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INTRODUCTION 

A. PURPOSE AND SCOPE: 

The Sta t e-USIA Records classification Handbook issued jointly by the Dept. of 
St ate and USI A in 1965, e mbodies t he official uniform file system to be used 
t h roug hout the U. S. Information Agency, its overseas establishments and the 
De partment of State. It is comprised of seven subject categories. This 
han dbook is an excerpt from the overall uniform file system and is comprised 
of t wo subject categories which should suffice for most USIA domestic 
of f ices. For those requiring broader subject coverage the other five 
categories are available. The system is intended for use by operating of fices 
as well as central file operations. Revised regulations prescribing use of 
the official fil e system will be incorporated in MOA Part III. 

Since the official file system was developed for the uniform arrangement of 
subject fil es, it need not be applied to "case" files, such as official 
personnel files, security investigative files, vouchers and contract files, 
etc., wh i c h are usually arranged alphabetically by name or numerically by 
voucher or contract number. However, some offices may prefer to incorporate 
small series or groups of case files into the subject system under the 
appropriate file designation or key them into the system through use of the 
proper color coded labels (see Introduction Sections D-3 & 5). 

Offices may continue to maintain chronological files of incoming an outgoing 
communi cat i ons where necessary. Reference files consisting of printed or 
processed publications, newspaper clippings and similar materials, should be 
ma in tained apart from subject files (either official records or information 
working fil es ) and need not be arranged according to the official file 
system . Likewise, technical, handout materials and morgue files do not come 
within the scope of the system. 

Any questions concerning subject matter coverage or application of the file 
system shou l d be referred to the Records Management Staff, M/ASP, USIA. 

B. CONTENT: 

This Records Classification Handbook consists of the following parts: 

1 . sub j ect File outlines 

These file outlines are arranged within two broad subject categories, 
each preceded by a divider sheet listing the specific outlines and 
related code symbols. The first page of each outline carries the 
a ppropriate code symbol on the right margin. The outlines 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 
individual outlines. 
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Each file outline is precede d by spec i fic i nstructions rega rding i t s 
sub jec t matter coverage an d cros s r e ference to relat ed s ubj e c t ma t te r 
i n other outlines in the handbook . Spe c ial way s of a r r ang ing subjec t 
ma tte r peculiar to s pecific outline s are de sc ri bed i mme dia tely 
prec eding t he outline c once rn ed . The various common methods of 
ar ra ngemen t a va ilab le to meet indi vi du a l office needs a r e illustrated 
in s e c ti on D of t he I ntrod ucti on . 

In addi t i on t o the inst ru c ti ons preceding each file ou tline , deta i l e d 
state me nt s or e xplana tions of t he coverage o f speci fic s e condary and 
t ertiary breakdowns of th e pr imary sub j ec t a r e provided beneath t hem . 
Spec if ic cross reference s to related s ub jec t matter within t he same or 
in other outlines are also i ndicated. Cl a s s if i ers should find these 
i nstructions useful in de t ermi ning proper file de s ignation, par ti c u­
l arly in the case of subject matter whi ch may no t be familiar to t hem. 

2. I ndex 

A detailed index to t he s ubject mat t er con t a ined in the f ile outlines 
i s inc l uded in the handbook. This shou l d p rove us eful not on y to the 
c l ass i fier in locating the appropr ia t e f i le dis ignation but al so t o 
officer personnel as a finding aid to t he f i l e s. It should not be 
used, however, to classify documents wit hou t r e feren ce to the file 
o utlines. In addition, a list of all categor i es an d pri mary subjects 
and an alphabetical listing of the primary subjec t s ymbo l s is in c luded. 

C. TYPE OF SYSTEM 

1 . Subject-Numeric system 

The un i form official file system is of the s ub j ec t - numeri c type . It 
has been selected because of flexibili ty wh i ch it prov ides f o r 
expansion purposes and the simplicity of file de s igna ti ons for marking 
purposes. A mnemonic symbol has been se l e c t ed f or each of the pr imary 
subjects for which file outlines have deve loped. Thes e symbols range 
f rom two to four letters in l ength and have bee n chos en because of 
t hei r meaning or obvious re l ationship t o t he sub jec t matter for which 
t hey stand. In some cases the key le tt ers in the p r imary sub j ect 
const i tute the symbol (e.g., INF for INFORMAT I ON, BUD f o r BUDGET). 
The simplicity and meaningfulness of these code s ymbols ma ke them easy 
to learn and remember. 

Whi l e many small offices wi l l fi nd that the p rimary subjects alone 
wi l l suff i ce to meet their fi l ing needs, l arger offices wil require 
further breakdowns of these pr i mary subject s fo r mo re detailed s ubj ect 
matter coverage. The use of the more speci fic s e condary and tertiary 
subjects in each outline will be determ i ned by su ch fa c tors as t he 
quantity of papers filed and the reference requi r eme nts of eac h office 
or pe rson maintaining files. Simpl e serial numbe rs ha ve been assig ned 
to subject breakdowns at both the secondary a nd te rti a ry level . For 
example, a paper relating to the sub j ect of Engli s h l a nguage training 
in general is classifi e d EDU 10i a paper dea li ng wi t h speci fi c 
t echnical equipment and materials used i n th i s type of tra ining EDU 
1 0-7. The mos t detailed subdivis i on i n t he han db oo k contains no more 
than four digits, making for a relat i ve ly simple file disignation. 
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2. paral lel Numbe ring 

AS an add i tional aid to t he classifier, th e same number ha s been 
assigned to s imilar secondary and tertiary subjects appear ing i n 
d iffe re nt file outlines to the extent possib l e. In most out li ne s the 
fir s t five secondary subjects are standard (e.g., Gene r al Policy, 
Report s & St at i st i cs, organizations & conferences , Agreeme nts, Laws & 
Reg ulat i ons ) . This same principle has been applied t o other s i milar 
or related sub jects (e.g., effectiveness of books, exhib i ts, 
libraries , motion pictures, televisi on, and radio programs) have been 
assigned a -8- number - BKS 8, EXH 8, LIB 8, MVP 8, RP 8, 
respec ti vely; rights and clearances has been assigned a -12- number in 
the various media out lines - BKS 12, P 12, MVP 12, RP 12. 

3. Expansion of Existing Subjects 

-

While no attempt has been made t o provide breakdowns for s ubject 
matter beyond the tertiary level, there are many cases in wh i ch a n 
office may desire or need to subdivide a secondary or tertiary subjec t 
alphabetically by name, geographic location, or other appropriate 
breakdown. For example, papers relating to agreements between 
countries on exhibits may be subdivided by country (e . g . EXH 4-1 
Country Agreements -- USSR), papers relating to speeches by an 
individual may be subd ivided by name (e.g. PR 12 Speeches--Marks, 
Leonard); or papers relating to an antenna project by type (e.g. RIO 
17 Antennas & Transmission Lines--Curtain.) Under no circumstances 
mayan office add new numbers or subjects to the file outlines in the 
handbook. Any need for additional subjects or breakdown thereunder 
should be referred to the Records Management Staff M/ASP by 
memorandum, subject: Records Classification Handbook. A State/USIA 
committee will review such requests and determine the need for new 
subjects. Revisi ons will be issued periodically in the MOA-TL series 
as supplements to the Records Classification Handbook in order to keep 
it current. 

D. METHODS OF ARRANGEMENT: 

Flexibility is an important feature of a uniform file system whic h must be 
adapted to the needs of both large and small off i ces and posts. The of f i c i al 
file system embodies an unusual amount of flexibility by providing e nd- users 
with several methods of arranging material according to their specific 
requirements. The most common methods of arrangement are illustrated below : 

TL- S14D (6 - 12 - 86)-
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1. Subject 

a , us e the sub j ect in the fi le outlines at the primary, secondary o r 
t ertiary level wi thout any qualifying subject. Example: 

(...... ----~ 


This method of arrangement is the simplest. It wi ll suffice when the 
volume of papers to be filed under any of the subjects is relative l y 
small and there is no need to subdivide by specific name, 
organization, country, etc. 

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

(1) By name of individual: 

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

-:O,l-~' 

. :or::=".::=~~~.. ====:!"= ." 

------· --	 .· ··-.~~~==~!"!'"';;;;;

--1 
..---- ­ .. 

j..-----..- ­ - .. 

(2) 	 By name of organization: 

-----.• • '--- ' .--- - ( ... ~ . ..... tooIt ..~.,"'':'''l 

J-----------·----·--I~':'O;;·~~~....~\. 
----- --_._- --- . - - '- ­

., o.. lc:.h. \ .... 

1-' -.~-)_=== ~ 
I 
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(3) By geographic location:

f--- ---._~'--..J 
r (-.-. ~ 

(4) By subject: 

--------r.u:=~~~~======~..... -,,­ ' 
-----~======~--

-

(5) By title: 

,. ...1 ,...... 

....,­
).....---_. I'··'.....====::-=-=_._::-::-' 
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2 . Geograph i c Lo ca t ion 

a . Ar range the s ubec ts i n th e f i l e out l i nes by a r ea , count r y, or 
geograph ic l oca t i on. subdivide by t he secondary a nd tertiary 
br eak downs if volume wa rrant s. Example : 

ot he r 

u. ·ultu." C(mn ~ ---­ - -- ­

r-------,,~=:=o~~~__L 
I!W< 

-..- .. -..._--. _ _ ..... 

------ -------~ -- ---_._=;,

-'-- I 

3. Name of Individual or Firm 

Certain offices have a primary interest in programs concerned with 
individuals or firms and, therefore, have a need to arrrange a ra ther 
la r ge proportion of the papers which they accumulate by t he name of 
the individuals or firms concerned (e.g., case files). This i s 
particularly true of certain admin i strative functions (e.g., 
personnel, security, travel, etc.); educat i onal and cultural programs 
(e.g., exchange grantees). Even if the volume of such case fil es 
makes i t desirable to maintain them separately from the sub j ect f iles, 
t hey can be keyed into the system through folder labels prepared wi t h 
the appropriate code symbol or fi l e designation. Exampl es: -­

TL- 5 14D (6-12 - 86) 
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4. Type of Per s on, product, etc. 

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

;- ~NIII_ tll-) ~?=---_. 

F--· 
5. Number of case o r project 

_1 __- !!!.) 
- -... - -_ .. -- ----_. 

t'~_·· ~r_ n-_-__~ 
t·":::i.-n ~ r- -_:_~_-_-~-

-\ 

certain offices have a primary interest in maintaining papers on numbered 
cases. This is particularly true of projects and contracts. Although the 
volume of such case files may make it desirable to maintain them 
separately fr om subject files, they can be keyed into the system through 
folder label s prepared with the appropriate code symbol or file 
designation. Examples: 

E. RELATED HANDBOOKS: 

The Records c l ass ification Handbook embodies the officia l file sys tem to be 
used by all offices of the Agency and all USIA overseas establi shments. 

TL-S14D (6-12-86) 
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De tail ed procedures regarding the creation, organization, maintenance, use and 
disposition of recor ds of USIA over s eas establishments and domest i c offices 
are contained in the USIA overseas Records Management Handbook (MOA III 600 ) 
and the Domestic Records Management Handbook (MOA III 500), respectively. All 
subject outlines in this Records classification Handbook will be incorporated 
in the uniform state/USIA/Re cords Classif i cation Handbook. 

F. REFERENCE: 

The Records Classification Handbook shall be c i ted as wRCH w• References to 
specific file outlines shall use the appropriate code symbol and indicate the 
specific file designation in question where necessary. 

G. DISTRIBUTION: 

The handbook is distributed throughout the Agency and USIA overseas 
establishments to all personnel responsible for maintaining subject files. In 
certain circumstances, officer pesonnel may also require copies. Copies will 
be provided to personnel of other agencies upon request. Additional copies 
may be obtained from the Records Management Staff (M/ASP). 

H. KEEPING HANDBOOK CURRENT: 

It is extremely important that the handbook be kept current. A list of the 
persons or organizational units whose assignments require a copy of the 
handbook should be maintained in executive offices or in message centers and 
in each central records unit in order to insure proper distribution of 
subsequent material. A similar record should be maintained by USIA posts and 
media extensions for distribution purposes. 

TL-514 D (6-12-86) 
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ADMINISTRATION 

TABLE OF CONTENTS 

PRIMARY SUBJECT 

ACCOUNTING & DISBURSING 

BUILDINGS & GROUNDS 

BUDGET 

COMMUNICATIONS & RECORDS 

EMERGENCY PLANNING 

EQUIPMENT, SUPPLIES & SERVICES 

FINANCIAL MANAGEMENT 

FACILITATIVE SERVICES 

LEGISLATIVE & LEGAL AFFAIRS 

ORGANIZATION & MANAGEMENT 

PERSONNEL 

PUBLIC RELATIONS 

PROCUREMENT & CONTRACTING 

SHIPPING & WAREHOUSING 

SECURITY 

TRAVEL 

VEHICLES 

CODE SYMBOL 

ACC 

BG 

BUD 

CR 

EP 

ES 

FMGT 

FSV 

LEG 

OR 


PER 


PR 


PRC 

SHW 

SY 

TRV 

VEH 
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TRANSMITTAL LETTER TL 8870 
December 2, 1991 

PART III 

1. MATERIAL TRANSMITTED 

MOA, Part III, Section 5208 - Records Classification Handbo9k 
"Administration" has been reissued to include missinq paqes. 

2. FILING INSTRUCTIONS 

Remove and destroy entire "Administration" portion of the Records 
Classification Handbook ACC(p.l) throuqh VEH(p.l) and insert the attached 
pages ACC(p.1) throuqh VEH(p.l). 

DISTRIBUTION: M - Domestic 
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ACCOUNTI NG & DISBURSING 

Instructions 

Use for papers relating to accounting systems in general, 
procedures and operations i nvolved in accounting for agency 
funds and special programs , accountability for funds, 
paying and col lecting transactions and reports, and rela t ed 
subject matt er . 

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

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

ACC-ACCOUNTING & DISBURSING 6 FUND ACCOUNTING 

1 GENERAL POLICY. PLANS. PRINCIPLES. 

Use only for material of a general 
nature which cannot be filed under 

subdivide by type of funds (e.g. , 
appropriations, revolving, trust, 
foreign currency, tech .), if volume 
warrants. 

one of the specific subjects in this 
outline. Includes projects to study 
and determine feasibility of modern 

7 ALLOTMENT ACCOUNTING 

2 

accounting systems. 

GENERAL REPORTS & STATISTICS 

Includes allotments, obligations, 
unliquidated obligations, 
liquidations, refunds, etc. 

Use only for 
nature which 

reports of a general 
cannot be filed under 8 

Subdivide by type if volume 

EXPENSE ACCOUNTING 

war r ants. 

one of the specific subjects in this 
outline. Subdivide by type of expense (e.g., 

allowances, communica tions# medical, 
3 TRANSACTIONS (OTHER AGENCY) 

Includes purchase requests, 

printing and reproduction, 
etc.) if volume warrants. 

travel, 

procurement, payment, and transfer 9 PERSONAL PROPERTY ACCOUNTING 
documents. 

4 GENERAL LEDGER 
Includes motor vehicles, expendable 
and nonexpendable equipment . 

Includes journal vouchers, balance 
sheets and financial statements. 10 

Subdivide by type if volume 

REAL PROPERTY ACCOUNT ING 

warrants. 

5 LAWS & REGULATIONS Includes land, buildings and 
-built-in­ equipment . Subdivide by 

Includes agency and other agency 
directives and procedural handbooks, 
comptroller General decisions, etc. 
Subdivide by agency if volume 

type if volume warrants. 

warrants. 

-

TL-514 D ( 6- 12-86) 
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11 ACCOUNTS REC~IVABLE 

I ncludes debtor accounts; 
unco l lected reimbursements, refunds 
and miscel l aneous receipts; and 
recoverable advances. Subdivide by 
type if volume warrants. 

12 ACCOUNTS PAYABLE 

Includes creditor accounts, 
withholding tax, employee insurance, 
retirement, etc. subdivide b~ type 
if volume warrants. 

13 ADVANCES 

Except travel, for which SEE: ACC 
23-13. Includes progress payments 
and contracts advances. 

14 OTHER AGENCY ACCOUNTING 

Subdivide by agency. 

15 SALES ACCOUNTING (INCOME) 

Includes services, properties, 
rentals, earned reimbursements, 
miscellaneous receipts, etc. 
Subdivide by type if volume warrants. 

16 PAYROLL 

Includes domestic and overseas 
payroll; salaries for Civil Service 
and Foreign Service employees; 
deductions, contributions, etc. 
Subdivide by type if volume warrants. 

17 TRAVEL 

Includes fare, per diem, 
transportation, etc. 

18 COMMERCIAL VOUCHERING 

Includes processing of voucher 
claims for payment of 
transportation, ' communications, 
utilities, rentals, printing and 
binding expenses, etc. Subdivide by 
type if volume warrants. For actual 
payments, SEE: ACC 23. 

19 NON-OPERATI NG EXPENSE 

Includes dep l etion, loss, ta xes, 
duties, claims , grants, etc. 
Subdivide by type if volume warrants. 

20 VOUCHER EXAMINATION 

Use for examination of travel and 
commercial vouchers by accounting 
staff • 

20-1 Suspensions & Disallowances 

21 CLAIMS & EXCEPTIONS 

22 ACCOUNTABILITY 

Includes accountability for cash, 
checks, check stock, savings bonds, 
foreign currency and other 
negotiables. Subdivide by type if 
volume warrants. 

23 PAYING AND COLLECTING TRANSACTIONS 

23-1 Overages , Shortages 

23-2 Reports & stat~ments 

use only for those that cannot be 
filed under one or more specific 
subject breakdowns. Subdivide by 
type (e.g., foreign currency 
reports, deposit and trust fund 
record, etc.) if volume warrants. 

23-3 Receipts 

23-4 Disbursements 

23-5 savings Bond Issuance & 
Redemption 

23-6 Accommodation Exchange 

23-7 Bank Accounts 

23-8 cash payments 

Includes petty cash, imprest fund, 
and payments in foreign currency . 

TL-514D (6-12-86) 
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23-9 check Operations 

Includes Treasury check s an d 
depositary che cks in local banks. 

23- 10 Notices of Excepti on 

23-11 GAO Claims 

23-12 cash Verifi cat i ons 

23-13 cash Advances 

Incl udes travel advances. 

23-14 

23-15 

23-16 

23 - 17 

23-18 

23-19 

23-20 

Ta x Levies 

Travelers Chec ks 

Sale of postage stamps 

Interested party Message 
Transactions 

Passport & Visa Fee Accounting 

Medical Deposits for Dependents 

Consolidated Payment-Stateside 
storage 

TL-51 4D (6 - 12-86 ) 
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BUILDINGS & GROUNDS 

Instructions 

Use for materials on the acquisition, construction, management , 
use and disposition of government-owned or government-leased 
buildings, residences and other structures and upkeep of grounds . 

SEE: 	 RADIO ENGINEERING & CONSTRUCTION outline for land 
acquisition, site preparation, engineering and 
construction of build ings and facilitie s for 
relay stations and other radio installations. 

PROCUREMENT & CONTRACTI NG outline for purchase 
of equipment, suppl ies and materials. 

EQUIPMENT, SUPPLIES & SERVICES outline for 
maintenance, use and disposition of furniture 
and furnishings household and office equipment, 
supplies, etc. 

BG-BUILDINGS & GROUNDS 
6 ACQUISITION 

1 GENERAL POLICY. PLANS. 

Use for material too general in 
nature to be filed under more 
specific subjects in outline. 

Use for materials on the acquisition 
or proposed acquisition of sites , 
buildings, and other structures in 
the U.S. and abroad. Includes title 

2 GENERAL REPORTS & STATISTICS 

Use for material too general in 
nat ure to be filed under more 
specific subjects in outline. 
Includes reports to GSA. 6-1 

deeds, easements and rights of way, 
permits, licenses, etc . Subdiv ide 
by type of property (e.g. , office, 
residential, storage and utility, 
etc.) if volume warrants. 

Purchase 

3 CLAIMS Includes condemnation. 

Incl udes claims by lessees. For 6-2 Lease 
property damage claims, SEE:BG 20 . 

4 CONTRACTS 
Subdivide by short-term and 
long-term if volume warrants . 

Use 
met 

when office needs can best be 
by keeping all contracts 

6-3 Site surveys. Data. 

together in lieu of filing under 
more specific subject in this 
outline. 

7 DESIGN. CONSTRUCTION. ALTERATION . 

Includes architectural plans , 

5 LAWS & REGULATIONS 
engineering, landscaping , etc . 
interior decoration. SEE : BG 

For 
8. 

Use for material too general in 
nature to be filed under more 
specific subjects in outline. 

TL-S14D (6-1 2-86) 



Part III 

BG (p. 2) MANUAL OF OPERATIONS & ADMINISTRATION 

RECORDS CLASSIFICATION HANDBOOK 


8 FURNISHINGS 

Use for design and selection. For 
procurement, SEE: PRC outline. 

9 INSPECTION 

Of buildings already constructed. 

For inspection of buildings under 

construction, SEE: BG 7; for 

security survey reports, SEE: SY 2-2. 


10 MAINTENANCE" OPERATIONS 

Of government-owned buildings and 
the fixtures and furniture therein, 
and upkeep of ground. Includes 
cost estimates and work orders. For 
guard service, SEE: BG 17 and 18. 

10-1 Utilities " Services 

Subdivide by type (e.g., air 
conditioning, elevators, janitorial 
service, etc.) if volume warrants. 

11 SPACE ASSIGNMENT " USE MOVES 

Subdivide by type (e.g., office, 
parking, storage, etc.) if volume 
warrants. For assignment of staff 
housing, SEE: PER 15-12. 

12 SPECIAL FACILITIES " CONCESSIONS 

Such as eating facilities, 
commissaries, ramps, snackbars, 
etc. Includes dining room passes.
Subdivide by type of facility if . 
volume warrants. For commissary 
services, SEE: PER 15-2. 

13 SAPETY PROGRAM 

Use for protection of buildings and 
grounds and their occupants from 
damage or injury. Includes fire 
drills, civilian defense measures, 
such as designation of shelter area, 
etc. porphysical security, SEE: 8G 
16; for employee accidents, SEE: PER 
14-12; for property damage or loss 
inflicted by natural causes, mob 
violence, etc., SEE: BG 20. 

14 TAXATION 

15 DISPOSITION 

Includes disposition of buildings 
and grounds, furnishings, fixtures, 
etc. 

15-1 Abandonment 

15-2 Demolition. Dismantling. 

15-3 sale 

15-4 Transfer 

16 FACILITIES" EQUIPMENT SECURITY 

Includes buildings, rooms, areas, 
vaults and other storage facilities, 
penetration, etc. subdivide by type 
if volume warrants. Por security 
survey reports, SEE:SY 2-2. 

16-1 Alarm systems 

16-2 Electronic Equipment " Counter 
Measures 

16-3 File Equipment 

Includes safes. 

16-4 Firearms " Ammunition 

16-5 Incinerators 

16-6 Keys " Locks 

16-7 Photographic Equipment 

16-8 Restricted Areas 

16-9 Sabotage 

l6~lO Technical Penetration 

16-11 Vaults. Storage Facilities. 

16-12 Entry " Departure 

Includes building passes,
issuance of keys, registers, 
etc. 
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17 BUILDING GUARDS. WATCHMEN. 18-1 Handbook & Orders 

18 

Other than Marines, for which 
BG 18. 

MARINE GUARDS 

othe r than personne l matters, 
which use PER outline. 

SEE: 

for 

18-2 MARINE Inspection Report 

18-3 Guard Survey 

19 (Reserved for future use ) 

20 REAL PROPERTY DAMAGE LOSS . 

TL-514D (6-12-86) 
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BUDGET 

Instructions 

Use for papers on administrative and program budget policy and 
procedure, including budget formulation, Budget Bureau and 
Congressional submissions and hearings, committee reports and 
appropriation bills, budget execution, and related budget 
mat ters. Speci fi c types of budget estimates covered are annual, 
supplemental and deficiency. 

SEE: 	 ACCOUNTING & DISBURSING outline for all aspects of 
accounting for appropriated and other funds, paying 
and collecting transactions relating thereto, etc. 

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

BUD-BUDGET 

1 GENERAL POLICY PLANS 

Includes studies and projects to 
improve budgeting procedures, 
long-range budget planning, and 
budget policy and principles. 
subdivide by title of study or 
project if volume warrants. For 
financi al plans, SEE: BUD 15. 

1-1 Agency Position 

Use for agency stand to be reflected 
in budget estimates. 

1-2 Program Planning Budget System 

Use for general materials only. 

2 GENERAL REPORTS & STATISTICS 

For fund status reports, SEE:BUD 
13-1; for financial plan reports, 
SEE:BUD 15-2. 

3 	 CALL FOR ESTIMATES 

3-1 	Bureau of the Budget 

Includes budget ceiling on level of 
estimates imposed by BOB. 

3-2 	Agency Instructions 

4 	 REIMBURSEMENTS ESTIMATES. AGREEMENTS 

Use for agreements, including 
negotiations, with other agencies 
for reimbursement (e.g., for 
administrative support). Includes 
prepaid, billed, and no-cost 
agreements. subdivide by agency and 
type if volume warrants. 

4-1 	Reimbursement Criteria 

5 	 LAWS & REGULATIONS 

Includes Bureau of the Budget 
Circulars, Comptroller General 
Decisions. Treasury and Office of 
Personnel Management Regulations, 
etc. Subdivide by source if volume 
warrants. For appropriation acts, 
SEE:BUD 12. 

6 	 PROJECTIONS. PREVIEWS. 

Use for preliminary estimates 
requested of offices prior to 
detailed submissions. Includes 
flash estimates. 
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7 OFFICE & POST SUBMISSIONS 

Use for estimates prepared and 
submitted by i ndividual offices and 
posts for agency review. 

AGENCY REVIEW 

Includes hearings held within agency 
on office and post submissions. 

8 

9. 	 OFFICE OF MANAGEMENT & BUDGET 

SUBMISSION 


Use for agency estimates as 
submitted to OMB for review. 

9-1 OMB Hearings 

Includes hearings schedule, witness 
statements, summaries of' testimony, 
etc. 

9-2 supplemental Data 

Requested by OMS during review. 

. 9-3 OMB Allowance 

Amount of estimates allowed by OHB 
to be incorporated in president's 
Budget • . 

10 	 PRESIDENT'S BUDGET 

use for agency estimates as included 
in Federal Budget. 

11 	 CONGRESSIONAL SUBMISSION 

use 	for agency estimates as 
submitted to Congress. 

11-1 Bouse Bearings 

Includes schedule, principal witness 
statements, supplementary data, 
Bouse Report, etc. 

11-2 Restoration Appeal to Senate 

Agency appeal to senate for 
restoration of funds reduced by 
Bouse action. 

11-3 senate Hearings 

Includes schedule, principal witness 
statements, supplementary data, 
Senate Report, etc. 

11-4 conference Action 

Bouse-Senate conference to resolve 
differences on appropriation bill. 

12 	 APPROPRIATION ACT 

Includes analyses of final action on 
bill and copy of act. 

13 FUND AVAILABILITY 

Includes appropriated funds, earned 
reimbursement, refunds, contribu­
tions, allocations received, 
transfer appropriations (in), earned 
income and sales income. subdivide 
by type if volume warrants. 

13-1 Fund status Reports 

14 	 BUDGET EXECUTION 

14-1 Apportionment 

Includes requests to OMS for 
quarterly appropriated funds and 
approvals. 

14-2 Annual Authorizations 

14-3 Allocations (Transfers Out) 

14-4 Transfer Appropriations (Out) 

14-5 Allotment Authorities 

14-6 Allotments 

Includes adjustment of allotments. 

15 FINANCIAL PLANS 

Use for agency overall plan for 
expenditure of appropriated and 
other funds. Includes requests,
submissions, consolidations, 
approvals and reviews. 
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15-1 Re programming 

Use for revision of plan based on 
changes in availability of funds. 

15-2 Financial plan Reports 

16 	 POSITION AUTHORIZAT I ON 

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

16-1 Request 

16-2 Control Registers 

16-3 Allocations 

17 	 BUDGET BACK-UP 

Use for back-up materials when it i s 
desirable to maintain them separate 
from th e particular est imates or 
submissions to which they may relate. 
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COMMUNICATIONS & RECORDS 

Instructions 

Use for papers on government -wi de and agency comm uni cations and 
records policy, s ystems and procedures, services and operations. 
Included are paper work ma nagement programs; re gulations and 
procedures regarding classified records and information. 

SEE: 	 TELECOMMUNICATIONS AND POSTAL AFFAIRS outlines for 
matters pertaining to communications and mail matters 
other then those pertaining t o agency operations and 
serv i ces . 

BUI LDI NG & GROUNDS outline for physical an technical 
security aspects of protecting communications and 
r ecords f acilities and class i fied material. 

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

CR-COMMUNI CATIONS & RECORDS 	 3-5 Message Centers 

1 GENERAL POLICY. PLANS. COORDINA'!' ION. subdivide by organizational element 
if volume warrants. 

Use f or overall agency program and 
coord ination between agencies . For 3-6 Delivery Systems 
separat e telecommunications and 
records management - programs, SEE: Includes pneumatic tube system, 
CR 7 and 10, respectively . conveyor belt, etc. 

2 GENERAL REPORTS & STATISTICS 3-7 Addresses. Mailing Lists . 

use for t hose which cannot be filed 4 COMMUNICATIONS ANALYSIS & 
under more specific s~bjects in DISTRIBUTION 
outl ine. subdivide by title if 
vol ume warrants. Includes determination of office to 

which communications should be 
3 MAIL FACILITIES & SERVICES routed, distribution guidelines, 

number of copies distributed, etc. 
3-1 courier service Subdivide by type if volume warrants. 

3-2 pouch service 	 5 AUTHENTICATION 

3-3 postal Services 	 5-1 Regulat i ons & Procedures (Auth) 

Includes U.S. postal Service, 5-2 Reports & Statistics (Auth) 

Milit ary postal Services, etc. 

Subdivide by type, as required. 5-3 Schedule of Fees (Auth) 


3-4 Messenger service 	 6 (Reserved for future use) 
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7 TELECOMMUNICATIONS SERVI CES 

Except te lephone , f or which SEE: CR 
8. Subdi vide by t ype (e. g ., 
te legr aph, cabl e, radi o ) if volume 
war r ants. Includes use of r adio 
t ransmi t ters i n O. S . chanceries 
abroad and USIA wireless file 
f acilities and services. For 
simi l ar use by foreign missions in 
0.5 ., SEE: POL 17-7. 

7-1 	policy. plans. Coordination. 
(Telecom) 

7-2 	Reports & Statistics (Telecom) 

Includes monthly telegraphic report 
and traffic reports. por
cryptographic reports, SEE: CR 7-11. 

7-3 	Organizations & Conferences (Telecom) 

7-4 	Agreements (Telecom) 

7-5 	Regulations & procedure8 (Telecom) 

Except cryptographic, for which SEE: 
CR 7-12. 

7-6 	O.S. Government pacilit i es (Telcom) 

Includes JANAP procedure. 

7-7 	Commercial Facilities (Telecom) 

Includes rates. Subdivide by name of 
company if volume warrants. 

7-8 	cryptographic systems 

7-9 	c ryptographic Clea r ances 

7-10 Maintenance , Repair 

Of telecommunications and for 
cryptographic equi pment. 

7-11 cryptogr aphic Reports 

Includes inventori es, receipt,
transfer and destruction reports. 

7-12 cryptographic Operations & 
Material 

Includes cryptographic procedures
and requirements. 

7-13 Frequencies & Schedules 

7-14 Reception 

Includes reception reports and 
irregularity reports. 

7-15 propagation 

Includes forecasts, charts, and 
condiJ:ions. 

7-16 Engineering 

Includes design, construction and 
changes. 

8 TELEPHONE SERVICE 

8-1 policy. Plans. Coordinations . (Tel) 

8-2 Reports & Statistic8 (Te l) 

8-3 Organizations & conference (Tel) 

8-4 Agreements (Tel ) 

8-5 Laws & Regulation8 (Tel) 

Includes rates. 

8-6 Telephone Li8tS. Directories. 

9 (Reserved for future use) 

10 RECORDS MANAGEMENT (GENERAL) 

10-1 policy. Plans. Coordination . 
(RM) 

10-2 Reports , Statistics (RM) 

Except surveys, for which 
SEE: CR 10-6 

10-3 organizations , conferences (RM) 
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10-4 Agreements (RM) 

Includes agreements with other 
governments re maintenance and 
disposition of multipartite records. 

10-5 Laws & Regulations (RM) 

10-6 surveys. studies (RM) 

subdivide by organizational element 
if volume warrants. 

11 	 RECORDS MAINTENANCE & SERVICE 

For development and updating of 
official file system, SEE:CR 12 

11-1 Physical Location 

11-2 File Installations. Operations. 

11-3 Reference Service 

For questions relating to access, 
SEE: CR 16-1 

12 	 FILE SYSTEM 

Use for development and updating of 
system. 

12-1 Records Classification Handbook 

Includes TL'S and distribution data. 

13 RECORDS EQUIPMENT & SUPPLIES 

use for development of standards and 
review for proper utilization. SEE: 
PRC for procurement; BG 16 for 
equipment security; and ES outline 
for supply items. 

13-1 Folder Labels 

14 MICROFILMING 

Except in connection with file 
operations, for which SEE: CR 11-2 

15 RECORDS DISPOSITION 

15-1 Records Retire.ment 

Within agency. 

15-2 Records Transfers 

Between agencies. 

15-3 Records Destruction 

15-4 Records control Schedules 

16 	 DOCUMENT & INFORMATION SECURITY 

Use for systems and procedures for 
handling and control of information 
and documents. For security survey 
reports, SEE: SY 2-2. 

16-1 Access & Use 

For 	executive privilege, SEE:LEG 9. 

16-2 Accounting & Control 

Includes logs and receipts cover ing 
classified documents, TS inventory 
control procedures, serialization, 
etc. 

16-3 Classification. Designation. 

Includes downgrading, declassifica­
tion, decontrol, upgrvding, etc. 

17 	 REPORTS MANAGEMENT 

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

18 	 CORRESPONDENCE MANAGEMENT 

Includes correspondence procedures, 
instructions for USe of various 
types of communication forms, form 
and guide letters, plain letters 
workshops, etc. Subdivide by 
subject if volume warrants. 

-
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19 DIRECTIVES MANAGEMENT 20 FORMS MANAGEMENT 

Use for systems for issuing policy 
and procedural information for 
guidance of agency personnel. Pile 
published series of issuances 
separately. 

Cse for forms design, control, 
improvement or standardization, etc. 
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EMERGENCY PLANNING 

Instructions 

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

SEE: DEFENSE AFFAIRS outline for civilian defense. 

PROTECTIVE SERVICES outline form consular services 
in protecting both government and private persons 
and property. 

CO MM UNICATIONS & RECORDS outline f or emergency 
destruction of records and cryptographic material. 

EP-EMERGENCY PLANNING 

1 GENERAL POLICY. PLANS. COORDINATION 6-5 E & E Procedures 

Use for overall agency policy and Includes Handbook. 

planni ng, and coordination between 

agencies . 6-6 Safehaven 


2 REPORTS 7 EMERGENCY RELOCATION PROGRAM 

3 ORGANIZATIONS & CONFERENCES 7-1 policy. plans. Guidelines. 

4 AGREEMENTS Includes directives and handbooks. 

5 LAWS & REGULATIONS 7-2 Reports 

6 E & E PROGRAM 7-3 Other Agency procedures 

6-1 

6-2 

Use for emergency and evacuation 
program. 

E & E policy Plans. 

Reports & statistics 

Includes population statistics, 
evacuation lists, etc. 

7-4continuity of Essential Functions 

' 7-5 Emergency Action Documents (EAD) 

7-6 Emergency Assignments (cadre) 

7-7 Executive Reserve program 

7-8 Emergency communications 

6-3 

6-4 

Lia ison Groups 

Subdivide by name. 

Emergency Requirements 

such as for communications 
equipment, ordinance, etc. 

7-9 

8 

Includes Emergency Notification 
system (Cascade). 

Relocation Tests. Exercises. 

Subdivide by code name and year. 

VITAL RECORDS PROGRAM 

8-1 Selection Guidelines 
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8-2 status Report s 

8-3 Reco r ds protection 

9 ROUND-UP PROGRAM 
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EQUIPMENT, SUPPLIES « SERVICES 

Instr uctions 

Use for papers on the utilization, maintenance, and disposition of 
expendable and nonexpendab le equipment and supplies and for services 
related there t o , except as follows: 

SEE: 	 BUILDINGS« GROUNDS outline fO E design and selection of 
furnishings and bu ildings services. . 	 . ~ 

COMMUNICATIONS « RECORDS outl ine fQr standards for 
proper utilization of file equipment and supplies, 
telecommunications facilities and . services. 

SHIPPING « WAREHOUS ING outline for packing, shipping 
and storage of household effects, eqUipment, and supplies. 

VEHICLES outline fo r acquisition, use, maintenance and 
dispos i tion of gove rnm~nt-owned a~tomotive vehicles. 

PROCUREMENT « CONTRACTING ,outli ne for matters pertaining 
to these subjects . 

ES--EQUIPMENT, SUPPLIES « SERVICES 4 REGIONAL SUPPLY CENTERS 

1 GENERAL POLICY. PLANS. GUIDELINES. Use for establishment and overall 
operation of centers. Subdivide by 

Use only for material which cannot location i f volume warrants. 
be filed under one of the more 
specific subjects i n outline. 5 LAWS « REGULATIONS-. 

1-1 Requirements. Forecasts. Includes directives and procedures . 
Us e only for those too general to be 

Other than set for t h in budget filed under more specific sub jects 
estimates, for which SEE: BUD in outl i ne. subdivide by source if 
outline. volume warrants. 

1-2 Replacement program 	 6 (Reserved for future use) 

2 GENERAL REPORTS « STATISTICS 7 PROPERTY ACCOUNTABILITY 

use only for material which cannot Subdivide as expendable or 
be filed under one of the more nonexpendable if desired. For inventory 
specific subjects in outline . of and a ccountability for blank 
Includes reports to GSA. For passports, SEE: PPT 10-1. 
inventory reports, SEE: ES 7-2. 

7-1 stock controls 
3 ORGANI ZATIONS« CONFERENCES 

On expendable supplies and equipment. 
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7-2 	I nventories 

Of non-expendable property. 
Inc ludes procedures for preparing 
and ma i ntaining property record 
ca r ds, basic inventory reports of 
furniture, equipment, and office 
machinery. 

7-3 	Loans & Exchanges 

7-~ 	 Thefts. Losses. Destruction. 

Includes property survey reports of 
lost and damaged items. 

8 	 (Reserved for future use) 

9 	 STANDARDS 

10 	 MAINTENANCE & REPAIR 

Subdlvide by type of service (e.g., 
typewriter repair, furniture 
refinishing, etc.) if volume warrants. 

11 	 UTILIZATION & DISTRIBUTION 

Excludes excess property for which 
SEE: ES 12-3 

12 SURPLUS/EXCESS PROPERTY 

12-1 Acquisition 

12-2 Disposition 

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

12-3 Utilization 

12-4 Excess Listings 

12-5 Proceeds of Sales 
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FINANCIAL MANAGEMENT 

Instructions 

use for papers on financial management program in general, agency ' s 
studies and applications of basic financial management systems an d 
techniques, authorization or certification of personnel and facil i ties 
involved in pay ing and collecting transactions, accountability reco rds 
and related subject matter. 

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

ACCOUNTING & DISBURSING outline for all aspecta of 
accounting for appropriated and other funds, paying and 
collecting transactions, and accountability therefor. 

FMGT-- FINANCIAL MANAGEMENT 6 FINANCIAL DESIGNATIONS 

1 

2 

GEN ERAL POLICY. PLANS. PRINC IPLES. 

GENERAL REPORTS & STATISTICS 

Us e for general studies, surveys and 
r eports on financial management 
systems and procedure and evaluation 
thereof. 

6-1 

6-2 

Use fo r designation of personne l 
per form paying and collecti ng 
functions. Subdivide by 
organizational element if volume 
warrants. 

Disbursing Offices 

cashiers 
3 CLASSIFICATION CODES 

US~ for handbook containing 
accounting symbols. 

6-3 

7 

certifying Officers 

DEPOSITORIES, LOCAL 

4 TERMINOLOGY 8 BANKING FACILITIES 

5 

Incl udes glossary of terms and 
abbreviations. 

LAWS & REGULATIONS 

Use for agency regulations and 
procedures. Also includes 
comptroller General Decisions, 
Treasury and other agency 
di rectives, etc. Subdivide by 
agency if volume warrants. 

GAO 

9 

10 

BONDING 

Use for bonding of employees . 

SAFEGUARDING OF FUNDS 

Use for requirements and standar
for physical protection of funds 
negotiable instruments. SE E: BG 
for construction and instal la t io
aspects. 

ds 
and 
16 

n 

5­ 1 procedural Handbooks. 11 INTERNAL AUDIT 

For classification codes, 
SEE: FMGT 3. 

Use for inspections and 
agency audit staff. 

repo rts by 
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11-1 Domestic 13 EXTERNAL AUDIT (CPA) 

11-2 

11- 3 

overseas 

contracts 

use for audit by certified public 
accountants. 

12 GAO AUDIT 

use for site audit by General 
Accounting Office. 

14 MECHANIZATION 

Includes data processing, 
electric/electronic accounting (EAM)
machines, electronic computers,
bookkeeping machines, etc. 
Subdivide by type if volume warrants • 

.. ' 
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FACILITATIVE SERVICES 

Instructions 

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 reimburse­
ment estimates or administrative support agreements with other agencies 
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 matter pertaining to those particular 
services. 

BUDGET outline for reimbursement estimates and agreements. 

ORGANIZATIONAL & CULTURAL EXCHANGE outline for facilitative 
services for educational and cultural affairs grantees. 

FSV--FACILITATIVE SERVICE 	 3-2 General Reports & Statistics 

1 AUDIO-VISUAL SERVICES Includes machine utilization 
reports. For statistical services, 

1-1 General policy. plans. Guidelines. SEE: FSV 3-7; for reports and 
statistics on specific projects, use 

1-2 General Reports & Statistics appropriate subject outline. 

