur(' re'lllting 

" -"l'k ly, mo nthly, etc.) For Foreign Service ill ­
 to field trips hy a gency personnr!l on offieial 
s pI 'diun r<' ports, SE E: one; 11; for post r(~ports , 	 husin(~ss. For routine travel arrangf!mcuts, U);(, 


TRV olltl inl'_
SEE: PER 2-1; for sel' ur ity surveys, SEE : 

SY ~ -2_ 


8 ESTABLISHMENT. FUNCTIONS. REORGANI. 

ZATION. 
2-1 Reporting Requirements 
III('lud('s h istory and hackground of Agency,Ov('rall I,pporting scheriulr's, workloads, and 
offiee or post, stateme nt of functions and or­1'('lated management aspects of T(' por ting rl' ­
ganization charts, and Agency reoTKaniza~ionquirt'mentR. 
plans, opening, change in status, and c:IQsing of 
posts; determi nation and jurisdiction of cqnsuJar

2-2 Critiques districts; etc: . 
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ORG-ORGANIZATION & MANAGEMENT 

9 MANAGEMENT SURVEYS 

SlIhdiv icit' hy organization or function br.ing 
SII rV4'Yl'd . If dpsi rf'd, file by subjl'rt using out­
li llI's !l1'O\'id"d ill this handbook. 

10 MANAGEMENT PROG RAMS 

Includes all types of management programs 
such as Management Improvement, Cost Re­
duction, Information Management, etc. Also 
includes management methods and techniques. 
Subdivide by name of prog l'am 01' sys tem, if 
vol ume warrants. (Except financial management 
(Ol' which SEE: FMGT ou tli ne and for I'eeol'ds 
management, forms management, reports man­
agement, and directives management . f r which 
SEE: CR outline.) 

10-1 Policy. Plans. Coordination. 

10-2 Reports 

10-3 M eetings 

10-4 Agreements. Contracts . 

10-5 Regulations . Procedures. 

10-6 Research & Development 

11 INSPECTIONS 
Includes Fore ign Service inspect ion TI')>orts, 
administrati ve audits. a nd operational surveys 
of a gf' ncral nature. For inspections and audits 
of specific functio ns (e.g., secur ity , fina nci al 
managempnt, ete.), f'f'f' appropriate subject out ­
lines. 

12 CONDUCT OF OFFICE 
Uf'f' for iSSIIUIl('I'S on uffice procedurf's, routine 
administrati v4' matters, t ransfer of office to 
SW'''f'ssnr, ca lf'nl lar or events, etc. 

-
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PERSONNEL 

Instructions 

Use for papers on all a~pects of personnel administration in t he Federal Govern­
men l and in the Agency. inc luding its organizational components. Also includes 
personnel security . Papers relating to individual employees shall be filed by 
name of employee in accordance with regulations in ~ FAM. 

SEE: 	EMERGENCY PLANN ING outii n(! for assignmPIlt. of person nel 
in emer gency situations. 

PROTECTIVE SERVICES outli lH' for prot(dioll of gov(' rnment 
employt'('H overseas in (~ mergl ' lIcy sit.ua t. ions. 

PER
TRA VEL outline for t.rav('1 of ('mployt'(,s alld r\1'PI ' IIIII' !l 1s. 

SH IPP ING & WAREHOUSING outline for ilh ipnll'lIt. of effects, 
and other itemfl. 

Spe cia l Method of Arrangement: 

1. 	 By type or category of personnel; such as 
('ontnlctor. forei gn . nationa lR, etc. 

a . 	 When vo lume warrantR only a primary b. When volume warrants subdivision by ap­
fo lo('1' : propr iate Rubject breakdowns: 

PERSONN EL (Marine Guards) P ER 13-3 Assignmt' nt. 

Detail (Marine Guard,,) 


PER-PERSONNEL 

GEN ERAL POLICY. PLANS. COORDINATION. 3 ORGANIZATIONS & CONFERENCES 

11"., ollly [or mate rial wh il'il ('a llllot III ' fil ('d 
 lis. ' ollly for p:lIl< ,rs whi .. h eanllot I,.. lil. ·d 111111<,,. 
lIlId"1" Oil. , of lhl' mor.. sp"" ifk suhjl'ds ill th is Oil.' o f lilt" 1Il01'\! specific subjc!cts in th is o ll l.lirlf '. 
" ul lillt' . 

4 	 STAFFING. COMPLEMENT.2 	 GENERAL REPORTS & STATISTICS 

11,;.' o11l y f or Imp{'r s wh ich cannot he fil eo UI10t'l" Us.' for proposed an% r authoriwd pcrsonnd 
011{, of t. he m ore sp{'cific subjects in this outli ne. ~l n'ngth of organizational elemen t. Sf';E : HUH 
II1l'illdl's {,11lployee career records (ERe) amI 1r, fo r budgetary aspect of position cei lings and 
111:1I1P0\\,{'I' utilizatiol1 skills and r ports (MUST). alllhorilmtions. 

2-1 	 Pos t Reports 4-1 Red uction-in-Force 

{I ".' ol1ly fo r prqJaratiol1 ami submission of 
 Includl's procedures fo r estahlish ing. mai ntain­
1" ·l1orl. 	 II,\' post. R('f{'r{,lH'e Sl't should tw main­ ing and applying rC't('n tion regilitl' rs.
I:l illl'd 	 "l' p:lrllti>ly. 

2-2 Biographic Reg is ter & Sketches 	 5 LAWS & REGULATIONS 

JIl("llltl('s FOT<' iJ.("n SI'rvi.:e Act of I!l-jli alld :t1llf'llrl­
2-3 Foreign Service list Illl' nls. 1"" lkral l'l'rsonn{'1 Manual,and ftPM .dir.·.:­

liv('s of a I!eneral naturl' . Suhdiv id., by sour('1' 
2-4 Key Personnel Directory 	 and / or ti tl e of ad if volume warra nts. 

TL-212D (8-27-79) 




PER (p, 2) 	 RECORDS CLASSIFICATION HANDBOOK 

PER--PERSONNEL 

6 	 AWARDS (1. COMmE:NOATlONS 

For agency employees, includi ng e mployee sug­
gestio n program, incl·otiv<.: awards program, except 
safe-driving awards, fur which SEE: VEl! 13 . 
For awarJs to prominent pe rsons other tha n 

A gency empluyees anJ military perso nnel , SEE : 
POL 6- 3; fur awa rJ s to military persunnel, SEE: 
DEF (j-<) . 

6--1 	 Awards Committees 

Suhdiv ide by nam!' if volume warrants, 

6-2 	 Cash Awards 

Suhdiv ide by type if ' ·olum!' warrants. 

6-3 	 Comme ndations 

6-4 	 Honor Awards 

~lIh" i"i cl, ' h~' t YJl!, if volullH' warrants. 

6-5 Non- fede ra l Awards fJ. Oecuraii"ns 

7 APPEALS 

I lsI' for g'l' lwral Illal.. rial on appeals sy!=:tem, 
,",or sllI'cifir. tYJlpg of a pJlPal, S('e under apprnpri ­
al" suhj('d in (lullin.'. 

8 	 AiTENDANCIE &. l EAVE 

1!leludl's annual, sick, home, military, ann eourt 
leave, leave without pay, absence for jury outy, 
holt)"s of work, etc. Subd ivi( e by type oj lI'ave 
if \'olullle warrants, 

9 	 TRAINI~G & DEVELOPMENT 

Subdiv idf' by type if volume wanants. 

9-1 	 General ~ollcy. PI ns. 

9-2 General Repoti~ C. S~tltistic:s 


9-3 Organizations It. Conferences 


9--4 Agreements. Contracts. 


9-5 Laws . Regulations . Procedures. 


9-6 Sponsors. 


9-7 Visits . Trips. 


9-8 Schedules & Rosters 


9-9 Requests. Applieariofls. \(egistratlolu . 


9-10 Tea(hing Maieria/s 


9-11 Examination and TQ!>iin~ 


- -- - ----, ------ ---- --- - ----­
T L- 212 D (8 - 2 7 - 7 9) 

9-1:! Groduatiott Exercis~s. Cartiflca t~s. 


Oipion1<:Os . 


9-13 	 CoftSulta iiort. Srieflng. 

IlIc l udes dehr il'fi nR" return,'d em ployees. 

10 PERFORMANCE EVALUATION 

10-1 	 PertontUlll"e Rating Committees. Evalua ­
tion Panels . 

For ~election Boards and Promotion Panels, 
SI';;': : PER 13- 6, 

1C-2 	 Rc:jfings . Appra isals. 


Inrl lldf's :lflPf'llls. 


11 COMPEr4SATIOi,j 

lJ~.. fol' df'l"rminatioll of salary and wage ~cales 
alld allowa ll('''s. Suhdivide by t ype of payor 
ai lowal"·" ir volume war 'rants. 

11-1 	 Cost OY living 3. uorters Allowances 

l ' I/"II"I,'s If'mporary looging allowam'f!, For 
relai l pri(·f' schedules, SEE : PER 11-9. 

11-2 	 I)",dudions 

ll-3 	 Edlit ti n Allo" ..ances 

For etlu..:atiunal travel of depende nts, SEE: 
TRV outl ine, 

11-4 	 Fin",i S{'Iorv Cleai "mce 


Upnn s!'lIllration of employee. 


11 - 5 	 WClIl: (l k~1~S & S,ht!uules 

Inrludes s lI rveys to (ietf'rrni!w app-r0pTiatc 
W:lj(" rutes and seh!'duies for loc' I employees, 
ant i wage hoard determination!=:, 

11 ~ Premium flu)' 

Sul)tii vide :I!=: flvf'rlimf', night, or holiday pay. 

11-7 	 Post Oiffer~nti(!l l Allowance 

11-8 	 Ilepres&nlation Allowances 

11-9 	 Retail hic(: Sdu,dules 

11-10 Sepuft!tiufI Alia ;vonces 

11-1 'j "(runsf&r Pc:.t'f 

- ,---- ­
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'­

'-.,. 

11-1 2 Increases 

Subdivide by ty pe s uch as within-grade , 
per iodic, q uality, etc. For incr ea ses or de ­
creases in specific types of pay, a llowances, 
et c. , SEE : P ER 11- 1 t h ru 11-8, 11-10, 
I I - 11. 

12 CONDUCT & DISCIPLINE 

Indud('s I"!'g ulat ions a nd p rocedur es gove rni ng 
co nfl i('t of intl' rest . insuhor di nation, p rohihited 
p" lil ical :lctivily, into xi('at ion , sa le or hart pr of 
''' ' r"on" I propprty abroad, lot'a l c u rr<' ncy trans ­
:"'l ltl Il S tl f .. lll ploy\·l's , [In 'ppt ance of g ifts, I't(' , 
( ::1'1' ti l.. dl>'c ipl innry a(' tions on individ ual ..m ­
pl" y," '" in " ,· r ;.;on nci folde r s . 

• 
13 EM PLOYMENT 

( 'a s(' Ii i" l" 'l'sol ll ll'l ac t ions Oil indiv id ua l , 'm ­
plO ~'t "' s by IW IlIl' in p"rson l",1 fo l(Iers . F or 
l ' ..,ltll' t ion -i 11- forc!' , S"~ E : PE n 1 - 1, 

13-1 Application for Employment 

Cas, ' fil, ' i nd iv id ual allplit'ations by name if 
volu me wa rrants. 

13-2 Appointment 

I ncludes in itial a ppointment, oa t h of offic" , 
I'Pi nst a t eml'nt, r eem ployment after br eak in 
".' rvi n', lalPral entr y from Civi l Service t o 
FOl'!'ig-n S prvice, etc. Subdivide by type of 
ap po i nt me nt «(' ,I{" competi t ive servi(:e, ex­
(,pptpfi se n 'i ce, FS, etc.) if volume warran t~ . 

13-3 A ssignment. Detail. 

Illl'iu,lrs assig'lllll(,lIt system pr ocedu r es an d 
al't ions, t ra lls{e r to I(( 'W assig n ment in fiel d 
(I I' ill W a s hin)!'toll aftpr home leave, leng t h of 
lo urs of duty a l )lo;.; t , r f' imhu rsable detai ls, 
(' I , ' , 

13-4 Examinations. Tests. 

[ I".. I',q' Hlla !'d "I' 1': X:llni ll o' I'S fO l' 1.1" , Fo r(' i~ 1I 

:-;"I'\' i," ' . OPM, Iallgua j1;1' a nd othf' I' 
'1l1al i 1\ iII~ t .. "b, ..t " , SlIhdivi«i .. hy typt' if 
\ , ,,11111 11 ' \laTl'a ll t s, 

13-5 Equa l Employment O pportunity 

13-6 Promotion. Demotion . Selection O ut, 

1llI 'llI d('s SI'l f' (' ti o ll Roa rds, Promotion Panrl~ , 
.. te , 

13- 7 Recruitment 

13- 8 Retirement 

I ll l'llld.. ", OPM, For!'ign Ser v icc a nd 
Soci :,] S"': lIr ity I'l'li n ' lIl1'll t syst..ms, UCllI'fils, 

"" ', 

13-9 Termination 

Use f or resi g nation , separati on f or cause, 
and t er mination of se r vices th r ough death. 

13- 10 Transfer Out 

T o other ag'p. nci es or interna t io nal organ i­
zati ons , Fo r t r a nsfer t o new a ssig nment 
in fil'ld or in Washington with same agc ncy, 
S E E: 1'F.:1t 13- 3. 

14 HEALTH & MEDICAL CA RE 

14-1 Policy. Plans. 

l) ",(, onl y for pa ppr s which cannot I", fi led 
u lHif' r mO T(' sp"( ' ifi,' ~; ubj p.('ts listf'd IIn de r 
1'1<: l{ I ~ , 

14-2 Reports & Statisti cs 

14- 3 O rganizations & Co terences 

i ll(' lud, 's se r vin's p rovlli,.: lo or by li t he r 
F "de ral a gencics , For spf!c ifi (' flll 'd i,,;t1 I'," , d­

ties , SEf:: I 'E I{ 14- fl , 

14-4 M edical Exa minations 

In ci ud ps medi cal clearances , wa ivcrs, fitn , , 
for du ty , 

14-5 La ws & Regulations 

14-6 ~ .... cilities 

I n('l lIdp.s rpgi ona l merl ical ce nll' r s , hosp ita ls, 
cl in ics, healt h rooms , laborator ies, phys ica l 
fitness rooms, (!tt' , 

14-7 Im urance 

I nclu tl(,s Fp.d<,!.r al Etnployp.cs 1I('alth Rl' lwfils 
Program. Fo r employee li fe insll ra nce , SEE : 
PER: 1:,- 7. 

14-8 Diseases & Cond itions 

TIII'llI dt,,,, t rf'a tm(' nt, co nt rol, pn !vt !nli lO n , d iag ­
nlls is, ,' radica l ioll, Suhdi v id" loy l y p" if 
volum(' warr an ts, 

14-9 Immunizations. Inoculations . 

14-10 Medical Supplies 

14-1 1 Evacua tion 

For ml'dical rs a sons, or for r es t and r p­
(' ulH'ratio ll , F or t ra vel a 'sp~ct s~SEE: TRV 
o utlin e . 

14-12 Sa fety. Accidents . , 

Tn (:ludrs safl' l y program s a no! ('Ia ims u nde r 
FI'(!P ral ~; Illpl n y,'(·'s ComlWllsation A(' t. For 
huild ill ~ sa f .. t y program, S E E : nc 1:1. 
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P~R-PERSONNEL 

15 EMPLOYEE RElATIONS & SERVICES 15-14 Politica l Activiti e s 

11,, ' lud,'s IlI'IIdils d'!l' iV4't\ uy employeefl, Use for info rmati on p rovided cm r loyecs 'In 

voting right!l and a uthor ized political ac­

15-1 Cam paigns, Drives. t iv ities, 
12. 

For illegal activities, SEE: PER 

Such a~ CFC ann hf'allh fundraising­ rlrives, 
hlood donor campaigns, ctc. 
typ" if volume war ra nts. 

Subdivide by 15-1 5 Recreation 

Inc\ud<,s social act ivities, clubs, hohbies, 

15-2 Commissarl Serv ices fHU, ann othcr recreation 
association a<:tivit ies. 

and wf!lfare 

111<' 1",Io 's Ill :\ nagcment and sto('ki ng of com­
Illiss:!"i,'s, post c){clt ung-l' ( I'X ) p riv ilC'g<'s, 
<'Ic, For rl'staurant, I'a fl't.<'r ia , and snack bar 

15-16 Tort Cla ims 

f:wili!i, 's in gover nll1cnt huildillgs, SEE : RG Use for adm inist ra tive s!'t tiement of such 
I:!, claims resulting from lIegligence , wrongful 

acts, or omissions on the part of employp.es, • 
15-3 Employee Unions 

15-17 Credit. Bills. 

15-4 Employee Vehicles Iflclud<,s t'Tl"!dit inquiri es anti bill collecting. 

t)lh",' tlla n shi pnll ' lIl. fll r which SEE : :::iJlW 
olltli, ,, '. 1II('Iudcs assi slanc<, in o1rt . in ing 16 SECURITY 
dri",')'s ' l i('C' II Hes, ""gulat.io ll H rf.'lating to sal" , 
" I, ' , USI' for j{l' iwral mat..rial on sp.curity in ve!'lli­

galioll s of ('m pl oyees, finge rprinting, II) cards, 

15-5 Credit Union 
dc. Cas!' fill' investigations on individual ('m ­
pJoyc, 's hy lIame. For name check procedures, 
S EE : SY 1(); fo r secu rity s urvey reports, 

15-6 Employee Welfare Fund SEE : SY 2- 2. 

15-7 Life Insurance 16-1 Penetration 

15-8 Grieva nces 
Use for att pmpts to comprom ise agcn(:y per­
sonnd, incl urling locals, by any meam; to 

Oth"r than appeals , 
ohtain se('u ri ty information, 

15-9 Dependent Educa tion 16-2 Clearances 

For a ssista nce to community schools abroarl 
Suh:i i ide by typf' , such as "Q", et.c, 

fill' ('(iucati:m of rl<'pendents of employees, 
!:';fo;E: EDU 9-5; for <,dul'at ional al\owancf's, 17 DIPLOMATIC TITLf. 8. RANK 
SEE : PER 11 - 3; for C',llIcat ional travel of 
d"I" ' ,,d,'n ls, SJ<; E : TnV out line. 18 POSITION DESCRIPTIONS. CLASSIFICATION. 

15-10 House Organs JII cludes joh slandartis. 

I'uhl ishN\ hy Ill' fill' ,'Ill ployf'cs. 19 PERSONAL STATUS 

15-11 Income Tax Of "lllployl'l's, s uch as marriag'!, divorce, or 
"lIwr name change, dependency status, elc . 

10'0'­ as,.,istance to employecs in preparing Exl'1llti ..s security inv{'stigation a nd clearance 
lax fll 1'111 S. o f intcndeo spouse, for which SEE: PER 16. 

15-12 Housi ng Services 20 EMPLOY EE MORALE 

Int"iud('s assignmcnt of staff housing and Othcr than th"t afff'Ctcd oy disciplinary actio ns 
ass istance in locating other housing. alld spee itic ,'mployC'€ grievances, for which 

:->EF.: PER 12 and PER 15-8, respect ively. 

15-13 Locator Services 

i nduti{'s home leave and next-of·~in url­
21 MiliTARY SERVICE STATUS 

,h'",;sf'::;, For mili tary h' :';ve, SEE : PE rt 8. -./ 
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PUBLIC RELATIONS 

Inltrudlons 

u~(' ror paper!! on ap:ency relat ions with the general public, including individual 
cit izenll and ' private groups. Included are rout ine requellt.s for information, praise 
or rritlcft'lrn of polklf'R Rrld proJ("rnms, lind pffortR to kf'PP thE' }luolir inform!'fl 
throujlh variou !< mass communications media , 

SgE: 	INFORMATION outline for USICA program ill general , including 
public information activities conducted for other Federal agenc ieH 
overseas. Also includes information activities with in a country 
and its use of information media to influence the opinions, atti-' 
tudes, behavior, etc" of enemy, neutral or friendly peopleR on a 
mass scale, 

CULTURE, MOTION PICTURES, PRESS & PUBLICATIONS, PR 

RA D 0 and TELEVISION outlines for efforts to promote in ­

terest in and understanding of American culture, policies and 

objective:! through specific media programH and s"r . es con ­

ducted by US-I-CA ' overReas, 


PR-PUBLIC RelATIONS 

GENE RAL POLICY. GUIDELINES. 8 RADIO & TV RelATIONS 

COORDINA TlON. 


IncludeI' rl'!ararlt'l!s, S ubdivide hy nump of lIet ­
US!' only for mater ial whi('h cannot be filed work and prog- ram if vulum" warrants, 
lIncirr Illor" ~prcific ~uhj(,(,t,; ill this outline. 

9 AUDIO-VISUALS 
2 GENERAL REPORTS & STATISTICS 

Use on lr for matf'ri al which cnll not hf, filed 9-1 Films. Filmstrips. Slides. Recordings, 

IInder mon' specific slIhjeets in this outli ne, 


9-2 	 Exhibits & Displays , 
3 IReserved for future usel 

Such as lohhy and window displays for pu blic' 
informati'ln, For those produ('ed or slHlIlso rpd4 (Reserved for future use) 
hyUSICA and Rinationul Centf'rs, SEF: : J':XH, 
outl ine.s INVITATIONS 

Othpr 	 than to sppnk IIdorp Ilongovprnmental 9-3 	 Photographs
J! "1111 \lH. for whkh Sl~F.: I'R fl . 

Except n'qll('st,s for, for whi('h SF.F. : PH I:\. 
6 NONGOVERNMENTAL LIAISON 

1 0 PUBLICATIONS:-:;:IIJ"livi<i(' hy tYVe of Jluhlic or private group 

"'ltl/ur nalllt' of organization if volume wa r rantf;. 
 Prepar('d for puuli(~ ' consumpt ion, Incluile's 

preparation (other than <,ditorial sf'rvi('es),
6-1 Speaker Servir.e c1ear a n(:(' amI distriuutinn. Suhdivi,le hy titlr 

of publication, such as "How Forf'ign Poli('y 
6-2 Community Relations is Made," "Departme nt of Stall' nulletin," 

"I~"reign Po l i (~y nrie fll, " d.c. For r"'IU<'st,; for 
6-3 Meetings & Conferences puhlications, SI~ F.: PR I :i; for "ditorial !<f'TV ­

icc,; and puhlications control, SEE : FSV 7. 

7 APPOINTMENTS. INTERVIEWS. 

11 PRESS RELATIONS
With p ri\' :tt" ind ividll als. Incl(l(lp~ IptlA' rs nC ill­


t.,.,d'l('tilln . A''l''II .g-t' alphahdirally hy name S uhdiv id(' hy nanw IIf 1I, 'ws l"'III'r, ,"ag-az ill" U" 

.. I' , ' isi lllr, F .. .. I""'~I' intl'rvi,' '''s. Sj<:I~ : PH 11-:1. p rcsl'< !;(','vie!' if volum,' warr:lI.ts , 
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PR-PUBLIC lELA liONS 

11-1 Accreditation 

Subdivide by name of corredpondent if vol­
lime warrants_ 

11-2 Press I.Wliasel 

Subdivide by IWUll'ce Ilnd an'ange chronologi­
cally or numerically if volume warrants. 

11-3 Pre., Confer.ricCis. Inttin.'iewi, 

Include!! guidances prepared for use at con­
ferences or in interviews. SuOdivide by type 
(e.g., P residential, Secretary's, etc.) or name 
of person if volume warrants. 

11-4 Specl.ul EV8nh Coverage 

Inrl uol'H arrangements {<If' cover.. ge. Sub­
cl iviri .. hy name of event If volume warrantH, 

12 SPEECHES 

IIlCluc\(,lI muterial for Ullt' in s\lC!eche~, c\(,llr­
anr('!! ami {"opit'~ of speech!'!!, a r rangement!! for 
spc£'l'ht's, and requests Crom governmental 
sourct's for speeches. Subdivide by name of 
speaker and arrange by dllte, An extra copy 
may bt" llIed subjectively if desired, 

12-i Speech Clearance 

13 PUBLIC OPINION & INQUIRIES 

Included requests for information, publications, 

photos, etc.; criticisms, complaints, and com­

mendations; anonymou8, crank and begging 

lettel':3; polls and Burveys, etc. Arrange by - ,

name of individual or orga nization if volume 

w,llrrants. 


13-1 PeTitions" Resolutions 

13-2 'oils & Surveys 

14 YOU S 

Agel\(:Y tllllrs fur the genr.ral publ ic, including 

VOA L(>('t()ur!!. 
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PROCUREMENT & CONTRACTING 

Instructions 

Use for papers on (A) policy and procedures about thp procurement of property, 

:!upp\ip:;I, equipment, and services, and (B ) actual contract documents, when refer­

ence services require that :;Iuch documents be maintained together as a master 

contract file. 


In offices whe re operating needs makt- it desirable that a copy of con tract docu­

ments be made a part of the file on t hf' property or service procured (e .g., a specific 

building, talent vendor, I MG program), this should be done, under the appropriate 

Hubject outline. 


SEE: 	EQUIPMENT, SUPPLIES & SE RVICES outline for utilization, 
main tenance, disposi tion, etc., of agency equipment and suppl ies . 

COlltrad files . Certificates of award, negot.iations, contract, amen dments, bidders 
ma(/ in g- list ,and ot her contracti ng tran sactions which relatr to a spec ific contract PRe · 
may be filed a nd maintained as a uni t (case fi led ) by the name of the con tr;lctor, 
numbl'\' of the contract, name of a post,or other method as app rop riate t ' ; 1 office 

involved. The file folde r labe\(s) for such files should show the name~' nu'mber,-or 

otht'riden tification following the prima ry subject file symbol PRe. 


PRC-PROCUREMENT & CONTRACTING 

GENERAL POLICY . PLANS. GUIDELINES. 5 LAWS. REGULATIONS. PROCEDURES. 

'­ Use fot' material too general in nature to be filed 
under more specific subjects in this outline. 

1-1 Autho rizations 

Includes delegations and redelegations of au­
thority. 

1-2 Approva ls & Clearances 

2 GENERAL REPORTS & STATISTICS 

Use for materia l too general in nature to be filed 
under more specific subjects in this outline. In­
cludes reports to other agencies. 

2-1 Status Reports 

3 ORGANIZATIONS & CONFERENCES 

Use for mnterial too gtmeral in nature to be filed 
unde r more specific subjects in this outli ne. SuO­
d ivide by name of organization, and name, date, 
nnd location of confe rence, if volume warrants. 

4 CONTRACTS & AGREEMENTS 
Suhdivi.\e by type, such as license agreements, 
rights a~reements, loan agl'('('ments, open-end, 
"ental , leuse, other agency, etc. Do not use fo r 
COil tJ'nel Cll ll<' files. 

Use for materials too general in nature to be 
filed uncl eI' a more specific subject in thi s outline. 
Subt:·'.i ue by agency or public law title if volume 
wa n ants. Includes Federal procurement regu la­
tions, procurement memoranda, and instructional 
memoranda. 

6 SUPPLIERS & CONTRACTORS 

6-1 Bidders Mailing Lists 

6-2 Ineligible 

6-3 Contractor Data 

6-4 Catalogs 

7 INVITATIONS, BIDS & AWARDS 

7-1 Request for Proposals 

7-2 Negotiations 

7-3 Renegotiations 

7-4 Specifications & Bids 

7-5 Reports & Data 

8 BONDS 

Includes bid bonds, pe rformance bonds, deposits,
4-1 Clauses. Formats . Forms . sureti('s list, et(·. 
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PRC-PROCUREMENT & CONTRACTING 

9 PURCHASE ORDERS 

10 JOB ORDERS 

11 REQUISITIONS 

12 TERMINATION 

Includes defaults. 

12-1 Procedures 

12-2 Completion 

12-3 Cancellation 

13 CLAIMS, PROTESTS & SETTLEMENTS 

13- 1 Comptroller General 

13-2 Board of Contract Appeals 

13-3 Other 

14 EXTENSIONS 

15 DISCOUNTS 

16 TAXES 

17 FINDINGS & DETERMINATIONS 

11- 1 Standardization 

18 INSPECTION & ACCEPTANCE 

19 GOVERNMENT FURNISH ED EQUIPMENT 

20 CONTRACT REVIEWS & AUDITS 

20-1 Agency 

20-2 General Accounting OMea 

TL- 212D (8 -27 -79) 




RECORDS CLASSIFICATION HANDBOOK 	 SHW (p. I) 

, 

SHIPPING & WAREHOUSING 

Instrudlon, / 
Use for papers pertaining to the shipping and storage of equipment, supplies, 
programs materials and personnel household effects. 

Shipping Transactions. Shipping notices, receipts, packing orders, etc. which 
re-Iate to a specific shipment may be filed and maintained as a uni t (case fiied) by 
the name of a post, type of material shipped, number of Hhipment, or other method 
:ts appropriate to the forwarding office involved. The fi le fo lder labcl {!'\) for such 
files !lhould show the post, number or other identification following th ,~ r rimary 
~ubject file symbol SHW. 

SHW-SHIPPING & WAREHOUSING 

GENERAL POLICY. PLANS. COORDINATION 12 LOADING & UNLOADING 
Use for material too general in nature to be filed Includes pier charges, demurrage, etc. 
under more specific subjects in this outline. In­
dudes inter-agency relations a nd coordination. 13 RECEIPTS & INVOICES 

Suhdivid(' by type of carrier or vf!ndor. 
2 	 GENERAL REPORTS & STATISTICS 

Use for matcrial too gcneral in nature to be fi led 14 BILLS OF LADING SHW 
under more specific subjects in this outline. Sub­ Includes airway, ocean frei ght a no Gove r n­divide 	 by report title if vol ume warrants. ment Bills or Lading. U,:;e for t; ' '"" !ra ma t,.(·r ." j 

only, !!o~ individual bills of lading.
3 CONFERENCES 


15 SHIPPING ORDERS
4 	 DESPATCH AGENCIES (U.S.! 
Subdivide by post, area or number.

Subdivide by location if volume warrants. 
.' . '~ I 

16 	 LOSSES, DAMAGES & SHORTAGES5 	 LAWS 10 REGULATIONS 

Include local laws and regulations. 
 16-1 Claims 

6 	 CARRIERS 16-2 Tracing
Subdivide by type, air, t ruck and by carrier 

name thereunder, if volume warrants. 
 17 	 CUSTOMS 

Includes eXJlort-i mport declarations.6-1 	 Ra tes & Charge. 

Slibdivide by type and/or name of carrier. 
 17-1 Custom Duties & Fees 

6-2 Routes & Schedule. 18 	 DELAYS
Subdivide by type and/or name of carrier. 

18-1 Labor Matters7 	 INSTRUCTIONS & PROCEDURES 
Their effect on Government shipping. 

7-1 Shipping Instructions & Procedures 
19 	 PORTS OF ENTRYInt"ludell methods of shipment, such a8 resi­

dCII('c-to-residence, etc. I ncludes port charges. Subdivide by location if 
volume warrants. 

8 INSURANCE 
Subdivide by type or name of company. 20 FREIGHT FORWARDERS 

Subdivide by name and thereunder by ftRCaI 
9 DRAYAGE year if volume warrants. 

Subclivide by name of carrier. 
20-1 General Policy 

10 SHIPPING NOTICE TO FIELD 
20-2 Reports & Statl.tics 

11 PACKING. LABELING. MARKING. 
•lndudt'!' tnt'thods, rates and instruetions. 20-3 Complaints 

11-1 Packing Lists 	 20...4 Contracts 

--- - -- ----,­
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, SECURITY 

Inltrudlons 

Use only for papers of a general nature on the development, coord ination and 
administration of security policies and programs. These will be concerned 
primarily with the Agency, overseas posts and other Federal agencies, but may 
also include liaison with security and law-enforcement agencies of other nations. 

SEE : 	BUILDINGS & GROUNDS outline for material relating to phys­
ical and technical security. 

COMMUNICATIONS & RECORDS outline for procedural liecu­
rity (e.g., handling, control,and downgrading of classified records 
and information) , cryptog'raphic security, etc. 

EMERGENCY PLANNING outline for ~ecurity U!lP!!cts of emer­
gency and evacuation (E & E ), emergency n 'locat ioll , and vital 
records IlJ·ograms. 

PAgSPORTR & CITIZENSHIP outline for passport securi ty. 

PERSONNEL outline for personnel security. 

SY-SECURITY 	 Sy 
GENERAL POLICY. PLANS. COORDINATION. 6 SECURITY OFFICERS 

Includes coordination of program with other Use for designations, re lations with, lists ai , .::te. 
agencies. For TS control officers, SEE: CR 1~2. 

6-1 	 Regional1-1 SY Instructions 

6-2 ~ ,
1-2 RSS Instructions 


6-3 Unit 

1-3 POlt Instructions 


7 VISITS 

2 GENERAL REPORTS & STATISTICS 
 Us e for gen eral material on visits o f secu rity 


officials and other individuals relati ng to security 

2-1 Monthly Status Reports rn a (ers. For reports on security surveys, -SE E : 


SY 2- 2 

2-2 Security Survey Reports 
8 VIOLATIONS

Arrange by name of post a ncl thereunder 
Use only for regulat iom; and procedures govern ­by facility if volume warrantR. 
ing violations, overall reports, etc. 

J ORGANIZAnONS & CONFERENCES 9 (Reserved for future use' 
Inc\tui!,R ~ecurity requirement!l of international 

organizations, such as NATO, SEATO, UN, ct.'. 10 NAME CHECKS 

Subdivide by name if vol ume warrants. For 
 Us\" for general materials inclucling regulations
Attorney General's list of organizations, SEE: ancl procedure); govel'ning chl!cks on name of
SY 14-4; for lists of local organizations, SEE : individuals for security purposes and statistical
SY 14-5. report!l thereon. . 

4 AGREEMENTS 	 11 CRANKS 
Use for material not warranting individual 

5 LAWS 	 & REGULATIONS case filing. For crank letters not requiring 
Use for material which cannot be filed und!'r investigation, SEE: PR 13. 

one of the more specific subjects in this outline. 

Subdivide by source if volume warrants. For 12 THEFTS 

inv('stigative procedures, SEE : SY 14. Use for material not warranting individual 

case filing. 
- ---------- - --------------.----_. 
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SY-SECURITY 

13 RIOTS & DEMONSTRATIONS 1~ Attomey General's List 

U!le only for role of security officers. SEE: 
14-5 List of Local OrganizationsPOL 23-8 for political aspects. 

15 INDUSTRIAL SECURITY14 INVESTIGATIVE PROCEDURES 
Use for program to obtain security clearancesUlle ollly for material of a Fneral procedural 
of industrial, educational and other facilitieRnnture thnt cannot \:)(' filed under specific se­
and personnel. In some cases these facilities I'llri ly prOKrall1!l (e.K., peJ'llOnnel security, for 
and services are contractual in nature; inwh ich SEE: PER 16; passport security, for 
others educational institutions have beenwhich SEE: PPT 10, etc.) . 
granted custody of Agency classi fier! records 
for research purposes. Includes the procedures

14-1 Local Procedures for the releaRe and use of classified infonna­
tion by these facilities. Case file papers on 

14-2 Sources of Information individual companies or institutions by name. 

14-3 General Certification Standards 

..... ~~----.----:----:---=--------------
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-- ._---- -----------------------------------------------------­

TRAVEL,-. 

Inltructionl 

Use for papers pertaining to policies, regulations, and procedures regarding the 
travel of personnel on official business and the travel of t hei r dependents. 

SEE: 	SHIPPING AND WAREHOUSING outline for the shipping of 
supplies and equipment, household effects, and other items includ ­
inJl' Jl'overnment ownt'd vt'hiclt'R, 

VEHICLES outline for acquisition, maintenance, use, etc., of 
Jl'overnment-owned vehicles. 

LEGISLATIVE & LEGAL AFFAIRS outline for trip!! hy Mem­
berR of ConJl'ress (CODELS ). 

Use also for p11I)('rR on the trawl of specific individuah; and ~rou ps , This includdl 
not. only emploYl'eN and thei r dependen ts, but. also the visibi, t.ou rs, and t - ips of 
other individuals and groups in publ ic or privat.e life, except Member" of Congress, 
wht'l'l' the main emphasis is on trav!.'l arrangements. File alphabetically by na me 
under the primary subject TRAVEL. However, in offices where the purpose of a 
visit or mission is of most sign ificance, paperli about visits and missions should he 
fi led under the appropriate subject outline (e.g., POLITICAL AFFAIRS & RELA­
TIONS, TRADE P ROMOTION & ASSISTANCE, DEFENSE AFFAIRS, etc.) . TRV 

..... \ TRV-TRAVEL 

GENERAL POLICY. PLANS. COORDINATION 6-2 Routes & Schedules 

Use only for material too general to be filed 
undE' r mol'l' specific subject in outline. Includes 6-3 Use of American and Foreign Corriers 
inter-agency relations and coordination. Use for general policy and regulations. 

2 GENERAL REPORTS & STATISTICS 7 TRAVELER INSURANCE 
tTl'l' tlllly fOT material too gencral to be tiled 
[llIlll'I' 11101'1' specifk Ruhjl'd in outline. Includcs 8 TRAVEL ALLOWANCES 
"tat.i!!t.i<-nl rE'portR, DA weekly SITREPS, etc. Incl udes per ,Iicm and mileage rates, tTavel ad­

vances, etc. 
3 CONFERENCES 

9 TRAVEL AUTHORIZATIONS 
4 (Relerved for Future Usel Incl udes requeKts for. Use only for general ma­

terial of a Tegulatory or procedural nature. 
5 LAWS & REGULATIONS Those fOT Rpecific travelers should be filed in 

their t ravel foldp.rli.
IncludE'S lo('al lawR. regulations, and procedural 

handhook,;, 


10 TRAVEL PRIORITIES 

6 CARRIERS 
11 TRAVEL VOUCHERS 

SlIhdivitll' by type and/or namE! if volume war­ URP. for procedures 1'C pTE!paration and submil<­
,·ant.l'. Nilln. For aecounting aspect, SEE: ACC 17 and 

20 . 
6-1 Rates. Farel. 

12 LOCAL TRANSPORTATIONlJ ~I' fOl' 1!"1'1ll'ral info1'1l1:ltitln only. For frdght 
,'atl'>I :11111 tari fr" tin houl<t'holtl and IlI'TRonal I nclud!'!! U$" of taxis, tokens, etc. For motor 
",rl·l·t". HEI';: ~IIW tlutlinl'. pool, srn; : VEH ] 2 . 

.. _ 	--.----~...- -'- -''''''---''--- ---_ .- - ._ . .. --_.__._----­
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TRV-TRAVEL 

12-1 Use of Private Vehicle 15-1 Acknowledgemo1 nts. Commendations. 

13 

14 

15 

PASSPORT. IMMUNIZATIONS. 

Requir ed by official traveler!!. Include!! visas. 

(Re§erved for future ule) 

ASSISTANCE TO TRAVELERS 

U~I' (or general materia l only. F ile papers re­
lating to specific individuals under TRV by 
11aml' . 

15-2 

15-3 

15-4 

15-5 

15-6 

Customs, Hea lth & Immigration 

Gov'rnment Trdnlportatlon Rtquethl 

Itineraries & Reservations 

limousine Service 

Meetings Travelers 

TL-212D (8-27-79) 


1_­



RECORDS CLASSIFICATION HANDBOOK VEH (p, I) 

VEHICLES 

Inltructlons 

Use for pape rs on th e a cquisition , use, ma intenance, invento ry , and disposition 
of Government-owned automobiles , truck s , a ircraft, boats , and other vehicles, 

Ca s e file s on individual vehicles may be esta blished as required, 

VEH-VEHICLES 

GENERAL POLICY 11 ASSIGNMENT & USE 

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

11-1 Credit Cords 
3 ACCIDENTS 

For l' lai llls of inj urf'd employees, SEE : PER 11-2 Inspection 
1·1-1 2. 

11-3 Dispatching & Scheduling 
4 LOSS & THEFT 

11-4 Drivers' Licenses 
5 LAWS & REGULATIONS 

11-5 License Plates 
6 ACQUISITION , REPLACEMENT, 

11-6 Operators' Permits I n('iucif' s purchase, t itles, rental , etc. 

VEH12 MOTOR POOL. CHAUFFEURS.7 INSURANCE 

13 SAFE DRIVING AWARDS8 (Reserved for future use' 

14 (Reserved for future usel 9 MARKING & IDENTIFICATION 

15 DISPOSITION10 MAINTENANCE & REPAIR 
Includes sa lt" transfer, f'tc' .Incl udes pa r ts (e.g., t i res, tubes, etc. ) and 


monthl y gasoli ne usage. 
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BKS 
BOOKS 

Instructions 

Use for materials on Agency book activities and products in carrying out cultural 
and information programs, and for other book activities not provided for else­
where in this Handbook. 

SEE: CULTURE outline for paperil on the preRentation of books. 

LIBRARIES & CENTERS outline for papers on holdings & col­

lections of those inRtitutionfl. 


Book Programs or Specific Books. Papers concerning a specific book program or 
titled book may be filed and maintaint'd ail a unit (case filed). The file folder (s) 
for such files should show the title of t.he book program or book followin g the 
primary Rymbol BKS. The case file on a particular titled book or book program 
can be subdiv ided, if volume warrants, by using the subject breakdowns provided 
in this outline, 

BKS-BOOKS 

GENERAL POLICY. PLANS. GUIDELINES. 7 VISITS, TOURS. 

URe only for gene)'al materials that cannot hi' 
 Do 	not use for routine travel anangements, forfileo unoer a more specific subject elsewhere in which SE E : TRV outline. Subdivide by name ofthis 	outline. visitol' if volume wanants. 

1-1 DailV Guidance 
8 	 EFFECTIVENESS 

1-2 Proposals. Suggestions. Ideas. 
8-1 Reaction Reports 

2 	 GENERAL REPORTS & STATISTICS Includes readership reports ane! surveys, 
U:=;e only for materials too general in nature reaoer mail , complaints, criticisms, etc. 
10 he fileo IInoer a more specifie subject else­
whl'rc ill thiR outline. Suhoivide by title of re­ 8-2 Effectiveness Reports
p",'1 if volume WaITUllt:=;. 

9 	 PROMOTION & PUBLICITY3 	 ORGANIZA TlONS & CONFERENCES 
{lsI' (,Ir materials too general in natuTI' to he I ncluocs advertising, autographing sessions, 

fill'd IIlllln a more :;pecifir l<ubj('ct elRI'whc rc exhibits, etr, 

ill Ihi:- (lutlill(" 


9-1 Book Exhibits 
4 	 AGREEMENTS. CONTRACTS, GRANTS. 

9-2 Newsletters
5 	 LAWS. REGULATIONS. PROCEDURES . 

URe only for materials too general in nature 
10 CENSORSHIPto he filed unoer a more specific sUbjectel:;e­


wh('I'e in thi s outline, 


11 RESEARCH. STUDIES. 
6 PUBLISHERS. DEALERS. AGENTS. 

Other than effectiveness and reaction studies 
Subrlivioe by name if volume warrants. and 	reports on books for which SEE: BKS 8. 
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8KS-800KS 
y 

12 RIGHTS. CLEARANCES. 16 REVIEW. APPRAISAl. SELECTION. 

IlIcludeH t'opyril{hts, serialization rightH, lan­ For )jilts of recommended or approved books, 
guage rights, reprint rights, clearances, etc. SEE: BKS 18. 

13 DISTRIBUTION. SALE. LOAN. 17 MANUSCRIPTS 

13-1 Mailing Lists 17-1 Preparation . Adaptation. 

Irw\udes requests for additions and deletions 
rncludes translation. 

to list.. 
17-2 Reports 

13-2 Sales Reports 
17-3 Review 

14 BOOK ORDERS & REQUESTS 18 LISTS. CATALOGS. BIBLIOGRAPHIES. 
Other than 
BKS 13- J. 

mailing lists foJ' which SEE: Subdivide by book subject category, organiza­
tion, firm, etc. as volume warrants. Includes 
recommended book lists, special book lists, 

lS CREDITS. ATTRIBUTION. approved book lists, priority book lists, etc. 

-------------- ------_. ---­
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CULTURE 	 CUL 

In.INdlon. 

U~!l' for papers dealing with the use of cultural prOKrams to explain a nation'N 
cultural objectives and policies to its own and foreign peoples; the inherited cul­
turf', cultural property and institutions of a nation; its cultural development and 
conflicts; fine arts, amusements, sports, hobbies, etc., and the cultural presenta­
tions programs. 

SEE: 	EDUCATIONAL & CULTURAL EXCHANGE outline for mat­
ters relating to the exchange of perSOIH! other than those involved 
in thl.' cultural presentations program. 

EXHIBITS outline for materials on these cultural activities. 

CUL-CULTURE 

POLICY. PLANS. 6 	 COMMEMORATIVE Cf.lESRA TlONS. 

HOLIDAYS. 


U~ only for material which is so broad in con­

tRnt that it cannot be filed under one of thE'! mOTe Use for national and local com memora ti \'(' (' ei~­


specific suhjects in this outline. hrations and holidays, excluding , . . :SP invo! g 

diplomatic representation and social junctions 
(e.g., independence day anniver sll ry celebra­2 REPORTS & STATISTICS 
tions) , for which SEE: POL 17-4; fo r i,l :'* ,Ii 


Use only for material which cannot be filed 
 independence day celehrationll, SEE : POL 16. 

under one of the more specific subjects in t his 
 For Christmas and New Year gTectings, SF,E: 

outline . Includes surwys and studies of cultural 
 POL 17-4. 

life of a nation, cultural conflicts, etc. 