1-3 organizations & Meetings 	 3-3 Organizations & Conferences 

1-4 Technology 	 3-4 Technology 

1-5 Laws. Regulations. procedures. Use for technical operating data, 
such as processing and programming 

2 REPORTING SERVICES. techniques, input and output 
methods, machine language, etc. 

Includes conference reporting subdivide by appropriate subject of 
volume warrants. 

3 AUTOMATED DATA PROCESSING 
3-5 Laws & Regulations 

For maintenance and disposition of 
ADP equipment and supplies, SEE: ES Use only when material cannot be 
outline; for procurement, SEE: PRC filed under a more specific subject 
outline; for systems and studies, in this outline. 
SEE: ORG outline . 

3-6 systems Development. Feasibility 
3-1 General policy. Plans. coordination. Studies. 

Includes cooperative arrangements Use only for general material. File 
with other agencies. specific projects under appropriate 

subjects in other outlines. 
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3-7 	Statistical & Other Services 

4 LANGUAGE SERVICES 

4-1 Interpreting 

For interpreter-escort services for 
grantees, SEE: EDX 28-6 

4-2 Translating 

5 	 LIBRARY SERVICES 

Use only for usual agency or post 
library services. For publications 
procurement for agency or post 
libraries, SEE: FSV 8. 

6 REPRODUCTION' DISTRIBUTION 

6-1 General policy. Plans. Guidelines. 

6-2 General Reports , statistics 

6-3 	organizations & Meetings 

6-4 	Technology 

6-5 	Laws. Regulations. Procedures. 

7 	 EDITORIAL SERVICES , PUBLICATIONS 
CONTROL 

Includes control over internal and 
external publications, regulations 
of Joint Commit.tee 011 printing, 
etc. For preparation (other than 
editing), clearance and distribution 
of official and unofficial 
public~tions, SEE: PR 10. 

8 	 PUBLICATIONS PROCUREMENT 

Use only for administrative aspects 
procuring publications from or for 
any source. Subdivide by name of 
requesting agency or source from 
which procured. 
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LEGISLATIVE & LEGAL AFFAIRS 

Instructions 

Use only for papers pertaining to the Agency's legislative program with 
with Congress which are so general in nature that they cannot be filed 
~nd er the more specific subject outlines in this handbook. Also included 
are papers on such subjects as constitutional and comparative law, legal 
opin i ons and interpretations, judicial and claims procedures, etc. 

SEE: 	 POLITICAL AFFAIRS & RELATIONS outline for matters per­
training to U.S. congress unrelated to Agency's functions 
and operations, legislative bodies of foreign governments, 
for domestic law, and international law. 

PROTECTIVE SERVICES outline for judicial and legal services 
provided by consular officers. 

LEG-LEGISLATIVE & LEGAL AFFAIRS 4 CONGRESSIONAL COMMITTEES 

1 LEGI SLATIVE PROGRAM Use only for general papers on 
committee membership, procedures, 

Use only for Agency's overall schedules of appearances before and 
leg i slative program, including bills relations of agency officials with 
i ntroduced on behalf of and those committees. Papers relating to 
affecting agency programs and hearings before committees on 
operations. specific programs should be filed 

subjectively under appropriate . 
1- 1 congressional Summaries subject outlines. 

Use for daily and other summaries of 5 LAW 
congressional action on bills of 
interest to Agency. use only for gene ra l material on 

constitutional law, comparative law, 
2 REPORTS TO CONGRESS etc. For domestic law cf a country, 

international law, Rule of Law, 
Use only for overall reports on etc., SEE POL 5. 
Agency operations. Reports on 
specific programs should be filed 6 MEMBERS OF CONGRESS 
subjectively under appropriate 
subject outlines. Use only for general material on 

attitudes, biographic sketches, 
3 ORGANIZATIONS & CONFERENCES liaison with, etc. For visits, 

SEE: LEG 7. Arrange alphabetically 
subdivide by name of organization by name. 
and name, date, and location of 
conference if volume warrants. 7 VISITS 

Use for trips by individual members 
of congress and congressional 
delegations (CODELS). Arrange 
alphabetically by name. 
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7-1 country Briefing papers. 

For congressional travelers. 

8 CONGRESSIONAL INVESTIGATIONS 

Use only for material relating to 
investigation in general. Papers on 
investigations of specific programs 
should be filed subjectively under 
appropriate outlines. 

9 EXECUTIVE PRIVILEGE 

Use for material relating to 
Agency's pri vilege of withholding 
information from congress. 

10 LEGAL OPINIONS. INTERPRETATIONS. 

Use only for general material which 
cannot be filed subjectively under 
other outlines. 

11 SUBPOENAS 

Use for procedures relating ~o 
handling of subpoenas served on 
Agency. 

12 COPYRIGHTS. CLEARANCES. 

use only for general material which 
cannot be filed subjectively unaer 
other outlines. 

13 CLAIMS. LITIGATION. 

14 

Use only for general material on 
claims by or against U.S. 
Government, claims pcocedures, etc. 
File specific types of clai~s 
subjectively (e.g., for war damage 
claims and other claims against host 
government, SEE: PS 8-4; for tort 
claims; SEE: PER 15-16, ~tc.) 

JUDICIAL ASSISTANCE. PROCEDURF. 

Includes committee on Judicial 
Procedure. 
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ORGANIZATION & MANAGEMENT 

Instructions 

use for ma t e ri a l s on the establishment, organization, reorganization, 
and t e rmi nat i on of Agency offices and overseas posts; the assignment 
of rea l i gnment of functions; changes in status of posts and consular 
dis tr icts ; and poli cy and instructional systems and statemen t s which 
defi ne organ i zat i ona l and functional matters. Also included a re 
general administrative and organizational matters relat ing t o other 
agenci es, i nteragency relationships, coordination, etc., not involving 
specifi c substantive programs which should be filed under the 
appropr i ate subject matters outlines. 

use al so for material which deals with the subject of administration i n 
i ts ent i rety, and for material which covers several administrative 
subj ec ts , i.e., materials which cannot be filed under one of the 
s pec ific administrative subject outlines. 

ORG--ORGANIZATI ON & MANAGEMENT 2 GENERAL REPORTS & STATISTICS 

1 GEN ERAL POLICY PLAN. COORDINATION use only for material Which is so 
broad in content that it cannot be 

Includes material on Agency and post filed under one of the more specific 
organizations and management in subjects elsewhere in this out li ne . 
gene r a l, administrati Je supervision Includes period i c administrati ve 
of const i t uent posts, centralization reports (e . g., weekly, monthly , 
vs. decentralization of etc . ). For Foreign serv i ce 
admini stra tive functions, and inspection reports, SEE: ORG 11; 
coordina t i on between and within for post reports SEE: PER 2-1; for 
age nc i es on administrative matters . security surveys, SEE: SY 2-2. 
Subd i vi de by name of agency if 
vol ume warrants. 2-1 Reporting Requirements 

1-1 Country Team Overall reporting schedules, 
workloads, and related managemen t 

use f o r coordinated efforts of aspects of reporting requirements . 
Age ncy representatives in the field 
to work as a team under chief of 2-2 c r it i ques 
mission. 

3 MEETINGS & CONFERENCES 
1-2 c onsolidated Administration 

3-1 Administrative Officers 
use fo r consolidation of State, AI D, 
USIA, and Peace Corps administrative 3-2 Chiefs of Mission. prinCipal 
personne l to provide integrated Off icers. 
servi ce at specific posts. Includes 
CAMO. For administrative support 3-3 staff 
aspects, SEE: ORG 4. 

3-4 public Affairs Off i cers 
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4 ADMINISTRATIVE SUPPORT 

Use fo r general material on 
administrative support principle or 
policy as it affects organization 
and f unctions of Agency or post. 
For levels of support and 
reimbursement agreements, SEE: BUD 
4; for accounting aspects, SEE: ACC 
outline. 

5 	 DELEGATIONS OF AUTHORITY 

Includes designations. 

6 	 DUTY OFFICERS. ROSTERS. 

Includes holiday list. 

7 	 VISITS 

Use for papers of a substantive 
nature relating to field trips by 
agency personnel on official 
business. For routine travel 
arrangements, use TRV outline. 

8 	 ESTABLISHMENT. FUNCTIONS. 
REORGANIZATION. 

Includes history and background of 
Agency, office or post, statement of 
functions and organizations charts, 
and Agency reorganization plans, 
opening, change in status, and 
closing of posts; determination and 
jurisdiction of consular districts; . 
etc. 

9 	 MANAGEMENT SURVEYS 

Subdivide by organization or 
function being surveyed. If 
deSired, file by subject using 
outlines provided in this handbook. 

10 	 MANAGEMENT PROGRAMS 

Includes all types of management 
programs such as Management 
Improvement, Cost Reduction, 
Information Management, etc. Also 
includes management methods and 
techniques. Subdivide by name of 
program or system, if volume 
warrants. (Except financial 
management for which SEE: FMGT 
outline and for records management,
forms managemerit, reports 
management, and directives 
management, for which SEE: CR 
outline. ) 

10-1 policy. Plans~ coordination. 

10-2 Reports 

10-3 Meetings 

10-4 Agreements. Contracts. 

10-5 Regulations. procedures. 

10-6 Research i Development 

11 	 INSPECTIONS 

Includes Foreign Service inspection 
reports, administrative audits, and 
operational surveys of a general 
nature. For inspections and audits 
of a specific functions (e.g.,
security, financial management,
etc.), see appropriate subject
outlines. 

12 	 CONDUCT OF OFFICE 

Use for issuance on office 
procedures, routine administrative 
matters, transfer of office to 
successor, calendar of events, etc. 
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PERSONNEL 

Instructions 

use f or pape rs on al l aspects of personnel administrative in the Federal 

Gove rnment and in th e Agency, including its or ganiza tional components. 

Also includes pers o nne l security. pape rs relating to individual emp10y cf>S 

s hall be flI e d by name of employee in accordance with regulation s in 3 PAM . 


SEE : 	 EM ERGENCY PL ANNING out li ne for assignment of personne l in 
emergency situations. 

PROTECTI VE SERVICES outline for protection of gove rnmen t 
employees overseas in eme rgency situat ions . 

TR AVE L outline for travel of employees and dependents. 

SHIPPING & WAREHOUSING outline for shipment of effects, 
and other items. 

PER--PERSONNEL 3 ORGANIZATIONS & CONFERENCES 

I GEN ERAL POLICY. PLANS. COORDINATION. Use only for papers whic h cannot be 

Use only 
be filed 

for material 
under one of 

which cannot 
the more 

filed under 
subjects in 

one of the more 
t his outline. 

specific 

specific subjects in this outline. 4 STAFFING. COMPLEMENT. 

2 GENE RAL REPORTS & STATISTICS Use for proposed and/or aut horized 

use only f o r papers which canno t be 
flied under one of the more specific 
subjects in this outline. Include s 

personnel strengt h of organizational 
element. SEE :BUD 16 for budgetary 
aspect of position cei lings and 
authorizations. 

employee career records (ERC) and 
manpower utilization skills and 4-1 Reduction-in-Force 
reports ( MUST). 

Includes procedures for 
2-1 Post Reports establishing, maintaining and 

Use only for preparation and 
applying retention registers . 

submission of report by post. 5 LAWS & REGULATIONS 
Re ference set should be maintained 
seFa rat ely. I ncludes Fore i gn Service Act of 1946 

and amendments, Federal Personnel 
2-2 Bi ographic Register & Sketches Manual and OP M directives of a 

2- 3 Foreign service List 
general nature. 
and/or t i tle of 

subdivide by 
act if volume 

source 

warrants . 
2-4 Key personnel Directory 
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6 AWARDS & COMMENDATIONS 

Fo r agency employees, inc l ud ing 
em ployee suggestion program, 
i ncentive awards program except 
safe--driving awards, for which SEE: 
VEH 13. For awards to prominent 
persons other than Agency employees 
and military personnel, SEE: POL 
6-3; for awards to military 
personnel, SEE: DEF 6-6. 

6-1 Awards Committees 

subdivide by name if volume warrants. 

6-2 Cash Awards 

Subdivide by type if volume warrants. 

6-3 Commendations. 

6-4 Honor Awards. 

Subdivide by type if volume warrants. 

6-5 Non-Federal Awards & Decorations 

7 APPEALS 

Use for 
system. 
appeal, 
subject 

general material on appeals 
For specific types of 

see under appropriate 
in outline. 

8 ATTENDANCE & LEAVE 

Includes annual, sick, home, 
military, and court leave, leave 
without pay, absence for jury duty, 
hours of work, etc. subdivide by 
type of leave if volume warrants. 

9 TRAINING & DEVELOPMENT 

Subdivide by type if volume warrants. 

9-1 General Policy. Plans 

9-2 General Reports & Statistics 

9-3 Organizations & Conferences 

9-4 Agreements. Contracts. 

9-5 Laws. Reg ulat lons. Proced ur es . 

9-6 Sponsor s . 

9-7 Visits. Trips. 

9-8 Schedules & Rost e rs 

9-9 Requests. Applications. Re gi s trati on. 

9-10 Teaching Mat e rials . 

9-11 Examination and Test i ng 

9-12 Graduation Exercises. 
Certificates. Diplomas. 

9-13 consultations. Briefing. 

rncludes debriefing returned 
employees. 

10 PERFORMANCE EVALUATION 

10-1 performance Rating Committees. 
Evaluation panels. 

For selection Boards and Promotior 
Panel, SEE: PER 13-6. 

10-2 Ratings. Appraisals. 

Includes appeals. 

11 COMPENSATION 

Use for determination of salary and 
wage scales and allowances. 
Subdivide by type of payor 
allowance if volume warrants. 

11-1 cost of Living & Quarters 
Allowances. 

Includes temporary lodging 
allowance. For retail price 
schedules, SEE: PER 11-9 . 

11-2 Deductions 

11-3 Education Allowances 

For educational travel of 
dependents, SEE : TRV outline . 
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11-4 Final salary clearance 

upo n separation of employee. 

11-5 Wage Rates & Schedules 

I ncludes surveys to determine 
appropriate wage r a tes and schedules 
for local employee s , and wage board 
determinations . 

11-6 premium pay 

Subdivide as overtime, night, or 
holiday pay. 

11-7 Post Differential Allowance 

11- 8 Representation Allowances 

11-9 Retail Price Schedules 

11-10 separation Allowances 

11-11 Transfer Pay 

11-1 2 Increases 

subdivide by type such as 
within-grade, periodic, quality, 
etc. For increases or decreases in 
specific types of pay, allowances, 
etc., SEE: PER 11-1 thru 11-8, 
11-10, 11-11. 

12 CONDUCT & DISCIPLINE 

Includes regulations and procedures 
governing conflict of interest 
insubordination, prohibited 
political activity, intoxication, 
sale or barter of personal property 
abroad, local currency transactions 
of employees, acceptance of gifts, 
tech. Case file disciplinary 
actions on individual employees in 
personnel folders. 

13 EMPLOYMENT 

Case file personnel actions on 
individual employees by name in 
personnel folders. Por 
reduction-in-force, SEE PER 4-1. 

13-1 	 Application for Employment. 

Case file individual applications by 
name if volume warrants. 

13-2 	 Appointment 

Includes initial appointment, oath 
of office, reinstatement, 
reemployment after break in s er vice, 
lateral entry from Civil Service to 
Foreign Service, e t c. Subdivide by 
type of appointment (e.g., 
competitive service, excepted 
service, FS, etc.) if volume 
warrants. 

13-3 	 ASSignment. Detail. 

Includes assignment system 
procedures and actions, trans fer to 
new assignment in field or in 
Washington after home leave, length
of tours of duty at post, 
reimbursable details, etc. 

13-4 	 Examinations. Tests. 

use for Board of Examiners for the 
Foreign Service. OPM, language and 
other qualifying tests, etc. 
subdivide by type if volume wa r rants. 

13-5 	 Equal Employment Opportunity 

13-6 	 Promotion. Demotion. 
Selection Out. 

Includes 	selection Boards, promotion 
Panels etc. 

13-7 	 Recruitment 

13-8 	 Retirement 

Includes OPM, Foreign Service and 
Social Security retirement systems, 
benefits, etc. 

13-9 	 Termination 

Use for reSignation, separation for 
cause, and termination of services 
through death. 
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13-10 Transfer out 

To oth e r agencies or international 
organizations. For transfer to new 
assignment in field or in Washington 
with same agency, SEE: PER 13-3. 

14 HEALTH & MEDICAL CARE 

14-1 policy. plans. 

use only for papers which cannot be 
filed under more specific subjects 
listed under PER 14. 

14-2 Reports & Statistics 

14-3 organizations & conferences 

Includes services provided to or by 
other Federal agencies. Por 
specific medical facilities, SEE: 
PER 14-6. 

14-4 Medical Examinations 

Includes medical clearances, 
waivers, fitness for duty. 

14-5 Laws & Regulations 

14-6 Facilities 

Includes regional medical centers, 
hospitals, clinics, health rooms, 
laboratories, physical fitness 
rooms, etc. 

14-7 Insurance 

Includes Federal Employees Health 
Benefits program. Por employee life 
insurance, SEE: PER 15-7. 

14-8 Diseases & Conditions 

Includes treatment, control, 
prevention, diagnosis, eradication. 
Subdivide by type if volume warrants. 

14-9 Immunizations. Inoculations. 

14-10 Medical Supplies 

14-11 Evacuation 

For medical reasons, or for rest a nd 
recuperation. Fo r travel aspects, 
SEE: TRV outline . 

14-12 safety Accidents. 

Includes safety programs and claims 
under Federal Employee's 
Compensation Act. For building 
safety program, SEE: BG 13. 

15 EMPLOYEE RELATIONS & SERVICES 

Includes benefits derived by 
employees. 

15-1 Campaigns. Drives. 

Such as CFC and health fundraising 
drives, blood donor campaigns, etc. 
Subdivide by type if volume warrants. 

15-2 Commissary Services 

Includes management and stocking of 
commissaries, post exchange (PX) 
privileges, etc. For restaurant, 
cafeteria, and snack bar facilitie . 
in government buildings, SEE: BG 
12. 

15-3 Employee Unions 

15-4 Employee Vehicles 

Other than shipment, for which SEE: 
SHW outline. Includes assistance in 
obtaining drivers' licenses, regula­
tions relating to sale, etc. 

15-5 credit Union 

15-6 Employee Welfare Fund 

15-7 Life Insurance 

15-8 Grievances 

Other than appeals. 
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lS-9 Dependent Education 16 SECURITY 

Fo r as sistance to community schools Use for general material on security 
abroad for education of dependents investigations of employees, 
of employees , SEE: EDU 9-5; for fingerprinting, ID cards, etc. 
edu ca tional all owances, SEE: PER Case file investigations on 
11-3 ; for educational travel of individual employees by name. For 
dependents , SEE: TRV outline. name check procedures, SEE: SY 10; 

for security survey reports, SEE: 
lS-10 House Organs 2-2 . 

published by or for employees. 16-1 Penetration 

lS- 11 I ncome Tax Use for attempts to compromise 
agency personnel, including locals, 

Fo r assistance to employees in by any means to obtain secu rit y 
p r epari ng t ax torms. information. 

15-12 Hous i rg services 16-2 clearances 

Includes assignment of staff housing subdivide by type, such as "Q", e tc. 
and assistance in locating other 
hou s ing . 17 DIPLOMATIC TITLE & RANK 

lS-13 Locator Services 18 POSITION DESCRIPTIONS . CLASSIFICATION 

Includes home leave and next-of-kin Includes job standards. 
addres ses. 

19 PERSONAL STATUS 
lS-14 political Activities 

Of employees, such as marriage, 
use ' for information provided divorce, or other name change , 
employees on voting rights and dependency status, etc. Excluaes 
authorized political activities. security investigation and clearance 
For illegal activities, SEE: PER 12. of intended spouse, for which SEE: 

PER 16. 
IS-I S Recreation 

20 EMPLOYEE MORALE 
Includes social activities, clubs, 
hobbies, FAR~, and other recreation other than that affected by 
and welfare association activities. disciplinary actions and specific 

employee grievances, fo~ which SEE: 
15-16 Tort Claims PER 12 and PER 15-8, respectively. 

Use for administrative settlement of 21 MILITARY SERVICE STATUS 

such claims resulting from 

negligence, wrongful acts, or For military leave, SEE: PER 8. 

omi ssions on the part of employees. 


1 5-17 credit. Bills. 

Includes credit inquiries and bill 

collecting. 
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PR­

1 

2 

3 

4 

5 

6 

PUBLIC RELATIONS 

I ns t r uc t i ons 

Us e f o r pape r s on agency relat i ons with t he gene r a l pub l IC , incl uding 
i ndiv id ua l c itize ns and priva te groups. Incl uded are ro utine requests 
fo r i nf o r ma t ion , p raise or cr i ticism of pol i ci es and programs, and 
efforts to keep the public informed through various mass communication s 
med ia. 

SEE: 	 INFORMAT ION outline f or USI A program in general, includ ing 
public information activitie~ conducted for other Federal 
a ge ncies overseas. Also includes informat i on a ctivities 
within a country and its use of informat i on media to 
inf luence the opinions, attitudes, behavior, etc . , of 
enemy, neutral or friendl y peoples on a mass sca le . 

CULTURE, MOTION PICTURES, PRESS & PU BLI CATI ONS, RADI O a nd 
TELEVISION outlines for efforts t o promote in t erest i n and 
understanding of American culture ; policies and objectives 
through specific media programs and services conducted by 
USIA overseas. 

- PU BLI C RE LAT I ONS 6- 1 Speak e r ser vi c es 

GEN ERAL POLICY. 
COORD INATION. 

GUIDELINES. 6-2 Communi ty Relat i ons 

Us e onl y f or material which cannot 
be f i led under more specific 
s ubjects in t h is outline. 

GENERAL REPORTS & STATISTICS 

Use on l y for mat~rial which c annot 
be fi l ed under more specific 
s ub ject s i n this outline . 

6-3 

7 

8 

Meetings & Conferences. 

APPOINTMENTS. INTERVIEWS. 

Wit h private indivi duals . Inclu des 
le t te r s of int r oducti on. Arrange 
alphabet ical ly by name of Visitor . 
For press interviews, SEE: PR 11-3. 

RADIO & TV RELATIONS 

(Reserved 

(Reserved 

for 

for 

future 

future 

use) 

use) 

Includes clearances. subdivide 
name of network and program if 
volume warrants. 

by 

INVI TATIONS 9 AUDW-VISUALS 

Ot her t han to speak before 
no ngove rnmental groups, for whic h 
SE E: PR 6 . 

NONGOVERNMENTAL LIAISON 

Subdivide by type of public or 
private group and/or name of 
organization if volume warrants. 

9-1 

9-2 

Films. Filmstrips. Sl i des. 
Record i ngs. 

Exhibits & Displays. 

Such as lobby and wi ndow 
for public information. 
produced or sponsored by 
Binational Cen t ers, SEE: 
outline. 

displays 
For those 
US I A and 

EXH. 
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9- 3 Phot ographs 

Except reques ts f or, for wh i ch SEE: 
PR 13. 

10 PUBLICATIONS 

p r epared for pu blic consumpt i on. 
I ncludes prepa ration (other than 
editorial services), clearance and 
distribution. subdivide by title of 
publication, such as -HOW Foreign 
policy is Made,· -Department of 
State Bulletin,- - Foreign policy 
Briefs,· etc. For requests for 
publications, SEE: PR 13; for 
editorial services ana publications 
control, SEE: FSV 7. 

11 PRESS RELATIONS 

subdivide by name of newspaper, 
magazine or press service if volume 
warrants. 

11-1 Accreditation 

subdivide by name of correspondent 
if volume warrants. 

11-2 Press Releases 

Subdivide by source and arrange 
chronologically or numerically if 
volump. warrants. 

11-3 Press conferences. Interviews. 

Includes guidances prepared for use 
at conferences or in interviews. ' 
Subdivide by type (e.g., 
presidential, secretary's, etc.) or 
name of persun if volume warrants. 

11-4 Special Events coverage 

I ncludes arrangements for coverage. 
Subdi vi de by name of event if volume 
warrants. 

12 SPEECH ES 

Incl ude s material for use in 
speeches, cl ea rances and copies of 
speeches, arrangements for speeches, 
and requests from governmental 
sources for speeches. Subdivide by 
name of speaker and arrange by 
date. An extra copy may be filed 
subjectively if desired. 

12-1 Speech clearance 

13 PUBLIC OPINION & INQUIRIES 

Includes requests for information, 
publications, photos, etc; 
criticisms, complaints, and 
commendations; anonymous, crank and 
begging letters; polls and surveys, 
etc. Arrange by name of individual 
or organization if volume warrants. 

13-1 Petitions & Resolutions 

13-2 Polls & Surveys 

14 TOURS 

Agency tours for the general put 
including VOA Lectures. 
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PROCUREMENT & CONTRACTING 

I ns tructions 

Us e f o r paper s on (A) policy and procedures about the procurement of 
prope rty, s upplies, equipment, a nd services , and ( B) actual contract 
documen ts, when reference services require that such documents be 
mai nt ai ned together as a master contract file. 

In offi ces where operating needs make it desirable that a copy of 
co nt ra c t documents be made a part of the file on the property or 
servi ce procured (e.g., a specific buildi ng, ta l en t ve ndor , IMG 
p r ogram), this should be done under the appropriate s ubject outl i ne . 

SEE: 	 EQUIPMENT, SUPPLIES & SERVICES out line for uti l iza ti on, 
maintenance, dispos i tion, etc •• , of agency equ i pment and 
s upplies. 

Contract file s . certificates of award, negotiations, contract, amendments , 
bidder s ma ili ng list, and other contracting transactions wh ich relate t o a 
s pe ~ ifi c con t ract may be filed and main t ained as a uni t (case filed) by the 
name of t he cont r actor, number of the contract, name of a post , or other 
met hod as appropr i ate to the office involved. The fi l e f olde r l abel(s) fo r 
s uch file s s how t he name, number, or other ident ification fo l lowing the 
pr i mary subj ect file symbol PRC. 

PRC--PROCUREMENT & CONTRACTING 3 ORGAN I ZATI ONS & CONFERENCES 

1 GEN ERAL POLICY. PLANS. GUIDELINES. Use fo r material too general in 
nature to be filed under mor e 

Use for mater i al too general in 
natur e to be filed under more 
specific subjects in this outline . 

spec i f i c subjects in this outline . 
subdiv ide by name of o rg an i za t i on, 
and name , da te , and locat i on of 
confere nce, if volume wa r ran ts. 

1- 1 Author izations 
4 CONTRACTS & AGREEM ENTS 

I nc l udes de l egations and 
r ede legations of authority. s ubdivide by t ype, s uch as license 

agreements, r i ghts agreements, loan 
1 - 2 

2 

Appr ova l s & Clearances 

GENERAL REPORTS & STATISTICS 

agreements, open-end, rental, le~se, 
other agency, etc. DO not use for 
contract case files . 

Use fo r mater i al too general in 
na ture to be filed under more 

4-1 Clauses. Forma ts. Fo rms. 

s pec i f ic subjects in this outl i ne. 
Includes repo rt s to other agenci es. 

2-1 Stat us Reports 
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5 	 LAWS . REGULATIONS. PROCEDURES. 

Use f o r ma terials too general in 
nat ure to be filed under a more 
specifi c s ubj ect in this outline. 
Subdiv.ide br a gency or public law 
ti tle if volume warrants. Includes 
Federal procurement regulations, 
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, performance 
bonds, deposits, sureties list, etc. 

PRC--PROCUREMENT & CONTRACTING 

9 PURCHASE ORDERS 

10 JOB ORDERS 

11 REQUISITIONS 

12 TERMINATION 

Includes default s . 

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 	 FINDING & DETERMINATIONS 

17-1 Standardization 

18 	 INSPECTION ~ ACCEPTANCE 

19 	 GOVERNMENT FURNISHED EQUIPMENT 

20 	 CONTRACT REVIEWS & AUDITS 

20-1 Agency 

20-2 General Accounting Office 
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SH IP PING & WAREHOUSING 

Instructions 

Use for papers pert ain ing to the shipping and st o rage of equipment, 
supp ies, progr a MS materials and personnel household effects. 

S hippin~ Tra nsac ti ons. Shi pping notices, receipts, packi ng orders, 
et c. whIch relate t o a spec ific shipment may be filed and maintained 
as a unit ( case filed) by the name of a post, type of materi al shipped, 
number of shipmen t , or other method as appropriate to the forwarding 
office involved. The file folder label(s) for such files should show 
the post, number or other identification following the primary subject 
fi le symbol SHW. 

SHW--SHIPPING & WAREHOUSING 6-2 Routes & Schedules 

I GEN ERAL POLICY. PLANS. COORDINATION Subdivide by type and/or name of 
carrier. 

Use for material too general in 
nat ure to be filed under more 7 INSTRUCTIONS & PROCEDURES 
spec ific subjects in this outl ine. 
Inc ludes inter-agency re lations and 7-1 Shipping Instructions & Procedur es 
coo rdination. 

Includes methods of shipment , such 
2 GE NERAL REPORTS & STATISTICS as residence-to-residence, etc. 

Use fo r material too general in na- 8 INSURANCE 

ture to be filed unde r more specific 

sub jects in this outline. subd ivide subdivide by type or name of company . 

by report title if volume wa rrants. 


9 DRAYAGE 
3 CONFERENC ES 

Subdivide by name of carrier. 
4 DESPATCH AGENCIES (U.S.) 

10 SHIPPING NOTICE TO FIELD 
subdivide by location if vol ume 
warran ts. 11 PACKING. LABELING. MARKING. 

5 LAWS & REGULATIONS Includes methods , rates and 
instructions. 

Include local laws and regula tions. 
11-1 packing Lists. 

6 CARRIERS 
12 LOADING & UNLOADING 

Subdivide by type, air, truck and by 
carr i er name thereunder, if volume Includes pier charges, demurrage, 
war rants. etc. 

6-1 Rates & Charges 13 RECEIPTS & INVOICES 

subdivide by type and/or name of Subdi vide by type o f carrier or 
car rier. vendor. 
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14 BILLS OF LADI NG 

Inc ludes airway , ocean frei g ht and 
Govern ment Bills o f Lad ing. Use f or 
gener al material o nly, not 
individual bills of l a dIng . 

15 SHI PPING ORDERS 

Subd ivide by post, area or number . 

16 LOSSES, DAMAGES & SHORTAGES 

16-1 Claims 

16-2 Tracing 

17 CUSTOMS 

Includes export - import declarations. 

17-1 Custom Duties & Fees 

1 8 DELAYS 

18-1 Labor Ma t t ers 

Thei r effect o n Go ve rnment shipping. 

19 PORTS OF EN TRY 

Includes port charges. Subdivide by 
location if volume warrants. 

20 	 FREIGHT FORWARDERS 

subdivide by na me and thereunder by 
fiscal yea r if vo lume warrants. 

20-1 General Policy 

20-2 Reports & Statistics 

20-3 Complaints 

20-4 contracts 
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SECURITY 

Instructions 

Use only for papers of a general nature on the development, coordinativn 
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 
physical and technical security. 

COMMUNICATIONS & RECORDS outline for procedural security 
(e.g., handling, control, and downgrading of classified 
records and information), cryptographic security, etc. 

EMERGENCY PLANNING outline for security aspects of 
emergency an evacuation (E & E), emergency relocation, 
and vital records programs. 

PASSPORTS & CITIZENSHIP outline for passport security. 

PERSONNEL outline for personnel security. 

SY--SECURITY 3 ORGANIZATIONS & CONFERENCES 

1 GENERAL POLICY. PLANS. COORDINATION. Includes securi~y requiremente of 
international organizations, such .a 

Includes coordination of program 
with other agencies. 

NATO, SEATO, UN, etc. subdivide by 
name if volume warrants. Por 
Attorney General's list of 

1-1 SY Instructions organizations, SEE: SY 14-4, for 
lists of local organizations, 

1-2 RSS Instructions SEE: SY 14-5 

1-3 post Instructions 4 AGREEMENTS 

2 GENERAL REPORTS & STATISTICS 5 LAWS & REGULATIONS 

2-1 Monthly Status Reports Use for material which 
filed under one of the 

cannot be 
more specific 

2-2 security survey Reports subjects in this outline. Subdivide 
by source if volume warrants. For 

Arrange by name of post and investigative procedures, SEE: SY 14. 
thereunder 
warrants. 

by facility if volume 
6 SECURITY OFFICERS 

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

6-1 Regional 
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6-2 Post 

6- 3 Unit 

7 VISITS 

use for general material on visits 
of security officials and other 
individuals relating to security 
matters. For reports on security 
surveys, SEE: SY 2-2. 

8 VIOLATIONS 

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

9 (Reserved for future use) 

10 NAME CHECKS 

Use for general materials including 
regulations dnd procedures governing 
checks on name of individuals for 
security purposes and statistical 
reports thereon. 

11 CRANKS 

Use for material not warranting 
individual case filing. For crank 
letters not requiring investigation, 
SEE :PR 13. 

12 THEFTS 

Use for material not warranting 
individual case filing. 

13 RIOTS & DEMONSTRATIONS 

Use only for role of security 
officers. SEE: POL 23-8 for 
political aspects. 

14 INVESTIGATIVE PROCEDURES 

Use only for material of a general 
procedural nature that ~annot be 
filed under specific security 
programs (e.g., personnel security, 
for which SEE; PER 16; passport 
security, for which SEE: PPT 10 etc) 

14-1 Local Procedures 

14-2 Sources of Information 

14-3 General certification Standards 

14-4 Attorney General's List 

14-5 List of Local organizations 

15 INDUSTRIAL SECURITY 

Use for program to obtain security 
clearances of industrial, 
educational and other facilities anc 
personnel. In some cases these 
facilities and services are 
contractual in nature; in others 
educational institutions have been 
granted custody of Agency classified 
records for research purposes. 
Includes the procedures for the 
release and use of classified 
information by these facilities. 
Case file papers on individual 
companies or institutions by name. 
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TRAVEL 

Instructions 

Use for paper s pertaining to policies, regulations, and procedures 
regarding the travel of personnel on official business and the travel 
of their dependen t s. 

SEE: 	 SH I PPING AND WAREHOUSING outline for the s hipping of 
supplies and equipment , household effects, and other 
items including government owned vehicles. 

VEHICLES outline for acquisition, maintenance, use, 
etc., of government-owned vehicles. 

LEGI SLATIVE • LEGAL AFFAIRS outline for trips by 
Members of Congress (CODELS). 

Use also for papers on the travel of specific individual s and groups. 
This includes not only employees and their dependents, but also the 
visits, tours, and trips of other individuals and group in public or 
private life, except Members of Congress, where the main emphasis 
is on travel arrangements. File alphabetically by name under the 
p rimary subject TRAVEL. However, in office where the purpose of a 
visit or mission is of most significance, papers about visits and 
missions should be filed under the appropriate subject outline 
(e.g., POLITICAL AFFAIRS. RELATIONS, TRADE PROMOTION. ASSISTANCE, 
DEFENSE AFFAIRS, etc.). 

TRV-TRAVEL 	 6 CARRIERS 

1 GENERAL POLICY. PLANS. COORDINATION Subdivide by type and/or name if 
volume warrants. 

Use only for material too general to 
be fil ed under more specific subject 6-1 Rates. Fares. 
in outline. Includes inter-agency 
rel ations and coordination. Use for general information only. 

For freight rates and t ariffs on 
2 GEN ERAL REPORTS & STATISTICS household and personal effects, 

SEE: SHW outline. 
Us e only for material too general to 
be filed under more specific subject 6-2 Routes • Schedules 
in outline. Includes statistical 
reports, DA weekly STRIPES, etc. 6-3 Use of American and Foreign carriers 

3 CONF ERENCES use for general policy and 
regulations. 

4 (Reserved for Future use) 
7 TRAVELER INSURANCE 

5 LAWS. REGULATIONS 

Includes local laws, regulations, 

and procedural handbooks. 
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8 TRAVEL AL LOWANC ES 

Includes per diem and mileag e rates, 
travel advances, etc. 

9 TRAVEL AUTHORIZATIONS 

I ncl udes requests for. Use only for 
general material of a regulatory or 
procedural nature. Those for 
specific travelers should be filed 
in their travel folders. 

10 TRAVEL PRIORITIES 

11 TRAVEL VOUCHERS 

Use for procedures re preparation 
and submission. For accounting 
aspect, SEE: ACe 17 and 20. 

12 LOCAL TRANSPORTATION 

Includes use of taxis, tokens, etc. 
For motor pool, SEE: VEH 12. 

12-1 Use of Private Vehicle 

13 PASSPORT. IMMUNIZATIONS. 

Required by Official 
Includes visas. 

travelers. 

14 (Reserved for future use) 

15 ASSISTANCE TO TRAVELERS 

Use for general materia l only. 
papers relating to specific 
individuals under TRV by name. 

File 

15-1 Acknowledgements. Commendations. 

15-2 customs, Health & Immigration 

15-3 Government Transportation 
Requests 

15-4 Itineraries & Reservations 

15-5 Limousine Service 

15-6 Meetings Travelers 
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VEHICLES 

Instructions 

Use for papers on the acquisition, use, maintenance, inven tory, and 
disposition of Government-owned automobiles, trucks, aircraft, boats, 
and other veh icles. Case 
established as required. 

files on individual vehicles may be 

VEH--VEHICLES 11 ASSIGNMENT & USE 

1 GENERAL POLICY For motor pool, SEE: VEH 12. 

2 GENERAL REPORTS & STATISTICS 11-1 Credit cards 

3 ACCIDENTS 11-2 Inspection 

4 

5 

6 

For cl aims of injured employee, SEE: 
PER 14-12. 

LOSS & THEFT 

LAWS & REGULATIONS 

ACQUISITION. REPLACEMENT. 

Includes purchase, titles rental, 
etc. 

11-3 Dispatching & Scheduling 

11-4 Drivers ' Licenses 

11-5 License Plates 

11-6 Operator's Permits 

12 MOTOR POOL. CHAUFFEURS. 

13 SAFE DRIVING AWARDS 

7 INSURANCE 14 (Reserved for future use) • 

8 (Reserved for future use) 15 DISPOSITION 

9 MARKING & IDENTIFICATION Includes sale, transfer, etc. 

10 MAINTENANCE & REPAIR 

Includes parts (e.g., tires, tubes, 
etc.) and monthly gasoline usage. 

TL-514D (6-12-86) 




Part III 


MANU AL OF OPERATIONS & ADMINISTRATION ACC (p. 


RECORDS CLASSIFICATION HANDBOOK 


ACCOUNTING & DISBURSING 

Instructions 

Use for papers relating to accounting systems in general, 
procedures and operations involved in accounting for agency 
funds and special programs, accountability for funds, 
pay{ng and collecting transac ti ons and reports, and re lated 
subject matter. 

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

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

ACC-ACCOUNTING & DISBURSING 	 6 FUND ACCOUNTING 

1 GENERAL POLICY. PLANS. PRINCIPLES. Subdivide by type of funds (e.g., 
appropriations, revolving, trust, 

Use only f or material of a general foreign currency, tech.), if volume 
nature which cannot be filed under warrants. 
one of the specific subjects in this 
outline. Includes projects to study 7 ALLOTMENT ACCOUNTING 
and determine feasibility of modern 
accounting systems. Includes allotments, obligat i ons, -
 unliquidated obliga tions, 


2 GENERAL REPORTS & STATISTICS l iquidations, refunds, etc. 

Subdivide by type if volume warrants. 

use only for reports of a general 
nature which cannot be filed under 8 EXPENSE ACCOUNTING 
one of the specific subjects in this 
outline. Subdivide by type of expense (e.g., 

allowances, communications, medical, 
3 TRANSACTIONS (OTHER AGENCY) printing and reproduction, travel, 

etc.) if vol ume warrants. 
I nc l udes purchase requests, 
procureme nt, payment, and transfer 9 PERSONAL PROPERTY ACCOUNTING 
documents. 

Includes motor vehicles, expendable 
4 GENERAL LEDGER and nonexpendable equipment. 

Subdivide by type if volume warrants. 
Includes journal vouchers, bal ance 
sheets and financial statements. 10 REAL PROPERTY ACCOUNTING 

LAWS & REGULATIONS 	 Includes l and, buildings and 
-bui lt-in- equipment. Subd ivide by 

Includes agency and other agency type if volume warrants. 
directives and pr ocedural handbooks, 
comptro l ler Genera l decisi ons, etc. 
Subdivide by agency if volume 
warrants . 

5 
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11 	 ACCOUNTS RECEIVABLE 

Includes debtor accounts; 
uncollected reimbursements, refunds 
and miscellaneous receipts; and 
recoverable advances. Subdivide by 
type if volume warrants. 

12 	 ACCOUNTS PAYABLE 

Includes creditor accounts, 
withholding tax, employee insurance, 
retirement, etc. subdivide by type 
if volume warrants. 

13 	 ADVANCES 

Except travel, for which SEE: ACC 
23-13. Includes progress payments 
and contracts advances. 

14 	 OTHER AGENCY ACCOUNTING 

Subdivide by agency. 

15 	 SALES ACCOUNTING (INCOME) 

Includes services, properties, 
rentals, earned reimbursements, 
miscellaneous receipts, etc. 
Subdivide by type if volume warrants. 

16 	 PAYROLL 

Includes domestic and overseas 
payroll; salaries for Civil service 
and Foreign Service employees; 
deductions, contributions, etc. 
subdivide by type if volume warrants. 

17 	 TRAVEL 

Includes fare, per diem, 
transportation, etc. 

18 	 COMMERCIAL VOUCHERING 

Includes processing of voucher 
claims for payment of 
transportation, communications, 
utilities, rentals, printing and 
binding expenses, etc. subdivide by 
type if volume warrants. For actual 
payments, SEE: ACC 23. 
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19 NON-OPERATING EXP ENSE 

Includes depleti on, loss, taxes , 
duties, clai ms , grants, etc . 
Subdivide by t ype i f volume warrants. 

20 VOUCHER EXAMINATION 

Use for examinat ion of travel a nd 
commercial vouchers by accounting 
staff. 

20-1 Suspensions & Disallowances 

21 	 CLAIMS & EXCEPTIONS 

22 	 ACCOUNTABILITY 

Includes accountability f or cash, 
checks, check stock, savings bonds, 
foreign currency and other 
negotiables. subdivide by type if 
volume warrants. 

23 	 PAYING AND COLLECTING TRANSACTIONS 

23-1 Overages & Shortages 

23-2 Reports & statements 

Use only for those that cannot be 
filed under one or more specific 
subject breakdowns. subdivide by 
type (e.g., foreign currency 
reports, deposit and trust fund 
record, etc.) if volume warrants. 

23-3 Receipts 

23-4 Disbursements 

23-5 Savings Bond Issuance & 
Redemption 

23-6 Accommodation Exchange 

23-7 Bank Accounts 

23-8 cash payments 

Includes petty cash, imprest fund, 
and payments in foreign currency. 

-
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23-9 check Operations-
Includes Treasury Checks and 
depositary checks in local banks. 

23-10 Noti ces of Exception 

23-11 GAO Cl aims 

23- 1 2 Cash Verifications 

23-13 cash Advances 

Includes travel advances. 

-

23-14 

23-15 

23-16 

23-17 

23-18 

23-19 

23-20 

Tax Levies 

Travelers Checks 

Sale of postage stamps 

Interested party Message 
Transactions 

Passport & Visa Fee Accounting 

Medical Deposits for Dependents 

consolidated payment-stateside 
Storage 
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BUILDINGS & GROUNDS 


Instructions 

Use for materials on the acquisition, construction, management, 
use and disposition of government-owned or government-leased 
buildings, residences and other structures and upkeep of grounds. 

SEE: 	 RADIO ENGINEERING & CONSTRUCTION outline for land 
acquisition, site preparation, engineering and 
construction of buildings and facilities for 
relay stations and other radio installations. 

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

EQUIPMENT, SUPPLIES & SERVICES outline for 
maintenance, use and disposition of furniture 
and furnishings household and office equipment, 
supplies, etc. 

BG-BUILDINGS & GROUNDS 

1 GENERAL POLICY. PLANS. 
6 ACQUISITION 

2 

use for material too general in 
nature to be filed under more 
specific subjects in outline. 

GENERAL REPORTS & STATISTICS 

Use for material too general in 
nature t o be filed under more 
specific subjects in outline. 
Includes reports to GSA. 6-1 

use for materials on the acquisition 
or proposed acquis ition of sites, 
buildings, and other structures in 
the U.S. and abroad. Includes title 
deeds, easements and rights of way, 
permits, licenses, etc. Subdivide 
by type of property (e.g., office, 
residential, storage and utility, 
etc.) if volume warrants. 

purchase 

3 CLAIMS Includes condemnation. 

4 CONTRACTS 

Includes claims by lessees. For 
property damage claims, SEE:BG 20. 

6-2 Lease 

Subdivide by short-term and 
long-term if volume warrants. 

5 

Use when office needs can best be 
met by keeping al l contracts 
together in lieu of filing under 
more specific subject in this 
outline. 

LAWS & REGULATIONS 

6-3 

7 

Site Surveys. Data. 

DESIGN. CONSTRUCTION. ALTERATION. 

Includes architectura l plans, 
engineering, landscaping, etc. For 
interior decoration. SEE: BG 8. 

Use for material t oo general in 
nature to be filed under more 
specific subjects in outline. 
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8 FURNISHINGS 

use for design and selection. For 
pr ocurement, SEE: PRC outline. 

I NSPECTION9 

Of buildings already constructed. 

For inspection of buildings under 

const ruction, SEE: BG 7; for 

security survey reports, SEE: SY 2-2. 


10 MAINTENANCE & OPERATIONS 

Of government-owned buildings and 
the fi xtures and furniture therein, 
and upkeep of ground. Includes 
cost est i mates and work orders. For 
guard service, SEE: BG 17 and 18. 

10-1 utilities & Services 

Subdivide by type (e.g., air 
condit ioning, elevators, janitorial 
service, etc.) if volume warrants. 

11 SPACE ASSIGNMENT & USE MOVES 

Subdivide by type (e.g., office, 
parking, storage, etc.) if volume 
warrants. For assignment of staff 
housing, SEE: PER 15-12. 

12 SPECIAL FACILITIES & CONCESSIONS 

such as eating facilities, 
commissaries, ramps, snackbars, 
e tc. Includes dining room passes. 
subdivide by type of facility if 
volume warrants. For commissary 
services, SEE: PER 15-2. 

13 SAFETY PROGRAM 

Use for protection of buildings and 
grounds and their occupants from 
damage or injury. Includes fire 
drills, civilian defense measures, 
such as des i gnation of shelter area, 
etc. For physical security, SEE: BG 
16; for employee accidents, SEE: PER 
14-12; for property damage or loss 
inflicted by natural causes, mob 
violence, etc., SEE: BG 20. 
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14 TAXATION 

15 DISPOSITI ON 

Includes dispositi on of bu ildings 
and grounds, furnishings, f ixtures, 
etc. 

15-1 Abandonment 

15-2 Demolition. Dismantling. 

15-3 Sale 

15-4 Transfer 

16 FACILITIES & EQUIPMENT SECUR I TY 

Includes buildings , r ooms, areas, 
vaults and other storage facilities, 
penetration, etc. Subdiv ide by type 
if volume warrants. For security 
survey reports, SEE:SY 2-2. 

16-1 Alarm Systems 

16-2 Electronic Equipment & Counter 
Measures 

16-3 File Equipment 

Includes safes. 

16-4 Firearms & Ammunition 

16-5 Incinerators 

16-6 Keys & Locks 

16-7 Photographic Equipment 

16-8 Restricted Areas 

16-9 Sabotage 

16-10 Technical penetration 

16-11 Vaults. storage Facilities. 

16-12 Entry & Departure 

Includes building passes, 
issuance of keys, registers, 
etc. 

-
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17 BUILDING GUAR DS . WATC HMEN. lS-l HandbooK & Orders 

I S 

Ot her tha n Ma rines, f or which 
BG lS . 

MARINE GUARDS 

Othe r than per sonnel matters, 
wh ich use PER o utli ne. 

SEE: 

f or 

lS-2 MARINE Ins pec ti on Repo rt 

lS-3 Gu a rd sur ve y 

1 9 (Reserve d for f u ture use) 

20 REAL PROPERTY DAMAG E LOSS . 
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Instructions 

Use fo r papers on administrative and program budget policy and 
procedure , including budget formulation, Budget Bureau and 
congressional submissions and hearings, committee reports and 
appropriation bills, budget execution, and related budget 
matters. specific types of budget estimates covered are annual, 
supplemental and deficiency. 

SEE: 	 ACCOUNTING & DISBURSING outline for all aspects of 
accounting for appropriated and other funds, pay i ng 
and collecting transactions relating thereto, etc . 

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

BUD-BUDGET 	 3-2 Agency Instructions 

1 GENERAL POLICY PLANS 	 4 REIMBURSEMENTS ESTIMATES. AGREEMENTS 

Includes studies and projects to Use for agreements, including 
improve budgeting procedures, negotiations, with other agencies 
long-range budget planning, and for reimbursement (e.g., for 
budget po l icy and principles. administrative support). Includes 

-
subd ivide by title of study or prepaid, billed, and no-cost 
project if volume warrants. For agreements. Subdivide by agency and 
financial plans, SEE: BUD 15. type if volume warrants. 

1-1 Agency position 4-1 Reimbursement criteria 

1-2 

2 

Use for agency stand to be reflected 
in budget estimates. 

program Planning Budget System 

Use for general materials only. 

GE NERAL REPORTS & STATISTICS 

5 LAWS & REGULATIONS 

Includes Bureau of the Budget 
Circulars, comptroller Genera l 
Decisions. Treasu ry and Office of 
Personnel Management Regulations, 
etc . Subdivide by source if volume 
warrants. For appropriation acts, 
SEE:BUD 12. 

3 

For fund status reports, SEE:BUD 
13-1; for financial plan reports, 
SEE:BUD 15-2. 

CALL FOR ESTIMATES 

6 PROJECTIONS. PREVIEWS. 

Use for preliminary estimates 
requested of off ices prior to 
detailed submissions. Includes 

3-1 Bureau of the Budget flash estimates. 

Includes budget ceiling on 
estimates imposed by BOB. 

level of 
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OFFICE & POST SUBMISSIONS 

Use for estimates prepared and 
submitted by individual offices and 
posts for agency review. 

8 

7 

AGENCY REVIEW 

Includes hearings held within agency 
on office and post submissions. 

9 	 OFFICE OF MANAGEMENT & BUDGET 
SUBMISSION 

Use for agency estimates as 
submitted to OMB for review. 

9-1 OMB Hearings 

Includes hearings schedule, witness 
statements, summaries of testimony, 
etc. 

9-2 Supplemental Data 

Requested by OMB during review. 

9-3 OMB Allowance 

Amount of estimates allowed by OMB 
to be incorporated in president's 
Budget. 

10 PRESIDENT'S BUDGET 

Use for agency estimates as included 
in Federal Budget. 

11 CONGRESSIONAL SUBMISSION 

Use for agency estimates as 
submitted to Congress. 

11-1 House Hearings 

I ncludes schedule, principal witness 
statements, supplementary data, 
House Report, etc. 

11-2 Restoration Appeal to Senate 

Agency appeal to Senate for 
restoration of funds reduced by 
House action. 

11-3 Sena t e Hear ings 

Includes schedule, princ ipal witness 
statements, supp lementary data, 
Sena te Report, etc. 

11-4 Conference Action 

House-Senate confe rence t o resolve 
differences on appropriation bill . 

12 APPROPRIATION ACT 

Includes ana lyses of final action on 
bill and copy of act. 

13 FUND AVAILABILITY 

Includes appropriated funds, earned 
reimbursement, refunds, contribu­
tions, allocations received, 
transfer appropriations (in), earned 
income and sales income. subdivide 
by type if volume warrants. 

13-1 Fund Status Reports 

14 BUDGET EXECUTION 

14-1 Apportionment 

Includes requests to OMB for 
quarterly appropriated funds and 
approvals. 

14-2 Annual Authorizations 

14-3 A110cat ions (Transfers out) 

14-4 Transfer Appropriations (Out) 

14-5 Allotment Authorities 

14-6 Allotments 

Includes adjustment of allotments. 

15 FINANCIAL PLANS 

Use for agency overall plan for 
expenditure of appropr i ated and 
other funds . Includes requests, 
submissions, consolidati ons, 
approvals and reviews. 
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15-1 Reprogramming 16-1 Request 

Use for revision of plan based on 16-2 Control Registers 
c hanges in availability of funds. 

16-3 Allocations 
15-2 Financia l Plan Reports 

17 BUDGET BACK-UP 
1 6 POSITION AUTHORIZATION 

Use for back-up materia ls when it i s 
Use for requests for , establishment desirable to maintain them separate 
of, and control over numerical from the particular estimates or 
authorizati on of staffing levels or submissions to which they may relate. 
personnel ceilings. 

TL - 514D ( 6-12-8 6) 



Part 1 II 

MA UA OF OPERATIO S & ADMI ISTRATIO 
CR (p . 1 ) 

RECORDS CLASSIFICATION HANDBOOK 

COMM UN ICATIONS & RECORDS 

Instructions 

Use f or papers on government-wide ana agency communications and 
records policy , systems and procedures, service s and operations . 
Included ar e paper work manageme nt programs ; regulat ions and 
procedures regarding classified r e cords and information. 

SEE : 	 TEL ECO MMUNICATION S AND POSTAL AFFA IRS outlines for 
matters pe rtaining to communications and mail matt ers 
other then those pertaining to ag e ncy ope rations and 
s (i!rvices . 

BUILDI NG & GROUNDS ou tline for phys ical an technical 
security aspects of p rot e cting communications and 
re co rds facilities and classified material. 

EMERGENCY PLAN NING outline for E & E and vital records 
programs . 

CR-COMMUNI CATIONS & RECORDS 	 3-5 Mes sage Cente rs 

1 GENERAL POLICY. PLANS. COORDINATION . subdivide by organizationa l element 
if volume warrants. 

Use for overall agency prog ram and 
coordination between agencies . For 3-6 Delivery Systems 
separate telecommunications and 
records man agement programs, SEE: Includes pneumati c tube system, 
CR 7 and 10, respectively. conveyo r belt, etc. 

2 GENERAL REPORTS & STATISTICS 3-7 Addres ses . Mailing Lists. 

Use for those Whi Cb C3 nnot be filed 4 COMMUNICAT IONS ANALYSIS & 
under more specific s~ bJ(i!ct s in DISTRIBUTION 
outline . subdivide by title if 
volume warrants . Includes determination of office to 

which communications should be 
3 MAIL FACILITIES & SERVICES routed, di stribution guidelines, 

number of copies distributed, etc. 
3-1 Courier Servi ce su bdivide by type if volume warrants. 

3-2 Pouch service 	 5 AUTHENT ICATION 

3-3 postal se rvices 	 5 - 1 Regulations & Procedures (Auth) 

Includes U.S. postal service, 5-2 Reports & Statistics (Auth) 

Military postal Services, etc. 

Subdivide by type, as required. 5-3 Schedul e of Fees (Aut h) 


3-4 Messenger service 	 6 (Reserved for fut ure use) 
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7 TELECOMMUNICATIONS SERVICES 

Except telephone, for which SEE: CR 
8. Subdivide by type (e.g., 
telegraph, cable, radio) if volume 
warrants. Includes use of radio 
transmitters in U.S. chanceries 
abroad and USIA wireless file 
facilities and services. For 
similar use by foreign missions in 
U.S., SEE: POL 17-7. 

7-1 	Policy. plans. Coordination. 
(Telecom) 

7-2 	Reports & Statistics (Telecom) 

Includes monthly telegraphic report 
and traffic reports. For 
cryptographic reports, SEE: CR 7-11. 

7-3 	organizations & Conferences (Telecom) 

7-4 	Agreements (Telecom) 

7-5 Regulations & Procedures (Telecom) 

Except cryptographic, for which SEE: 
CR 7-12. 

7-6 U.s. Government Facilities (Telcom) 

Includes JANAP procedure. 

7-7 Commercial Facilities (Telecom) 

Includes rates. Subdivide by name of 
company if volume warrants. 

7-8 cryptographic systems 

7-9 cryptographic Clearances 

7-10 Maintenance & Repair 

Of telecommunications and for 
cryptographic equipment. 

7-11 	 cryptographic Reports 

Includes inventories, receipt, 
transfer and destruction reports. 

7-12 Cryptographic Operations & 
Material 

Includes cryptographic procedures 
and requirements. 

7-13 Frequencies & Schedules 

7-14 Reception 

Includes reception reports and 
irregularity reports. 

7-15 propagation 

Includes forecasts, charts, and 
conditions. 

7-16 Engineering 

Includes design, construction and 
changes. 

8 TELEPHONE SERVICE 

8-1 policy. Plans. Coordinations. (Tel) 

8-2 	Reports & Statistics (Tel) 

8-3 Organizations & conference (Tel) 


8-4 Agreements (Tel) 


8-5 Laws & Regulations (Tel) 


Includes rates. 

8-6 Telephone Lists. Directories. 

9 (Reserved for future use) 

10 RECORDS MANAGEMENT (GENERAL) 

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

10-2 Reports & Statistics (RM) 

Except surveys, for which 
SEE: CR 10-6 

10-3 organizations & Conferences (RM) 
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10 - 4 Ag r eements (R M) 

In c ludes ag r eements with ot her 
governments re maintenance and 
d isposition o f multipartite records. 

1 0-5 Laws & Regulatio ns (RM) 

10-6 su rveys. Studies (RM) 

subdivide by organizational element 
if volume warrants . 

11 	 RECORDS MAINTE NANCE & SERVICE 

For development and updating of 
offi cial file system, SEE:CR 12 

11 - 1 Physical Locati on 

11 - 2 Fil e Installations. Operations. 

11-3 Refe rence service 

For que stions relating to access, 
SEE: CR 16 -1 

12 	 FILE SYSTEM 

Use for development and updating of 
system.- 12 - 1 Re cords Classification Handbook 

Incl udes TL's and distri bution data. 

13 RECORDS EQUIP ME NT & SUPPLIES 

Use for de velopment of standards and 
review fo r proper utilization. SEE: 
PRC f or p rocurement; BG 16 for 
equ ipment secur i ty; and ES outline 
for supply items. 

13 -1 Fol der Labels 

14 MI CROFI LMING 

Except in connection with file 
operations , for which SEE: CR 11-2 

1 5 RECORDS DISPOSITION 

15-1 Records Retirement 

Within agency. 

15-2 Records Transfers 

Between agencies. 

15-3 Records Destruction 

15-4 Records contro l Sc hed ul es 

16 	 DOCUMENT & INFORMATI ON SECURITY 

Use for systems an d procedures for 
handling and control of i nformat ion 
and documents. For s ecur ity survey 
reports, SEE: SY 2-2. 

16-1 Access & Use 

For executive p riv ilege, SEE:LEG 9 . 

16-2 Accounting & control 

Includ es l ogs and receipts cover ing 
c lassified doc uments, TS in ventory 
control procedures, s e r ialization, 
etc. 

16-3 classification. Designa t io n . 

Includes downgrad ing , declass ifica ­
tion, decontrol, upgrad ing , etc . 

17 REPORTS MANAGEME NT 

Use for program to p re ven t creation 
of or to eliminate unnecessary 
reports, reduce number of copies, 
etc. 

18 CORRESPONDENCE MANAGEMENT 

Includes corresponden c e procedures, 
ins t ructions for use of vario us 
types of communication forms, form 
and guide letters, p lain letters 
works hops, etc . s ubdivide by 
subject i f volu me warran ts. 
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19 DIRECTI VES MANAGEMENT 20 FORMS MANAGEMENT 

Us e for systems for i ssui ng policy 
and procedural information for 
gui dance of agency personnel. File 
published series of issuances 
separately. 

Use for forms design, control, 
improvement or standardization, etc. 
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RECORDS CLAS S IFICATION HANDBOOK 

EMERGENCY PLANNING 

Instructions 

Use f o r papers on planning and provisions made by the agency and 
over seas posts for meeting conditions which may arise from 
d isasters, warfare, riots, or emergencies other than civilian 
defense planning . 

SEE: DEFENSE AFFAIRS outline for ci vilian defense. 

PROTECTIVE SERVICES outline form consular services 
in protecting both government and private persons 
and property. 

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

EP-EMERGENCY PLANNING 

1 GENERAL POLICY. PLANS. COORDINATION 6-5 E & E Procedures 

Use for overall agency policy and Includes Handbook. 

planning, and coordination between 

agencies. 6-6 safehaven 


2 REPORTS 7 EMERGENCY RELOCATION PROGRAM 

3 ORGANIZATIONS & CONFERENCES 7-1 policy. plans. Guidelines. 

4 AGREEMENTS Includes directives and handbooks. 

5 LAWS & REGULATIONS 7-2 Reports 

6 E & E PROGRAM 7-3 Other Agency Procedures 

Use for emergency and evacuation 7-4Continuity of Essential Functions 
program . 

7-5 Emergency Action Documents (EAD) 
6-1 E & E policy Pl an s . 

7-6 Emergency Assignments (cadre) 
6-2 Reports & Statistics 

7-7 Executive Reserve Program 
Includes population statistics, 
evacuation li sts, etc. 7-8 Emergency communications 

6-3 Liaison Groups Includes Emergency Notification 
System (cascade). 

subdivide by name. 
7-9 Relocation Tests . Exercises. 

6-4 Emergency Requirements 
Subdivide by code name and year. 

such as for communications 
equipment, ordinance, etc. 8 VITAL RECORDS PROGRAM 

8-1 Selection Guidelines 
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8-2 status Reports 

8-3 Records protection 

9 ROUND - UP PROGRAM 
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EQUIPMENT, SUPPLIES & SERVICES 

Instructions 

Use for papers on the utilization, maintenance, and disposition of 
expendable and nonexpendable equipment and supplies and for services 
related thereto, except as follows: 

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, 
telecommunications facilities and services. 

SHIPPING & WAREHOUSING outline for packing, shipping 
and storage of household effects, equipment, and supplies. 

VEHICLES outline for acquisition, use, maintenance and 
disposition of government-owned automotive vehicles. 

PROCUREMENT & CONTRACTING outline for matters pertaining 
to these subjects. 

ES--EQUIPMENT, SUPPLIES & SERVICES 4 REGIONAL SUPPLY CENTERS 

1 GENERAL POLICY. PLANS. GUIDELINES. Use for establishment and overa ll 
operation of centers. subdivide by 

Use on ly for material which cannot location if volume warrants. 
be filed under one of the more -
specific subjects in outline. 5 LAWS & REGULATIONS 

1-1 Requirements. Forecasts. 	 Includes directives and procedures. 
Use only for those too general to be 

other than set forth in budget filed under more specific subjects 
estimates, for which SEE: BUD in outline. subdivide by source if 
outline. volume warrants. 

1-2 Replacement program 	 6 (Reserved for future use) 

2 GENERAL REPORTS & STATISTICS 7 PROPERTY ACCOUNTABIL ITY 

Use on ly for material which cannot Subdivide as expendable or 
be filed under one of the more nonexpendable if des i red. For inventory 
specific subjects in outline. of and accountability for blank 
Includes reports to GSA. For passports, SEE: PPT 10-1. 
inventory reports, SEE: ES 7-2. 

7-1 Stock controls 
3 ORGANIZATIONS & CONFERENCES 

on expendable supplies and equipment. 
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7-2 	 Inventories 

Of non-expendable property. 
Includes procedures for preparing 
and maintaining property record 
cards, basic inventory reports of 
furniture, equipment, and office 
machinery. 

7-3 	Loans & Exchanges 

7-4 	Thefts. Losses. Destruction. 

Includes property survey reports of 
lost and damaged items. 

8 	 (Reserved for future use) 

9 	 STANDARDS 

10 	 MAINTENANCE & REPAIR 

subdivide by type of service (e.g., 
typewriter repair, furniture 
refinishing, etc.) if volume warrants. 

11 	 UTILIZATION & DISTRIBUTION 

Excludes excess property for which 
SEE: ES 12-3 

12 SURPLUS/EXCESS PROPERTY 

12-1 Acquisition 

12-2 Disposition 

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

12-3 Utilization 

12-4 Excess Listings 

12-5 Proceeds of Sales 

TL-514 0 (6-12-86 ) 



Part III 

MANUAL OF OPERATIONS & ADMINISTRATION 

FHGT ( p . 1 ) 

RECORDS CLASSIFICATION HANDBOOK 

FINANCIAL MANAGEMENT 

Instructions 

Use for papers on financial management program in general, agency's 
stud ies and applications of basic financial management systems an d 
tec hniques, authorization or certification of personnel an d faci l ities 
involved in paying and collecting transactions, accountability records 
and related subject matter. 

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

ACCOUNTING & DISBURSING outline for all aspects of 
accounting for appropriated and other funds, paying an d 
collecting transactions, and accountability therefor. 

FMGT--FINANCIAL MANAGEMENT 	 6 FINANCIAL DESIGNATIONS 

1 GENERAL POLICY. PLANS. PRINCIPLES. Use for designation of personnel 
perform paying and collecting 

2 GENERAL REPORTS & STATISTICS functions. subdivide by 
organizational element if volume 

Use for general studies, surveys and warrants. 
reports on financial management 
systems and procedure and evaluation 6-1 Disbursing Offices 
thereof. 

6-2 cashiers 
3 CLASSIFICATION CODES 

6-3 certifying Officers 

Use for handbook containing 

accounting symbols. 7 DEPOSITORIES, LOCAL 


4 TERMINOLOGY 	 8 BANKING FACILITIES 

Includes glossary of terms and 9 BONDING 
abbreviations. 

Use for bonding of employees. 
5 LAWS & REGULATIONS 

10 SAFEGUARDING OF FUNDS 
Use for agency regulations and 
procedures. Also includes Use for requirements and standards 
Comptroller General Decisions, GAO for physical protection of funds and 
Treasury and other agency negotiable instruments. SEE: BG 16 
directives, etc. subdivide by for construction and installation 
agency if volume warrants. aspects. 

5-1 procedural Handbooks. 	 11 INTERNAL AUDIT 

For classification codes, Use for inspections and reports by 
SEE: FMGT 3. agency audit staff. 
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11-1 Domestic 13 EXTERNAL AUDIT (CPA) 

11-2 Overseas Use for audit by certified public 
accountants. 

11-3 contracts 
14 MECHANIZATION 

12 GAO AUDIT 
Includes data processing, 

Use for site audit 
Accounting Office. 

by General electric/electronic accounting (EAM) 
machines, electronic computers, 
bookkeeping machines, etc. 
Subdivide by type if volume warrants. 
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FSV (p . l) 

RECOR DS CLASSIFICATI ON HANDBOOK 

FACILITATIVE SERVICES 

Instructions 

use for papers on facilitative services of the types indicated, provide 
to staff and ope r ating offices by agency administrative unit s and t o 
o t her agencies and organizations. Do not use for p aper s on reimburse­
ment estimates or administrative support agreements with other agencies 
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 matter pertaining to those par ticular 
services. 

BUDGET outline for reimbursemen t estimates and agreements. 

ORGANIZATIONAL & CULTURAL EXCHANGE outline for facilitative 
services for educational and cultural affairs grantees. 

FSV--FACILITATIVE SERVICE 3-2 General Reports & Statistics 

1 

1- 1 

1 - 2 

AUDIO-VISUAL SERVICES 

General policy. plans. Guidelines. 

General Reports & statistics 

Includes machine utilization 
reports. For s tati s ti cal services, 
SEE: FSV 3-7; for reports and 
statistics on spec ific projects, use 
appropriate subjec t outline . 

1-3 Organizations & Meetings 3-3 Organizations & Conferences 

1 - 4 Technology 3-4 Technology 

1-5 

2 

Law s . Regulations. procedures. 

REPORTING SERVIC ES . 

Includes conference reporting 

Use for technical operating data, 
suc h as processing and p rogramming 
techniques, input and output 
methods, machine language, etc. 
subdivide by appropriat e subject o f 
volume warrant s. 

3 

3-1 

AUTOMATED DATA PROCESSING 

For maintenance and disposition of 
ADP equipment and supplies, SEE: ES 
outline; for procurement, SEE: PRC 
outline; for systems and studies, 
SEE: ORG outline. 

General policy. Plans. coordination. 

3-5 

3-6 

Laws & Regulations 

Use only when material cannot be 
filed under a mo re spec ific subject 
in this outline. 

Systems Development. Feasibility 
Studies. 

Includes cooperative arrangements 
with other agenc i es. 

Use only 
spec ifi c 
subjects 

for genera l material. Fi le 
p roject s under appropriate 
in ot her outlines. 
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"­

3-7 	statistical & Other Services 

4 LANGUAGE SERVICES 

4-1 lnterpreting 

For interpreter-escort services for 
grantees, SEE: EDX 28-6 

4-2 Translating 

5 LIBRARY SERVICES 

Use only for usual agency or post 
library services. For publications 
procurement for agency or post 
librdries, SEE: FSV 8. 

6 REPRODUCTION & DISTRIBUTION 

6-1 General Policy. Plans. Guidelines. 

6- ~ General Reports & Statistics 

6-3 	organizations & Meetings 

6-4 	Technology 

6-5 	Laws. Regulations. Procedures. 

7 	 EDITORIAL SERVICES & PUBLICATIONS 
CONTROL 

Includes control over internal and 
external publications, regula tions 
of Joint Committee on Printing, 
etc. For preparation (other than 
editing), cledrance and distribution 
of official and unofficial 
publications, SEE: PR 10. 

8 	 PUBLICATIONS PROCUREMENT 

Use only for administrative aspects 
procuring publications from or for 
any source . subdivide by name of 
requesting agency or source from 
which procured. 
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LEGISLATIVE & LEGAL AFFAIRS 

Instructions 

Use only for papers pe rtaining to the Age ncy's legi sla tive program with 
with congress which a re so general in na t ure that t hey cannot be file d 
under the mo re specific subject outlines in this handbook . Also incl uded 
are papers on s uc h subjects as constitutional and comparative law , legal 
opi n i ons and interp retations, judicia l and claims procedures, etc. 

SEE: 	 POLITICAL AFFAIRS & RELATIONS outline for matters per­
training to U.S. congress unrelated to Agency's functions 
and operations, legislative bodies of foreign governme nt s , 
for domestic law, and internationa l law . 

PROTECTIVE SERVICES outline for judicial and legal service~ 
provided by consular officers. 

LEG - LEGI SLAT IVE & LEGAL AFFAIRS 4 CONGRESS IONAL CO MMITTEES 

1 LEGI SLATI VE PROGRAM 	 Use only for general papers on 
committee membe r ship , procedures, 

Use onli fo r Ag ency 's overa12 schedul es of appearances before and 
legislative program, including bills relati ons o f agency officials with 
i n troduced on behalf of and those committees . Papers relating to 
affecting agency p rograms and hearings bef ore committees on 
ope rations. specif ic p r og rams should be filed 

subj ectively under appropriate 
1-1 congressional Su mmaries subject outlines. -

Use for daily and other summaries of 5 LAW 
congressional action on bills of 
in terest to Agency . Use only fo r general materlal on 

consti tuti on a l law, comparative law , 
2 REPORTS TO CONGRESS e tc. For domestic law cf a country, 

i nternationa l l aw, Rule of Law, 
Use only for overall reports on etc. , SEE POL ~. 

Agen cy operations. Reports on 
specific p rogra ms s hould be filed 6 MEMBERS OF CON GRESS 
subjecti vely under appropriate 
subject outlines. Use only for general material on 

attitudes, biographic sketches, 
3 ORGANIZATIONS & CONFERENCES l iaison with, etc . For visits , 

SEE : LE G 7. Arrange alphabetically 
subdivide by name of organization by name. 
and name, da te , an d location of 
conference if volume warrants. 7 VISITS 

Use f o r trips by individual member s 
of congress and Congressional 
delegations (CODELS) . Arrange 
alphabetical ly by name . 

.--. 
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7·-1 Country Briefing Papers. 12 COPYRIGHTS. CLEARANCE S . 

8 

For cong res~ ional travelers. 

CONGRESSI ONAL I NVESTIGATIONS 

Use only for gener31 material which 
cannot be filed subjectively under 
other outlines . 

9 

1 0 

Us e unl; [or mdterial r e la ti ng to 
invesrifJat ion in general. papers on 
invest igat HIllS of spec i f lC programs 
s hould be filed subJectively under 
a prrOprii1tf~ vut lines . 

EXECUTIVE PRI VILEGE 

Us e for material r elating to 
Agency's pri v i lege of withholding 
informdtio n f r om congress. 

L EGAl , OPINION~ . INTERPRETATIONS. 

Use only f o r ge neral material which 
c an not be tiled subjectively under 
othe r olltlines. 

13 

14 

CLAIMS. LITIGA TION. 

Use only for genE[dl ma te ri al on 
claims by or against U.S. 
Government, claims procedllr ~ ' ~" etc . 
File specIfic types of cla l flS 

subjectively (e.g., for war damag e 
claims and ot her claims again s t hos t 
government, SEE: PS 8-4; for t 0 rt 
claims, SEE: PER 15-16, ~tc . ) 

JUDICIAL ASSISTANCE . PROCEDUR P. 

Includes committee on JUdicial 
Procedure. 

11 SUBP0ENAS 

Use for procedures relating to 
handling of subpoenas served on 
Agency. 
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-. RECORDS CLASSIFICATION HANDBOOK 
ORGANIZATION & MANAGEMENT 

Instructions 

Use for materials on the establishment, organization, reorganization, 
and t e r mination of Agency offices and overseas posts; the assignment 
o f r e a l ignment of functions; changes in status of posts and consular 
d istricts; and po l icy and instructional systems and statements which 
define organizat i onal and functional matters. Also included are 
genera l administrative and organizational matters relating to other 
agenc i es, interagency relationships, coordination, etc., not involving 
speci f ic substantive programs which should be filed under the 
appropriate subject matters outlines. 

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

ORG--ORGANIZATION & MANAGEMENT 2 GENERAL REPORTS & STATISTICS 

1 GENERAL POLICY PLAN. COORDINATION Use only for material which is so 
broad in content that it cannot be 

Includes material on Agency and post filed under one of the more specific 
organ i zat i ons and management in subjects elsewhere in this out l ine. 
general, administrative supervision Includes periodic administrative 
o f constltuent pos ts, centralization reports (e.g., weekly, monthly, 
vs. decentralization of etc.). For Foreign service 
a dmi n i strative functions, and inspection reports, SEE: ORG 11; 
coordination between and within for post reports SEE: PER 2-1; f or 
agencies on administrative matters. security surveys, SEE: SY 2-2. 
Subdivide by name of agency if 
volume warrants. 2-1 Reporting Requirements 

1-1 country Team Overall reporting schedu l es, 
workloads, and related manageme nt 

Use for coordinated efforts of aspects of reporting requirements. 
Agency representatives in the field 
t o wor k as a team under chief of 2-2 critiques 
mi ssion. 

3 MEETINGS & CONFERENCES 
1- 2 consolidated Administration 

3-1 Administrative Officers 
Use f or consolidation of state, AID, 
USIA, and Peace Corps administrative 3-2 chiefs of Mission. principal 
personnel to prov i de integrated Officers. 
service a t specific posts. Includes 
CAMO. For administrative support 3-3 Staff 
aspects, SEE: ORG 4. 

3-4 public Affairs Off i c e rs 
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ADMINISTRATIVE SUPPORT4 

Use for general material on 
administrative support principle or 
policy as it affects organization 
and functions of Agency or post. 
Fo r levels of support and 
reimbursement agreements, SEE: BUD 
4; for accounting aspects, SEE: ACC 
outline. 

5 	 DELEGATIONS OF AUTHORITY 

Includes designations. 

6 	 DUTY OFFICERS. ROSTERS. 

Includes holiday list. 

7 	 VISITS 

Use for papers of a substantive 
nature relating to field trips by 
agency personnel on official 
business. For routine travel 
arrangements, use TRV outline. 

8 	 ESTABLISHMENT. FUNCTIONS. 
REORGANIZATION. 

Includes history and background of 
Agency, office or post, statement of 
functions and organizations charts, 
and Agency reorganization plans, 
opening, change in status, and 
closing of posts; determination and 
jurisdiction of consular districts; 
etc. 

9 	 MANAGEMENT SURVEYS 

subdivide by organization or 
function being surveyed. If 
desired, file by subject using 
outlines provided in this handbook. 

10 	 MANAGEMENT PROGRAMS 

Includes all types o f ma na g eme nt 
programs such as Management 
Improvement, Cost Reduction, 
Information Management, etc . Also 
includes management methods and 
techniques. subdivide by name o f 
program or system, if volume 
warrants. (Except financial 
management for which SEE: FMGT 
outline and for record s managemen t , 
forms management, repor t s 
management, and directives 
management, for which SEE: CR 
outline. ) 

10-1 policy. plans. Coordination. 

10-2 Reports 

10-3 Meetings 

10-4 Agreements. contracts. 

10-5 Regulations. Procedures. 

10-6 Research & Development 

11 	 INSPECTIONS 

Includes Foreign Service inspection 
reports, administrative audits, and 
operational surveys of a genera l 
nature. For inspections and audits 
of a specific functions (e.g., 
security, financial management, 
etc.), see appropriate subject 
outlines. 

12 	 CONDUCT OF OFFICE 

Use for issuance on office 
procedures, routine administrative 
mattersj transfer of office to 
successor, calendar of events, etc. 
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PERSONNEL 

Instructions 

Use for papers on all aspects of personnel administrative in the Federal 

Government and in the Agency, including its organizational components. 

Als o includes personnel security. papers relating to individual employ ees 

shall be filed by name of employee in accordance wit h regula tions in 3 F~M . 


SEE: 	 EMERGENCY PLANNI NG outline for assignment of personnel in 
emergency situations. 

PROTECTIVE SERVICES outline for protection of government 
employees overseas in emergency situations. 

TRAVEL outline for travel of employees and dependents. 

SHIPPING & WAREHOUSING outline for shipment of effects, 
and other items. 

PER--PERSONNEL 	 3 ORGANIZATIONS & CONFERENCES 

I GENERAL POLICY. PLANS. COORDINATION. Use only for papers whic h cannot be 
filed under one of the mo r e specific 

Use only for material which cannot subjects in this outline. 
be filed under one of the more 
specific subjects in this outline. 4 STAFFING. COMPLEMENT. 

2 GENERAL REPORTS & STATISTICS 	 Use for proposed and/or authorized - personnel strength of organizational 
Use only for paper s which cannot be element. SEE:BUD 16 for budgetary 
filed under one of the more specific aspect of position ceilings and 
subjects in this outline. Includes authorizations. 
employee career records (ERC) and 
manpower utiliza l ion skills do d 4-1 Reduction-in-Force 
reports ( MUST). 

Includes procedures for 
2-1 Post Reports establishing, maintaining and 

applying retention registers. 
Use only for preparation and 
submission of report by post. 5 LAWS & REGULATIONS 
Reference set should be maintained 
separately . Includes Foreign Service Act of 1946 

and amendments, Federal Personnel 
2-2 Biographic Register & Sketches Manual an d OPM directives of a 

general nature. subdivide by source 
2-3 Foreign service List and/or title of act if volu me 

warrants. 
2-4 Key Personnel Directory 
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6 AWARDS & COMMENDATIONS 

For agency employees, including 
employee suggestion program, 
incentive awards program except 
safe--driving awards, for which SEE: 
VEH 13. For awards to prominent 
persons other than Agency employees 
and military personnel, SEE: POL 
6-3; for awards to military 
personnel, SEE: DEF 6-6. 

6-1 Awards Committees 

subdivide by name if volume warrants. 

6-2 cash Awards 

Subdivide by type if volume warrants. 

6-3 Commendations. 

6-4 Honor Awards. 

Subdivide by type if volume warrants. 

6-5 Non-Federal Awards & Decorations 

7 APPEALS 

Us e for 
system. 
appeal, 
subject 

general material on appeals 
For specific types of 

see under appropriate 
in outline. 

8 ATTENDANCE & LEAVE 

Includes annual, sick, home, 
military, and court leave, leave 
without pay, absence for jury duty, 
hours of work, etc. subdivide by 
type of leave if volume warrants. 

9 TRAINING & DEVELOPMENT 

Subdivide by type if volume warrants. 

9-1 General policy. Plans 

9-2 General Reports & Statistics 

9-3 Organizations & Conferences 

9-4 Agreements. Contracts. 

9-5 Laws. Re gula t ions . p r ocedu r es . 

9-6 Sponsor s . 

9-7 Visits. Trips . 

9-8 Schedules & Rost e r s 

9-9 Requests. Applic a tions . Registra t ion . 

9-10 Teaching Ma te rials . 

9-11 Examination and Test ing 

9-12 Graduat i on Exercises . 
Certificates. Dip l omas . 

9-13 Consultations. Briefin g. 

Includes debriefing r e t u rned 
employees. 

10 PERFORMANCE EVALUATION 

10-1 Performance Rat i ng Commit tees. 
Evaluation panels . 

For Selection Boards and Promotio n 
Panel, SEE: PER 13-6. 

10-2 	 Ratings. Appraisals. 

Includes 	appeals. 

11 COMPENSATION 

Use for determina t i on of salary a nd 
wage scales and al l owances. 
Subdivide by type of pay o r 
allowance if volume warrants. 

11-1 	 cost of Living & Quarters 
Allowances. 

Includes temporary lodgi ng 
allowance. For re t a il price 
schedules, SEE: PER 11-9. 

11-2 	 Deductions 

11-3 	 Education Allowances 

For e ducational travel of 
dependents, SEE: TRV outline . 
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11 -4 Final salary clearance 

upon separa t ion o f employee. 

11-5 Wage Rate s & Schedules 

I ncludes surveys t o determine 
a ppropriate wage rat es and schedules 
for l ocal employees, and wage board 
determinations. 

11 -6 premium pay 

Subdivide as overtime, night, or 
holiday pay. 

11-7 Post Differential Allowance 

11-8 Re presentat i on Allowances 

11 - 9 Retail price Schedules 

11 - 10 separation Allowances 

11- 11 Transfer pay 

11-12 I ncreases 

subdivide by type such as 
wi t hin- grade, periodic, quality, 
etc. For increases or decreases in 
specific t ypes of pay, allowances, 
etc . , SEE: PER 1 1-1 thru 11-8, 
11-10, 11-11. 

12 CONDUCT & DISCIPLINE 

Includes regulations and procedures 
governing conflict of interest 
insubo rdi nation, prohibited 
political activity, intoxication, 
sale or barter of personal property 
abroad, local currency transactions 
of employee s , acceptance of gifts, 
tech. Ca se fil e disciplinary 
a ct ions on individual employees in 
pe rson ne l folders. 

13 EMPLOYMENT 

Case file personnel actions on 
indi vid ual employees by name in 
pers onne l f olders. For 
reduction-in-force, SEE PER 4-1. 

13-1 Application f or Employment. 

Case file individual applications by 
name if volume warrants. 

13-2 Appointment 

Includes initial appointment, oa th 
of office, reinstateme nt, 
reemployment after break in serVice, 
lateral entry from Civ il Service to 
Foreign Service, etc. subdivide by 
type of appointment (e.g., 
competitive service, excepted 
service, FS, etc.) if vol ume 
warrants. 

13-3 ASSignment. Detail. 

Includes assignment system 
procedures and actions, tr an sfer to 
new assignment in field or in 
Washington after home leave, l ength 
of tours of duty at pos t, 
reimbursable details, etc. 

13-4 Examinations. Tests . 

use for Board of Examiner s for the 
Foreign Service. OPM, language and 
other qualifying tests, etc. 
subdivide by type if volume warrants. 

13-5 Equal Employment Opport unity 

13-6 promotion. Demotion. 
Selection Out . 

Includes selection Boards, promotio n 
Panels etc. 

13-7 Recruitment 

13-8 Retirement 

Includes OPM , Foreign Service and 
Social Security retirement sys tems, 
benefits, etc. 

13-9 Termination 

Use for reSignation, separation for 
cause, and termination o f services 
through deat h . 
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13-10 Transfer out 

To other agencies or international 
organizations. For transfer to new 
assignment in fi eld or in Washington 
with same agency, SEE: PER 13-3. 

14 HEALTH & MEDICAL CARE 

14-1 policy. Plans. 

Use only for papers wh i ch cannot be 
filed under more specific subj e cts 
listed under PER 14. 