7 VISITS 
3 ORGANIZATIONS & CONfERENCES 

Of cultural grouJl~ or indivill uals other than 
Us(' (lilly for material which ('annot lx' filed th()~(' under the ed u(~alit)llal ('xchang" or cul­

Illuler one of th(' mllr.' Npcdfic subjectll ill this 
 tural p r"sentations prog'ram, for which fiRE: 

outline. Includes cultural allpeds of UNRSCO 
 I,;n x oullinll or CUI, Hi, r«!sl){!l'tiv~ly . For 

anti relations with cultural inlltitutions ntlt per ­
 vis its of journaliRts, SET<;: 1'6-1. 

taining to exrhange program j confercncel! of 

Cul tu ral Affairll Offic('rs. Subdivide by name of 
 8 FAIRS. EXPOSITIONS.
organization , and by n:IIIll', date, anfl 1000ution 
of conferf'llce if volume warrants. 	 Indudl's World Fairs and }<';xJlositions. Suh­


divide by namf' and location jf volume warrants. 

For agricu ltu ral , science, trade, and hook fairs ,
4 AGREEMENTS 
SEE: AGR, SCI, TP, and BKS outlines, 

tTf<(' for ll1:lterinl which ('Illlnot be filed under rl'f' pectively . For materials on the preparation

OIH' of till' more I!pecific lIuhjects in this outli ne. 
 and usc of exhih it.'1 in connection with fnirs and 

"'or eXI'hang-I' of persoll!' and g'rant agr!'cments, 
 eXJl()sitions. SEE: EX H IHITS outline. 
~F,F, : 	 EIlX outline ; for Jluhli ..atiollll exchang{' 
:\g'r.'('m('nt~. SET<;: PB -1; for information t'x­

9 MATERIALS PRESENTATlO~ ..hang-'· agrl','nll'lIt~. :-:;F,F,: INF -1. 
lndudes formal and informal Jlrcsf!nlatiorr of 

SLAWS & REGULATIONS matf'rials t.o univf'rsitif's, lihrarif$, "':lflf!rs and 
org-ani7.ation!', an ti tlistr ihutiflll flf matflrials hy

l's.' ror Illal""'ial whi"h ..annot ~ 1\1(111 ulldl'r US icA·. SulHlividf' hy SOUrf'f! or tYIHl as nT'pro­"'II' tlf till' ""',.... !'pl'('ific !'uhjl'('ts ill thi~ 0\1 Ui",'. Ilriab'. 
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CUL-CULTURE 

9-1 	 Policy. Plans. Guidelines. 

9-2 Reports " Statistics 

9-3 Program Effectivenen 

9-4 (Reserved for future USE!t 

9-5 Promotion & Publicity 

9-6 Books. Publicatic.ns. 

9- 7 Periodical Subscription! 
Exrept for ret urned grantees, for which 
SEE: EDX 29-4. 

9-8 	 Other Materials 
Incl udinlr maps, flags, gloht>s and audio-visual 
ma t.e rial::; .• 

10 CULTURAL PROPERTY. HISTORY. 

10-1 Protection & Preservation . Restitution . 
rnduo(,::1 rt>1<toration . 

10-2 Me,nlHiCils ~ Monuments 
f'or military remeteries, SEE: DEF 6-10; 
for ot her crmeteries, SEE: SOC 16. For 
lIl (,lllorial Presidential libraries, SEE : LIB 
IlUtli lle . 

10-3 Museums. Galleri9s . 
F or art t>xhibit.8 sponso'red by US ie•. , SEE: 
E X H outline. 

10-4 (Reserved for future use' 

10-..5 Publ it Records. Archiv •• • 
Other tha n those of p,g!'n{'y, (or which SEE: 
\~n Ilu tlinl', 

10-clt 	 Parks & Reservations 

11 (Reserved for future \n e' 

12 LECTURE PROGRAM 

11l('l ud, 's tl iHCIIRSio ll ~rou ll" , ('tt', "'or lecturl':< 
ulu!€' r till' t l , 5l, 1111(\ 1,'or(';gl1 P r ofeSRor Pro­
~raIllS, SE ,.;: EDX I,. !lnd !!l. respectivdy, 

13 FINE AftTS 
tl!lP {Ol' fin !' arts of ;l l'Ol,n t.ry not fei n tt><1 tl> 
\'u ltu ra l II I·psent ation'i,lr"gram, (01' wl'lich 
SEE: CU L Hi, SubdividL hy t Yl;e! w,lumc 
warr ants. For \'(lpyright.s, BEf' : iNCO 11--3; 
ror mus il' , S E E: CUL 14. 

13- 1 	 Theater, Dance. Dramatic Arts. 

Includes ballet, comedy, puppetry. For radio, 
TV and motion picture forms of dra mat k 
art, SEE: medta outli nes. 

13-2 	 Painting . Drawing. Sculpt"re. 

13-3 	 Literature. Poetry. 

Use for all forms of literary arts. III('lutle~ 
P ulitzer Prize and other awards, 

13-4 	 Archilecture 

13-5 	 Handicrafts 

For handicraft indust~y, fiEF;: INCO (AL), 

14 MUSH: 

, I ncltulcs arrangeml'llts made ur servicp.!-: pro­
vi tl l'd by usrc~ for mw;ic pl"ogrllms. 

14-1 	 Policy, Plans, Guidelines. 

I lId lHI"s Music Advisory Pan('1. 

t 4-2 	 Reports & StatistiC!! 

I neludes utilization r-eports. 

14-3 	 Program Effectiveness 

14-4 	 Musical Equipsnent & Supplies 

Except recordings and seores t for which 
SEE : CUL 14-6 and 14- 7, respectively. 

14-5 	 Musical Performances 
Includcr;. co-sponsored events which U)lo; 

l"ented, l(J~merl or donated mater iels, !"or 
mu~ir.lll jledorma n<:es under <:ult nt,'! Jllre8en­
tllti Vl'~ prOiv.m., SEE : eel ·Hi, 

'j 4-6 	 RecordinGs 
IIs(' for ('om m('rrlal I'ccordinJr.! ("I' both 
1l1llHi c 01 11(1 It'durf' programR. JlIdlld~ rr.­
'lU('sts, 

14-7 	 Scores 

'nd uell'l< hot h l' uhIiRh(~d and un llUlllish"" 
!lCUI'I'S Ulltl rf'quI 'Kts for fUlmr., 

14-8 	 Festivals 
IneludeR eom petitioll, For film fr.llt ivll lH, 
REF:: MV..~" 

14-9 	 il~lTltal'& Pufcm·~·.cn(e (tights 
fn(,j,-d{'s .:()H(~) (,~l ': l S(Or'fP,"; at d HlfJ trumcr.ua.l 
) ,ar{(;' 

http:l'Ol,nt.ry
http:Publicatic.ns


CUL (p. 3)RECORDS CLASSIFICATION HANDBOOK 
-- -------------- - ._ -- -._._- ­

CUL.-CULTURE 

16-1 PolicY. Plans.14-1 0 Catalogs & lists 
Indude:- . ~o()rdinati .. n alld s upport hy th~ 

14-11 Music Background materials 1l1{1'IWiNI involv...1. 

1 n('\udl'!> materials on orchestras, musil' inns, 
16-2 Reports & Statisticscnmposcr~. performing artists. Suhriivide 

hy lIaOl(' if volu mc warrant !>. Ind udes type s of a tt ractio ns desi red; util i ­
zation of attractions, and overall reports 

15 AMUSEMENTS. SPORTS. HOBBIES . on cultural presentation s program. Also in_ 
cludes specifi c post requirements, advance­

For mov ies, TV, nulio, SE}t~: appropl'iall' trip, escort officer. a nd debriefing reports. 

IIll'dia nutli l1l's; for sporting events sp{)n~()rcd 

as cu ltural prc~entations, SEE: CUL 1Ii. 


16-3 Committees. Panels. Conferences. 

15-1 Olympic Games 


Tndutil's A.lvisory Com m itt('c 1)Il the Arts 
and pall(' l,.; of ('x pm·ts, im'lud ing ug-cnda an.1 

16 CULTURAL PRESENTATIONS minul.~s ' II' ITIL'(·tings of t hr.s(' ' ,rganizations. 
Sul .. livid .. by nam.· of (.( '111" ' ''I', panel, P.tc .• I I ..•. fo r g-" IH'ral malt ' rial 011 p rCl~ram to prl's(mt 


pI'l'fnI'lIlHIICI'S hy athletic , mllsil!, Ila Jl( ' t ~ ali<I 
 if VOlll1l1l' warrants. 

11"."It. ), g'rtlUp!>, ,.;ymphon y Ilr('\lI',.;tras, a lld in ­

dividual P(·I·rorllli ll~ a rtists. Cas.. 111(' lI1al... rial 

d .. a li ll ~ with sp('cifi<- attraction:- alphaht·ti t·ally 

lo y lIallll' .. f g'1'Ollp or artist. SU\lIlivi<lc hy type 

of I{rnUp if <l..!>i l·... 1. 


;-'\. 
" 

~~'.~«t;. 

. ':.: 

I 

'.' 
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', ­ ' EDUCATION- EDU 
InstrUdions 

USt' for paperll relating to types of education and educational institutions, educa­
tional doctrine, levels and trendll ; languaj{e training; and Communist activities 
in the educational field. 

gEE: 	EDUCATIONAL & CULTURAL EXCHANGE outline for mat­
ters relating to the exchange of students, teachers, professors, etc. 

EDU-EDUCATION 

POLICY. PLANS. 9 	 EDUCATIONAL SYSTEM. INSTITUTIONS. 

Suhllividl! by name of institution if volume
U::1!' only for material which is so broad in con­
warrant!'.Il'nt that it cannot be filed under 0111' of tht, 


mOT!' !;p('cifi(' subjects in this outline. 

9-1 Elementary 


2 REPORTS & STATISTICS 9-2 Secondary 

\1:;" for mat-t'rial which ('an nut be filed unrl l'T 

"n" of lIw 1I11>rl.' ~11t~cifi(' subjC('tf; in thi~ outline. 9-3 College & University 


Indudes s('holarships and fell owships and 
3 ORGANIZATIONS & CONFERENCES teacher training; for those in a spl!cific (" ,l d 

of study, use appropr iate ~ubjed; for th..s, · 
U"<' only for material which cannot be filed granted under the exchal\gl! program, SEE :
until' r 	 one of the morl' specific subjects in thi~ F.DX 	 outline. For college and university
outl ine . ,,!filiation program, SEE: EDX 2:1-1; for 

A m ..rica n and forei~n studie!; seminars, SEE : 
4 AGREEMENTS EDU 1:1. 

l lSt, only for material which cannot be filed 
9-4 	 Adult. Vocational.limier Olll' of the mort' specific suhjects ill thi:; 


outlill". For l'xchangt' of persons anti grant For laho r !'ducation. SF.E: LA B !I . 

agn't'nlf'lIts, S"~F. : EllX outline; for puhlica­

t.ioll~ t'xl'hallgl' agrecllwnt~, SEJo~: PH 1. 
 9-5 	 U.S.-Sponsored Schools Abroad 

USI' for fillallcial al<si"tanl'" ill estahlishing.
SLAWS & REGULATIONS ,'xp:tlldinl{, and maintaininl{ s UI' h s(·hools. For 

grall t.s to .. nahlC' foreign !'tudl'lIts 10 attl'm\1 Is,' only for mall'rial whi('h ('all not bt! filed 
"lid, s.. hools , SF.E : EIIX Ill.uI"I,',· on,' of \.I", 111 Ill'" spI"'i fic suhjlwts ill thi" 


oulli,,,' . 

10 ENGLISH LANGUAGE TRAINING 


6 COMMUNIST ACTIVITIES 	 l'l("lud('" ";nglish Lunguage Institut"s spon· 
snr.. d hy utiCA and English t<'al'hilll{ clII"luded

l ' ,,,' fill" t'lforls "f ('ommllllil<t. "Olllltl"ips \.11 I,y otlll'r '1J.~"II("i"s, ".g., AIll, 1'1':\"(' Corlls, I·t,·.
a('hi," '" Ilwir ohjt'l'tiv('s through ('xplo itation of SlIhdivid(' hy t.ype of program if vlllum,' war ­
,',III1·arion:.1 '·(,S"UI"(," ". I'H"lu<it's s(·holarships rants. "'01" English teaching clln.1tll·t, !r1 hy
olf .. r,'ol 	 10 ~'out.h of other ('ountries. disalrection U. S. professors ahroad, SJ<;E: EI'X I !'- :I; rur
nf Slid, l'tlll\€'ntl<, etl" . For etiucational exchanges lunguag<" truilling provided to forC'igll I{rantecos 
hl'tWl'l'n Communist ('ountril's anti the U.S.• and eX('hangr visitorl< in U. S., SJo;E: Jo:DX
:O;EE : 	 F.IIX outlin!'. 28-2. 

7 VISITS 	 10-1 General Policy. Plans. 
Of inoiiddllals or jrrOllps in till' erlucationul field 

,,\lll'r 111:111 th",,€, IIlIde'" tilt' ,'xchange projrram, 
 10-2 Reports & Stotislics 

fur whi..h ~EE : 1<:IlX outlint'. 


10-3 Organizations & Conferences 


8 LITERACY, ILLITERACY. Suhdivid.. hy II a Ill(' if volum .. warrants. 
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EDU-EDUCATlON 

10-4 Agreements. Contracts. 11 FOREIGN LANGUAGE STUDY AND 

TRAINING 


10-5 Teaching Materials & Equipment 
 1';X('l'pt languagl' tra ining for U. S. Guv't. per­
son'I/", fur which SEE: PElt 9.~tll"li\·id., lIy lypE" i r \'olllllle warrants. 

11-1 Teaching Materials10-6 English Teacher Seminars 

12 EDUCATIONAL MEDIA, TECHNIQUES.10-7 Visi ts 
lllcludcs general material on audiovisual aids, 

10-8 Effectiveness 	 radio and TV, textbooks, lecture material, etc. 

For us!' of educational media in specific train­

ing programs, SEE : EDU 10-5 and 11-1; for
10-9 Promotion & Publicity textbook program, SEE: BKS outline. 

10-10 Direct Teaching 13 SEMINARS. WORKSHOPS. 

If desirpd, file by specific subject matter fields.10-11 English Teaching By Radio, TV & 
I ncludes those in American and for eign studiesMotion Picture 
financed u'lIle!r PI, "SO. For English teacher 
Hl'llIinars SEI':: BDU 10-6. 

10-12 .. English Teaching Forum" 

US leA I"'od \I ("I'd magar.i Ill'. Fllr nonagency 

English t.1 ';l\'hing pcriodl('uls, SEE: EJ)U 

to · : .. 

10-13 English Testing Program 

.-./ 
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EDUCAnONAL & CULTURAl EXCHANGE 


Instructions 


Use for paper!! relating to the exchange of persom; prol(ram, both U. H. anct 
foreign, financed f rom public or private sources. Papers on individual granteeH 
and/ or visitors or specific- proiect s should be arranged alphabetically by name 
under the appropriate program. 

SEE: 	 EDUCATION outline fo r material on education and, edu­
cational institutions not ,involving exchanJ.{e of persons, 
and seminars and workshops in America and foreign 
~tudies financed by PL 480 fundR, ' 

CULTURE outline for material on fai.rs, mURic festivam, 
fine arts, and cultural IJI'cRentations proJ.{ram, 

Special 	Method of Arrangement: 

1. 	 By !lam" (If individual grant.t't'. viRitor. 

projpet. (Ill', . aH Ii (,lise file : 


:t, 	 Wht'll it iH dNlirahlt' to mai nt ain a II, Whl'lI it iH tlcH irahl(· to keep ind.i· 
:-;inl!i(' H(,J'il' s of J.{ra ntcc caH(> fileR by vidual l'aHI' fil('H t.()gethl'l' by sp('cifi(' 
nllnll' . I'l')!arrlless of prO)l'l'am : program : 

EDX 


, UX':L1-:RC. Alphonl!e 
to;l>X 10 Foreign Student 

GOULART. R..hert 
I.;oX 13 Foreign ProCessor 

IH F.TRICIf. Anton 
ImX 11 ,Teen-alter 

~:I)X t:I Jo'orl'ign ProfclIBor ~rupp• . !:ran~ 

~mx t:I I··..r.·hen Profelllmr Gr" Kbeck, nana . . -­

EDX 1:1 Forei~n Prnrcu(lr Ui .. trlch, Antnn 

EDX-EDUCATIONAl & CULTURAL EXCHANGE 

GENERAL POLICY. PLANS. COORDINATION. 

tlR(' fOl' program )llan l\i nlt.~nd cooroinlltion w ith 

F l'lkmi Ilf..."t'n('i('~, ::;nch m; SteA) AID, et(' .• !lllh­
tli\' itl ill j{ hy ag-PII.·y if volumr. warrants, 1·'Oj' 

"' ''rkillJ!:' fund all ol ,'eimhul'l«'mcllt agrc(!mc'n l 1' 

wit II ntiwr ,:tnvl'rnlllp.nt al,"t'Ilt'ieH, SEF.: EDX :l1. 

1-1 Country Program Plans. Allocations, 

1-2 Reprogramming 

2 	 GENERAL Rl!PORTS & STATISTICS 

liRe for overnll l'epol'tl; f)1I exchange p 'ogrltm 

which .·:tllllo t lle filprl mm'(' slle(' ifi<-ally elscwh(,I'(' 

ill this ""Uillt' , Suhtlivi<ie t:y t)'}le :mojor t itle if 
\'ohmlC' \\,:11'1':1 ntl' , 

2-1 Program h cluotion 

[ .ld u<il'S Ill'Oj'!cts to deteny.i ne effe(' t ivc,ol!!lS Clf 
""I'rall ('xchangc pl'ogram anI! rcpurt1' thorl'­
( n, R _I)(l)·tl' nn slle('ific prugrams may 1)(, file.1 
1H'l'e 01' unl it·I' uppropl'iat(! In'''~I'am l"'ading1' 
(Iqll!ml ill).l' U\IOI1 oOke lIel'dr;, 

2-2 Reports to Congress 

J. 	 ORGANIZATIONS & CONFERENCES 

l';XCel t Fl!deral agencies, (or which K(!c! EJJX I , 
ami thr. hoardR. (·ommittC(!K. commit;lIions. alll i 
foundations provided fur cl!'lr.where in t hill out­
linc, Includes cooJlerative Tf'lationshi (lK with 
public ami private organizatiom~. s uch as III!4ti­
utt! of Intl'l'nationlll Eflueation, coll()gclI an.1 

ull iver~iti!'s. ami inw.rnat'ionul organ izatirms, 
.'lIhdiv i,lc hy tYJ>1' amI/or I1rran~e alphahcticully 
hy name of Ilr~ani7.aLion if volum/! warrant.-;, 
Fllr in" itutill" affiliation program, S ': E: E'DX 
~:! ; fill' A'I':tllt :l~Tf'(!ments with "" fl p"rati ng IIr ' 

l{all j 'f.atiulI,', SI':E: EDX :H , 
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EDX-EDUCATlOr-lAL & CULTURAL EXCHANGE 

4 	 AGREEMENTS 

Inclurll's multi lateral and third country agree­
ments r~Jati nl{ to exchange program. For agree­
ments with binational foundations and commis­
sions, SEE EDX 6-4. F or grant agreements 
and contracts with cooperating agencies, SEE : 
EDX 31. Subdivide by country if volume war­
rants. 

5 	 LAWS & REGULATIONS 

Subdivide by speci fic bill or act, «'.g., Ful ­
hTight- H u)'~ Act) if volum(' WU Trant!l. 

6 	 BINATIONAL FOUNDATIONS. 
COMMISSIONS. 

Suhrl iv i<il' hy IInmt' if VOJUOl(, warrants. 

6-1 Meetings 

Ilwhlfll'~ agl'n<iu and minutl'!'. Arrang(' hy 
nlllllhl'r amI/or datf' . 

6-2 Reports 

Subdivide hy title if volume warrants. 

6-3 Membership 

6-4 Agreements 

7 BOARD OF FOREIGN SCHOLARSHIPS 

7-1 Meetings 

Includes agl'ndu and minute)'. Arrange by 
nllOlbl'r anci/or date. 

7-2 Reports 

S"hdh'i de hy title if volume warrantll. 

7-3 Program Analyses 

7-4 Documents 

A o'r: llll{" hy dO('ulI1(>nt 11 1I 1ll hl'r . 

8 ADVISORY COMMISSION ON INTERNATION­
AL EDUCATIONAL & CULTURAL AFFAIRS 

8-1 	 Meetings 

In<.'III<ll's :ll{l:'ndu and ll1inlltl'~. Arrangl' by 
lIumhl'r and/or riatl'. 

8-2 	 Reports . 

Suh,(j"idl' hy title if volume warrunts. 

8-3 	 Membership 

8-4 	 Documents 

Arrange by documents number. 

9 	 (Reserved for future use) 

10 	 FOREIGN STUDENT PROGRAM 

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

10-1 Policy. Plans. Guidelines. 

10-2 Reports & Statistics 

Includes program and fiReal reportll. 

10-3 Program Effectiveness. Follow-up. 

10-4 Grantee Services (Genera' 

10-5 U. S. Schools Abroad 
Use only for grants to enahlp. foreign stu­
dents to attend U .S.-silonsored schools 
abroad. Subdivide by name of school if 
volume warrants . 

10-6 Student Leader Seminars 

11 TEENAGER PROGRAM 
Includes general material on grants-in-aid to 
enable teenagers to travel and study abroad. 
Case file by llroject if volume warrants. 

11-1 Policy. Plans. Guidelines. 

11 - 2 Reports & Statistics 
Includes program and fiscal rcportl;. 

11-3 Program Effectivenels 

12 YOUTH PROGRAM 
lnd urlcs U. S. program to work with youth 
grouJlII abroad. 

12-1 Policy. Plans. Guidelines. 

12-2 Reports & Statistics 

12-3 Program Effectiveness 

13 	 FOREIGN PROFESSOR PROGRAM 
IncludP.!'; Icl'turc 'r and rcsear(:h sc:holar IITII­
gram. Papers Oil individual grantee,; mny t", 
filed h'~ re a lphatw.t.ically hy name. 

13-1 Policy. Plans. Guidelines. 
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RECORDS CLASSIFICATION HANDBOOK EDX (p. 3) 

EDX-EDUCATIONAl & CULTURA EXCHANGE 

13-2 Reports & Statistics 

Incluc\c'R program Ilnci fisc'al rf'l,ortR. 

13-3 Program Effectiveness. Follow-up. 

14 TEACHER DEVELOPMENT PROGRAM 

Program relates to training of foreign teachers 
in U. S. Papers on individual grantees may be 
case filed here alphabetically by name. 

14-1 Policy. Plans. Guidelines. 

14-2 Reports &Statistics 

14-3 Program Effectiveness. Follow-up. 

14-4 Special Projects. 

Suhdi\'idC' hy tYJlE' and / nr naml' if volumf' 
W:l rra nt~ . 

15 INTERNATIONAL VISITORS PRpGRAM 

Incluch's forpi g-n )t'udc'rs & I"pc·ciuIiRtll. PallerI' 
on in<liyiclual grantt'('s may hc' casC' fi)(·c1 h.·Tf' 
alphahC'til'ally by nanH' . For multinational 
1(,:l<iC'r projects, SEE : EDX 21; for voluntary 
Il'adC'rR yisi ti ng U.S., SEE: EDX 24. 

15-1 PolicV. Plans. Guidelines. 

15-2 Reports &Statistics 

Includes program and figcal reports. 

15-3 Program Effectiveness. Follow-up. 

15-4 Programming Services (Genera" 

16 (Reserved for future use' 

17 EDUCATIONAL TRAVEL PROGRAM 

IlIc·ItICI('~ prog-rall1 10 pI'm' idC' I{I·an ts . pl'imarily 
to youth (~II('h a~ ·1-11. noy S('olltR. I'td . fOl' 
t1':1\"'1 nltro"d fill' c·dtll·,,1 iOllal plll'pOSI'S fm' 
IlI'i"f I"'riod~ "r t inll'. 

17- 1 Policy. Plans . Guidelines. 

17-2 Reports & Statistics 

IIH·ItIC"·~ prng-ram and 1i~C'aJ rC'ports. 

17-3 Program Effectiveness . Follow-up. 

18 U.S. STUDENT PROGRAM 

MalC'r ial nn inciiviclual J!rantf'c'~ or Rp( ~cifk 
11I·".i, ·d~ Illay hc' ('011",' filc'd h('rp :i1phabd i"ally 
h~' 1I:\lIh'. 

18-1 Policy. Plans. Guidelines. 

18-2 Reports & Statistics 

IncludeR program ancl fisc:al r('Jlorl~ . 

18-3 Program Effectiveness. Follow-up. 

18-4 Grantee Services (Generall 

19 U.S. PROFESSOR PROGRAM 

Includes lecturer and research schola r pro­
gram. Material on individual grantees may he 
case filed h('rf' alphahf'tically hy namp. 

19-1 Policy. Plans. Guidelines. 

19-2 Reports & Statistics 
Tncludf's prOl!;ram and fiscal rf'ports. 

19-3 Prpgram Effectiveness. Follow-up. 

19-4 Inter-Country lectureships 

19-5 English language Teaching Program 
Use for English tC';whing C'o'HluC'tc'd hy 1I. S. 
professors abroad. For grantee Eng-lish 
language traininl{ program, SEE: EDX 
28-2; for all othf'r programs, SEE: EnU 10. 

20 TEACHER EXCHANGE PROGRAM 

Program involves both U. S. and forf'i~rn tl'a!'h­
ers. Material on indiviciual grantee!'; or spC!c:ifiC' 
projects may be case filed here alphahetiral1y 
by name. 

20-1 Policy. Plans. Guidelines. 

20-2 Reports & Statistics 
Incl1ld,'s program and fiS('al rC'ports. 

20-3 Program Effectiveness. Follow-up. 

20-4 Seminars. Workshops. 
For Ir. S. t..·:,,·lwrs "I,road . 

21 MULTINATIONAL FOREIGN SPECIALIST & 
lEADER PROJECTS 

Suhdivid,' by Rponsnr, type' and/or IIaml) or 
projc·,·t. 

21-1 Policy. Plans. Guidelines. 

21-2 Reports & Statistics 
InC'lud,'s I'ro~I'am and fi~"al ro'ports . 

21-3 Program Effectiveness. Follow-up. 
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RECORDS CLAS~:)I r! CAl ION IIAND1300KFOX 	 (p. 4) 

EDX-EDUCATlONAl & CULTURAL EXCHANGE 

22 	 U.S, SPECIALISTS 28-2 English Language Training 

1' :' Jl"I'~ "" illtlivitlunl ~rant('l's may h" cas<' filed 
28-3 Reception Cen terslH'n' :dplla),<'1 il':t1ly l,y ImnH' , 

SII\)llivid.· hy natlll' alld i<)('atioll or (·pnlr'r. 

22-1 Policy, Plans, Guidelines. 
28-4 Hospita lity Arrangem ents 

22-2 Reports & Statistics 
28- 5 Travel Arrangements

lIlCllldi'" pl'ol!l':Im :Inn fiscal !'C )l0l'ts, 

Includes urTival and ril'pa r tlll'c li"t". 


22-3 Program Effectiveness, Follow-up, 
28-6 Interpreter/ Escort Services 

23 	 INSTITUTION AFFILIATION PROGRAM 
28-7 Grantee Insurance 


IlIcllld,'~ privall' int"l'chan~(' "r hook". dc,. 1,.· ­
1"·" ,' 11 il1s1 ilulio11!<, Casl' fil(, hy IW11W or insti ­

28-8 Terminal Conference. Debriefing.111 11"" if \,,,1111111' warrant><. 

23-1 Colleges 8. Universities 	 29 FOLLOW - UP PROGRAM 

23-2 State Organizations 	 29-1 Grantee Biographic Qota 

24 	 VOLUNTARY VISITORS FROM ABROAD 29-2 Grantee Al umni Organizations. 

US!' 1\)1 I!l'nNal material on pr()~ralll, Casc fill! 

J,~' 11:1 11 I!' o f vi"i to r ulIII!'r country, 29-3 University Alumni Organizations 


24·-1 Policy, Plans. 	 29-4 Public:oti"ns 

Incl udes mag!1zilll' suhscriptions for r!'turncd 
24-2 Reports & Statistics g'rantp,'s . 

24-3 Facilitotive Services (General) 	 29-5 Speaker's Bureau 

Includes al'rangpnll~nts r,"· ~p('c('h!'s to ant! 
25 U,S. VISITORS ABOARD hy n-tu rll"d )!;I':l lll. ·.·s. 

I 'SI' for .>:·' ·"<'l'al malerial 1111 "1'1Ig'I·am. Ca~(' ril<' 

hy 11:'1111 ' .. r \'i",ilor ul1d"I' "'Hl1Ilry . 30 NON-RETURN OF GRANTEES 


25-1 Policy , Guidelines. 31 	 GRANT AGREl:M ENTS CONTRACTS. 
11:;.· o r g" l'ant a)!;r""Ill<'lIls wit '1 "()(J)Jpratin ~ 

25-2 Reports & Statistics . ag'('nci( 's ;1Il t! o r)!;an izat iolls and oUlI'r gov(~ rn · 


tll<'lIt ag"II('il's a nd ('011 tracts for scrvi('(~s . Sub­

25-3 Facilitative Services (Generall divid!' hy tY (l" and arrallge 11I"r(·u llIl .. r hy 


"ollll'Ul't lIum),('r on a 1is(,:II-y(~ar hasis. 


25- 4 Programming Services (Generall 
31-1 General Policy. Guidelines . 

26 fReserved fo r future use ) 

31-2 Reports & Stotistics 


27 EAST-WEST CENTER (HAWAIII 

31-3 Contract Audit 


28 PROGRAMMING 8. FACILITATIVE SERVICES 

31-4 Laws & Regulation s 


I I" , 1'''1' ",, ·, 11 ' 1' :11 I1la ll 'l'i:" o ll ly . I'ap.·r>< r<'ia l ill",· 

I,) " I,,·, ·i li,· ..· ~I·II'" II!' · p l' tl J.!r : II 11 ~ "holll" h,· Iii.," 


31-5 Reimbursement Agreements1)""" '1111,,,'1 '. p:I)l...." on illtli·;i d u:d ,.(Talt l, ·. 's . 

\ isil lll'" ti l' gT""1" ",1I01l 1t! I." ,'""" fi l,'" hy lIallll' 

1111.1, , 1' :Ipprl,pn:llt' pl'ngT :tnl. 31~ Transfer of Funds Agreemenh 


28-1 Orientation 	 31-7 Dollor Agreements ".-TL-212D (8-27 -7 9) 




RECORDS CLASSIF-ICATION HANDBOOK EDX (p. 5) 

EDX-EDUCATIONAL & CULTURAL EXCHANGE 

31-8 Foreign Currency Agreements 33-3 Notification of Designation 

32 IReserved for future use' 33-4 Visa Issuance. Waivers. 

33 EXCHANGE VISITOR PROGRAM 

Use for J{l'n, ' ntl Ill:ll..rial un Ilrogl"Ulll . Case iii" 
material r e latinj! t.() a pp ..() ,·a] of 'Jroj!"ramR of 
~p('cific instit ul ions hy pro.it'ct number. Iden ­
tif ' any pr()I!'·:l1ll problem!'! by name under this 
Rubject. 33-5 

URI' f() r J{, ·,,, · ..al visa llI aU....s rl ·l ating- III 

pruj!rul11 and all waiv,',·s nn "xI·ha ll)!"l' v i~i ­

tor~. For issuan<"I' of visas to l'xchanj!'· 
visitors. SF,E : V : outli ne. 

Laws &Regulations 

33-1 Policy. Plans. Guidelines. Use for lists of a pproveci ill sti t utiolls. 

33-2 Reports & Statistics. 33-6 Limitation of Stay. 
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RECORDS CLASSIFICATION HANDBOOK 	 ~XH (p. I) 

EXHIBITS 

Instructions 

EXH
lI~(' for matt'rialli 011 tht· planning, deRi)'OI. prorlud ion. and Ul<P of t'xhibitll as a 
mt'dium for the liupport of Government foreign policy obj(·ctiVl's and to inform 

" foreillll nudienceli about AmeJ"ican life. culture. alld technoloA"Y. 

~EE: PUBLIC RELATIONS OUtlillP for exhihitH and di:-lplays u:-led in 
allellcy rloml':-It ic illformat iOIl llro),!TamH. 

BOOKS OUt.lill(' for hook fair:-l alld (·xhihil.s USl'd fo r hook promo­
t.ional purpOlll'l<. 

Spt'('ili(' (·xhihit.s. ('xhibit Jlroj(·l~ t.li. PaJl('I'~ J11 ·rt.aillillj{ to a l<JlI'('ifk I'xhihit. Hhould 
hI' j{I'ouped tOj{l'U1I'r (calli' filt'rl). Such I':lHI' nlt·s l<hould s how IIll' l!allll' or tit II' of 
I.IH' I'xhibit followillg th(' l)rinllll'Y H,VmIJOI J<:X II. TIIl's l' I'a s l' fill's rnay hI' furt.hl·" 
:-IlIhdivided. ali ),(·quirt·d. hy uHinj{ t.h(' suhj('ctl< in Ihis oulli,lf' . 

EXH-EXHIBITS 

GENERAL POLICY. PLANS. GUIDELINES. 4 AGREEMENTS 

BACKGROUND. 
 Ine1udes nrgot iat.ion of agreemf!ntll. 

tTl'!' ollly (or materials too general in nature to 

10 hI' 1i1t>rl under a more specific subject in this 
 4-1 Country Agreements
outlint' , 

Suhdivide hy country if voluml' warrallts, 

1-1 Guidances 
4-2 Loan Agreements 

lJSI' 	 (fI! ' grnt'ral materials only, SEE: EXH1-2 Themes 
Ii fo,' sprcifi(' (,(Hltrihuto,' Inan agreemenb, 

1-3 Suggestions & Proposals 
5 	 LAWS, REGULATIONS. PROCEDURES. 

USI' ftll · material tl)O general in natuI'c to lK'1-4 Coordination 
filed under more l<IJecific suhjects in this fJutlinr. 

Suhtiivid!'d by nall1E' of agency if volumt· wal'­
rallt~ . 5-1 U. S, Laws & Regulations 

2 	 GENERAL REPORTS & STATISTICS 5-2 Exhibit Regulations 
Ust' only for material too general in nature to 
II{' filed under a more specific subject in this 5-3 Exhibit Handbook 
oullint>, Subtiivicle by title of report if volume 

WalTallt". 


6 	 CONTRIBUTORS 

SulKiivicle by nallle if volume warrants. IndudcH2-1 Progress Reports 
loan agreen1(~lIts a 1\11 nmenclll1cnts, illsurunce 
requisitiulI:<, shipping invoiccs un it(!ms COII­

3 ORGANIZATIONS & CONFERENCES ll·ihlllrtl hy <'al'h . 

\1",. fill: lllat,'riui tllO grnrrlll in fllltUI'C to Ilf' 

I.. , lilt,.! lind",' 1ll00' " "I"'eifi, ' ~lIh.iI'I'lM in thii< 
 6-1 Contributor Lists 
IIlIt lin.· . Suhdil'idl' hy n:II11I' of 1I1'1:':lIIi),~ltion. and 
fl:lllH', d:tlt" :I'ltl Itll'alim, of 1""1f(·rl'lI"('. if v"llInll' 7 VISITORS. GUESTS. LECTURES. 
\\, : \IT:tHt ~. 

I,It'IUtI.,s s.-l,,·dlll,· of al'l ivitil'lI Ill' l'Ollllllil llWlllH. 
1·lIIlrt., 'sil'S, <'le. ~1I11Ilivid( ! hy mUllr. if vlliunu! 

3-1 Interagency Exhibits Committee wal..-aflt,.. 
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EXH 	(r'. 2) RECORDS CLASSIFICATI ON H ANDBOOK 

_ . _._.- .__._- -_ .._---­

EX H-EXHIBITS '­8 EF FECTIVE NESS, EVALUATION 

8-1 	 Reaction Reports 

11 1, ' l lI d,'~ \' i,-i t'l l' comments and public opillinll 
r1'1" '1 ' I ~ , pl'('~~ rf'vip.w~, I'lt', 

8-2 Effectiveness Reports 

8-3 Attendance Reports 

9 PROMOTION & PUBLICITY 

9-1 Press Releases 

9-2 Symbol Buttons 

9-3 Photo s of Ex hibit 

9-4 Advertising Posters 

9-5 Brochures 

9-6 Giveway Items 

nt lw r t ha n EXH 9-~ and 9-;', 

10 DESIG N. CONSTRUCTION. PRODUCTION. 

I lI llI' r Iha ll pa\'ili o ll lIT otlWT huilding to hllll~1' 
nhih i l. f'Ilr \Vlli l' h SF:E: nG outlint', 

10-1 Scripts, Texts , 

~uhdi\' id, ' hy lallg'uag't' if rL'quil'ed , 

10-2 Site Information 

Otllt'r than for huildings or U,S, pavjlion 
r,II' whil'h SF-I-:: Ul,; lIutlilll', 

10-3 Sp e cificat ions 

11 EXHIBIT COMPONENTS 

I.,'" d "III " ,' sh ihih' d. Suhdivide hy n alm', 1111111 ­

h.'r , 'II ' tn'" i f' VOI UlIll' wa n'unts, 

11-1 Lists 

11-2 Condition Reports 

11-3 Inventories 

11-4 Acquisition 

11-5 Disposition 

11-6 Replacement Items 

12 RIGHTS & CLEARANCES 

13 	 DISTRIBUTION , PLACEMENT & USAGE. 

13-1 Lists 

13-2 Schedule s & Itineraries 

14 	 REQUESTS FOR EXHIBITS 

Slll14li~ id L' hy post or source of request if rc ­
qui 1'1" 1. 

15 	 OUTSIDE RESOURCES & TALENT 

Suhdiv id" hy lIame o! ol'g-a llization , frnll, IH,r ­
slI n or hy t'at" g'l' ry of TI'SOU rl'l.! or talent. 

16 	 PREVIEWS 

1I,,1' ftlr g-. ' rl/'ra l llIatl'rials only , 

17 	 INSURANCE 

18 	 CE~E/AONIES 

19 	 STR IK ING 

list, rUr ~"II"I 'al pap"I':-; till till' dismantling : llId 
re'n "''' a I \If ,'xhilti l. nu nol u"c for demoliti.m, 
TI'IlIt1va l, sal", I'll', of pavilion o r oth'~r huiltl ­
i ll~" . fur whit,,, SEE: nl,; outlilll', 

_. 
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RECORDS CLASSIFICATION HANDBOOK INF (p. I) 

INFORMATION (GEN) 

Instructions 

Use for paper~ dealing with USICA's t.o tal international program or that of other 
agencies or non-communist countries to explain the national objectives, policies, INFand culture and to influence the attitudes of other nations' populaces or segments 
of thl:'m. Use also for papers which cover several kinds of mass communications 
mpJi.i !l, general information research, and for general matters pertaining to 

USICl .'s information activities conduded for other U.S. Government agencies 
oversea!!. 

SEE: COMMUNISM outline fOI" communist propaganda activities. 

PUBLIC RELATIONS outlinp for agcncy relation!! with the 
American public and American ma~s communication medin in 
explaining th(' 81l'('ncy's programs, polil'i(,H, ancl objective!!. 

Approllriat.c media !lllt.lilU' for ~ubjedH which IINt.ain to a par­
ticular mpdium. 

INF-INFORMATION (GENI 

GENERAL POLICY. PLANS. COORDINATION. 1-14 Executive CommiHee 

Use for material too general in nature to be filed 


2 GENERAL REPORTS & STATISTICSunrler more specific subjects in this outline. 
Use for material too general in nature to be 

1-1 Policy Guidance (Generall filerl under mo,'e specific subjects in this outline. 
Use only for material which cannot be filed 
under the more specific types of guidance 2-1 Country Assessment Reports 
documents listed. Arrange by area and/or country and date. 

Show name of post, if needed.
1-2 Country Plans 

Arrange by area and/or country and date. 2-2 Program Highlights 
Show name of post, if needed. 

2-3 Weekly Reports to Director 
1-3 Program Policy Directives 

2-4 Fact Book 
1-4 News Policy Notes 

3 ORGANIZATIONS & CONFERENCES1-5 Infoguides 
(Tsn for material too general in nature to be filed 

1-6 Potomac Cables unrlcl' morc sp~ific subjeds in this outline. Su~ 
divide by name of organization, and name, date, 

1-7 (Reserved For Future Use) and 100~ation of conference, if volume warrants. 

1-8 Talking Papers 4 AGREEMENTS 

1-9 Mission. Obiectives. Priorities. Except scientific and military information ex­

change agreements, for which SEE: SCI and 


1-10 Themes DF.F outlines, respectively. For agreements re­

lating to specific media and programs, SEE ; 


1-11 Interagency Coordination (U.SJ subject. 

Subrlivid(' by names of agencies, committees, 
panels, ('te., if volume warrants. 5 LAWS. REGULATIONS. PROCEDURES. 

Use for material too general in nature to be filed 
1-12 Coordination with Local Government uncler more srw("ific subjects in this outline. Su~ 

rlivirl(' by title of law, regulation, etc. as volume 
1-13 U.S. Advisory Commission on ~~YI"AL warrants. 

COMMWNtCA"ON, ~"__L AND Etae.'few.l
A""" RI 
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INI- (p. 7) 	 RECORDS CLASSIFICATION HANDBOOK 

INF-INFORMATlON (GENI 

6 	 TARG ET GROUPS 

URI' for flies on categorit~s of people toward 
wh irh infu rlllation programs and projects may 
be p;ll,ticularly directed to achieve a given pur­
pose. Subdivide by category (businessmen, edu­
cators, rural population, government officials, 
religious groups, etc.). 

7 	 INFORMATION MEDIA, MASS COMMUNICA­
TIONS (GENERAl) 

Use only for papers on multimedia projects, and 
othel' papers concerning mass communications 
media , pX('ept their effectiveness, for which see 
l' lsf'whe rf' in this outline. Subdivide by project, 
if volum E> wa rrants or as reference needs dictatE"!. 

7-1 Freedom of Information 

(n(' ll/oC's f'fforts of nations through UNESCO 
Lo achieve free exchange of information, FOI 
convention, and censorship of or interference 
with informat;on media in general. 

7-2 Media Status & Progress Reports 

7-3 Quarterly Review of Media Projects 

7-4 Media Habits 

7-5 Mass Media Exposure PaHems 

7-6 Multi-Media Projects 

8 	 PROGRAM EFFECTIVENESS 

For effectiveness of a particular meelia Ilr pro­
gram. spe appropriate outline. 

8-1 Evidence of Effectiveness 

8-2 Effectivene" Reports 

9 	 TRAINING 

Of forf'ign government personnel and other non­
Agency personnel. For specific types of media 
trnining. ~ee media outlines. . 

10 (Reserved For Future Use) 

11 RESEARCH (GEN) 

Usc only for papers concerning the Agency's 
overall research program and research mate­
rials not sufficiently precise to place under such 
subjects as media habits, effectiveneas, and pub­
lic opinion and attitudes, for which see else­
where in this outline. 

11-1 Policy. Plans. 

11-2 Reports . Statistics. 

12 PUBLIC OPINION & ATTITUDES 

Use for genera) material ()nly. Public reaction 
to a specific event should be filed under the 
appropriate outline elsewhere in this Handbook. 

12-1 World Surveys 

Arrange geographically, 

12-2 Daily Readion Report. 

12-3 Opinion/Image of U.S. 

12-4 Opinion/Image of Other Countries 

13 FOREIGN MEDIA REACTIONS 

Use for general material only. Foreign media 
reaction to a specific event should be filed under 
the appropriate outline elsewhere in this Hand­
book. 

14 BRIEFING 

Other than uriefing of Congressional travelers, 
for which SE E: LEG outline; or agency per­
sonnel, for which SEE: PER 9-13. 

14-1 Brieftng Papers 

, 
~' 

I T I " 	 ./ 
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RECORDS CLASSIFICATION HANDBOOK 	 LIB (p. I) 

LIBRARIES & CENTERS 

Instructions 

Use for materials on libraries, information centers, binational centers, reading 
room~, community cl'nters, and America Houses and t heir activities in furthering 
int.prnntiolll1l cultnrnl I1f1l1 information proR'ram~ . IncllloPs Prf'si(ifmtial librariell 
and culturnl centers (I' .g. John F. Kpnnl'dy). 

LIB 
SEE: 	CULTURE (GEN.) outline for materials on the overall cultural 

prOl{ram of thp Agency: fo r fine art~ activitieR such as lectureR, 
thpatt'l'. dance, music, drama, paintinl{, drawing, Rculpture, Iitera­
turl', poetry, architecture, and hanrlicrafts: and for the presenta­
tion of materials and persons a~ part.~ of the cul t.ural a nd illfor­
mation activi t ies of Iihra ri(-~ anri ("l'ntcrR. 

BOOKS AND PUBLICATIONS, outlines for mat.l'rials on lihrary 
anrl centl'r activities I'l'lat<-d t.o thesp media . 

EXHIBITS outline for mat.erial~ on library Ilnd center activitieR 
related to t his medium. 

EDUCATION outline for ma terials on English teaching, semi­
nars, workRhops, and other educational activities of librarieR and 
cent.erR. 

BUILDINGS & GROUNDS outline for paperR on library and 
center huildings, grounrlR, RpaCI' , furnishinR's, and huildings serv­
ices. 

EQUIPMENT & SUPPLY SERVICES outline for papers on th(' 
ut.ilization and disposition of lihrary f'qui pment anrl Rupplies. 

LIB-LIBRARIES & CENTERS 

GENERAL POLICY. PLANS. GUIDELINES. 6-1 Play Production 

Use fol' materials which cannot be filed under a Incl udes play readings. 
more IIpedl\(' subject in th ill ontline. 

7 VISITS 
2 GENERAL REPORTS & STATISTICS Of reg io nal Ii brarians and others perraining to 

UAf! 101' mnterial which cannot be filed under a library a nd center operations. 
mort' "1>('('lftr "ubJe('t in thi!l outline. Subdlvirlp 
hy title or I'I'POI·t if volume warrants. 8 EFFECTIVENESS. ASSESSMENT. EVAlUA. 