14-2 Reports & statistics 

14-3 organizat i ons & Conferences 

Inc ludes services provided to or by 
other Federal agencies. For 
specific medical facilities, SEE: 
PER 14-6. 

14-4 Medical Examinations 

In c ludes medical clearances, 
waivers, fitness for duty. 

14 -5 Laws & Regulations 

14-6 Facilities 

Includes regional medical centers, 
hospitals, clinics, health rooms, 
laboratories, physical fitness 
rooms, etc . 

14-7 Insurance 

Includes Federal Employees Health 
Benefits program. For employee life 
insurance, SEE: PER 15-7 . 

14-8 Diseases & Conditions 

Includes treatment, control, 
prevention, diagnosis, eradication. 
Subdivide by type if volume warrants. 

14-9 Immunizations. Inoculations. 

14-10 Medical supplies 

14-11 Evacuation 

For medical reasons, or f or rest and 
re cupera ti on. Fo r travel aspects, 
SEE: TRV outline. 

14 - 12 Safety Accident s. 

Includes safety programs and c la ims 
unde r Federal Employee's 
Compensation Act. For building 
safety program, SEE: BG 13. 

15 EMPLOYEE RELATIONS & SERVICES 

Includes benefits derived by 
employees. 

15-1 campaigns. Drives. 

Such as CFC and health fundraising 
drives, blood donor campaigns, etc. 
subdivide by type if volume warrants. 

15-2 Commissary Services 

Includes management and stocking of 
commissaries, post exchange (PX) 
privileges, etc. For restaurant, 
cafeteria, and snack bar facilities 
in government buildings, SEE: BG 
12. 

15-3 Employee Unions 

15-4 Employee Vehicles 

Other than shipment, for which SEE: 
SHW outline. Includes assistance in 
obtaining drivers' licenses, regula­
tions relating to sale, etc. 

15-5 credit union 

15-6 Employee Welfare Fund 

15-7 Life Insurance 

15-8 Grievances 

Other than appeals. 
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lS-9 Dependent Education 16 SECURITY 

For assistance to community schools Use for general material on security
abroad for education of dependents investigations of employees, 
of emp l oyee s, SEE: EDU 9-S; for fingerprinting , ID cards, etc. 
educational allowances, SEE: PER Case file investigations on 
11-3; for educati onal travel of individual employees by name. Fo r 
dependents, SEE: TRV outline. name check procedures, SEE: SY 10; 

for security survey repor ts, SEE: 
l S- lO House Organs 2-2. . 

Published by or for employees. 16-1 Penetration 

l S- ll I ncome Tax Use for attempts to compromise 
agency personnel, including locals, 

For assistance to employees in by any means to obtain security
preparing tax forms. information. 

lS - 12 Housirg Services 16-2 Clearances 

Includes assignment of staff housing subdivide by type, such as -Q", etc. 
and assistance in locating other 
housing. 17 DIPLOMATIC TITLE & RANK 

lS -13 Locator Services 18 POSITION DESCRIPTIONS. CLASSIFICATION 

Includes home leave and next-of-kin Includes job standards. 
addresses. 

19 PERSONAL STATUS 
lS-14 Political Activities 

Of employees, such as marriage,-- Use for information provided divorce, or other name change, 
e mployees on voting rights and dependency status, etc . Excludes 
authorized political activities. security investigation and clearance 
For illegal activities, SEE: PER 12. of intended spouse, for which SEE: 

PER 16. 
IS-IS Recreation 

20 EMPLOYEE MORALE 
Includes social activities, clubs, 
hobbies, FARA, and other recreation Other than that affec ted by 
and welfare association activities. disciplinary actions and specific 

employee grievances, for which SEE: 
lS-16 Tort Claims PER 12 and PER lS-8, respectively. 

Use for administrative settlement of 21 MILITARY SERVICE STATUS 
s u c h claims resu lt ing from 

negligence, wrongful acts, or For military leave, SEE: PER 8 . 

omissions on the part of employees. 


15-17 Credit. Bills. 

Includes credit inquiries and bill 

collecting. 
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PUBLIC RELATIONS 

Instructions 

Use for papers on agency relations with the general public, including 
individual citizens and private groups. Included are routine requests 
for inf ormation, praise or criticism of policies and programs , and 
efforts to keep the public informed through various mass communications 
media. 

SEE: 	 INFORMATION outline for USIA p rogram in general, including 
publi c i nformation activities conducted for other Federal 
agencies overseas. Also includes information activities 
within a country and its use of information media to 
influence the opinions, attitudes, behavior, etc., of 
enemy, neutral or friendly peoples on a mass scale. 

CULTURE, MOTION PICTURES, PRESS & PUBLICATIONS, RADIO and 
TELEVISION outlines for e fforts to promote interest in and 
understanding of American culture, policies and objectives 
through specific media programs and services conducted by 
USIA overseas. 

PR --PUBLIC RELATIONS 	 6-1 Speaker Services 

-
1 GENERAL POLICY. GUIDELINES. 6-2 Community Rel ations 

COORDINATION. 
6-3 Meetings & conferences. 

Use only for material which cannot 
be fi led under more specific 7 APPOINTMENTS. INTERVIEWS. 
subjects in this outline. 

With private individuals. I nc ludes 
2 GENERAL REPORTS & STATISTICS letters of introduction. Arrange 

alphabetically by name of visitor. 
use only for mater ial whict -: _, nnot For press interviews, SEE: PR 11-3. 
be filed under more specific 
subjects in this outline. 8 RADIO & TV RELATIONS 

3 (Reserved for future use) Includes clearances. subdivide by 
name of network and program if 

4 (Reserved for future use) volume warrants. 

5 INVITATIONS 	 9 AUDtO-VISUALS 

other than to speak before 9-1 Films . Filmstrips. Slides. 

nongovernmental groups, for which Recordings . 

SEE: PR 6. 


9-2 Exhibits & Displays. 
6 NONGOVERNMENTAL LIAISON 

Such as lobby and window d i sp lays 
subdivide by type of public or for public information . For those 
private group and / or name of produced or spon s o red by US I A and 
organization if volume warrants. Binational Centers, SEE: EXH. 

outline. 
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9-3 Photographs 

Except requests for, for which SEE: 
PR 13. 

10 PUBLICATIONS 

prepared for public consumption. 
Includes preparation (other than 
editorial services), clearance and 
distribution. subdivide by title of 
publication, such as "How Foreign 
Policy is Made,· "Department of 
State Bulletin,· • Foreign policy 
Briefs,· etc. For requests for 
publications, SEE: PR 13; for 
editorial services ana publications 
control, SEE: FSV 7. 

11 PRESS RELATIONS 

Subdivide by name of newspaper, 
magazine or press service if volume 
warrants. 

11-1 Accreditation 

Subdivide by name of correspondent 
if volume warrants. 

11-2 press Releases 

Subdivide by source and arrange 
chronologically or numerically if 
volume warrants. 

11-3 Press conferences. Interviews. 

Includes guidances prepared for use 
at conferences or in interviews. 
Subdivide by type (e.g., 
Presidential, secretary's, etc.) or 
name of persun if volume warrants. 

11-4 Special Events coverage 

Includes arrangements for coverage. 
Subdivide by name of event if volume 
warrants. 

12 SPEECHES 

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

12-1 Speech Clearance 

13 PUBLIC OPINION & INQUIRIES 

Includes requests for information, 
publications, photos, etc; 
criticisms, complaints, and 
commendations; anonymous, crank and 
begging letters; polls and surveys, 
etc. Arrange by name of individual 
or organization if volume warrants. 

13-1 petitions & Resolutions 

13-2 Polls & Surveys 

14 TOURS 

Agency tours for the general public, 
including VOA Lectures. 
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PROCUREMENT & CONTRACTING 

Instructions 

use for papers on (A) policy and procedures about the procurement of 
property, supplies, equipment, and services, and (8) actual contrac t 
documents, when reference services require that such documents be 
maintained together as a master contract file. 

I n offices where operating needs make it desirable that a copy of 
contract documents be made a part of the file on the property or 
service procured (e.g., a specific building, talent vendor, IMG 
pr ogram), this should be done under the appropriate subject outline. 

SEE: 	 EQUIPMENT, SUPPLIES & SERVICES outline for utilization, 
maintenance, disposition, etc .. , of agency equipment and 
supplies. 

Contract files . certificates of award, negotiations, contract, amendments, 
b i dders mailing list, and other contracting transactions which relate to a 
spe~ific contract may be filed and maintained 	as a unit (case filed) by the 
name of the contractor, number of the contract, name o f a post, or other 
met hod as appropriate to the office involved. The file folder label(s) for 
s uch files s how the name, number, or other identification following the 
primary subject file symbol PRC. 

PRC--PROCUREMENT & CONTRACTING 3 	 ORGANIZATIONS & CONFERENCES 

1 GENERAL POLICY. PLANS. GUIDELINES. 	 Use for material too general in 
nature to be filed under more -

Use for materia l too general in specific subjec ts in this outline. 
nature to be filed under more Subdivide by name of organization, 
specific subjects in this outline. and name, date, and locat i on o f 

conference, if volume warrants. 
1-1 Authorizations 

4 CONTRACTS & AGREEMENTS 
Includes delegations and 
redelegations of authority. Subdivide by type, such as license 

agreements, rights agreements, loan 
1 -2 Approvals & Clearances agreements, open-end, rental, lease, 

other agency, etc. Do not use for 
2 GENERAL REPORTS & STATISTICS contract case files. 

Use for material too general in 4-1 clauses. Formats. Forms . 

nature to be filed under more 

specific subjects in this outline. 

Includes reports to other agencies. 


2-1 status Reports 
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5 	 LAWS. REGULATIONS. PROCEDURES. 

Use f or materials too general in 
nature to be filed under a more 
specific subject in this outline. 
Subdivide by agency or public law 
title if volume warrants. Includes 
Federal procurement regulations, 
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 Spec if i ca t ions & Bids 

7-5 Reports & Data 

8 	 BONDS 

Includes bid bonds, performance 
bonds, deposits, sureties list, etc. 

PRC--PROCUREMENT & CONTRACTING 

9 PURCHASE ORDERS 

~L-S14D (6 - 12-86) 

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 FINDING & DETERMINATIONS 

17-1 Standardization -

18 INSPECTION & ACCEPTANCE 

19 GOVERNMENT FURNISHED EQUIPMENT 

20 CONTRACT REVIEWS & AUDITS 

20 - 1 Agency 

20-2 General Accounting Office 



Port III 

MA UAl OF OPERATIONS & ADMINISTRATION 
SHW (p . 1) 

RECORDS CLASSIFICATION HANDBOOK- SHIPPING & WAREHOUSING 

Instructions 

Use for pdpe rs pertdining to the shipping and storage of equipment, 
supplies, prog ra ms materials and personnel household effects. 

S h ipping Tra nsac ti ons. Shipping notices, receipts, pack ing orders, 
etc. which relate to a specific shipment may be filed and maintained 
as a unit ( case filed) by the name of a post, type of mater i al shipped, 
number of shipment, or other metho d as appropriate to the forwarding 
office invo l ved. The file folder label(s) for such files should show 
the pos t, number or other identification following the primary subject 
file symbol SHW. 

SHW--SHI PPI NG & WAREHOUSING 6-2 Routes & Schedules 

1 GE NE RAL POLICY . PLANS. COORDINATION Subdivide by type and/o r name of 
carrier. 

Use f or material too general in 
nature to be filed under more 7 INSTRUCTIONS & PROCEDURES 
spec ifi c subjects in this outline. 
Includes i nter-agency relations and 7-1 Shipping Instructions & Procedures 
coordination. 

Includes metho d s of shipment, such 
2 GENERAL REPORTS & STATISTICS as residence-to-residence, etc. 

Use for mate r i a l too general in na- 8 INSURANCE 

ture to be filed under more specific 

subjects in this outline. subdivide subdivide by type or name of company. 

by report title if volume warrants. 


9 DRAYAGE 
3 CONFERENCES 

subdivide by name o f carrier. 
4 DESPATCH AGENCIES (U.S.) 

10 SHIPPING NOTICE TO FIELD 
Subdivide by location if volume 
warrants. 11 PACKING. LABELING. MARKING. 

5 LAWS & REGULATIONS Includes methods, rates an d 
instructions. 

Include local laws and regulations. 
11-1 packing Li sts. 

6 CARRIERS 
12 LOADING & UNLOADING 

Subdivide by type, air, truck and by 
carrier name thereunder , if volume Includes pier charges , demurrage, 
warrants. etc. 

6-1 Rates & charges 13 RECEIPTS & INVOICES 

Subdivide by type and/or name of subdivide by t ype of c ar ri er or 
carrier. vendor. 
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14 BILLS OF LADING 

Includes airway, ocean freight and 
Government Bills of Lading. use for 
general material only, not 
individual bills of ladTng. 

15 SHIPPING ORDERS 

Subdivide by post, area or number. 

16 LOSSES, DAMAGES & SHORTAGES 

16-1 Claims 

16-2 Tracing 

1 7 CUSTOMS 

Includes export-import declarations. 

1 7-1 custom Duties & Fees 

18 DELAYS 

18-1 Labor Matters 

Their effect on Gov e rnment shipp i ng. 

19 PORTS OF ENTRY 

Includes port charges. subdiv ide by 
location if volume warrants. 

20 FREIGHT FORWARDERS 

subdivide by name and thereunder by 
fiscal year if volume warrants. 

20-1 General policy 

20-2 Reports & Statistics 

20-3 complaints 

20-4 contracts 
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SECURITY 

Instructions 

Use only for pape rs of a general natur e on the development, coordinati o n 
and administ rati on of security policies and p r ograms . These will be 
concerned primari ly with the Agency , ove r seas posts and other Federal 
agen cies, but may also include liaison with sec urity and law-enforcemen t 
agencies of other nations. 

SEE: 	 BUILDINGS & GROUNDS outline for material relating to 

physical and tech nica l security. 


COMMUNICATIONS & RECORDS out l ine for pr ocedural secur lt y 
(e . g., handling , contr o l, and downg rading of clas s ified 
records and information), cryptographic secu r ity , etc . 

EMERGENCY PLANNING outline for security aspects of 
emergency an e vacuation (E & E) , emergency relocati on, 
and vital records prog r ams. 

PASSPORTS & CITIZENSHIP outline for passport security. 

PERSONNEL outline for personnel security . 

SY--SECURITY 	 3 ORGANIZATIONS & CONFE REN CES 

1 GENERAL POLICY . PLANS. COORDINATION . Includes security requiremen ts of 
international organizations, such as 

Includes coordination of program NATO , SEATO, UN, etc. subdivide by 
with other agencies. name if volume warrants . Fo r 

Attorney General's list of 
1-1 SY Instructions organizations, SEE: SY 14 - 4; for 

lists of local organizations, 
1-2 RSS Instructions SEE: SY 14 - 5 

1-3 Post Instructions 	 4 AGREEMENTS 

2 GENERAL REPORTS & STATISTI CS 5 LAWS & REGULATIONS 

2-1 Monthly status Reports Use for ma terial which c a nnot be 
filed under one of the more specific 

2-2 security survey Reports subjects i n this outline. subdivide 
by source if vo lume warran ts. For 

Arrange by name of post and investigative procedures, SEE: SY 14. 
thereunder by facility if volume 
warrants . 6 SECURITY OFFICERS 

Use for designations, relations 
with, lists o f, etc. Fo r TS con t r o l 
o f ficers, SEE: CR 16-2. 

6-1 Regional 
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6- 2 Post 

6-3 unit 

7 VISITS 

Use for general material on visits 
of security officials and other 
individuals relating to security 
matters. For reports on security 
surveys, SEE: SY 2-2. 

8 VIOLATIONS 

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

9 (Reserved for future use) 

10 NAME CHECKS 

Use for general materials including 
regulations and procedures governing 
checks on name of individuals for 
securi t y purposes and statistical 
reports thereon. 

11 CRANKS 

Use for material not warranting 
individual case filing. For crank 
letters not requiring investigation, 
SEE:PR 13. 

12 THEFTS 

Use for material not warranting 
individual case filing. 

13 RIOTS & DEMONSTR AT IONS 

Use onl y for rol e of security 
officers. SEE : POL 23 - 8 for 
political as pec ts . 

14 INVESTIGATIVE PROCEDURES 

Use only for material of a gen e ral 
procedural nature that cannot be 
filed under specific secur i ty 
programs (e.g., personnel security, 
for which SEE; PER 16; passport 
security, for which SE E: PPT 10 etc) 

14-1 Local Procedures 

14-2 Sources of Information 

14-3 General certificati on Standards 

14-4 Attorne y General's List 

14-5 List of Local organizations 

15 INDUSTRIAL SECURITY 

Use for program to obtain security 
clearances of industrial, 
educational and o ther facilities and 
personnel. In some cases these 
facilities and services are 
contractual in nature; in ot hers 
educat i onal institutions have been 
granted custody of Agency class ified 
records for research purposes. 
Includes the p rocedures for the 
release and use of classified 
information by these faci l ities. 
Case file papers on individua l 
companies or institutions by name. 
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TRAVEL 

Instructions 

use for papers pertaining to policies, regulations, and procedures 
regardi ng the travel of personnel on official business and the travel 
of their dependents. 

SEE: 	 SHIPPI NG AND WAREHOUSING outline for the shipping of 
suppl ies and equipment, household effects, and other 
items including government owned vehicles. 

VEHICLES outline for acquisition, maintenance, use, 
etc., of government-owned vehicles. 

LEGISLATIVE & LEGAL AFFAIRS outline for trips by 
Members of congress (CODELS). 

Use also for papers on the travel of specific individuals and groups. 
This includes not only employees and their dependents, but also th e 
v i sits , tours, and trips of other individuals and group in public or 
private life, except Members of congress, where the main emphasis 
is on travel arrangements. File alphabetically by name under the 
primary subject TRAVEL. However, in office where the purpose of a 
visit or mission is of most significance, papers about visits and 
missions should be filed under the appropriate subject outline 
(e.g., POLITICAL AFFAIRS & RELATIONS, TRADE PROMOTION & ASSISTANCE, 
DEFENSE AFFAIRS, etc.). 

TRV-TRAVEL 	 6 CARRIERS 

1 GENERAL POLICY. PLANS. COORDINATION Subdivide by type and/or name if 
volume warrants. 

Use only for material too general to 
be filed under more specific subject 6-1 Rates. Fares. 
in ou t line. Includes inter-agency 
relations and coordi nation. Use f or general information only. 

For freight rates and tariffs on 
2 GENERAL REPORTS & STATISTICS household and personal effects, 

SEE: SHW outline. 
Use only for material too general to 
be filed under more speci fic subject 6-2 Routes & Schedules 
in outline. Includes statistical 
reports, DA weekly STRIPES, etc. 6-3 Use of American and Foreign carriers 

3 CONFERENCES Use for general policy and 
regulations. 

4 (Reserved for Future use) 
7 TRAVELER INSURANCE 

5 LAWS & REGULATIONS 

Includes local laws, regulations, 

and procedural handbooks. 
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8 TRAVEL ALLOWANCES 

I nc lu des per diem and mileage rates, 
tra vel advances, et c . 

9 TRAVEL AUTHORIZATIONS 

Includes requests for . Use only f or 
general material of a regulatory or 
procedural nature. Those for 
specific travelers should be filed 
i n their travel folders. 

10 	 TRAVEL PRIORITIES 

11 	 TRAVEL VOUCHERS 

Use for procedures re preparation 
and submission. For accounting 
aspect, SEE: ACC 17 and 20. 

12 	 LOCAL TRANSPORTATION 

Includes use of taxis, tokens, etc. 
For motor pool, SEE: VEH 12. 

12-1 Use of private Vehicle 

13 	 PASSPORT. I MMUNIZ ATIONS. 

Required by of f icial travelers. 
Includes visas. 

14 (Reserved for future use) 

15 ASSISTANCE TO TRAVELERS 

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

15-1 Acknowledgements. Commendations. 

15-2 customs, Health & Immigration 

15-3 Government Transportation 
Requests 

15-4 Itineraries & Reservations 

15-5 Limousine Service 

15-6 Meetings Travelers 
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VEHICLES 

Instructions 

use f or papers on the acquisition, use, maintenance, inventory, and 
dispos iti o n of Government-owned automobiles, truc ks, aircraft, boats, 
and other vehicles. Case files on individual vehicles may be 
established as required . 

VEH--VEHICLES 11 ASSIGNMENT & USE 


1 GENERAL POLICY For motor pool, SEE: VEH 12. 


2 GENERAL REPORTS & STATISTICS 11-1 Credit cards 


3 ACCIDENTS 11-2 Inspection 


For claims of injured employee , SEE: 11-3 Dispatching & Scheduling 
PER 14-12. 

11-4 Drivers' Licenses 
4 LOSS & THEFT 

11-5 License plates 
5 LAWS & REGULATIONS 

11-6 operator's Permits 
6 ACQUISITION. REPLACEMENT. 

12 MOTOR POOL. CHAU FFEURS. 
Includes purchase, titles rental, 
etc. 13 SAFE DRIVING AWARDS 

7 INSURANCE 14 (Reserved for future use) 

8 (Reserved for future use) 15 DISPOSITION 


9 MARKING & IDENTIFICATION Includes sale, transfer, etc. 


10 MAINTENANCE & RE PAI R 

Includes parts (e.g., tires, tubes, 

etc.) and monthly gasoline usage. 
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BOOKS 

Instructions 

Use for materials on Agency book activities and products in carrying 
out cultura l and in formation programs, and for other book activities no t 
provided for elsewhere in this Handbook. 

SEE: CU LTU RE outline for papers on the presentation of books. 

LIBRARIES & CENTERS outline for papers on holdings & 

collections of those institutions. 


Book programs or s~ecific Books. papers concerning a specific book 
program or titledook may be filed and maintained as a unit (case 
filed) . The file folder(s) for such files should show the ti tle of 
the book program or book following t he primary symbol BKS. The case 
file on a particular titled book or book program can be subdivided, if 
volume warrants by using the subject breakdowns provided in this out line. 

BKS--BOOKS 	 5 LAWS. REGULATIONS. PROCEDURES. 

1 	 GENERAL POLICY. PLANS. COORDINATION Use only for materials too genera l 
Use only for general materials that in nature to be filed under a more 
cannot be filed under a more specific subject elsewhere in this 
specific subject elsewhere in this outline. 
outline. 

6 PUBLISHERS. DEALERS. AGENTS. 
1-1 Daily Guidance 

subdivide by name if volume warrants. 
1-2 proposals . suggestions. Id eas. 

7 VISITS. TOURS. 
2 GENERAL REPORTS & STATISTICS 

Do not use for routine t ra vel 
Use only for materials too general arrangements, for which SEE: TRV 
in nature to be filed under a more outline. Subdivid e by name of 
specific subject e lsewhere i n this visitor if volume warrants. 
outline. Subdivide by title of 
report if volume warrants. 8 EFFECTIVENESS 

3 	 ORGANIZATIONS & CONFE RENCES 8-1 Reaction Reports 

Use for materials t oo general in Includes readership reports and 

nature t o be filed under a mo r e surveys, reader mail , complaints, 

s pecific subject el sewhere i n this criticisms , etc. 

outline. 


8-2 Effectiveness Reports 
4 AGREEMENTS. CONTRACTS. GRANTS 

9 PROMOTION & PUB LICITY 

Includ es advertising , autographing 
sessions, e xhi bits , etc. 
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9-1 	Book Exhibits 

9-2 	Newsletters 

10 CENSORSHIP 

11 RESEARCH. STUDIES. 

Other than effectiveness and 
reaction studies and reports on 
books for which SEE: BKS S. 

12 	 RIGHTS. CLEARANCES. 

Includes copyrights, serialization 
rights, language rights, clearances, 
etc. 

13 	 DISTRIBUTION. SALE. LOAN. 

13-1 Mailing Lists 

Includes requests for additions and 
deletions to list. 

13-2 sales Reports 

14 	 BOOK ORDERS & REQUESTS 

Other than mailing li sts for which 
SEE: BKS 13-1. 

15 	 CREDITS. ATTRIBUTION. 

16 REVIEW. APPRAISAL. SELECTION. 

For lists of recommended or approved 
books, SEE: BKS IS. 

17 MANUSCRIPTS 

17-1 preparation. Adaptation. 

Includes translation. 

17-2 Reports 

17-3 Review 

IS 	 LISTS. CATALOGS. BIBLIOGRAPHIES. 

Subdivide by book subject category, 
organization, firm, etc. as volume 
warrants. Includes recommended book 
lists, special book lists, approved 
book lists, priority book lists, etc. 
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CULTURE 

Instructions 

Use for papers dealing with the use of cultural programs to explain 
a nation's cultural objectives and policies to its own and foreign 
peoples; the inherited culture, cultural property and institutions 
of a nation ; its cultural development and conflicts; fine arts, 
amusements, sports, hobbies, etc ., and the cultural presentations 
program. 

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

EXHIBITS outline for materials on these cUltural activities. 

CUL--CULTURE 4 AGREEMENT 

1 POLICY. PLANS . Use for material whic h cannot be 
filed under one of the more speci fic 

Us e only for material which is so subjects in this outl ine. For 
broad in content that it cannot be exchange of persons and grant 
filed under one of the more specific agreements, SEE: EDX out line; for 
subjects in this outline. publications exchange agreements, 

SEE: PB 4; for info.rmation exchange 
2 REPORTS & STATISTICS agreements, SEE: INF 4. 

Use only for material which cannot 5 LAWS & REGULATIONS 
be filed under one of the more 
specific subjects in this outline. Use for material which cannot be 
Includes surveys and studies of filed under one of the more speci fic 
cultural life of a nation, culture subjects in this out line. 
conflicts, etc. 

6 COMMEMORATIVE CEL EBRATIONS . 
3 ORGANIZATIONS & CONFERENCES HOLIDAYS 

Use only for material which cannot Use for national and local 
be filed under one of the more commemorat i ve celebrations and 
specific subjects in this outline. holidays, excluding those involving 
Includes cultural aspects of UNESCO diplomatic representation and social 
and relations with cultural functions (e.g., independence day 
insti tutions not pertaining to anniversary celebrations), for which 
exchange program; conferences of SEE: POL 17-4; for initial 
cultural Affairs Officers. independence day celebrations, SEE: 
subdivide by name of organization, POL 16. For christmas and New Year 
and by name, date, and location of greetings, SEE: POL 17-4. 
conference if volume warrants. 
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7 VISITS 

Of cultural groups or individuals 
other than those under the 
educational exchange or cultural 
presentations program, for which 
SEE: EDX outline or CUL 16, 
respectively. For visits of 
journalists, SEE: P6-1. 

8 FAIRS. EXPOSITIONS. 

Includes World Fairs and 
Expositions. Subdivide by name and 
location if volume warrants. For 
agricultural, science, trade, and 
book fairs, SEE: AGR, SCI, TP, and 
BKS outlines, respectively. For 
materials on the preparation and use 
of exhibits in connection with fairs 
and expositions, SEE: EXHIBITS 
outline. 

9 MATERIALS PRESENTATION 

Includes formal and informal 
presentation of materials to 
universities, libraries, leaders and 
organizations, and distribution of 
materials by USIA. Subdivide by 
source or type as appropriate. 

9-1 policy. Plans. Guidelines. 

9-2 Reports & Statistics 

9-3 program Effectiveness 

9-4 (Reserved for future use) 

9-5 promotion & publicity 

9-6 Books. publications. 

9-7 periodical Subscriptions 

Except for returned grantees, for 
which SEE: EDX 29-4. 

9-8 Other Materials 

Including maps, flags, globes and 
audio-visual materials. 

10 CULTURAL PROPERTY. HISTORY. 

10-1 	 Protection & Preservation. 
Restitution. 

Includes 	restoration. 

10-2 	 Memorials & Monuments 

For military cemeteries, SEE: DEF 
6-10; for other cemeteries, SEE: SOC 
16. For memorial presidential 

libraries, SEE: LIB outline. 


10-3 	 Museums. Galleries. 

For art exhibits sponsored by USIA, 
SEE: EXH 	 outline. 

10-4 	 (Reserved for future use) 

10-5 	 public Records. Archives. 

other than those of agency, for 
which SEE: CR outline. 

10-6 	 parks & Reservations 

11 (Reserved for future use) 

12 LECTURE PROGRAM 	 , 
Includes discussion groups, etc. 

For lectures under the U. S. and 

Foreign Programs, SEE: EDX 13 and 

19, respectively. 


13 FINE ARTS 

Use for fine arts of a country not 

related to cultural presentations 

program, for which SEE: CUL 16. 

subdivide by type if volume 

warrants. For for music, SEE: CUL 

14. 

13-1 	 Theater. Dance. Dramatic Arts. 

Includes ballet, comedy, puppetry. 

For radio, TV and motion picture 

forms of dramatic art, SEE: media 

outlines. 


13-2 	 painting. Drawing. Sculpture. 
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13-3 Literatur e . poetry. 

Us e for all form s of li terary arts. 
Includes pulitz e r prize and other 
awards. 

13 -4 Architecture 

13-5 Handicrafts 

14 MUSIC 

In cludes arrangements made or 
services provided by USIA for music 
programs. 

14-1 Policy. Plans. Guidelines. 

Includes Music Advisory panel. 

14-2 Reports & Statistics 

Includes utilization reports. 

14-3 Program Effectiveness 

14-4 Musical Equipment & Supplies 

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

14-5 Musical Performances 

Includes co-sponsored events which 
use rented, loaned or donated 
materials. For musical performances 
under cultural presentations program 
SEE: CUL-16. 

14-6 Recordings 

Use for commercial recordings for 
both music and lecture programs. 
Includes requests. 

14-7 Scores 

Includes both published and 
unpublished scores and requests for 
same. 

14-S Festi va ls 

Includes compe ti tion. Fo r film 
festivals, SEE: MV-S. 

14-9 Rental & Performance Rights 

Includes conducted s co re s and 
instrumental parts. 

14-10 catalogs & Lists 

14-11 Music Background materials 

Includes materials on orchestras, 
musicians, composers, performing 
artists. Subdivide by name if 
volume warrants. 

15 AMUSEMENTS. SPORTS. HOBBIES. 

For movies, TV, radio, SEE: 

appropr i ate media outlines; for 

sporting events sponsored as 

cultural presentations, SEE: CUL 16 . 


15-1 Olympic Games 

16 CULTURAL PRESENTATIONS 

Use for general material on p rogram 
to p resent performances by athletic, 
music, dance and thea t er groups, 
symphony orchestras, and individual 
perform i ng artists. Case fi l e 
material dealing with specific 
attrac ti ons alphabetically by name 
of group or artist. Subdivided by 
type of group if desired. 

16-1 policy. Plans. 

Include s coordination and support by 
the agencies involved. 

16-2 Reports & Statistics 

Includes types of attracti ons 
desired, utilizat ion of attractions, 
and overall reports on cultural 
presentations program. Also 
includes s pecific post requi rements, 
advance trip, escort officer, and 
debriefing repor ts . 
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16-3 Committees. panels. Conferences. 

Includes Advisory Committee on the 
Arts and panels of experts, 
i ncluding agenda and minutes of 
meeting of these organizations. 
subdivide by name of committee, 
panel, etc., if volume warrants. 
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EDUCATION 

Instructions 

Use for papers relating to types of education and educational insti ­

tutions, edu cational doctrine, levels and trends; language training ; 

and communist activities in the educational field. 


SEE: 	 EDUCATIONAL & CULTURAL EXCHANGE outline for matters relating 
to t he exchange of students, teachers, professors, etc. 

EDU- - EDUCATI ON 	 6 COMMUNIST ACTIVITIES 

1 POLICY . PLANS . 	 use for efforts of Communist 
countries to achieve the ir 

Use only for material which is so objectives through e xploitation of 
broad in content that it cannot be educational resources. Includes 
filed under one of the more specific scholarships offered to youth of 
subjects in this outline. other countries, disa ff ection of 

such students, etc. Fo r educational 
2 REPORTS & STATISTICS exchanges between communis t coun­

tries and the U.S., SEE: "EDX out line. 
Use f or mat er i al which cannot be 
filed under one of the more specific 7 VISITS 
subjects in this outline. 

Of individuals or gr~ups in the 
3 ORGANIZATI ONS & CONFERENCES educational field other than those 

under the exchange program , for 
use only for material which cannot which SEE: EDX out line. 
be filed under one of the more 
specific subjects in this outline. 8 LITERACY, ILLITERACY. 

4 AGREEMENT S 	 9 EDUCATIONAL SYSTEM. INSTITUTIONS. 

Us e on ly for material which cannot Subdivide by name of institution if 
be filed under one of the more volume warrants. 
spec ifi c subjects in this outline. 
For excha nge of persons and grant 9-1 Elementary 
agreement s, SEE: EDX outline; for 
publi cations exchange agreements, 9-2 secondary 
SEE: PB 4 . 

9-3 col lege & University 
5 LAWS & REGULATION S 

I ncludes scholarships and 
Use only for materi al whi ch cannot fellowships a nd teacher training; 
be fil ed under one of the more for th os e in a spec ific field of 
specific subjects in this outline. study, use appropriat e s ubject; for 

those grant ed under the exchange 
program, SEE: EDX out line. For 
college and university affiliation 
program. SEE: EDX 23-1; for 
America n and foreign studies 
seminars, SEE: EDU 13. 
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For labor education, SEE: LAB 9. 

-S u.S. Sponsored Schools Abroad 

f 	 use for financial assistance in 
establishing, expanding, and 
maintaining such schools. For 
grants to enable foreign students to 
attend such schools, SEE: EDX 10. 

10 	 ENGLISH LANGUAGE TRAINING 

Includes English Language Institutes 
sponsored by USIA and English 
teaching conducted by other 
agencies, e.g., AID, Peace corps, 
etc. Subdivide by type of program 
if volume warrants. For English 
teaching conducted by U.S. 
professors abroad, SEE: EDX 19-5; 
for language training provided to 
foreign grantees and exchange 
visitors in U.S., SEE: EDX 28-2. 

10-1 General Policy. Plans. 

10-2 Reports & statistics 

10-3 Organizations & conferences 

Subdivide by name 4f volume warrants. 

10-4 Agreements. contracts 

10-S Teaching Materials & Equipment 

Subdivide by type if volume warrants. 

10-6 English Teacher Seminars. 

10-7 visits 

10-8 Eft ect i veness 

10-9 Promotion & Publicity 

10-10 Direct Teaching 

10-11 English Teaching by Radio, 
Motion Picture 

TV & 

10-12 -English Teaching Forum-

USIA produced magazine. For 
nonagency English teaching 
periodicals, SEE: EDU 10-S. 

10-13 English Testing Program 

11 	 FOREIGN LANGUAGE STUDY AND TRAINING 

Except language training for U.S. 
Gov't, personnel, for which SEE: 
PER 	 9. 

11-1 Teaching Materials 

12 	 EDUCATIONAL MEDIA. TECHNIQUES. 

Includes general material on 
audiovisual aids, radio and TV, 
textbooks, lecture material in 
specific training programs, SEE: EDU 
10-S and 11-1; for textbook program, 
SEE: BKS outline. 

13 	 SEMINARS. WORKSHOPS. 

If desired, file by specific subject 
matter fields. Includes those in 
American and foreign studies 
financed under PL 480. For English 
teacher seminars SEE EDU 10-6. 
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EDUCATIONAL & CULTURAL EXCHANGE 

Instructions 

Use for papers relating to the exchange of persons program, both U.S. 
and foreign, financed from public or pri va te sou~ces. Papers on 
individual grantees and/or visitors or specific projects should be 
arranged alphabetically by name under the appropriate program. 

SEE: 	 EDUCATION outline for material on educational and educa­
tional institutions not involving exchange of persons, 
and seminars and workshops in America and foreign studies 
financed by PL 480 funds. 

CULTURE outline for material on fairs, music festivals, 
fine arts, and cultural presentation program. 

EDX--EDUCATIONAL & CULTURAL EXCHANGE 3 

1 GENERAL POLICY. PLANS. COORDINAT ION 

Use for program planning and 
coordination with Federal agencies, 
such as USIA, AID, etc., subdividing 
by agency if volume warrants. For 
working fund and reimbursement 
agreements with other government 
agencies, SEE: EDX 31. 

1-1 Country program Plans. Allocations. 

1-2 Reprogramming 

2 GENERAL REPORTS & STATISICS 

Use for overall reports on exchange 
program which cannot be filed more 
specifically elsewhere in this 4 
outline. subdivide by type and/or 
title if volume warrants. 

2-1 program Evaluation 

Includes projects to determine 
effectiveness of overall exchange 
program and reports thereon. 
Reports on specific programs may be 
filed here or under appropriate 
program headings depending upon 5 
office needs. 

2-2 Reports to congress 

ORGANIZATIONS & CONFERENCES 

Except Federal agencies, for which 
see EDX 1, and the boards, 
committ ees, commissions, and 
foundations provided for elsewhere 
in this outline. Includes 
cooperative relationships with 
public and private organizations, 
such as Institute of International 
Education, colleges and 
universities, and international 
organizations. Subdivide by type 
and/or arrange alphabetically by 
name of organization if volume 
warrants. For institution 
affiliation program, SEE: EDX 23; 
for grant agreements with cooper­
ating organizations, SEE: EDX 31. 

AGREEMENTS 

Includes multilateral and third 
country agreements relating to ex­
change program. For agreements with 
binational foundations and commis­
sions, SEE EDX 6-4. For grant 
agreement s and contracts with coop­
erating agencies, SEE: EDX 31. Sub­
divide by country if volume warrants. 

LAWS & REGULATIONS 

subdivide by specific bill or act, 
(e.g., Fulbright-Hays Act) if volume 
warrants. 
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6 BINATIONAL FOUNDATIONS. COMMISSIONS. 

subdivide by name if volume warrants. 

6-1 Meetings 

Includes agenda and minutes. 
Arrange by number and/or date. 

6-2 Reports 

Subdivide by 
warrants. 

title if volume 

6-3 Membership 

6-4 Agreements 

7 BOARD OF FOREIGN SCHOLARSHIPS 

7-1 Meetings 

Includes agenda and minutes. 
Arrange by number and/or date. 

7-2 Reports 

subdivide by 
warrants. 

title if volume 

7-3 program Analyses 

7-4 Documents 

Arrange by document number. 

8 ADVISORY COMMISSION ON 
EDUCATIONAL & CULTURAL 

INTERNATIONAL 
AFFAIRS 

8-1 Meetings 

Includes agenda and minutes. 
Arrange by number and/or date. 

8-2 Reports 

subdivide 
warrants. 

by title if volume 

8-3 Membership 

8-4 Documents 

Arrange by document number. 

9 (Reserved for futur e use) 

10 FOREIGN STUDENT PROGRAM 

pape rs on indivi dual grantees and 
specific groups may be case filed 
here alphabetically by name. 

10-1 policy. Plans. Guidelines. 

10-2 Reports & Statistics 

Includes program and fiscal report s . 

10-3 Program Effectiveness. 
Follow-up. 

10-4 Grantee service (G eneral) 

10-5 U.S . Schools Abroad 

use only for grants to enable 
foreign students to attend U.S. 
sponsored 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 project if volume warrants. 

11-1 policy. Plans. Guidelines. 

11-2 Reports & statistics 

Include program and fiscal reports. 

11-3 program Effectiveness 

12 YOUTH PROGRAM 

Includes U. S. program to work with 
youth groups abroad. 

12-1 Policy. plans. Guidelines. 

12-2 Reports & statistics 

12-3 program Effectiveness 
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1 3 	 FOREI GN PROF ES SOR PROGRAM 

~ ncludes l e cturer and research 
scholar program . papers on 
lndividua l gran tees may be filed 
here alphabet ically by name. 

13-1 Po licy. plans. Guidelines. 

1 3-2 Reports & statistics 

Incl udes p rogram and fiscal reports. 

13 - 3 program Effectiveness . 
Follow- up. 

14 TEACHER DEVELOPMENT PROGRAM 

program re ates to training of 
foreign teacher s "n U.S. papers on 
individual grantees may be case 
filed here alphabetically by name . 

14 - 1 Policy. Plans, Guidelines. 

14-2 Repo rts & Statistics 

14-3 program Effectiveness. 
Follow-up . 

14 - 4 Special pro jects. 

Subdivide by type and/or name if 
volume warrants. 

15 INTERNATIONAL VISITORS PROGRAM 

Inc ludes foreign leaders & 
specialists. papers on individ ual 
grantees may be case filed here 
alphabetically by name. For 
multinational leader projects, SE E : 
EDX 21 ; for voluntary leaders 
visiting U.S., SEE : EDX 24. 

15- 1 policy. plans. Guidelines. 

15- 2 Reports & stat i stics 

Includes program and fiscal repor ts . 

15-3 program Effectiveness. 
Follow-up. 

15-4 programming Services (Gener al) 

16 (Reserved for future use) 

17 EDUCATIONAL TRAVEL PROGRAM 

I ncludes program t o provide grants, 
primarily to youth (such as 4- H, BOY 
Scou ts, etc), f or travel a broad for 
educati o na l purposes for brief 
periods of time. 

1 7-1 Policy. Plans. Guidelines. 

17-2 Reports & Statisti cs 

Includes program and fi sca l reports. 

1 7-3 Progra m Effectiveness . 
Follow- up. 

18 U.S . STUD ENT PROGRAM 

Mater i al on individual grantees or 
specific projects may be case filed 
here alpha be t i ca lly by name . 

18- 1 po li cy. Plans. Guidel "nes. 

18- 2 Repor ts & Statistlcs 

In cludes pr ogram and fiscal repo r ts. 

18-3 Program Effec ti veness. 
Follow- up. 

18 - 4 Grantee Services (General ) 

19 U. S. PROFESSOR PROGRAM 

Includes l ecturer and research 
scho lar program. Material on 
ind ividual grantee s may be case 
filed here alphabetical ly by name. 

19-1 Po icy. plans. Gu "delines . 

19 -2 Reports & Stat i stics 

In clu des program and fiscal epor t s. 

19 - 3 P r ogra m Effecti veness. 
Fol ow- up . 

19- 4 Inter-coun t ry Lect u reshi p s 
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19-5 English Language Teaching 
program 

Use for English teaching conducted 
by U.S. professors abroad. For 
grantee English language training 
program, SEE: EDX 28 -2; for all 
other programs, SEE: EDU 10. 

20 	 TEACHER EXCH ANGE PROGRAM 

Prog r am i nvolves both U.S. and 
foreign teachers. Material on 
in di vidual grantees or specific 
projects may be case filed here 
alphabetically by name. 

20-1 policy. plans. Guidelines. 

20 - 2 Reports & statistics 

I ncludes program an d fi s cal reports. 

20-3 Program Effectivene$s. 
Follow-up. 

20 - 4 Seminars . Workshops. 

For U.S. teachers abroad. 

21 	 MULTINATIO NA L FOREIGN SPECIALIST & 
LEADER PROJE CTS 

su bd ivid e by sponsor, type, and/or 
name of project . 

21-1 policy . plans. Guidelines . 

21-2 Reports & s tatistic s 

Includ es program and fiscal reports. 

21-3 program Effectiveness . 
Follow-up. 

22 U.S . SPECIA LISTS 

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

22-1 Policy. Plans. Guidelines. 
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22 - 2 Reports & statistics 

Includes program and fi s cal reports. 

22-3 Program Effectiveness. 
Follow-up. 

23 INSTITUTION AFFILIATION PROGRA M 

Includes private interchange of 
books , etc., bet ween institutions. 
case file by name of institution if 
volume warrant s. 

23-1 colleges & Universities 

23-2 State organizations 

24 VOLUNTARY VISI TORS FROM ABROAD 

use for general material on 
p rogram. Case file by name of 
visitor under country. 

24-1 policy. Plans . 

24-2 Reports & Stati stics 

24-3 Facilitative s~rvices (General) 

25 U.S. VISITORY ABOARD 

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

25 - 1 policy . Guidelines. 

25-2 Reports & Statistics 

25-3 Facilitative Services (General) 

25-4 programming Services (General) 

26 (Reserved for future use ) 

27 EAST -WEST CENTER (HAWAII) 

-
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28 	 PROGRAMMING & FACILITATIVE SERVICES 

use for general material only. 
Papers relati ng t o specific exchange 
programs should be filed thereunder, 
papers on individ ual grantees, vi­
sitors or groups should be case 
fi led by name under appropriate 
program. 

28-1 orientation 

28-2 Engli sh Language Training 

28-3 Reception centers 

Subdivide by name and location of 
cente r . 

28-4 Hospitality Arrangements 

28- 5 Travel Arrangements 

Includes arrival and departure lists. 

28-6 In terpreter/Escort Services 

28-7 Grantee Insurance 

28 -8 Terminal conference. 
Debriefing. 

29 FOLLOW- UP PROGRAM 

29-1 Grantee Biographic Data 

29-2 Grantee Alumni Organizations 

29 -3 University Alumni Organizations 

29 - 4 publi cations 

Includes magazi ne subscriptions for 
returned grantees. 

29-5 Speaker's Bureau 

Inc ludes arrangements for speeches 
to and by returned grantees. 

30 NON-RETURN OF GRANTEES 

31 GRANT AGREEMENTS CONTRACTS. 

use for grant agreements wit h 
cooperating agencies and 
organiza ti ons and other government 

agencies and contracts f or services. 
subd i vide by type and arrange thereunder 
by contract number on a fiscal-year 
basis. 

31-1 General policy . Guidelines. 

31-2 Reports & Stati s tics 

31-3 contract Audit 

31-4 Laws & Regulat ions 

31-5 Reimbursement Agreements 

31-6 Transfer of Funds Agreements 

31-7 Do l lar Agreement s 

31-8 Foreign Currency Agreements 

32 	 (Reserved for future use) 

33 	 EXCHANGE VISITOR PROGRAM 

Use for general materi a l on 
program. Case file material 
relating to approval of programs of 
specif i c institutiops by project 
number. Identify any program 
problems by name under this subject. 

33-1 policy. Plans. Guidelines. 

33-2 Reports & Sta ti stics . 

33-3 Notification of Designation 

33-4 Visa Issuance. Waivers . 

Use for general visa ma tters 
relating t o program and all waivers 
on exchange visitors. For issuance 
of visas to exchange visitors. 
SEE: V: outl ine. 

33-5 Laws & Reg ulations 

Use for li s t s of approved 
institutions. 

33-6 Limitation of stay. 
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EXHIBITS 

Instructions 

Use for materials on the planning, design, production, and use of 
exhibits as a me d ium for the support of Government foreign po l icy 
objectives and to inform foreign aUdiences about American life, 
culture and technology. 

SEE: 	 PUBLIC RELATIONS outline for exhibits and displays used in 
agency domestic information programs. 

BOOKS outline for book fairs and exhibits used for book 
promotional purposes. 

Specific exhibits, exhibit project. Papers pertaining to a spec i fic 
exhibit should be grouped together (case filed). Such case files 
should be grouped together (case filed). Such case files should 
show the name or title of the exhibit following the primary symbol 
EXIT. These case files may be further subdivided, as required, by 
using the subjects in this outline. 

EXH--EHXIBITS 3 	 ORGANIZATIONS & CONFERENCES 

1 	 GENERAL POLICY. PLANS. GUIDELINES Use only for material too general in 
BACKGROUND. nature to be filed under more , specific subjects in this outline. 
Use only for materials too general subdivide by name of organization,
in nature to to be filed under a and name, date, and location of 
more specific subject in this conference, if volume warrants. 
outline. 

3-1 Interagency Exhibits Committee 
1-1 Guidances 

4 AGREEMENTS 
1-2 Themes 

Includes negotiation of agreements
1-3 Suggestions & proposals 

4-1 Country Agreements
1-4 coordination 

Subdivide by country if volume 
subdivide by name of agency if warrants. 
volume warrants. 

4-2 Loan Agreements 
2 GENERAL REPORTS & STATISTICS 

Use for general mater i als only. 
Use only for material too general in SEE: EXH 6 for spec i fic contributor 
nature to be filed under a more loan agreements. 
specific subject in this outline. 
Subdivide by title of report if 5 LAWS. REGULATIONS. PROCEDURES. 
volume warrants. 

Use 	for material too ge neral in 
2-1 progress Reports 	 na t ure to be filed under more 

specific subjects i n this outline. 
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5-1 U.S. Laws & Regulations 

5-2 Exhibit Regulations 

5-3 Exhibit Handbook 

6 CONTRIBUTORS 

Subdivide by name if volume 
warrants. Includes loan agreements 
and amendments, insurance 
requisitions, shipping invoices on 
items contributed by each. 

6-1 contributor Lists 

7 VISITORS. GUESTS. LECTURES. 

Includes schedule of activities 
commitments, courtesies, etc. 
Subdivide by name, if volume 
warrants. 

or 

8 EFFECTIVENESS. EVALUATION 

8-1 Reaction Reports 

Includes visitor 
opinion reports, 

comments and public 
press reviews, etc. 

8-2 Effectiveness Reports 

8-3 Attendance Reports 

9 PROMOTION & PUBLICITY 

9-1 Press Releases 

9-2 Symbol Buttons 

9-3 Photos of Exhibit 

9-4 Advertising Posters 

9-5 Brochures 

9-6 Giveway Items 

Other than EXH 9-2 and 9-5. 

10 DESIGN. CONSTRUCTION. PRODUCTION. 

Other than pavilion or other 
building to house exhibit, for 
SEE: BG outline. 

which 

10-1 Scripts. Texts. 

subdivide by language if required. 

10-2 Site Information 

Other than for buildings or U.S. 
pavilion for which SEE: BG outlines. 

10-3 Specifications 

11 EXHIBIT COMPONENTS 

I.e., items exhibited. Subdivide by 
name, number, or type if volume 
warrants. 

11-1 Lists 

11-2 condition Reports 

11-3 Inventions 

11-4 Acquisition 

11-5 Disposition ­
11-6 Replacement Items 

12 RIGHTS & CLEARANCES 

Includes content clearances 

13 DISTRIBUTION. PLACEMENT & USAGE. 

13-1 Lists 

13-2 schedules & Itineraries 

14 REQUESTS FOR EXHIBITS 

Subdivide by post or source of 

request if required. 


15 	 OUTSIDE RESOURCES & TALENT 

Subdivide by name of organization, 
firm, person or by category of 
resource or talent. 

16 PREVIEWS 

Use for general materials only. 

17 INSURANCE 
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18 CEREMONIES 

19 STRIKING 

Use for general papers on the 
dismantling and removal of exhibit. 
DO not use for demol ition, removal, 
sale, etc. of pavilion or other 
buildings, for which SEE: BG 
outline. 

TL-S14D (6- 12-86 ) 



Part III 

MANUAL OF OPERATIONS & ADMINISTRATION 
I NF 	 (p . 1)- RECORDS CLASSIFICATION HANDBOOK 


INFORMATION (GEN) 

Instructions 

Use for papers dealing with USIA'S total international program or 
t ha t of other agencies or non-communist countries to explain the 
national objectives, policies, and culture and to influence the 
attitudes of other nation's populaces or segments of them. Use 
also for papers which cover several kinds of mass communications 
media, general information research, and for general matters 
pertaining to USIA's information activities conducted for other 
U.S. Government agencies overseas. 

SEE: COMMUNISM outline for communist propaganda activities. 

PUBLIC RELATIONS outline for agency relations with the 
American public and American mass communication media 
in explaining the agency's programs, policies, and 
objectives. 

Appropriate media outline for subjects which pertain to 
a particular medium. 

INF--INFORMATION (GEN) 1-8 	Talking papers 

1 	 GENERAL POLICY. PLANS. 1-9 Mission. Objectives. Priorities. 
COORDINAT I ON. - 1-10 Themes 
Use for material too genera l in 
nature to be fi l ed under more 1-11 Interagency Coordination (U .S. ) 
specific subjects in this outline. 

Subdivide by names of agenc i es , 
1-1 policy Guidance (General) committees, panels, etc., if volume 

warrants. 
Use only for material which cannot 
be filed under the more specific 1-12 Coordination with Local Gov' t . 
types of guidance documents listed. 

1-13 U.S Advisory commiss i on on 
1-2 Country plans International Commun i cation , 

cult. and Educational Affairs. 
Arrange by area and/or country and 
date. Show name of post, if needed. 1-14 Executive Committes 

1-3 	program Pol i cy Directives 2 GENERAL REPORTS & STATISTICS 

1-4 News Policy Notes 	 Use for mater i a l too ge nera l in 
nature to be filed under more 

1-5 	Info guides specific subjects in th i s out l ine. 

1-6 	Potomac cables 2-1 country Assessment Reports 

1-7 (Reserved for Future use) 	 Arrange by area and/or country and 
date. : Show name of post, if neede d • 
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2-2 Program Highlights 

2-3 Weekly Reports to Director 

2-4 Fact Book 

3 ORGANIZATIONS & CONFERENCES 

Use for material too general in 
nature to be filed under more 
specific subjects in this outline. 
Subdivide by name of organization, 
and name, date, and location of 
conference, if volume warrants 

4 AGREEMENTS 

Except scientific and military 
information exchange agreements, for 
which SEE: SCI and DEF outlines, 
respectively. For agreements 
relating to specific media and 
programs, SEE: subject. 

5 LAWS. REGULATIONS. PROCEDURES. 

Use for material too general in 
nature to be filed under more 
specific subjects in this outline. 
Subdivide by title of law, 
regulation, etc. as volume warrants. 

6 TARGET GROUPS 

Use for files on categories of 
peop l e toward which information 
programs and projects may be 
part i cularly directed to achieve a 
given purpose. subdivide by 
category (businessmen, educators, 
rural population, government 
officials, religious groups, etc.) 

7 INFORMATION MEDIA, MASS 
COMMUNICATIONS (GENERAL) 

Use only for papers on multimedia 
projects, and other papers 
concerning mass communications 
med i a , e xc ept th e ir ef fectiveness , 
for which see elsewhere in this 
outline. Subdivide by project, if 
volume warrants or as reference 
needs dictate. 

7-1 Freedom of Information 

Includes efforts of nations through 
UNESCO to achieve free exchange of 
information, FOI convention, and 
censorship of or interference with 
information media in general. 

7-2 Media status & Progress Re ports. 

7-3 Quarterly Re view of Media Projects 

7-4 Media Habits 

7-5 Mass Media Exposure Patterns 

7-6 Multi-Media projects 

8 PROGRAM EFFECTIVENESS 

For effectiveness of a particular 
media or program, see appropriate 
outline. 

8-1 Evidence of Effectiveness 

8-2 Effectiveness Reports 

9 TRAINING 

Of foreign government personnel and 
other non-Agency personnel. For 
specific types of media training, 
see media outlines. 

10 (Reserved For Future Use) 

11 RESEARCH (GEN) 

Use only for papers concerning the 
Agency's overall research program 
and research materials not 
sufficiently precise to place under 
such subjects as media habits, 
effectiveness, and public opinion 
and attitudes, for which see 
elsewhere in this outline. 
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11-1 Poli cy. Plans. 12-4 Opinion/Image of Other 
countries. 

11-2 Repor t s. Statistics. 
13 FOREIGN MEDIA REACTIONS 

12 PUBLI C OP INI ON & ATTITUDES 

Use for genera l 
public react i on 

mate rial only. 
t o a specific event 

Use for general mater i al only. 
Foreign media reaction to a specific 
event should be filed under t he 

shoul d be fi led under the 
appropri a t e outline elsewhere in 

appropriate outline elsewhere 
Handbook. 

in t he 

t his Handbook. 
14 BRIEFING 

12-1 World Surveys 

Arrange geographically. 
Other than briefing of Congressiona l 
travelers, for which SEE: LEG 

12 -2 Dai l y Reaction Reports 
outline; or agency personne l , 
which SEE: PER 9-13. 

for 

12-3 Opinion/Image of U.S. 14-1 Briefing papers 

-
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LIBRARIES & CENTERS 

Instructions 

use for materia l s on lib raries , information centers, binational 
centers, reading rooms, community centers, and America. Houses and 
their activ i t i es in furthering i nternat i onal cultural and information 
programs. I ncludes presidential libraries and cultural centers 
(e .g. 	John F. Kennedy). 

SEE: 	 CULTURE (GEN.) outline for materials on the overall 
cultural program of the Agency; for fine arts activities 
such as lectures, theater, dance, music, drama~ painting, 
drawing, sculpture, literature, poetry, architecture, and 
hand icrafts; and for the presentation of materials and 
persons as parts of the cultural and information activi­
ties of libraries and centers. 

BOOKS AND PUBLICATIONS, outlines for materials on library 
and center activities related to these media. 

EXHIBITS outline for materials on library and center 
activities related to this medium. 

EDUCATION outline f or materials on English teaching, 
seminars, workshops, and other educational activities 
of libraries and centers. 

BUILDINGS & GROUNDS outline for papers on library and 
center buildings, grounds, space, furnishings, and 
buildings services. 

EQUIPMENT & SUPPLY SERVICES outline for papers on the 
utilization and disposition of library equipment and 
supplies. 

LIB--LIBRARIES 3 COMMITTEES 

1 GENERAL POLICY. PLANS. GUIDELINES Use f or materials which cannot be 
filed under a more spec ific subject 

use f or materials which cannot be in this o utline . 
filed under a more 
in this outline. 

specific subject 
3-1 Advisory Committee 

2 GENERAL REPORTS & STATISTICS 4 AGREEMENTS. GRANTS. 

Use for material which cannot be 5 LAWS. REGULATIONS. 
filed under a more specific subject 
in this outline. Subdivide by title 
of report if volu me warrants. 

In cludes 
centers. 
SEE: LIB 

statutes of Binational 
For operating procedures 

12. 
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6 COMMUNITY ACTIVITIES & SERVICES 

Includes arrangements 
o f community groups. 

for meetings 

6-1 play production 

Includes play readings 

7 VISITS 

Of regional librarians and others 
p ertaining to library and center 
operations. 

8 EFFECTIVENESS. 
EVALUATION. 

ASSESSMENT. 

9 PROMOTION & PUBLICITY 

Includes news releases and clippings. 

10 HISTORICAL BACKGROUND 

11 ATTACKS & DAMAGE 

Use only for e ffe ct on the operation 
of libraries and centers. For 
building damage, SEE: BG outline. 
For pol itical aspects, SEE: POL 
outline. 

12 OPERATING PROCEDURES 

subdivide by types (e.g. membership, 
withdrawals, etc.) if volume 
warrants. 

12-1 Training 

Includes works hops and seminars on 

library procedures. SEE: EDU for 

other types of work shops , seminars, 

and English language train i ng. 


13 LIBRARY COLLECTION 

Use for papers regarding the 
collective holdings of the library. 
DO NOT use this subject or its 
subdivisions for the procurement of 
books, music or publi ca tions for 
which see outlines covering those 
items. 

13-1 Basic collecti on 

13-2 Acquisition of Holdings 

13-3 selection of Holdings 

13-4 Depr e c i ation of Holdings 

13-5 Disposal of Holdings 

13-6 Transfer o f Holding s 

-
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MOTION PICTURES & TELEVISION (GENERAL) 

Instructions 

Use for papers on mot i on picture and television affairs in general, 
i.e., for other than specific motion picture & television materials 
or programs acquired or produced, and for other than facilities and 
services involved. Offices that maintain separate files on either 
motion pictures or television affairs in general may add appropriate 
notation after primary symbol i.e. MV (TV), MV (MP). 

SEE: 	 PUBLIC RELATIONS outline for use of motion pictures 
and television in agency domestic public information 
programs. 

EDUCATION outline for the use of radio, motion pictures 
and television as an aid to teaching. 

INDUSTRIES & COMMODITIES outline for the economic aspects 
of the motion pictures and televisions industries. 

MOTION PICTURE and TELEVISION PROGRAMMING outlines for 
acquired or produced motion picture and television 
programs. 

MOTION PICTURE and TELEVISION FACILITIES & SERVICES 
outlines for major types of facilities and services 
connected with the production, processing, adaption, 
etc. of program materials. 

MV-MOTION PICTURES & TELEVISION (GENERAL) 4 AGREEMENTS 

1 GENERAL POLICY. PLANS. BACKGROUND. 

Use for material too general in 
nature to be filed under more 
spec ifi c subjects in this outline. 5 

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

LAWS. REGULATIONS. 

2 GENERAL REPORTS & STATISTICS 

Use for material too general in 
nature to be filed under more 
specific subjects in this outline. 6 

Use for material too general i n 
nature to be filed under mor e 
specific subjects in this outline. 

AWARDS & TESTIMONIALS 

3 ORGANIZATIONS & CONFERENCES 

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

Use for material on motion 
and television awards or 
testimonials, except those 
connection with festivals, 
SEE: MV 8-1. 

picture 

in 
for which 
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7 VISITORS 12 ATTESTATION 

Use for general materials on motion Co vers applica tion, agency 
picture and television personalities ce rtificates and related 
and their visits. subdivide by name corr espondence prepared in 
of visitor if volume warrants. connection with the agen cy 's prog ra m 

of ce rti fying as of internat ional 
8 FESTIVALS educational character elig ib le U.S. 

visua l and auditory mat erials. 
Use for papers on motion picture and 
tele vision festivals and United 12-1 certificates 
states participation therein. 
Su bd ivide by place and date if subdivide by number if vol ume 
volume warrants. warrants. 

8-1 Prizes 12-2 Applicants 

8-2 schedules Subdivide by name of owner of bas ic 
rights if volume warrants. 

9 TRAI NI NG 
13 CATALOG 

Of foreign government personnel and 
other non-agency personnel. Use for correspondence wit h 

producers of motion pi ctures, 
10 CENSORSHIP television productions and film 

strips in connection with the 
Use for general materials only. publi cation of the agency catalog 

united states Educational Scientific 
11 Technical Research and cu ltu r a l Mo tlon Plctures a nd 

Fllm strits Selected and Available 
Use for general materials on motion for Use A r oad . 
pi cture and television media 
research, e .g. TV space transmission. 13-1 Produce rs 

Subdivi de by name of producers. 
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MOTION PICTURE & TELEVISION FACILITIES & SERVICES 

Instructions 

Use for papers on the broad types of facilities and services used in 
producing, processing, recording, editing, etc. motion picture and tele­
visi on ~aterials. Offices that maintain separate files on either motion 
pictur e or television facilities and services may add appropriate 
notation after primary symbol i.e. MVF (TV), MVF (MP). 

SEE: 	 EQUIPMENT, SUPPLIES & SERVICES outline for specific items 
of equipment and supply associated with these facilities 
and services, and for related inventory, disposal, and 
accountability for these items. 

The first section of the outline provides subjects for use in 
establishing files which pertain to motion picture and television 
facilities and services collectivel~. The remaining subjects are for 
use in establishing files on speclflc types of facilities and services . 

MVF --MOTION PICTURE & TELEVISION 
FACILITIES & SERVICES 

1 GENERAL POLICY. PLANS. GUIDELINES. 

2 GENERAL REPORTS & STATISTICS 

3 MEETINGS & CONFER EN CES 

Use for general materials only. 

4 AGREEMENTS. CONTRACTS. 

5 PROCEDURES & INSTRUCTIONS 

Use for general materials only. 

6 OUTSIDE RESOURCES & TALENT 

Use for materials on commercial 
sources and talent for editing, and 
other services. Subdivide by name 
if volume warrants. 

7 FACILITIES SCHEDULES 

Use for general material on the 
scheduling of all facilities. 

8 	 REQUESTS FOR FACILITIES 

Includes related services . 

9 THEATERS 

Use for materials on location, 
number, seating capacity, etc. 

9-1 Licensing 

10 TELEVISION STATIONS. NETWORKS. 

10-1 Cooperative & Facilitative 
Networks 

10-2 Facilitative Assistance 

11 TELEVISION SETS 

12 SCREENING FACILITIES 

Includes screening room. 

13 STUDIO 

Includes construction, maintenance, 
use , and schedules. 

14 SCENERY 

Includes design and construction. 
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15 LABORATORY SERVICES 19-2 Destruction 

Includes recording, p rocessing and 19-3 Sale 
printing, lip-sync, dubbing, mixing, 
and quality control. Includes l icenses for foreign print 

sales, etc. 
16 PROJECTION SERVICES 

19- 4 Retirement. Withdrawal. 
17 STORAGE 

19-5 Transfers 
18 REMOTE COVERAGE SERVICES 

20 VIDEOTAPE CONTROL & DISPOSITI ON 
19 PRINT CONTROL & DISPOSITION 

Includes procedures. 
20-1 Degaussing. Reusing. 

21 MUSIC SERVICES 
19-1 Inventory 

, ... ::. 
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MVP (p . 1) 

MOTION PICTURE & TELEVISION PROGRAMMING 

Instructions 

Use for pa p ers to the development, scheduling, production, placement, 
use, evaluation, and acquisition of motion picture and television 
programs as information, cultural, or entertainment media. Offices 
that maintain separate files on either motion picture or television 
programming may add appropriate notation after symbol i.e. MVP (TV), 
MVP (MP). 

SEE: 	 PUBLIC RELATIONS outline for the use of motion picture 
and television in domestic public information programs. 

MOTION PICTURES and TELEVISION (GEN) outlines for overall 
Agency motion picture and television worldwide, regional, 
and country plans and operations, and for general back­
ground materials not relating to specific programs or 
products. 

MOTION PICTURES and TELEVISION FACILITIES & SERVICES 
outlines for facilities and services involved in 
producing, adapting, distributing, and controlling 
program materials and for various related services. 

Title Files. papers concerning a specific program (film or 
videotape) should be filed and maintained as a unit (case files). 
The file folder(s) for such files should show the title of the 
program following the appropriate primary subject symbol MVP. 
The case file on a particular program can be subdivided, if volume 
warrants, by using the subject breakdowns provided in this outline. 

MVP--MOTION PICTURE & TELEVISION 
PROGRAMMING 

I GENERAL POLICY. PLANS. 
GUIDELINES. COORDINATION. 

Use only for material which cannot 
be filed under a more specific 
subject in this outline. 

3 

3-1 

OUTSIDE RESOURCES & TALENT 

Use for general material on 
producers, writers, narrators , a nd 
performers. Includes firms o r 
·teams· as well as individuals. 
subdivide by name if volume wa r rants. 

Accreditations 

1-1 proposals. suggestions. Ideas. 4 AGREEMENTS. 

2 GENERAL REPORTS & STATISTICS 5 REGULATIONS. PROCEDURES. 

Use for general reports and 
statistics which cannot be filed 
under more specific subjects in this 
outline. Subdivide by title of 
report if volume warrants. 

Use for materials which cannot be 
filed under a more specific subjec t 
in this outline. 

2-1 Reporting Procedures 

TL- S1 4D (6 - 12 - 86) 



Part III 

MANUAL OF OPERATIONS & ADMINISTRATION 
MVP 	 (p. 2) 

RECORDS CLASSIFICATION HANDBOOK 

6 PRODUCTION 

subdivide as indigenous, USIA, or 
USIS, if desired. For professional 
producers whose services are 
employed or who are candidates, 
SEE: MVP 3. 


6-1 Suggestions. proposals. 


6-2 Status Reports 


6-3 Coproduction 


6-4 Authorizations 


6-5 Techniques. procedures. 


Includes cartoon techniques. 


6-6 projects 


6-7 Schedules 


Includes producer assignment 
schedules. 

6-8 	coverages 

Includes requests for coverage of 
events and visiting dignitaries. 

6-9 production Materials 

Includes stock shots, film clips, 
recordings, scripts, raw-stock, 
etc. subdivide by type if volume 
warrants. Large collections of the 
actual materials should be arranged 
by title, subject, language, number, 
etc. 

7 MOBILE UNIT ACTIVITIES 

EFFECTIVENESS. EVALUATIONS. 
ASSESSMENT. 

Includes effectiveness reports, 
assessment reports, evaluations, 
reviews, and field testing. 

8-1 	Evaluation Techniques 

8-2 	Effectiveness Reports 

- 8 

8-3 	public Opinion 

Includes fan mail, protests , 
criticisms, audience reac tions, etc. 

9 PROMOTION & PUBLICITY 

9-1 Press Releases 

9-2 promotional Kits 

10 	 PROGRAMMING RESTRICTIONS 

Includes censorship of prog ram 
materials. 

11 RESEARCH 

Includes research on motion picture 
and television audience viewing 
habits, likes and dislikes, literacy 
levels, and other characteristics. 
SEE: MVP 8 for audience reactions 
to USIA program materials. 

12 RIGHTS & ACQUISITION 

Use for acquisition of rights to 
motion pictures and videotapes. 
Subdivide as performing rights, 
distribution rights, theatrical 
rights, or television rights, if 
d esi red. Includes ren e wal and 
expiration of rights. 

13 USAGE. SHOWINGS. PLACEMENT. 

Includes audience and attendance 
statistical reports, admission 
charges, and rental fees. 

13-1 Previews 

13-2 Screening 

Use for screening notices. 

13-3 Utilization Techniques 

13-4 Schedules & Guid e s 

13-5 Distribution 

Includes Distribution patterns, 
requests, and loans. 
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13-6 sponsorship 16 SCRIPTS 

14 CATALOGS & LISTS Arrange by title, language and/or 
number. 

subdivide by type of program, 

14-1 catal oging Circulars 

15 ATTRIBUTION & CREDIT TITLES 

etc. 
17 VIDEOTAPES 

Arrange by title, language and/or 
number. 
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PRESS 

Int roduc tion 

use for papers on the press of foreign countr ies, and the press activities 
and produ cts o f the Agency in carrying out information programs through the 
use of this medium . 

SEE: 	 PRESS & PUBLICATIONS outline for papers whic h cover both press 
and publications matters. 

PUBLIC RELATIONS outline for papers on the Agency's relations 
with the domestic press in connection with the Agency's 
domestic public information program. 

PUBLICATIONS outline for papers on publication activities and 
products, other than press it ems and books, in carrying out 
information programs. 

BOOKS and PICTURES outlines for papers on book and picture 
activities and products in carrying out information programs . 

COMMUNISM out line for the use of the press as a propaganda 
medium by communist countries. 

P--PRESS 3 ORGAN I ZATIONS & CONFERENCES 

1 GENERAL POLICY. PLANS. GUIDELINES. 

Use only for general material that 
cannot be filed under a more 
specific subject elsewhere in this 
outline. 

3-1 

Other than news agencies and press 
associations. Subdivide by name of 
organ i zation and by name, location , 
and date of conferences, i f volume 
warrants. 

Press conferences 
1-1 Daily Guidance 

4 AGREEMENTS 
2 GENERAL REPORTS & STATISTICS 

Use only for materials too general 
in nature to be filed under a more 

Use for general material on l y. 
Includes exchange agreements. 

specific subject elsewhere in this 
outline. subdivide by title of 
report if volume warrants. 

5 LAWS. REGULATIONS . PROCEDURES. 

Use only for general material only. 

2-1 Press Summaries 6 JOURNALISTS. CORRESPONDENTS. 

2-2 Foreign Press Reviews Includes biographic informa tion. 
subdivide by name and/or country, i f 
volume warrants. For VOA correspon­
dents SEE: RADIO PROGRAMMING outline. 
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6-1 Visits. Tours . 

Subdivide by name and/or c ountry if 
volume warra n ts . For visits and 
tours under the edu c ati o nal and 
cultural ex c hange prog r am , SEE: EDX 
outline. Do not use for travel 
arrangements, for whi c h SEE : TRV 
outline . 

6-2 Foreign Press ce nter 

6- 3 Acc r edita t i o ns 

7 NEWS AGENCIES. PRES S ASSOCIATIONS. 

Subdivide by name if vo lume warrants . 

8 EFFECTIVENE SS 

9 NEWSPAPERS 

Subdivide by name 
volume warrant s. 

a nd/or c o untry if 

9-1 Clipping Servi c e 

10 CENSORSHIP 

11 RESEARCH. STU DIES. 

Other than effectiveness for which 
see elsewhere in thi s out l ine . 

12 RIGHTS . COPYRIGHTS. 

13 NEWS PLACEMENT & USAGE 

14 REQUESTS FOR MATERIALS 

Such as backgrounders , 
features , etc . 

byli ners, 

15 CREDITS. ATTRIBUTION. 

For press i t ems a cquired or produced . 

16 PRESS COVERAGE 

Use for papers on requests , 
aSSignments, and arrangements for 
coverage of events. Arrange by date 
or by event as required . 

1 7 PRESS RELEASES 

Use for gen e ra l material only . 

18 FAST NEWS 

19 WIRELESS FILE 

Use for gene ral material concerning 
transmission and receipt of press 
materials. SE E: CR 7 for 
telecommunications serv ices a nd 
facilities . 

20 (Reserved for fut ure use) 

21 (Reserved for future use ) 

22 (Reserved for futur e use) 

23 (Reserved for futur e use) 

24 PRESS MATERIALS 

24-1 News Stories 

24-2 News Commentari es 

24-3 Ne ws Columns 

24-4 Backgrounders 

24 - 5 Feat ures 

24 - 6 Byliner s 

24-7 Editorials 

24-8 Reprin ts 

Includes "Magazi ne Repr in ts ." 
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PUBLICATIONS 

Instructions 

Use for materials on publications of foreign countries, agency publication 
activities and products (except books and newspapers) in carrying out 
information programs, and for other publication activities not provided 
for elsewhere in this Handbook. 

Specific publications. Papers concerning a specific titled publication 
should be filed and maintained as a unit (case filed). The file folde r(s) 
for such files should show the title of the publication following the 
primary symbol PB. The case file on a particular titled publication can 
be subdivided, if volume warrants, by using the subject breakdowns 
provided in this outline. 

SEE: PRESS outline for papers on the press activities and products. 

PUBLIC RELATIONS outline for papers on the preparation and 
use of publications in agency domestic public relations program. 

CULTURE outline for papers on the presentation of publications. 

BOOKS outline for papers on agency book activities and products . 

PB--PUBLICATIONS 5 LAWS. REGULATIONS. PROCEDURES. 

1 GENERAL POLICY . PLANS. GUIDELINES. 

Use only for material that cannot be 
filed under a more specific subject 
elsewhere in this outline. 6 

Use for material too general 
nature to be filed elsewhere 
outline. 

OUTSIDE RESOURCES & TALENT 

in 
in this 

1-1 

1-2 

2 

3 

Guidance 

proposals. suggestions. Ideas . 

GENERAL REPORTS & STATISTICS 

Use only for material that cannot be 
filed under a more specific subject 
elsewhere in this outline. 

ORGANIZATIONS & CONFERENCES 

7 

Use for material on agencies, 
organizations, and individuals as 
sources of publications and talent. 
Subdivide by name if volume warrants. 

VISITS. TOURS. 

Subdivide by name if vo lume 
warrants. For visits and tours 
under the Educational and Cultural 
Exchange program, SEE: EDX outline. 

Other than organizations as a source 
of publications or talent for which 
see elsewhere in this outline. 

8 

8-1 

EFFECTIVENESS 

Reactions 

4 AGREEMENTS 

Includes publications exchange 
agreements. 8-2 

Includes reader mail, 
complaints, etc. 

Effectiveness Reports 

critic isms, 
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8-3 Readership Reports & surveys 

8-4 Awards & Testimonials 

9 PROMOTION & PUBLICITY 

Includes advertising and publication 
exhibits. 

10 CENSORSHIP 

11 RESEARCH. STUDIES. 

Other than effectiveness and 
reaction studies on publications for 
which see elsewhere in this outline. 

12 	 RIGHTS & ACQUISITION 

Includes copyrights, reprint rights, 
language rights, distribution 
rights, and serialization rights. 

13 SALE & DISTRIBUTION 

13-1 Mailing Lists 

Includes requests to be placed on or 
removed from list. 

13-2 subscriptions & subscribers 

13-3 placement & usage 

14 	 REQUESTS FOR PUBLICATIONS 

Use for general material on 
distribut i on other than through 
normal channels . 

15 	 CREDITS. ATTRIBUTION. 

For publications acquired or 
produced. 

16 IMPORT-EXPORT RESTRICTIONS 

17 TRANSLATIONS 

18 LISTS & CATALOGS 

subdivide by type of publication, 
organization, firm, etc. as required. 

19 	 PROJECTS 

use only for material too general 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) 

23-3 Meetings & Conferences 
(Printing) 

23-4 other Agency Support (Printing) 

23-5 Procedures & Instructions 
(Printing) 

23-6 Outside Resources & Talent 
(printing) 

23-7 production (Printing) 

Includes impressions. 

23-8 Requests for services (Printing) 

23-9 Specifications (printing) 

23-10 Clearance & Waivers (printing) 

24 (Reserved for future use) 

25 (Reserved for future use) 

26 (Reserved for future use) 

27 (Reserved for future use) 

28 (Reserved for futur e use) 
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29 PU BLICATION MATERIALS 

29-1 pamphlets 

29 - 2 Pilot Models 

29-3 Magazines & Other per iodicals 

29 -4 Packets 

29 -5 Leaflets 

-
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PICTURES 

Instructions 

Use for materials on Agency's still picture (including photographic) 

activities and produc ts in carrying out information programs and for 

other picture activities not provided for elsewhere in this Handbook . 


Specific pic ture projects. papers concerning specific still picture 
or photographic p rojects should be filed and ma intained as a unit 
(case filed). The case file on a particular project can be subdivided, 
if volume warrants, by using the subject breakdowns provided in t his 
outline. The file folder(s) for such files should show the title of 
the project following the primary symbol PIX. 

PIX -P ICTURES 7 PHOTO COVERAGE 

1 GENERAL POLICY. PLANS. GUIDELINES. Use for material on requests, 
shooting scripts, and arrangements 

Use for material too general in for photo coverage of events, etc. 
nature to be filed under more Arrange chronologically or by event , 
specific subjects in this outline. etc. as requ i red. 

1-1 Guidance 8 EFFECTIVENESS 

1-2 Proposals. suggestions. Ideas. 8-1 Reactions 

2 GENERAL REPORTS & STATISTICS Includes criticisms , complaints , fan 
mail, etc. 


Use for material too general in 

nat ure to be filed under more 8- 2 Effectiveness Reports 

specific subjects in t his outline. 


9 EVALUATION. SELECTION. 
3 MEETING & CONFERENCES 

Use for material on the evaluation, 
4 AGREEMENTS s elec tion and disposition of 

pictures and photographs for use by 
5 LAWS. REGULATIONS. PROCEDURES . the Agency. 

Use only for material too general in 10 LABORATORY SERVICES 

nature to be filed under a more 

specific subject elsewhere in this 10-1 Requests for Services 

outline. 


11 AWARD S & TESTI MON I ALS 
6 OUTSIDE RESOURCES & TALENT 

12 RIGHTS & ACQUISITIONS 
Use for material on outside 
agencies, organizations , and persons Use for material t oo gen e ra l o n the 
as sources of pictures, photos, and acqUisition of ri gh ts to pictures,
talent. subdivide by name if volume photographs and artwork. 
warrant s . 

1 3 DISTRIBUTION 

-
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13-1 Mailing Lists 

Includes requests, additions and 
deletions to mailing lists. 

13-2 Placement & usage 

14 	 REQUESTS FOR PICTURES & PHOTOGRAPHS 

Use for requests for pictures and 
photos other than photo coverages, 
for which see PIX 7. For requests 
to be added to or deleted for 
mailing lists, SEE: PIX 13-1. 

15 	 CREDITS. ATTRIBUTION. 

For pictures, photos and artwork 
acquired or produced by the Agency. 

16 (Reserved for future use) 

17 (Reserved for future use) 

18 

19 

19-1 

19-2 

19-3 

19-4 

19-5 

19-6 

19-7 

(Reserved for futu re use ) 

PICTURE MATERIALS 

Graphics 

Includes maps. 

Cartoons 

Picture Stori es 

Plastic plates 

Photographs 

Posters 

Art Work 

Other than graph ics , cartoons, and 
posters for which see elsewhere in 
this outline. Includes use of USIA 
symbol for program activities. 
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Instructions 

Use for pape rs which are so general in content they cannot be fil ed 
under o ne of the more specific outlines provided els ewhere in thi s 
Ha nabook fo r press and publications subjects. 

SEE: 	 PUBLI C RELATIONS outline for papers on th e use of 
p ress and publications in the Agency's domestic 
public i nformation program. 

PPB-- PR ESS & PUBLICATIONS (GEN) 7 VISITS. TOURS. 

1 	 GENERAL POLI CY. PLANS. Use for general material on visits 
GUIDELINES . BACKGROUND. and tours of persons o r gr o up s of 

persons in the press and 
Use only for materials too broad in publications field. Subdivide by 
content to be filed under a more name if volume warrants. For vis its 
specif ic subject elsewhere in this and tours under the educational and 
out line . cultural exchange program, SEE : EDX 

outline. 

2 GENERAL REPORTS & STATISTICS 


8 EFFECTIVENESS 
Use only for material too general in 
nature to be filed under a more Use for general material on the 
speci fi c subject elsewhere in this overall effectiveness of the- outli ne. world-wide, regiona l , or country 

press and publications programs. 
J ORGANI ZATIONS & CONFERENCES 

9 TRAINING 
Use f o r gene ral material only. 
Su bdivide by name of organization Of foreign government personnel and 
an d by name , date, and location of other nonagency personnel. 
confe rence if volume warrants. 

10 CENSORSHIP 
4 AGREEMENT S 

11 RESEA RCH . STUDIES. 
5 LAWS. RE GU LATIONS. PROCEDURES. 

12 COPYRIGHTS. CLEARANCES. 
6 (Reserved for future use) 

-
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PSYCHOLOGICAL OPERATIONS 

Instructions 

use for papers per taining to psychological activities usually conducted 
during a per i od of hostilities, crisis or other emergency, for the 
primary purpose of influencing the opinions, emotions, and behavior or 
enemy, neutral or friendly foreign groups, military or civilian. 

Because of the conditions under which such psychological operations 
must be conducted, unique methods and techniques frequently are 
used. Also, such efforts often involve not only information 
organizations but also the collaboration of other branches of 
government, other nations, etc. For these reasons, it is expected 
that this outline will be used mostly for papers about such methods 
and coordination. This outline, therefore, should not be used for 
papers which (A) concern usual international information activities, 
for which provision is made in the various info media outlines or 
(B) non-media outlines elsewhere in this Handbook, 

Specific project or operation. Material on a specific psychological 
operation should be filed and maintained as a unit (case filed). The 
file folder label(s) for such files should show the name or title of 
the operation following the primary subject symbol PSY. The case file 
on a particular operation can be subdivided, if volume warrants, by 
using appropriate subject breakdowns provided in this outline. 

PSY--PSYCHOLOGICAL OPERATIONS 3 ORGANIZATIONS & CONFERENCES 

1 GENERAL POL 

Use only for 
to be filed 
subject in 
suggestions 

ICY. PLANS. GUIDELINES. 

materials too general 
under a more specific 

this outline. Includes 
ideas, -brainstorming-, 

use for material too general t o be 
filed under a more specific s ubject 
in this outline, Subdivide by name 
of organization and by name, date 
and location of conference if volume 
warrants. 

1-1 proposals. suggestions. 4 AGREEMENTS 

2 GENERAL REPORTS & STATISTICS 5 REGULATIONS & PROCEDURES. 

Use only for 
to be filed 
subject in 
by title of 
warrants. 

materials too general 
under a more specific 

this outline. subdivide 
report if volume 

6 SPECIAL ENTERTAINMENT TROUPES 

Suc h as local traveling drama 
groups, puppet shows, etc., whose 
presentations include messages of 
psychological import, 

7 CADRES. INFOR MA TIO N TEAMS. 

Includes activities. Subdivide 
types if volume warrants, 

by 
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8 EFFECTIVENESS. EVALUATION. 

Use only for material pertaining 
evaluation of psychological 
operations. For evaluation of 
specific programs and activities 
instructions under "NOTE" at the 
of this outline. 

to 

see 
end 

9 TRAINING 

Use only for training in 
psychological activities; see 
and other programs for those 
specific types of training. 

media 

10 SURRENDER PROGRAM. DEFECTION. 

Use for broad material regarding 
this program in general. For 
specific activities affecting or 
involving surrender, such as 
leaflets, etc., see elsewhere in 
this outline. DO not use for 
defection of prominence in 
political, professional, or private 
life, for which SEE: POL 30. 

11 RESEARCH 

12 LEAFLET ACTIVITY 

Includes both air-dropping 
methods of distribution. 

and other 

13 LOUD-SPEAKER ACTIVITY 

14 GIFTS 

15 PUBLICATIONS & DISPLAY MATERIALS 

Includes provincial newspapers, 
posters an other types of 
psychological printed material not 
covered elsewhere in this outline 
(such as leaflets). 