TION. 
3 COMMITTEES 

9 PROMOTION & PUBLICITY
U!:e for materials wh ich cannot be filed under a 
mOl'e specific subject in this outline. 	 Includes news relt'ases and clippings. 

3-1 Advisory Committee 	 10 HISTORICAL BACKGROUND 

11 	 ATTACKS & DAMAGE 
Use only for effect on the operation of Iihraries 

4 AGREEMENTS. GRANTS. 

5 LAWS. REGULATIONS. and centers. For building damage, SEE: BG 
Tnrlur\t>1I statutes of Rinational Cent.(,I·s. For op­ outl ine. For political aspects, SEI':: POL out­
erut.ing prm'l'dul'es SEE : LIB 12. line. 

6 	 COMMUNITY ACTIVITIES & SERVICES 12 OPERATING PROCEDURES 
Incluol's nrrangeml'lIls for OI(,t'tings of com ­ 8uhoivicle by typ<'!l, (e.g. memoorship, with­
munity groul's. cll'awal!;, j-te. ) if volume warrants, 

._-_.._--- -- -- -- -- =-:: - - ­

TL-212D (8-27-79) 



LIB (p . 2) R.ECO&QS CLASSIFICAT.lo.N HANQ8Q0K 
. - - -- - -_._---­

LIB-LIBRARIES & CENTERS 

12-1 Training 13-1 Basic CoUection 

Incl udes workshops and seminars on library'­
Jlro(, t~dUre8. SE;E: EDU for other types Of 13-2 Acquisition of Holdings 
workshops, seminars, and English language 
t.l'n.ining. 13:-3 Selection of Holding~ 

13 LIBRARY COLLE.CTION 13-4 Depreciation of Holdings 

Use for papers regarding the collective hold­
ings of the li brary. DO NOT use this 8Ub-ject 13-5 Disposal of Holdings 
or its suhdivisions for the procurement of 
books, music or publications, for which see out­
lines covering those items. 

13,..,6 Transfer of Holdings 

- .. . -_.- -.."'--- - --- - .__ ----_._-- ... ----------------~.--==---... _ - .
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MonON PICTURES & TELEVISION (GENERAL) 

Inltructionl 

1I11(~ for papers 011 motioll pictun' all" h'I('vi~ioll affairfl in general, i,e" for other 
t.han Npecific motion pictun' & televbioll mat.t' rial~ or 1)J'ogr~lmll acquired or pro­
duced. and for ot.her thAn facilit iefl alit! ~rvi(',,~ involvt'd, Office~ thut. muintain 
separate flIes OR either motion picturt'fI or television affairfl in general may add 
appropriate notation aftt'r primary flymhol i.e, MV (TV) , MV (MP), 

MY 
SEE: 	PUBLIC RELATIONS outline for UflC of motion picturefl and 

t.t'leviflion in agency ciomefltic public information projCramfl, 

i'~DUCATION outiint' for the 1If11' of radio, motion (licture!! and 
tt'leviflion afl an aici to It'aching. 

TN1Hr~TRIE~ & COMMOnlTJIo;~ ollUilll' for thl' f'conomic 
alll)('t'I.1I of t.hl' motion lIid. ul'I'~ allti tf'l('vi~ illl l ilulust.ril's. 

MOTION PIC'rURE anll TELEVISION PROGRAMMING out. ­
lint'fI for acqui red or prociuced motion pidun' and televillion 
programfl, 

MOTION PICTURE and TELEVISION FACILITTEH & SERV­
ICES out1ine~ for major types of facilitiell and services connected 
with the production, processing, adaptation, pte. of program 
materials, 

MV-MOTION PICTURES & TELEVISION 
(GENERAl) 

GENERAL POLICY. PLANS, BACKGROUND. 7 VISITORS 
USt' for material too g(,lIeral in nature to be filed Use for gelH'ral materials Oil Inotioll pirtu1'f! and 
under more specific' subj(,t,t>l in this outline. televisiol1 Ill'rsonaliti('s and their visits. Sul)(li­

vitiI' hy name or visitor if VUIUmf! warrants, 
2 GENERAL REPORTS & STATISTICS 

USt' for material to(l genf'rnl in nut ure to I", filed 8 FESTIVALS 

ulldl'r mort' !Opt'rifi.' !Ouhjprts in this (lutlillP. 
 Use fnr p:lJlC'rs nil motinll pi(,tur(! anrl t('I(!vifliulI 


r<'stivalll alltl lJ II it,," Statt's lIartidputiHII ther(,i n, 

3 ORGANIZATIONS' & CONFERENCES Sululivirl(' hy plan' alld (Ialt' if vulum,' warrantll, 


II"" fill' l11ult'rial too gl'n('rnl in nat ure t.(I h, ' m('d 

IIl1d"I' 11""'" "p(,t'ifit, suhjt,(,ts ill this "uUill(,. 8-1 Prizes 


4 AGREEMENTS 	 8-2 Schedules 

lISt' ror l11at..rial too g<'neral in nalure to he filed 9 TRAININGUllrlt'" III'"'" spt't' ifit, subjects ill this outline, 
Of foreign gnvt!l'nmcnt personnel alld other non­

LA WS, REGULATIONS, 	 agent'y persollllt'l.5 
liSt' for matt'rial too gcneral in nature to be filed 

10 CENSORSHIPillicit'" 1110",' "p"rifk ::HIbj('C't" in this outline. 

Use for gf'IIt'ral matf'rials only, 


6 AWARDS & TESTIMONIALS 

11 TECHNICAL RESEARCH
\1"" for lIIalt"'ials (III lIIotinn pictul'" and it'll'vi ­


"io" :\\\':lI'd" 01' ll ',.. t illltlll;al ... , ,'xc,'pl ihm~e ill l.Is,' for gf"lI'r:l1 l11atl!r;als nn lIlot.;"n pit,tur!! 

"011111'''' i"11 I\' it h ft 'st ivals, fur ",hid, SI·~F. : MV a"d If'lf'visioll mf'tlia rcsl':t r('h, " .11', TV KIIIU'(! 

~- I. irallSIll is~i(JI1. 
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MV-MOT~ON PICTURES & TELEVISION 
(GENERAU 

12 ATTESTATION 13 CATALOG 
C(.n·rs npplicutions, u~'ncy ('c rtificut('s IIncl n~ ­
lat " 11 ('urrl'sl'ond(,I1('(' llr'E'pal'('11 in (,1II1111'(·ti"n 
with thl' agency's program or certifying lUI o( 
inl('rnational edu('a tions l ('hara('ter l'ligiblc U.s. 
visual and auditory material", 

lIR(' rur l'urreRpond('nce with prIWitlc('rs of 
motion Ilidurt'N, tl!levision Ilro<ludiol1R IIn,1 fi lm 
striJlR ill ('ntIDection with thl! ,Jublication of t.hr. 
al(('n('y (~atlliog Unitf!d Statl.!l1 J.:,lu('ational 
Sdl'ntHic and Cultural Motion Pictures and 

12-1 Certificates Film St.rips 
Abroad. 

Seleeted and Available lor 
. 

Use 

Subd ivide by number if volume warrants. 

12-2 Applicant. 13-1 Producer. 
Subdivide by name or owner of basic rights 
if volume warrants. Subdivide by name of producers. 

--- --,' 


-.. ---.=---0- --- -------_.- - _ ._.__._ - -- ---~""""== 
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MOTION PICTURE & TELEVISION FACILITIES & SERVICES 

Instructions 

Use for paJ)('rs on the broad types of farilities and servict's used in produrinJ{, 
proressin~, recordin~, editing, etc. motion pidure and television material!'!. Offices 
that maintain separate filt's on either motion picture or tel{'vision facilities and 
service!'! may add appropria te notation aftH pri mary symbol i.e . MVF (TV ). MVF 
(MP)' 

REE : EQUIPMENT, SU PPLI ES & SERVICES oulli.l<' for specific MVFitems of equipment and supply associatt'd with tht'sl' facilitieR and 
and services, and for related invt'ntory, disposal, and accountabil ­
i t y for t heRe items, 

Thl' first sect ion of the outlim' provid('s suiJj('cts for US(! ill (·stahlishing- flips which 
pl'rtain to motion picture and television facilities and serviceH collectively, The 
remaining subjectg are for uge in establishing files on sp<'cifie types of facilities 
and gervic(>s, 

MVF-MOTION PICTURE & TELEVISION 
FACILITIES & SERVICES 

GENERAL POLICY . PLANS. GUIDELINES. 10 TELEVISION STATIONS. NETWORKS. 

2 GEUERAL REPORTS & STATISTICS 10-1 Cooperative & Facilitative Networks 

3 MEETINGS & CONFERENCES 10-2 Facilitative Assistance 

II Sf> for j("ellf'ral materials on ly. 
11 TELEVISION SETS 

4 AGREEMENTS. CONTRACTS. 
12 SCREENING FACILITIES 

5 PROCEDURES & INSTRUCTIONS 	 inclu<ll's s("r"( ~ ,,illg room. 

U~P for general mllterial" only. 
13 STUDIO 

Inclu<l<'s c()nstrudion, maintcnan('r., use. und6 OUTSIDE RESOURCES & TALENT 
schedules. 


Use for materials 011 ('olllmerrial ~ourc('s unci 

talf>nt fill' ,,<Iiting. lind other sl'rvices. Subdivide 
 14 SCENERY 
h~' nall1e if volum<, warr:!nt!<. 


Inchulf>!< de" ign and ('onstr u('tilln. 

7 FACILITIES SCHEDULES 

15 LABORATORY SERVICES
U"" for genE'r:!1 mutel'ial on til(' scheduling 
nf all f:H'ilitip>" 	 IlIcludE'R I't'c()r<ling, proc(~l!sing- and printing, 


lip-~ync, dubhing, mixing, and quality eontrol. 


8 REQUESTS FOR FACILITIES 
16 PROJECTION SERVICES 

II1('lu.l<,,, rf>latNI sel'vice~. 

17 STORAGE 
9 THEATERS 

18 REMOTE CQVERAGE SERVICESp>,,, for nlntl' l'illls on lo('ntion, numl'cr, SPliting 
l'al':u·itY.I,t(', 

19 PRINT CONTROL & DISPOSITION 
9-1 Licensing 
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MVF-MOTION .~crUm: .. T!LEVISIOH 

FACIUllES Co SRVlCI:S 


19-1 Inventory 


19-2 Destruction 

20 VIDEOlArE CONnOL & DISPOSITION 

19-3 Sale 

~0-1 DegCIIlluinS. Reus'nv.
Illclu<ies licenses for foreign print sales, etc. 

19-4 Retirement. Withdrawal. 21 mUSIC SERVICES 

. ..._) ' 

.. ,
---.--_ _______-.r - -.­ -~-:- -._-_.. _._- ---- - ---.--­
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MOTION PICTURE & TELEVISION PROGRAMMING 

Instructions 

Use for papers pertaining to the deve lopment, sched uling, production , placement, 
use, evaluation, and acquisition of motion picture and te lev ision programs as 
in formation, cultural, or entertainment media. Offices that mainta in separate 
files on either motion picture or television programming may add appropriate 
llotation after primary symbol i.e. MVP (TV), MVP (M P). 

SEE: 	P UBLIC RELATIONS outlil\( ' for t he UHe of mot.ion pictures and 
televiflion in domest ic public informat ion prOl{rams. 

MYP
MOTI ON PICTURES and TELEVIS ION (G EN) outlin(~s for 
ov('rall A){ency motion pictuH' and t('lpviHion wo r ldw id(" re){ional , 
and country plans and opc ra! ion;;, and fur gCIH'ra l backKround 
materia lil not relnting to ilpccific prOlo(rams or praduds. 

MOTION PICTURES a nd TELEVISION FACILITIES & SERV­
ICES outlines for facilities and ser vices involved in producing, 
adapt ing, d istributing, and cont rolling program materials and 
for various related serv ices. 

Title Files. Papers concerning a specific program (film or videotape) should be 
filed and maintained as a uni t (,case fil ed ). The file folder {s) far such files should 
show the title of the program following the appropriate primary subject symbol 
MVP. The case file on a pa r ticula r program can be subdivided, if volume war­
rantH, by using the subject breakdowns provided in this outline. 

MVP-MOTION PICTURE & TELEVISION 

PROGRAMMING 


GENERAL POLICY. PLANS. GUIDELINES. 5 REGULATIONS. PROCEDURES. 

COO RDINATION. 
 Use for ma teria ls which cannot be filed under 


Use only for material whieh cannot be filed a mor\! spC'ciflC' subject in this outline, 

u noer a more specific subject in this outline. 


6 PRODUCTION 

1-1 Proposals . Suggestions. Ideas. 
 Subdivide as indigenous, USIA, or USIS, if 


desired . F or professional producers whose serv­

2 GENERAL REPORTS & STATISTICS ices a re employed or who are candidates, SEE : 


MVP 3,

{Ise for g{'neral r eports and statistics which 

('ann() l be fil ed under more specific subjects in 


6-1 	 Suggestions , Pro posals.lhi s outline. Subdivide by t itle of report if 

volumC' warran ts, 


6-2 Status Reports 


2-1 Reporting Procedures 

6-3 Coproduction 


3 OUTSIDE RESOURCES & TALENT 

6-4 Authorizations


l ISt' ftll' j{C'llt'ral matl'rin 1 Oil prOllucers, w ri Lt' rs, 

11:"'1'"1., ,,,., "lid Ilt'rfol'lI lt'rS, Inl'lud{'s firms or 


6-5 	 Techniques . Procedures,"t.t':lIllS" :l H \\'l'l\ as illtliviciu:tis. Subdiv itl" hy 

1I:t1ll!' if ".,111111(' wan·a ll ls. 111..1lid,,/,; f ' a rLooll l(!chnique/'; . 


3-1 Accreditations 
6-6 	 Projects 

- 4 AGREEMENTS. 
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MVP-MOTION PICTURE & TELEVISION 
PROGRAMMING 

6-7 Schedules 

I ncl udes producer assignment schedules. 

~ Coverages 

Inclurl f> R request s for coverage of events and 
visi li ng dignitaries. . 

6-9 Production Materials 

111 ..11111"" st.ock ~hotl' , fi lm cl ips, recorriingl', 
".. r ip ls, raw-~to("k , et(" . Suhdivide hy type if 
""I un \(' wa r r an ts. LarKe ("oIlN·tions of t.h(' 
:1("l l1:d rn a l('rial s l'houlrl be :lnanged hy title, 
';lIbj ..c1, Ia llgl t:lgl' , lIumher, (.t<-. 

7 MOBIL E UNIT ACTIVITIES 

8 EFFECTIVENESS. EVALUATION. ASSESSMENT. 

InI' lII <ll'S I' /f..ct ivcnel's reports, assessment reports, 
('va luat ions, n~views, and field testing. 

8-1 Evaluation Techniques 

8-2 Effectivoiness Reports 

8-3 Public Opinion 

l nclucll's fa n mail, J.lrolf>l'ts, criticisms, audi­
"III'" r(' :I("t ionf:, ('te. 

9 PROMOTION & PUBLICITY 

9-1 Press Releases 

9-2 Promotional Kits 

10 	 PROGRAMMING RESTRICTIONS 

In t"l udes ('PlI sorship of program materials. 

11 	 RESEARCH 

In(" llId, ',; rl's"HITh 01\ motion picture and tele­
visio n a urlil'l1('e vie wing habits, likes and ri is­
Hk"", Ii l!'ra("y I ('vels , and other characteri!.tics. 
SEE: MVP 8 for auri il'llce reactions to U$tCA 
pl'ogTam material:; . 

12 RIGHTS & ACQUISITION 

Use for acquisition of rights to motion pictures 
and videotapes. Subdivide as performing rights, 
distribution rights, theatrical rights, or ,televi­
sion rights, if desired. Includes renewal and 
expiration of rights. 

13 USAGE. SHOWINGS. PLACEMENT. 

Includes auriicnce and attendance statilltical re­
ports, admission charges, and rental fees. 

13-1 Previews 

13-2 Screenings 

Use for screening notices. 

13-3 Utilization Techniques 

13-4 Schedules & Guides 

13-5 Distribution 

Includes distribution patterns, requeltt8, and 
loanll. 

13-6 Sponsorship 

14 CATALOGS & LISTS 

Subdivide by type of program, etc. 

14-1 Cataloging Circulars 

15 ATTRIBUTION & CREDIT TITLES 

16 SCRIPTS 

Arrange by title, language and/or number. 

17 	 VIDEOTAPES 

Arrange by title, language and/or number. 
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PRESS 

Instructions 

Use for pape rs on the press of foreign countries, and thE' press activities and prod­
ucts of t he Agency in carrying out information programs through the use of thi s 
medium . 

SEE: 	PRESS & P UBLICA TlONS outline for papers which cover both 
press and pUblications matters. 

PUBLIC RELATIONS outline for papers all the Agency's rela­
tions with t.he domestic pr('ss in connect ion with t he Agency's 
domestic public information program . 

pPUBLICATIONS outline for papers on publication activities anci 
products, other than press it.l'ms and books, in carry ing out info r­
mation programs. 

BOOKS and PICTURES outlines for papers on book and pictu re 
activities and products in carryinJ(' out informat ion proJ('rams. 

COM MUNISM outline for the use of the press as a propaganda 
medium by communist countries. 

P-PRESS 	 6 JOURNALISTS. CORRESPONDENTS. 

Includes biographic information. Subdivide by
GENERAL POLICY. PLANS. GUIDELINES. name and/or country, if volume warrants. For 
Use only for general material that cannot be VOA correspondents SEE: RADIO PROGRAM­
tiled under a mOI'e specific subject elsewhere in MING outline. 
this outline. 

6-1 Visits. Tours. 
1-1 Daily Guidance 

Subdivide by name and / or counb'y if volume 
warrants. For visits and tours under the2 GENERAL REPORTS & STATISTICS ed ucational and cultural exchange program, 

Use only for materials too general in nature to SEE: EDX outli ne. Do not use for travel 
he filed under a more specific subject elsewhere al'rangements, for which SEE : TRV outline. 
in this outline. Sul.divide by title of report if 
volume wa rrants. 	 6-2 Foreign Press Center 

2-1 Press Summaries 6-3 Accreditations 
2-2 Foreign Press Reviews 

7 NEWS AGENCIES. PRESS ASSOCIATIONS. 
3 ORGANIZATIONS & CONFERENCES 	 Subdivide by name if volume warrants. 

Other t han news agcncies and pl'ess associations. 
Suhdivi li l' by name of orga nization a nd by name, 8 EFFECTIVENESS 
location, and date of conference, if volume war ­
rllnts . 	 9 NEWSPAPERS 

Subdivide by nam e and / or ('ountry if volu me 
3-1 Preu Conferences warrants. 

4 AGREEMENTS 9-1 	 Clipping Service 
U!I{, fOI' general mater ial only. Includes ex­
"han g!' ngrcelllt'nts. 	 10 CENSORSHIP 

5 LAWS. REGULATION. PROCEDUR ES. 11 RESEARCH. STUDIES. 

Use {or gencral matel'ial only. 	 Other tha n effective ness for which see else­- where in thi s outline. 
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P-PRESS 
' ­

'-" 

12 RIGHTS. COPYRIGHTS. 21 (Reserved for future use' 

13 NEWS PLACEMENT & USAGE 22 (Reserved for future .use' 

14 REQUESTS FOR MATERIALS 23 (Reserved for future use' 

Such as backgrounders, byliners, features, etc. 
24 PRESS MATERIALS 

15 CREDITS. ATTRIBUTION. 
24-1 News Stories 


For press items acquired or produced. 


24-2 News Commentaries 
16 PRESS COVERAGE 

Use for papers on requests, assignments, and 24-3 News Columns 

al'rangements for coverage of events. Arrange 

by date or by event as required. 
 24-4 Backgrounders 

17 PRESS RELEASES 24-5 Features 
Use for general material only. 

24-6 Byliners 

18 FAST NEWS 
24-7 Editorials 

19 WIRELESS FILE 
24-8 Reprints

Use fOl' general material conccl"ning transmis­
~ioll nnd receipt of press materials. SEE : eR Includes "Magazine ReprintH.;' 

7 f(1l" t.elecommunications services and facilities. 


J 

20 IReserved for future use' ' ­

-
-
--_._---- - -- - - .. ­
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PUBLICATIONS 

Inltructions 

Use for material!'l on pUblications of fo reign countries, agency pUblication activi­
ties and products (except books and newspapers) in carrying out information pro­
grams, and for other publication activities not provided for elsewhere in this 
Handbook. 

Specific Publications. Papers concerning a specific t itled publication should be 
tilelan'a'-maintaine;ras a uni t (ca:c filed ) . Thc file folder ( ;; ) for such files should 
show the title of the publication followi ng t he primary symbol PB. The case fih~ 
on a particular ti tled pUblication can be subdivided. if volume warrants, by usinj{ 
the subject breakdowns provided in thi s outline. 

SEE: PRESS outline for papers on the press aetivities and productR. 

PUBLIC RELATIONS outli ne for papers on thl' preparation and PB 
use of publication!'! in :lg-ency domestic public relations program . 

CULTURE outline for papers on the prt!scntal iOIl of publi('ations. 

BOOKS outlint, for papers on agency hook activit.i"H and products. 

PB--PUBLI CAliON S 

8-1 ReactionsGENERAL POLICY. PLANS. GUIDELINES. 
Use only for material that cannot be filed under Includes r eader mail, criticisms, complaints, 
a more specific subject elsewhere in this outline. etc. 

1-1 Guidance 	 8-2 Effectiveness Reports 

1-2 Proposals. Suggestions. Ideas. 	 8-3 Readership Reports & Surveys 

2 	 GENERAL REPORTS & STATISTICS 8-4 Awards & Testimonials 
Use only for material that cannot be filed under 

9 	 PROMOTION & PUBLICITYa more specific subject elsewhere in this outline. 

Includes advertising and publication exhibits. 


3 	 ORGANIZATIONS & CONFERENCES 
Other than organizations as a source of publica­ 10 CENSORSHIP 
tions or talent for which see elsewhere in this 
outline. 11 RESEARCH . STUDIES. 

Other than effectiveness and reaction studies
4 	 AGREEMENTS on publications for which see elsewhere in this 

I nclucle lO publications exchange agreements. outline. 

5 	 LAWS. REGULATIONS. PROCEDURES. 12 RI GHTS & ACQUISITION 
Us,, for material too gerwrnl in nature to be filed 

I n(" ludes eopyrights, repri nt rights, language
('I~c'where i ll this outline. 

rights, distribution rights. and serialization 
rights.6 	 OUTSIDE RESOURCES & TALENT 

Us!' for material on agencies, organizations, and 13 SALE & DISTRIBUTION
indi viduals as sources of publications and talent. 
Subdivide by name if volume warrants. 

13-1 Mailing Lists 
7 	 VISITS. TOURS. Includes requests to be placed 011 or removed 

Subdivide by name if volume 'warrants. ' For from list. 
v isits and tours under the Educational and Cui­
tuml F.xc·hange progr'am, SEE: EDX outline. 13-2 Subscriptions & Subscribers 

8 	 EFFECTIVENESS 13-3 Placement & Usage 
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PB-PUBLICATIONS _. 
14 	 REQUESTS FOR PUBLICATIONS 

Use for j.\"eneral material on distribution other 
than t hrough normal channell!. 

15 	 CREDITS. ATTRIBUTION 

For publications acquired or produced. 

16 	 IMPORT-EXPORT RESTRICTIONS 

11 	 TRANSLATIONS 

18 	 LISTS & CATALOGS 

Subdivide by type of publication, organization, 
firm, etc. as required. 

19 	 PROJECTS 

Use only for material too general in nature to 
be filed under a more specific subject in this 
outline, or to be case filed. 

20 PRODUCTION 

20-1 Authorization 

20-2 Reports 

20-3 Schedules 

21 STORY TEXTS 

22 SUMMARIES (TABLE OF CONTENTS) 

23 PRINTING & REPRODUCTION 

23-1 Policies. Plans. (Printing' 

23-2 Reports & Statistics (Printing I 

23-3 Meetings & Conferences (Printing' 

23-4 Other Agency Support (Printing' 

23-5 Procedures & Instructions (Printing' 

23-6 Outside Resources & Talent "rintlng' 

23-1 Production (Printing' 

Includes impressions. 

23-8 Requests for Services (Printing' 

23-9 Specifications (Printing' 

23-10 Clearance & Waivers (Printing' 

24 (Reserved for future use' 

2S IReserved for future use' 

26 IReserved for future use' 

21 IReserved for future use' 

28 (Reserved for future use' 

29 PUBLICATION MATERIALS 

29-1 Pamphlets 

29-2 Pilot Models 

29-3 Magazines & Other Periodicals 

29-4 PClckets 

29-5 LeaAets 
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-- PICTURES 
'-" 

Instructions 

USt' for materials 011 Al{e rH:Y's still pid.lIre ( including photogra phic) act ivilies alld 
product s in carryinl{ out in for mation prOl{ra ms and for oth!'r pictun· activit il:' .~ 

not provided for e lsewhere in this Handhook. 

S~wcific pict ure projects. P apers concerning specific sti ll picture or photographi~ 

projpcts- should be filed-a nd mainta ineo as a unit (case fil ed ). The case file on a 
pa r ticu lar projt·ct can be subd iv ided. if volume warrants, by us ing the suhj('ct 
hn'akdowlls provided in th is outli ne. The file folder (s) for such fil es should show 
tht· t. itle of t ht' project follow inl{ t he pr imary symbol PIX . 

PIX-PICTURES 

GENERAL POLICY . PLANS . GUIDELIN ES . 11 AWARDS & TESTIMONIALS 

Use for material t oo g l'neral in nature to he fil l'd 12 RIGHTS & ACQUISITION
und!'r 1l10rt' speci fic suhjct'ts in this outlinl' . 

Use for lllat£'riaJ in Kp. nc ral on tilt' <!r'luisition PIX 
1-1 Guidance of righ t;; til pictures, phoLograph s and artwork . 

1-2 Proposals . Suggest io ns. Idea s. 13 	 DISTRIBUTION 

2 	 GENERAL REPORTS & STATISTICS 13-1 Mailing Li sts 

I l~ 1' f,)I' m:ll"rial too )!,"H' rnl in naturl' t o ht, filt'd In .. lud,·s rl"l' u's l s, add itio ll " " lid ,It-I '' I ion s to 
und. 'r 1110 rt , ~"el"i fi .. suhjects in this ()utii,H' . lIlaililll-: li sls. 

J 	 MEETING & CONFERENCES 13-2 Placement & Usage 

4 AGREEMENTS 14 	 REQUESTS FOR PICTURES & PHOTO­
GRAPHS 

5 	 LAWS, REGULATIONS . PROCEDURES . --'­ Use fo r rl'quests for p icturps a nd photos other 
lfse only for mat!'rial too gen ('ral in natu r e to he tha n photo ("oY"rag-es , for whirh s"c PIX 7. For 
fill,,1 IlIltier a mort' specific subject elsewhe rc 111 request s to he added to 0" dt'Jett'd foy mailing
this ou t line. Jists, SEE: P IX 13-1. 

6 	 OUTSIDE RESOURCES & TALENT 15 CREDITS . ATTRIBUTION. 
Usc for matt' rial on outsitie agenc ies, organi za­ For pirlurl's. r hotos a nd art work :l("fJuir'ed or 
tions, a nti persons as sources of p ictures, photos, produced hy th£' Ag-cn(" y.
;In<l tale nt . Subtiivitil' by na llle if voJum(' war­
rants. 16 ' Res e rved for future use) 

7 	 PHOTO COVERAGE 17 'Reserved for future use) 
1I HI' {o,· malt' r ial 011 r £'q llcsl s, 5hooti nl{ 51" ri pls . 

18 'Reserved for future use):llId al"rall)!t'Ill£'nts fo,' photo cove rage of "vt'n ls, 

I'L.·. Ar rall)!!' chl"lll1olo)!i"ally 01" by t'vcnt, etc. a s 
 19 PICTURE MATERIALS
"'·qlli,·t',1. 


19-1 Graphics

8 	 EFFECTIVENESS 

Incllldf'S Illaps . 

8-1 Reactions 


19-2 Cartoons 
IlIcllld, 's I"rilil"i ""1S, ("1I"'plaints, fan mail . 1'1(". 

19-3 Picture Stories 
8-2 Effectiveness Reports 


19-4 Plastic Plates 

9 EVALUATION. SELECTION . 

ll!'ll' f ,"' Illalt' rial on lilt' .'va luatiu lI, st'I(,(,tiol1 a nri 19-5 Photographs 
disposilioll of pictu rt's and photographs for use 

19-6 Posters
hy I hI' Ag-I"wy . 

19-7 Art Work10 LABORATORY SERVICES 
Other than graphics, cartoons, and po;cers -- fOr"" 

10-1 Requests for Services wh ich see elsewh ere in this outline. Includes use- of USICA symbo l for program activities. 
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RECORDS C LASSIFICATION 1~ ANDBOOK 	 PPB (p. I)
._-- ---- ­

-	 PRESS & PUBLICATIONS (GENI 


Instructions 

Use for papers which a re so general in content they cannot be filed under one of 
the more specific outlines provided el"ewhere in this Handbook for press and pub­
lications subjects. 

REE: PUBLIC RELATIONS outline for paperR on thf' use of press and 
publications in t he Af{ency's domestic pub lic info rmation pro­
gram. 

PPB-PRESS & PUBLICATIONS (GEN) 

GENERAL POLICY. PLANS. GUIDELINES. 7 V ISITS. TOURS. 
BACKGROUND. USf~ fOI' gene ra l ma terial on visits and tour!\ of 
Uge only for materials too broad in content to be ,,('rsons or ~roups of pl:!rsons ill t he press and 
filed under a morc s pe<'ific su\)jel"t elsewhere ill puhlications fi fdfl. Subd ivide hy na nw if volume 
this outline. wan-ants. For visits and tours undf'r the educa­

tional and cultural ex chan~e progl'am, SEE : PPB 
EDX nutli ne. 

2 GENERAL REPORTS & STATISTICS 

Use only for material too general in nature to be 8 EFFECTIVENESS 
filed under a more specific subject elsewhere in 

Use for general material on the overall effective­this outline. 
ness of the world-wi de, regional, or country 
press and publications programs. 

3 ORGANIZATIONS & CONFERENCES 

~ 	 Use for general mater ial only. Subdivide by 9 TRAINING 
name of organization and by name, date, and Of foreign government personnel and other non­
location of conference if volume warrants. agency personnel. 

4 AGREEMENTS 10 CENSORSHIP 

5 LAWS. REGULATIONS. PROCEDURES. 11 RESEARCH . STUDIES. 

6 (Reserved for future use' 	 12 COPYRIGHTS. CLEARANCES. 

- ---------- - - ------- ._---- -------- - - -- - - --- - - -­
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RECORDS CLASSI F ICATIO~~ IIANDBOOK PSY (p- I) 

-
 PSYCHOLOGICAL OPERAliONS 

Instructions 

U~e for paperH pl'rtaining to psycholo!(ical activities uHually conduded durinl{ a 
period of host ilil ics, crisis or othe,' emergency, for the primary purpose of influ ­
encing the opinions, emotion~, and behavior of enemy, neutral or friendly foreign 
IlroupS, military or civilian . 

BecauHe of the conditions unde r which s uch psychological ope ratiolltl must be con­
ducted, unique methodtl and tech lliq ues frequently arc u8ed. Also, such efforts 
often involw not only information organizations bu t also the collaboration of 
other branches of j{overnment, other nations, etc. For these reaSOllS, it ii:l expected 
that this outline will be used mostly for papers abou t s uch methods and coordina­
tion . This outline, therefore, 8hould not be used for papers which (A ) concern 
usual international information activities, for wh ich provision is made in the 
,'arioUl'! info media outlines or (B) nO ll -media outlines elsewhere in this Handbook . 

Specific project or operation. Material on a specific psychoiog-ical ope ration shou ld 
bf;' filed and malnt::llned as -a unit (easl' filed) . The fil e fold t' r lalwi(s) for Hueh files 
~hould ~how the !lame 0'- title of the operation followil1l{ the pri mary Hubject 
symbol PSY. The case file on a particular operation can bl' subdivided, if volume PSY warrants, by uRinll appropriate subject breakdowTlH provicil'ci in this outline. 

} 
PSY-PSYCHOLOGICAL OPERAliONS 

GENERAL POLICY. PLANS. GUIDELINES. 8 EFFECTIVENESS. EVALUATION. 
Use only for material pertaining to evaluation 


undel' a more specific subject in this outline. In ­

Use only fo r mater ials too general to be filed 

of psycholog-ical operations. For evaluation of 

cludes sugllestions ideas, "brainstorming." 
 specific programs and activi ties see instructions 

under "NOTE" at the end of this outline. 

1-1 Proposals . Suggestions . 9 TRAINING 
Use only for training in psychological activities;

2 GENERAL REPORTS & STATISTI CS see media and othe ,· programs fo r those specific 

Use only for mater ials too general to be filed types of t ra ining. 

under a more specifir subject in this outline. 


10 SURRENDER PROGRAM. DEFECTION. Subdivide by title of repor t if volume warrants. 

Use for broad material regarding this program 

in general. For specific activities affecting or
3 ORGANIZATIONS & CONFERENCES 
involving surrender, such as leaflets, etc., see 

Use for material too general to be filed under a e lsewhere in this outline. Do not use for defec ­
more sppcific subject in this outline. Subdivide tion of prominence in political, professional, or 
by name of organization and by name, date and private life, for wh ich SEE: POL 30. 
location of conference if volume warrants. 

11 RESEARCH 
4 AGREEMENTS 12 LEAFLET ACTIVITY 

Includes both air-dn>pping and other methodsS REGULATIONS & PROCEDURES 
of dislrilJUtioll . 

6 SPECIAL ENTERTAINMENT TROUPES 13 LOUD-SPEAKER ACTIVITY 
Snch as local traveling d"amn groups, Jluppet 14 GIFTSshows. t'tc., whosl' p"esl'ntutions include ml's­
S"g"I'S of pSY('hologinti imporl. lS PUBLICATIONS & DISPLAY M ATERIALS 

Inelu<les provincial newspapers, posters and
7 CADRES. INFORMATION TEAMS. otiH'r tyP(~S of psychological printed matel'ia! 


Inrludes activities. Subdivide by types if volunll' lIot ('ov('r('" elsewh{'l'(! in this outl ine (such as 

WIlI·rants. !eafJt.ts) . 
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PSY (p . 2) RECORDS CLASSIFICATION HANDBOOK 

PSY-PSYCHOLOGICAL OPERATIONS 

16 RADIO & TV PROGRAMMING 

For special psychological programs. For regu­
lar (non-psychological) programs SEE: TV 
iii Radio subject outlines. 

17 MAPS 

NOTE 

The following breakdowns may be used to l!Iubdivide 
any of the above activities and programs should this 
be desirable : 

-1 Policy. Plans. Guidelines. 

-2 Reports. Statistics. 

-3 Conferences & Meetings 

-4 Effectiveness 

-
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RECORDS CLASSIr-ICAT IO t-J H ANDBOO K 	 PVT (p . I) 

-' 	 PRIVATE COOPERATION 


Instructions 

UIIl' fo r papl' r ll 011 t.he :l j{t'lIl'y prol{ ram t.o mobilizl' t ht, private I'c ~ource~ of t he 
Un it.ed Sla tes ill a cooper ative effo r t to parallel and Hupport. t.hl' agency's oversea~ 
information and cul t u ral objeetive~. 

Specific client g roups. Materia ls on special client g roups or organizations should 
be-grouped together( case fi led). Such case files s hould show the clien t group (e.~. 
city, business fi rms, women's or ganizat ions, veterans organizations) and the name 
of the individual person, firm, etc . follow ing the primary symbol PVT. 

SE E: 	CULTURE outline for specific. p resentat ion projects in wh ich 
priva te flou rces a rc cooperating. 

BOOKS, MOTION PICTURES & TELEVISION, PICTURES, 
PRESS and PUBLICATIONS outlines for papers on it ems 
donated or sponflored by private sou rces. 

E DUCAT ION & CULTURAL EXCHANGE outli ne fo r the insti­
tutiona l a ffi ilation program . 

PVT 
PVT-PRIVATE COOPERATION 

... GENERAL POLICY. PLANS. GUIDELINES. 6-4 Public Response 

Use for general materia ls which cannot be filed Suhctivid(' by name of organ ization or individ­

under a more specific subject el sewhere in this ual. 

outline. 


6-5 Promotion & Publicity 

2 GENERAL REPORTS & STATISTICS 


7 VISITS. TO UR S. Use for materials which cannot be filed under a 

more specific subject in thi s outline. Subdi vide 

by t itle of report if volume warrants. 8 EFFECTIVENESS 


3 ORGANIZATIONS & CONFERENCES 9 PROMOTION & PUBLICITY 

Subdivide by t ype and/ or name if volume war­ Includes press releases and other promotional 
rants. materials on private cooperat ion. 

4 GRANTS 	 10 COMMUNITY AFFILIATION 

5 REGULATIONS & PROCEDURES 	 11 INDUSTRIAL & BUSINESS PARTICIPATION 

6 PEOPLE-TO-PEOPLE 	 12 SPECIAL PROJECTS 

Subdivide by name of project. Includes con­
6-1 	 Policy. Plans. tests, cor reli Jlondence projects, etc. 

6-2 	 Reports 13 MATERIAL DISTRIBUTION 

Includes "('quests and transmitta ls. 6-3 	 Commit~~5 & Conferences 

Subdivide by name. 

~ - ~--- - . . - -:---==:­
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RECOR DS C LA SS IFICATION HANDBOOK 	 R (p. I) 

RADIO (GEN) 

Instructions 

URl' for pa\l(' r~ which relate ill !{('IIt'raJ to radio bl'Oa(ka~tin!{ anu its U:ie as an 
information , (' ultural, and cnl('rtainmcnl medium, ()ther than the A~elJcy's 
domestic public information program. 

SEE: 	PUBLIC RELATIONS outline fo r t he usc of radio in Agency's 
domestic public information pro~ram . 

R 1>10 E. GINEER ING & CONSTIW CTIO , RAD IO PRO­
GRAMMING, RADI O FREQUENCIES & PROPAGATION, and 
RAD IO INSTALLATION OPERATIONS outlines fo r matte rs 
pertaining to those subjects. 

EDUCATION outline fo r use of radio as education mediu m. 

R-RADIO (GEN) 

GENERAL POLICY. PLANS. 6-2 	 Private International Broadcasting 

Use for material too general in nature to be filed Subdivide by name or symbol (e.g ., RFE, 
under more ~pccific subjects in this outline. Radio Liberty), if volume war rants or as 

refel'en('c needs dictate. 

2 	 GENERAL REPORTS & STATISTICS R 
6-3 	 Foreign Country Broadcasting 

Ul'O for material too genera l in nature to be fil ed 
under mort' specific subj ects in t his outline. 	 Subdi vide by name or a rpa and/or country 

and name of system or s ta tion (e.g., Radio 
Luxembourg, Swiss Broadcasting Corporation,3 	 ORGANIZATIONS & CONFERENCES 
Deutschlandfunk), if volume warrants or as 

Other t han radio systems, networks and stations, reference needs dictate. 
for which see elsewhere in this outline. 

6-4 Regional/Multinational Broadcasting 
4 AGREEMENTS 

E .g. , international organizations for collective 
Use for material too general in nature to be fi led defense purposes, such as SEATO, NATO, 
under more specific subjects in this outline. etc., and Inter-American Network. 

5 	 LAWS. REGULATIONS. PROCEDURES. 6-5 Other U.S. Broadcasting 

Usc {Ol' mater ial too general in naturp to be filed Suhdivide by name or symbol (e.g. , Armed 
under more specifi (' subjects in this outlin e. Forces Network, AFRTS) , if volume war­

rants or reference needs dictate. 
6 	 RADIO SYSTEMS. NETWORKS. STATIONS. 

(NON-USIA) 7 VISITS 

Use for general ma teria l on visits of radio per­6-1 	 Commercial Broadcasting sonalities Or Agency staff Or officials 

~lIhdividf' hy 1I:1IlH' or ~Ylllhul of sy~tf'm, II l't ­

work or l1tntion, if volume waITants or a~ 


reference needs dictate. 
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Rip, 2) RECORDS CLASSIFICATION HANDBOOK 

R-RADIO (GEN) 

8 EFFECTIVENESS , ASSESSMENT. EVALUA· 
TION . 

Indudcs c(kc t ivcness repo rt s, a ssessment re­
pOrts, e valuati o n s, a nd revi ews on the total radio 
ac,ivity . F o r radio programming SEE: RP 8, 

9 TRAINING 

or f Ol'cign govf', 'nnll!nt p f!rSOTlIICI alill other non­
A~ell(,Y personllel. Vor train ing of Ag'(!ncy per­
sOll n!'1 SI';E : PElt outline. 

10 (Reserved For Future Use) 

11 RESEARCH STUDIES 
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RECORDS CLA:.Sl rICATION HANDBOOK 	 REC (p. I) 

RADIO ENGINEERING & CONSTRUCTION 

Instructions 

U>;e for paper!'! wh ich pertain to the engineering, desi!o(n, and construct ion of radio 
stations and the technical apparatus, component systems, and related equipment 
at relay sta tions (fixed or t. ransportable ) and other radio insta llat ions. Include!'! 
land acquisition and Rite preparation. 

SEE : 	 RADIO INSTALLATION OPERATIONS outline for back ­
ground. agreements. activation, operat ions and maintenance and 
similar subjects of a broad or overall natu re p!'rtaining to relay 
stations and other radio ins ta llati ons. 

RADIO FREQU ENCIES & PROPA GATION outlinl' for assil(n ­
ment of frequencies, reception, technical monitoring, and si milar 
subject s ahout rad io frequl' ncips and propal(at ion . 

Spl'cific /'l,lay st a tion or ot.hl'r radio insl.:dla tion. Matl'ria l "oll('I'minl( a particular 
insta llation should h(, tilt'd and maintaiJl( ,d :IS a Ullit I ('as" fi lt'd ) . Th(' lilt· fold(·,. 
lal)('1 (s) for such filc·s should show the lIam( ', locatio n. 0 1' ot hl'1' iden t. ifi('ation of 
th(' installa tion ( ' .1(., GREENVILLE RELA Y STATION RH OD ES PROCRAM 
CENTER : etc . ) followed by the appropriat(> file lIyrnl)l)l and subjt'Ct s(, lectcd from 
the outline below. 

, 
The first section of the outline provides subjects fol' ust' in ('sl.ah li shing files which 
pertain to radio engineering and construction collectively. The remaining subjects 
are for use in establishing files on a type of activity or equipment or component RECsystem or their related parts. 

REC-RADIO ENGINEERING & 
CONSTRUCTION 

GENERAL POLICY. PLANS. 5 LAWS. REGULATIONS. PROCEDURES. 

Use ror material too general in nature to h.. Us!' f",' matf'r ial too gc nf! ral in natu r(' to hI! 

lill'd under more specific ~ubjl,('ts ill this outline. 
 IiiI'd lIlId"r mOI'r !;pl'l'ifil: Ruhjeds in this IIutlim·. 

1-1 Project Proposals 	 6 TECHNICAL SPECIFICATIONS & STANDARDS 

l ls., ",h"1\ "(,I·tain ...·r.. l'.. ll(·.. 11<·,'d" ('an I,,· n ... t 7 TECHNICAL INSPECTION 
hy k"l'pillg a ,'opy IIr all PI·lIj"l·t pml'o"al ,; oil 
l': ldill I'ngilll'!'rillg alld "on"tru('\ ion tOg', ·thrr. 

8 MEASUREMENT DATA 

2 GENERAL REPORTS & STATISTICS 9 TESTING & ADJUSTMENT 

lINI' for mau-rial too g'!'lll' ral in lIatun' til b.. 
10 SAFETYtileo ulldpr more ~pecitic subjects in this out­

lill<'. Subdivide hy tYIlI', if volume warrants . 
11 RESEARCH. STUDIES, TECHNICAL DATA 

3 CLAIMS 	 Dm's noi ill( ·lude mp.asurements, s uch as wear 
m.'asu rl'nH'nt II f l'q u ipment, ror which SEE: 
HEe x. 

4 CONTRACTS 
•

US" wh<'ll certain rC'fl' rC'n ce npeds can Iof' nH't 12 SECURITY 

hy k('('pinJ.':' a copy (If ('Illlt ract!l lin ra dio ..n ­

gin,·.. rin g and ('nnst rul'l ion to)t('thl·r . 13 PHOTOGRAPHS. PHOTOGRAPHY. 
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REC (po 2) RECORDS CLASSIFICATION HANDBOOK 

REC-RADIO ENGINEERING & -
16 SITE PREPARATION & CONSERVATION 

CONSTRUCTION 

14 PROPERTY ACQUISITION 

IISl' ror mll tcriulll on the acquisition or pru­
1'() ~ l'd at''lui!litioll o r si tes, builli inl{s, /lilt! utilt'r 
stl·u("tllr~ 's in th(' U.S. nnd abroad. Indud('s 
ti tll' .t~'l'cis, permits, Iirens(,!I, etc. Subdivide by 
t~' I)(' of property «(' .g. , office, residential, stor­
age, transmitter plant, etc.) if volume war­
ran ts. 

14-1 Purchase 

lrH'lu<i('S (~ond('mnatiol1. 

14-2 lease 

SulJtl ivioe by short-term and long-term if 
volu nH' warrants. 

14-3 Site Surveys Data 

14-4 Right!! & Privileges 

11I<:l lIoes farming, grazing, mineral, ease­
llH'nt s, ctc. 

15 DESIGN. CONSTRUCTION. 

I neludes architectural planll, engineering, in­
st.allation, moder nization, etc. 

15-1 Engineering Surveys 

I ncl ulies reconna isllance su I'veys. 

15-2 Drawings 

Uge for gener a l materials regarding draw­
ings. Actual drawings, because of t heir size 
and bulk, must be arranged and filed in 
sped al conta iners. 

15- 3 SpeciRcations 

15-4 Progress Photos 

15-5 Design Data 

Suhdi vidc by type. 