16 RADIO & TV PROGRAMMING 

For special psychological programs. 
For regular (non-psychological) 
programs SEE: TV & Radio subject 
outlines. 

17 MAPS 

NOTE 

The following breakdowns may be used to 
subdivide 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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I nstructi ons 

Use for papers on the agency p rogr am to mobilize the p r ivate res ources 
of the United States in a cooperative ef fort t o parallel and support the 
agency's ove r seas i nf orma ti on and cultural objectives . 

Specific client g roups. Materials on special client groups organizations 
should be grouped togethe r (case filed) . Such case files should s how the 
client gro up (e.g . city , business firm s, women's organizations, veterans 
organizations) and the name of the ind ivi d ual pe rson, firm, etc . following 
the primary symbol PVT . 

SEE: 	 CULTURE outline for specific present a tion p r ojects in which 
p rivate sources are cooperating. 

BOOKS , MOTI ON PICTU RES & TELEVISION , PICTURES , PRESS and 
PUBLICATIONS outlines f or papers on items donated or 
sponsored by p riva te sources . 

EDUCATION & CULTURAL EXCHANGE outline for the 
institutional affiliation p r og ram. 

PVT--PRIVAT E COOPERATION 	 6- 2 Reports . 

1 GENERAL POLICY . PLANS . GUIDELINES . 6- 3 Co~mittees & Conferenc es- Use for general materials wh ich Subdivide by name. 
cannot be filed under a more 
specific subject elsewhe r e in this 6- 4 public Response. 
outline . 

s ubdivide by name of organization or 
2 GENERAL REPORTS & STATISTICS individual. 

Use for materials wh ich cannot be 6-5 Pr omotion & publicity 

fil ed under a more spec i fic s ub Je ct 

in this outline . subdivide by title 7 VISITS. TOURS. 

of report if volu me warrants. 


8 EFFECTIVENES S 
3 ORG ANIZATI ONS & CONFERENCES 

9 PROMOTIONS & PUBL ICITY 
Subdivid e by type and/or name i f 
volume warrants. Includes press relea ses a nd other 

p r omotio nal materials on private 
4 GRANTS coope ration. 

5 REGULATIONS & PROCEDURES 	 10 COMMUNITY AFFILIATION 

6 PEOPLE -TO- PEOPLE 	 11 INDUSTRIAL & BUSINESS PARTICIPATION 

6-1 Policy. plans . 
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12 SPECIAL PROJECTS 13 MATERIAL DISTRIBUTION 

subdivide by name of project. Includes requests and transmittals. 

Includes contests, correspondence 

projects, etc. 


..', 

I , 
I 

.

'. 
~ 

'. 
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Ins tructi ons 

Use for pape rs which relate in general to radio broadca sting and its 
use as an information , cultural , and entert ainment medium , other t~an 
the Agency's domestic pub lic information prog ram. 

SEE: 	 PUBLIC RELATIONS outline for the use of radi o in Agency's 
domestic public info r mation program. 

RADIO ENGINEERING & CONSTRUCTION , RADIO PROGRAMMING , RADIO 
FREQUENCIES & PROPAG ATION, and RADIO INSTALLATION OPERATION S 
outlines for ma tters pertaining to those subjec ts . 

EDUCATION outline for use of radi o as educa tion medium. 

R- RADIO (GEN) 	 6-1 commercial Broadcasting 

1 GENERAL POLICY . PLANS . 	 subdivide by name or symbol of 
sys te m, network or station, if 

Use for mate rial too general in volume warrants or as reference 
nature to be filed unde r mo r e needs dictate . 
specific sub j ec ts in thi s outline . 

6-2 Private Internat i onal Broadcasting 
2 GENERAL REPORTS & STATISTICS 

Subdivide by name or symbol (e.g.,- Use for mate ri al too general in RFE , Radio Liberty), if volume 
nature to be filed under more warrants or as reference needs 
specific subjects in this outline. d ictat e . 

3 ORGANIZATIONS & CONFERENCES 6-3 Fo reign country Broadcasting 

Other than radio s ystems, network~ Subdivid e by name or area and/or 
and stations , for wh ic h see cou ntry and name of syst em or 
elsewhere in this outline . station (e . g. , Radio Luxembourg, 

swiss Br oadcas t ing Corporation, 
4 AGREEMENTS Deutschlandfunk) , if volume warrants 

or as refer e nce needs dictate. 
Use f o r material too gen e ral in 
nature to be fil e d under more 6-4 Regional / Multinational Broadcasting 
specific subjects in this outl ine . 

E . g ., international organizations 
5 LAWS. REGUL ATI ONS . PROCEDUR ES . for c o llecti ve defense purposes, 

such as SEA TO, NATO , etc ., and 
Use for mate ria l too general in Inter - Ameri c an Network . 
nature to be filed unde r more 
specific sub j e ct s in th i s outline. 6- 5 Ot he r U. S . Broadcasting 

6 RADIO SYSTEMS. NETWORKS . STATIONS. subdivid e by name o r symbol (e.g., 
(NON- USIA) 	 Armed Forces Network , AFRTS), if 

volu me warrants or reference needs 
dictate . 
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7 VISITS 9 TRAINING 

Use only for genera l material 
visits of radio personalities 
Agency staff o r officials. 

on 
or 

Of for e ign gove rnment personnel 
other non-Agency person nel SEE : 
outlin e . 

and 
PER 

8 EFFEC TIVENESS. 
EVALU AT ION . 

ASSESSMENT. 10 (Re served For Fut ure Use) 

11 RESEARCH STUDIES. 
Includes effect i veness reports, 
assessment reports, evaluations, and 
reviews on the total radio 
acti vity. For r acio programming 
SEE: RP 8 . 

-
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a partlcu ar lnsta 

RADIO ENGINEERING & CONSTRUCTION 

Instructions 

Use for paper s which pertain to the engineering, design, and construc­
tion of r adio sta ti ons and the technical apparatus, component systems, 
and re lated equipment at relay stations (fixed or transportable) and 
other radio installation. Includes land acquisition and site preparation. 

SEE: 	 RADIO INSTALLATION OPERATIONS outline for background, 
agreements, activation, operations and maintenance and 
similar subjects of a broad or overall nature pertaining 
to relay stations and other radio installations. 

RADIO FREQUENCIES & PROPAGATION outline for aSSignment 
of frequencies, reception, technical monitoring, and 
similar subjects about radio frequencies and propagation. 

station or other radio installation. Material concern ing 
atlon s ou e 1 e an malntained as a unit (case 

filed). The file folder label{s) for such files should show the name, 
location, or other indentification of the installation (e.g., 
GREENVILLE RELAY STATION--RHODES PROGRAM CENTER: etc.) followed by the 
appropriate file symbol and subject from the outline below. 

The fi r st section of the outline provides subjects for use in 
establishing 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 system or their related- parts. 

REC--RADIO ENGINEERING & CONSTRUCTION 2 GENERAL REPORTS & STATISTICS 

1 GENERAL POLICY. PLANS. 	 Use for materia l too general in 
nature to be fil ed under more 

Use for material too general in specific subjects in this outline. 
nature to be filed under more subdivide by type, if volume 
specific subjects in this outline. warrants. 

1-1 project Proposals 	 3 CLAIMS 

Use when certain reference needs can 4 CONTRACTS 
be met by keeping a copy of all 
project proposals on radio Use when certain reference needs can 
engineering and construction be met by keeping a copy of 
together. contracts on radio e ngineering and 

construction together. 

5 LAWS REGULATIONS. PROCEDURES. 

Use for material too general in 
nature to be filed under more 
specific ~ubjects in this outline. 
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6 TECHNICAL SPECIFICATIONS & STANDARDS 

7 TECHNICAL INSPECTION 

8 MEASUREMENT DATA 

9 TESTING & ADJUSTMENT 

10 SAFETY 

11 RESEARCH. STUDIES. TECHNICAL DATA. 

Does not include measurements, such 
as wear measurement of equipment, 
for which SEE: REC 8. 

1 2 SECURITY 

13 PHOTOGRAPHS. PHOTOGRAPHY. 

14 PROPERTY ACQUISITION 

Use for materials on the acquisition 
or proposed acquisition of sites, 
buildings, and other structures in 
the U.S. and abroad. Includes title 
deeds, permits, licenses, etc. 
subdivide by type of property (e.g., 
office, residential, storage, 
transmitter plant, etc.) if volume 
warrants. 

14-1 	 purchase 

Includes 	condemnation. 

14-2 	 Lease 

subdivide by short-term and 
long-term if volume warrants. 

14-3 	 Site surveys Data 

14-4 	 Rights & privileges 

Includes 	farming, grazing, mineral, 
easements, etc. 

15 DESIGN. CONSTRUCTION. 

Includes architectural plans, 
engineering, installation, 
modernization, etc. 

15-1 	 Engineering Surveys 

Includes 	reconnaissan ce surveys. 

15-2 	 Drawings 

Use for general materials regarding 
drawings Actual drawings, because 
of their size and bulk, must be 
arranged and filed in special 
containers. 

15-3 Specif icat ions 

15-4 progress Photos 

15-5 Design Data 

Subdivide by type. 

15-6 	 construction progress Reports & 
Charts 

15-7 General Engineering Data 

15-8 contracts 

15-9 Advance construction 

Includes advance construction 
controls. 

16 SITE PREPARATION & CONSERVATION 

16-1 clearing & Grubbing 

16-2 Fencing & posting 

16-3 Roads 

Includes paving and grading 

16-4 Sewerage 

Includes drainage. 

16-5 Site photos 

16-6 soil Borings & Tests 

16-7 water 

Includes supply, purification, 
reclamation, irrigation, etc. 
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16-8 So il Conservation 

16-9 Lands c a ping 

17 	 ANTENNAS & TRANSMISSI ON LINES 

subdivide by type an d/or location, 
manufacturer , project, etc., if 
volume warrants or as reference 
needs dictate. Subdivide by 
specific items (e.g., anchors and 
foundation, capacitors, 
multi-couplers, switching systems, 
etc.) alphabetically, as necessary. 

18 	 TRANSMITTERS 

Subdivide by type and/or location, 
manufacturer, project, etc. if 
volume warrants or as reference 
needs dictate. Subdivide by 
specific items (e.g., amplifiers, 
master oscillator, modulation 
monitor, RF exciter synthesizer, 
etc.), alphabetically, as necessary. 

19 RECEIVERS & RECEIVING SYSTEMS 

subdivide by type and/or location, 
manufacturer, project, etc. if 
volume warrants or as reference -
needs dic t ate. subdivide by 
specific items (e .g., adapters, 
filters, frequency counter output 
rack, etc.), alphabetically, as 
necessary. 

20 	 POWER GENERATION & DISTRIBUTION 
SYSTEMS 

su bdivide by type and/o r location, 
manufacturer , project, et c., if 
volume warrants or as r eferen c e 
needs dictate. Subdivide by 
specific items (e .g., cooling 
system, feeder cable, fuel and 
lubricants, transformers, etc.), 
alphabetically as necessary. 

21 	 POWER (GENERAL) 

Use only for material which does not 
pertain to the apparatus, engines, 
and auxiliary devices 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. 

subdivide by type and/or location, 
studio number, project, etc., if 
volume warrants or as reference 
needs dictate. Subdivide by 
specific items (e.g., console, 
mi crophones, oscilloscope, etc.), 
alphabetically, as necessary. 

23 	 AUDIO FACILITIES 

Use only for material which cannot 
be filed under one of the more 
specific subjects provided elsewhere 
in this outline. Subdivide by 
type/or location, project, etc., if 
volume warrants or as reference 
needs dictate. Subdivide by speci­
fic items (e.g., amplifiers, speech 
invertors, tape recorders, speakers , 
etc.), alphabetically, as necessary. 

24 	 TUBES & TRANSISTORS 

Subdivide by type and/or location, 
make, project, etc., if volume 
warrants or as reference needs 
d ictate. 

25 	 VHF & MICROWAVE SYSTEMS 

Subdivide by type and/or location, 
project, etc., if volume warrants or 
as reference needs dictate. 
Subdivide by specific items (e . g., 
mobile facilities, VHF ca rrie r 
equipment, etc.), alphabe ti ca lly, as 
necessary. 

26 	 TERMINAL FACILITIES 

subdivide by type and/or location , 
project, etc., if volume warrants o r 
as reference needs dictate. 
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27 COMMUNICATIONS SYSTEMS & FACILITIES 

Subdivide by type of system or 
facility (e.g., RTT, Telephone, 
Clock, Intersite Radio Link, 
Teletype, TWX, Telex, etc.), if 
volume warrants. 

NOTE 

The following breakdowns may be used to 
subdivide any of the above apparatus, 
component systems, facilities, and 
equipment, should this be desirable: 

-1 policy. plans. 

-2 Reports & Statistics 

-3 claims 

-4 contracts 

-5 Laws. Regulations. p r oc edures. 

-6 Design. constructi o n. 

-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 pr opagati on and research and analysi s , 
fr equenc i es assignment , technical mon i to ring, reception, and 
related radi o frequen c ies and p r opa gation subjects. 

RF--RADIO fREQUENCIES & PROPAGATION 7 FREQUENCY AUTHORIZATION. 

1 GENERAL POLICY . PLANS. Subdivide by loc ation , f a cility, 
freq ue ncy, etc ., if volume warrants. 

Use for material too general in 
nature to filed und e r more specific 8 FREQUENCY USAGE 
subjects in this outline. 

subdivide by location, facility, 
1-1 New & proposed Facilit i es frequ ency, etc ., if volume warrants. 

1-2 coverage Estimates & Maps 9 FACILITY ASSIGNMENTS 

su bd ivide as existi ng o r proposed . File seasonally by area. 

2 GENERAL REPORTS & STATI STICS 9- 1 Facility Changes 

Use for material too general in 9-2 Operational Data 
nature to be filed under more 
specific subjects in this outline. File by special prog r ams.- 3 ORGANIZATIONS & CONFERENCES 9- 3 Circuit Analysis Data 

Use for material too general in MUF , Signal strengths 

nature to be filed under more 

specific su b jects in this outline. 9-4 program Coordination 

s ubdivide by name of organization , 

and name, da te, and location of 10 RECEPTION . TECHNICAL MONITORING . 

conference, if volume wa rrants. 


su bd ivide by name of ountry, 
4 AGREEMENTS location of sta tion, etc., if volume 

warrant s . 
Use for material too general in 
nature to be filed under more 10-1 Reception Re po rts 
speci fic subjects in this ou tl ine. 

Arrange by area , post, content , 
5 LAWS. REGULATIONS . PROCEDURES . etc ., if volume warrants. 

Use for mate ria l too ge neral in 10 -2 Jammin g . counter-Jamming. 

nature to be fil ed unde r mo r e 

specific sub jects in this outline . 10-3 Interference (Non- J amming) 


6 FREQUENCY SCHEDULES E.g ., due to natural phenomenon, or 
VOA interfer e nce to or from 

Includes changes. transmissions of other stations. 

10 - 4 compu ter Da t a 
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10-5 Monitoring 14 BACK SCATTER 

11 

Includes contracts. 

RESEARCH. STUDIES. TECHNICAL DATA . 

Subdivide by name or number of 
research project, agency, study 
group, etc., if volume warrants. 

15 

subdivide geographica l l y, 
warrants. 

FORWARD SCATTER 

subdivide geographically , 
warrants. 

if 

if 

volume 

vol ume 

12 FIXED COMMUNICATIONS 16 AURORAL ZONE PROPAGATION 

subdivide by geographic designation, 
agency, system, etc, if volume 
warrants. 

17 

18 

EQUATORIAL PATH PROPAGATION 

IONOSPHERIC PROPAGATION 

12-1 VOA Fixed Communications Network 19 NON-LINEAR PROPAGATION 

13 PROPAGATION FORECASTS. PREDICTIONS. 

Subdivide by type, organizations, 
etc., if volume warrants. 

subdivide 
warrants. 

geographically, if volume 
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RA DIO 	 INSTALLATION OPERATIONS 

Instructions 

Use fo r paper s on the general backgro und of relay stations and other 
radio installations; the ir activation and status; operation and 
maintenance; and simi lar subjects of a general nature about such 
installations. 

SEE: 	 RADIO ENGINEERING & CONSTRUCTION outline for t he 
design and construction of radi o stations and of 
techni ca l apparatus, component systems and related 
e q uipmen t at radio instal l at ion s. 

Specifi c relay station or other radio installation. Material 
concern ing a particular installation should be fi l ed and maintained 
as a unit (case files). The file folder(s) for such files s hould 
show the name, location or o th e r identification of t he installation 
(e.g. MU NICH RELAY STATION--RHODES PROGRAM CENTER; etc.), foll owed 
by the appropriate file symbol and subject selected from the 
outline below. 

The first section o f the outline provides subjects f or use i n 
establishing files which pertain to radio installation, operation 
and maintenance collectively. The remaining subjects are for use 
in establishing files on specific types of components and their 
related parts at radio and relay stations. 

RIO--RADIO INSTALLATION OPERATIONS 2-1 Monthly Operations Report 

1 GENERAL POLICY. PLANS. BACKGROUND 2-2 Quarterly/ Annual Statistical Report 

Use for material too genera l in 
nature to be filed under more 

2-3 status Report 

specific subjects in this outline. 2-4 Ir regu larity Report 

1-1 Authorizations 3 ORGANIZATIONS & CONFERENCES 

1-2 

1-3 

1-4 

2 

E . g., operational authority, 
delegation of authority and 
management author i ty, etc. 

Preliminary proposals 

projected Facilities 

History. General Bac kground. 

GENERAL REPORTS & STATISTICS 

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

4 

Use for material too general in 
nature to be filed under more 
specific subjects in this outline. 
s ubdiv ide by name of organization, 
and name, date, and location of 
conference, if volume warrants. 

AGREEMENTS 

I ncludes memos of understanding and 
clearance with other agencies. 
Subdivide by countries or othe r 
p o litical entities in volved (e.g., 
US - Greece, Tangier-French), by 
organizations involved (e .g., 
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USI A-DOD), by type of agreement or 
subject negotiated, etc., if volume 
warrants or as reference nee d s 
dictate. 

4-1 Negotiations 

5 LAWS. REGULATIONS. PROCEDURES. 

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

5-1 Emergency Operating procedures 

SEE: RADIO PROGRAMMING outline for 
emergency programming procedures and 
EMERGENCY PLANNING outline for 
emergency evacuation and destruction 
of 	facilities. 

5-2 	Relay Station Instructions (RSI's) 

6 	 COMMUNITY RELATIONS & CONDITIONS 

6-1 	Schools. Schooling Facilities. 

6-2 	 Incidents 

Of local, relatively minor nature. 
DO not use for incidents of 
interna ti onal Significance, for 
which SEE: POL outline. subdivide 
by specific incident, if volume 
warrants or as reference needs 
dictate. 

6-3 	cost of Living 

6-4 	Local Labor Matters 

6-5 	Local Laws. Regulations. 
Ordinances. 

7 TECHNICAL INSPECTION 

8 PERFORMANCE. RELIABILITY. 

9 FAILURES. LOSS. DAMAGE 
PHOTOGRAPHS. PHOTOGRAPHY. 

10 	 HOURS OF OPERATION 

11 	 RESEARCH. STUDIES. TECHNICAL DATA. 

1 2 AC TIVATION. STANDBY. TERM INATION. 

For papers on p lanni ng a nd 
procedures for meet ing conditions 
whi c h may arise from d i s asters, 
warfare, riots, or e mergencies other 
than civil defense planning, SEE: 
EMERGENCY PLANNI NG outline. 

13 USE OF RADIO FACILITIES 

13-1 VOA Use 

13-2 US IS Use 

13-3 Other u.S. Government Agency Use 

13-4 Foreign Government Use 

14 MAINTENANCE & OPERATIONS 

15 SAFETY 

16 SECURITY 

17 ANTENNAS & TRANSMISSION LINES 

subdivide by type and/ or location, 
manufacturer, project, etc. if 
volume warrants or as reference 
needs dictate. subdivide by 
specific items (e.g., anchors, and 
foundation, capacitors, 
multi-couplers, switching systems, 
etc.), alphabetically, as necessary. 

18 TRANSMITTERS 

s ubd ivide by type and/or location, 
manufacturer, if volume warrants or 
as refer e nce needs dictate. 
subdivide by specific i tems (e.g., 
amplifiers, master osc il lator, 
modulation monitor, RF exciter 
synthesizer, etc.), alphabetically, 
as necessary. 

19 RECEIVERS & RECEIVING SYSTEMS 

Subdivide by type and/or location, 
manufacturer, project, etc., if 
volume warrants or as refe rence 
needs dictate. Subd i v ide by 
speci fic items (e.g., a dapters, 
filters, frequency counter, output 
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r ack, etc .), a lphabetically, as 
necessary . 

20 	 POWER GENERATION & DISTRIBUTION 
SYSTEMS 

Subdivide by type a nd/or location, 
ma nu fa c t ur er, pro j ect, etc., if 
volume warrants o r as reference 
needs dictate. Subdivide by 
speci f ic items (e.g.), cooling 
system, feeder cable, fuel and 
lubricants, transformers, etc.), 
alphabetically, as necessary. 

21 	 POWER (GENERAL) 

use on l y for ma t er i al which does not 
pertain to the apparatus, engines, 
and auxi l iary devices used in power 
generation and distribution. 

21-1 Power Requirements 

21-2 commercial Power 

21-3 Federa l (U.S.) Power 

21-4 Free Power 

21-5 Military Use of Power 

22 	 STUDIOS. MASTER CONTROL. 

Subdivide by type and/or location, 
studio number, project, etc., if 
volume war r ants or as reference 
needs dictate. subdivide by 
specific items (e.g., console, 
microphone, oscilloscope, etc.), 
alphabetically, as necessary. 

23 	 AUD I O FACILITIES 

use only fo r material wh i ch cannot 
be f i led under one of the more 
specif i c subjects prov i ded elsewhere 
i n this outline. subdivide by type 
and/or location, project, etc., if 
volume warrants or as reference 
needs dictate. subdivide by 
specific items (e.g., amplifiers, 
speech invertors, tape recorders, 
speakers, etc.), alphabetically, as 
necessary. 

24 	 TUBES & TRANSISTORS 

subdivide by type and/ or location, 
make projec t , etc., if vo l ume 
warrants or as reference needs 
dictate. 

25 	 VHF & MICROWAVE SYSTEMS 

Subdivide by type and/or location, 
project, etc., of volume warrants or 
as reference needs dictate. 
subdivide by specific items (e.g., 
mobile facilities, VHF carrier 
equipment, etc.), alphabetically, as 
necessary. 

26 	 TERMINAL FACILITIES 

subdivide by type and/or l ocat i on, 
if volume warrants or as reference 
needs dictate. 

27 	 COMMUNICATIONS SYSTEMS & FACILITIES 

subdivide by type of system or 
facility (e.g. RTT, Telephone, 
Clock, Intersite Radio Link, 
Teletype, TWX, Telex, etc.), if 
volume warrants. 

NOTE 

The following breakdowns may be used to 
subdivide any of the above apparatus, 
component systems, facilities, 
equipment, etc., should this be 
desirable: 

-1 	 Reports & Stat i stics 

-2 	 Procedures 

-3 	 Technica l Specs. & Standards 

-4 	 Technical Inspection 

-5 	 Maintenance & Operation 

-6 	 Measurement Data 

-7 	 Testing & Adjustment 

-8 	 Disposition 
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-9 security 

-10 safety 

-11 Research. Studies. Tech. Data. 

-12 Performance. Reliability. 

-13 Failures. Damage. Loss. 

- ' 
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RADIO 	 PROGRAMMING 

Instructions 

use f or papers pertaining to the development, scheduling, use, and 
evaluation of radio programs as an international information media. 

The outline may be used also by agencies and offices whose interest 
in radio programs and programming lies primarily in their use as a 
cultural and entertainment media. 

SEE: 	 EDUCATION outline for the use of radio as an education 
medium. 

RADIO 	 (GEN.), RADIO INSTALLATION OPERATIONS, RADIO 
ENGINEERING & CONSTRUCTION, and RADIO FREQUENCIES 
& PROPAGATION outlines for matters pertaining to 
those 	subjects. 

Title files. Material about a particular program should be filed 
and maintained as a unit (case filed). The file folder label(s) 
for such files should show the title of the program, following the 
primary subject file symbol. The case file on a particular program 
can be subdivided, if volume warrants, by using the subject break­
downs provided in this outline. 

-
RP--RADIO PROGRAMMING subdivide by name of organ i zation, 

and name, date, and location of 
1 GENERAL POLICY. PLANS. conference, if volume warrants. 

use for material too general in 4 AGREEMENTS 
nature to be filed under more 
specific subjects in this outline. Use for material too general in 

nature to be filed under more 
1-1 program Review specific subjects in this outl ine. 

1-2 Guidances 	 5 LAWS. REGULATIONS. PROCEDURES. 

2 GENERAL REPORTS & STATISTICS 	 Use for material too general in 
nature to be filed under more 

Use for material too general in specific subjects in this outline. 
nature to be filed under more 
specific subjects in this outline. S-l Emergency Programming Procedures 

3 ORGANIZATIONS & CONFERENCES 	 For emergency operating procedures 
SEE: RADIO INSTALLATION OPERATIONS 

Use for material too general in outline. 
nature to be filed under more 
specific subjects in this outline. 
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6 OUTSIDE RESOURCES & TALENT 

Script writers, narrators, 
stringers, hoopies, etc. Arrange by 
type of service and thereunder 
alphabetically by name of 
individual, firm, etc. whose 
services are employed or who are 
candidates. Includes instructions 
on use of talent vendors, and lists 
of them. 

7 PROGRAM SCHEDULES 

subdivide by type (e.g., off-line, 
AFRTS, Unites Nations, foreign, 
etc.), if volume warrants or 
reference needs dictate. 

7-1 Schedule Changes 

7-2 Time changes 

7-3 VOA Program schedules pamphlet 

Arrange by geographic area. 

8 EFFECTIVENESS & EVALUATION 

Subdivide 
warrants. 

geographically, if volume 

8-1 Evidence of Effectiveness 

8-2 Effectiveness Reports 

8-3 Contests. Clubs. 

To stimulate listeners correspon­
dence. Subdivide by type, if volume 
warrants. 

8-4 Audience Mail 

Includes analysis, mail panel 
surveys, audience mail reports, 
questionnaires, translations, 
tabulation of responses, etc. 
subdivide by area, country, program, 
etc. as volume warrants or reference 
needs dictate. 

8-5 Field Evaluation 

Evaluation by USIA post s and media 
extensions. 

8-6 Staff Evaluation 

Evaluation by USIA central o ffic e 
personnel. 

8-7 VOA Listening 

Studies of listening of VOA programs 
in given areas, count ries , cities. 
Subdivide geograph ically, as needed. 

8-8 Reactions. Attitudes. Opinions. 

Toward VOA radio programs on the 
part of the public, government, and 
media of other countries. subd ivide 
by area and/or country, as reference 
needs dictate. 

9 PUBLICITY & PROMOTION 

10 CENSORSHIP 

11 RESEARCH. SURVEYS. (GENERAL) 

Does not includ e effect i veness and 
evaluation of VOA programs or mo n itoring 
of radio program content, f or which see 
elsewhere in this outline. 

11-1 Audience Research Reports 

Use for reports which are not 
limited solely to listening 
habits or to aUdience estimates 
or to other specific type of 
radio program res~arcH data. 

11-2 Audience Estimates 

Estimates of potential or 
actual radio aUdiences. 
Subdivide by area and/or 
country, type, etc. as 
reference needs dic tate. 
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11 -3 	 List e ning Habits 

subdivide by area and/or 
country, type of listener 
(e.g., university students, 
urban radio owners), etc., as 
reference needs dictate. 

11-4 	 Radio Receiver Set Distribution 

1. e ., number of sets, 
distribution pattern, etc. 
Subdivide by area and/or 
country, a s reference needs 
dictate. 

12 RIGHTS. CLEARANCES. 

12-1 	 Copyrights 

subdivide by source (e.g., 
network), title, etc., as 
reference needs dictate. 

12-2 Pe rf ormance Rights- 12-3 Clearances for Recording or 
Rebroadcasting 

12-4 	 property protection 

13 PLACEMENT. USAGE . 

Of VOA programs and program 
materials. 

13-1 	 usage Reports 

14 USAGE OF COMMERCIAL RADIO LINES 

For VOA program trans missions. 

14-1 	 program Hour Reports 

14-2 	 outages 

15 STANDBY PROGRAMS 

16 BROADCASTING ROUTINES 

16-1 	 Openings & closings 

-


16-2 	 Station Identification 

Includes corre spo nd ence and 
instructio ns on use of and 
changes in commercial radio 
stations identification. 

16-3 Bridges 

16-4 Spot Announcements 

16-5 Apology Ann ounceme nt s 

17 PRODUCTION 

For professional procedures whos e 
services are employed or who ar e 
candidates, SEE: OUTSIDE RESOURCES 
& TALENT elsewhere in this outline . 

17-1 Procedures Daily Assignment 
Schedules 

Arrange by date. 

17-2 production Repo r ts 

Arr ange by date and language . 

17-3 	 P r ogram Suggestions 

InclUdes proposed p rograms, 
projects, o r ideas. 

17 -4 	 production (Air show) 

Formats 

18 CATALOGS ~ LISTS 

18-1 catalog of Selected VOA programs 

19 CONT ENT MON ITOR I NG 

19-1 VOA progr am s 

19-2 Fo reign Programs 

20 CONTENT REPORTS 

Summa ry li st ing of day's broadcast 
in a g iv e n language. Includes 
policy, p r oced ure s , and instructions 
on format, d istri bution , et c. 
Arrange actual re port by date . 
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21 SCRIPTS 

policy procedures, instructions, 
etc. Arrange actual scripts by 
language, date, show. Maintain 
producer's copy separate from desk 
copy because of different retention 
periods. 

21-1 script Writing. Adaptation 

For professional script writer s 
whose services are employed or 
who are candidates, SEE: 
OUTSIDE RESOURCES & TALENT else­
where in this outline. 

21-2 script Distribution 

21-3 Script coordination 

21-4 Script Translating 

22 TAPES 

22 -1 

22 - 2 

22-3 

22-4 

22-5 

22-6 

22-7 

policy, proced ures, instructions, 
services, etc. 

Original Taping 

Tapes Recei v ed 

Includes Daily Log of Tapes 
Received. 

Tape charge Out 

Tape Distribution 

Includes Daily Distribution 
Listings. 

Field Requests for Tapes 

Tape Language services 

E. g., filling in of leader 
tapes or translating or 
portions of tapes considered 
guidance instructions for 
listeners. 

Tape Replacement 

22-8 

22-9 

23 

23-1 

23-2 

23-3 

23-4 

23-5 

23 -6 

23-7 

23 -8 

23-9 

24 

25 

25 -1 

26 

Tap e Quality 

Includ es q ual ity control . 

Dub to Disc 

DISCS 

Policy, procedures, 

in s tructions, etc . 


Original Recording 

Disc s Receive d 

Disc Charge o uts 

Di sc Distr ibut ion 

Field Requests for Discs 

Di s c Language Services 

Disc Replacement 

Disc Quality -
Dub to Tape 

SPONSORSHIP 

Of VOA rad io broad ca s ts. 

OFF-LINE PROGRAM FEEDS 

Use for such material as 
correspondence with commercial radio 
stations regarding programs wanted, 
arrangements fo r their pi c k-up and 
taping, requests, etc. Arrange by 
radio station, call number, subject, 
etc. as needed. 

Recordings Reports 

PROGRA M CENTERS & SUBCENTERS 

Use only fo r mat e r ial on p rograms 
and pro gramming matters at or 
involving such centers. For 
material on engineering and 
operating aspects of structures and 
technical appa r atus , SEE : RADIO 
ENGINEERING & CONSTRUCT ION AND RADIO 
INSTALLATI ON OPERATIONS outlines. 
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Subdivide by name, if volume Do not use the following b reakdowns for 
warrants or as reference needs papers which concern a program 
dictate. identified by title, such as 

·Music--USA,· ·Burl Ives Sings,· ·Times 
27 VOA CORRESPONDENTS Remembered,· ·population and Economic 

Growth,· etc., for which see 
Su bdivide by geographic location instructions regarding title files at 
and/or name, if volume warrants or the beginning of this outline. Also do 
as reference needs dictate. not use for papers on any of the 

subjects provided in the outline above, 
28 ·NO PRODUCERS· SHOWS such as ·Audience Mail, • ·Content 

Monitoring,· ·Outside Resources & 
Taped programs which do not require Talent,· etc. 
attention of producer. 

34 FEATURES 
29 (Reserved for future use) 

35 SPECIAL EVENTS 
30 (Reserved for future use) 

36 PACKAGE PROGRAMS 
31 (Reserved for future use) 

37 FEEDS 
32 (Reserved for future use) 

38 NEWS 
33 (Reserved for future use) 

38-1 VOA Wires 
PROGRAM CATEGORIES 

38-2 VOB Wires 
,- The following breakdowns are to be used 

only for papers of a very broad nature 38-3 VOE Wires 
--.. 	 dealing with a general catesor:z: of 


programs. An example would be a policy 39 MUSIC 

paper on newscasting as such or a single 

document which covers several categories 

of newscasts such as news summaries, 

commentaries, roundups, editorials, 

headlines, etc. 


TL-514D (6 - 12 -86) 



Part III 

MANUAL OF OPERATIONS & ADMINISTRATION 
SPC (p. 1)- RECOR DS CLASSIFICATION HANDBOOK 

SPACE 	 COMMUNICATIONS 

Instructions 

Use for pape rs havin g to do wi th the transmission, relaying, and 
reception of i n forma tion through the use of sat e llites or other 
ma n- mad e s pace dev ices; the use and role of cel est ial bodies and 
atmospheric phenomenon in space information activities; legal 
matters concerning the use of space for information p urpos e s; 
and othe r subjects pertaining to space communications. 

SEE: 	 SPACE & ASTRONAUTICS outline for space matters other 
than space communications. 

SPC­ - SPACE COMMUNICATIONS 5 LAWS. REGULATIONS. PROCEDURES. 

1 GENERAL POLICY. PLANS. 

Use for mate rial too gener a l i n 
natur e to be file under more 
specific sub jects in this outline . 6 

Use for material too general in 
nature to be filed under more 
specif ic subjects in this outline. 

(Reserved for future use) 

2 GENERAL REPORTS & STATISTICS 7 SPACE FREQUENCIES. WAVELENGTHS. 

Use for mate r ia l too ge neral in 
nature to be filed under more 
specific subject s in the outline . 

8 

9 

(Reserved for future 

GROUND-L INK STATIONS 

use) 

3 ORGANIZATIONS & CONFERENCES 10 BROADCASTING CAPABILITIES 

4 

Use for mate rial too general in 
nature to be filed under more 
specific subjects in this outline . 
subdivide by name of organization , 
and name, date, and location of 
conference, if vo lume warrants. 

AGRE EMENTS 

Use for mate rial too ge neral in 
nature to be fil e under more 
specific subjects in this outline . 

11 

1 2 

13 

14 

RESEARCH. STUDIES. TESTS. 

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

MOON RELAY 

(Reserved for future use) 

ARTIFICIAL IONOSPHERE COMMUNICATIONS 
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TL-SI4D 16-1 2-86) 



Part 

MANUAL OF OPERATIONS & ADMINISTRATION 

RECO RDS CLASSI FI CAT ION /l I\ND BOO K 

CATfGOIffS • HlMAIY SUIJECTS 

ADMINISTRATION (p..,ple) CONSULAR (dan. lI,oon) 

ACC ACCOU..TlNG & ,""UI$INO CON CONW.........H ... I'S IGiNI 


BG aUILolNGS • GtOUNDS PPT ''''SSI'O.ts • CItIUNS.. " 

BUD IUDOU PS ,..O'ICTIVI SIIVICIS 

CI CO_U..IC...TlO..S ••ICOIDS v VIS...S 

EP IMHGlHCY ~"'_'NG 


ES IOU.'MI..' . W_IIS • StlVICU ECONOMIC (Iillh' lI,oon) 


FMGT " ......CI ...L ..........GI..I ..' 
 AGR "'G.ICUUUIt 

FSV ,.."lIt..nvl StlVlClS AID ..10 

LEG IIGISL... TlVI • UO...L ..." ...In "'VI ...TlO.. ICIVILIAV 
OIG OIG...NIZ ... '1ON & .........._INT E .CONO"IC ...,f... IIS IGt..1 


PER 'USO....1l ECIN ECONO"'C l..nOl...TlON 

PI 'uallc II.....TlONS flN...NCIFN 
PIC '.OCUII"'NT • CO.." ... CTINO FSE 'UILS & I ..UGY 

FTSHW ~H'''ING • W ....IHOUIlNO FaIiION T....OI 

S't' SICUlin INCO INDUSlIlU • COMMOOITIU 

TRV " .. VIl IT INL...ND ""'NSI'OIT 

VEH VItUCLIS L...IO....ANPOWIILAB 
OS OCI...N S'UPPINO 

PET 'IT.OUUM - CULTURE' INFORMATION (yellew) 'OST...L ...H ...IISPO 

BKS aO()l[s STI l"'"nGIC fI ...OI CONflOl 

CUL CUUUIt TEL tilICO..MUNIC ... TIONS 

fI ... OI ,..OMOTION , ...SSlnAHCIEOU 10UC.. TlO.. TP 
T....NSI'OIT..TlON 10tHiEOX 10UC...TlON ... L & CULT. '.CH...NOI TI 

EXH IXHllns 

INF IN'O......TlON '01101 POLITICAL , DEFENSE (nod) 

LIB 1I......11S • CINTIIS CSM COMMUNIS.. 

MV ..OIlON "CT. & Til.VlliON '011011 OEF O.fENst 

MVF ..OTlON 'ICY • TV , ...ClUTIIS , "IVICIS INT IN"LUGENCt 
"OTION 1'tCT. • TV NOOIA__MVP POlItlC... l ... H ... IIS & IIL...nON' 

P "'ISS 

P8 'UILlC ..TlONS 

POL 

SCIENCE (o,anllo) 
PIX 'ICtU.1S 

AE "'OMIC ENUGY IGIN I 
PP8 ,"ISS' ruauc... tlONS 'GiNI 

SCI SCiINct • ncHHOlOGY
PSY rsYCHOlOGfC ...L ON.... tlONS 

SP SP...ct & ...UION...UTlCS 
PVT "'IV..U tOONe""1ON 

• • ... OIOIGINI 

IEC ....010 'NOIHltllNG • tONSTIUC'IION 
SOCIAL (bl..o)If ."0'0 "IOUIHCIIS & _AOATION 

110 ....0.0 INU... U ... tlON _nONS HUH HE...UH • MIDIC...L C ... U 

RP ....010 '"OOI.......ING IEF "'VOEES ....G....TlON 

SPC \, ..(1 CO_UHIC..IIONS SOC SOCI ... L CONDitiONS 

TL-5 14 D (6 - 12 -86 ) 

http:SSI'O.ts


RECORDS CLASSIFICATION HANDBOOK 


TL-S14D(6-12-86) 




Part I II 


MANUAL OF OPERATIONS & ADMIN!STRATION 


-
 I ND1X (p. 1) 


RECORDS CLASSIFI CATION HANDBOOK 


INDEX 

This index covers the Administrative and the Culture & Information 

outlines of the Records Classificati on Handbook. The ent r ies und er 

some su b jects cite outlines which are not in t he handbook but which 

are part of the s tate/U SIA Record s classificati on Ila ndbook ( MOA III 

621) . If needed , the additional outlines c it ed (Political & Defense, 

Econon ical , social , and Science) are ava ilable fro~ the USIA Records 

Management Staff, M/A SP. In referring to t hese ad d i t ional outl in es 

use the overa ll state/USIA Reco r ds 

A 
ABSENCE (employ e es) 

ACCEPTANCE (of con tra cts ) 

ACCESS TO RECOR DS 

ACCIDENT PREVENTION (see SAFETY) 

ACCIDENTS: 


Age nc y employees . . 
Agency vehic l es 

ACCOMMODATION EXCHANGE 
ACCOUNTABILITY: 

Fu nds (agency) .. 

Property (age ncy ) 


ACCOUNTING: 
Allotment . . .. 
Cl assif ied mat e rial 
Expense 
Fund . . . . . . . 
Other agency . . . 
Personal prope rty 
Real property 
sales (i nc ome) 

ACCOUN TS: 
creditor 
Current , mo n thly 
Payable 
Recei va ble . . . 

ACCREDITATION: 
Press co rr espo ndents (agency) 

ACQUISITION : (Use approp. subj) 
Artwork 
Building & la nd: 

General 
Radio sites . 


Ex cess property 

Exhibit components 

Library holding s 

Motion pictu r es 

Photos . . . 

Pictures . . 

publications 

TV p rogram s 

Vehicles (gov ' t . owned) 


PER 8 

PRC 18 


CR 16 -1 


PER 14-12 

VEH 3 


ACC 23-6 


ACC 22 

. ES 7 


ACC 7 

CR 16-2 


ACC 8 

ACC 6 


ACC 14 

ACC 9 


ACC 10 

ACC 15 


ACC 12 

ACC 23 

ACC 12 

ACC 11 


PR 11-1 


PIX 12 


. BG 6 

RE C 14 


. ES 12-1 

EXH 11-4 

LIB 13 - 2 


MVP 1 2 

PI X 12 

PIX 12 


PB 12 

MVP 12 


VEH 6 


classi fi cation Handbook Inde x. 

ACTIVATI ON (radIo i nstall a tIons) 

ADDRE SS ES ( mail ing) 

AD HOC BODIES , COM MI TTEES , etc . 


(use approp . subj . ) 
ADtlIN ISTRAT ION : 

(Use app r op . subj . for specific 
p r ogram admini s tration) 
Ag e ncy ( gene r al) . .... . 
Consolidated . •.. ...• 
Of oaths ( agency employees) 

ADMINISTRATIVE: 

Ma tter s , ro u ting 

Of ficer s conferences 

Reports (periodiC) . 