15-6 Construction Progress Reports & Charts 

15-7 Genera l Ent; ineerlng Data 

15-8 Contracts 

• 
15-9 Advance Consfruction 

111('1 1101'11 ad'JI!,flct' "Ol\str u("tivn t'ont ro!s. 
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16-1 

16-2 

16-3 

16-4 

16-5 

16-6 

16-7 

16-8 

16-9 

Clearing & Grubbing 

Fencing & Posting 

Roads 

Includes paving and grading. 

Sewerage 

Inl'luci(l1l Ilrainug(l. 

Site Pholos 

Soil Borings & Tesls 

Waler 

Includes supply, purification, reclamation, ir­
r igation, etc. 

Soil Conservation 

Landscaping 

17 ANTENNAS & TRANSMISSION LINES 

Subdivide by type and/or location, manufac­
tu rer, project, etc. if volume warrants or as 
reference needs dictate. Subdivide by specific 
itemg (e.g. , anchors and foundation, capacitors, 
multi-couplers, switching systems, etc.), al­
phabetically, as nece.'1aary. 

18 TRANSMITTERS 

Subdivide by t ype a nd/or location , m.anufac­
turer. project, ('te. if volume warrants or as 
reference neeos ci ictl<te. Subdivide by specific 
it('ms (e.g .. amplifiers, maste· oseillator, modu­
lat ion monitor, RF' (lxciter lIynthesizer, etc.), 
al phabeticall y, a ll necessary. 

t 9 RECEIVERS & RECEIVING SYSTEMS 

Subdivide by type and/or location, manufac­
turer , project, etc. if volume warrants or as 
reff' rcnce needs dictate. Subdivide by specific 
itemg (e.g., adapters, filters , frequency counter 
ou tput rack, etc.) , alphabetically, as necessary. 

20 POWER GENERATION & D5STRIBUTION 
SYST£MS 

Ruhd ivioe lIy tYPl~ and/or loca tion, manufac­
tU TI!r, (lTojI'I·l. d;c ., jf volume waTr a nts or 8 S 

N' f" TI!nCP. nee/ is nictate. Subdivirle hy I!pe~iflc 
itl'nl l': (p..g., cooling gystem, feerier c.able, f uel 
ami lu hricant ll, t ransror mers, etc.) , alphmbeti­
cally as II<'I·!'II:-;ar y. -"" 



RECORDS CLASS ifiCATION HANDBOOK REC (p. 3) 

-
 REC-RADIO ENGINEERING & 
CONSTRUCTION 

21 POWER (GENERAl) 

Us( only for mater ial whkh does not pertain 
to the apparatus, f'ngines, and auxi lia ry df' ­
vices used in power generation and distribution . 

21-1 Power Requirements 

21-2 Commercial Power 

21-3 Federal (U .S') Power 

21-4 Free Power 

21-5 Military Use of Power 

22 STUDIOS. MASTER CONTROL. 

~lIhtlividt , hy typf' alld /or 1"..a li,>II, studio 1111111 ­

ht"" projn·t . .. te., i f VO IUllH' warrants or a s 
,"I'fl'rt'lIc(' 11t'"dl' didlltt' . Suhdivirle by spe('ifie 
itt'lll: ( ... ~ ., ('on801(', microphones, oscilloscopt', 
.. \e . ). al phah('t ically, al' necessary. 

23 AUDIO FACILITIES 

l1 "(' onlv for material which cannot be filed 
IInrler o~e of the more Rpecific subjects pro­
vidf'd e lsewhere in this outline. Subdivide by 
typf' / or location, project , etc., if volume war­
rantR or as reference needs dictate. Subdivide 
hy specific items (e.g ., amplifiers, speech in­
wrtorR, tape recordf'rs, speakers, etc.), a l­
phalwtieally, as necessary. 

24 TUBES & TRANSISTORS 

Suhdiv itlp hy type alld/or location, make, 
pmjt'l·t, I'tc. , if volume warrants or as r('f('r ­
('nel' 'WI'rls dietat('. 

25 VHF & MICROWAVE SYSTEMS 

SlIlulividt ' hy tyl'I' IIl1d / or I(watitln, projt·('t, 
t'lt· ., ir \'01 II n1(' warrants or a" rl'fl'r(,II('I' '1I'1~d" 
di .. talt' . Sululividl' hy sIWt'ifit' items (t'.g-., mo­
hill' faeilit il's, VH I" carril'r l~ uipllH'lIt, ('l('.) , 
alphalwtically, as 1H!t'I'ssa ry. 

26 TE RMINAL FACILITIES 

Suhdivirl(' by typl' and / or location , project, 
1'1t'., if \'olum .. warrants or [IS r eff'rence nef'd:,; 
didatf' . 

27 COMMUNICATIONS SYSTEMS & FACILITIES 

Subdivide hy type of system or facility (e.g., 
RTT, Telephone, Clock, Intersite Radio Link, 
Teletype, TWX, Telex, etc.), if volume war­
rants. 

NOTE 

The followilll{ bn'akdowns may II.. usp.d t. suh­
diviclc any of lh(' ahove apparatus, I'ompon('nt sys­
teml', fal · i'ilif'~. a lld f'quipmf'nl, should lhis be 
dl$irahlf' ; 

-1 Policy . Plans . 


-2 Report$ & Statistics 


- 3 Claims 


-4 Contracts 


-5 Laws. Regulations. Pro­
cedvres . 


-6 Design. Construction . 


-7 Drawings 


-8 Technical Specs . & 

Standards 

-9 Technical Inspection 

-10 Measurement Data 

-11 Testing & Adjustment 

-12 Safety 

-13 Photographs. 
Photography. 

-14 Security 

-15 Research. Studies . 
Tech. Data . 

.....;.. 
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RADIO FREQUENCIES & PROPAGATION 

Instructions 

Use for papers about radio propa~ation and research and an alysis. freq uencies 
ass ignment, technical moni toring, reception, and related radio frequencies and 
propallation subjectll 

--
RF-RADIO FREQUENCIES & PROPAGATION 

GENERAL POLICY. PLANS. 
Use for mate rial too general in nature to he tiled 
under lIlor(' specific subj ects in this outli ne_ 

1-1 New & Proposed Facilities 

1-2 Coverage Estimates & Maps 
Subdivide as ex isting or proposed. 

2 GENERAL REPORTS & STATISTICS 
US(' for material too general in natu re to be fil ed 
under mOTe specific subjects in this outline. 

3 ORGANIZATIONS & CONFERENCES 
Use for material too general in nature to be filecf 
under more specific subjects in this outline. Sub­
divide by name of organization , and name, date, 
and location of conference, if volume warrants. 

4 AGREEMENTS 
Use for material too general in nature to be filed 
uncfer more specific subjects in this outline. 

S LAWS. REGULATIONS, PROCEDURES_ 
Use for material too general in nature to be filed 
under more speci fic subjects in this outline. 

6 FREQUENCY SCHEDULES 
Includes changes. 

7 FREQUENCY AUTHORIZATION. 
Subdivide by location, facility, frequency, etc.• if 
volume warrants . 

8 FREQUENCY USAGE 
Subdivide by location, facility, frequency, etc. , if 
volume warrants. 

9 FACILITY ASSIGNMENTS 
File seasonally by area. 

9-1 Facility Changes 

9-2 Operational Data 
File hy !<pecial prngrallH•. 

9-3 Circuit Analysis Data 
Mt1 F. !lignal !ltrengths_ 

9-4 Program Coordination 

10 RECEPTION. TECHNICAL MONITORING. 
Subdivide by name of country. lo('a tion of sta­
t ion, ett'_, if volume warrants. 

10-1 Reception Reports 

Arrange by a rca, post, content, etc., if vol­
limp warrants. 

10-2 Jamming. Counter-Jamming. 

10-3 Interference (Non -Jamming) 

E.g., dul' to natural phenomenon, or VOA 
interferen(,e to or from transmissions of 
other 3tations. 

10-4 Computer Data 

10-S Monitoring 
Includes contracts. 

11 RESEARCH . STUDIES. TECHNICAL DATA. 
Subdivide by name or number of research proj- RF 
ect, agency, study group, etc., if volume war­
rants . 

12 FIXED COMMUNICATIONS 
Subdivide by geographic designation, agency, 
system, etc., if volume warrants. 

12-1 VOA Fixed Communications Network 

13 PROPAGATION FORECASTS. PREDICTIONS. 
Subdivide by type, organization, etc., if volume 
warrants. 

14 BACK SCATTER 
Subdivide geographically, if volume warrants. 

lS FORWARD SCATTER 
Subcliv idp gcol{raphiC'ally, if volume warrant!!. 

16 AURORAL ZONE PROPAGATION 

17 EQUATORIAL PATH PROPAGATION 

18 IONOSPHERIC PROPAGATION 

19 NON-LINEAR PROPAGATION 
Suhdiv ide geoJ(r aphi ('ally, if vnlum" warrants. 

------------ - ------- ---- - - .-­
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-
 RADIO INSlALLAliON OPERAliONS 

Instructions 

U~e for papers 011 t hI' ){l'ne ral ha<:k)( rou IHi of rt ' la .v sta t ions a lld oth<' r l'oHlin 
in!-lt a llations ; t. h!' il' activa tion and status ; olH' l'at.ioll alld maiIJl<' llall('<'; and s imilar 
subject !'I of a IZt'l1t'l'alnature about s u<:h installations . 

SEE : 	 RA DIO ENGINEERIN G & CONSTR UCTIO N outline fo r thl' 
design and construction of radio station s and of technical appa­
r atu!'l, component sY!'ltems and rt'lated eq uipment at radio inst.a lla­
tions . 

Spec ific relay station or other radio inst.a llation. Ma terial ('oncerlling- a particular 
install:ltion should be filed and maintaincd as a unit ( (,liSP filt' d ). The file folot'r (S ) 

for Huch files should !'Ihow the namp, locat ion 0 1' othf'1' iden t ification of the installa, 
tion (e. g., MUNICH RELAY STATION --RHODES PROGRAM CENTER; etc . ), 
followed by the appropriate tile symhol and s ubj pct. seh,ctl'd from the outlim' 
be low. 

Tht' first !ll:'ction of t h(' ouUim' provid('s suhj('cb for US( ' ill (·st ahli sh in j.( fil e:< whi<:h 
I't' rtain to radio insta llation , operation a nd maintenance co llpctivcly. The rema in ­
ing subjects an' for ust' in establi RhinJ! fil eR on sW('ifi<: typps of compoll('nts and 
tht'il' rpla tt'd parts at radio and relay stat.ionR. 

RIO-RADIO INSlALLAliON OPERATIONS 

GENERAL POLICY. PLANS. BACKGROUND. 3 ORGANIZATIONS & CONFERENCES 

II s.' for mater ial too general in naturp to be USf' for mat(' rial t oo ~. ' nf' ral ill l1a turt ' to lop 

!il ..<t und.. r more specific suhje..t!! in thi!; outl in!'. filed u nd p. r mon ' :< pec itic :< u bjeet~ ill t hi :; outli lll' . 


Subdivide by na me of organization, and namf', 
 RIO<tat(', a nd location of eon ferp.ncl', i f volume war ­
1-1 Authorizations rants. . 


E.~ . , operational authOl'ity, del('gation of au ­

Ihorily and management authority, pte. 4 AGREEMENTS 


I n('lu d.,s 1111'rnos 0 r u nd. 'r~tal1c1ing ancl .. Iparan ee 
1-2 Preliminary Proposals 	 with 01 hp r agl'n(·if's . Suhdivide hy eountrip.s or 

othf'r political f-'nt itil's involvf!d (f!.g., US-Greece , 
Tangip!,- Jo'n' nch) , by organ izatiolls involve(]

1-3 	 Projected Facilities (" .g ., US leA -no /», hy typf' o f agreemfmt or 
suh j .... t lIf'g()tiat.'d, ('te., if volurn( , warra nts or 
a~ rt ,r"l'!' IH'f' n. '"ds dielat( '.1-4 	 History . General Background. 

4-1 	 Negotiations
2 GENERAL REPORTS & STATISTICS 

I Is, ' f" .. l11al ,'rial ' 100 g'''III ' ral ill lIatlll'p to I" , 5 LAWS. REGULATIONS. PROCEDURES. 
ti l, 'd IIl1d, ... III0 1'1 , sl"'f'iti( ' s lI".it'd,; in Ihis oll tiill ' ·. II ".· r"t" l'lal"r ial 100 g. 'nf ' ral i ll l1 :1tllr" t o hp. 

Iil .. d ""d"r flI"r.' " "".. it i( · s lIhj"(' l" ill th i:< outlinf!. 
2-1 Monthly Operations Report 

5-1 Emergency Operating Procedures 

2-2 Quarterly/Annual Statistical Report 	 SJo: /':: I{ADlO I'I{OCRAMM TN( ; ()utiinf ' for 
"I11. ' rg('lh·y progran,min g procedure" and 
I': M ERG ENCY PLANNING out/ illp for (!mer­

2-3 	 Status Report g" Il ('Y evacuation and dp.st r u<: l ion of faciliti f'''. 

2-4 	 Irregularity Report 5-2 Relay Station Instructions IRSI's) 
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RIO-RADIO INSTALLATION OPERATIONS 

6 COMMUNITY RELATIONS & CONDIl.IONS 

6-1 Schools. Schooling Facilities . 

6-2· Incidents 

Of loca l, relatively minor natu re. Do· not use 
for incidents d international significance, for 
\\"hi('h SEF. : POL outline. Subdivide by spe­
cl fH' incident. if volume warrants 01' as refer­
(' flCf' lieI'd" dictat e . 

6-3 Cost of Living 


6-4 Local Labor MaHer, 


6-5 loca l Laws. Regulations. Ordinances. 


7 TECHNICAL INSPECTION 


8 PERFORMANCE. RELIABILITY. 


9 FAILURES. LOSS. DAMAGE PHOTOGRAPHS. 

PHOTOGRAPHY, 

10 HOURS OF OPERATION 

11 RESEARCH, STUDIES. TECHNICAL DATA,. 
I 

12 	 ACTIVATION. STANDBY. TERMINATION. 

For papl'rs (In planning anrl procerlureR for 
llI1'pti ng· c(llldi t ions which may a rise from diR­
:lstl'rs, warfare. riots , or emergencies other 
t ha n dvil rlcfense planning, SEE: EMEU­
GENe'i PLA NNING nutlin!', 

13 	 USE OF RADIO FACILITIES 

3·-1 VOA tlse 

13-2 USIS U\le 

13-3 Other U,S. Government Agency Use 

13~ Foreign Government Use 

14 	 MAINTENANCE & OPERATION 

15 	 SAFETY 

16 	 SECURITY 

17 	 ANTENNAS ~ t RANSMISSION LiNeS 

~ \i hd i \·i, '" hy typ,' alili/.)r lo<'at1n l1, "fla lJ uf;u'­
t III'p r, pr\ljl'd , f' t ... if vohlllw Wll:-:r,ant~ o r a~ 
r.- r"I'<' I)(," 11<'·"<1,, d i(,t ,itl'. ,uil.li vid.., toy sllI'ei n., 
itt' II'>' ( , ' ~.• :li1chf'l'I' :w fl ( "til dution, l·al}l}(' i t~lI's . 

nut! tic" up h\l"$. f>l'"v i+ t'hin '~ :'; yZ.: t." th~r l'tf~.) t aillha­
hf'li , 'a fl ~· . as Ilpr","'f\l''I'Y. 

18 	 TRANSMITT-ERS 
Subdivide by type a nd /or location, manuiac­

tu rer, if voluml" waTl'ant s o r as referen('c needs 

dictat e. Subdivide by specific items (e.g" am­

plifiers, master oscillator , modulation moni to!', 

RF excifer synt'hesizer, etc. ). alphaBet ica lly, 

as necessary. 


19 	 RECEIVERS & RECEIVING SYSTEMS 
Subdivide by type and/or location, manufac­

turl!r, project, etc. , if volume warrants or a~ 


r efer!'ncc neells dictate, Subdivide by specific 

item!': (e.g., aclaptf'Ts. fil t ers, f rP.lluency· ('ounter, 

IllItPllt rark, I'te . ) , alphahetically, as necl'!':sary. 


20 POWER GENERATION & DSSTRIBU1l0N' 
SYSTEMS 

Sul"I iv i.I,· hy tyl'l' nllll/llr lo('ution, ml1nufac ­

turf'I'. projf" 't , .. t, ·., ir v"Ium" warrants or ale 


rl'fl'rl'IWI' 1I1'l'ds Ilidatf' . :-\ul"livide hy sJX!dfic 

it" lns ( .'.g., ('ool illg systl'm, f..,eder cahle, fue l 

alHl lubricant!': , tran!':formers, etc.), alphabeti­

cally , a,. lIeccssary. 


21 	 POWER (GENERAL) 
Use only for mat!'rial 'which rloes not pertai n 

to th., apparatus, engines, and auxiliary de­

ViCCR ulled in )lower gf'neratioll and dilltribution. 


21-1 Power Requirements 

21-2 Commercial Power 

21-3 Federal (U,S') Power 

2,1-4 Free Power 

21-5 Military Use of Power 

22 	 STUDIOS. MASTER CON 'ROL 

~\l b!"li 'i i•.!' hy tYllf' Ilnn/M" h':':!ltillll, "indi() n um­

bpr, projcd, pt e', . if volum« WHrrants or as 

r. 'fl'r('l l('f' UPI'd", tli ('tutf'. Subdivide by llpeci fic 

items (".g" (' 0 n soli!, rrderopholll', oscilloscope, 

('tc.) , alphah!'t ieally, as necessary. 


23 	 AUDIO FACILITIES 
the' only for material which cannot he tilerl 
under one of t hp. mort! s pec ific Rubjects pro­
villed e lsewhere in this outline. Subdivide by 
typf' an%r loeation . prlljed, etc., if volume 
wa Tl'ants or a s rl! f~ 'rence rweds rlictate . Sub­
oivid.· hy srll'c ific it emll (e. I>"\ '1 a mplifiern, Rpeerh· 
invI' rtors, tap., l'f'corrl'!rs, SIH'akf' rs, etc.) , al ­
phnlo" ',i('a lly, as /a·r'!Sflary. 

24 	 TUSES & ntANSISTORS 
S uhdiv i,,," Ity t Yl'" :lmi/rrr iO('lItim , Inak,·. p N j ­
(wt, "t(' ., if v .. '\lnll' warrant.o; u,' as f'(·f, 'nm('(' 
IH,('(ls <li c tal!'. 

..... 
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RIO-RADIO INSTALLATION OPERATIONS 

2S VHF & MICROWAVE SYSTEMS 

Suhdivilit' hy tYPl' anci / or locat.ioll, projed., 
etc. , of volume warrants or as reference n('('cls 
dictate. Subdivicie by specific items (e.g., Ill/) ­

bile facilitiE's , VHF carrier equipment, et(·.), 
alphaht'tica lly. as neccssa ry. 

26 TERMINAL FACILITIES 

SuhdiviciE' hy typ(' and / or location , if volume' 
wa'Tants 01" as rt'f('re'nC'(' 1lt'E'cis clie· tate~ . 

27 COMMUNICATIONS SYSTEMS & FACILITIES 

Subdivide hy type of systE'm or facility (e.g'. 
RTT, TE'lepholll'. Clock, IntE'rsite Radio Lillk, 
TeletypE', TWX . Telex, etc.), if volumE' war ­
rants. 

NOTE 

The foll owing- hrcoakclow lls may hE' used to slIhdivicle' 
any of lill' ahon' apparatus, compOIu'lIt syste'llls, 
faC'ilitil' s. ,'qUiPIIH'llt. E'tC' .. should this 1)(' desi ra hle' : 

- 1 Reports & Statistics 

-2 

-3 

-4 

-S 

-6 

-7 

-8 

- 9 

- 10 

-11 

-12 

-13 

Procedures 

Technical Specs. & 
Standards 

Technical Inspection 

Maintenance & Operation 

Measurement Data 

Testing & Adjustment 

Disposition 

Security 

Safety 

Research. Studies. 
Tech . Data. 

Performance. Re­
liability. 

Failures . Damage . 
Loss. 
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- ---- --- ---------------------~-.:. 

RADIO PROGRAMMING 

Instructions 

UliC for papers pertaining to the development, scheduling-, use, and eva luation of 
radio pro){rams as an international information med ia. 

The outline may be used also by agencies and offices whose inte rest in radio pro­
grams and programming lies primarily in their use as a cultura l a nd entertain ­
ment media. 

REE: 	EDUCA TION outline fo r t he use of radio as an education 
medium. 

RAD IO (GEN.), RADIO INSTALLATION OPERATIONS, 
RADIO ENGINEERING & CONSTRUCTION,and RA DIO FRE­
QUENCIES & PROPAGATIO T outlines for matters pertaining 
to t hose subjects. 

Title tileR. Material about a particular program Rhould he fil ed and maintained as 
a UlIl t «'as(' filed ) . The fi le folde r label (s) for such fil cH should Hhow the title of 
tl1P prOl{ram, following the primary subject file symbol. The CaHt! file on a particu ­
la r program can be subdivided , if volume warrants, by using t.he subject bn'ak­
downH provided in th is outli ne . 

RP-RADIO PROGRAMMING 

GENERAL POLICY. PLANS. 	 6 OUTSIDE RESOURCES & TALENT 
Use fo r matpria l too general in natu re to b.~ Script writer s, narrators, stringers, hoopies, etc. 
filed under more speci fic subjects in th is out ­ Arrange by type of service and thereunder 
line . alphabetically by name of individual, firm, etc. 

whose services are employed or who are candi­
1-1 Program Review dates. Includes instructions on use of talent 

vendors, and lists of them. 
1-2 	 Guidances RP 

7 PROGRAM SCHEDULES 
2 GENERAL REPORTS & STATISTICS 

Subdivide by type (e.g., off-line, AFRS, United 
Use for material too general in nature to be fil ed Nat ions, f oreign , etc.), if volume warrants or 
unner more specific subjects in this outline. reference needs dictate. 

3 ORGANIZATIONS & CONFERENCES 7-1 	 Schedule Changes 
liSt, for material too gent' ral in nature t o bf' fil ed 
under mort' spt'l'ific subjects in this outline. Ruh ­ 7-2 	 Time Changes
div ide 	hy tllln1l' of organization, and name, nate, 
IItld ltlt'at ill" {l r ('onfcren("e, if volume warrants . 

7-3 	 VOA Program Schedules Pamphlet 

4 AGREEMENTS Arra nge by geographic area. 

lis.. for mntf'ri al too gf' nt'ral in nature to he fil"" 
und"I' l1lt>rt' sI'"dfic suhj.'ds in this outlinE'. 8 EFFECTIVENESS & EVALUATION 

Subdivide geog raphically, if volum e warrant!!. 
5 LAWS. REGULATIONS. PROCEDURES. 

8-1 	 Evidence of Effectiveness
lISt' for lIlatl'rial too general in nature to be filed 
unlier 	more specific subjects in this outline. 

8-2 	 Effectiveness Reports 
5-1 Emergency Programming Procedures 

8-3 Contests. Clubs.«'or t'ml' rg-t'ncy operating procedures SEr~: 


RAIll O INSTALLATION OPERATIONS To stimulate listener correspondence. Sub­

out1inl' . divide by type, if volume warrants. 
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RP-RADIO PROGRAMMING 

8-4 	 Audience Mail 
Includes analys is, ma il panel surveys, audi­
encemail reports, questionnaires, translations. 
tabulation of responses. etc. Subdivide by 
area. country. program. etc. as volume war­
r ants or r eference needs dictate. 

8-5 	 Field Evaluation 
Evalu~ti on by 'USICA posts and media exten­
sions. 

8-6 	 Staff Evaluation 
Evaluation by 'US ICA central office personnel. 

8-7 	 VOA Listening 
Studies of listening to VOA programs in giv­
en areas. countries. cities. Subdivide ge0­
graphically. as needed. 

8-8 	 Reactions. Attitudes. Opinions. 
Toward VOA radio programs on the part 
or thl' public. government, and media of other 
countr ies. Subdivide by a rea and/or country. 
us reference needs dictate. 

9 PUBLICITY & PROMOTION 

10 	 CENSORSHIP 

11 	 RESEARC H. SURVEYS. (GENERAL) 
Does not include effectiveness a nd evaluation of 
VOA programs or monitoring of radio program 
content, for which see elsewhere in this outline. 

11-1 	 Audlenco Research Reports 
Use for r eports which are not limited solely 
to listening habits or to audience estimat es 
or to other specific type of radio program 
research data. 

11-2 	 Audience Estimates 
Estimates of potential or actual radio audi ­
ence~. Subdivide by area and/or country. 
type, etc. as reference needs dictate. 

11-3 	 Listening Habits 
Subdivide by area and/or country. type of 
lilltf'lll'r (e.g. , university students, urban ra­
dio owners) , etc., as reference needs dictate. 

11-4 	 Radio Receiver Set Distribution 
I. P., number {'If set!!, distribution pattern, 
('Ii' . Suhdivide ~·V !U··'U and/or country. as 
r .. f,· renc(' needs {ildate. 

12 	 RIG HTS. CLEARANCES. 

12-1 	 Copyrights 
Subdivide by !JO'I T.U ( ... g., ne ¥York). title. etc. 
as refl'renc\! Vl,,><!<iS ..'l : ~' ~iA!. 

12-2 Performance Rights 


12-3 Clearances for Recording or Rebroad­

casting 

12-4 Property Protedlon 

13 PLACEMENT. USAGE. 

Of VOA programs and program materials. 

13-1 Usage Reports 

14 USAGE OF COMMERCIAL RADIO LINES 
For VOA program transmissions. 

14-1 Program Hour Reports 

14-2 Outages 

15 STANDBY PROGRAMS 

16 BROADCASTING ROUTINES 

16-1 Openings & Closings 

16-2 Station Identification 

Includes correspondence and instructions on 
use of and changes in eommercial radio 
stations identification. 

16-3 Bridge s 

16-4 Spot Announcements 

16-5 Apology Announcements 

17 PRODUCTION 

F OT profeslIionai pr oducers whose serviees I:!. l"(, 

employed or who are ca ndidatee. SEE:: OUT­
SIDE RES('.URCES '" TALENT elsewhere 
in this outline. 

17- 1 Producers Daily Assignment Schedules 
Arrange by date. 

17-2 Produdion Reports 

Arrange hy date and language. 

17-3 Program Suggestions 

~ nclurlc!! proposed programa. Pl'Ojecta. or 
Jdeas. 

17-4 Production (Airshow) 
FormatH 

18 CATALOGS & LISTS 
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RP-RADIO PROGRAMMING 

18-1 	 Catalog of Selected VOA Programs 

19 	 CONTENT MONITORING 

19-1 	 YOA Programs 

19-2 	 Foreign Programs 

20 	 CONTENT REPORTS 
Summary listing of day's broadcast in a given 
language. Includes policy, procedures, and in­
structions on- format, distribution, etc. Arrange 
actual report~ by date. 

21 	 SCRIPTS 
Policy procedures, instruct ions, etc. Arrange 
actual scripts by language, date, show. Main­
tain producer 's copy separate from desk copy 
because of different retention periods. 

21-1 	 Scri pt Wri ting. Adaptation. 
For professional script writers whose serv­
ices are employed or who are candidates, 
SEE: OUTSIDE RESOURCES & TALENT 
elsewhere in this outline. 

21-2 Script Distribution 

21-3 Script Coordination 

21-4 Script Translating 

22 TAPES 
Policy, 	 procedures, instructions, services, etc . 

22-1 	 Original Taping 

22-2 	 Tapes Received 

Includes Daily Log of TapeR R('ceived. 


22-3 	 Tape Charge Outs 

22-4 	 Tape Distribution 

Includes Daily Distribution Listings. 


22-5 Field Requests for Tapes 


22-6 Tape language Services 

E. g., fill ing in of leader tapes or translating 
of portions of tapes considered guidance 
instructions for listeners_ 

22-1 	 Tape Replacement 

22-8 	 Tape Quality 

Includes quality control. 


22-9 	 Dub To Disc 

23 	 DISCS 
Policy, procedures, instructions, etc. 

23-1 	 Original Recording 

23-2 	 Discs Received 

23-3 	 Disc Charge Outs 

23-4 	 Disc Distribution 

23-5 	 Field Requests for Discs 

23-6 	 Disc language Services 

23-1 	 Disc Replacement 

23-8 	 Disc Quality 

23-9 	 Dub to Tape 

24 	 SPONSORSHIP 
Of VOA r adio broadcasts. 

2S 	 OFF-LINE PROGRAM FEEDS 
URe for s uch material as correspondence with 
commercial radio stations regarding programs 
wanted, a rrangements for their pick-up and 
taping, requests, etc. Arrange by radio station, 
call number, subject, etc. as needed. 

25-1 	 Recordings Reports 

26 	 PROGRAM CENTERS & SUBCENTERS 
Usc only for material on programs and pro­
gram ming matters at or involvi ng Ruch centers. 
For material on engineering and operating a!! ­
pects of structures and technical apparatus, 
SEE: RADIO ENGINEERING & CON­
STRUCTION and RADIO INSTALLATION 
OPERATIONS outlines. Subdivide by name, 
if volume warrants or as reference needs 
dictate. 

27 	 YOA CORRESPONDENTS 
Subdivide by geographic location and/ or name, 
if volume warrants or as reference needs 
dictate. 

28 	 "NO PRODUCERS" SHOWS 
Taped programs which do not r equir<' attl!ntion 
of producer . 

29 	 IReserved for future usel 

30 	 IReserved for future usel 

31 	 IReserved for future use) 
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RP-RADIO PROGRAMMING 

32 IReserved for future ule) 

33 IReserved for future use) 

PROGRAM CATEGORIES 

T hl' followi ng hreakrlowns 8n! to be used only for 
papers of a very broad nature dealing with a general 
category of programs. An example would be a policy 
paper on newscast ing as such or a single document 
which covers several categor ies of newscasts such 8S 

news summar ies, commentaries, roundups, editorials, 
headlines, etc. 

Do not use the following breakdowns for papers 
whic-llconcern a program identified by title, such as 
"Music-USA," "Burl Ives Sings," " Ti mes Remem­
bered," "Population and Economic Growth," etc., 
(or which see in::;tructions regarding title files at the 
bpg-inning of this outl ine. Also do not use for paperH 
on nny of the suhject:> provided in t he outl ine above, 
such as "Audience Mail," "Contellt Monitoring," 
" Ou tside Re!<ou l'c('S &. Ta lent, " etc. 

34 FEATURES 

35 SP ECIAL EVENTS 

36 PJI CKAGE PROGRAMS 

37 FE EDS 

38 NEWS 

38-1 VOA Wires 

38- 2 VOS Wires 

38- 3 VO E Wires 

39 MUSIC 

- ------- ._- -----­
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- ---- - -------------~-

SPACE COMMUNICAliONS 

Instructions 

USC' for p'LJl!'rs hav ing to do wi t h 1 he transmiss ion , r<,layi ng- , and recept ion of in ­
format io n th "ough thl' use of sat e llites or oth C' 1' man -made spae!' dpvices; t he use 
anti "olp of cl'lps tial hodies anrl at mosph( ' ric ph pnollwll oll in space informat ion 
activities ; legal matters conceming U Se of space fo r info l'ma tion purposes; and 
other subjects pertaining to space co mmunication!'; . 

SEE: 	SPACE & ASTRONA UTICS ou t lin e for span' ma Ue rs othe r tha n 
space communicatioTl~ . 

SPC-SPACE COMMUNICATIONS 

GENERAL POLICY. PLANS. 	 11 RESEARCH. $TUDIES. TESTS. 

U!>e f or material too general in nature to be file" Use fo r mater ia l wh ich cannot he filed under 

unde r more specific subjects in this outline. t he more specifi c subjects el sewhere in this out ­


line. 


2 GENERAL RE PORTS & STATISTICS 
12 MOON RELAY

USl' for matf'r ial too genera l in nature to be fi led 
under more spC'cific su bjeets in this outl ine. 

13 (Reserved For Future Use) 

3 ORGANIZA n O NS & CONFERENCES 
14 ARTIFICIAL IONOSPHERE 

Use for material too general in nature to be fi lf'd COMMUNICATlONS 
under mor!' specific subjects in this outli ne. Ruh­

d ividf' by naill(' of organization, and name, date, 

and location of conferf'nce, if vol ume warra n ts. 


4 AGREEMENTS 

Use for nla tl'r ia l too general in natur e to bE' 
fi led under morp spE'cific subjects in t h is outline. 

5 LAWS. REGULATIONS. PROCEDUR ES. SPC 
Us.' for matl'rial too general in nature to be filed 
1IIl!lpr 	 more spl'cific subjects in this outlill!'. 

6 (Re served For Fu ture Use ) 

7 SPACE FREQUENCIES. WAVELENGTHS. 

8 ( Rese rved For Future Use) 

9 GROUND- LINK STATIONS 

10 BROADCASTING CAPABILITIES 

- -- - _ . - - - ._ - ­
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LIST OF TOTAL PRIMARY SUBJECT SYMBOLS 


.~ 

SYMBOL CATEGORY SYMBOL CATEGORY SYMBOL . CATEGORY 

ACC 

AE 

AGR 

AID 

AV 

BG 

BKS 

BUD 

CON 

CR 

CSM 

CUl 

DEF 

E 

ECIN 

EDU 

EDX 

EP 

ES 

EXH 

FMGT 

FN 

FSE 

FSV 

ADM 

SCI 

KON 

KON 

fCON 

ADM 

CUI. & INF 

ADM 

CONS Ul. 

ADM 

POL & OEF 

CUL & INF 

POL & OfF 

fCON 

fCON 

CUL& INF 

CUL&INF 
.. 

ADM 

ADM 

CUL& INF 

ADM 

fCON 

fCON 

ADM 

FT 

HUH 

INCO 

INF 

INT 

IT 

LAB 

lEG 

LIB 

LM 

MV 

MVF 

MVP 

ORG 

OS 

P 

PB 

PER 

PET 

PIX 

PO 

POL 

PPB 

PPT 

fCON 

SOCIAL 

KON 

CUI. & INF 

POI. & OfF 

KON 

ECON 

ADM 

CUI.&INF 

SCI 

CUL&INF 

CUL&INF 

CUI. & INF 

ADM 

fCON 

CUL&INF 

CUL & INF 

ADM 

fCON 

CUL & INF 

KON 

POL & OfF 

CUL & INF 

CONSUL 

PR 

PRC 

PS 

PSY 

PVT 

R 

REC 

REF 

RF 

RIO 

RP 

SCI 

SHW 

SOC 

SP 

SPC 

STR 

SY 

TEL 

TP 

TR 

TRV 

V 

VEH 

ADM 

ADM 

CONSUl. 

CUI. & INF 

CUI.&INF 

CUL&INF 

CUL&INF 

SOCIAl. 

CUI. & INF 

CUI. & INF 

CUL & INF 

SCI 

ADM 

SOCIAL 

SCI 

CUL & INF 

ECON 

ADM 

KON 

fCON 

ECON 

ADM 

CONSUL 

ADM 
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CATEGORIES & PRIMARY SUBJECTS-
ADM INISTRATION (purple) 

ACC 
BG 

BUD 

CR 
EP 
ES 
FMGT 

FSV 
LEG 

ORG 
PER 
PR 
PRC 
SHW 

SY 
TRY 

'-
VEH 

CULTURE 

BKS 
CUL 
EDU 

EDX 
EXH 
IN F 

LI B 

MY 

MVF 

MYP 
P 

P8 

PIX 

PPB 
PSY 
PYT 
R 

REC 

RF 

RIO 
RP 
SPC 

ACCOUNTING & DISBURSING 

BUILDINGS & GROU NDS 

BUDGET 

COMMUN ICA TI ONS & RECORDS 

EMERGENCY PLANN ING 

EQUI PMEN T, SU PPLIES & SERVICES 

FINANCI AL MANAG EMENT 

FA CILI TATIVE SERVICES 

LEGISLATI VE .. LEGA L AFFAIRS 

ORGANIZATION & MANAGEMENT 

PERSONNel 

PUBLIC RelATIONS 

PROCUREMENT & CONTRACTING 

SH IPPING & WAREHOUSING 

SE CURITY 

TR AVel 

VEHICLES 

& IN FORMATION (yellow) 

BOOKS 

CULTURE 

EDUCATION 

EDUCATIONAL & CULT. EXCHANGE 

EXHIBITS 

INFOR MA TION (GEN I 

LIBRARIES & CENTERS 

MOTION PICT. & TelEVISION (GENI 

MOTION PICT. & TV FACILITIES & SERVICES 

MOTION PICT. & TV PROGRAMM ING 

PRES S 

PUBLIC ATl ONS 

PICTURES 

PRESS & PUBLICATIONS IGENI 

PSYCHOLOGICAL OPERATIONS 

PRIVATE COOPERATION 

RADIO IGE NI 

RADIO ENGIN EERING & CONSTRUCTION 

RADIO f REQUENCIES & PROPAGATION 

RADIO INST AllATION OPERATIONS 

RADIO PROGRAMMING 

SPACE COMMUNIC ATI ONS 

CONSULAR (dark green) 

CON CONSULAR AFFA IRS IGENI 

PPT PASSPORTS & CITIZENSHIP 

PS PROTECTIVE SERVICES 

V VISAS 

ECONOMIC (light green) 

AGR 
AID 

AY 

E 
ECIN 

FN 
FSE 
FT 

INCO 

IT 

LAB 

OS 
PET 

PO 

STR 
TEl 
TP 

TR 

AGRICULTURE 

AID 

AV IATI ON ICIVllt 

ECONOMIC AFFAIRS (GENI 

ECONOM IC INTEGRATION 

f iNANCE 

FUelS & ENERGY 

FOREIGN TRADE 

INDUSTRIES & COMMODITIES 

INLAND TRANSPORT 

LABOR & MANPOWER 

OCEAN SHIPPING 

PETROLEUM 

POSTAL AFFAIRS 

STRATEGIC TRADE CONTROL 

TelECOMMUNICATIONS 

TRADE PROMOT ION & ASSISTANCE 

TRANSPORT A TlON (GENI 

POLITICAL & DEFENSE (red) 

CSM COMMUNISM 

DEF DEFENSE 

INT 

POL 

SCIENCE 

AE 

SCI 

SP 

SOCIAL 

HLTH 

REF 
SOC 

INTelLIGENCE 

POLITICAL AFFAIRS & RElATIONS 

(orange) 


ATOMIC ENERGY IGENI 


SCIENCE & TECHNOLOGY 


SPACE & ASTRONAUTICS 


(blue) 

HEALTH & MEDICAL CARE 

REFUGEES & MIGRATION 

SOCIAL CONDITIONS 

TL-212D (8-27-79) 




RECORDS CLASSIFICATION HANDBOOK 


IN D E X 


TL-212D (8-27-79) 




_____ ______ _______ ____ ____ 

____ _______ _____ _____ ___ ____ __ __ 

___ ___________ __ _____ ___ ____ __ 

RECORDS CLASSIFICATION HANDBOO K (INDEX p. l) 

INDEX 

A 


Th is index covers the Administ rative and the Culture & Information outlines 
of the Records Classification Handbook. The entries under some subjects cite 
outlines which are not in the handbook but which are a part of the State/USIA 
Records Classification Handbook (MOA III 621 ). If needed, the additional out­
lines cited (Political & Defense, Economic, Socia l, and Science) are available 
from the UIICA Mr... . tutU ANI RE..... ilu..... ",'ITCM. IN RUERRt Ni " 

these additional outlines use the overall State/US ItA Records Classification Hand­
book Index. 

ABSENCE (employee8) __ ______ _____________ _PER 8 
ACCEPTANCE (of contracts) ___________ ____PRC 18 
ACCESS TO RECORDS ___________________ CR 16-1 

ACCID ENT PREVENTION (See SAFETY) 
ACCIDENTS: 

Agency employees _________ ____ ________ P ER 14-12 
Agency vehicles ________ ____ _____________ VEH 3 

ACCOMMODATION EXCHANGE ________ _ACC 23--6 

ACCOUNTABILITY: 
Funds (agenC'/l) _______________ ____ ____ __ ACC 22 
Property ( agency) ES 7 

ACCOUNTING: 
Allotmellt ACC 7 

Classified material ___________ _________ __ _CR 16-2 
Expense ______ ___ ______ __ ________________ACC 8 
Fund ____ ____ ____ ___ ___ ______ ___ ___ ______ACC 6 
Other agency ______ ____ _____ __ __________ _ ACC 14 
Personal property 
Real property ____ 
Sales ( i ncome) ___ 

ACCOUNTS: 
Creditor ___ ___ ___ 
Current, monthly 
Payable ___ ______ 
Receivable 

ACCREDITATION: 
Press corrl'spondl'nts (to (£geney) ____ _____ PR ll- 1 

ACQUISITION : (l/ .~e a,pprop. Rubi.)
Artwork ________ ______ ____________ ___ ___ _PIX 12 

Ru ildings & land : 
l;eneral __ __ ___ .. _____ __ _____. _____ ____ BG 6 
Radio sill'S ______ _______ ___ __ __ ______ __ REC 14 

Excess property _________ __ ___ _____ ______ ES 12-1 
E xhibit components _____ _ . _______ ___ EXH 11-4 

______ ___ ___________ ___ __ACC 9 
_____ _____ __ __ __________ ACC 10 
________ _____ ____ _______ ACC 15 

____________ ____________ ACC 12 
__________ ______ _____ ___ ACC 23 
____ ____ __ ________ __ ___ _ ACC 12 

_ ACC 11 

Lihrary holdi ngs 

Motion pirtures 

Photos _ .. 

Pirturt'" _ 

Publi<'nti()II" 

TV program" _ 


____ _ __ ___ __ ___ ________ LIR 13- 2 
______ ____ ______ .. __ _____ MVP 12 
___ _____ __ __________ ____ _·_PIX 12 
____ ___ ___ _________ _______ PIX 12 

___ ____ _ . __ ___ __ __ PR 12 
___ ______________ __ ___ _MVP 12 

Vehicles (gflvt.- flW1Icd) ___ . __ ______ ___ ____ VEH 6 
ACTIV ATIO N ( radio inRtnllntions) __ ________ RIO 12 
AODllESSES (mailing) ___ _____ _________ __ _CR 3-7 

AD HOC BODI ES, COMMITTEES, etc. 
((fll' · approp. Illtllj.) 

ADMI NISTRATION: 
(Use a'PfYTop. subi. lOT specific program 
administration) 
Agency (general) __ ________ _______ ___ __ _____ORG 
Consolidated ______ ___________________ ___ ORG 1-2 
Of oat hs ( to age~ employees) _____ ____ PER 13-2 

ADMINIST RATI VE: 
Matters, routine ____ _______ ____ ______ ____ORG 12 
Officers conferences ___ ___________ _____ __ ORG 3-1 
Reports (periodic) ___ __ ______ __ __ __ __ _____ ORG 2 

Support : 
Accounting ___ _____ ________ __ ____ ______ ___ ACC 
General policy _______ ___ _________ _____ __ ORG 4 

Reimbursement est. & agreements ____ ____ BUD 4 

ADMISSION CHARGES (motion picture 
8howings) ____ __________ __ _______ _______ MVP 13 

ADULT EDUCATION ___________ ______ ___ EDU 9-4 
ADVANCES __ _________ ________ ___________ACC 13 

Cash ______ ________ __ __________ ___ __ __ACC 23-13 
Recoverable _______ ______ _____________ ___ ACC 11 
T r avel __ _____ ________ __ ___ __ ____ __ ___ ____ TRV 8 

ADVISERS & ADVISORY GROUPS: 
Appointment of in agency _________ _____ PER 13-2 
Work of (Ulle approp. 8ubi.) 

ADVISORY COMMISSION ON INT'L. 
EDUCATIONAL & CULTURAL AFFAIRS __ E DX 8 

ADVISORY COMMITTE E ON THE ARTS__ CUL 16--3 
AFRTS ( radio broadcasting) _____ __ __ ____ ___ __ R 6-5 

AFTER HOURS ENTRY & DEPARTURE 
(govt. bldg8.) _____ __________ ______ ____ _BG 16--12 

AGENCIES, FlmERAL: 
Relations with other __ ____ ____ __ ______ ____ ORG 1 

Specific agency (U.~e · a'PfYTop. Rubi.) 
AGENTS (book) __ ___ ____ ____ _______ ____ ___ _BKS 6 

AGREEMENTS (U8e a'PfYTop. Rubj.) 
AIR : 

Raid shelter!> (in govt. bldgR.) _____ ________ _BG 13 
Shows (r.omm,!rr.ial) _. ___ _________ ___ ___ __ CUL 16 

AIRCRAFT (govt. -owned) _ _______ __ _____ __ ____ VEH 
AIRGRAMS (,>rocedurp. 1l n ') _ ______ ___ ______ _CR 18 

ALARM SYSTEMS (,wcurity) 
Of govt. bldgH. __ .. ___ ___ _.. _. ____ __ _ BG 16-1 
Of radio installations . _______ ___ _ __ _____ RIO 16 

ALI"~N ..~MPLOY ..~ES _ . __ PER___ __ __ _ __ _______ ___ 

ALLOCATIONS (tm7Ufler8 out) ___ ____ __ _BUD 14-:l 

ALLOTM"~NT: 
Accounting _____ . __ __ ____ _.__ _____ __ ACC 7 
Authorities _.. ___________________BUD 14-6 
Budget execu tion _____ _________ _ . __ _____ BUD 14-6 

TL- 212D (8-2 7-79 ) 
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(INdEX p.2) RECORDS CLASSIFICATION HANDBOOK 

ALLOW ANC ES: 

Cost of Jiv ing ___ __ __ ______ ___________ __ PER 11-1 

Education ______ _________ ___ ___ ________ PER 11-3 

Post clifferential ___________________ ____ PER 11-7 

Quarters & temp. lodging _______ ____ __ __ PER 11-1 

Rl'prl'sentation ____ __ ____ __ _____ ___ __ __ P ER 11-8 

Sl'paration ___ _____ _____ ___ _________ __PER 11-10 


T ravl'l ___ ______ ~--------- ---:- ---- - - - - -- --TRV 8 

:\I.·n~RATION : (rlIIP B",WOp. RII/,; •. J 


Hui ciillgs (govL-owned or lcall('ti ) __ _______ ___ HG 7 

Racl io components & instal ations __ _ ____ _REC Hi 


ALllMNI OHGANI ZATIONS : 

Grant('p ___ . .. ____ __ ____ ._._ .___ . __ ._ E DX 29-2 

Uni \"l'l"sity . ______ ____ .__ . __ __ _____ EDX 29-a 


AMBAS~AJ)O I( (S('(' CH1NF' OF' MISSION) 
AMEHle A HOlTSES _________ . ___ ___ ____________ LIR 

AMEIUCAN-SPONSORED SCHOOLS 

ABROAD ____ _______________________ ___ EDU 9-fi 


Grants to foreign stuclents to attend ___ ____ EDX 10 

AMEIUC AN STUDIES WORKSHOPS. 


SEM IN AI{S. ____ ___ ___ ___ _______ ___ _____ EDU 13 


AMMUNITION (II/Tetley lIe('urilll t{.~e) ___ -, ___ BG 16-4 

AMUSEMENTS ___ _____ _____ _____ __ _. ____ __CUL 15 

ANNllAL LEAVE _______ __ ___ __ __ _ ___ __ __ PER 8 

ANNl llTIES _______ ____ __ ________ __ _____ PER 13-8 

ANONYMOUS LETTERS __ _____ _______ _____ _PR 13 


ANTENNAS (mdio) 

Enginl'l'rillg & construction __ ___ ___ __ _____ REC 17 

Installation opf'ra tions ___ ________ __ ______ _RIO 17 


ANT IBIOTICS ( ngcncy medicalu" e) __ PER 14-8, 14-10 

APOLOGY ANNOUNCEMENTR ( mdill) __ __ RP 16-5 

APPEALS: 


(For '~ JI/'rifi(' IYII('l1 II f apl}('(,l,~. 1I,~ r IIlll'rop. lCuhj.) 
Performance ratings ____ ___ .. __ ___ ____ __PER 10-2 

Prol'f'clurf's (employee) ____ ____ __ ___.______ _PER 7 


APPLICATIONS : (See app1·1)1' . Ill/h j.) 

Employment ___ ____ _____________ _______ PER 13-1 

Motion pictu re attestation _____ _____ ___ __ MV 12-2 

Training __ ____ __ __ _____ _____ _____ ______ PER 9-9 


APPOINTMENTS: 

EmploYl'es ___ __ _______________________ PER 13-2 


PrivatE' individuals with agency personnel _____ PR 7 

APPOI{TIONMENT __ ____ ________ _____ __ BU D 14-1 


APpnAISALR: (TTl'" approp. Ruh;.) 

Rookll _ _ _ _ _ _ _ _ _ _ __ _ _ _ . __ __. RKS Ifi 

Motjpn pi (' lu Tf's ___ ____ _____ .. _ ... _____ ____ MVP 8 

I'('rl'o llllci I'I'Tfol'lllanCE' __ . _____ .. _.. ____ _ PER 10-2 

T V proKrams _ _ ______ ___ ____ _ __MVP 8 


APPIWI'IUATION ACT __ ._ ____ .. _ .RUD 12 

APPROPIH AT IONS (111'/"01011;711] lor) _____ .. ACC Ii 


AItCHlT":( :T II HE : 

AI' fin.. a rt 
 ___ __ ___ . _ ___ . __ ..CUL 13--4 


_____ ____ ___ . _____ __ 7
_BC~Of ~()\'t, hltl~R. 

___ . __________ RF.C 16
O f mdill il1!' lullationR 

AI{(' HlVES: 
As (,\lHuml propp rty ____ CUI. lO-f, 
As KO\'l , n'conl", _.. __.__ ._. ____ _ .___ oCR 


AI{EA & LANGIIAGE T'(AINING __ ____ ____ P I-:R 9 


AREA I~E~"": AH(,H P IWG !(AM: 

Informution ___ ._. INI? 7. 11. 12, 13 

f;dE' lIcl' _. _ ... __ . ______ SCI U-J 


AREA STllDIES WORKSHOPS ___ __ ____ ___ EnU 13 


AnMED FOnCES COURI En SERVICE 

(AHFCOS) ____ ___ _--- _______ ____ ______ __CR 3-3 


ARMED ,,'ORCES NETWORK (radio) _______ _R 6-6 

AnM Y POST OFFICE (APO) ---- _____ ___ ___CR 3-:l 

ARRIVA L & DEPARTURE: 


Govt. & other t ravelers ______ __ _____ ____ __TRV 16 

Exchange g rantees -- - --- __ ___ __________ _E DX 28-5 


ART EXHIRITS: 

In mttRI'Umll 4: gallerip.R - _ ... _ . _ ____ _ CUL 10--3 

Info, program . __ . _____ .. _.______ ___ F,XH 


AI(T WOIU(: 

Ag(' III' y . _F SV 1 

I'n'ss &. "uhli('atillns _ _ ____ PIX 19-7 


AI(TISTS. I'EI(FOHMIN(;: (lI,~(' (LTlprtlp. ,qll"j.) 

Ral 'kground data (mu,~icifLn,~) _. _ ____ _.CUL 14-11 

Cultural prps"lltati lln s __ ._ .___ . _________ _CUL 16 

Music fl'stiv .... ls ___ .-_ .... ____ _ . ___ _____ CUL 14-8 

Music p'~ rformances __ _ ______ ___ _____ CUL 14-5 


AI(TS. ADV ISORY COMMITTEE ON THE_CUL 16-3 

ARTS, FINE - ------ ----- - ___ ___ ___ _____ ___CUL 13 


Rp.slitution of works of ar t _______ ____ __CUL 10--1 

ASSESSMENT: (U>I(' al'TlroT'. ,~ullj . ) 


Country reports (info. pray.) _____ __ _______ INF 2-1 

Effectivcn"!!f! (Tflw approT'. Imhj.) 


ASSIGN MENTS: 

Emcrwme'Y _______ ___ F.P 7-6 

Motion pic:turl' & TV producer sche.-lulcIL __ MVP 6-7 

Person n('1 ... . _ . __ ___ .__.. __ . _PF;R 1~ 


Radio prelg', Jlrndul'prs _ . __ _ ____ ____ RP 17-1 

Spac!' . ___ __ .. __ __ . ___ __ BG 11 

Staff hllusing __ . ______ _______ _PER 16-12 


I
Vp.hicles. offici al _ . ___ _ .____ ____ __VEH 11 

ASSISTANCI<; (to /.rlwl'lp.r,q ) ____ ___ _ . __TRV 15 -­
ASSOCIATION (If.~ (· "1'1n"01'. Imllj.) 

ATHLETICS: 


Cultural prl'scn lations __ ______.... ___ ___ __ CUL 16 

As !lports -. ______ . _, __ __ ___ __ _____ CUL Hi 


ATTACHES (II.S.): 

Agency relations with ___ _____ __ _______ _OR~ 1, 4 

Personnel matt<!l's ______ _ -- ___ ___ __ ____ __ ____ PER 


ATTACKS : 

On iibl'al'les & ('ente rs ___ .. __ __ ._____ _______ LIB 11 

On l"Rtiio inF;tallati ons _ -- ------- - - ___ ______ RIO 9 


ATTErmANC"~: 

Bml'lnyl'c _.'._ PER 8 

Exhihits . -- ------ _____ _____ _EXH 8-3 

Motion picture :;hflwings -. __ ___ .. __ .. ____ MV P 13 


ATTI>;ST ATION : 

Motion pict\ll'(~ & TV matp-rials ____ ____ ____ MV 12 


Applicants .____ ___ .__ __ ____ MV 12-2 

Certificate's __ _ __ __ _______ ______ ___ MV 12-1 


ATTOHI'I:EY <a:N":I{AL'S l.IST __ __ . ___ ~ __ _Sy 14-4 

ATTIUHlITIO N (S('(' rRBIJlTS ) 

AITDU:NC":: 


For t'allio programs: 

Est,rnat('f; . _ _ . . RP 11-2 

Lislen ing huhit" RP ll-:~ 


Mail .. _. ___ RP 8-4 

ReRea !" 'h rf'ports . _ _ _ _ __ ____ __ _RP 11 -1 


For mot ion picture;: & TV: 

Mail __ .__________ . ____ MVP 8-3, 11 


Mail: ( ScI.f£lIJITOp.sullj. ) 
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RECORDS CLASSIFICATION HANDBOOK (I NDEX p.3) 

Al'DIO FA<:I LlTIES : 

Radio I'nginccr ing & confltruct ion ______ __ __RE C 23 

Radio installa tion operations ______ _____ ____ RIO 23 


AUDIO-VIS UAL: 

Aids in education & 


training ___ __ ___ ED U 100f;, 11-1, 12; PER 9-10 

Materials: 


Atte!!tatlon ___ _______ _______ ______ __ _____ MV 12 


P resentat ion ( cult. p rogram ) _ __ _ ___ _ CU L 9-8 

Sti ll pictures, photofl __ ____ ______ ___ ______ PIX 

Usc in a gency public r('lat ions ___ __ ___ __ ___ PR 9 


ServicE'S (ngl'1I1'Y ) _____ ___ __ ___ ___ ____ _____ FSV 1 


AUDITS: 

Administrative ___ ___ _______ ______ ____ ___ ORG 11 

Contact;: ____ __ _________ ____ __ __ _l'RC 20 


F inancia l : 
E xtnnal (CPA) __ ___ ___ _F MGT \:l 


(~('neral Accou nting Onit'" ______ F MGT l :l 

I ll tf'rn~1I __ __________ _FM GT 11 


AllJ(() UAL ZONE P HOJ> AGATION (radio) ____ R F H; 
AlTTHENTI('ATJONS (1111 ngewy ) __ ____ __ oCR !i 

AUTHORIZATIONS: (U.~e (l lJProtJ. "uh j .) 
Moti on pictu re & TV production ____ ___ __ MV P (i- ~ 

Puhl icat ion~ production ________ __ ___ ____ PB :lO-- 1 
Rad io installat ion operat ions ______ ____ __ RIO I - I 
Travel _______ ____________ ____ __ ______ ____TRV 9 


AUTOGH APHING (hook .q) ___ _______ __ ____ ___ RKS !) 


A UTOM ATIO N : 

Data proc!,gs i n ~ __ ___ ________ ______ ___ ___ __ FSV 3 

F inatw ia l t ransactions (a"cnl'Y ) __ __ _____ FMGT 14 

Information management ____ __ _______ ____ ORG 10 


AUTOMOTIVE VEHICLES & EQUIPMENT 

( S('(, MOTOR VEHICL E S) 

AWARDS: (lJ.o;e ltppr op. ill(h ject) 

Agency p(' )'sonnel ________ ___ __ ___ ___ ____ __PER (i 


Contract _____ ________ _____ ___ ____________ PRC 7 


Incentive (personn el) _____ ___ __ ______ ___ ___ PER Ii 

Motion pid ure _____ ____________ _______MV 6, 8-1 

Pieture ( i llriudc.Q a rt) ___ __ ______ ___ ___ ___ _P IX 11 

P ubl ication s __ _______ ____ __ _ __ ____ ___ __ _PR 8- -1 

Saf., dri vi ll~ __.____ ____.__ ___ ___ _____ _VEH 1:1 

T!'It'v ision ______ ___ ___MV G, 8-1 


B 

B.-\('K(;UOI I1'1:)) P :\I'''~HS ( 1/.<1' IIII/"·OJ! . .• uhj.) 
R:\('KGICOl 1l'))EHl'\ ( nf 'UJ~) ____ ___ _ _ I' 2-1 -~ 

RE'q llt's t;: fur ( !l"// I,/,/t() _ _ _ _ _ _ _ _ _ _I' l~ 


HACK SCA1Y rtm ( nulio) _ _ __ ___ _ _____ R F 1-1 

HACK -l IP (11/11i!l l ' I ) __ __ ____ _ __ __ _ __ __________ RUD 17 

HA(;GAGE (1I /111('('1/1//1>nn i l'd) ____ ____ _ _ __ SH W 

BALANCE : 


Of payment s _ _ _________ ___ ______ ___ _____ FN 12 

Shf'ets __ ______ ____ __ _______ ___ ___ _____ ____ _ACC 4 


HALLET: 
As .. ultural pr('spn tation __ _ .___ _____ ____ C UL 11; 
As 11/1(' art _ _____ __ ____ __ _ ___ ____ __CUL 1::1- 1 

BANK ACCOlINTS _____ ___ ___ ______ ____ACC 2:1- 7 
BANKS & HAN KING (11 1/1 ' /1 1''/1 f(lrjljljr.~) ___ _FMGT R 
BJo:GGING LETTEH S _ ____ __ _ ________ __ PR 1:1 
HI RLIOGIL\I'IITES _____ RKS I R 
mns & AWAIUlS «(,( '/11/,// 1'1 ) _______ PRe 7 


BI LATERAL AG REEMENTS (Use approp. 8ubj.) 

BILL COLLECTING ( employees) __ __ __ __P ER 15-17 
B 
BILLS 01' LADING: 


Equipmen t & supplies ______ ______ ____ ____ SHW 14 

Household / per sonal effects ________ _______SHW 14 

UI ICA prog ram materials ____ _____ _____ ___SHW 14 


BINATIONAL FOll NDATIONS. 

COMMISSIONS ___ ______ _____ ___ ____ ___ __ EOX 6 


RIOGR APHIC DATA: 

Congress (U .S. ) . mpmbcrs of ___ ______ ______ LEG Ii 

EmployE'!'s ____ ___________ ___ __ __PER 2-2 

Exchan~(' g-r a ntces ______ ___ ___ ____ ___ __ EDX 29-1 


Govt. oml'ials ( (J .~ I · np prop..~ubj.) 


Musicians _ _ _____ _____ ___ _______ ___ CUL 14-11 


BIOGRAI'I-If C I{)O;G ISTER ( S ta te DrIl l.) ___ _PER 2-2 

BLOOD DO NOR CAMPAIGN ____ __ __ _____ PER 15-1 

ROARD OF Jo; XA M IN«~I{R FOR TH"; FOIn~IGN 


S ERVIC E (REX) __ _____ _____ ____ __ __PER 1::1--1 


BOAlm OF FOIO.;u;N SCHOLAltSHIPS 

(DFS) ____ ___ _____ __ ___EDX 7 


BOAT S. ( 11 111' 1.-()w'/lI"I ) ______ . __ __ _ _ __ _____ _ __ VEH 

RON DI NG (tlf I'1nlllI/ 1I1'(''' ) __ _____ ________ __ FMGT 9 

RONDS : 


__ ______ ________ __ __ __PRC 8
P!' rforOl an.·.· hid 
Sa vi ng-s: 


Drives _ _____ _____ __PER 15-1 

Issuant·, · & n 'dt'mption ___ ___ ___ ___ACC 23-f/ 


HOOK: 

Creci its & attri hut ion __ _____ _ __ _ _ ___BKS 1;' 

Deale r s __ __ ________ ____ ____ ____ RKS 6 

Distribu t ion _____ __ _____ _ ____ ____ BKS 13 

Fairs & exhihi t s ____ ___ _____ ________ __ __BKS 9-1 

Orde rs & r"quests _____ ____ ______ _____ __ __BKS 14 

Presen ta tio ns ______ ____ __ _____ ___ ____ CUL 9-r. 

Procurcml'nt ( 1/(I1I- /l ro ,qrnm.) __ ___ ____ _____ _FSV 8 

Publishe rs ____ _ _____ _____ __ ___ _.__ ___ ____ BKS 6 

Reviews ___________ ___ __ ____ ___ ____ _____ _BKS 16 


BOOK PIWGH AMS: 
___ ___ ___ _______________ _BKSDevclopm" nt 


Donatp <1 hooks _______ __ __ _RKS, CUL9-I; 


_____ __ __BKSLow pr il'"d 

T!'xthooks 
 __ _____ BKS 

Translatio ns _.____ .___BKS 

nonKKJ.:I';"lN(; MACfIINF:S . tMGT 1-1 

HOOKMOBILES (SI 'I' MOflTLg UNITS) 

BOOKS: 


Agenl'Y l'uhll('ati olls (wm-1)·rtJ!l1'Itm.) _ _ ____ __ PR 10 

Ent..rta illllll' n t. & infm·mat.ion ____ __ __ ____ .. ___BKS 

Lih rar y sl' rvi ....s : 


Ag-('ncy ___ _____ __ ______ ___ __FSV 5 

Informat ion ctrs. & lilm:;, ______ _____ _______LIR 


As litl·raturt · ____ _____ _____ __ __ ___ CUL 13--3 

T exthooks ___ __ __ RKS; EDU 10-f), 1:l; PER 9-10 


BRIDGES ( r wl io J.1·tl/u[m... tin .q) _ ___ _ ___ _ ____ RP 16-3 


BRIEFING : 

Data ( 11., 1' " 1'11 1'01' . sl/. l' j. J 

In infor ma tio n prog-ram ___ ___ __ ________ INF 14 


Of pl' r sonnl'l ___ ___ _______ __ PER 9-1a 


HIWADCASTI (;. HADlO: 

Comm..r (' ial __ ___ ___ __ R 6-1 


For.. ig-n __ ____________ _ R G-3 
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HIWADCAS'fING. RADIO: (r.ont'd)

Info. llrogrnm _____ _____ _____ _______ _____ _H. RI' 

Privutl' inu>rnatiollul __ ____ _____ _ ..___ ___ __. _n 6- 2 

Public relat.ions (aOI.·nr/l) __ __ ______ _ _.__ ___ __._ PR 8 

Itcgiolllll / IllUlti national ____ _________ ___ _ ___on (i-'! 

Routinl'~ ___ _ ___________ __ ________ _.___ ____ RP 16 


~pltr(' I'omlnuhil'ntiol'l cltpobllltlcH 

(itlfo. '11"011.) __ _______ ____________ ___ ____ SPC 10 


HI{OCHlIRES: ([he approp. Rub;.)
Exhibits ______ ___ __ _______ __________ ___ EXH 9- u 

BUDGET: 
Agency __ __ ______ _________ _____ __ _____ _____BUD 


0"101 . , MANae£",N' a.1 WOIfT 

Agency submission &, hearings ___ ____ ______ BUD 9 

Call for estimates __ ___ __________________BUD 3-1 

Regulations & circulars ______ _____ __ _____ _BUD 6 


HtIILDING: 

Guards _ ____ _______ ____ _____________ __ BG 17, ]8 

Safety program ____ ___ ___ ____ _____ ___ _____ BG 13 


BlJILDINGS (!Iovf. -Q1Qned or 1('q.Hl'd) ____________ BG 

Radio installations en~ineering & construction __ REC 


~ ., .........,........-••ea. 


HlJSINESS PARTICIPATION 

(in info . p"ogmm s) _____ __ _____ __ __ ____ __PVT 11 


HYLlNERS ( ncw.q ) ___ ___ ___ ______ _ ____ __ __ p 24-6 

RI'<luests for (OC1/tTal) ____ ________ __ ______ __ _p 14 


c 

CAHLE (n!ll ·1/'·/I Idn·mn. If{·rvid.) ______ __ ______CR 7 


CADI(F. : 

Enll'rg('ncy relocation _____ __ ___ __ _________ I';p 7-6 

Psychological operations ___ __________ ___ ___ PSY 7 


CAFETERIAS (gOllt.) ___ ___ ___ __ __ ___ _____ __BG 12 

CALENDAR OF EVENTS __ ____________ ____ORG 12 

CAMO ___ __ _____ ___ ____ ____ ______________ORG 1-2 


CAMPAIGNS (fund-raising, etc.) ____ ___ __PER 15--1 

CAREER DEVELOPMENT ____ ___________ ___ PER 9 

CARRIERS (agl'1/CY transportation):


Freight ___ ___ __ __ ____ ___ _____.____ ____ ___ SHW 6 

Passenger ________ ___ ___ ___ _____ ___ ________TRV 6 


CARTOON(S) ______ _____ ____ __ __ ___ _____PIX 19-2 

T{'chniqu('l' ( film ,\,' TV pmrl.) _ _______ __ MVJ> Ii-f. 


CASII: 
Advalln'~ 

Award" 

PaYIlH' nts _ 

!'<'tty _ 
Vl'rilit-ation 

CASHIEI(S ("f,OII' 11 

______ __ ___ ACe 2~!-]3 


____ ____ ____ PER 6-~ 


____ __ __ _____ _____ ACC 23-8 

___. __ .____ __ACe 2:l-8 


__ _____ __ __ __ ACC 2:l-1 2 

"1'I<;g 1UI/,1I11 fin ___ __ FMGT (i-2 


CATALOGS; (l T,q" 0Pll'·OI'. fill/· j.)
Books __ __ ___ ___ ______ ____ ___ ______ BKS 18 


Motion pictures & TV programs:

Agl'l1c y ___ _____ __ ____ ______ _ ___ __ _____ MVP 14 

NOIl-llgency __________ __ __ __ __ ________ __MV 13 


Music __ __. _____ ____ ______ __ ___ __ ______CUL 14-1(\ 


Pictures, photo,; __ ____ ____ ___ ____________ _PIX ] :i 


Publications ____________ __ _____ _____ _____ _PR 18 

Radio' program" __ __ ___ ____ _____ __ ___ __ _RP t :~ 


Stock _ ___ _ _ _ ____ ._______ __ .___PRC 6-4 

Vendors _____________ _____ ______ ___ ___ _PRC 6-4 


C..:ILINW';: 
Rucig('t _____ __ -- _____ __ ______ 
I'f'rllonnel __ ___ ._____ __ _____ __

Ct-;U: lmATIONS (rommemorative) 

CI<:NSOIlSHIP: (If.~(· ('111,rop . Hullj.)
Rooks 

___ ____ _BUD 3-1 

_____ ___ _BUD 16 


__ ___ ______CUL 6 


BKS 10 

Information (g('n('ml) _______ _____._______INF 7-1 

Motion pictures -___ _____________________MVP 10 

Press ______ __ __ ____ ______ _____ ________ _____P 10 


PresR & publications (general) ________ ____PPB 10 

Publications __-- - __ ______ _____________ ____PB 10 

Radio - - - ---- - _____ ______ __________________RP 10 

Television - ---- ________ __________________MVp 10 


CENTEHS: 
Binational ____ ____ __ ___ ____ ___ ________ __ ___ _LIB 
Cultural ____ ______ __ __ _____ ____________________ LlB 
Health & Medical _______ __PER 14-6; HLTH 14-6 

RcceDJion __ __ _______ ____ __ ___ __ _______ EDX 28-3 

USICA Information __ _____ _____________ _____ __LlB 


CJ<;NTIlA L FISCAL SERVICING OFFICE ___ _FMGT 

CEREMONIES: (llHe approp. Huh;.) 


In connection with exhibits _____ _______ ___EXH 18 

CERTIFICATES: (lIsr approp. sub;.) 


Motion picturf's ____ _______________ _____ MV 12-1 

Training (Ilgcnrll) __ --- - .- ___ __ _____ ___ PER 9-12 


CEllTIFYING OFFIC F:I(S (designation of) _FMGT 6-3 

CHARGES (S"I! flATf~'S & CHARGES) 

CHAUFFEURS (ltgenr.lI ) __ __ ____ __ _ ____ _VEH 12 

CHECK Ol'lmATIONS ____ ________ __ __ _ _ACC 23-9 


CHECKS: 

TraveJl' rs __ _____ __ ._____ _____ ___ _____ACC 28-15 

T reasury ____ __ __ __ _____ 

CHIEF 010' MISSION : 
Appoin tment ____ __ _____ 
Conferences _ ____ ______ 
Diplomatic title & rank __ 
Head of country team ___ 

CHILDREN: 

__--_____ ____ ___ACC 23-9 
 --....I 

__________ __ __ _PER 13-2 

____.____ ____ ___ _ORG 3-2 

_________ __ ______ PER 17 

__ ___ __ __ _______ORG 1-] 


Education of FS rle endent - - __ ____ ____ _PER 16-9 

Info. target group ____ ____ ____ ________ _____INF 6 


CITY AFFII.JATION ( pri-/Jate c()op(~rati(m 
p'l'og'l'am.) __ . _ ___ ____ ___ ____ _____ .___ __PVT lU 

CIVIL SEnVICI<: t-:MJ>LOYEES (agr.t1r1l ) _ ______ PER 
CIVILIAN ))1<;F1<~NSf; (mctlJmrcJI in govt . 

/I/(/g >l. ) __ _ _ __ _ ____ _ _ ____ . ___ .___ __ ___ BG t:i 

CLA IMS: (Cf,qr. (t111,roP. .,uh;.) 

Buillilng~ & land (qrn)t.-oW7U!d or ir.II.IINi) __ BG 3, 211 


Rad io inRtallationR _ ____________ ________ REC 3 

F.mploy('e _ --- -- - ___ ______ ____ __PER 14-12 

G('nerai Account ing ~ ___________ ___ ACC 28-11
Offic\

Los~ IIr damag(' to prollerty in shipmenL_SHW 16-1 

Procedur('~ ---- - _______ ___ _ ____ _LEG 13 

Pro('uTl'ment & eontnll"ting ____ ___ ____ _____ PRC ]:1 

Tort __ _ ____ _________ __ ___ PER 15-1Ii 

Voucher _____ _____ ___ ______ __ ACC 21 


CLASS) FICATION : 

Position ___ __ _ _______ ________ _________ __PER 18 

Records ___ ____ ______ __ ___ ____ ____ __ ______CR 12 

Secu rity - ----------- - --- __ __ __ _____ ___ ___CR 16-:J 


CLASSIFICATION CODES : 

Fiscal __ __ ___ ___ ___ ____ __ ___ __ __ _____ __ F MGT 3 

Records ______ _ - - --- -- ------________ _____CR 12 --,-, 
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l'I.,\SSIF"';1I 1I0CUMENTi' CONTROL __ __ Cit 11.- 2 
( ·I.I·; t\Ht\ NCES; (/ / ~(' I'JlprfJ11. ~ uhj . ) 


Hook s ___ ____ __ ___ ____ ___ __ _BKS 12 

('ryptol{raphic __ ____ __ ______ __________ CR 7-H 


( ' lI s tOIl'S ron /1..'1"111'11 ._hi/l1nl"nf..") __ ____ _____ SHW 17 

I';xloihi l content ___ ____ ___ ___ __ ___ ____ ___ EXH 12 

I<'i llal sa!ary payment __ ______ __ _____ PER 11-1 

M"oic,' 1 « (" 1I1i1I1/1I''') __ ________ _ __ ___ _ ___ _ PER 14- 4 

I'r('ss & Publica tions (genl'ral) __ ____ ___ ___ PPR 12 


I'u hi iell lions : 

Information program __ __ ______ __ _________ PB 12 

Public relations (:lgency) ___ _____________ PR 10 


Radio programs : 

Information program ______ _____ _________ RP 12 

I'ublil' r('lations (agency) ___ ___ ______ __ ___ PR 8 


S"(, lI r ity ("lIIp /01l('1') _ _______ ___ ___ _ _ __PER 16-2 

Sp("'l'h __ ____ __ _____ PR 12-1 


CLEHI{i' (.1 111'"/'/1 '/111 & (o"n,l) _ ______________ PER 

('LlNICS. MEIllCAL (n!/"W!I ItS,) ____ ___ PER 1-1 - 11 

CLlPrIN" SEHVIC E _ ____ P !J-I 

('1.0SIN(; OF POST ___ _(IRe; R 


conE: (/ : s, ' "/'1""/'. Nllbj.) 
('rn,tllgTa l'hi .. sy .'tt'm ___ Cit 7-R 
Fis.. :! I,·lassil i,·at inn ____ F "MT :l 
Tra inillg __ ___ _ _ ___ ____ P ER!) 

('nO ELS ___ __ _____ LEG 7 


('O LL ECTIN" TIlANSA(,TIONS (fi.~ca.1) ____ ACC 2:1 
COLLECTIONS, LlRI{ARY _____ __________ _LIR 1:{ 

('OLLE"E AFFILIATION PIWGRAM ____EDX 2:{-1 
COLLE"E EIHlCATION ____ ___________ ___EDU 9-3 


COLLISIONS (S(' (' ACCIDENTS) 

COMMEMOI{ATIVE CELEBRATIONS __ ___ __CU L 6 


COMMENDATIONS: (Usc approp. 8ullj.) 

Agt' llcy ('mployees ____ ________ ______ ____ PER 6-3 

Al{l'ncy proR'rams __________ __ _____ __ _____ _PR 13 


Trav('ler assistallcP (1)11 ft.qcncy) __ ___ ____TRV 15-1 


(,OMMISSAHIES: 

Faciliti('s in govt. bldgs. ___ _ ___ _____ ______ _RG 12 

Managl'ln(,ll t & s('rvi('($ _ ____ _____ ____ PF.R 15-2 


(,OMM ISSIONIN" (FSO'R) ____ ___ _PER 13-2 


COMMISSIONS (f Isc "PV""/'. HIII,j.) 
('01\11\1 ( INI(,ATIONS: 

_ enA/l:t '''l'~' 
1· ~ III( , ,.g( ' I1t'y EP 7-R 
FIIl'i litif'S ,Ii; S~'skllls : 


I ~:ld", ___ REC 27; RIO 27 

I', ·i '·'·'"lllll lllli, ·;ltions (f/!I""l'/l ) _ __ ___ __ __ _cn 7 


11 ..1 I,n,' (1 ' .....·- ( '8810 _ _ ___ ____ _ ____ __CR 7-6 

Mass Illt"di:o _____ _ ____ ___ _INF 7 


~:lh·llit.'s: 
___ __ ___ ____SPC 6
III (,'rillal ion asp.'ct 


____ ._____ __ ______SP 12-1
;o;" " ' lItiti,' aspf'ct 
!"P:Il', ' : 


__ __ _____ ___________ TEL 6
( '''mllll'n'ial :t"pp t 
__ __ ___ ____ ___ _SPC)"fm'matioll aSI",,·t 

('OMMI INIST: 
Ad ;,-it i. ·" ({I ~,. "1'1"'''1'_ ~lIllj.) 

Ill.". f'dllf':1t ill" 
( -("'Ml l :'11ITY : 


..\di,-iti,·s (or li",.,/I-i, -_< ,~- ,·,·111 ...·.< ) _LIB Ii 

,'\ Ili liatiun IH'OgT: I!)l PVT 10 

l . t' n t ~ ...~ __LIR 

COMMUN ITY : (t!ont'll) 

Relations: 


Agency ______ ___ __ ___ ______ ___ ________ _PR 6-2 


Radio installations ----- ------------ ______ RIO 6 ( 

Schools ahroaci (for dependent children of 


('mplllyt·l' .q) __ ___ ___ -- - __________ __ ___ EDU 9-5 


COMPANIES : (lI ." , ('pprop. sul>j.) 

Security c l.'araIH·(' ______ __ ______ ___ __ ___ ___ __ SY H, 


Suppl il'rs & cont ractors ---- - - ----- ____ ____ _PRC (; 

Vendors - - --- - --- _____ __ ___ __ ______ PRC G 


COMPENSATION (agency per.~onnel) ___ ____ PER 11 

COM PLAINTS : (l!.q e approp. 8ubj.) 


Genera l public - - - --- -------__ ____ _____ __ __ PR 13 

COMPLEMENT, PERSONNEL __ __ ___ _____ __ PER 4 

COMPONENTS (('xhibit8) _________________ EXH 11 


COMPTROLLER GENERAL DECISIONS 

(USI' 1/ /'111'07" Silt. j.) 

CONCERTS _ _ __ ______ _____________ _CUL 14- 5 

As cultll ra l prt's('ntation _ __ ___ _____CUL 16 

Music f"sl ivals _ _______ _____ CUL 14-8 


CON CESSIONS (in !l0/I l. Mllgs.) _ __ __ RG 12 

CONOEMNATION (7'TII7I1'rl.y) ___ __RG Ii-I 

CONDOLENCES: 


Congr('ss, Ml'mlo.-rs of _______ _____ _____ __LEG (; 
Employl'(,s _______ __ __ __ . __ ____ ___ PER 


CONDUCT, EMPLOYEE _______ __ __ ______ __ PER 12 

CONDllCT OF OFFICE __ _____ ____ _______ ORG 12 

CONFEREN CE REPORTING ___________ _____ FSV 2 


CONFERENCES: (Ust' approp. subj.) 

Administrative Oflicer s - ____ ______ __ __ ___ ORG 3-1 

Chiefs of Mission. 


Principal Officers. ----- ________ ___ _____ ORG 3-2 

Cultural Affairs Officers ____ ________ ___ ____ CUL 3 

Press __ ___- - ------- __ ________ ___PR 11-3; P 3-1 

Public Affairs OfTicers ___ __ ______ _ ___ ____ ORG 3-4 

Staff __ ____ __ _ - -- - ____ ________ _______ ORG 3-3 


CONFLICT OF INTEHEST ___ _____ __ ____ __ PER 12 


CONGRATULATORY COMMUNICATIO NS: 

Commpm_ c~h'brati ons, 


annivs.l'te. ___ ___ ____ _____ POL 17-4; CUL 6 


Congrl'ss. m"mlH'rs of LEG (i 

)';m ploy,"'s .__ PF.H 


CON"I{ Jo:SS : 

A~"n('y rl'latiolls with 

Mf'ml,.'rs of __ _LEG 6 

I{('!lorls lo ____ __ _LF." 2 


CON"llESSEi', INTEHNATIONAI. 
(( '-<,. fl1'I" ·"1' . sltioj.) 

CONGRESSIONAL: 

Committl'(,s ___ _ ___________ _____ _____ __ ___ LEG 4 

Investigations (,q,·nt'rn,l) __ .. __ __ _ _____ ______ LEG 8 


Mail ((J .w ' IQ"pro71. .~1tbj.) 


Suhmi!=<sion (n,gt'n('Y Intl[!lt'l) ___ __ ___ __ ____ BUD 11 

Summarips ___ _ ____ ___ _ ______ ______ __ _LEG 1-1 

Trawl (CO/)/'; / ,S) _____ ____________ __ _LEG 7 


CONSOLJI)ATlm AOMINJSTRATrVE MANAGE­
MENT ()J{"ANIZATION (rAMO) __ ORG 1-2 


CONSTITUF:NT POSTS: 

Opl'llinl{, dosin~, .. hange in status __ _ORG 8 

O .."anizat.ioll &. lI,anag('m('nl _ ____ _______ ORG 


CONSTITIITIONAL LAW: (rh/(' tLl'7IT11]1. "u/,j.) 

O( U _ S. afT",· till" agf'ncy __ LEG r, 
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('0:\ STI{ I 'CTION: 

Ru il dillgs (,!}IIIJI.-lIwned) ________ ______ BG 7 

Exhihits . _____ .. __ ___ ___ ____ ___ __ _- ___ EXH 1t) 


M"ti,", pil'tur(~ t heaters __ _____ ___ __ ___ __ ___ MV F !) 


Hadl o installations ____ _ ____ ________ REC, Rl<;C 15 

TV stu(iioR _.. ____ ___ __ ____ __ __________ MVF 13 


( '01'\SIILTA ~TS : 

Appointment __ __ _.______ ___ ____ ___ P ER 13-2 


Work of ((I , .' (1IIJ"I'Ull. >lubj.) 

CONStILTATION, PEHSONNEL _ __ ___ ___ _PER 9- 13 

CONTENT MONITOIUNG : 


Foreign IJrogram~ _ _ - ___ ___ _. __________ RP 19-2 

ltadio programs (mffl. P·I'I/,!} . ) ___ . _ _ ____ _RP 19-1 


CONTENT UEPOltTS (radio programs) _ ... __ ___ RP 20 

('ONTJ<;STS: (l/ Nt' Itlll/roll. Nubj. ) 


ALhlpt i(' grou p prellentations ____ ___ __ ___ _CUL IIi 

Private coop . proj('('ts ___ _ _ _ __ ___ __ _PVT 12 

Rad io l isten!' I's ___ . __ _____ _ ____ __ ___ RP 8-:l 


CONTIN UITY OF ESSENTIAL FUNC­
TIONS ___ __ __ ______ _ _________ __ . __ EP 7- 4 


CONT UA CTI G _____ _______ __ __ _________ ___ PRC 


CO NTU ACTS: (ll .~.' appr up. subj.) 
Aud i t of __ ____ _PRC 20 ; FMGT 1l-:~ 


BldKS. & lUlld (n,!}('nl'Y) _____ _____ __ _BG 4; Rl<~C 4 

Clauses. Formats. Forms. _ ______ ___ ______ PRC 4-1 

I';oucntlonal {'Xt'hang~ ________ ____ ___ __ ___ EDX 31 

Elllployp{'s ___ ___ ____ __ __ ___ __ ___ _____ ____P E R 


Equipment & s UIJplie:; _. ___ __ __ _____ PRC, PRe 4 

Industrial s{'('urity <'ienranef'S __ ______ ___ __ __SY 15 

IlIformaLI()11Il1 media guaranty .. _ ____ ____ INF' 10--3 

I<adi" " IIg- illf'('nng & l~onstnH· tion . __ __ REC 4, lli-8 

Sprvi('{'s _ _____ ____ . PRC or specific progr am 


('ONTIU Bl/TOllS: (TI,~(' 1t1'1''/'C111. "/Lilj,) 
E x h ihit ite ms __ ___ ____ . __ ___ J<;XH () 

__ _______ __ __ PVTPI·i va\.f' coop. prog. _ 

CONTltOL: 


Class ifi{'<i d()('uments & info __ _ ___ __ _ __ ____ CIt 1() 

Form" __ _ _ ______ _ . __ ____________ CR 20 


I'uhlicutio lls (non -prUllrf/,1I/.) __ .. ____ _______ FSV 7 

Hecoros sched ules __ .. __ __ _ _ _ __ ______ _CR If'i--1 

Rl'ports _ ____ __ ____ _____ ____ ______ ______ CR 17 

Stork .. __ ____ ___ __ _________ ___ __ ES 7-1 


('O NV ENTIO NS ( Is,' IL7JP'·"p . . ~III,j.) 


CONVEYOR BELT S YSTEM __ __ ___ _____ ____ CR 3-(; 


('OOPERATIO N, INTERNATIONAL : 
((J,~(' (f.}J prUl'. Hubj.) 
Private programs ___ ________ _.. __ ____ __ ______P VT 

('O()\{IlINATION: (U~(' II'JII"'OP, ;m bj.) 

With "thl'r Federal agenl'ies __ _____ ____ _ l NF . _1\ 

With lond govf'rnml'llts _ __ ___ ____ ___ __ TNr 1-12 


COpy 1(1(; IfTS ( 8 Pf' RIGHTS &- CLEA RANCB ) 

( 'OIWESI'ONJ)ENCE: 


AlIllly si ;< &. distrihution __ ____ ______ CR 1\ 

MU ll a g-PItH'llt ___ ________CR 18 

I'mCl'dll l"<''': _____ ___ ___ _________ CR 18 


('OHll"~S I'ONI)ENTS, ..nESS: 

_________ l'R 11-1
A('('I'pd it lltioll to agf'ncy _ 


___ __ .PH 11
Aj{t'I U'Y rl'laliolts wi h 
__ ____ ___ _ p 6
F~lr(' i).!'n : 

( ~ pnt,I'r ___ ____ . _I' 6--2 
- _____ P /i 

Vi s it,.: of __ I' 6- 1 ; EDX 
VOA 

IlIf' "'lllution prog-l'lIll1 . 101" in 

. _____ ___ RP '2.7 

COST OF LIVING: 
AIlowanees: 


Agell(,Yl'mploy{'t,s . ___ .. _. _ ____ __ __ _Pl-;R 11-1 

At Itatlio Installations ___ __ _ .. ___ __ _ .. __RIO ~J 


COST RF.[H ICTION __ . _ _ ____ ___ ___ _ ___ORG 10 


COlf NTlmPAHT FtiN DS (Accoun.ting wlpect} _ACC (; 

COUNTI Y: (1J.~(! 1L111w1I11. Nubj .) 


Agreement!> (U.~('. ftlI1Y'·/ltJ ..~lI bj, ) 


A!>!le!>smenl report;; (UsteA) ___ __ __ _________ INF '2.-1 


Rricfrng papers : 

For ('ongrf'ssional t ra velers ___________ _LEG 7-1 

For info, program __ _ . __ _ . ___ ___ ___ __._ INF 14-1 


Pl a ns : ( ( 1.<1' 1I.1'llrll]J, .~ nll j. ) 

____ ___._____ F.DX 1-1
I';x('h ang-e prog ram 


Jll t' l info. )lr"~ram 
 -______ _ ____ . ____ INF 1-2 

__ ____ ___ ______ ___ ORG 1-1
Team 


COll ltl F.l{ SlmVIC";: 

. ____ ___ _ _______ _._CR 3-1
Age llcy 


Military, uS(~ or _ _ _ 
 ___ __ __ ____ ___ ___ __CR 3-3 


COURT : 
Decisiolls (IJ .~I! It/'Imlt'- 'fubj .)

Leave ___ _____ _ ___ ___ ___ ______ .. _____ PER 8 


COVEHA(;E OF EVENTS: 

Ry motion pictures ___ ____ ___ ______ _____ MVP 6-8 

B:r photographers ____ ____ __ . . ___ ____ _PIX 7 

Ry pn'Si< _ _ _ _______ ____ _ _ _______ _ ___ P 16 


By radi() _____ ___ __ ---- - ----- -- --- - - RP 3!i 

Ry ~ion . ____ ____ __ ___ _ _MVP 6-8
telcvi ____
 

CRANK LJ<~TT";I{S _________ _______ PR 13 

CRANKH (I/lLntl lirlfJ "t, d a.) ___ __ __ _.. _ . __ .. _SY 11 

CIU.;o(T: 


Card,.: 

ror aj{4' lu'y V4'hidps __Vl<~H 11--1 ­
F()r (;~A pu nhasps _ ___ P UC 1-1 


Inquirips ("f/,·rl.I·Y 7I'·r."m.nt:i) ___ __P ER 16-17 

U nion, F cdf'ra l _PER l l>-fi 


Cit";0 ITO It A('( '0 \I NTS ACe 12 

CREDITS & ATT RlHtJTIO N: (UHe 1t11In'''7', HU. /' j.) 


Rook matt- ri a l _ __ __ . __ _ . ____ _BKS 16 

MP & TV ma terial4 ___ __.. _ __ . _.. _ __ MVP 15 

P ictures & Art w')rk _. __ ___ .... _ _ IX Iii 


____ _ _ ____ ___ , _ .. __ __ _ 15
P res" mater i al 

P ublieatiflll s 
 ______ _PB Hi 

CRITICISMS: 

Of ",-gency program _________ __ __ ___ _ ___PR 13 


Oi "peo:ific p1'Ograms & polic ies 
(U.w' (tTJilr()TJ . HU/'j .) 

CIUTIQ(JES : ([T.qe ft7>1Iro1'. lIubj.) 

(;eneral __ __ _ ______ __ ____ _____. ORG 2-2 


C1t YPTOG RAPH TC FACILITIES (ft f/f' ltl"/I) __ __CR 7 


Ctl LTlTItAL : 

A et i vi t ies. D(' vclopment . 


Com~lct!> . _._ _ _ ___ __ _______ __ ___CUL 

Cente rs _ ___ ___ .. _ __ ___ ___ __ LIB 

]';xl'na ngc prog r am, ctlu('. & __ ...__ __EDX 

Instltuti ('/Is __ CUL 3, LIB 

I'r4 ' ~('l1tati ull" i' ro~ram : 


P(>r f, ,,'min~ arlisll, & ~,..,u,.", . _CUL 16 

Mat .. ri:ds CUI, 9 


Propprty CUI, J() 


C JLT{)I(AL OIU ;., tiN }.;nne., 

:emNTIFIC & (IINESCO) __ _ . CUL, EnU, SCI 
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n ' LTtJ HE ( nat ional .___ ___ ___ ______ ______ ____CUL 
" t:lJltRENCY, FOREIGN (See FORE IGN 

C(l R R E N C Y ) 
Ct TSTOMS: 

As,;isbnce to trnv~lerll in <'learing ___ _.__ _TRV 1&-2 
Cll'aram'ps on sh ipmentR (agcncy) ~_______ SHW 17 

Dut ics on shipmt'nts (agc)!cy ) ___ ___ ___ _SHW 17-1 

T riha ! __ _.. .. _____ ____ ___ ______ _... ___ _. _ _CU L 


D 
DAMAGE: 

Govt.-ownpd or leased: 

l<:fJuipm~nt ________ _________ ___ ._________ ES 7-4 

Rl>al property ___ ____ ___ ______ _______ __ __ BG 20 


Libra l' icf< & cpnters ___________________ ____ LIB 11 

Radio Install .l tlons __ ____ __ _____ ________ ___ Rt O 9 

Shipments (agency ) ____ _________________ SHW Hi 


HA NCE: 

As fi ne' ar t _______ ___ ___.___ __ _____ ___ __CUL 13- 1 

Group prpf<pnta ions _______ _______ _______ _CU L 1G 


DA~ ClNG (1l1/l1(.~'·mcnt) __ __ ___ __ ___ __ ____ CUL 1;' 


DATA I'ROCESSING ____ ___ __________ _____ FSV 3 

In n nanc-ial tra nsactlOnR ___ ________. ___ __ F MGT 14 


DEALE HS : 
____ ___ ______ __ ______ _____ BKS GRook __ _ 

I) ERH IE FI N(;: 

AgP1U'Y pPI'!lonnt'1 . _____ __ ___ ____ __ __ ___ PER 9-13 

I<:xc-hang'e' grantl'e!l ____ ______ _____ __ __ ___ EDX 28-8 


DEBTOI{ ACCO( INTS __________ ___ ______ __ ACC 11 


DECENTltALIZATION: 

Administ rati ve fUJlct ions ______ ____________ ORG 1 

Rec-ords _______ ____ ___ __ ________________ CR 11-1 


DECLASSIFICATION ( ?'ccordll) ___ __ ___ ____CR 16- 3 

OECOHATIONS ( f o·r emplllyeeH) ________ ____ _P E R 6 


DECREES (UN/' appr op. ,~ubj .) 