ADMIN I STRATIVE : (cont' d) 
support: 

Accounting ... .. 
General Pol i cy 

RIO 1 2 

CR 3- 7 


ORG 

ORG 1-2 


PER 13- 2 


. ORG 12 

ORG 3-1 


ORG 2 


ACC 

ORG 4 


Reimbur sement 
agr e ements 

ADM ISSION CHARGES 
showi ngs) . . 

ADULT EDUCATI ON 
ADVANCES . . . 

cash . . . . 

Recoverab le 

Travel . . . 


est . & 
. . . . I3UD 4 


(motion picture 

. MVP 13 


EDU 9-4 

. ACC 13 


ACC 23-13 

ACC 11 


TRV 8 

ADVISORS & ADVIS OR Y GROUPS : 

Appoi n tment of in a ge ncy . PER 13- 2 

Work of (Use appr op . subj.) 

ADVISORY COMMISSION ON INT'L. 
EDUC ATIONA L & CULTURAL AFFAIRS . EDX 8 


ADVISORY COMMITTEE ON THE ARTS CUL 16-3 

AFRTS (radi o b r oadcas ting) . . R 6 - 5 

AFTER HOURS ENTRY & DEPARTURE 


( gov t. bldgs . ) . . . BG 16-12 

AGENCI ES , FEDERA L: 


Relations with ot he r ORG 1 

Spec if ic dge nc y ( use approp . subj . ) 


AGENTS ( book) . . . . . . . . BKS 6 

AGREEMEN TS (U se app r op . subj . ) 
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AIR: 

Raid shelters (in govt. bldgs.) BG 13 

Shows (commercial) .. CUL 15 


AIRCRAFT (govt.-owned) • VEH 

AIRGRAMS (procedures re) CR 18 

ALARM SYSTEMS (security) 


Of govt. bldgs. 	 BG 16-1 

Of radio installations · RIO 16 


ALIEN EMPLOYEES PER 

ALLOCATIONS (transfers out) BUD 14-3 

ALLOTMENT: 


Accounting ACC 7 

Authori ties BUD 14-5 

Budget execution BUD 14-6 


ALLOWANCES: 

Cost of living. PER 11-1 

Education PER 11-3 

Post differential PER 11-7 

Quarters & temp. lodging PER 11-1
A 	 Representation • PER 11-8 

separation . • • . •.. PER 11-10 

Travel . . . . . . . .. TRV 8 


ALTERATION: (use approp. subj.) 

Buildings (govt.-owned or leased) BG 7 

Radio co~ponents & 


installations .. · REC 15 

ALUMNI ORGANIZATIONS: 


Grantee . . . • . . EDX 29-2 

University ..... EDX 29-3 


AMBASSADOR (see CHIEF OF MISSION) 
AMERICA HOUSES . . LIB 
AMERICAN-SPONSORED SCHOOLS 

ABROAD ........• EDU 9-5 

Grants to foreign students to 


attend . . ... EDX 10 

AMERICAN STUDIES WORKSHOPS 


SEMINARS . . • . EDU 13 

AMMUNITION 


(agency security use) BG 16-4 

AMUSEMENTS . · CUL 15 

ANNUAL LEAVE . . . PER 8 

ANNUITIES . . . . PER 13-8 

ANONYMOUS LETTERS PR 13 

ANTENNAS (radio) 


Engineering & construction REC 17 

Installation operations .. RIO 17 


ANTIBIOTICS (agency medical use) 

•••..•• PER 14-8, 14-10 


APOLOGY ANNOUNCEMENTS (radio) RP 16-5 

APPEALS: 


(For specific types of appeals use 

approp. subj.) 

Performance ratings .. • PER 10-2 

procedures (employee) PER 7 


APPLICATIONS: (See approp. subj.) 

Employment . . . . . .. . PER 13-1 

Motion picture attestation MV 12-2 

Training . . . . PER 9- 9 


APPOINTMENTS: 

Employees . PER 13-2 

Private individuals with 


agency personnel PR 7 

APPORTIONMENT . . . . . . BUD 14-1 

APPRAISALS: (Use approp. subj.) 


Books . . . . . . . . . BKS 16 

Motion pictures . MVP 8 

Personnel performance PER 10-2 

TV programs . . . . . . MVP 8 


APPROPRIATION ACT . • . • BUD 12 

APPROPRIATIONS (accounting for) ACC 6 

ARCHITECTURE: 


As fine art ...•. CUL 13-4 

Of govt. bldgs . . .. . BG 7 

Of radio installations . REC 15 


ARCHIVES: 

AS cultural property . CUL 10-5 

As govt. records . . . . . CR 


AREA 	 & LANGUAGE TRAINING PER 9 

AREA RESEARCH PROGRAM: 


Information . . . . INF 7, 11, 12, 13 

science ..... SCI 11-1 


AREA STUDIES WORKSHOPS EDU 13 

ARMED FORCES COURIER SERVICE 


(ARFCOS) . . . . . . . . . CR 3-3 

ARMED FORCES NETWORK (radio) R 6-5 

ARMY POST OFFICE (APO) .. CR 3-3 

ARRIVAL & DEPARTURE: 


Govt. & other travelers TRV 15 

Exchange grantees EDX 28-5 


ART EXHIBITS: 

In museums & gallaries CUL 10-3 

Info. program EXH 


ART WORK: 

Agency . . . . FSV 1 

Press & publications PIX 19-7 


ARTISTS, PERFORMING: 
(Use approp. subj.) 


Background data (musicians) . CUL 14-11 

Cultural presentations . CUL 16 

Music festivals .•.• CUL 14-8 

Music performances . . . . . . CUL 14-5 


ARTS, ADVISORY COMMITTEE ON THE CUL 16-3 

ARTS, FINE ............ CUL 13 


Restitution of works of art CUL 10-1 

ASSESSMENT: (Use approp. subj.) 


Country reports (info. prog.) . INF 2-1 

Effectiveness (Use approp. subj.) 
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ASSI GNM ENTS: 
Emergency 
Mot io n picture & TV producer 

schedules . 

Personnel 

Radio prog. pr oducers 

Space .. . . . . 

Staff ho using . . . . 

Vehic l es , official .. 


ASSI STANCE (to travelers) 
ASSOCIATION (Us e approp. subj.) 
ATHLETICS: 

cultural present ations 

As spo rts 


ATTACHES (U. s. ) : 
Agency relations with 
Personnel matte rs 

ATTACKS: 
On li b raries & centers 
On radio installations 

ATTENDANCE: 
Employee . . . . • . • 
Exhibi ts . . . . . . . 
Motion picture showings 

ATTE STATION: 
Motion picture & TV materials 

Applicants 
Certificates .... 

ATTORNEY GENERAL'S LIST 
ATTRIBUTI ON (See CREDITS) 
AUDIENCE: 

Fo r 	 radio programs: 
AUDIENCE: (cont'd) 

Estimates . . . . 
Listening habits 
Mail ...•.. 
Research reports 

For motion pictures & TV: 

• EP 7-6 

MVP 6-7 

PER 13-3 


RP 17-1 

BG 11 

PER 15-12 
VEH 11 

• TRV 15 

CUL 16 
CUL 15 

ORG 	 1,4 
PER 

LIB 11 
RIO 9 

PER 8 
EXH 8-3 

MVP 13 

MV 12 
MV 12-2 
MV 12-1 
SY 14-4 

RP 11-2 
RP 11-3 

· RP 8-4 
RP 11-1 

Mai 1 . . . . . . . . . MVP 8-3, 11 
Mail: ( see approp. subj . ) 

AUDIO FACILITI ES: 
Radio enginee ring 

& const ruction • . . . . . REC 23 
Radio installation operations RIO 23 

AUDIO-VISUAL: 
Aids in education & training 

... EDU 10-5, 11-1, 12; PER 9-10 
Materials: 

Attestation MV 12 
presentation 

(cult. program) CUL 9-8 
Still pictures, photos PIX 
Use in agency public 

relations PR 9 
Services (agency) FSV 1 

AUDITS: 
Administrative 
contracts. . . 
Financial: 

External (CPA) ..... 
General Accounting Office 
Internal .. . . . . . . 

ORG 11 

PRC 20 


FMGT 13 
FMG T 12 
FMG'£ 11 

AURORAL ZONE PROPAGATION (radio) RF 16 
AUTHENTICATIONS (by agency) CR 5 
AUTHORIZATIONS: (Use approp subj.) AMotion picture & 

TV production . . . . . 
publications production 
Radio installation operations 
Travel . . . . . . 

AUTOGRAPHING (books) 
AUTOMATION: 

Data Processing 
Financial transactions 

(agency) ....• 
Information management 

AUTOMOTIVE VEHICLES & EQUIPMENT 
(See MOTOR VEHICLES) 

AWARDS: (Use approp. subject) 
Agency personnel . . . 
contract . . . . . . . 
Incentive (personnel) 
Motion picture . . . . 
picture (includes art) 
Publications 
Safe driving 
Television . 

B 
BACKGROUND PAPERS (use approp. 
BACKGROUNDERS (news) . . . 

Requests for (general) 
BACK SCATTER (radio) .. 
BACK-UP (budget) .... 
BAGGAGE (unaccompanied) 
BALANCE: 

Of payments 

Sheets . . . 


BALLET: 
AS cultural presentation 
AS fine art 

BANK ACCOUNTS . . . . 
BA NKS & BANKING 

(agency facilities) 
BEGGING LETTERS 
BIBLIOGRAPHIES 
BIDS & AWARDS (contract) 

MVP 6-4 

PE 20-1 

RIO 1- 1 B 


TRV 9 

BKS 9 


FSV 3 

FMGT 14 
. ORG 10 

PER 6 

PRC 7 

PER 6 


MV 6, 8-1 

PIX 11 

PB 8-4 

VEH 13 


MV 6, 8-1 


subj. ) 
P 24-4 
• P 14 
RF 14 

BUD 17 
SHW 

FN 1 2 

ACC 4 


CUL 16 
CUL 13-1 
ACC 23-7 

FMGT 8 

PR 13 


BKS 18 

PRC 7 


BILATERAL AGREEMENTS (Use approp. subj.) 
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BI LL COLLECTING (employees) PER 15-7 
BILLS OF LADING: 

Equipment & supplies . . . SHW 14 
Household/personal effects SEW 14 
USIA program materials SEW 14 

BINATIONAL FOUNDATIONS 
COMMISSIONS •. EDX 6 

BIOGRAPHI C DATA: 
congress (U.S.), members of LEG 6 
Emp loyees PER 2-2 
Exchange grantees EDX 29-1 
Govt. officials (Use approp. subj. ) 
Musicians ... . . CUL 14-11 

BIOGRAPHIC REGISTER (State Dept.) PER 2-2 
BLOOD DONER CAMPAIGN . . . PER 15-1 
BOARD OF EXAMINERS FOR THE 

FOREIGN SERVICE (BEX) . PER 13-4 
BOARD OF FOREIGN SCHOLARSHIPS 

(BFS) ...... . EDX 7 
BOATS (govt.-owned) VEH 
BONDING (of employees) FMGT 9 
BONDS : 

c 

performance bi d PRC 8 
Savings:B Drives PER 15-1 

Issuance & Redemption ACC 23-5 
BOOK : 

credits & attribution BKS 15 
Dealers .. . . BKS 6 
Distr ibution ... BKS 13 
Fairs & exhibits . BKS 9-1 
Orders & requests . BKS 14 
presentat ions CUL 9-6 
Procurement (non-program) FSV 8 
publishers . BKS 6 
Reviews BKS 16 

BOOK PROGRAMS: 
Development BKS 
Donat ed books BKS, CUL 9-6 
Low priced .. BKS 
Textbooks BKS 
Translations . BKS 

BOOKKEEPING MACHINES .FMGT 14 

BOOKMOBILES (See MOBILE UNITS) 

BOOKS: 


Agency publications (non-program) PR 10 
Entertainment & information BKS 
Library services: 

Agency . . . . FSV 5 
Information ctrs. & librs. LIB 

As literature ..... . CUL 13-3 
Textbooks BKS; EDU 10-5, 12; PER 9-10 

BRIDGES (radio broadcasting) 

BRIEFING: 
Data (use approp. subj.) 
In information program . INF 14 
Of personnel . . . PER 9-13 

BROADCASTING RADIO: 
Commercial • . R 6-1 
Foreign . . . . . R 6-3 
Info. program R, RP 
Private international R 6-2 
Public relations (agency) · PR 8 
Regional multinational .. R 6-4 
Routines . . . . . . . . . RP 16 
Space communication capabi lities 

(info. prog.) ...... . SPC 10 
BROCHURES: (USE approp. subj.) 

Exhibits EXH 9-5 
BUDGET: 

Agency . BUD 
OFFICE OF MANAGEMENT AND BUDGET 
Agency submission & hearings BUD 9 
call for estimates . . . BUD 3-1 
Regulations & circulars BUD 5 

BUILDING: 
Guards . . . . . . . BG 17, 18 
safety program . . . BG 13 

BUILDINGS (govt.-owned or leased) BG 
Radio installations engineering 

& construction .... REC 
OFFICE OF MANAGEMENT AND BUDGET 

BUSINESS PARTICIPATION 
(in info. programs) PVT 11 

BYLINERS (news) P 24-6 
Requests for (general) · P 14 

c 
CABLE (agency telecom, service) · CR 7 
CADRE: 

Emergency relocation . . EP 7-6 
Psychological operations PSY 7 

CAFETERI AS (govt.) . . . BG 12 
CALENDAR OF EVENTS . . . ORG 12 
CAMO ••........ ORG 1-2 
CAMPAIGNS (fund-raising, etc.) PER 15- 1 
CAREER DEVELOPMENT . • . PER 9 
CARRIERS (agency transportation): 

Freight . • . • • • SHW 6 
Passenger . . . . . TRV 6 

CARTOON(S) . . ...• PIX 19-2 
Techniques (film & TV prod.) MVP 6-5 
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CASH: 

Advances ACC 23-13 
Awar d s . PER 6-2 
payments . ACC 23-8 
Petty . ACC 23-8 
Verif ica tion ACC 23-12 

CAS HIERS (ag ency desi gnation of) FMGT 6-2 
CATALOG S: (use approp. subj.) 


Books . . . . . . . . . ...• BKS 18 

Motion pictures & TV programs: 


Agency MVP 14 

Non-age ncy MV 13 


Mu s ic .... CUL 14-10 

Pictures , photos PIX 13 

publications . PB 18 

Radio pro grams RP 13 

S toc k PRC 6-4 

Vendors PRC 6-4 


CEILINGS: 

Budget . BUD 3-1 

Pers onnel BUD 16 


CEL EBRATIONS (commemorative) CUL 6 

CENSORSHIP: (use approp. subj.) 


Books . . . . . . BKS 10 

Information (general) INF 7-1 

Motion pictures MVP 10 

Press . . . . ... • P 10 

Press & publications (general) PPB 10 

publications PB 10 

Radio RP 10 

Telev ision MVP 10 


CENTERS: 

Binational LIB 

cultural . LIB 

He alth & Medical PER 14-6; HLTH 14-6 

Reception .... EDX 28-3 

USIA Informa t ion ..... . LIB 


CENTRAL FISCAL SERVICING OFFICE FMGT 

CEREMONIES: ( us e approp. subj.) 


In connection with exhibits EXH 18 

CERTIFICATES: (use approp. subj.) 


Motion p ictures . . . . . . . MV 12-1 

Trai nin g (agency) ...... PER 9-12 


CE RTI FYING OFFICE RS (designation of) 
. . . . . . . . . . . .. FMGT 6-3 


CHARGES (See RATES & CHARGES) 

CHAUFFEURS (agency) . VEH 12 

CHECK OPERATIONS ACC 23-9 

CHECKS: 


Tra velers ACC 23-15 

Treasury . ACC 23-9 


CHIEF OF MISSION: 

Appoi ntment PER 13-2 

Conferences ORG 3-2 

Diplomatic title & rank . PER 17 

Head of country t e am . . ORG 1-1 


CHILDREN: 

Educa tion of FS depe ndent PER 15-9 

Info. target group ... INF 6 


CITY AFFILIATION (private 
cooperation program . . PVT 10 


CIVIL SERVICE EMPLOYEES (agency) . PER 

CIVILIAN DEFE NSE (measures i n 


govt. bldgs) ....... . BG 13 

CLAIMS: (use approp. subj.) 


Buildings & land (govt.-owned or 

leased) . . . . .. • .• BG 3, 20 

Radio installations . . . . . REC 3 


Employee . . . . . . . . . . PER 14-1 2 

General Accounting Office .. ACC 23-11 

LOss or damage to property in 


shipment . . . . . . . SHW 16-1 
 cProcedures . . . . . . . . · LEG 13 

Procurement & contracting · PRC 13 

Tort ..... PER 15-16 

Voucher ACC 21 


CLASSIFICATION: 

Position PER 18 

Records CR 12 

Security CR 16-3 


CLASSIFICATION CODES : 
Fiscal . · FMGT 3 

Records . . . . CR-12 


CLASSIFIED DOCUMENTS CONTROL CR 16-2 

CLEARANCES: (use approp. subj.) 


Books . . . . . . . . . . . . BKS 12 

cryptographic . . . . . . CR 7- 9 

customs (on agency shipments) SHW 17 

Exhibit content EXH 12 

Final salary payment .... . PER 11-4 

Medical (employee) ..... . PER 14-4 

Press & Pu b lication (general) PPB 12 

publications: 


Information program .•• PB 1 2 

public relations (agency) . PR 8 


CLEARANCES: (cont I d) 

Radio programs : 


Information paorgam . . ... RP 12 

Public relations (agency) PR 8 


Secu rity (e mployee ) PER 16-2 

Speech . . . . PR 12-1 


CL ERKS (Ame rican & local) PER 

CL INICS, MEDICAL (agency use) PER 14-6 

CLIPPING SERVICE . . . . . P 9-1 

CLOSING OF POST . . . . . ORG 8 

CODE: (use approp. subj.) 


Cryptographic system . CR 7- 8 

Fiscal classification FGMT 3 

Training ...... . PER 9 


CODELS . . . . . . . . . LEG 7 

COLL ECTING TRANSACTIO NS (fiscal) ACC 23 

COLLECTIONS, LIBRARY . . . . . . LIB 13 
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COLLEGE AFFILIATION PROGRAM EDX 23-1 CONCESSIONS (in govt. bldgs.) BG 12 
COLLEGE EDUCATION . • • . EDU 9-3 CONDEMNATION (property) BG 6-1 
COLLI SIONS (See ACCIDENTS) CONDOLENCES: 
COMMEMORATIVE CELEBRATIONS CUL 6 congress, Members of LEG 6 
COMMENDATIONS: (Use approp. subj.) Employees PER 

Agency employees • • • • • PER 6-3 CONDUCT, EMPLOYEE PER 12 
Agency programs . . . . . PR 13 CONDUCT OF OFFICE ORG 12 
Traveler assistance (by agency) CONFERENCE REPORTING FSV 2 

. . . . . . . • . . •. TRV 15-1 CONFERE NCES : (use approp . subj.) 
COMMISSARIES: Administrati ve Officers ORG 3-1 

Facilities in govt. bldgs. BG 12 Chiefs of Mission. 
Management & services PER 15-2 Principal Officers ORG 3-2 

COMMISSIONING (FSO's) PER 13-2 Cultural Affairs Officers CUL 3 
COMMISSIONS (Use approp. subj.) Press ......... PR 11-3; P 3-1 
CO~lMUNICATIONS : public Affairs Officers ORG 3-4 

Agency .. •... .• CR Staff . . . . . . . . . ORG 3-3 
Emergency . • . . EP 7-8 CONFLICT OF INTEREST . . . . PER 12 
Facilities & Systems: CONGRATULATORY COMMUNICATIONS: 

c 
 Radio. ..•.. REC 27; RIO 27 Commem. celebrations, 

Telecommunications (agency) . CR 7 annivs. etc. POL 17-4; CUL 6 

Hot line (US-USSR) CR 7-6 congress, members of LEG 6 
Mass media . . . . . . INF 7 Employees PER 
Satellites: CONGRESS: 

Information aspect SPC 6 Agency relations with LEG 
Scientific aspect SP 12-1 Members of . . . LEG 6 

Space: Reports to . . . LEG 2 
Commercial aspect TEL 6 CONGRESSES, INTERNATIONAL 
Information aspect SPC (use approp. subj.) 

CO~lMUN1ST : CONGRE SSIONAL: 
Activities (use approp. subj.) committees ..... LEG 4 
Bloc education ..... EDU 6 Investigations (general) LEG 8 

COMMUNITY: Mail (Use approp. subj.) 
Activities (of libraries & centers) submission (agency budget) BUD 11 

LIB 6 Summaries . . . . . . . . LEG 1- 1 
Affiliation program PVT 10 Travel (CODELS) ....• LEG 7 
centers LIB CONSOLIDATED ADMINISTRATIVE MANAGEMENT 
Relations: ORGANIZATION (CAMO) . . ORG 1-2 

Agency PR 6-2 CONSTITUENT POSTS: 
COMMUNITY: (cont'd) Opening, closing, change 

Radio installations RIO 6 'in status ..... . ORG 8 
Schools abroad (for dependent organization & management ORG 1 

children of employees) EDU 9-5 CONSTITUTIONAL LAW: (use approp. subj. ) 
COMPANIES: (use approp. subj.) Of U.S. affecting agency LEG 5 

Security clearance ..••.. SY 15 CONSTRUCTION: 
Suppliers & contractors PRC 6 Buildings (govt.-owned) • BG 7 
Vendors ......•... PRC 6 Exhibi ts . . . . . . . . • EXH 10 

COMPENSATION (agency personnel) PER 11 Motion pictu re theaters MVF 9 
COMPLAINTS: (use approp. subj.) Radio installations REC, REC 15 

General public . . • • . • . PR 13 TV studios . MVF 13 
COMPLEMENT, PERSONNEL ..•. PER 4 CONSULTANTS: 
COMPONENTS (exhibits) .... EXH 11 Appointment PER 13-2 
COMPTROLLER GENERAL DECISIONS Work of (use approp . subj .) 

(use approp. subj.) CONSULTATION , PERSONNEL PER 9-13 
CONCERTS . . . . . . • . . CUL 14-5 CONTENT MONITORING: 

AS cultural presentation • CUL 16 Foreign programs . . . RP 19-2 
Music festivals .... CUL 14-8 Radio programs (info. prog .) RP 19-1 
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RECORDS CLASSIFICATION HANDBOOK 

CONTENT REPORTS (rad io p rograms) RP 20 

CONT ESTS : ( Use approp . subj.) 


Ath let ic grou p p resentations . CUL 16 

Privat e coop. project s .... PVT 12 

Radio list eners . . . . . . . RP 8-3 


CONTINU ITY OF ESSENTIAL FUNCTIO NS EP 7-4 

CONTRACTING . . . . ..... PRC 
CONTRACTS: (Use approp . subj.) 

Audit of . . . . . . PRC 20; FMGT 11-3 

Bldgs . & land (agency). BG 4; REC 4 

Claus e s. Formats. Forms. PRC 4-1 

Ed ucational exchang e . EDX 31 

Employees .. . . . . . PER 

Equipment & supplies .. PRC, PRC 4 

Industrial se curity clearances. SY 15 

Information medi a .....•••. INF 7 

Radio engineeri ng & construction 


. . . . . . . . . . . . REC 4, 15-8 

Services . . . PRC or specific program 


CONTRIBUTIONS: (Use approp. subj.) 

Exhibit items EXH 6 

Private coop. p rog. PVT 


-


CONTROL: 

Classified documents & info CR 16 

Forms . . . . . . . CR 20 

publications (non-program) FSV 7 

Records schedules CR 15-4 

Reports . . . . . . CR 17 

Stock . . . . . . . . . . ES 7-1 


CONVENTIONS (use approp.s ub j. ) 
CONVEYOR BELT SYSTEM . . .. CR 3-6 

COOPERATION, INTERNAT IONAL: 


(Use approp . subj.) 

private programs ......•.. PVT 


COORDINATION: (use approp. subj.) 

With other Federal agencies • INF 1-11 

With local governments .... INF 1-12 


COPYRIGHTS (see RIGHTS & CLEARANCES) 
CORRESPONDENCE: 


Analysis & dist ri bution CR 4 

Management . . . . . CR 18 

Procedures .. .. ... . CR 18 


CORRESPONDENCE, PRESS: 

Accreditation to agency PR 11-1 

Agency relations with PR 11 

Foreign: .... P 6 


Center P 6-2 

Information prog ram, role in P 6 

Visits of P 6-1; EDX 

VOA . .. .. RP 27 


COST OF LIVING : 
Allowances: 


Agency employees PER 11-1 

At Radio Ins tallations RIO 6-3 


COST REDUCTION . . . . • . . . ORG 10 


COUNTERPART FUNDS (Accounting 

aspect) . . . . . . . . . . Ace 6 


COUNTRY: (Use approp. subj.) 

Agreements (Use approp. subj.) 

Assessments reports (USIA) INF 2-1 

Briefing papers: 


For congressional 

travelers 
 LEG 7- l 

For info. program INF 14-1 

Plans: (Use approp. subj .) 


Exchange program EDX 1-1 

Int'l info. program INF 1- 2 


Team .... . ORG 1-1 C 

COURIER SERVICE: 


Agency . . . . CR 3-1 

Military, use of CR 3-3 


'COURT: 

Decisions (Use approp. sub].) 

Leave . . . . . . PER 8 


COVERAGE OF EVENTS: 

By motion pictures MVP 6-8 

By photographers PIX 7 

By press . . . . . P 16 

By radio . . . RP 35 

By television MVP 6-8 


CRANK LETTERS PR 13 

CRANKS (handling of, etc.) SY 11 

CREDIT: 


Cards: 

For agency vehicles . . . VEH 11-1 

For GS A purchases . . . . PRC 1-1 


Inquiries (agency personnel) 

PER 15-1 


Union, Federal ... PER 15-5 

CREDITOR ACCOUNTS . ACC 12 

CREDITS & ATTRIBUTION: 

(Use approp. s ubj.) 
Book material BKS 15 

MP & TV materials MVP 15 

Pictures & Artwork PIX 15 

Press materi al • P 15 

publications . • . PB 15 


CRITICISMS: 

Of agency program PR 13 

Of specific progr a ms & policies 


(use approp. subj.) 

CRITIQUES: (Use approp. subj.) 


General .. . . . . . . . . . ORG 2-2 

CRYPTOGRAPH IC FACILITIES (agency) . CR 7 

CULTURAL: 


Activiti es . Development. 

Conflict s . . . . . . . CUL 

Centers .. . ' . . . . LI B 
Exchange program, edu c. & EDX 
Institutions .... .. . CUL 3, LIB 
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CULTURAL (cont'd) 

Presentations program: 


performing artists & groups 

• • CUL 16 


Materials . • • • • CUL 9 

Property . . • • . • • CUL 10 


CULTURAL ORG., UN EDUC. 
SCIENTIFIC & (UNESCO) CUL, EDU, SCI 

CULTURE (national) .• CUL 
CURRENCY, FOREIGN (See FOREIGN 

CURRENCY) 

CUSTOMS: 


Assistance to travelers in 

clearing ......•. TRV 15-2 


Clearance on shipments 

(agency) .... ••. SHW 17 


Duties on shipments (agency) SHW 17-1 

Tribal ...•••••••• CUL 


o 

DAMAGE: 


Govt.-owned or leased:
c Equipment ..•• ES 7-4 


o 

Real property • • BG 20 


Libraries & centers LIB 11 

Radio Installations RIO 9 

Shipments (agency) • SHW 16 


DANCE: 

AS fine art . . .• • CUL 13-1 

Group presentations CUL 16 


DANCING (amusement) • CUL 15 

DATA PROCESSING FSV 3 


In financial transactions FMGT 14 

DEALERS: 


Book .•.. BKS 6 

DEBRIEFING: 


Agency personnel PER 9-13 

Exchange grantees EDX 28-8 


DEBTOR ACCOUNTS ACC 11 

DECENTRALIZATION: 


Administrative functions • ORG 1 

Records . . • • • CR ll-l 


DECLASSIFICATION (records) CR 16-3 

DECORATIONS (for employees) PER 6 

DECREES (Use approp. subj.) 

DEDUCTIONS: 


payroll ..•. . • . ACC 16 

Salary . . . . • • . . PER 11-2 


DEFECTION (psychological operations) 

• PSY 10 


DEGAUSSING (of video tapes) MVP 20-1 

DEGREES, HONORARY (employee) PER 6-4 

DELAYS (on govt. shipments) · SHW 18 


DELEGATIONS: 

Of authority . . . . . . ORG 5 

TO int'l confs. & orgs . 


(See specific conf. or org.) 

DEMOLITION (govt.-owned bldgs.) BG 15-2 

DEMONSTRATIONS: 


Damage to govt. property. BG 20 

Security officer role in . SY 13 


DEMOTION . . . . • . . . .• PER 13-6 

DEMURRAGE (govt. shipments) . SHW 1 2 

DEPARTMENTS, FEDERAL (use approp. subj.) 

DEPARTURE: 


Assistance to travelers · TRV 15 

Exchange grantees EDX 28-5 

From govt. bldgs. BG 16-2 


DEPENDENCY STATUS (of employees) · PER 19 

DEPENDENTS (employee): 


EdUcation: 

Allowances PER 11-3 

General . . PER 15-9 

Overseas schools EDU 9-5 


Emergency evacuation: 

E & E plan · . EP 6 


Medical care .. PER 14
· 

Medical depOSits for . ACC 23-19 

Travel . . . . . . TRV 


DEPOSIT & TRUST FUND RECORD ACC 23-2 

DEPOSITARY CHECKS 


(in local banks) . ACC 23-9 

DEPOSITORIES, LOCAL · FMGT 7 

DEPOSITS, MEDICAL 


(for dependents) . Ace 23-19 

DEPRECIATION: (Use approp. subj.) 


Of library holdings . . LIB 13-4 

DESIGN: (use approp. subj.) 


Buildings 

(govt. owned or leased) . BG 7 


DESIGN: (cont'd) 

Exhibits .... EXH 10 

Radio components & 


installations REC 15 

DESIGNATION, ADMINISTRATIVE 


CONTROL . . . . . . . .. CR 16-3 

DESIGNATIONS (personnel): 


Financial .•. . .• FMGT 6 

Other than financial . . ORG 5 


DESPATCH AGENCIES (U.S.) . SHW 4 

DESTRUCTION: (use approp. subj.) 


cryptograph materials CR 7-11 

Equipment & supplies . · ES 7-4 

Motion picture prints MVF 19-2 

Records . . . . . . CR 15-3 


DETAIL OF PERSONNEL PER 13-3 

DEUTSCHLANDFUNK 


(radio broadcast ing) R 6-3 
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RECORDS CLASSIFICATION HANDBOOK -
DEVELO PMENT: (use approp . subj.) 

Car ee r . . 
Edu ca tional 
Executive .... 

DIF FERENTIAL, POST (allowance) 
DIGNITARIES, FOREIGN & U.S. 

(See PROMINENT PERSONS) 
Coverage : 

Motion pictures & TV 

Press . . . . 

Radio . . . . 


DI NING ROOM PASSES 
DIPLOMAS: 

Personnel training 
Reciprocal recognit ion of 

DIPLOMATIC TITLE & RANK 
DIRECTIVES MANAGEMENT 
DIRECTOR , reports to 
DIRECTORY: 

Key personnel 
Telephone 

DISAFFECTED STUDENTS 
DISALLOWANCES (vouche r cl ai ms) 
DISBURSEMENTS . . . . 
DISBURSING, ACCOUNTING & 
DISBURSING OFFICERS 

(designation of) 
DISCHARGE OF: 

Agency employees 
Duties . . . . . 

DISCIPLINE (personnel) 
DISCOUNT (govt . ): 

Equipment, supplies & services 
Freight shipments 

DISCS (radio program use) 
DISEASES & CONDITIONS 
DISMANTLING: 

Buildings (govt-owned) 
Exhibits ...... . 

DISPATCHING (of age nc y vehi cles) 
DISPLAYS: (use app ro p . s ubj .) 

Exh ibits .... .. . .. . 
psychological mater ials 

DISPOSAL: (use approp . subj.) 
cryptographic materia l 
Fi 1m • • • • • • 
Library holdings 
Records . . . . 
surplus property (agency) 
Videotape 

DISPOSITION: 
Bldgs & land (govt .-owned) 
Exhibi ts . . . . . . . 
Films (info. prog ra m) 
Records 
Vehicles . 
Videotapes (info. program) 

PER 9 

EDU 


PER 9 

PER 11-7 


MVP 6-8 

• 	 P 16 


RP 35 

BG 12 


PER 9-12 

EDU 9-3 


· PER 17 

CR 19 


INF 2-3 


PER 2-4 

· CR 8-6 


EDU 6 

ACC 20 -1 

ACC 23-4 


AC C 

FMGT 6-1 


PER 13-9 

ORG 12 

PER 12 


PRC 15 

SHW 6- 1 


RP 23 

PER 14-8 


BG 15-2 

· EXH 19 

VEH 11-3 


EXH 

PSY 15 


CR 7-11 

MVF 19- 2 

LIB 13-5 


CR 15 

ES 12 - 2 


MVP 20 


BG 15 

EXH 11-5 


MVF 19 

CR 15 


VEH 15 

MVP 20 


DISTRIBUTION: 
Books : 

Information progra m . . · BKS 13 

Cultural p r e s en t ations CUL 9 -- 6 


Communications (agency) C'R 4: FSV 6 

Educ . & cult . materials 


(general) . . . . . . CUL 9 

Equipment, supplies & s e rvice s ES 11 

Exhibit s . . .... EXH 13 

Films . . . . . . . . t-lVP 13-5 

photos and st ill pictu res PIX 13 

Private coop. materials o
· PVT 13 

publications: 

Non - p r ogram FSV 6, PR 10 E 
Pr og ra m PR 13; CUL 9-6 ..; 

Radio: 
Dis c RP 23-3 

Script RP 21-1 

Tape RP 22-4 


TV programs MVP 13-5 

DISTRIBUT I ON RIGHTS (See RI GHTS) 

DIVORCE (of empl oyees) . PER 19 

DOCUMENTS: 


Authe ntication (by agency) . CR 5 

Clas si fied , control of . CR 16 

LOSt or stolen (agency ) CR 16 


DONATED BOOKS .. . . . . BKS 

Presentation of . . ... CUL 9-6 


DOWNGRADI NG (classified dOCS . ) CR 16- 3 

DRAMATIC ARTS CUL 13-1 

DRAWING (as fine art) CUL 13- 2 

DRAWINGS: 


cartoons ... PIX 19-2 

Progr am materials · PIX 19 

Radio engineer & constr ... REC 15- 2 


DRAYAGE (govt. shi pments) • .SHvi 9 

DRIVERS LICENSES FOR: 


Agency pe r sonnel overseas PER 15-4 

Agency vehicle operators VEH 11-4 


DRIVES (fund-rai sing , etc.) PER 15-1 

DRIVING AWARDS, SAFE .... · VEH 13 

DRUGS & PHARMAC EUTICALS (agency 


medical prog ra m) PER 14-8, 14-10 

DSRA . . PER 15-15 

DUBBING: 


Film & TV . . MVF 15 

Radio tapes & discs RP 22-9; 23-9 


DUTY OFFICERS ORG 6 


E 
EAST - WEST CENT ER (Hawaii) ... . EDX 27 

EAST-WEST RELATI ON S: 


Educ . & cult . exchange EDX ; CUL 16; EXH 

ECONOMIC & SOCIAL COUNCIL (ECOSOC) 


(use approp. subj.) 
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RECORDS CLASSIFICATION HANDBOOK 

EDITORIAL SERVICES (agency) 
EDITORIALS (info. program) . 
EDUCATION: 

Allowances . . . . . . . • 
Dependents of FS employees 
Overseas schools program 
Training of employees 

EDUCATION & 7RAINING: 

Agency employees . 

Language training: 


English .... 
For exchange grantees 
By U.S. profs. abroad 

Foreign .•...•• 
For agency employees 

EDUCATIONAL: 
And cultural exchange 

country program plans. 
Allocations 

Reprogramming .E Institutions ... 
College & university: 

Affiliation 
Alumni orgs. (grantee 

participation in) 
Education . • . . 

Exchange program reI. with 
security clearance of . .. 
university studies program 

(agency employees) 
U.S.-sponsored schools 

abroad 

Media. Techniques. 

system . . . . . . 

Travel program • • 


EDUCATIONAL & CULTURAL AFFAIRS, 
ADVISORY COMMISSION OF INT"L . 

EDUCATIONAL, SCIENTIFIC & CULT. 
ORG. (UNESCO) ••.•. CUL, 

FSV 7 
P 24-7 

PER 11-3 
PER 15-9 

EDU 9-5 
PER 9 

PER 9 

EDU 10 
EDX 28-2 
EDX 19-5 

EDU 11 
PER 9 

EDX 

EDX 1-1 
EDX 1-2 

EDU 9 

EDX 23-1 

EDX 29-3 
EDU 9-3 

EDX 3, 31 
SY 15 

PER 9 

EDU 9-5 
EDU 12 

EDU 9 
EDX 17 

EDX 8 

EDU, SCI 
EFFECTIVENESS (use approp. subj.) 

EFFECTS (FS personnel, transp. of). SHW 

EFFICIENCY RATINGS . • PER 10-2 

ELECTRIC POWER: 


Radio installations: RIO 21 
Generating & distrib. systems RIO 20 
Engineer & construction . REC 20, 21 

ELECTRONICS (For specific applications, 
use approp. subj.) 

ELEMENTARY EDUCATION . . • . EDU 9-1 
EMBASSIES, U.S.: 

construction & maintenance • BG 
organization & admin . . • ORG 

EMERGENCY: 
Action documents (EAD) . . . . 
Destruction (crypto, material) 
Evacuation (post plans) 
Planning .••....•.. 
Radio operating procedures . 
Radio programming procedures 
Relocation program . . . . . 

EMPLOYEE SUGGESTION PROGRAM 
(See Incentive Awards Program) 

EMPLOYEES (agency): 
Personnel matters .. •.. 
Travel & transportation 

EMPLOYMENT (agency personnel) 
Applications . . . • • . . . 

ENGINEERING: 
Building & land (govt.-owned) 
Radio systems & installations 
Telecommunications (agency) 

ENGLISH LANGUAGE: 
Institutes (USIA) 
Teaching .... 

For exchange grantees 

By U.S. profs. abroad 


Testing . . . . . 

ENTERTAINMENT: 

Amusement & sports 
Representation allowances 

ENTRY & DEPARTURE 
(agency bldgs.) ..... 

· EP 7-5 
CR 7-11 

· . EP 6 
· .. EP 
RIO 5-1 

RP 5-1 
· . EP 7 

PER 
TRV 

PER 13 
PER 13-1 

BG 7 
REC 

CR 7-6 

EDU 10 
EDU 10 

EDX 28-2 
EDX 19-5 
EDU 10-7 

• CUL 15 
PER 11-8 

BG 16-12 
ENTRY OF MERCHANDISE (See CUSTOMS) 
EQUAL EMPLOYMENT OPPORTUNITY 
EQUATORIAL PATH PROPAGATION 

(radio) 
EQUIPMENT & SUPPLIES: 

Agency: 
Automatic data processing 
cryptographic . . . . • . 

EQUIPMENT & SUPPLIES: (con 't) 
General 
Medical . 
Records . 
Securi ty 
Telecommunications 
vehicles . . • . . 

Per sonal property accounting 
ESTABLISHMENT: 

Agency, office, post , e tc. . 