DEDUCTIONi': 

Pay roll __ ___ __ __ __ _ ___ ___ ______ _______ _ ACC IG 

Sa lary . ________ ____ ___ ___ __ ___ PER 11-2 


DEFECTION ( I"'II" /wl(lgiml 01l<'rnt illnll ) ______ PSY 10 

nEGAtlS14ING (ur " id('11 tll.pe,~ ) ___ _______ _ MVF 20- 1 


nECmEES. HO NORARY ( 1· ln.7IWy('f') __ ___ .. _P ER G-4 

OELAYf; (0/1 1101'1 . Hhil/1l1/'ntH) __ _ _________ SHW 18 


DE LEC; ATIONi' : 
_ __ _____ __ ____ ____ (>RG !)()f uuth(ll' it y 

'1'" ill t'I,'O llff< , & (lrgl<, ( Sf'(' "p('r ifi l' ('1m/. (/1' IIrtl .) 
DEMOLITION (!/II'" , - IIIIII/ I·d buill"') ___ ___ ___ BG 1:.-2 

UEMONRTHATIONR: 

Oalllllge to ~ov t. prope r ly ____ . ____ __ ______ He 211 

Sl'I'urit}' oftil'l'r role in _______ ______ ________ SY 13 


OI<~MOTION _.. _____ ___ .. ___ __ __ _____ ____ PER i 3-6 


DEMIIJWAGE (flo v t, Hhipml'ntll) __ _____ __ __ SHW 12 


DEPAllTMI<~NTS. FEDERAL (UHC approp. lluhj .) 

DEPARTII IU~: 
A!<l'istanc-e to lravplers __ _____ __ ___ _______ TRV 15 

Ex (' hang-c grantt'es ___ _______ ___ ___ ___ __ EDX 28-5 

From Jro\'t. hlelgs, _______ ___ _________ ___ BG 1&-12 


IlEPEND..-;NCY STATlTS (llf rnl71lolleell ) __ __PER 19 


DEPENDENTS ( employee) : 
E ducation : 


Allowances ______ ___ ___ ___ _____ ______ P E R 11-3 

Genel'al ____________ __ __________ _____ PER 1&-9 

Overseas Schools __ ___ __ ___ __ ________ _ E DU 9-5 


Jo:nwrgl'ncy f' vu(' u:tti (ln : 

F, & E plan __ ____ ____ _. ______ __ _EP 6 


Medical carc _ .. __ __ _____ _____ ____ PER 1-1 
 D 
Medical depos it l< for _____ ______ .. __ _____ ACC 23--19 

Travel ________ ___ _____ ____ __ __ ___ ____ __ __TRV 


DEPOSIT & RUST ' UND RECORD _____ ACC 23-2 

DEPO IT1\/{Y CH ECKS (in local bankll) __ ACC 23--9 

DEPOSITOIUES. LOCAL ____ _____ __ __ ___ __FMGT 7 


DE POSITS. MEDICA L (for dependent,q) __ ACC 23--19 

DEPRECIATION: ( U lle approp. Hub;.) 


Of libra ry holdings ___ ____ ____ __________ LIB 13-4 

DESIGN : ( UHe nplIrop , subj.) 


Build ings (1I0llt, -ow ncd or l('a,qr.d) ___ ____ .. ____ BG 7 

Exhibits _________ ______ __________ ____ _EXH 10 


Radio components & ins tall a tionR ____ __ ___ _REC 1;' 


DESIG NATIO • ADMI NISTRATIVE 

CONTHOL _____ _______ __ _______ __ ____ _CR 16-3 


DESIG lATIONS (I'/'r,~onne l) : 


F ina ncia l _ _ __________ __ ____ __ ___ FMGT 6 

Other t ha n fi nancial ____ __ ____ __ _____ ____ ORG !) 


DESP ATCH AG ENCIES W .S,) _____ _______ SHW 1\ 


DESTRUCTIO N : (lJ,,(' rt7'1,r'lp . Hubj.) 

Cryptog-l'np hi ~ matl'r ials ____ .. _____ __ __ CR 7-11 

I':qu ipnll'nt & suppl il's _ ____ _ ___ .. _ .__ ES 7-4 

Motion pirtul'l' prints .__ ______. ___ _MVF 19-2 

ltecords __ _ _ ______ _____ _ _____ ____ CR l!)-H 


DI<~TAIL OF PE RSONNEL __ _____ _ ___ ____ PER 18-3 

DI<;UTSCH LANDFUNK ( radio broadca.qting) __ R &-3 

DEVELOPMENT : (U>;e appro71. flull j .) 


Carecr ______ _________ ____ ____ ___ __________ P E R 9 

Educa tional ___ ____________ __ ____ ____ _____ __ EDU 

E xecutive _______ __ _______ ________ ____ ___ _PER 9 


DIFFERENTIAL, POST ( allowance) ____ __ PER 11-7 

DIGNITAIUES, FOImIGN & U.S. 


(See. PROM1N8NT PERSONS) 
Coverage : 


Mo ion picturl's & T V __ __ . _. _ ______ MVP &-8 

P r psl< ___ . _.. ____ _... _____ ___ P 16 

Radio . ___ __ RP 35 


DI NI NG IWOM PA SSES _____ _ .____ ___ __ .. BG 12 

DIPLOM Ai': 


I'('!'sonn pl train ing .. ___ ___ .__ ___ ___ .. __ PER 9-12 

Reciprocal n'('ognit ion of __ .. __ ____ ._ ___ }<~DU 9-3 


IlI PLOMAT IC TITLE & ItANK _. . . _. _______ PER 17 

OIU ECTIV ES MANA(;J<;MI<;NT ___ _____ ___ ____ CR 19 

DIIO;CTOI~. rr'ports to .____ ___ _INF 2-!J 


DmECTOIty: 

Key pprsonn,~ 1 _. ____ _.. __ .. _PER 2-4 

Telpphone __.__ ______ .. _CR 8-(j 


DISAFFECTI<;O STUDENTS _____ .____ ___ ___ EDU G 


DISALLOWANCES (lI rmrher rlrLi'"'-~) __ __ ___ ACC 20-1 

DIS B lJ HS EME NTS ---- ___ ________ __ ____ _ACC 23-4 

DISBlJItSI G, ACCO UNTING & ______ __ _______ACC 


DISBU RSING OFFICERS (deliifln.(Ltion of} _FMGT &-1 

DISCHARGE OF : 


Agency empioyel's ___ .... ____ _____ __ ___ ___ PER 13-9 

Duties _______ ~ .. ___ ________ ___ __ ____ ____ _ORG 12 
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(INDEX p.B) RECORDS CLASSIFICAnON HANDBOOK 

DISCIPLINE (personnel) _____ ___ ____ _______PER 12 


DISCOUNTS (gl}vt.) : 

Equipment, !lupplies. • services ____ ________ PRC 15 

Freight !lhipments ________ ____ ____ __ __ __SHW 6--1 


[)}SCS (radiI} progmm u,'fe) ___ ___________ __ __ RP 23, 

fHSEASJo;S & CONDITIONS ___ ________ .__ PER 14-8 


OlSM~NTLlNG : 

Ruildings (nQvt.-I}W1le~) ____ ___ __ ___ ______ BG 1&-2 

Exhibits ____ ________ _ __ _____ ______ ______EXH 19 


DISPATCHING ( of agency vehicles) __ __ __VEH 11-3 

DlSPLAYS: (Ulle q,pprop. sub;,)


Exhibits ___ ____ ____ _______ __________ _______ EXH 

Psychological materials _____ ____ ___ ___.__ __PSy 16 


DISPOSAL: • 

Cryptographic mate~al ____ ________ ______ CR 7-11 

Film ___ _______ ~--- - ---- - -- - -- - - - --- - )1V.,. 19-2 

Library holdings ___ __.. _______ ____ __LIB. 13-5 

Hl'Conls ____ ___ ___ __ _____ __ ________ ____ .__CR 1;' 


Surplus property (agency) ___ ___ __ __ .. ___ ES 12-2 

VltieotapE' __ _ __ ___ __ ____ _____ _____ __ ___MVF 20 


U1SPO,'ITION: 

B1dgs & land (U"vt. -owmd) __ __. __ __ ___ __ __BG 15 

l<~xhib i t!l _. __ ___.. __ ___ ___ . _____ ______ __EXH 11-5 

Fi lms ( i nfo_ progt:am) __ _____ . ______ ___ __ MVF 19 

Rf!cord!< .. ___ ._ _ ___ ___ .. ___ ____ ____ ____CR 15 

Veh icle:;; _____ ____ ____ _____ _____ ____ ___ VEH 15 

Videolal'4:'''' (inf l}. pr()gTqfTl) .__ . __ _ ____ ___ __ MVF 20 


m STIU BllTJON: 

R()ok~ : 


Infor mation program _______ ___ .. _______ BKS 13 

Cultural presentations _______ ________ __CUL 9--6 


CommlAnications ( q,geflC'J/) __ __ _______CR 4; FSV 6 

Educ. & cult. materials (genemlJ __ ________CUL 9 

Eq\lipmen supplies & services ______________ ES 1.1
0 

Exhibits ____ __ ____ __ ___ ____ _____________ EXH 13 

Films ___ _____ ____ __ ____ ____ __ _____ ___ MVP 13-5 

Photos & ~till pictures __ ______ _____ _______PIX 13 

Private coop. materials ___ ______ _____ _____PVT 13 


PublkatioO!, : 

Non-prog ram __ __ ______ ___ ___ _____FSV 6, PR 10 

Program _____ ______ ___ ______PR 13 ; CUL 9-6 


RnolO: 

Disc . _ __ . ________.___ ________ _______RP 23-4 

Scrt~l __ _____ _____ _____ __ __. _____ RP 21- 2 

Tarw _____ _ . __ _ ____ _____RP 22-4 


TV programs ____ __ _______ . ____ __ __MVp 1. Fi 


DI:-:TIU BtJTION JUGHl'S (Sf't' RIGHTS) 

DIVOHCE (of (,1II.1I lo1l(' t!If) __ _ . __ _. ___ _.___ _PER 9 


nOCl fMa-:N TS : 
______ ______eft 5
Authenti('ution (111/ agency) 


CJ:IR"i fie.I , ,~ontrol of _____ _ 
 ________ __CR IS 

________ oCR 16 


____ .__ __ ____ ___BKS 

LOllt or !lto l('n (ft{ff'nr.y ) _ _ _ 

nONAT)<:O n OOK: _ 

Pl"f'Rentation of __._________ ._______ __ ___CUL ~ 


DOWNGtlADING (cla.qsi/ied doc8.) ____ ___ ___CR 1~. 


DRAMATIC ARTS __ __ _______ ___ ______ __ tTL 13-1 

DRAWING (as fine Art ) ___ ______ __ ____ ___CUI, 13-2 


DRAWI NGS : 
Cartoons __ ____ ______ _______ _____ _PIX !t-2 
Progrnm ma tf'ri .llll ___________._ _._ __ ___ PIX 1'0) 
Radio cngi ncel- & COrtRt-. _ __ _ _______ ~EC l!io-Z 

OllAYAG E ( n",: t. ll." i1"~'('n £.'f! _ ___ SHW 9 


._----- ­

DRIVERS LICENSES FOR: 
Agency personnel overseas - -- __ _______ __ P·ER 15-4 

Agency vehicle operators __ __ _____ ______VEH 11-4 


DRIVES (fund-rai~tng, etc.) __ __ ____ ___ ___PER 1&-1 

DRIVING AWA RDS; SAFE _______ ___._____ _VEH 13 


DRUGS & PHAI{MACEU'rI€ALS (ag/!M'II 

medical program) - - -- .-- ____ __ ___ PER 14-8, 14-10 


nSRA ___________ ___ -- ______ ___ ____ ___ _PER 16-15 


DUBBING: 

Film & TV ____ ____ __ ___ _________ ____ ____MVF 15 

Radio tapes & discs _______ ______ __ _RP 22-9; 23-9 


DUTY OFFICERS __ ______ __ ___ __ __________ _ORG 6 


E 

.;AST-W":ST CENTER (J{(Lwaiil ____.______ _EDX 27 


EAST-W I<:ST RELATIONS: 

F:duc. & cult_ cxehange _ ____ EDX; CUL 16; EX H 


ECONOMIC & SOCIAL COl/ NCIL (f.:COSOC) 

(l1.~e a1l1WfJp. Rubj_) 

ImlTO!UAL SERVICES ((Lfl lnley) ___ __ _._____ FSV 7 


EDlTOIUALS (info. p roD'Yam) ___ ___ ___ ____ _p 24-7 

EDUCATION: ______ _ __________ _______ ______ EDU 


Allowuncf's _____ ___ .__.__~- - - --- -- --PER 11-3 

Depe.ldenL<; of FS employees __ ___ _____ . _PER 1&-9 

OVCrRea8 schools program _____._______ ___ _EDU 9-6 

Training of employees ___ ____ ___ _____ _____ PER ~ 


EDUCATION & TRAINING: 

Agency employees _.__ _____ ___ _____ _________ PER 9 


Language training:

English ________ ____ __ ________________EDU 10 


F or exchange granteel; _____________ EDX 28-2 

By U.S_ profs_ abroad ____________ __EDX 19-5 


Foreign ______ __ __ ____ _______ ________ _EDU 11 

For agency employees ____ _______ ______ PER 9 


EDUCATIONAL: 
And cultural exchange ___ _ . _____________ ___ __ EUJ"_ 

Country pro!!,ram plnns. Allocations __ ___EDX 1-1 

Re;>rog l'amming ___ . ___________ _ ___E DX 1-2 


Institt. ..iolt~ __ _ .___ ____ __.____- ___ _______E DU 9 


Colle~ & ulIlver!';lty: 

Affiliati n _ ________ ___________ ___ E DX 23-1 


Alumni org!!_ (grantee 

participation i n) __ ___ __ _____ ____ _EDX 29-3 


..ducation _ _ __ ________ __.___ __ ___EDU 9-3 

l'~xchange program reI. with _____ .__ ___EDX 3, 31 

Security dcannce of _.___ _____ .___ __ __.____SY 15. 

University !ltu<i il'!! program (agency 


rmployeeH) _ _____ __ __ __ ________ PER 9 

U _S_-sponKVred !Ichools abroad _______ ___E DU 9-5 


Mecl.ia. TechlllqueH. _ ______ ____________ _E DU 12 

SY!ltem __ __________ ____ ___ __ _ _____.__ __ __EDU 9 

Travel prograrn _ __ _. ____ ___ __ ________ EDX 17 


EDUCO\TION AI.., & CU LTURAL AFFAIRS, 

ADV(~OHY COMMI SION ON INT'L ___ ___ Emc 8 


EDVCAl'Wl'<.AL, SCIENTII<'iC &: CULT. 
ltG. ( UNESCO) _ ______ __ __ _._____ CUL, EDU, Sel 

EFFEC'i'I1IENESS ((fife a,1-p7'OP. RUb;'.) 

EF "F..cI'S (FS p<!rllt)1t1Ull, t r anRfJ. of) __ _______ _SHW 

EI<'FICI ENCY RATINGS ____ __ ____ _____PER 10-2 


. "'-" 
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RECORDS CLASSI FICA TIO HA NDBOOK (INDEX p.9) 

ELECT l<i~ POWER: 

Radio Installations : ___ ____ ____ ___ ________RIO 2 1 


Generating &: distrib. systems ___ _________R IO 20 

Engineer. &: construction ______ ____ __REC 20, 21 


ELECTRONICS (For 8pecific applications, 

use approp. 8ub;.) 

ELEMENTARY EDUCATION _____ ____ ____ E DU 9- 1 


"~MBASSIES, U.S. : 

Construction &: maintenance ___ ______ .___ __ __ .__ BG 

Organ ization &: admin. _ . ______ __ _________ ORG 


El\n~RGENCY : 
Action t\ocunwllts ( EA I) f; I' 7- ;, 

__. __C R 7- \\IJl'strlll'\ ill II «("rIOl l o. /IIILi"riltl) 

I':vlu'uat i"n (,."sl. lllan.~) _ .. __ Jt;" ; 

I'lalllli llR - - - I'; I' 

Rad io ol'l""alilll{ pru("('dul'l's __ I 0 ;)- 1 


__ UP :)-1
Radi" 1"'o~rallll11inl{ pr<W"du rI'K 

1{{'locat io n p rnl{rl1m . ";1' 7 


/<;1\1 PLOY ,,;..: S (1 (;G ESTION !'lto(; ItAM 

(."/"1'11// ' -IIlilll! Awardn P rog ram ) 

":"'tI'LOYEES: ( lIycn("y) .-
Persolllwi matters ______. ______ --- - - -- -- P"I-;I{ 

Tran'l &: transporta tior. __ ____ __ _.. __ ___ ______ T RV 


EMPLOY ME!IlT (agency p ersonntl) _________ PER 13 

A VPl icutio,ls _______. ___ ____ ___ ____ __ ___ PER 13-1 


"~NGJ EERIN G: 

Buildings & land (gov t.-owned) _____ _______ __BG 7 

Radio syst l'ms & installations ____ __ ___ _____ __REC 

Tele("omIl1l1l1i("nlions ( agrney) ___ _____ ____ _CR 7--6 


ENGLISH LANGUAGE: 

Institutp" (USIC AI __ ___ __ ____ _____ _____ _EDU 10 

Teadling ______ _ . _____ _._____ ____ E DU ]0 


F u,' ('"changl' grantees __ __ ______ __ ___ EDX 28-2 

Ry I T.S. profs. abroad __ ___ _____ _.___ __ EDX 19-5 


TN;ting __ _. __ ._ .______ ______ __ EDU 10-7 


E NTI<~J{TAI N MENT: 
Amusf'llll' nt & l'port" __ ___ .__ ._. .___ __CUL If) 
RCllr(,Sl'llta l inll allowanc('s ___ ____ ___ __ PER 11 - 8 


I<;NTIlY & OI':PAnTlJItE (1111"nrll "biOI<.) _ RG If)- 12 

"; NTIlY OF MEJ{CHANDIS"~ (S,'" CUSTOMS) 

..~(!trAL EMPLOYMENT OPI'OItTUNITY __PI<:R 1:\-;, 


E(lt TATOIUAI. PATH I'IWI'AGATION (radio)-RF 17 

..:qtTJPMI<;NT & strppl.I ..~S: 


Agf'ncy : 

Automatil' data processing __ .._________ ES, PRC 

Cryptogra phic __ _____ _ __ __ ___ ___ ________CR 7 

Gl'ncr nl _.____ ____ ._____ _____ ____ __________ ES 

Medil'a l ._____ ___ ___ _ _ . ______ ___ PJ<~R 14-10 

Ilf'co ro !': ____ .___ ___ ___.___ ____ .. ____ ___ CR 13 

Sl'cur ity ___ __ _._.____ ______ .__ ___ ___ BG 16 

Tl'll'l'olllmunil'at ion:; _____ __ __ ____ _____ CR 7, 8 

VphiC'lI''' __ ___ _______ ___ __ ._____ __ __VEH 


1" ' I's<>nal prop,'rty aCl'ounti ng _ ___.____ _ACC 9 


ESTABLlSIIMENT : 

A)!,t'lu·y. uni('~, post, t 't(' , . ____ __ ORG 8 


I<:STI MATES (/""/'/11'1) _RUO :1, <1, 6, 7, 9, 11 

..:\' ACl TATION: 


E & I·; ......g'·a lll .___ __ .._ . __ EI' fi 
Lists _____ __ F.P 6--2 
MI',lical ___ ______ ___._ PF.R H - ll 

E\, AI.lIATIO N: (I '"'' " P7lT!'l' ..~ 'll,j.) 

~. 1'I' I·rnr maIH·" (.-/II/,ll/7I ' ·'o) _____ I'/<;R 10 


EVALU ATION: (c ont'd) 

Programs &: program materials: (Use approp. sullj. ) 


Motion pictures - -- ______ __ ___ ____ _______ MVP 8 

Pict ures (still) ____ __ ____ _______ ______ PIX 8, 9 

Pres ___ __________ ___ ___ ____ ______________ P 8 


P Rychological operations ____ _______ ______ PSY 8 

Publications _____ __ __ _______ _______ ___ _____ PB 8 

Rad io ____ _ - ________ ____ ______ ____ ____RP 8 


J<:VI<~~R-:--(·IJ S,. til;;';;;~ .- ~hj~)- - -- __ _______ __ MVP 8 E 
«'or info. program cove ragl' 
( .... ," (·OV/~·IlAGJt: OF RV/<)NTS) 

l<~X MINATION, V()l ICHI<;1( __ __ . ___ .ACC2f1 
":XAMINATIONS: 

Ag1!11("Y " mploY<'I'H (lither th(m mr.<iien.i.ll: 

t raininfl __. PER 1; \ -~ 

M,·di..al : 
A~('n"Y <'rnJlloY'''~1I &: dependentN 

T raillln g : 
AgI·n, ·y "m ploy,"''; __PER 9-11 


t<;XCEPT IONS ( /1/ "I/ud"'r dltim.~) _. ACe 21, 23-10 

r~XCESR I'ROP";ItTY (tl.q l'-ncy) __ _ 
 _____ __ .. __ _ES 12 


EXCH AN GE: (lI.~r 'L1'prop..~uhj. ) 

Acrommoda tion _________ __________ ___ACC 23-6 


Agreements: 

Books ___ .________ ______ __ __ ____ BKS 4 

Cultural (g"nf'ral) __ ____ _____ ______ __ ___ CUL 4 

Ex hibits _ _ ______________________ ____ EXH 4 


Information (general) __ ________ __ ___ ___ INF 4 

Lihraries & I:en ters __________ __ ___ ___ _____LIB 4 

Motion pictuTCs &: TV _______ _____ ___ ____ MVP 4 

P ress ___ ___ __ ________. _______ P4; PPB 4 

Publications __ ._ .. ___ ____ . _____________ _PB 4 


Radio ___ _R 4; RF 4; RIO 4; RP 1 

Space commu nications (info. p"g.) _____ ___SPC 4 


Educational &: cul tural _______ ____ __ EDX; CUL 16 

ProrJl'rty (nO" n"lI ) . . ____ __ . _____ _____ ES 7-:1 


Visitors _EDX :!a 

I<:XECtITIVE: 


I' r ivi I('~, ' _LJ<:<: !I 

Itl~s~ rv(' " r..~ram . Jo:p 7-7 

I<:XI':llCISJo:.<.;, ImLOCATION (aflf!nr.y) ___ EP 7-!1 

E XH IBITIONS (Se,! Jt: XHIlJITS & mSl'l,AYS, 


FAIRS & EXI'OSITIONS) 
E XHIBITS & DISPLAYS: 


Agency (for 1m/I. rdat ionH) __ __ . __ ____ ____ PR 9--2 

Air shows (commercial) ______ _ .____ .. __.. __CUL 15 

Binat ional centers ____ ___ .________ ____ ______ EXH 

Book ___ .____ ____ ___ __ __ ________ _____ __ BKS 9-1 

Cultural __ _____ ____ ____________ __ _____ __ EXH 


USICA info ctrs. &: lihrs. __ .. ____ ___ ___ _EXH; LIB 6 


I<;XPI<~NSJo;: 
__ __ _.________ __ ___ ____ __ __ACC 8
Accou nti ng 

__ ____ ___ _____ ________.ACC 19
Non-op'·rating 
":XPOllT: 


Declarations ( lLff"n"'l .<hip1ncnts) _.____SHW 17 

R"strictiolls (/,ulllication.~) __ ._____ PB If. 


EXPOSITION (S,·/· '·'AlRS & Jt:XI'OSITIONS) 
EXTENSION: 


Courn<'s (lLffl·nt·y '·1rl-1l l/llle,· .~) .__ __ PF.R !) 


Of contracl PRC 11 

"~XT";J(NAI. AlIJ)IT (CPA) __ _ . J~MGT 1:3 
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___ ___ ______ ____ _____ 
_ ____ __ ___ ____ __ 

_ _ _ __ _ _ _ __ _ __ __ __ ___ ____ __ 

____ __ __ 

__ 

_____ ____ _ 

(INDEX p, IO) RECORDS C LASSIFICATION HANDBOOK .. ; ( .-s , 

F 

"'ACII.~TATIVE ~"~HVIC"~S: 

Agency ____ ________ __ __ ___ _________ __ ___ ____ 1<'S V 

Exchange granteel-l & visitors ((len. ) _______ E DX 28 
Motion pictQre & T V ___ ___ _____ _______ __ ___MVF 

FAClt..ITIES : ( Vile approI', IIllbi .) 
Medical (agency employee$) ____ _--- - ----PElt H-6 
Motion picture & TV: ________ __ ___ ______ ____M Tf 

Requests _______________ _____ ______ _____MVF 8 
Schedules ___ ___ _______ __________ ___ ____ MVF 7 

FACT BOOK (info. program) ______ ______ __ INF 2-4 
FAILlTl~ES (mdio inll tallatio-n, 0P"T.) ___ _____ __RIO 9 
FAIl EMPLOYMENT PRACTfCES _____ ___ P~R 13-5 
F AIUS & EXPOSITIONS (gencrfll) __ ____ ____ OUL 8 

Fo specifiC' tYI).es, S~e II,Pp1'9P, subj, 
FA RES, TRANSPOJ{TATION ( ao('nql) __ ___ 'i'R V (;- 1 
,"'ART NEWS (info1'tnat i llrt progm,m) ____ _____ __ P 18 
"' I'~AT tr R";8 (info. 1,,,ogr(lm): 

T..levi"iol1 

Motion p i<'ture ________ __ __ _____ ______ ___ _____ MVr 

Pre!<s _ ___ __ __ P 14; 24-fi 

R:uliu ___ ___ ________ RP 34 
, MVI' 

FEJ) EHAL : 
Agf'lu'u',, : 

i{p\ations wi t h other ((uhnin .) ___ __ ____ ___ORG 
FOJ' "pet'ifil' a gt'ncy pr(\gram (l!.~e rr.pprop. Huilj, ) 

Huliget ____ __ __ ____ ____ _ ____ ___ __ ____ ___ RUD 10 
Cl'eliit Un ion __ __ _____ __ __ __________ ___PER 15-5 
Employees health benefit plan ___________ PER 14-7 

FEEDS (nlliio) ____ _____ __ __ __ __ ____ _____ ___ RP 37 

FEES: 
Authel~tications (by agerwy) ___ ___ ______ ___ CR 5-8 
U~age of motion pict. & TV v ideu-tapes _____MVP 13 

FELICITATION (See CONG8!t TTn A TORY 
COMMUNICATIONS) 

FELLOW SH IPS: 
Colleg-e & university: 

Jeneral _____ __ _____ __ ____ ___ __ __ __ ____ _EDU 9-3 
Offered by Communist bloc __ ___ __ ____ __ EDtT 6 

In RRec\fic fil'lrl .. of study (Tf-<f' np]Yl'op. lJubi.) 
Exchangp. program 

FENCl Nt-; (radio h,,~ 

FESTIV ALl': 
Film 
MURk 

Othl'r _ 

Tdf,\'i"ioll 

___ _______ ____ __ _____ __ __ _EDX 
tnllation't) ______ _RF.C If,--2 

MV R 
CPL !!-r; 

__ CHI, R 

FJELD TlliPS (1~!l II!l"I/('11 "lli"inl,,) ' ___ OH(~ 7 
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 L 
Foreign : ___ ___ __ . ___ _______ __..___ _____ ______ P 6 


Leader exchange grantees __ _________EDX 21, 16 

Information program, role in ___ ___ _. __ ___ _____ P 6 

Visits of (oth er than as grantceR) __ ____ ____ _P 6-1 


JURY DUTY (abHence for) ___ ________________PER 8 


K 
KEY Plo:RSONN EL DJI{ECTOItY 
KEYS & LOCKS : 

As security ~quipment ____ ____ 
Key issuan('e __ ____ ______ ___ 

L 
LABELlN{; (A!I,..,/( , J1 ,~"ilnn.cnt.~) _
LA BELS. FOLDER (rt'I'/lrd,~) .___ 
LABOlt MATTEI{S: 

Radio installation affairs 
Eff~ct on Agen('y shipments _..__

LABO){ATOt{Y SI<;RVICES: 
Motion pictu res & TV _ ._ _____ 
Pictures (photrM) ______ _____ __ 

LAND : 
Acquisition : 

For govt. hlclgs. (U.S.) 

. 

_ 

____ __ RF 18 

_____RIO 2-4 

. __ _RG 16-12 

______ _CR III 


_EXH 13-2 


. ____ __ ___ P ER 2-4 


__ ____ __ __ _BG 16-6 

_____ ___ __BG 16-12 


___ __ ___ SHW 11 

.. _. ____ oCR 13-1 


_ __ . __ ___ RIO 6-4 

_.___ ____ SHW 18-1 


. . __ _MVF 15 

PIX 10 


For AgenC'y radio installations ___ ____ . __REC 14 

Govt.-ownec\ ((/.8.) 


Real propl'rty accounting ___ ___ ____ ______ ACC 10 

Sitp l"'pparation & consl' r vation 


(nlll'i" -in-'l l l. lllllill1!.~) _. ___ ___ . . _.REC 16 


. _BG G 
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 -Radio installations (agency) ______ __ ____ REC 1&-9 

LANGUAGE: 
Rights-(Sel' RIGHTS)
Services (Agency) ____________ ___ _________ FSV 4 


Intf'rpretillg ~ _______________ ____________FSV 4 


For exchange grantees ________ __ ___ EDX 28-6 

Trnnslntif1g __ ___, ____ __ ________________ _FSV 4· 


Tt'sting (('mployee profi~cn(jJ) __ _____ ___ PER 13-4 

English language program ________ __ _EDU 10-7 


Training:

English ___ __ __ __ _______________ ______ EDU 10 


For ('xchange grantees __ ___ _____. ____ EDX 28-2 

fly U ,S. professors abroad ____ __ ____ E DX 19- 5 


F oreign : 

For government personnel ______ _______PER 9 


LM~ERS : 
Space ('ommunication applications ________ __SPC 13 


LATEHAL ENTRY ( in to FS) _____________ PER. 13-2 


LAWS, STATUTES, ETC. (UIII' a.Ppro1" If1tbj.) 

LEADER CHANTS, FOREIGN: 


Multinational ______ ___ __ ___ _____________ EDX 21 

National . _____ ___ _.. _ _ __ __ _____ _______EDX Hi 


LEAFLET ACTIVITY: 

PgYl'hol g il'al OIK-rat ions __ ___ _____ ______ __ PSy 12 


LEAFLETS ( till 1l11biil'a.tionll) __ _____ __ ___ __ PB 29-5 


LEASES : 
flu ilrlings & grolllllls (U ~'{. !!llIll'mment ) ____BG &-2 
Lanrl for radio insta llations ______ __ ._____ _RFlC l4' 

L)<}AVF: OF A:8fort: NCE ("ml/1oy"e) ___ ________ PER. 8 

I. ECTOl'H8 ( VOA ) _______ ___ __ __ ___________PR 14 

LECT1TJ{E PHOGRAM ______________ __ _____ CUL 12 


LECTl1RFm F!XCHANGE PUOGICAl'tl. 

Fllr!' i/:,n ___ ________ _ " ._ _ __ __ __ .. __ __ EDX J,;I 


IT,S , ____ ________ __ _.. _____ ____ _Em~, 19 

LECTlJ H)<~S ( 1,1 exhibi L!I) __ ________ ____ ___ ___ EXH 7 


LEllGEH : 
Allotml'n l _ ____ ___________________ _____ ..ACC 7 

Distribution __ __________ _____________ _A.CC 23-4 

General ____ ______ __ _____ __ _____________ _....ACC 4 


LEGAL : 
Affa irs (g(' n" r nl) _________ ___ ____ ___ . ____ .. __ LI<~G 

Opinion~ & interpTf'tations __ LEG 10, or approp. subj, 
LEG ATI ( NH, (l ,S.: 

('nnst r udio/\ & n1U illtelH\nl't> _ _ __ ____ ______ .. HC 
Ol'g'an izat ion III arlm inistl'ntion __ (:r;', ; 

LEGISL ATIVE : 
__ __ LF.(~AfTairs (" ,fll'III'II) 


I'r"/:'I':1I11 ( 1I1/1'UI'/1 LI':G I 

I. ETT EllS : 


A l1 nny lltttJl ... . b.'Kgi n J!. (·Tan k . (It,", 


{' nr rt's,ut tl tll'lw,' . 
.__ ___ _CR .j All nly,.it< .'Y, disf rilt'" 


l'..I,,"n ~. · l1H'nl _..._eR 18 

Of int l'Od lld"I'1 ___ .... PIt 7 


I.IAISON: (lI,~I ' " )l111'fJ1'. :'/, ilj , ) 

__ __ __________OItG 1
With ..nW !' F t'd"ral 8F"' nri I'H 

6-~Grou ps ( F: .e· f;) 
____ ____ _____ __ .. __ R (; NongoVl'rnUh"ll" n l 


LmUAIUE: : 
 __ __ ___ _____ ___IdB Rination:,' 

General ___ _____ __ ----- - --- - ____________ ____ LIB 

Publications procurement. (ag-emy) __ ___ ____FSV 8 

Reference (Illlllnf'y) - --- - _ ____ ____ ________FSV 5 

USICA ___ ______ ---- - -----___________ ___ _____ _LIB 


LIBRARY : 

Collections ___ - --- --- - - -- ___ _____ ______LIB 13 

Servlcl'll (rt.!Jc1'I,ry) ____ _.. _____ __ ___ __ . ____ __ _FSV 5 


LICENSIt: PLATES: 

Agen('y vehicles ____ ____ __ __ _______ ___ _VEH 11-5 

Empl(lYeI' vl'hicles abroad __ __ ____ ______ . PER 15-4 


LICENS"::"o;;: 

Agency chauffeu rs ___ ______________ __ __ VE H 11-4 

Employee drivers overseas _____ _________ PER 1~ 


F oreign print flales (ftlmR) ______ _______MVF 19-3 

LICENSING TH14JATRES ________ _________MVF 9-1 

LIFE INS UllAN€ E (pmplo1lllv) ________ ___ PER 15-7 

LIMOUSINE SER.VICE (provided 


travelerll) __ ______ ___ ____ __ ______ _____ TRV 1&-0 


LINES, TRA:NSPOltTATION 
(S(~e TRANSPORTATIO&)' 

LIQUIDATED OflLlGATIONS __ _ ____ . ____ __ _ ACC 7 

LIP-SYNC (fil-rru; &: TV) _______ .. _ ___ ___ ____ MVF 15 

LISTEN I NG (Sf'I! .-1. f}nrf:NCE) 

I_ISTS (U >I, ' 1t11l/rlll" Nu llj. ) 

LITERACY: 
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Motion pit,turf' audiencI! _.. _______ .. _ ______ _MVP 11 

Rudio au(liCIl (~r _.. ______ __ ____ __ .... _____ RP 11-1 

TV auclicncf' .. ___ __ .... __ ___ .. ___ __ __MVP 11 


LlTERATt J U"~: 
_ 13~'lAs' fin(' urt ____ _ _____ 

f 
___ . 

, 
____ CUL 

Usc of I'opyrightrd in inf. 
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f)~posito1'ies _ _ ___ ____________ __ F MGT 7 
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TaanSIlO l'tat ioll __ ______ _ ____ TRV 12 

Wage Ratl's ("III I'I,,'!II'I' ~ ) , _ __ _ _PER 11-5 
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1,01 (;I NG ALLOWAN<:)<; (f.('mpwl'll.'f'1/) __ __ PER 11-J 

1,0(;:-; (r.oll/t' /J1 o f ril''' '', rltlr,q.) ______ _ CR 16--2 
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LOW-PHICED HOOKS __ _ __ ___ __ ___________ BKS 
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.. . __ _____ ____ RG \(i-r,MAC J<;ltATOHH ((tUnlcy ) 

MAC,A1.IN ":S : 
Ag!'ncy UI4C', .'t,· .;


ArticlrR re' ___ _ . ____ _______ _PH 1 \ 

Library ~rvice!' ____.. __ ____ .. ______ ___ ___ FSV 6 


l'ublicntlonll procurement: 

Adm inistrative aapect _____ ___ __ _______ _FSV 8 

Exchange agreements ______ ___ __ PPB 4; PB 4 


Information program: 

Availability in Bina tional & USICA 


ctrs. & libr!' . _____ ____ ___ __._____ ____ ___ __ LIB 

Distribu tion (g('neml) __ ____ ___CUL 9-7 ; PH 13 

Magazine's & reprints _ .__.____ ___ ___ ______P 24- 8 

Periodicals ____ _._ . ____.__ ___ _P B ; PB29-:l 

I'r.."c'nta ti on program _ _ __ ___ . ___ _._CUL 9- 7 

~\IhsniJltion~ for rl'turn<,d g rantees __ EDX 2!J-t\ 


MAIL FACILITIER & S ..~ It VIC";''' ('~n('nclI) _ .- . Cit :1 

MAILING LISTS: 


Gc' nl'ra\ ._____ ____CR a- 7 

niddl'rs _____ __ ___ _PRC (;- 1 

Rook" ___HKS 1:1- 1 


Pictul"I'" ( JdlOlo..<) . PIX 1:1- 1 

Pllblicati"1'" (IIIrI!lll.:illd --- PH 1:1- \ 


MAINTENA NCE ( lIil, ·I/t'/I): (IT!!" 1t1'1'1·"1'. 1mb;.) 

Ru il.lings &. ):'I'II lIllIls .. _._____ __. -- R(; J() 


CryptoKraphi ,' lllatl'l'ill\S ___ _______ CR 7-10 

Equipment ( {It'lI., ' ne.! ) _ ____ __ __ ___1<:S 10 

Radio installations _ _.__ . ____ ___ ____ ____ __RIO 14 

Records __ ___ __ __. __.. __.. __ __ __ __ ____ ___ CR 11 

Telecommunications ___ __ __ __ ______ ______ CR 7- 10 

Telephones __ ______ ___ ___ __ __ __ __ ________ __ _CR 8 

Vehiclps __ ________ __ .____ ___ ________ ___ VEH 10 

Wil'plcss tl'lccom. ______ ______ ______ __ ___ _CR 7-10 


MAI.AIU A __ ________ __ __ ________ __ PER 14-8 


MANAGEMENT: (Ulle (WIH'''P, IIlt llj.) 

Improv(,lllcnt (Il .Q"llc·y) ___ __ . __ ____ ___ ____ORG 10 

Information _____ .___ ___________ ._ORG 10 

Pro~ram" (g, ' I/f .,.n./) __ .. ____ . __ ___ . ____ ___ ORG 10 


Rc('o r"s, l'all('I'work ___ .__CR 10, 17 t hru 20 

Surwys . _ ___ _.. _________ _ORG !) 


MANI'OWlm «(/11"" 1' ]1) . __ _ ___ _____ _ _ PER 


MANITAL ()to' OPEIU TIONS & 
AJ)1\IINI~TIl;\TION (MOA) _ _. __ . __CIt I!) 

1\1ANI1ALS : (I T"" IlppI'OJ/. Imllj.) 
____ _ Cit l!I~y"t"111 ("ll"11"!!) . 

__.. __RKS 17
1\t..\Nl IS('IUPTS ("f /to"I,- ,,) 


1\fAP~ . MAPPING: 

Prc;;cni lltilln of (i"f". ]/I'o.qmlll) .. ____ ___ ___CUL 9-8 

Pre"", & publicat ions _________ __ _______ __PI X 1!)-1 


Proc ur('nwllt of : 

A.hn ini;; tl'at in ' asp('ct __ ______ ___ __ ___ __ FSV 8 


P,,~Thologi,·:l1 op!'rations ___ __ .____ ______ __PSy 17 

!\fAIlINE CORPI'l GUARDS: 


AS!'igllnH'nt, I. l'a l1s fl'r, ctc. ____ _.. __ ____ .. _____PEH 

J)llt~· l'O!<tl' l' _ . ___ ___ ______ __. ______ ___ _ORG 6 


Pl'otcod iOIl of 1I.~. govt . hldgs. abroad _RG 18 

1\1 ,\H KING : 


l\\otor \" 'hi"I, ',, ( "11"111'1/) VF.I! !) 


1'1'011(" ' \ Y ( " ," " If '!I) E S 7 

ShipIIII' II \" (II!I"I/" !I) SIIW 11 


MARRIAG E (of employee8) __ __ ____ ________ PER 19 


MASERS: 

Space commu nir.ation applications _________ _SPC 13 


MASS COMMU NICATION MEDIA __ __ _ ._____ INF 7 

(See allill '~l'('('ifir. m.etlia) 


MASTElt CONTltoL ( rlulioj : 

Engineering & (·olllltru(·l.ion _____ __ __ _ __ . R~:C 22 

Operation __ ... __ ___ _____ ___ ___ ______ _.___RI022 


MAY DAY O:LEBltATIONS __ ____ _____ _____ CUL 6 

MECHANIZATION: ( Vile approp. Hull;,) 


Communications & records 

operationl' (agency) __ ___________ ____ ___ORG 10 


Data procl'ssing _ _______ __ ____ __ __ ____ __ __ _FSV a 

Financial t ransactions (agenr.y) __ ___ __ . _FMGT 14 


MEDA LS (1'71I1/l"y,<e (£ward,,) ___ __ ____ ___ __ _PER 6 


MEDIA, INFORMATION: (1!.Qf' appr"p. lIull; . 


or m.l'tii n) 

Foreign r!'actions ___ _. _._ . ____ _INF l:l 

Hahits (1I11f1i"l1CI ' ) _ ___ . __ . __ _ _ _ INF 7- 4 

Mass t'xposu rl' pattl' rns ___ ___ ... __ . _ __ INF 7-6 

Multi -m...elia projects _.. .._. __ INF 7-6, 7-:l 

Status & prnJrram rl'ports ______ _ ___ ... .__INF 7-2 


MEI>lCAL: 

Ca re (n)ll){"11 " " '~) . .. _.. PER 14 

e;entl' rs, rl'gional ((/.y, 'n'·10 - _ PF.R 14- 1; 

n"pm,il.s ror ,I"llt 'nel,,"\.s ACe; 2:J- l!J 

F.xaminal.ioll" (nlll,lflll""!!) _ PER 14-01 

Fac·ilil.i,'s (ny,'1/f'!I) . _ . PER 14-G 

Illsura l"'.. (, ' ",plfll/"" s ) PF:R 14-7 
M 
Servi,"'s (,1II1,lflN"",<) _.. _PER 11\ 

Suppli('s (It!I ..11'·1I w,f') __ _ __ _ __ . __ _____ PER 14- 10 

Treatment (,'mll{oy/,/'s) ___ _ . .___PER 14-8 


MEETINGS: (Us,, approp. lIuhj.) 

Admin iRtrative Officers ___ ___ ___ ___ ____ __ ORG 3-1 

Chiefs of Mission __ ___ ____ ____ . _ __ __ ___ _ORG 3-2 


Committees. Commissions. (Vile apprllp. Rub;.) 
Cultur a l AITairs Officers ___ __ ____ _.____._____ CUL :1 


International organizations (VHe ap'Prop. RUbj.) 

Principal Offil'!'rs ___ _ __ _____ __ ______ __ ORG 3-2 

Public AITairs O/Ticers _,. ___ _______ ___ _ ___ ORG 3-4 


Puhli c & pr ivatI' groups (f()r agency 

puh. rd().l i,m,~) ____ __ .. __ __ __ __ ___ . __ ____PR 6-:\ 


Sta ff _ ._ .. _.. __ _______ __ .. _.. __ __ORG :~-:l 


MEMHEltSHlI ' (1 1,,,, ItT/Tn·op. su l)j. fllr i7lt'1. org., 

r IJnf. , 1'11' . ) 


In ov\'rseas lih raril's & Itrs. ____. ___ __ .LIB 12 


MEMOltlALS & MONlfM"~NTS: 


As nrltura l I'Tfl\)('rty _ . _____ . . .. .CUL 10-2 

Prcsidl'ntial lihraril's ___ __ __ _. _ . _.____ . _____ LIH 


MJ<:HSAGJ<: C J<:NT ..:ltS (Ilgr.nr.y) __ __ ___ __ _. __CR 3-5 

MESS";NGER SERVln~ __ ___ ____ ___ .. ___ ___CR :J-;J 


METEOIWLOGI<.:AL SURVEYS 

(rntliIJ en!l i 71 r.er) _.. _ . __ _______ __ _____ __REC 14-3 


MICROFILMING : 

Of commu nicat ions & records ( ngency) __CR 11-2, 14 

AR information storage & retrieval 


techn iqul' __ . _____ ____________ CR 14, 11-2 

As reproduction ~ rvicp. _ ______ _.__ __ ___ _FSV r.
s. __

MICROWAVE SYSTEMS (r(l.(iio) : 

Engincl'l' inJr & const r uct io n __ __ . ___ _REe; 2:' 


Installation op.. ral.ions _ _.. __ RIO 2[, 


MI LEA(~ E RATES (!I," I(""""'ll'nt) __ __TRV 8 
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MILITARY : 
Attaches (U.S.)


Agency relations with ____ _____________ORG I, 4 

Personnel matters _________________________ PER 


Leave (1'1IIJ)loyeell) ____________ ______ __ ___ _PER 8 

PORtal sf'Tvices ___ __ ___ __ _____________ ____ CR 3-3 

Stat.us of employees ______ _____ ___________ PER 21 


MISCELLANEOUS RECEIPTS ____ _____ _ACC 11, 11) 

MIXING (fil lllx & TV) ___ __ _ .________ _____ MVF 15 


MOB VIO LENCE ( to (I.genl"lI 
111'/l I""/' ly) _. . _______ __BG 20; LIB 11; R10 !J 

MOBILE UNITS ( info. 1wIIgmm) : 

ACfJuisitinn, U~', mai tenant'l! _. ___ __ _____ __ .. VEH 

I.ihru rv :u,tivitil'R __ _____ __ . __ . ____ ___ ___ __ ~IB 7 

Motioll' pidurl' :u,tivities ___ ____ . ___ _ . __ ____ MVP 7 

Mliiti-Jiurpo e a('tivitil'!l _. . __ _ ______ _INF 7-6 


MOI) ERN IZATION: 

RlI ildinJrB (11 11I"n/'1I ) __ ___ . . . ___ __ ___ __. _. BG 7 

Rad io inst allations ( ttllPo l/(' II) _ _ __ __ . _ . _ __ R..:C I:. 


MONITOIUNG. RADIO: 
P rogram contRnt __ ______ __ ___ ____ ____ __ __ RP HI 
Tf'chn i('a l __ ________ ___ ___ _______ ___ RF 10, 10-5 


MONTH LY ACCOUNTS CURRENT ____ _____ACC 23 

MON UMENTS (as cultural property) _____CUL 10-2 

MOON RELAY: 


Space communications (info . pf'ogram) __ ___ SPC 12 

MOR ALE (of r mp loYef'R) ____ ___ __ _____ ____ _PE R 20 


MOTIO N PI 'TtTRES : 

Agency : 


Aud io-visua l services _______ ________ __ _ . _ FSV 1 

Puhii c rt'lationR ulte __ _____ ___ _____ ______ PR 9-1 

Train ing usl' . ______ ________________ PER 9- 10 


AtteRtat ion _ _ _ __ ___ ___ ___ ___ ____ _____ __ MV 12 

Educational media __ ______ _____ ____ ______ EDU 12 


English teaching ____ . _____ _____ __ __ E DU 10-11 

Film fes ivals _______ ____ ___ ___________ ______ lflV 8 

Inform at ion/ propaga nda ( getterel).' ___ _____ ____ MV 


Facili t ies & Rervices ______ ___ _____ ____ __ .. _MVF 

Production ______ ___ ___ ________ _____ ____MVp fj 


Programming ___ ____________ .. ____ ___ _..__ _.MVP 

MOTOR POOL ____ ____ ___ .___________ __ ___VEH 12 


MOTOR VEHICLES: (See fll ;fo MOBILE UNITS) 

Agency: ____ ___ __________ ______ ____________VEH 


Personal properl;y nccounting _____________ ACC 9 

Agency employee: 


Regu lat;ons re __ _____ _______ _________ P ER 15-4 

Shipment of ______ . ___ .____ __ . __ __________ __ 8 iN 

Use for local t ransportation _________ _'fRV 2-1 


MOV ES, OF FICE _____ ___ __ __ __ ________ ____ _BC 11 


MULTI-P URPOSE i>ROG. UNI1'S (See MOBILE 

UNITS all/{ MOTOR VEHICIJES) 


MUSE UMS & GALLERIES ___ ____ ________CUL 10-3 

Mlf ,. IC: 


Ral'kg round materialS! ____ _____ ___ ___ _CUL 14- 11 

Culturnl prl'Sl'n tat ior, fj _____ . . __ .. _____ ___ _COL 16 

FpRtival s ____ _.. _. . _ ______ __ CUL 14-8 

A.. fi liI' art __ __ ___ .. . ______ ____ ____ . __ __ CUL 14 

I'ro!{rnm (US le A) ___ ___ _ . __ . __ ___ _ ___ __CUL H 

Radio program,; .. __ ____ __ _ . _ __ ___ __ _.. __ R :l!J 

H.1'('ortiinl'R _.. _ _. ___ ___ .__ __ .. . ______CUL 14~i 


Rt'nla l & pI'rforming right !! _ _. ____ ___ .__C JL 14-9 

St'ort's ___ _______ _______ ____CUL 14-7 


St' r \'i,'cs If",. m ol ;on 1;\clUl'N\ & TV, __ .. ___ MVF 21 

MlTSIC ABYIHOIPi PAN j<~I , ____ ___ _______ CUL 14-1 


NAME CH F.cKS : 

Employees __ __ ____ __ _____ _____ ______ _____ PER 16 

General ____ _________ _______ ___ _____ _______Sy 10 

Security proepdures ______ ____ __ _____ ________SY J(I 


NATO (radio broadca!!ting) ______ . _____ _____R 6-4 

NEG ATIVES, PHOTO (info. '(Wog.) _________ __PIX 14 

NETWORKS: 


Radio (in/II . 1,rIl9.) .. __ __ _____ ___ ____________ _R 6 

Telecommunications ("11''''-('11) __ ______ __ .. _____ CR 7 

Tell!vi!!ion (in/II. 1''''''9.) _.. . _____ _ _... _. __MVF 10 


N .. ;WR: 

A gl'lu' iPR : 


Ag(' II(,Y JllIltlie rd atillllR, role in __ __ __ . ___ P R II 

Informati.. n l,rllKr am . _ _ . . . __.. :~ ____ . __ I' 7 


Rroa<il-astR (/~fltli/l &- T V ): 

A I{I'IH'Y "uilli(' relationS! _. __ . ____ _______ __ .. PR 8 

Infor mation programs _ . .. ____ _. ____ __ RP, MVP 


RylincrR _ _ ______ ______ __ __ ___ ___ __ __ __ _P 24-6 

Columns ___ ___. _ ____ ___________ ____ ___ __ P 24-3 

Comment rips ____ _____________ __ ___ _______ _P 24-·2 

Editor ials __ ______ ___ .___ __ _______ _____ __ _ P 24-7 

F ast __ __ __ __ __ ___ ___ ___ _________ __ ________ p 18 

Features ___ ______ ____ ________ __ ____ _____ _ P 24-5 


Letters: 

Agency employee publ ications __ _.. __ __ PER 16-10 

Rook proKram __ .____ ________ __ ____ .. _BKS9-2 


MatHia l" . _. __ . __ . _____ .__ __ _ . _______ ___ P 24 

Media ___ .. __ _ ___ ____ __ __ _____ .. _ ___ __ __ _______ P 

ProgramR r.q('n,'ral) __ ___ __ ________ _ . ___ ________ _P 


Motion picture!: _____ __ _ __ ._______. ____ ___ MVP 
 -Radio _.. __ . ___ _ . ____ ____ __ .. __ ____________ RP 

TV ___ ______ ___ _____ ____ ___ .. ___ _____ ___MVP 


StorieR ___ .__ __ . ___ __ . _________ ._________ p 24-1 

NEW PAPERS . __ .... ____ _________ _ ._____ __ ____ _ P 9 


Provincial (1,sy r:hol. 0l)1!,,(uimlJl) __ ____ ___ .. _PSy 16 

NEWS POLICY (mtidance): (URe arppro'P. IJUbj.)

Notes _ ____ ____ ____ __________ __ __ ____ __ 1 iF 1-4 

Press _. _ _____ ___ ___ ___ ._________ __ .. __ __P J-l 

Radio __ ___ . ___ ___. . __ _____ _____ ________ RP 1-2 


NONGOVE HNM ENTAL GltO{ PS: (11~" 1l'P'(W0p. Rubi.)

Agency lislscn with _____________ ___ ________ PR 6 


NON·LINEAR PROPAGATION (redia) _______RF 19 

NON-OPERATI NG EXPENSE ______________ACC 19 

"NO PRODUCERS" SHOWS ( radio) ____ ______ RP 28 

NOTICES OF EXCEPTION 


(VQl4cl! er cla i m s ) _ . ____ _______ ___ ______ACC 23-10 


N URSES ("g('ney rn1l.11loye('H) : 

Employment ____ _ ___ _____ _____ ____ ______ PER 13 

Services _ ____ _ . ______ __ ____ _____ ______ PER 14 
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o 

OATHS ("clmin. of to 1'11/p/OYCCII) _. ____ ___ _PER 13-2 
OnLIGATION~ (fliiolml'nl o('('/Ilmting) __ __ __ __ACC 7 

O ......IC..:: 
____ ORe; 8 

fi'ul 'n itllrt', "qllipnll'nt & slll'pli~!l: 
Pcrr;onal pr0l'l'rty accounting _______ ___ _ACe \) 
PrOCUrl'nH'nt _ ____ __ ___ ___ ___ ____ PRC 
ProJ}{'rtY ,l('c(luntahility ______ ____ ___ ____ ___ES 7 

Hours ___ ________ ____ __ ___ ___ __ ___ORG 12 
Inspedioll __ ____ __ __ __ __ ____ __ __ ___ ORG 11 
Instruct i' ll l' _ _ ______ __ __ ______ ___ ___ _ __ORG 12 

OFFICERS. FOHEIGN SERVICE ____ ___ ________ PER 
OFF-LINE FEEDS (radio) ___ ___ ____ __ ___ __ __RP 25 
OLYMPIC GAMES ____ ____ _________ ______CUL 15--1 
OPENING OF POST ___________________ ___ __ORG 8 
OPERA ___ _______ ___ _______________ ________CUL 14 

As cultural present ation _____ __ __ ____ __ ___CUL 16 

OPEHATING EXPENSES: 
Budget estimates _____ __ ___ __ ___ ____________ _BUD 
Commt'rcial vouchering __ ______ _______ __ __ACC 18 
Expense accounti nj!' __ ___ __ ___ ___ ___ _____ __ __ ACC 8 

OpEltATIONS (arlmin . « p"' /lgTmn) 
«(1~c 0l'prop. slIhj. ) 

OPERATOI{'S PEItM ITS ( I"r ItflNll'lI 
/'('hil'lt·. __ ___ ___ _ __ _ _ _ __ VEH 11-6Q ) 

OPINIONS: «(lNe nlt/lr"I" Nlli.jl'rt) 
Foreign info. ml'dia _ ____ __ _________ INI<' 1:1 
Imaj!'l' of U.S . _________ _____ ___ __ ____ _ __INF 12-3 
Image of other countries __ ______ ________ _INF 12-4 
Public <.qNLeml) ___________ __ _____ __ ______ INF 12 
Radio programs ______ __ ____ ____ __________ RP 8-8 
World Surveys __ ___ _____________ _______INF 12-1 

OlWERS: (Use approp. subi.) 
Book (pllb .Q . procurement) ___ ______FSV 8; BKS 14 
Purchase ___ ___ __ _____________ __ ____ ______PRC 9 
Travel (ger/cml) __ _ ___ ___ __ ________ _______ __TRV 9 

ORGANIZATION (agcnt·y . post, office, etc.} ____ __ORG 
Charts ___ :. __ ____ _ ___ ____ ___ ___ __ _________ ORG 8 

ORGANIZATIONS (l 1Nc n.ppr/lp. Rulli.) 
OIUENTATION: 

AICI'l\cy p('rsolllll'! __ ___ . ____ __ _____ PER !) 

..~xchalllot.· f{rantt't·s ____ ___ _EDX 28-1 
CHHEIl A(a:NC:Y I{ELATIONS; «(/NC Ilpvrop. ,!U,I,j.) 

Admi nistrn tivC' supl'llrt. (I",[;r/l) __ ____ ___ ___ ORG ,. 
CA~lO ______ __ORG 1-2 
Fiscnl tran"nl'lioll ___ _______ __ ____ ___ACC 3 

A('('''lI11 t illf{ ___ _______ ____ ______ ACC 14 
l\t'illlhurs"llIl'nt t'!!tilllnh'l! __ _____ _________ _.HUIl 4 

Co"s"litlllh'o atilninistrlltion ___ . ___ _____ _ORG 1-2 
Coordinat.ion: 

Gl'nl'rnl ORG 1 

Spl'cial programs (lhe n'PpT"p. Ifubi.)
Country team __ __ __ ____ _ ________________ORG 1-1 

OlTTAGES (radio) _____ _____ __ _____ __ ___ ___ RP 14-2 

OVERAGES (n.gt'llry aUIl/mIH) _______ __ ___ACC 23-1 
OVERSEAS SCHOOLS pllOGRAM __ ___ ____EDU 9--5 
OVEltTIM..; PAY ________ __ __ ____________PER 11-6 

p 

PACKAGE PHOGItAMS (radio) __ ___ __ _ _____ __RP 311 
PACKETS (info. 1ITog.) : (lIHe IlPpro7/ . Rul.;.) 

Rooks 

Cultura l 

Puhlications 


I'ACKIN(; (llfl{'TI{'11 s/,i/lw{'nIH) 
I'AINTI N(; : 

Exhihits: 
Inf_& cu lt. program 

Astlneart __ _ _ ___ __ ___ __ ________CULI3-2 

PAMPH LETS ; 
Agency pUhlications _____ ___ _____ __ __ __ ___ _PR 10 
Information prog. pubs. __ __ _____ ___ __PH; PB 29-1 

PAN AMERICAN PARLIAMENTARY 
ASSOCIATION ___ ________ ________ ________ LEG 3 

PAPERBACK BOOKS ________ _____ ____________BKS 

PAPERS; 
Newspapers (See NEWSPAPERS)
Official (agency) __ _____________________ ___ ___ ~CR 

White: 
As agency publications ___ ______ ____ ____ __PR 10 

As background studies (llse approp. lIubi.) 
PAPERWORK MANAGEMENT _ __CR 10, 17 thru 20 
PARADJo;S: 

Comml'mnrntivl' celt'hrntion!! _ ____ _ ____ ___ __CUL 6 
I'AI!CEL POST ___ CR a-a 
PARKING SPACJo: (!I",'r.rmrumt) ___ ____ __ _BG 11 
PARKS & RESERVATIONS ___ ___ _ __ __CUL 10-6 

PASSENGER RATES & CHARGES N 
(agency) _____ _________ ________________TRV 6-1 

PASSES (dining room) __ ________ ________ ___ __ _BG 12 o 
PASSPORTS: 

For agency travelers __ __ ____ ___ __ ___ ___TRV 13 p
For agency couriers ________ _____ ________ __ CR 3-1 

PAY & ALLOWANCES: 
Fiscal aspect (payroll) ____________ _____ __ _ACC 16 
Personnel a spect ___ ________ _____ ___ ___ ___ PER 11 

PAYING TRA NSACTIONS (dillhurltinll) ___ __ACC 23 
PAYMENTS: 

Balance of __ _______ __ ________________ ______ FN 12 
Cash __ ____ __ __ _ _____ ______ __ ______ ___ ACC 23-8 
International _____ ____ ___ _____ ___ ____ FN 10 

PAYIIOLL ({lflt'7I.{·II) __ _________________ ___ ____ ACC 16 
PEN PALS (p-riVII II, cooperation) __ _ _______ PVT 12 

PENETI!ATION (Ht'(,ltritll 1'ltper.tH): 

Govt. bldg-s. ___ _____ _______________ ___HG 16-10 

Personnel _ ___ __ _ ._________ ____ pER 1r....1 


PENSIONS: 

AgencyemploYl.'es _ ____ .___ __ ___ __ ___ _PER 13-8 

Social security (ot/ltir tht,n for 


agenr.'11 em,ll"'IIf'eH) _____ ______ _ ___ ___ ___.LAB 16 

PEOPI.E-TO-PEOPLE )'IWGRAM ___ ____ ___-__ PVT 6 

PER DIEM RATES _ _____ ___ ______________ __ TRV 8 


PER"'ORMANCE: 

Bid bonds (eontract.~) ____ __ __ ____ ___________ PRC 8 

Evaluation (perNtmnel) __________ _________ PER 10 

Radio installations _____ __ __________________ RIO 8 

Rating Committee (perHonnel) _______ ____ PER 10-1 


__RKS 
__ _CUI . 

PH 29--4 
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I'E Il I:O I(MJ:,\/; !W;HTS (Sre RIGHTS) 
I' l':I\IOJ)ICALS (Sf'" MAGAZINES) 

I'EHMITS, I'AIlKING ___ ___ _________ _______ _ BG 11 


P EHSONAL : 
E fTI!ct S (II fll'nry I,mployee,,) : 
Tran~rortation of __ ____ __ __ __ __ ______ ____ SHW 


I'ropl'rty Accounting _ _ ______ ______ ___ __ __ __ ACC 9 

Status of a~cncy f'mployees __ __ ____ ______ _ PER 19 


P EIlSONNEL: 
__ __ ____ __ __ _ __ _PF.RA)!('ncy 

_____ ____ RUD I G {'"illllg"" (1I!I " II"!f) 
__ __ ____ PER 1\Stafli ll g", t ~ olllpll'lnl'nt 


PETITION S: ((I"" flJ1Irt"IIJ1, ':u /o j ,) 

F'l"Olll g"('fl('ral pu)'l i!' ___ __ PR 13-1 


PETTY ( 'ASH ________ ACC 23-8 

PHILATELY. ST AMP COLLECTING. 


__ __ ___CUI, If;
(;1'111'1':11 

l'l'opl . '-l ll-pl'opk prog", _,_PVT 6- :\ 

P IIOTO(; H A I'I1IC EqlllPM EN'!': 
__ ESC"III'ral 


__ __ PIX 10
l.ahlll'; tlllr~' (illi'" 1'''''!1 , ) 


I'l'llt" ci IV ,' liS" ("I'('llIilll (/ " I" ,,'I ,,) __BG l/i-7 


!'lIOTOI; H AI' IIS: (l ',,, ' fll'l'''''I' _ :<II /Ij.) 
__ ___ _PH !)-:lAg-"l ll'~' I'uillil' I'l'l at ion;; liSt' 


R"'iu('s ts for 
 ____ . _PR 13 


Inflll'lllatiol\ progT:mJ IISI' : 


Acqllisitl on, Pl'l' ti" iiI. trih. , ptc, , ___ ____ __ ___ __ PIX 

f:xhihit-d isplay program . ___ . ______ _____ EXH 

Pn'sl'llta tion program _ __. __ ___ ___ __ CUL 9-8 

Radio I'n l("_& mnst!. . _ _REC 13, 15-4, 16-5 

Radi o installation ciamage ___ ____ ____ __ ____RIO 9 


PIIOTOCIL\PHY: 

As a/:' .. I\/ ':; "C' rvi('(' _______ ________ _____ __ ___ FSV 1 

A" a hohhy __ __________ ________ _______ __ _CUL 15 

Radin f' 1lV-"H'cr, & con1:tr, ___ ____ ___ ____ REC 13 

Radio insta ll. Olll'rat lfJlIs ______ ____ __RIO 9 


PHYSICAL : 

___ ____ _PER 14-1
Examinat.lnlls ( {'/l/ploYI'I' s) 


Fitllt'Sf; (('1>1 }I/Oll("'x ) __ _ __ ______ PER 14-6 


PHYSI CALLY -HANDICAPPED: 

__ ______ __ PER ]3Employml'nt (1)/1 IlgetlPll) 

PHYSI('IA NS: 

__ ______ PER 13
";Illp l() ~- n ll'nt (1I,'1/,/ /{'/I) - - -. - - ­

_______ __ __ EDXExchange !o(Tant ..es & viSi tors 

Pro{rssiolla i .'t'l'vit'cs: 


F'orag<'IH'y,pmp loyef's _. ______________ ____ P E R 14 


PICTIJHE(S): (",." 1I1'IYntp. NII/, j.)
(;(,IH'rlll _____ ______ _____ _____ .________ PIX 
Mat (, l'ials _______________ f'I X 19 

Motl ,>! l pictun'" ___ ___ MV, MVF, MVP 
I'hotos _______ ______________________ PIX 
~tr'tJ· i ('s _ _ ___ PIX 19-3 


I'I EI{ CIIAIU;J.:S (.'I"" /. "ltijllll"n/ 'l ' _____ ___S HW 12 

PILOT MOJ)ELl-! (JlILIIlpftft'f ~) ______ PB 29-2 

I' (J{AC Y: 


_____ ____ __ __ BKS 12 
Rook _ 

Spal'" (illr .. , (' OIIl IIlIOtlt 'll /iol/ ,' pl'oq. ) __ __ ___ _ ___ _SPC 8 


PISTOl.S (0 ,' 1101/ · III i l i/tl I'll (i,'/'{! nll,'l ) : 

For a~"IJ('y S('('III it y Ilurpm" 's ______ ___ _ BG 16--1 

P LACEMENT: (I '''' IIj1P""}'- _'II /,j} 
Exhihit" ' __ B X H 1;, 
Filllls ,0(, TV 1"-")': ___ MV!> l!l 

PLACEMENT: (r.on t'd)
News ____ __ ____ ____ _______ ___________ __ ___ P 13 


Pktures ___ _______ __ ___ ______________ PIX 13-2 

Publications _____ __ ___ _______ ____________ PB 13-3 

Radio prog. ------- ______ ________ ___ ________RP 13 


PLANS. PLANNING. (URC approp. !lltbj.) 

PLASTIC PLATES __ ___ _____ _________ __ __ PIX 19-4 

PLA Y PRODUCTION 


(li l,rnrll &- dr. nr/.ipity) ____ __ __ __ __ ___ __ ____ _LIB 6-1 

PNEUMATIC TUBE SYSTEM ____ __ __ __ ___ __CR 3-6 

POETRY ____ . - - __ _________ ______ ___ CUL 13-3 

POLICE PROTECTION __ ______ ___ _____ ____ __ BG 17 

POLICY ( l!,~e approT'o .~u/);.) 

POLICY GUH>ANCF.S ( USICA) 

General ___ ___ _______ ___ ____ ____ INF 1-1 


(The Ill.~" "7'l'rf/T' , ,'lI ltj .) 
POLITICAL: 

Activit il's: 
Govcrnoll'nt .'mploy(!es : 

uthori)';,'" _____ _PER ]5-14 

I'r()hillit(~d . _____ . ____ ______ _PER 12 


Advis('rs ( T'O{,A /))- ___ . ___ _____ ___ORG I, 4 

POLI.S, PUBLIC OPI NION: 


Agen('y ._ _ __ ____________ __ _PR 13-2 


U, S_ or fflr{' i~n country___ I NF 12, or approp. Rubj , 

POPlTLAJ{ COMM .. :NT (on u.'1enC'/l program) ____PR 13 

PORT (S) : 


F{'cs & cha rges _ - - _____ __ ___ _____ _____ ___ SHW 19 


Of entry (''1011'1, gldlm1ent.~) -- - ----- - -------SHW 19 

POSITION: 


AuthorizatIOn _ ______ __________________ BUD 16 

Descriptions _____ ______________ ____ __ __ __ PER 18 


Papers (UNe Itpprtt'P . SII.";.) 

POST: 


Allowances ______________ ____ _________ ___ PER 11 

Rudget estimates ________ . __ ____ ___________ BUD 7 


Exchange (PX) privileges (pmplollc" Jl I __ _PER 11'>-2 

Management ____ _______ _________.._ORG I, 10, 11 


Opening, closing, etc _ ___ ____ ________ __ _____ ORG 8 

Reports __ _____ ____ _ ______ __ ___ _____ ___ _ P ER 2-1 

Security vffiecl's ____ ____ __________ ___ _ ___ SY ~-~ 


POSTAGE STA"P~ (Hale o f) _ . __ _______ ACC 23-16 

POSTAI. HEI{V l ('m~ 1'19cncy):


Milita ry __ ____ _____ ___ ___ ____ __ ___ ___ ___ __CR 3-3 

U,S ________ .__ ____ ______ ____ ____ __ ___ __ CR 3-3 


POSTERS: 
t genc ' , 


Prepara t ion _____ . ___ __ ________ ___ _ ___ __ FSV 1 

P ubl'c relations use _ .___ __ ______ _____ ____ PR 9-2 


Inform,ltioll program use: 

Production, distribution, etc. __ _________ PIX 19-6 

Exhihit & display program _____ _______ __ ___EXH 

P resentation program _____ ____ ________ _CUL 9-8 

Psycholog ical operations _______ _____ ___ . __P SY 15 


POSTING (of radio installations) ____ ______ FEC 1 .... 2 

POSTS, 1<'01 EIGN SERVICE ____ __ _______ ___ __ ORG 

POTOMAC CABLES ______ _____ _____ ________ INF 1-6 


POOCH & COURIER SERVICE (U.s.): 

C" uri er (nl,rmnl'anietl) __ ____ ______________ CR 3-1 

Pouch (uflltf'f'mnwmied) - - __ ___ ____________ _CR 3-2 


POWER (mliio) : 

Distrihutiun syskllls _ -- _____ __ __ __ REC 20; RIO 20 
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POWE R (radio) (cont'd) 
Engineering & construction ____ .. ____ ____ ___REC 21 

Generation systems ___ _. _________REC 20; RIO 20 

Installation operations ______ ____ _________ _RIO 21 


PRELIMINARY ESTIMATES (bnrlget) ____ ___ BUD 6 


PREMISES. GOVERNMENT (Sri' RU1LT>JNGS & 

GROllNDS) 


PREMIUM PAY (t 'mployce) . __ .. .. --- . PER II-Ii 


PRESENTATION PUOGRAM: 

Materials (USICAl,r.) ___ _ ...... . . . _ CUI, H 

People __. _ ..______ _ - - - _. _ .CUI. lIi 


PRESERV ATION : 

Culturll l pr npE'r ty __ . ___ _ _. CUI , 10- 1 


PHESIDENTIAL : 

Dir('l·ti\'E'~ . I'l'ori:llnatinllS. (IT.'r (/1'1JrOP..,u.bj .) 

Librnri('s . . __ _... . LI R 


PIlE~mENT'S RI IDGET ___._ _. __ RU O 10 


PRESS: 
A~f;ociation" , CO rl"f' sponoE'nts : __ ____ ._ P 7 , P (i 

Agency relations with __ . ____ ..____ ____ __P R 11 

Information program, role in _____ _. ___P 7, P 6 

Visits . . _______ _______ ______ ___ _ . __ ____ __ P 7 


CE'nsorshi p ____ __ ___ __ ________________ ___ ___P 10 

Cl ipping sE'rvi<-E' _____ _.. __ __ ____ ______ __ __ ___P 9-1 


Clippings (UM' al'PTop. :!Ubj.)

Communist ____ ___ ____________ ______ ___CSM 10-2 

Conferences ______ __ _____ ___ __ ____PR 11-3; P :J-1 

CorrespondE'nts _____ ________ ___ ___ ___ ________ P 6 

COVE'rages __ __ __ . ______ ________ __ ___ ____ __ ___P 16 

Ex('hangE' agrermE'nts __ _________ ____ . _________ P 4 

Foreign prE'SS r eviews __ __.. ___ __ ____ ___ ____ __P 2-2 

Frt't'dom of __ ___ __ . __ ___ ______ __ ________INF 7-1 

Information progr am ____. ___________ ____ _____ __P 

Interviews (a .qrncy) . ___ . ____ ____ _ . ____ __ PR 11-3 

Local _. _____ _ .____ __ _... _.___ ... _____ _____ _P 7, !J 

Mllt(' r ials (/'1/ fllPd _ __._ .. ________ ___ __ __ _P 24 


Rf'qut'st s (!Irw'ral) _ . _ . _. ______ ____ ____P 14 

Organizati(ln~ ___ . _.. ... ____ .. ______ P 3, 7 

Pn!'s!'s _. ___ _ . __ ___ . ___ _____P 6 

Rclntinns (.1!11'1/1'1I) __ __ __ __ .._ ___ ______ __ __ _ _PR 11 

RI'I('a!'l'~ _____ _.. _PR 11 - 2; P 17, or approp. subj . 

Summnries _____ _. ·. __ __ _. __ __ _____________ _P 2-1 


PIlEVIEWS: (l'~c apprtlp. Hlthjert)

Budget _____ _______. _____ _ . . _________ ____ BUD 6 

Exhibits . ____ _ __ ___ __. __ ________ _______ EXH 16 

Motion pictu res ___ ____ _____ _________ __MVp 13-1 

TV programs __ _ . __. _____ _ . ___ ________ MVp 13-1 


PRICE SCH Ent lLES, RETAIL .. ___ ___ ___ __ PER 11-9 

PRI NCIPAL OFF ICEI( ( af PS 1/0.,1): 


ApPll intlll!'nt _ . ._ . ___ __.. _____ PER 13-2 

COIlf('r('nc'('f; _ ___ .. __.... _.. ___ _______ORG 3-2 

Diplomatic ti ti!' a nd rank __ __.._________ __ PER 17 


I'IUNCIPAL WITNIo:SS STATEMENTS 

(af hllrlllt·f Itmr;lIflfl) ___ __ .......RUD 9-1, 11-1, 11-3 


PIUNT CONTIWL (film) ___ _. ____ _________ _MVF 19 

PIU NTIN(; & PI TRLlSHING: 


Aj{I' ncy r('procludinn s~rvic.. . . ___ . ___ _____ FSV Ii 

Information I'roKram faciliti('s ____ _____ __. _PB 2:1 


l'IUOIUTa~S (fI:<t · tlPPOI'II/'•.<lIltj.) 
I'IUYATE: 


Cl1llperat itlll p l·t\Kram (;11/11. ,\'. t'lI lfure ) __ . _ __ _P VT 

Col\t'g!' & un iv. affiliatioll __________ __ __ lo:DX 23-1 


PRIVATE: (cont'd ) 

Individuals , groups & orgs. : 


Agency lia ison with ______PR 6, 7 01"" approp. subj . 

Vehicles (a.gency employeeR) : 


Shipment overseas ______ _____ . ________ ____ SHW 


Use for official local transportation . ____ TRV 12-1 


PIUVILEGE : 

EXl'cutive .. _ .. ..LEG!I 

Post exchangt' (PX) __PER 15-2 


PRI ZES (S t'" til.", A WAR nS) 

Motion picturl' & T V festival!! _ .MV ~1 


PROCED IIRES : (Tfs" fL1'pr"l', .~ltl/;.) 


Offi CI' ...ORG 12 


PROClmEMJ<:NT : 

Ru iltling & land: 


Gf'n('ral .. BG 4. Ii 


Haoio si tt's . .. _RF.C 14 

Eq uipml'llt & suppli es . . ____ PRC 

Vchirll's .. VEH 6 

Genf'ral .. _ .. _. .. __ __ ________ _... ..: __PRC 

Info. prog. materia ls (U.qe apprnp. Mlb;.) 

Publications : 


Administrati ve aspect ____ _____ _. .. __. ___ __ FSV 8 

Exchange agreement!! __ . __ ______ _________ _PB 4 


Services ___ . __ .. . _. ___ __ . ___PRC or approp. suhj. 


PIIODUCJ<~RS: 

Assignment. sl'hNluIeI': 

Motion pichm 's __ . __ _. __ ___ __ MVP 6-7 

Radio . . . . _. __ . . _____ __ __ . _.. __RP 17-] 

Television .. __ _. ___ . __ . __.... _ .___ _MVP 6-7 


CommE'rcial (m.o/ion pid.) ___ __ __ .. ___. .. _ .MV 13-1 


PRODUCTION: (ll .~ (' npprllp. :mbj.) 
Books ____ . __ . .. _.. _.. _ . ____ ____ .... ___ ..__BKS 
Exhibits __I. • .. _ _ _ • . . • ___ _ •... . _ ____ EXH 10 

Motion picturt's ___ .. __ . . _. . _____ MVP 6 

P uhlications _.. _ . __ ____ _ . __ ____ PB 20 

Radio proJ.:'rams __ .. ... __ __. _.. __. ___RP 17 

TV programs _ .___ __... _... ___ _MVP 6 


PROl·'ESSOH .~XCII ANGE: 

Foreign ___.._EDX 13 

U.S. _ _..' __ EDX ]9 

PROGRAM(S): (11.<(' iL1/1/ruTI. Hit";.)

Center s (md i,,) ____ ....__ _.. ___ ___________ ___ RP 26 


Effectiveness «(I.,.! Itpprnp. Hul,;.)

Highlights ___ ____ . __ ..____ _____ _______ INF 2-2 

Policy c1irectivl's . _. ___ ____ ___ ______ ____INF 1-8 

Schedules (radi o) _ . _________ . . _. . ______ __RP 7 


PHOGRAM PLANNING BUDGET SYSTEM_RUD 1-2 

PIWG RAM IlEVIEW COMMITTEE __ ... ___ INF 1-14 


PROGltAMMING: 

Motion pictur(!s .... ___ .__ __ __ _ . ____ ________MVp 


Restrictions 011 • _ _ _ • _ ___ ____ _ .• ___ .• _ ___MVP 10 

PsycholoKical operation!! _ ____ ______ _. __.. _PSY 16 

Radio ___ . __ ________ _________ ____ ____RP 


Services ( / u·r eXf"h fl. ,qranf,·,''') ______ __ __ ___EDX 28 

Tel('vision ...... _. . __ . ___ __ _.. __ ___ __ MVP 


Restr ictiolls Oil .... . ~_ . . _ _ ___ _ __ _ _ _ ____ MVP 10 


PIWJ ECT PIWPOSAJ.S: (lh" appro1/. _bj.) 

Motion pictu rt's . _ . . _..__ ____ MVP 6-1, 6-6 

P uhlications . ... __ ____ ____ .__ _PH 19 

Hadio engin. ·.... illg . ________ _.. __ REC 1-1 

TV __ ____ . . ________ _MVP 6-1, 6-6 
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PHOJECTIO!'l SERVICES (motion pictures & 

n ') __ _ __ _ ______ __________ ___ ___ __ _ ____MVF 16 


,PROJECTIONS (,budget) ________ _____ _______BUD 6 


PROMINENT PERSONS: 

Congress (U.S.), members of _______________LEG 6 

Cultural presentation of _____ _______ ______CUL 16 

Musicians __ ____ _________ ___ __________CUL 14-11 


Visits (Use npprop. IIUbj .) 

Media ~overage (Use approp. sub;. ) 


PROMOTION: 
Agency employees __ ____ ___ _____________ PER 13-6 


Agt' lIl'Y progl'nms (Use appr"p. Imhj.) 
PIWMOTH'N & PFBLICITY: 

Inftlrmn lioll merlin pr ograms ( IT!I(' approp. subj. ) 
J>HOMOTIONAL ,KITS (lIIot ion pictures &Tn ____ ____________ __ __ __ __ ______ ___ __ MVP 9-2 


PROPAGANDA: 

Communist __ __ __ ___ _____ ____ _______ ____CSM 10 


InCI. information program:
GE'neraJ _______________ __ __ ____ ______ ____ __INF 

SpE'cific media programs (l!H(~ approp. subj.) 
PIWPAGATION (radio frequf'nry) 

FOreCD!'lts __ __ ____ _________ ____ ____________RF 13 

Predictions ___ __ ____ _____ __ ___~ ______________RF ] 3 

RTT ___ _______ __ ____ ._________ ________.___CR 7-15 


PROPEUTY: 

AceountahiHty ______ .. __ . __ _. ______ ________ .ES 7 


Accounting : 

Personal ___ ___ __ _____ ________ ____ ___ __ACC 9 

Renl _______ ______ ____ __ ______ ___ ______"CC 10 


Acquisition (radio RiteR) __________ ___ _____REC 14 

Agen'('y : 


Buildingf; _& land _____ ___ _________ _______ ____BG 

Equipment & supplies _____ __ _________ ___ ____ ES 

Vehiclps ____ _____ ____ ___ _________ ________ VEH 


Cultural ____ ____ ______ __ ____ ___ __________CUL 10 


Restitu t ion of looted ______.___ _________ CUL 10--1 

Excess (agency) __ __________ ___________ _____ES 12 

Protection (radio Hites) ___ ___ __ __ _________RP 12-4 


Real: 

:Radio sites ___ ____ ______________ __ ___ ___ REC 14 

(] .S. gov't bldg'S & grounds ___________ ___ _____'SG 


Surplus (SrI' EXCESS above) 

Surveys (a .qi'nql employeeR) ____ ___________ES 7-4 


l' I{OTEC'fION : (S"!! also SECliR1TY)

Of cultural property __ _______ ___ __ ___~___C UI. 10-1 

Of diplomatic & cons. property __ ____________Bti '7 

Of rndio site~ _____ _____ ________ __ __ ___ ___ _Y.P 1~-4 


tlf vi tal record~ (n.gcncy) ____________ ___ ___ E 3-3 


PIWTF.RTS: (rr"c (/1yp1'''p, IIttb;.) 
Pl'<l('ur(,ll1ent & Contracting___ ___ ___ ______ PRC 1& 

I'SYCHOLO(~ICA L OP1<~RATfO S ____ ___ ____ ___PSy 

PIIHLle: 
Att it 11.1(',; (1" ',,,', '/1 l) 

Ruihling-" & got'O Il I<!~ _ 
Cnll\lllt'lItll _ 

Inqlliri(' ~ _ 
La\\': (( ' SI' "PP' ·" p. Bubj.) 
Opini{lll _ __ ____ ________ 
Parks ___ __ ._____.____ _____ __ ____ __ __ __ ___ CUL 10-6 


Records: 

As ugency Tccordo1 _______ ____ ____ .__ _________CR 

All ell turll l property _____ ______________CUL 10-5 


il\T ' 12 or apPJ'Op. suh.; . 
_______. ___ __ _______ _.RG 

_PR l~ or approp. sub'; . 
__._ PH 1301' IlPPJ'op. subj. 

__ _FR 13 or app p. subj. 

PUBLIC; (('Imt'd) 

ela tions (agency) - - --------------____________PR 
PUBLIC AFFAIRS OFFICER 


Appointment ----------------__________PER 18--2 

Diplomatic title & rank ----------_____ ___._PER 17 

Meetings & confe~nces -------_____.______ORG 8-4 


QUALITY CONTROL (film8 &: videotapes) ___MVF 15 

QUAIt'fERS (for FS perflunnel) _________ -_~___ ___ BG 


Allowance __ . __ .-----------__________ PER 11­
Assignment ___ _____ _- - - ----- __________ PER 15-12 

Construction &: maintenanee _______ _____________BG 

Radio sites ___ - ___ ------_________________ REC l' 


ItAD 0: 
Agency use: 


In public relatipns - -,-- ----__ __ ____________ PR 8 

Telecommunicarons services _______________CR 7 


Communi llt propaganda use __________ ___CSM 10-1 

Contests. Cluhs. ____ _______ ________________RP 8-3 

As educational medium - ---_____ __________EDU 12 


In English teaching ________ ___ ______ EDU 10-11 

Engineering & construction -- ____ ___ __________REC 

Equipment: _____ __ __ ____ _____________________ES 


Engineering & construction ________________ _REC 

Operation ___ __ __ ________ __________________R:i:O 


Frequencies ______ __________ __ ___._____ ____ ____f.F 

Interference __ ____ ___ _____ _____ ___ ____ ___RF 1(). ....'{ 

Monitoring operat ions _____ _______ ___________ __ RF 10 

Programming ___ _________ ____ _________ _______RP 

Programs _____ ____ _____________ _______.___ __ __RP 

ReJay station o.,erations _________________ ____"'.ID 

Stations. Netwnrkr. 1wn"U9~CA ~ _____ __ __ __ .. _P 6 

~y.t.~ms (f'i1n- -TTS ICA) -__ _____.__ ________.. _R 6 


RADIO FREr: ':'UROPE (Rjt'!:) _ _________ _____R 6-2 

RA.(}IO IN A;liJEHICAN SECTOR 


(RIA S ) _______ ___ ________ _R, REC, RF, RIO, RP 

RA. IO LIBERTY ___ ________________________ ._R 6-2 


10 L UXE !BOU G ____ __ ________________R 6-8 


RANK (emplv,,.ees): 
U. S. diplomatic title .& rank po icy __ ____ ___PER 17 


RATES: 

Per diem &. !7.i leag-e ___ _____ ___ ______ ___ ___ _TRV 8 


Wage : 

Local t'l.ployccs __ _________ __ .__ ___ ___PER 11-5 

U .S, ,;:'ovt. emuloyees (A !ner.) ___ _____ __PER 11-5 


I ATJt;S & CI ARmES: 
Freight (S('(I 'l'rnn.•porta tion bcl~,) 

Telegranh (fL{/l"fI.ry) _- ______ __ _____ _.. ______ CR 7-7 

TelephoD(' (agency ) ____ ____ ___ ________ __.__CR S-O 

TransJ'ortation: 


Ag~n('y rates (gr.n ernJ.) _____SHW 6-1 ; TRV 6-1 

Houl'ehold/personal effect!! 


( FS em.ploye-ell ) _______ __ ____ ______ _SHW 6-1 

-...-'. 

RAT NGS, PERFORMANCE __________ ____PER 10-2 

/ 

I

' ­
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RE ACTIONS: (Use approp. ~ub;.) 

To events: 
F oreign info. media ___ __ _INF 13 or approp. subj. 

General r eports &; surveys __ __ _____ _____ _I NF 12 


To info. media programs (S ee approp. media p-rog .) 

READERSHIP REPORTS & SURVEYS 

Books ___ _____________ _____ _____________B]{S 8-1 

Publications ____ _________________________ _PB 8-3 


READING ROOMS (USleA) __ __ __________ __ ___ __LtB 
REAL PROPERTY (ngf!1tC1/):

Accounting ________________ __ _____ ______ _ACC 10 

U. S. govt.-owned bldgs. & land ___ ________ BG, REC 


RECEIPTS: 

Classified materia l __ ____ ______ __ ___ ____ __CR 16-2 

Cryptographic material ___ _________ ______ CR 7-11 

Disbursements & _. ____ ______ ______ _ACC 23-3, 23-4 

Mis('ellaneous _______ ________________ _ACC 11, 15 

Shipping & warehousing ___ ____ ____ ______ _SHW 13 


RECEIVERS (-radio ) 

Engineer ing & construct ion ______________ __ REC 19 

Installat ion operations _____ _____ ___ __ __ ___ _ RIO 19 


RECEIVING ~YSTEMS (radio ) 

Enginel' ring & ('onst r uction __ _____ . .._____ _REC l!l 

In!'tallatioll operations _ _ __ __ ____ _______ __ RIO 19 


RECEPTION (rnditl): 

RTT ( ng .'fll ·!! t(' l('rOtml/ll1lil"l~ f. ionll) __ __ . ___ oCR 7- 14 

Rl'ports __ _.. ____ __ ___ ___ __ ___ __ ________ __RF 10-1 


I{ECEPTION 	CENTEUS (for excl,a7.ge 

grn.n l('('s) ___ ____ ________ _________ _____ EDX 28-3 


RECONNAISA NCE SURVEYS 

(rad io rom:trnrt.) ___ _____ _____ __ ____ ___ REC 15-1 


RECORDING FACILITIES & SERVICES 
(motion pi rtllre & TV) ___________ _______ _MVF Hi 

RECORDINGS : 
Agency: 


Audio-visual services __ _____ __ ___ ___ ___ __ FSV 1 

Public re lations use ____ __ _____ _______ ___PR 9-1 


Information & cultural : 

Music program _______ _____ ___ ___ __ ___ CUL 14-6 

Radio ______ ___ ____ _______________ __ _RP 22, 23 

Television _____ ___ _____ ________ _____ ___MVP 17 


I{ECORDS : 
Agency __ __ __ ____ ______ ________ ___________ CR 

P ublic (17 .< 1',, 11111'17 1 p rn l,('rl ll ) __ _ . _____ ___CUL 10-5 


IIECREATION U"" ng(,l1 l"1l rlllpl(/y.'r.~) __ __ P E R )f;-I o 

RECR tTITM"~NT (a g('nrll JI(')..~onn.e l) ___ ___ _PER 13-7 

IU:CllPEItATION (S('(' REST & RECUPERATION 

TNA l"J·:U 
IU~Dl1('T ION -I N - FOIlC"'; (JII"r.~tlnncl) _ _ ___ PER 4- 1 

IlEEMPLOYM ..:NT ___ .. ___ ___ ________ ____PER 13-2 


IU'; I"ERENCE ~EUVICE (ngr n('y rccordH) ____ CR 11-3 

REFUNDS ____ _ . ___ ___ __________ _______ _ACC 7, 11 


KI<:GIONAL: 
Finance Centers ___ ___ _____ ____ __ ___ _______ FMGT 

Medical Centers ___ ___ ____ ______ ______ __PER 14-6 

Security Offkers ____ _____ ____ __ _______ __ __ SY 6-1 

SE'rvice Centers (US tCA) ___________ ___ __ __ __ PB 23 

Supply Centers ____ ___ _______ _____ __ ________ ES 4 


IlEGISTEIt, BIOGRAPHIC (State Dept.) ____ PER 2-2 

REGISTEltS : 


After houl's ('ntry & departure ____ .. _ __. __ BG 16-12 

Classifit'ti dO('ulI1E'nts __ _____ : _ _____ _______ CR 16-2 


REGISTRATION : 

Agency veh icles _______ ________ ________ _ VE H 11-5 

Employee t raining - -- - ------_____________PER 9-9 


REGULATIONS: (Use approp. subj.) 

Directives system - - - - ------- ___ _______ ___ __ CR 19 


REIMBURSEMENT : 
 I 


Accounting aspect ---- ___ ____ ___ ____ __ ACC 11, 15 

Budget aspect ---- ----- - ________ _____ ____ _BUD 4 


REINSTATEMENT ------_________ ____ ___PER 13-2 

RELATIONS ( U se approp. suh;.) 

RELAY STATION INSTRUCTIONS (radio) __ RIO 5-2 

RELAY STATION OPERATIONS (radio) ___ __ __ _RIO 

RELIABlI...ITY (radio ) _____________ ___ _____ __RIO 8 

RELICS, HISTORICAL ____ ___ ______ __ ______CUL 10 

RELOCATION, EMERGENCY ____ __ _____ ____ __ EP 7 


REMOTE COVERAGE SERVICES 

( M otion picture & TV) ___________ __ ______ MVF 18 


RENTAL OF: 

E quipment & Rupplies (ngency) __ ______ ___ __ PRC 4 


Vehicles __ _______________ _____ ____ ____ __ VEH 6 

Motion pict . & TV programs ________ ____ __ _MVP 13 


REORGA NIZATION OF: 

Agency, oflice, post. etc. _____ ____ __ _ _______ ORG 8 


REPAIRS TO: 

Agency cCl mtn un i("ations equip. __ _ . _____ __ __ CR 7-10 

Build ings & grounrl s (1I.S. govt.-Qumerl) ____ __RG 10 

Equipmen t &: supplies (agellC1/) ___________ __ES 10 


Vehicles ___ ___ ______ ___ __ __ ____ _____ __VEH 10 

Radio insta llations ___ _______ __ _______ _____ RIO 14 


REPLACEMENT OF: 

Equipment & supplies (agency) ______ _______ ES 1-2 


Veh icles ___ __ _________ ___ ___ ________ ___ VEH 6 

Exhibit componen ts __ __________ ________EXH 11~ 


REPORTERS, NEWSPAPER (See JOURNA.LISTS) 

REPORTING REQUIREMENTS (admin.) ___ORG 2-1 

REPORTING SE RVICES (agenC1/) _____ ____ ___ FSV 2 


REPORTS: (Use approp. sub;.)

To Congress ( general) _____________ ____ ____ LEG 2 

Post ____ ____ ____ ___ ______ PER 2-1 or approp. 8ubj . 


REPORTS MANAGEMENT ____ ______________CR 17 
Q 
RE PRESENTATION ALLOWANCES ______ PER 11-8 

REPRINT RIGHTS (See RIGHTS) 
 R 
REPRI NTS, MAGAZINE (in.fo. proy.) __ ______ P 24-8 

REPRODUCTION & DISTRIBUTION: 


Admi nist rat ive service ___ ________ _______ ___ FSV 6 

Informat ion program lIervice ________ ________ PB 28 


REQUESTS: ((!.~c rtl'Prop. lIubi.) 

In~QUmEMENTS. I{EPORTING (admill.) ___ ORG 2-1 

REQUISITIONS : 


Equipment & suppl ies (agen.cy) ____ _______ _PRC 11 

Printing & reproduction __ ___ ___ __ __________FSV 6 

Publications production (info. prOD.) __ ____ PB 23-8 

Services: (Use approp. sub;.) 


RESEARCH: (Use app-rop. suh;.)

Books ___________ _____________ ______ _____ BKS 11 

Info. program ( genf'ral) __ ______ __________INF 11 

Motion pict ures __ ____ ___ ________ MV 11; MVP 11 

Press __ ___ _____ .. __ ______ ______ _____________ P 11 


Publica tions _____ _.. __ ____ _________ PB 11; PPB 11 

Rad io __ ____ R 7; RF 11; REC 11; RIO 11 i RP 11 

Space comm un ications ____________ _________ SPC 11 

Television ___ ____________ _______ MV 11; MVP 11 
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HE....:AlfClI &: ANALYSIS (1Wllf/Tnm.): 

(I ' .,,' ·'Tn'III'· .~ "I.j,) 
Illlernnlillnal information pr.ogram 

ruSICA) __ ______ .. _____ ____ .. INF 11, 12, 13 

n ESEUVATIONH: 
Fo)" ~ovcrnment travelers __________ ___ __TRV 15-4 
As puhlic property ______ __ __ ___ ________CUL 10-6 

RESIGN ATION (elltployees) ______________PER 13-9 

RESOLUTIONS: (Use appr01). Rub;.) 
From general public _____________________ PR 13-1 

nEST & RECUPERATION TRAVEL: 
Health aspect ______________ _________ __ PER 14-11 
Travel aspect __ __ ____ __________ _________ __ TRV 9 

RESTAUR ANTS: 
A~ [acihty in g,wt . bldgs. ______ _ ____ ________RG 12 

RESTITUTION (of ('uitllral property) ______ CUL 10-1 
ImSTOI{ATION OF: 

Cul t llral propf'rty (e.g ., lOll/I'd IU'/, hi.~f.. 
~;f(''', 1'1<-.) _ _ __ ___ _ .. _ .. _. __ . ___ _____ CUL lO- 1 

F und!; (1I!11'1/1'/I hlld.f!cf) hy S(,llatl' __ BUD 11-2, 11 -:1 
HESTHf('TED AUE AS (ul;llli71 .11111". bldfTR.) __ RG If~8 
HJo:STHJ('TIO S (8('(' al.'lf' CONTROL, C1~'NSORSIIlP) 

~'loti01\ pictll/'" & T V pl·o~ramlllill~ .. _. _ MVP HI 
l'uhli('atiol1s (11I11"'l" f- (!J" l' fl l' l) ... __ _ .PR Hi 

nETAI L j'IUC"~ Sl'HlmtlLF:H 
(u " f' lI si" (fll" "<"I"rllI-;ni"" ,'lII1VJItIII·I! ,~) .. _ _ __ PF~R 1I--!) 

IU~TF;NTION ImGlSTEltS «(' 1II /.1oYCCIl) ____ _PER 4-1 

HF.THtEMENT: 
Motion p ietul't' p-ints ______ _ . ___ _______ MVF 19-4 
Pen;olJllel (ftflenry) ____ _ __________ _____PER 13-8 
Rpco) ds (Il(lClI (,Y) __ _ _____ _ ___________ __ _ CR 15-1 

RETllHN EO GRANTEES _______ ___________ EDX 29 

ItEVTEW: ( Us (' np.prop, sILll;.)
Rook!! ._____ _____ __ _____________.. ___ __ ___ BKS 16 
Contru('ts __ _____________________ ________ PRC 20 

ItEVOLVINr. FUND _________ ___ _______. ____ ACC 6 

RIGHTS & PIUVILEGES (Real pr01J,) 
Radio sitE'S _ _______ _.. ___ .. __ ___________REC H--4 

RWHTS (See aiI'll CLEARA NCES)
Art work ______ .. __ ____ ___ __ _________ ____ _PIX 12 
Hooks _ ___ __ . __ _________ ,. _______________ ilKS 12 
Exhihit l'< _ .. ____ _ _________ . ____ .__________ EXH 12 
Mol' f'. 1 pi('tllres _ ____ . ____ ___ __ _____ ___.. __ MVP 12 
Photographs & p·cture!'.. . _____ . __________ PIX J 2 

Pnliti('ni 
Voting r ight!' ,,:{ovt. employees ________P ER t;}-}.1 

1'1"(,!'s _______ __________________ ___ ___ __ _ _p 12 
Pre!'s II.r. puhl icatiolls (grr.) ___ ____________ P B 12 
Puhli<:utions _. __ _ ... _.. _______________ __ ._PB 12 
Radio (li tOf'. IIIl1f(,1-ia l) __ __ ___ . ___ ______ __..RI' 2 
Rental & pel"fornt 'mce (music) ______ ___ __CUL 14-9 
Tf'ie\'ision matPl'ial . _ .. ___________M VF 12 

11IOTS: 
Damage to g'ov t. Vl"oper'y _________ __ .. ___ .. __ BG 20 
Secur ity 0 role In __ __________ ____ ___ __ SY 13 '{"[,T , 

I{OADS (/11 m <1ill i7l l'ralialionR) 
Engineering-& llstr uct ion .__ _____ REC to-a 

IWSTlms : 
Dilly ___ __ . _______ __ . ____ .. _.. ____ 0 {G G 

Training (I" 1""")/""1) .. _.. _.. __ . ___ .. ____ I' ER !J ·8 

ROlIN!)-, ',' l'iWf. · ' .... :lt' ___ . . _ __ ___ _ F;P !I 

IUHITF:S & SCII ..:OULES: 
(:ol11l11r'I'(' ial ('urril'rs : 

HotIR(!!tol,l!personal etrc!"ts __ _______ . ___SHW 6-2. 
Per!1()l1nel (nf1(!ney) __ ________ ~ _______ __TRV 6-2 

, Sh~llments ( age?Lcy) ---------_________SHW 6-2 
COUl'ler -- - --- ------------ - ----------_____CR 3-1 

ROUTING (of agency communieations) __________CR 4 
RULES & REGULATIONS (Use approp. Rbj.) 

SABOTAG E (Involving govt. property) ___RG 16-9, 20 
SAFE DUIVTNG AWARDS (agency) __ _____ .YEH 13 
SAFEGUAnmNG OF FUNDS ______ ______ FMGT 10 

SAFEHAVEN: 
Enemy aliens (E & E program) ___ ... . ___ __ EP 6-6 

SAFES: 
As se"lIrity I'quipml'nt BG 16- :i 
Pro('ur('mf'nt ___ PRe 
Utillzat ion standards .CR 1:1 

SAFETY: 
A g-1'Il('Y I'm ploYI'I's __ PER 14-12 
Rldgs. & g-ronn<ls (fIO"' .) . .. . DG :~ 

Rudio : 
F.ngin('(~ring &. construction ____ . ____ REC 10 
Installation operations __ _____ . ____ ____RIO 15 

SALARIES ( (1(1('.711'11 1H!rRonnel) _______ ___ ____ PER 11 
SALE(S) : 

Accounting (income) ___ ____ _____ ____ ______ ACC 15 
Books ____ ___ _________ __________________ BKS 13 
Rldgs. & grounds (govt.) _____ __ . ____ ____BG 15-l~ 

F ilms ____ _ . ___ .. _______ __ _______ ____ ..MV . " ~1_.: 

MotoT vehide!! : 
Agency employee ___ _________ ________ _PE ? 1!)-4 
Government-owned __ .. ___ _____.. ___ ____ __ VEH 16 

Proceeds of (eXI'(!H .• 7Iropert,,) .. ____ _______ _ES 12-6 
Publications ____ __ _____ ___________ ______ __ PR .9 

SCATTEU ( mdw f"cQlten" II):
Back ___________ . _______ ________ ____ ~ __ RF' 1,1. 
~orw!1rd _ __ _ _ ..... ______ __ ..... ____ .. _____ RF 15 

SCE -ERV (moti'l'll rnl' f1tre& J'V} _______ __ __ MVF 14 

SCHEDULES: 
F;xhibits ____ ____ ____ ____ _______ __ . ____ EXH 13-2 
Frequencies (telecom.) __ _.. ____ _______ ___ oCR 7-13 
M(" ,ion pictures: 

Fa<:>i\ities ___ ____ _____ __ ______ ________ __ MVF 7 
Fest.ivhls _.. __ .. ____ ______ ___ _____ _______ __ MV 8 
Product ion __ __ .. ___ ___ __ ___ ___ ________ MVP 6-7 
Sl-owings __ __ ___ __ _ . ________________MVP 13-4 

Publi cations (production I ____ __________ ___ PB 20-3 
Radio: 

Frequencies ___ __ ___ __ _______ _____ .. ___ __ __ _ F 
Producer 's assigr.ment ____ __ ___________ _P.P 17-1 
Programs ______ __ _____ ____ ___ ____________ RP 7 

Record" conirol (a,qcncy) ____ ___ __________ CR 15-4 
Reporting (adminilltrat i1)t') __ ___ ________ __0 .G ~-i 
Televis ion: 

Facditi('~ __ .. . . . _... __ _____. ______ __MVF 7 
. _ ___ .. ___ .. ___ ________ MVP 6-7P roductioll 

1'ele ':ast~ ___ _ ____ ____ _____ .. _ __ M -I' 13--·1 

----------.-.~---------
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~CHEDULES: (cont'd) 
Training (personnel) __ _____ ___ __________ PER 9-8 

Transportation carriers ___ ____ _SHW 6-2; TRV 6-2 

Wages ( employeeR) ______ ~ _____ _________ PER 11-5 


SCHOLARSHIPS: 
College & university : 


Employees (n,qcnry) ___ __ __ _____ _________ PER 9 

General _________ __ __ _____ __ ___ __ __ __ ___ EDU 
9-~ 

For specific fif'lds of study ( URe npproll , 1mb;,) 

Exchange prog-ram (IT ,.(' approp, su.bj,) ___ ____ _F.DX 


SCHOLARSHIPS, BOARD OF FOREIGN _____ EDX 7 

SCHOOLS: (SI'(, Illlw EJ>VCATJON &: TRAINING) 


Approved for exchange visitors _______ ___ ___ EDX 33 

Community, abroad (/lI r FS dependent 


('''ild1'l~ ~t) ____ ___ ____ _____ __________ ____ EDU !,l-:; 

Employet' training ____ ___ ___ __ __ __ .._________ _PEH 0 

OVl'rseas s('hools ( A lncrirml) _ __ _..______ F,DU 0- :, 
At radio in~t:lllations .. _ ____ HIO (i-I 
U, S,-sponson',I, ahroaci ___ __EDU 0-:; 

Grants to rort'ign stucients to attend __ __ EDX 1U- :; 


SCIENCE ATTACHJo~S: 

Org, & admin, support ______ ________ __ORG 1, 4, 8 

PE'rsonnel matters ______ __ ____ ____ ____ ________PEH 


Program reporting (V"c approp, I!'ub;,) 

SCIENTIFIC & CULTURAL ORGANIZATION, 


lfN EDllCATIONAL (VNESCO) __CVL, EDV, SCI 

SCORES, MUSICAL ____ ______ ___ ___ ______CUL 14- 7 


SCREENING(S) : 

Motion picture & TV: ___ ____ _______ __ __ MVP 13-2 


Facilities ___ __ ____ ____ ____ ______ __ ____ MVF 12 

Notices ______ __ ___________ ____ ____ __MVP 13-2 

Hoom __ ___ ____ __ __ _______ ________ _____ MVF 12 


SCREENING PIWCEIlu\U;S, SECURITY: 

Agen('y pl'l'sonncl __ ___ ___ __ __ ___ __ __ __PEH 16 

Name checks (g('lll 'ml) __ ___ ____ _____ ___ __ Sy 10 


SCRIPTS (in.fo, 11 1'II,qrll1l1 ,q) : 
Exhihits ,_____ __ __ _EXH lU-l 
Motion pid url'~ __ ___ ____ __MVp 1G 
Hadio _ _ __ __.. __HI' ~1 

Tl'levision __ ___ ___ __ ___ _MVP If, 

SClILPl'lllm (us fill(, 111'1) _ _______ CUL la-~ 

SEATO (I'adio /lI'flltdt'rtl<lill .',) ___ __ _____ ____ ____ __ It 6-:3 
SECONJ)AI(Y EllllCATION ____ EDU \)-2 

SECUETAIUAT (er". , (111)1'''11. ,<lIilj. /01' -int' l. orrl" 
rOll/., elc.) 

SECURITY: 
Buildings & grounds 

(U,S. gOI'I'I-rl1lll'lItj __ _ _ _ __ __ __ _ __ __ BG 16 thru 18 

CrYl'tographi(' ___ ___ _____ ___ _______ __ ___ ____CR 7 

Documents & information _________ __ ________ CR 16 

Industrial & institutional __ __ _____ ___ ____ ___ SY 15 

hl\'estigativl' procedures ___ ___ __ ____ __ ___ __ __SY 14 

Oftker s _ __________ ___ ______ __________ ___SY 6 

P(' rsonnl'l (I/gf'tlry) _ ______ __ _ __ ___ __ ___ __ ___PER 16 

Program (!lnlt"rnl) ______ ____ _ ______ __ __ _ _____SY 


Harlio: 

I<:ngilH'f'r , & constl'udion _ __ R";C 12 


Installat ions __ RIO Hi 

8\11'\'('Y:-: _SY 2-~ 


Violations (!/ t"/f 'ml) _ _SY 8 

SEU;(,TION HOAIUl~ ___ PER 1:!-- t; 

~Io:U:CTI()N OF: 


nllflk ~ ____ _ilKS 16 


SELECTION OF: ( cont'd) 
Library holdings __ ______ ___ ______ ___ ____ LIB 13-3 

Motion pict. & TV materials _______ ___ ___ _MVP r.-9 

Pictures __ ______ ____ ___ _____ __ __ ______ ____ PIX 9 


SELECTION OUT ____ __ ___ ____ ___ ____ _PEH 13-6 

SEMINARS, WORKSHOPS. ___ ___ __ ______ _EDU l:l 


Employee training ___ ________ __ ___ ____ ___ PER 9 

English teachC'rs ___ ______ ____ __ .. ___ _EDU 10-6 

Library procedures ______ ______ _______._LIB 12-1 

Student leader g- rant('.,s ____ _ __ __ ____ F.DX 10-(; 

U, S,tl':lC'hcrsahroad ___ ____ ___ ___ _ ___ _EDX 20-4 


SENATE (ArJ('n,'y (',mlfld s w i t.h) ___ _____ __ _LEG 

~EPARATION: 

Agency employ""" ____ PF,R 13-!I 
Allowam'p _______ _ _PER 11-10 


SJ<:IUALlZATJON IUGHTS (See RIGIITS) 

SJ<~RUMS (1II, 'dif't/llts(' [,11 fly"nf:lI) __ PJ~H H-8, 14-10 

SERVICE CENTEI{S, I{Jo;GIONAL (US.tj,) _ __ PH 2:l 

SERVICES, FACIL1TIES & (Tl ,qe rt1JllTOll. sullj,) 

SF.TTLEMENTS ( 'mll'l'ftd,.) __ ___ ___ ____ PRC 1:1 


SHELTEH AHEAS (in YOlJI.. -own(!tI [,lilYH_) __ __BG 13 

SHIPMENTS (S('(' SHIN/INC) 

SHIPPING (CL,II'!nry): 


Equipment & supplies __ __ _ ____ _________ _____SHW 

Household / personal effects ___ ___ ___ ___ __ ____ SHW 

Instructions & procedures _______ ______ ____ SHW 7-1 

Notices to fi eld _ ____ ____ ____ _________ ____ SHW 10 

Orders ____ _____ ____ _____ ______ ___ ___ SHW 1:; 

Program materials __ __ __ ____ _______ __ __ ___ __ SHW 


~HOI(TAG ES: 

Funds (CL9" 7/( '1I w- ,'omll s) _ __ _ __ _ __ ___ _ACC 23-1 

Shipments (,L..,rru'y) ____ SHW 16 


SHOWING, MOTION I'ICTt ll{Jo; & TV _ _ __ _MVP 13 

SICK LEAVE ___ PER 8 

SISTER-CITY A FFI L1ATION _ ___ PVT 10 

SITE: 


Acquisition : 

GOVt..-OWllt '" prolH'rt Y JIG Ii 

Radi o s it .,s & survf'ys RF. C 14 


Audits FMGT 12 

Exhihi b EXH 10--2 

Preparal ioll & (:oll!-w rvulioll : 


Hadio s iles __ ___ REe IG 

SNACKBAHS ( in IItllI/.. hltl../s.) __ __ __ __ ___ .____ BG 12 

SOCIAL ACTIVITU;S (empluyee.,) ______ _PER 15-15 
sSOIL (radi fl sil('s): 


____ ___ __ __________ ___ REC 16-6
Borings & tests _ 

Comwrvalion __ 
 _ __ _________ ____ ___REC 16-8 


SPACE: 

Assignmelll (in !I fill /.. /dtl!ls,) _ __ __ ______ __ ___ BG 11 


Communications: 

Commercial aspect .. __ _TEL 6 

Info, pl'ogram asp.'(' t __ __ __SPC 


S('i entific asp.'('l _ ____ SI' 

SPEAKEI( SlmVICE: 

Agency __ PH G-I 

For rl'lul'lH'd grall t....s . _F.IlX 29-!) 

Leclur<' prOI:T;011l CUL 12 


SI'EAKIN(; TOIIHS (li s t' n/II'Tf/ll. ,'i(/Ij,) 

SPECIAL EVENTS COVEltACa;: 

A~l'n ..y puhli (' 1','l:lt ions program Pit 11-4 

Informatioll p,'og-ram : 


Motioll pid.lIl"'S MV!' 6-8 
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(I NDEX p.24) RECO RDS CLASSIFICATION HANDBOOK 

SPECIAL EVENTS COVE RAG E: (cont'd) 
Pres~ __ __________________ _______ ___ ____ __P 16 
Radio .. ____..___ _ RP 35__ ___ ___ ____ __ ____ ______ 

Still photo· 
Tt'lev i ~ ion 

___ ___ _PIX 7 
___ _MVP fi-8 

SJ'I<X':IAL l\HSSIONS: 
(lygan.i,znt ion &. l\dmini· ~t rat ion __ ORC. 

J'-rngrnl1l a('\i,vili .'R (U .•" "1'/"'''1'. "'I.ilj.) 
SPECIALIST E XCHANGE P I(OGIl AM: 

F oreign ___ F.DX If. 
Internationa l Vi~itors _. ______ ____ EDX l!i 
Mllltinat iona·1 _ ._ ._ ___ ___ ___ .. ____ __ E.DX 21 
U.S. ____ . _ .. __ ___ __________ ______ _____ EDX 22 

SPECU'I'CA'FIJ)NS: (Vile ap1)1·ol'. slI.lli. ) 
Equipment <I su.pplies ( g ol.I . ) __________ ___ PRC 7-4 
Exhibits __ _- ___ __ ___ _____ . ___ __ ___ ___ _EXH 10-3 
P-rinting __ ____ ____ ________ ______ __ ___ __ _PB 23-9 
Ran.io engineer . & constr. __ ___ ___ ______ REC 6, 15-3 

SPEE € H CLE.i'\RANCE (a.gency) _____ ______ P R 12-1 

SPEECHES : 
0f agency p~rsonnel __ ____ ____ ___ ____ __ ____ PR 12 

ArrangementI' for ___ __ _________ ___ _____ PR 6-1 

Of int('rest fol' pregram purposes (V.qC apprnp. . ~uhj.) 

SP0NSOItSH p.: reT"I' IIT/prol l ..qltbj.) 
Employf'(' t raining _ _________ _______ ____ PER 9-6 
Radi n progr::um< ___ ___ ___ ___ __ __ RP 24 
TV prflgrnms __ . __ __ _____ ___ ____ MVP 13-G 

SPOI T ANNOUNC1<:MENTS (rrrr!·;o) __ . ____ RP 16-4 

SrOl:fl'S: 
Agt'nC'y r(,<Tt'ation progr am __ _____ ____ __ P J<:R 15-lli 
Athlet iC' gnU.tll Ilresentat ion _____ - _________ CUL 16 
Ge·ncral _ _ __ .__ _____ ____ ____ ____ _____ _CUL 15 

STAFF: 
Corps., For!!ign Service _____ ___ _______ ___ ___ _PER 

Housi,ng : 
Assignment: 

F.S. peI:sonnel _____ _____ _.__ _______ PER 15-12 
Radio site personnel _____________ _____ REC 14­

Construct. & maintenance : 
Foreign- Servi.ce ________ __ ________ __ _ B,G 7, 10 
RadJo,sites ____ _____ ____ ________ __ __ __REC 14 

Meetings ____ ___ ______ _____ __ _____ ___ ___ ORG 3-3 

MeRlor.anda (UM' app1lo'P_ ~"hj.) 
~TAFFlNG _~______ __ _____ - _____ ____ ___ ___ __ PER 4 

STAMP COLLECTING (11!!nl' rai) _ ___ __ _ __ .__ CUL 5 
P(,ollle-to-pl'Ople " TOg. ___ .. ___ _____ ____ __PVT 6-3 

8TAMP{>\ ( .•/llt· /I f') _ _ ____ __ __ ____ .__.____ ACC 23-1G 

S1'ANVAUI):o;.: ( (I .~I· 1I:I'Pl'tll' . Nllbj. ) 
lI:qni pllwnt & ~\IIIJlIi@s : 

('; I' llI'ra! __ .. ___ F.S !) 

_____ __ . __ __ PRC1' r.(lC:IIr.t'm~'l\t US1~ ·l. _ __ 


n"('onl (''lid"..Itili;';'lt ion ___ __ __ __ .o CR 1~' 


Job __ __ . _.. _.. ____ _p E R 18 

P1'<WlIrl'II.Wlll & ('ontruding- ___... _ . ___ _PUC 17- 1 
\tadio ()Ilj.!"im'(,l"ing & 41onstr. . ___ __ __ ______ REC Ii 

S1;AN l)HY, R.ADlo.: 
Inst'l llatioll, stat.u,.. ____ _____ ____ .___ ___ __.__ ._&10 12 
PrograJl)S ______ ________ _____ ___ ___ _=~.... - - - - RP 15 

STAN DJ,NG COMMJT'P.EI<:S (V.~,· al )JI.r()p . 1111./'1. ) 
STATION D..~N'rncATION ( I'adio 

f,(lutill()s) _ _ _____ __ _ ___ - __ __ ____ _RP_ ~ 16-~ 

STATIONS: 
Radio : 


Non-US ICA _______ ______ .. ___ _____ __ ___ ___ .. _ R 6 

USICA engineering & constr. _____ ___ _____ _ . __ REC 

US ICA in!liallatiol1 opp rati ons _._ .. _ ___ _____ ___ RIO 


TI'!l'v li< lon .. ____ _.. __ _ . MVF 10 
STATISTICAl. SEltVICES (I£/Tr-nr.y) __ _ __F SV 3-7 
STATI~TICS (/1 .<1' "1I1m'l' . . ~lJllj.) 
STATUES (/£.~ t:ultltTnlpTol/crty) __ CUL 10-2 
~TATU" : ({he flPpr'W HUbj.) 

Military service (of employees ) ___ __ ___ __ __ PER 21 
Post, change in __ __ ___________ ____ __ ____ __ ORG 8 
Radio installations ____ __ __________________ RIO 12 

STATUTES (Sel' LA WS) 
STEAMSHIP LINES (u/llmcy relati.ons 

wi th) __ __ . ____ ___ ___ .___ ______ ___TRV 6; SHW 6 

STEVEDORING (age ncy shipments ) __ ____ __ SHW 12 
STOCK: 

Catalogs __ _____ ___ ____.___ __ __ ___ ___ ___ ___ PRC 6-4 

Control ( equipment. & .~u'PPli(8) ______ ___ ___ ES 7-1 
STORAGE: 

E qu ipment & s upp lies (agency) __ _______ ___ __ SHW 
Facilities (.~ecU'ritll) ___ __ ____ ______ _____ BG 16-11 
Household/personal effects _________ ___ __ ____ _saw 

Consolidated payment for _________ __ _ACC 23-20 

Space (in .tl0v t. bldgll .) __ ___ _____ ___ ____ ____ BG 11 

Warehousi ng ___ __ _______ __ ____ ___ _____ __ __ SHW 


STORY: 
Pictur!' __ _ __ ___ _______ __ __.. ____PIX 19-:1 
Text _ .__ __ ___ __ . ___ _____ ______________ ___ P B 21 

STlUK"~}; ('!fed on !l01l1 . lIi1i1>m lmtR) ___ ___SHW 18-1 
STRIKING ( of e7hiliif.!!) __ __ _____ .. ___ -____F;XH 19 

STUDENTS: 
Disaffected ________ _______ __ __ __ ___ __ _.. ___ E:OU 6 
Educational institutions _____ _.__ _____ __ __ _r; U 9 

(See also EDUCA TION <& TRA INING) 
Exchange program : 

Foreign __ _______ ________ ______ ___ ___ .. _EDX 10 
U.S. ___ . __ ______ __ _______ ..___ ____ _._, _. _;:I-"X 18 

Teen-agel' pr(Jg"am _______ __ ___ -- - - - - __ ___ E.DX 11 

Yovth pr ogranl ____ ___ ..______ __ _ - __ .. __ EDX 12 


STUDl~S i; ihe qppft"p. mbj,) 

STUDW"!:;) 


Radio : 

Engineering & construction ________ ______ _.REC 22 

Installation operat ions _________ ______ __ __ 8-10 22 


Televi sion __ ____ __ .. __.___ ____ ___ _______ .. MVF 13 


STUDY GltOlTl'S ((I .,,' nl'llrtl1/. lIu.hj.) 

SUBCOMM :i:RlONS ((J.~r. appNlp. sull;.) 

SUBPOENAS (.~('t·l1 ,· tl on (l,gcncy) _____ _____ __ LEG 11 


SURSCIUPTIONS: 
Periodic:al presentations . __ . __ _______ __ __CUL 9-7 

Publicat ionR ___ .___ ___ _ _ _.. __ .__ __ _____ PB 
13-~ 
For retu rn'~<1 ;.("rant{!e!< .. ___ ___ ____ _____ _ E DX 29-4 

SUGG,ESTlONS, Jo:MI' LO,l:"~E !",UHI! approp. Rub;.) 

Incenti·ve awards pJ'ogram _______ __ __ ______ PER 6 

Managem(:nt lmpro.vcment __ _.. ____ __ __ ____ . RG 10 


SUMMARIES : (V.Qc alRo approp. Slubj. )

Press _____ __ ____ ___ ____ ____ __ ___ _____ .. ____ P 2-1 


Publications (TIL lite of content) ____ .. __ __ ___ _PB 22 

S UPEHVISOItY TllA INING (emp.loyee) ___ ___PER f 
 -
SUPPLIEUS (equipml?n t & supplus) ___ _____ __ _PRC 6 

http:Foreign-Servi.ce
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StTl'l'LIES (Sri ' f~'QlTfl'MENT & SUPPLIES) 
SUPPLY CENTERS, REGIONAL __ ___ __ ___ ____ ES 4 
S(fPI'OItT, ADMINISTRATIVE ______BUD 4; ORG 4 
SlJI(PL1 JS PIWPERTY ___ __ _____________ __ __ ES 12 

Slll{((ENDEI( PIWGRAM 
Psycho logical operations ___ , ____ _________ PSY 10 

SURVEYS: (Use a1/prop, Huh;,) 
Arlministrative (,qeneral) __ ___ _____________ORG 9 

Buildings & grounds (govl,-owned or leased}_ BG 6-3 
Properly (a~ency) _____ __ ____________ _____ ES 7-4 
Publi c' opinion: 

FOrl'i/" ;} _ ________ ______ _____ __ _~-----INF 12 
U,S. _ _. ____ ____ __ ___ _______ ________ PR 13-2 

Rad io: 
EngilH't'r,-('on!'t ruction ______ __ ___ __ _RE C 1[,-1 
Engin('c r.-site acquisition ___ ___ _____ _REC 14-3 

I{('c'of'(ls managemf'nt _______ _____ ________ _CR 10- 6 
S"('ur ity _____ . ______ _ __ ____ ____ _________Sy 2-2 

Sl SPEN~ IONS. VOUCHER ___ ___ __ ____ __ACC 20-1 
SWISS RIWAl>(;ASTING CORP. _______ _______ R 6-3 
SYMPHONY OHCH}O~STRA 

PRESENTATIONS __ ___ _____ ___ ____ _____CUL 11l 

T 

TABLE OF (;ONTENTS (pltillication.'!) _______ _PB 22 
T AL ENT VENDORS: 

General _.__.________ _________ _____________ _PRC 6 
Exh ihits ____ ___ _______ ________________ __ EXH 15 

Motion picture : 
Facilities & services __ _____________ ___ __ _MVF 6 
Programs __ __ _____ _____ ________________ MVp 3 

Pictures _____ ________ _____________________ PIX 6 
Printing __ _____ __ ___ ___ _____ ________ ____ PB 23-6 
Publications ___ ___ __ ____ ____________________P B 6 
Rarlio _ ___ ___ __ __ ___ ______ ____ _____ __ _____RP 6 

Television: 
Facilities & services __ ______ ____ __ _______ MVF 6 
Programs _______ .. ______ ____ _______ _____ MVp 3 

TA LKING PAPERS .. _ __.____.INF 1- 8 or approp, subj, 
TAI)"~S : 

Mu~i(' _. _ ___ __ _ . _ _ _____ ___ __ CUL 14-6 
Itllditl pr tlg'l'aI11S . _ ___ ___ ______ __ ____RP 22 
TV p,'ogTHIlIS _ _____ .__ _. _._.. __ ___ ___ _MVP 17 

T :\IU;Jo~T (;IWlTPS (;nf.., 1n'(/!~,) ___ ____ ___INF 6 
T AX: 

1-::'(1'111 pt ion: 
Go\'cTnllwn t pUTchllSel' __ .____ . __ ___ ____ _PRC 16 

Inconre: 
Assistnncl' to l'1I1ployef'S _______ _______ PER 15-11 

LeviE'S (11 !11'1Ir1l arCOItnt,,!) _ __ ______ ____ __ACC 23-14 
Procurelllt'nt & contracti ng ____ __ _______ ___ PRC 16 

TAXATION (of ,qll l' f,-owned propcrty) ________ _BG 14 
TAX IS ( oUiI' iui 1I$r) _______ ___ _ ___ _ __ _ _ _____TRV 12 
TOY (tldoi l of pcrRcmnel) ____ ___ __ _____ _ ._PER 13-3 
TEACHEH: 

newlopIIlI'nt pro!!,ra m _ ___ _______ ____ ___ __ EDX 14 
EX"ha ngt' prog ram . _ _.._________ ______ ___EDX 20 

Train ing (1I1h1T (/trlll IInt/,' ,. 
,' ,n '/IIII/!!" /,,.11!/I'IIIII) _ _ __EDU 9--3 

T":A("H F.I(S .___ __._____ EDU !) '-­

TEACH ING (Sec EDUCATION & TRAINING) 
TEACHING MATERIALS: 

Agency (trainin,q) - -- --------____ ____ __ PER 9-10 

General __ ________ ______ ___ _________ _____ EDU 12 

Language training _______ __ _____ _EDU 10-!i, 11- 1 


TEAM(S) : 
Athlet ic presentations __ ____ _________ _____CUL 16 
Country --------- ___ __ ____ __ ____ __ __ ____ ORG 1-1 

Psychological operations -------- --- -- - _____ PSY 7 
TECHNICAL: 

Information exchange (TIE) __ _________ __ INF 1-7 
Inspections (radio) ____ ______ _____ _REC 7; RIO 7 
Mon itoring (rndio) ___ ____ _____ _____ ___ __ ___ RF 10 
Penetration (of govt , bldg,q,) ______ _______ BG 16-10 
Ranio datu _ .____ ___ _____ ___ _____ __ . _.. __ _REC 11 
Spec ifications & standards (radio) ____ __ _ ____ REC 6 

TEEN-AGER PROGRAM ____ __ ____ ____ _.. ___EDX 11 
TELECOMM IJNKATION S: 

As ed u('utional media ___ _____ __ __ __ElJU 10-11, 12 
Equipment (n,qcncy) ____ ______ ______ _______ ___ ES 

Facilities : 

Agency ______ __ __ __ _____ ___ __ _____ __ __ __ CR 7 


Commercial (agency WIC) ______ _____ _ ____ CR 7-7 

U,S, Govt, (ngcncy u,~c) ____ ______ _____ _CR 7-6 


TELEGRAPH (agency faf'iiitiell & 8ervicc,~} __ ____CR 7 
TELEPHONE (a,qcncy lacilitie,~ & lIeT11tCcH) ___ __ CR 8 
TELEVISION: 

Agency public relations use _______ ____ _______ PR 8 

Censorsh ip (of a,qency programs) ____ __ ____ MVP 10 

Communist propaganda use _____________CSM 10-1 

As educational medium ___________________EDU 12 


In English teaching __ __ __ ___________~DU 10-~1 


As entertainment __ ______ ___ _______ __ ____ _CUL 15 

Facilities- & services ___________ __ _____ __ ____ MVF 


Information program, role in _______ MV, MVF, MVP 

Programming ___ _______ ___ _____ _________ ___ MVP 

Rights ___ __ ______ ___ _____ _____ ___ _______ MVP 12 

Sets __ ________ ______ ___ ____ ___ ____ __ _____MVF 11 

Stations, Networks, ____ ___ ___ ____________MVF 10 


TELEVISION GUIDES _________________ __ MVP 13-4 

TELEX (a,~ a(}ency lIervice) _____ ______ ______ ___ CR 7 


TELSTAR: 

Information program aspect ___ ______ _______ SPC 6 

Scientific aspect ___ ___ __ ___ ____ __ ______ ___ SP 12-1 


TEMPOltARY LODGING ALLOWANCE . __ PER 11-1 

TERM IN AI. FACILITIES (radio): 
 T 

Engineering & construction ______________ __ REC 26 
Installation operations ___ __ __________ _____RIO 26 

TERMINATION OF: 

Contracts __ __ __________ _________ ___ __ ____ PRC 12 

Employment _____ _______ __________ __ ___ PER 13-9 

Office, post, etc, __ .. ___ __ ___ ___ __ __ ____ _____ ORG 8 

Rad io installation operation ___ _.______ _ __ ___ RIO 12 


TERMINOLOGY (fi7umcial) ___ ____ ________ _FMGT 4 

TESTIMONIALS (See A WARDS) 
TESTING : 


E mployee training __ ______ __ __ __.____ __PER !J-ll 

English languagc' t raining ____ __ _ __ _.____ EDU 10-7 

Motion picture & TV rrogrnms _. _ .____ ._ __ MVP 8 

Radio ('ngiOl'ering & constr, ______ _ .__ _ _ __REC !J 
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(INDEX p,26) RECORDS CLASSIFICATION HANDBOOK 

TESTS: O f", "I/I/mp, HlliJj ,) 
1",,,' ag" 'IH'y (,llIployPl's & a pplica n ts ____ _,PER 1:1- -1 
Train i l1l(' I'rnplnyC'f', ' . _, __ __ ___ PER !I-II 
ItC'loC'n tillll _ . _ _ .... ___ __ _______ . _, _ ,_ EP 7-!l 

~oil (1'IIdi" "" ff. & ("'fI.-l r,) .. . _ . __ ,REC Ill- Ii 

TEXTBOOKS: 

A,s ,'dll('at ional mediulll "~nu 12 

'I\'xthoo!< Ill'og','am _ , HKS (pTII!lTtun) 


_____ . ,P H 21
TEX.TS, S'F(')" Y . 
TttEATlm: 

A" alllllSl'llll'nt . ___ . ___ ___ CUL Hi 
As fin(' al't _ . ___ __ _CU , 1R--1 

FnC'ililies ___ ____ ____ . __ ___ __ __ __ MVF !) 


GrollP PI'('sl'ntations abroad __ __ ___ ____ ____ CUL til 

Liccnsing- _, __ __ __ __ ________ ____ ___ _MVF 9-1 


THEATIUCAJ, HIGH S __ ____ __ __ . ___ ___ __ MVP 12 


THEF'r.S : 

r;qlliplllont & supplies (agency) ___ __ ______ ES 7-4 


Vl'hi (' les ___ ____ ___ __ __ ___ _____ ______ ____VEH 4 

Invl'!'tig-ation of ___ .. _________ ___ ____ _____ _Sy t2 


TIIE;\U;S: 

___ ___ EXH 1-2
Exhihit '" 


Info , 1'1'Og'I':tms (!/"III'1'III) __ , INF 1-10 


1' ITLB: 

Ilt'l'ds (/" !,tI,.I,·tlWlwtl p'roperl y): 


RI,l g's , &. g'lTll1l1ls 
 ' ___ _ . ___ . HG 6 

____ ___ ___ VEH 6
V,'h :('I. ,,, 


l)i"I.II1I :1 I1(', & rallk 
 _____ PER 17 


TOK.I<;NH (fun" I rtln,'].Jllrl,ltlill1l) __ __ __ __ _TRV 12 


TOI' O(;I(.AI'III(.' SlJltVEYS (m.dill 
"I/!li lll"'I',) . _ ___ , ,___ _ __ _ _ . !tEC 14·:1 

'Wp SI<X:I(El' INVi':NTOltY & CONTltOL 

p lwC I~nlJlmH __ _ . __ "' __ _____ ___ ____cn 16-2 


TO Wr C!.AIMS (I's. (lfl"1/."y) .. , ___ ___ ____ PER 15-16 

TOtllt OF DUT Y (at p.mt) _______ _________ PER 13-3 


TOllHK TO{]HISTS. (Sec Itl,w VISITS) 

AI!'('ncy puhlic relations __ _____ ______ ____ ____ PR 14 


VOA lectollrs __ ___ ___ ___ ___ . __ ___ _________ PR 14 

CongressIOnal _ ______ __ . ______ ,____ ____ __ __ LEG 7 

Journalists __ ___ ____ __ ____ __________ __ ~----P 6-1 

Mot ion picture & T.V personalit.ics ___ .. ____ __ __ MV 7 

Pl'ivat e COIl)lf'l'atinn __ ' . ____ .. ____ __ __ ___ ____ PVT 7 


TltA,Il'< IN(;: 
(,8,'" "1,,,, 1~' JIII(' ,1TION'\\ TNAIN ING) 
A ~t' IH'Y lH'rsol1lwl _ _...___ ___ • ___ , • ______ __ _P";I~ n 
()t Ill'" than ag-,'nl'Y p('rJ;on nl'1 (inlfl, 

J" '''!! ' ) INF i): I,IH 1~-1 : MV!): PPH"; P!:iY ~l; Rtl 
' I'I{AN~A('TION S , V.SCAJ, 

____ _ACC 3 
(lttH'" ag'l' n,' Y 

!'a ,v I IIg- & " .,II.,f'! ill~ __ _ , _ACC 23 


'I'H..\NS I-' Im: 

AI!.,·'H· Y ('IUPktYPf'S : 

Ou tsi"" agt'II" y _PER 1:1-10 

1" 'all"fl'" pa ~' _ ____ __ PF:n 11-11 

Within : t g" ' IH 'y , .. _ _ . __ . PER l:J- a 


APP""priat ill il" (10 (I,//o lh ,' ,. a1l1'1>1'1/) __ _ ___ BUD 14-4 

IIl1 i ldillg' l" & g'l"lllll'lis U Il/ p l " oU ' II .'tI) _ _ _ , __ __ RG 15-4 

CrYl'togl'aphif' llIatl'ri ll l _ _ ________ _CR, 7-1 1 


i-:qUipllll'lll & slll' lllics ( "~'I' I/ "II): 


SlIl'plllS p ro)l" I·ty _ __ ____ ____ ES 12- 2 


V .. h,,'le :-< 
 __ __ __ __ ____ _____ VEH If) 

II " • _c:::::a 
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THANSFI<:I(: (ronl.' ,/) 

Films __ __________ _. ____ MVF 19-5 

l,ihral'Y holrli n j:('s __ . __ _ . ___ ______ _ _LJ.B ta-'I 

Of offiCI' (I" ,"I("'f'~ ,wlr) ___ • ______ __ , - __ OP.:G. 12 

Rl'l~or<ls (1I!fl'lIrll) ____ .. _ . ___ ____ _ . ,, __ __ _,GR 15-2 


TRAN SISTORS: 

Eng-ill(,l ~ ring- & ('onst ruction . . _ .. _ . " , ___ RRC 24 

Installation ol"~rations _ __ _ . __ ' _ _ ____ .RIO 24 

nadio cnllU'sts _, ______ __ ________ ___ ___ltP 8-:J 


TR ANSLATING "1':ItV ICE (ngetlc'll; ____ . _FSV 4-2 


TRANSLATIO s: 

Rook program _. __ __ ___ __ _______ ___ . _____ _BKS 

Publir.ations __ ________ __ _______ ______ _____PB 17 

Radio discs _ _____ _______ __ ______ __ RP 2!l-6 

Rad io script __ _______ ____ __ ______ ______ ___ RP 21-4 

Radio tapes __ __ ____ ____ __ ____ __ ___ __ __ _ R·P 22-6 


TRANSMISSION LI~ES (radio): 

Engineering & constructIOn ______ ______ ___ REC 17 

Installation operation~ _______________ _____ RIO 17 


THANSMITTERS (radio) : 

Engi nc!'rin/! & construction ____ ___ _________ REC 18 

Installation opl' r ations ___ ,______ ______ RIO 18 


TltANSI'OlnATION: 
AgI' I1('Y pl'rsonn!'1 & df' pendcnts _ _. TRV 
I"rl'ig-hl : _ . __ __ _ __SHW 

1';qllipnll'llt & stll'p li, 's _. _ , . SHW 
Ifollsf'ilold Ip,' rsonal I'tfl'cis ____ ___ S HW 
Prog-ram mat ('rial.' SHW 

L inl's (""'''I';''?''') SIIW (j; TRV Ii . 
Loral (llj/if'i(/l !lfllIl, 111<1' ) TRV l.t ' 

TI{AVI<~I.: (S,'" ,t/,," VISITS) 
AI'('()ullt iIl K & disbursing aSllcd .A€C 17, 20 

Ailvan('(' s (!If''YH'ml) __ .. AC;C; 23-13; TRV 8 

Of agl·ncy pe rsonnel __ __ ___ _,, _____ _____ _____ _TRV 

Allowanccs ( f}rneml) __ ___ . ______ __ _ • ___ ___T1Cl It 

Arrangements for: 

Exehange grantees & visitors _ __ _" . __ _EDX 28-::; 
Other visitors: 

CODELS __ _____ _____ __,, ___ ___ ___ _.. _LEG 7 

All others ____ ._. ___ _____ _______ ___ __ _t V 


Authorizat.ions (fl87wrnl) _ ____ _ " . ____ ____ __ 'r!7.V 9 


Ed ucational: 

Of FS i1!'T'cnlie",ts __ _ , ___ ___ . ____ ____ ___TRV 

(;runt prog-ram ___ ____ _____ .___ __ ____ ED:x: 17 


Grants (l'xrh nllf}" 1IrofJ1'ftTll) __ __ . , __ __ __ _ . _ , EDX 

In:;u r ancc (af}"1II'lI rm.pl"ll{'e.~) ____ . __ ,, _____ _TRV 7 

Ord('rs (q,'lIrra.l) __ . __ ___ ___ __ __ . . __ _TRV !I 

Jtl · ~t & ,'ccup!!ration (llOlir.y) ___ . __ , __ PER 14-11 

Vouch!'rs: 


Ac('ounting- asp, 'c t ___ . _ _ . ____ __ ACC 17, 2() 

Pl'eparatio n & submission __ . ___ . ____ . __TRV 11 


TltAVJ+;LEItS ( ILS,<1' ,Um,'(' I,,) . __ _ __ , __ _ " , _ ,TRV 11; 
,."AVELlmS CHECKS . ______ __.. __ ____ _ACC 2:~11; 

TlmASlTltY CII}<;CKS (""cotmlinti a ,'IUi!rt ) . _ACC 2:J.-!) 
TltENI)S (lJ ,<c 1L1y/I'ro1I, ,<ubj,) 

T IUHAI, CUSTOMS (t:uUllral al1pect) _·__________ CUL 


TnW(~): 
F i,dd (/'Y nfl<!7If'Y ,,/ficiaLH) - . ________ ___ _____ ORG 7 


T ravel a rrangements _______ __________ ___ __TRV 


Ot hC' r typcs, (Set! VISITS) 

Repol'ts ____ __ . ______ __ ______ _____ __ ____ _ORG 7 


TI{OUJ>E~ (in pHyrl",t"flical flpp-ration!!) . _____ PSY 6 


/ ­
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