PER 13-5 

RF 17 

ES, PRC 
CR 7 

. ES 
PER 14-10 

CR 13 
BG 16 

CR 7, 8 
VEH 

ACC 9 

ORG 8 
ESTIMATES (budg et ) BUD 3 , 4, 6, 7, 9 , 11 
EVACUATION: 

E & E program EP 6 
Lists EP 6-2 
Medical PER 14-11 
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EVALU ATIO N: (Use approp. subj.) EXHIBITS & DISPLAYS: (con t'd) 
Performa nce ( employee) ..•• • PER 10 Binational centers EXH 

EVA LUATION: (cont'd) Book ••••... BKS 9- 1 
P rogr a ms & p rogram materials: Cultural . . . •• EXH 

(Use approp. su bj.) USIA info ctrs. & librs. EXH; LIB 6 
Motion pictu res . MVP 8 EXPENSE: 
Pictures ( still) PIX 8, 9 Accounting . . ACC 8 
Press . . . . P 8 Non-operating ACC 19 
Psychological operations PSY 8 EXPORT: 
Pub lications . PB 8 Declarations (ag e ncy shipment ) SHW 17 
Rad io . . . . . • . . .• • RP 8 Restrictions (publications) PB 16 
TV ..........•• MVP 8 EXPOSITION (See FAIRS & EXPOSITI ON S)

EVENTS: (use approp. subj.) EXTENSION: 
For info. p rogram coverage Courses (agency employees) PER 9 
(see COVERAGE OF EVENTS) Of contract PRC 14 

EX AMIN ATION, VOUCHER •...• • ACC 20 EXTERNAL AUDIT (CPA) . . .. FMGT 13 E 
EXAMINATIONS: 

Agency employees (other than 
med ical & training) • PER 13-4 F

Medi cal : F 
Agency employees & FACILITATIVE SERVICES: 

depe ndents • PER 14-4 Agency • • . • . . • FSV 
Training: Exchange grantees & 

Agency employees • PER 9-11 visitors (gen.) EDX 28 
EXCEPTI ONS Motion picture & TV MVF 

( t o voucher claims) ACC 21, 23-10 FACILITIES: (Use approp. subj.) 
EXCESS PROPERTY (agency) ES 12 Medical (agency employees) PER 14- 6 
EXCHANGE: (use approp. subj.) Motion picture & TV: . MV F 

Accommodati on ACC 23-6 Requests . . . . . MVF 8 
Agreements: Schedules . . . . . MVF 7 

Books . . . BKS 4 FACT BOOK (info program) INF 2-4 - Cultural (general) CUL 4 FAILURES (radio installation oper.) RIO 9 
Exh ibits .... EXH 4 FAIR EMPLOYMENT PRACTICES PER 13-5 
Informati o n (general) INF 4 FAIRS & EXPOSITIONS (general) CUL 8 
Li b raries & centers . LIB 4 For specific types see approp. subj.
Motion pictu res & TV MVP 4 FARES, TRANSPORTATION (agency) . TRV 6-1 
Press . . . . P4; PPB 4 FAST NEWS (information program) P 18 
Publications PB 4 FEATURES (info. program): 
Radio .... R 4; RF 4; RIO 4; RP 4 Motion picture MVP 
Space communications Press P 14 ; 24 -5 

EXCHANGE: (cont' d) Radio RP 34 
(info . p rog.) .. SPC 4 Television MVP 

Educati onal & cultural EDX; CUL 16 FEDERAL: 
property (agency) ES 7-3 Agencies: 
Visitors .. EDX 33 Relations with other (admin.) ORG 1 

EXE CUTIVE: For specific agency program 
Development PER 9 (Use approp. subj.) 
privilege LEG 9 Budget . . . . . . . . . . BUD 10 
Rese rve prog ram EP 7-7 credit Union ..... . PER 15-5 

EXERCI SES, RELOCATION (agency) EP 7-9 Employees health benefit plan PER 14-7 
EXHIBITIONS (see EXHIBITS & DISPLAYS, FEEDS (radio) .... RP 37 

FAIRS & EXPOSITIONS) FEES: 
EXHIBI TS & DISPLAYS: Authentications (by agency) CR 5- 3 

Agency (for pub. relations) • PR 9-2 Usage of motion pict. & TV 
Air shows (commercial) ... CUL 15 video-tapes . . . . . .. MVP 13 

-
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FELICITATION (See CONGRATULATORY 

COMMUNICATIONS) 


FELLOHSHIPS: 

coll e ge & university: 


General . . . . . . . . . . EDU 9-3 

Offered by communist bloc. . EDU 6 

In spec ific fields of study 


(use approp. subj.) 
Exchange program . . . . • . EDX 


FENCING (radio installations) • REC 16-2 

FESTIVALS: 


Film . MV 8 

Music CUL 14-8 

othe r CUL 8 

Te lev is ion · MV 8 


FIELD TRIPS (by agency officials) ORG 7 

Travel arrangements TRV 


FILE EQUIPMENT (agency) 

Records aspect . . CR 13 

security aspect BG 16-3 


FILE SYS TE M (agency) CR 12 

FILES (maintenance & service) CR 11 

FILM: 


censorship MV 10; MVP 10 

Fes tivals · MV 8
F Motion pictures MV, MVF, MVP 

processing & printing . MVF 15 

Rawstock . . . . MVP 6-9 


FILMS , FIL MSTRIPS: 

Agency: 


Audio-visual services FSV 1 

public relations use PR 9-1 


Educational media EDU 12 

Information program: 


Fil ms used on TV MVP 

Motion picture films MVP 


FINAL SA LARY CLEARANCE PER 11-4 

FINANCE ( agenc y) .... ACC, FMGT 

FINANCIAL: 


Designations (agency) FMGT 6 

Manageme nt (agency) · FMGT 

Plans BUD 15 

Sta teme nts ..•. ACC 4 


FIN E ARTS . • . . CUL 13 

FINGERPRINTING (employees) PER 16 

FIREARMS (agency use) BG 16-4 

FIRE PREVENTION (govt. bldgs.) BG 13 

FISCAL SERVICING OFFICE, CENTRAL · FMGT 

FISHING (as a sport) . . .. CUL 15 

FIXED COMMUNICATIONS (radio) RF 12 

FLAGS (p r e sentation by USIS) CUL 9-8 

FLASH ESTIMATES (budget) .. BUD 6 

FLEET POST OFFICE (FPO) CR 3-3 

FOLLOW-UP PROGRAM (grantee) EDX 2 9 


FOREIGN: 

Carriers (ag e ncy use of) SHW 6 

CPJ r espondents . P 6
0 • • 

Co rr espondents Center P 6 - 2 

Currency: 


Accounta bility fo r ACC 22 

Fund accounting . . ACC 6 

pay i'ng & coll ec ting trans . 


• 0 ••• ACC 22 - 2 , 23 - 8 

Dignitaries (See PROMINENT PERSONS ) 

Language training: 


Agency employees PER 9 

General . EDU 11
0 • 

Leader program: 

Multinational EDX 21 

National EDX 15 


Service: 

Inspections ORG 11 

Institute PER 9 

List PER 2 - 3 

Office rs, comm is s ioning of PER 13 - 2 

Personn e l PER 

Posts: 


Opening, closing, etc. ORG 8 

Organization & mgmt. 


...... ORG 1, 8 , 10, 11 

FOREIGN AFFAIRS MA NUAL: 


As is suanc es system CR 19 

Regulations on spec ific sub j ect 


(us e approp. s ub j.) 
FORM LETTERS: 


Design . . . . . . . . CR 20 

Use in corr espondence CR 18 


0 •FORMS MA NAG EMENT . . CR 20 

FORWARD SCATTE R (radio ) RF 15 

FREEDOM OF INFORMATION . INF 7- 1 


(See also CE NSORS HIP) 

FREE ENTRY (agency shipments) SHW 17 

FREIGHT: 


Forwarder s (a ge ncy us e) SHW 20 

Rates & Charge s : 


Carriers (ag e nc y rates) SHW 6 - 1 

Household/pe rsonnel effects 


(agency employees. SHW 6- 1 

FREQUENCIES: 


Radio: 

~gency RTT sched ul es CR 7-13 

Assignment s .. RF 9 

Author izations RF 7 

commercial TEL 8-1 

Information program . RF 

Schedu les . RF 6 

usage . . . . RF 8 

VHF .... REC 25 , RIO 25 


Space Commun ications : 

Inform. p rog. aspects SPC 7 
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FUN D: GRANT AGREEMENTS: (use appr op . subj . ) 
Ac co unting .. . . ACC 6 Book program . . BKS 4 
Avail a bll ity ..• BUD 13 English language trng EDU 10-4 
Campaigns. Drives PER 15-1 Exc hange programs EDX 31 
Employ ee we lfare • PER 15-6 Libraries & centers LIB 4 
Imp rest • .... ACC 23-8 Publishers • . . . . PB 4 
Status reports . . BUD 13-1 GRANTEES, EXCHANGE .. EDX 

FUN DS (saf eguardi ng o f age ncy) FMGT 10 Alumni organ i zations EDX 29 -2 
FURNISH INGS (g ovt. bldgs.): Biographic data EDX 29- 1 

De sign & selection . BG 8 Non-re turn of EDX 30 
Disposi ti on BG 15 Returned . . . . . . EDX 29 F 
Procurement PRC GRAPHICS: 

FURNITURE (agency) .. ES Agency . . . • . . . FSV 1 
Press & Publications PIX 19-1 

GREETINGS (See CONGRAT ULATORY G 
COMMU NICATI ONS) G 

GRIEVANCES ( employees) • .• . PER 15-8 
GA LLER IES (art) CUL 10-3 GROUND-L INK STATIONS • . . . . SPC 9 
GAMBLING (as amusement) CUL 15 GROUNDS (govt. -owned or leased) BG H 
GAMES: Radio ins t allations: 

Amusement. Sports. CUL 15 Acquisition ..... •. REC 14 
Olympic . . •.. CUL 15-1 Site prep. & conservation REC 16 

GASOLINE USAGE (agenc y vehicles) VEH 10 Upkeep . . . . . . BG 10 
GE NERAL ACCOUNTING OFF I CE (GAO): GUARANTEE: 

Claims. . . . ACC 21, 23-1 1 Equipment (agency) . ES 10 

Contract a udit ...• PRC 20- 2 

Decisions ACC 5 or approp. subj. GUARDS: 

Regul ations ACC 5 or approp. subj. Building ( other than marine) BG 17 

Site audit . FMGT 12 Marine . . . . . . . . . BG 18 


GENERAL LEDGER ACC 4 GUIDE LETTERS . . . . CR 18 
GEOLOGICAL SURVEYS GUIDELINE S, POLICY (use approp. sub j . ) 

( radio construction) REC 15-1 
GIFTS: 

Acceptance by agen c y 
regs. re ...•• 

employees, 
PER 12 H 

presentation to agency employees HANDBOOK S (use approp. subj.) 
PER 6-5 HANDICAPPED WORKERS (agency 

Program items (info. & cult. employment) ....... . . PER 13 
program) . . . • • CUL 9 HANDICRAFTS (cultural aspect) CUL 13-5 

Use in psychologi ca l operations PSY 14 HARDSHIP POSTS (differential 
GLOBES: allowances at) PER 11-7 

presentat ion of (info . program) CUL 9-8 HEALTH: 
GOVERNMENT: Age nc y emp l oyees • PER 14 

Agencies (use appr op. sub.) Benefit plans. Insuranc e 
Bi 11s of lading ( ag e nc y) . ...... . PER 14-7 

(agency shipments) SHW 14 HEALTH: (cont' d) 
Bonds ( See BONDS) Center s ... . . . . . . PER 14-6 
Building & land BG Requirements for travelers 

GOVERNMENT: (cont 'd) (ass't. re) .••.• TRV 15-2 
Employees (agency) . PER Rooms (agency ) . .. .. . PER 14-6 
Property: HEARINGS: (Use approp. subj.) 

Expendable & non-expendable . ES Budget: 
Real ( owned or leased) BG, RIO Agency . . . . . . . BU D 8 
Vehicles VEH Bureau of the Budge t BUD 9-1 

GRADUATION EXERCISES • . . . PER 9-12 congressional: 
House BUD 11 -1 
Senate . . . BUD 11 - 3 
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HIGHLI GHTS (program) . • • •• INF 2-2 

HISTORY: (use approp. subj.) 


Of agency, post, office etc. ORG 8 

Of country (cultural aspect). CUL 10 

Libraries & centers (info prog.) LIB 10 

Radio Installations (USIA). RIO 1-4 


HOBBIES . . . . . • • • • • • CUL 15 

HOLIDAYS: 


Employment aspect: 

Holiday leave • . . • . . PER 8 

Holiday pay . . . • . .. PER 11-6 

Holiday roster. Schedule. ORG 6 


Local & natural (cultural aspect) CUL 6 

HOME LEAVE . . . . . • . • . . . . PER 8 

HONOR AWARDS (e~ployees) • • • • PER 6-4 

HONORARY DEGREES (employees awards) 


. . . . . . . . • PER 6-5 

HOSPITALITY: 


For exchange grantees & visitors 

. . . . • • EDX 28-4


H HOSPITALIZATION INSURANCE 

(employee) ..... PER 6-7 


HOSPITALS (agency use) PER 14-6 

HOURS OF OPERATION:
I 	 Libraries ..... LIB 12 


Radio installations RIO 10 

HOURS OF WORK (agency): 


Office hours • . • ORG 12 

Regular workweek. overtime. PER 8 

Overtime pay . .. ....• PER 11-6 


HOT LINE (US-USSR) . . . • .. . CR 7-6 

HOUSE ORGANS (employee groups) PER 15-10 

HOUSE OF REPRESENTATIVES (agency 


contacts with) . . • . • . . • • • LEG 

HOUSEHOLD EFFECTS (agency employees): 


Stateside storage (consol. 

payments) .•..... ACC 23-20 


Transportation of ...• SHW 

HOUSING (agency employees): 


Housing services PER 15-2 

Staff housings overseas: 


Assignment PER 15-2 

Constraction BG 7 


HOUSING: (cont'd) 

Furnishing BG 8 

At radio installations REC 14 


HUNTING (as sport) ..•. CUL 15 


I 

IDENTIFICATION (marking): 

U.S. govt. shipments .. SHW 11 

Vehicles (agency) VEH 9 


IDENTIFICATION 	 CARDS (agency 

employees) •....••• PER 16 


ILLITERACY: 

AS educational problem . . . . . EDU 8 

Of potential radio audience RP 11 - 1 

Of potential TV & motion picture MVP 11 


IMMUNIZATIONS: 

For agency employees . PER 14-9 

As travel requirement TRV 13 


IMPORT: 

Declarations (ag e ncy shipments) . SHW 17 

Restrictions (USIA publications). PB 16 


IMPRESSIONS (printing) . . . . . PB 23 -7 

IMPREST FUNDS . . . . . . . . . ACC 23- 8 

INCENTIVE AWARDS PROGRAM . . .. PER 6 

INCIDENTS: (use approp. subject) 


At radio installations RIO 6-2 

INCINERATORS ..•..... BG 16-5 

INCOME TAX: 


Assistance for agency 

employees PER-15-11 


INDUSTRIAL: 

Cooperation in info. & cul t. 


programs . PVT 11 

Security ... SY 15 


INFOGUIDES (USIA) INF 1-5 

INFORMATION: 


Activities (general) INF 

Compromise of CR 16 

Exchange (general) . INF 4 

Freedom of . . . . . INF 7-1 

Libraries & cent e rs LIB 

Management • . . . . ORG 10 

Media: (See also specific media 


General . . . . . . . INF 7 

Motion pictures .... MV, MVF, MVP 

Press & publications . P, PB, PPB 

Radio. • . . . R, REC, RF , RIO , RP 

Television ...... MV, MVF , MVP 


Psychological operations . PSY 

public relations (agency) PR 

public requests for PR 13 

Security. . . . . . . . . CR 16 

Storage & retrieval ORG 10 


INFORMATIONAL MEDIA: (see also speci fic 

media) 

General . . . . . • . . . . INF 7 


INJURY (of employees) .... PER 14 - 12 

INNOCULATIONS (agency employees) PER 14-9 

INQUIRIES: (use approp. subj.) 


Credit ....... . PER 15-17 

public •.......... PR 13 


INSPECTION: (Use approp. sUbj.) 

Administrati ve (general) .. . ORG 11 

Bldgs & grounds (age ncy) .. . BG 9 

Contracts (material s & services) PRC 18 

Inspection Corps ..... ORG 11 

Internal audit (financial) .. FMGT 11 
 -
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0 

INSPEC TION: (cont'd) 
Se c,.u rity surveys . SY 2-2 
Techni ca l, radio: 

Engineer & cont ract REC 7 
Operations RIO 7 

Vehicles (agency) VEH 11-2 
INSTA LLATIONS, RADIO RIO 
INSTITUTE OF INTERNATIONAL 

EDUCATION (lIE) .... EDX 
INSTITUTES, INSTITUTION S, 

(use approp. subj.) 
cultural. • CUL 3, 10, 11 
Educational EDU 3, 9; EDX 3, 31 

college & univ. affiliation EDX 23-1 
U.S . sponsored schools 

abroad . . . . • . . . . EDU 9-5 
English Language (USIA) EDU 10 
Foreign Service Institute (other than 

administration) •..... PER 9 
INSTRUCTIONS (Use approp. subj.) 
INSURANCE: 

Agency employes: 
Hospitalization & medical • PER 14-7 
Household/per sonal effects SHW 8 
Life •. . • • PER 15-7 
Travel . . • . TRV 7 

Agency vehicles VEH 7 
Exchange grantees EDX 28-7 
Exhibits. . . . . EXH 17 -
 INTELLECTUAL PROPERTY: 

Copyrights (agency program materials) 

See approp. media subjects. 

INTER-AMERICAN CULTURAL COUNCIL CUL 3 
INTER-AMERICAN NETWORK (radio) • • R 6-4 
INTERESTED PARTY MESSAGES 

(acct'g) ....•.. ; . . ACC 23-18 
INTERFERENCE: (use approp. subj.) 

Freedom of Information . . •. INF 7-1 
Information media (general) INF 7 
Radio • . . . • . • • • RF 10-3 

INTERIOR DECORATION (govt. bldgs.) • BG 8 
INTERNAL AUDIT (financial) • •• FMGT 11 
INTERNATIONAL: 

Agreements (use approp. subj.) 
Broadcasting svc. R, REC, RF, RIO, RP 
Conferences. congresses. (use approp. 

subj.) 
cooperation (use approp. subj.) 
Information program (general) INF 
Motion picture & TV svc .. MV, MVF, MVP 
Organizations (Use approp. subj.) 
Press & publications svc. 

.......•. (p/P) P, PPB 
Space communications (info. prog.) SPC 
Treaties (use approp. subj.) 

INTERNEES. INTERNMENT. (enemy 
officials) ...... . . EP 9 

INTERNS (agency trainees) PER 9 

INTERPRETING: 
Agency service . . . . . . .• FSV 4 

For exchange grantees .. EDX 28-6 
INTERVIEWS: (Use approp. subj.) 

Press with agency personnel PR 11-3 
Private persons with agency 
personnel . . . • . . . PR 7 

INTRODUCTION (letters of) PR 7 
INVENTORY: 

cryptographic materials CR 7-]1 
Equipment & supplies ES 7-2 
Exhibit components EXH 11-3 
Film prints MFV 19-1 
Records CR 11-1 I 
TS documents CR 16-2 

INVESTIGATION: (Use approp. subj.) 
Agency personnel (security) 
Congressional (general) 

INVESTIGATIVE PROCEDURES 
INVITATIONS: 

To 	 bid (contracts) ... 
TO 	 speak: 

Before public groups 
All other . . . . . . 

Other than to speak (social, 
INVOICES: 

courier .••... 
Pouch . . . . . . 
Shipping & Warehousing 

IONOSPHERE, ARTIFICIAL . 
IONOSPHERIC PROPAGATION (radio) 
IRREGULATORY REPORTS (radio) 
ISSUANCES OF KEYS (agency 

bldgs.) .....••. 
ISSUANCES SYSTEM (agency) 
ITINERARIES: 

Exhibits (distribution & 
placement) . . • 
Govt. travelers 

PER 16 J 
LEG 8 
SY 14 

PRC 7 

. PR 6 
PR 12 

etc.) PR 5 

CR 3-1 
CR-3-2 
SHW 13 
SPC 14 

RF 18 
RIO 2-4 

BG 	 16-12 
CR 19 

EXH 13-2 
TRV 15-4 

J 
JAMMING: 

Information media (general) INF 7-1 
Radio frequency RF 10-2 

JAPAN (Joint Army , Navy, Air 
Force program) . CR 7-6 

JANITORIAL SERVICE BG 10- 1 
JOB DESCRIPTIONS PER 18 
JOB ORDERS . . . PRC 10 
JOURNAL VOUCHERS ACC 4 
JOURNALISTS: 

Agency public relations, role in PR 11 
Foreign: ..... P 6 

Leader exchange grantees EDX 21, 15 
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JOURNALISTS: (cont'd) 

Information program, role in P 6 

Visits of (other than as 

grantees) •..... P 6-1 


JURY DUTY (absence for) 	 PER 8 


K 
KEY PERSONNEL DIRECTORY PER 2-4 

KEYS & LOCKS: 


AS security equipment BG 16-6 

Key issuance ' BG 16-12 


L 
LABELING (Agency shipments) • SHW 11 

LABELS FOLDER (records) CR 13-1 

LABOR MATTERS: 


Radio installation affairs RIO 6-4 

Effect on Agency shipments SHW 18-1 


LABORATORY SERVICES: 

Motion pictures & TV MVF 15 

Pictures (photos) PIX 10 


LAND: 

Acquisition:
J For govt. bldgs. (U.S.) . BG 6 


For Agency radio 

installations .••• REC 14
K Govt. owned (U. S) 


Real property accounting ACC 10 

Site preparation & conservation 


(radio installations) REC 16
L LANDSCAPING: 

Govt. bldgs......• BG 7 

Radio installations (agency) REC 16-9 


LANGUAGE: 

Rights--(See RIGHTS) 

Services (Agency) •... FSV 4 


Interpreting . • . . FSV 4 

For exchange grantees EDX 28-6 


Translating . . . . . • • FSV 4 

Testing (employee preficiency) PER 13-4 


English language program EDU 10-7 

Training: 


English ....•.•.• • EDU 10 

LANGUAGE: (cont'd) 


For exchange grantees EDX 28-2 

By U.S. professors 


abroad . . . • . • EDX 19-5 

Foreign: 


For govt. personnel PER 9 

LASERS: 


Space communication applications SPC 13 


LATERAL ENTRY (into FS) .. .. PER 13-2 

LAWS, STATUTES, ETC. (use approp. sobj.) 

LEADER GRANTS, FOREIGN: 


Multinational EDX 21 

National . . . . . • . EDX 15 


LEAFLET ACTIV ITY: 

Psychological operations PSY 12 


LEAFLETS (as publications) PB 29-5 

LEASES: 


Builq~~g~ & grounds (U.S. govt.) BG 6-2 

·Land for'radio installations REC 14 


LEAVE OF ABSENCE (employee) PER 8 

LECTOURS (VOAl ..... . PR 14 

LECTURE PROGRAM . . . . . CUL 12 

LECTURER EXCHANGE PROGRAM: 


Foreign 	 EDX 13 

U.S .. EDX 19 


LECTURES (at exhibits) EXH 7 

LEDGER: 


Allotment ACC 7 

Distribution ACC 23 - 4 

General ACC 4 


LEGAL: 
Affairs (general) LEG 
opinions & interpretations 

. 	 . . . . LEG 10 or approp. subj 
LEGATIONS, U.S.: 

construction & mai ntenance . BG 
organization & administration ORG 

LEGISLATIVE: 

Affairs (agency) .• LEG 

program (agency) .. LEG 1 


LETTERS: 

Anonymous, begging, crank, etc. PR 13 

correspondence: 


Analysis & distribution . CR 4 

Management . . . . CR 18 


Of introduction .... . PR 7 

LIASON: (use approp. subj.) 


With other Federal agencies ORG 1 

Groups (E & E) . EP 6-3 

Nongovernmental PR 6 


LIBRARIES: 

Binational . LIB 

Book orders BKS 14 

General LIB 

publications procurement (agency) FSV 8 


LIBRARIES: (cont'd) 

Reference (agency) FSV 5 

USIA .... LIB 


LIBRARY: 

Collections LIB 13 

Se rvices (agency) FSV 5 


LICENSE 	 PLATES: 

Agency vehicles VEH 11-5 

Employee vehicles abroad PER 15-4 


TL-514D (6-12-86) 



Part III 

MANUAL OF OPERATIONS & ADMIN ISTRATI ON 
INDEX (p . 17) 

RECORDS CLASSIFICATION HANDBOOK 

LICENSES: 

Agency chauffeurs .• ... VEH 11-4 

Employee driver s overseas PER 15-4 

Foreign pr i nt sa les (f ilms) MVF 19-3 


LI CENSING THEATRE S • • . . MVF 9-1 

LI FE INSURANCE (employee) PER 15-7 

LIMOUSI NE SERVICE 


provided travelers . TRV 15-5 

LINES, TRANSPORTATION 


(see TRANSPORTATI ON) 

LIQUIDATED OBLIGATIONS ACC 7 

LIP-SYNC (films & TV) MFV 15 

LISTENING (See AUDIENCE) 

LI STS (Use approp. subj.) 

LITERACY: 


Educational level EDU 8 

Motion picture audience MVP 11 

Radio audience RP 11-1 

TV audience . MVP 11 


LITERATURE: 

AS fine art CUL 13-3 

Use of copyrighted in info 


p r og . . PPB 12; BXS 12; PB 12; P 12 

LITIGATION (age ncy) ..... LEG 13 or 


approp. sub j . 

LIVING ALLOWANCES (employees) PER 11-1 

LOADING (govt. shipments) • SHW 12 

LOANS: (use approp. subj.) 


Books: 

Libra r y procedures ... . LIB 12 

program . . . .. . .. . BKS 


Equipment & supplies (agency) • ES 7-3 

Exhibits . . . . ..•• EXH 4-2 

Film (info. prog.) ... MVP 13-5 


LOCAL: (us e approp. subj.) 

Depositories ...•. FMGT 7 

Employees, FS ... . PER 

Transportation . . .• TRV 12 

Wage Rates (empl oyees) PER 11-5 


LOCATOR SERVICES (agency 
employee s ) ..... . PER 15-13 


LOCKS (see KEYS & LOCKS) 

LODGING ALLOWANCE (temporary) PER 11-1 

LOGS (control of class. docs.) CR 16-2 

LOSS OF: 


Real property (agency) . . . BG 20 

Shipments (agency) . . • .• SHW 16 


LOUD-SPEAKER ACTIVITY (psychological 

operations) PSY 13 


LOW-PRICED BOOKS . BKS 

LOYALTY CHECKS: 


Agency employees PER 16 

Name check procedures, etc. SY 10 


M 
MACERATORS (agency) BG 16-5 

MAGAZINES: 


Agency use, etc.: 

Articles re . . . . . .. PR 11 

Library services .•.. FSV 5 

Publicat~on s procuremen t : 
 lAdministr ative aspect FSV 8 


Exchange agreements PPB 4; PB 4 

Information program: 


Availabilit y in Binational & USIA 
 M 
ctrs. & librs. LI B 

Distribution 
(general) CUL 9-7; PR 13 


Magazines & reprints . . P 24-8 

periodicals . . . .. PB ; PB 29-3 

Presentation program CUL 9-7 


subscriptions for returned 
grantees) . . . EDX 29-4 


MAIL FACI LIT IES & SERVICES (ag e ncy) CR 3 

MAILING LISTS: 


General . CR 3-7 

Bidders PRC 6-1 

Books BKS 13-1 

Pictures (photos) PIX 13-1 

publications (magazine) PB 13-1 


MAINTENANCE (agency): (Use approp. 

subj. ) 

Buildings & grounds BG 10 

cryptographic materials CR 7-10 

Equipment (general) ES 10 

Radio installations . RIO 14 

Records . . . . . CR 11 

Telecommunications CR 7-1 0 

Telephones . . . . CR 8 

Vehicles . . . . • VEH 10 

Wireless telecom. CR 7-1 0 


MALARIA . . . . . . PER 14-8 

MANAGEMENT: (Use approp. sub] ) 


Improvement (agency) ORG 10 

Information ORG 10 

Programs (general) ORG 10 

Records, Paperwork CR 10 17 thru 20 

surveys . . . . . ORG 9 


MANPOWER (agenc y) PER 

MANUAL OF OPERATIONS & 


ADMINISTRATION (MOA) CR 19 

MANUALS: (Use approp. subj.) 


System (agency) CR 19 

MANUSCRIPTS (of books) .. . BKS 17 
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MAPS , MAPPING: 

presentation of (info. 


program) ....• CUL 9-8 

Press & publications • PIX 19-1 

Procu reme nt of: 


Administ rative aspect FSV 8 

Psyc hological operations PSY 17 


MARIN E CORPS GUARDS: 

Assignment, transfer, etc. PER 

Duty roster ORG 6 


Protection of U.S. govt. bldgs. 

abroad) BG 18 


MARKING: 

Motor vehicles (agency) VEH 9 

P r operty (agency) ES 7 

Shipments (agency) .• SHW 11 


MARR IAGE (of employees) PER 19 

MASERS: 


Space communication 

applications .••• SPC 13 


MASS COMMUNICATION MEDIA . • INF 7 

(See also specific media) 


MASTER CONTROL (radio): 

Enginee ring & construction REC 22 

Operation .. . ..•.. RIO 22 


MAY DAY CELEBRATIONS . • • • CUL 6 

MECHANIZATION : (use approp. subj.) 


Communica tions & records 

operations (agency) ORG 10 


Dat a processing FSV 3
M 
Financial transactions 

(agency) ..... FMGT 14 

MEDALS (employee awards) PER 6 

MEDIA, INFORMATION: (use approp: 


su bj. or media) 

Foreign reactions • • INF 13 

Habits (audience) INF 7-4 

Mass exposure patterns INF 7-5 

Multi-medi a projects . INF 7-6, 7-3 

Status & program reports INF 7-2 


MEDICAL : 

care (employee) .... . PER 14 

centers , regional (agency) PER 14-6 

Deposits for dependents ACC 23-19 

Exa minations (employees) PER 14-4 

Fac ilities (agency) PER 14-6 

Insu rance (employees) PER 14-7 

Services (employees) • •• PER 14 

supplies (agency use) PER 14-10 

Treatment (employees) PER 14-8 


MEETINGS: (use approp. subj.) 

Administrative Officers ORG 3-1 

chiefs of Mis s ion ORG 3-2 

committees. Commissions 


(Use approp. subj.) 

MEETINGS (cont'd) 

Cultural Affairs Officers CUL 3 

International organizations 


(Use approp. subj.) 

principal Officers . . . . . ORG 3-2 

public Affairs Officers ORG 3-4 

public & private groups (for 


agency pub. relations . . . PR 6-3 

Staff ... . . . . . . . . ORG 3-3 


MEMBERSHIP (use approp. subj. 

for int' 1. org., cont., etc.) 

In overseas libraries & ctrs. . LIB 12 


MEMORIALS & MONUMENTS: 

As cultural property . CUL 10-2 

presidential librarie s LIB 


MESSAGE CENTERS (agency) CR 3-5 

MESSAGE SERVICE CR 3-4 

METEOROLOGICAL SURVEYS 


(radio engineer) .. REC 14-3 

MICROFILMING: 


Of communications & records 

(agency) ..... . CR 11-2, 14 


AS information storage & 

retrieval technique . CR 14, 11-2 


As reproduction service FSV 6 

MICROWAVE SYSTEMS (radio): 


Engineering & construction REC 25 

Installation operations RIO 25 


MILEAGE RATES (government) TRV 8 

MILITARY: 


Attaches (U.S.) 
Agency relations with ORG 1,4 
personnel matters PER 

Leave (employees) PER 8 

Postal services CR 3-3 

Status of employees PER 21 


MISCELLANEOUS RECEIPTS ACC 11,15 

MIXING (films & TV) •. MVF 15 

MOB VIOLENCE (to agency 


property) .... BG 20; LIB 11; RIO 9 

MOBILE UNITS (info. program): 


Acquisition, use, maintenance VEH 

Library activities .... LIB 7 

Motion picture activities MVP 7 

Multi-purpose activities . INV 7-6 


MODERNIZATION: 

Buildings (agency) .... . BG 7 

Radio installations (agency) REC 15 


MONITORING, RADIO: 

program content RP 19 

Technical RF 10, 10-5 


MONTHLY ACCOUNTS CURRENT . ACC 23 

MONUMENTS (as cultural 


property) ..... . CUL 10-2 
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MOON RE LAY: 
Spa ce communications ( info. 

pr ogram ) • ..• SPC 12 

MORALE (of employees) PER 20 

MOTION PICTURES: 


Agency: 

Audio-visual services FSV 1 

public relati ons use PR 9-1 

Training use PER 9-10 


Attestat ion .•.. MV 12 

Educati onal media • EDU 12 


English teaching EDU 10-11 

Films festivals • • MV 8 

Information/propaganda 


(g eneral): •..• • MV 

Facilities & services • MFV 

production MVP 6 

programming • . MVP 


MOTOR POOL ..•.• VEH 12 

MOTOR VEHICLES: (See also MOBILE UNITS) 


Agency: ••••.• ••••• VEH 

Personal property accounting ACC 9 


Agency employees: 

Regulations re • PER 15-4 

Shipment of • • • SHW 

Use for local 


transportation • TRV 12-1 

MOVES, OFFICE ••.• BG 11 

MULTI-PURPOSE PROG. UNITS (see MOBILE 


UNITS and MOTOR VEHICLES) 

MUSEUMS & GALLERIES • CUL 10-3 

MUSIC: 


Background materials CUL 14-11 

cultural presentations • CUL 16 

Festi vals CUL 14-8 

AS fine art CUL 14 

program (USIA) • CUL 14 

Radio programs • RP 39 

Recordings . • CUL 14-6 

Rental & performing rights • CUL 14-9 

Scores • . • • • • . CUL 14-7 

services (for motion pictures 


& TV) • • • • • MVF 21 

MUSIC ADVISORY PANEL • • • • • • CUL 14-1 


N 
NAME CHECKS: 


Employees ..••.•• PER 16 

General ..••.•• SY 10 

security procedures SY 10 


NATO (radio broadcasting) R 6-4 

NEGATIVES, PHOTO (info. prog.) • PIX 14 


NETWORKS: 
Radio (info. prog.) .... 
Telecommunications (agency) 
Television (info. prog.) .. 

NEWS: 
Agencies: 

Agency public relat i ons, 
role in • . . . • 

Information program . . 
Broadcasts (Radio & TV): 

Agency public relations 
Information programs 

Byliners .• 

Columns 

commentaries 

Editorials 

Fast .. 

Features •. 

Letters: 


Agency employee 
publications 

Book program 

Materials • • • • 

Media . • • • • • 

programs (general) 


Motion pictures • 
Radio 
TV .••. 

Stories •... 
NEWSPAPERS • • . • • 

provincial (psychol, 
operations) • .• • 

NEWS POLICY (guidance): (Use 
approp subj.) 
Notes 
Press . . . . 
Radio . . • . 

NONGOVERNMENATAL GROUPS: (Use 
approp. sub j . ) 
Agency lia i son with 

NON-LINEAR PROPAGATION (radio) 

NON-OPERATING EXPENSE 

·NO PRODUCERS· SHOWS (radio) 

NOTICES OF EXCEPTION 


(voucher claims) •..• 
NURSES (agency employees): 

Employment 
Services • •. 

o 
OATHS (admin. of to employees) 
OBLIGATIONS (allotment 

accounting) •...•... 

R 6 

CR 7 


MVF 10 


PR 11 

P 7 


PR 	 8 

RP, MVP 


P 24-6 

P 24-3 

P 24-2 

P 24-7 


P 18 

• P 24-5 


PER 15-10 

BKS 9-2 


P 24 

P 

P 


MVP 

• 	 RP 

MVP 
P 	 24- 1 


P 9 


PSY 15 


INF 1-4 

P 1-1 


. RP 1-2 


. PR 6 

RF 19 


ACC 19 

RP 28 


ACC 23-10 


PER 13 

PER 14 


PER 13-2 


ACC 7 


M 


N 


0 


-
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OFFIC E : 

Establishment, reorg., etc. ORG 8 

Furniture, equipment & supplies: 


personal property 
accounting .• ACC 9 


Procurement . • • PRC 

Property accountability 
 • . ES 7 


Hours ORG 12 

Inspection • . . • • • . ORG 11 

Instructions • • . • • . ORG 12 


OFFICERS, FOREIGN SERVICE PER 

OFF-LINE FEEDS (radio) RP 25 

OLYMPIC GAMES CUL 15-1 

OPENING OF POST ORG 8 

OPERA • . . • . CUL 14 


AS cultural presentation • CUL 16 

OPERATING EXPENSES: 


Budget estimates . • • • BUD 

Commercial vouchering ACC 18 

Expense accounting • • • ACC 8 


OPERATIONS (admin. & program) 

(use approp subj.) 


OPERATOR'S PERMITS (for agency 

vehicles) •.•... ••• VEH 11-6 


OPINIONS: (Use approp. subject) 

() 	 Foreign info. media · INF 13 


Image of U.S. . ••.•• INF 12-3 

Image of other countries INF 12-4


P 	 Public (general) • INF 12 

Radio programs • • • • RP 8-8 

World surveys INF 12-1 


ORDERS: (use approp. subj.) 

Book (pubs. 


procurement) FSV 8; BKS 14 

Purchase .••.. PRC 9 

Travel (general) . TRV 9 


ORGANIZATION (agency, post, 

office, etc.) ••••• ORG 

Charts . . • . . .••• ORG 8 


ORGANIZATIONS (Use approp. subj.) 

ORIENTATION: 


Agency personnel • • . • PER 9 

Exchange grantees EDX 28-1 


OTHER AGENCY RELATIONS: (Use approp. 

subj. ) 

Administrative support 


(policy) ....• ORG 4 

CAMO • . . • • . • ORG 1-2 

Fiscal transaction ACC 3 


Accounting • . • • ACC 14 

Reimbursement estimates BUD 4 


Consolidated administration ORG 1-2 

Coordination: 


General . • • • . • • ORG 1 

Special programs (Use approp subj.) 

country team . . . • ORG 1-1 


OUTAGES (radio) , RP 14-2 

OVERAGES (agency accounts) CC 23-1 

OVERSEAS SCHOOLS PROGRAM EDU 9-5 

OVERTIME PAY . . PER 11-6 


P 

PACKAGE PROGRAMS (radio) •.... RP 36 

PACKETS (info. prog.): (Use approp. 

subj. ) 
Books BKS 
cultural .. CUL 

publications PB 29-4 


PACKING (agency shipments) 
 · SHW 11 

PAINTING: 

Exhibits: 
Inf. & cult. program EXH 


As fine art •.•. CUL 13-2 

PAMPHLETS: 


Agency publications PR 10 

Information prog. pubs. PB; PB 29-1 


PAN AMERICAN PARLIAMENTARY 

ASSOCIATION •.. .• LEG 3 


PAPERBACK BOOKS . . . • . BKS 

PAPERS: 


Newspaper (See NEWSPAPERS) 

Official (agency) •... CR 

White: 


AS agency publications PR 10 

AS background studies (Use 


approp. subj.) 

PAPERWORK MANAGEMENT. CR 10, 17 thru 20 

PARADES: 


Commemorative celebrations CUL 6 

PARCEL POST . . • . . . . CR 3-3 

PARKING SPACE (government) BG 11 

PARKS & RESERVATIONS . . . CUL 10-6 

PASSENGER RATES & CHARGES 


(agency) .....• TRV 6-1 

PASSES (dining room) • BG 12 

PASSPORTS: 


For agency travelers TRV 13 

For agency couriers CR 3-1 


PAY & ALLOWANCES: 

Fiscal aspect (payroll) ACC 16 

Personnel aspect . • • . PER 11 


PAYING TRANSACTIONS (disbursing) ACC 23 

PAYMENTS: 


Balance of . . FN 12 

cash ..•.. ACC 23-8 

International FN 10 


PAYROLL (agency) ...... . · ACC 16 

PEN PALS (private cooperation) • PVT 12 

PENETRATION (security aspects): 


Govt. bldgs. BG 16-10 

Personnel .... . . . . . . PER 16-1 
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Agency employees • PER 13-8 

social security ( othe r than for 


ag ency employees) • • • LAB 16 

PEOPLE-TO-PEOPLE PROGRAM PVT 6 

PER DIEM RATES •.• TRV 8 

PERFORMANCE : 


Bid bonds (contracts ) PRC 8 

Evaluation ( personnel) PER 10 

Radi o installations RIO 8 

Rating Commit tee (personnel) PER 10-1 


PERFORMING RIGHTS ( see RIGHTS) 

PERIODI CALS (see MAGAZINES) 

PERMITS PARKING • .••• BG 11 

PERSONAL: 


Effects (agency employees): 
Transportation of • • •• SHW 


property Accounting ACC 9 

Status of agency employees PER 19 


PERSONNEL: 

Age ncy ••••. • • PER 

ceilings (agency) •••• BUD 16 

Stalling. Complement. PER 4 


PETITIONS: (use approp. subj.) 
Fr om general public PR 13-1 


PETTY CASH • • • • • • • • • • ACC 23-8 

PHILATELY. STAMP COLLECTING. 


General • .• ••• • CUL 15 

People-to-people prog •• PVT 6-3 


PHOTOGRAPHIC EQUIPMENT: 

Gene ral . •• .• .. ES 
- Laboratory (info. prog.) • PIX 10 

protective use (security 


aspects) .•.•• BG 16-7 

PHOTOGRAPHS: (Use approp. subj.) 


Agency public relations use • PR 9-3 

Requests for • • • • PR 13 


In forma ti on program use: 

Acquisition, prod, 


distrib., etc. PIX 

Exhibit-display program EXH 

presentation program CUL 9-3 

Radio eng. & 


constr. . REC 13, 15-4, 16-5 

Ra dio installation damage RIO 9 


PHOTOGRAPHY: 

AS agency service FSV 1 

A a hobby CUL 15 

Radio engineer & constr. REC 13 

Radio i nstall. operations RIO 9 


PHYSICAL: 

Examinations (employees) • PER 14-4 

Fitness (employees) PER 14-6 


PHYSICALLY-HANDICAPPED: 

Employment (by agency) • PER 13 


PHYSICIANS: 

Employment (agency) .••. PER 13 

Exchange grantees & visitors EDX 

Professional services: 


For agency employees • PER 14 

PICTURE(S): (Use approp . subj.) 


General. • PIX 

Materials PIX 19 

Motion pict u r e s MV, MVF, MVP p 

Photos •. PIX 

stories PIX 19- 4­

PIER CHARGES (govt. shi pments ) · SHW It 

PILOT MODELS (pamphlets) .•• PB 29-2 

PIRACY: 


Book . •••..•. • BKS 1 2 

Space (info. communications 


prog.) .• • • • • SPC 8 

PISTOLS (as non-military firearms): 


For agency security purposes BG 16-4 

PLACEMENT: (use approp. subj.) 


Exhibits 
 • 	 EXH 13 

Films & TV prog. MVP 13 

News. •• • P 13 

Pictures .• PIX 13-2 

publications PB 13-3 

Radio prog • RP 13 


PLANS. PLANNING. (use approp. subj. ) 

PLASTIC PLATES • • . • • •• PIX 19-4 

PLAY PRODUCTION 


(library & ctr. activity). LIB 6-1 

PNEUMATIC TUBE SYSTEM 
 • CR 3-6 

POETRY • . •. .•. CUL 13-3 

POLICE PROTECTION • • • • BG 17 

POLICY (Use approp. subj.) 

POLICY GUIDANCES (USIA) 


General .. ..••• INF 1-1 

(use also approp. subj.) 


POLITICAL : 

Activities: 


Government employees: 

Authorized PER 15-14 

Prohibited • • 
 • PER 12 


Advisers (POLAD) ORG 1,4 

POLLS, 	 PUBLIC OPINION: 


Agency ...• . PR 13-2 

U.S. 	 or foreign 


country INF 12 or approp subj . 

POPULAR ~OMMENT (on agency 


program). .•• • • PR 13 

PORT (S): 


Fees & charges SHW 19 

Of entry (gov't. shipments) SHW 19 


POSITION: 

Authorizations . •.. BUD 16 

Descriptions . . . .• . PER 13 

Papers (use approp. subj.) 


-
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POST: 

Allowances . . . • . . . 

Budget estima tes . . . . 

Exchange (PX) privileges 


(employees ) . . • 
Management . . . . . ORG 

opening, closing, etc. 
Reports • . . . . 
security Office rs 

POSTAGE STAMPS (sale of) . 

POSTAL SERVICES (agency): 


Military 

u. S .•••••••••• 


POSTERS: 

Agency: 

preparation . . . . . 
public relations use 

Information program use:.p production, distribution, 
etc.....••... 

Exhibit & display program 
presentation program 
Psychological operations 

POSTING (of radio 
installations 

POSTS, FOREIGN SERVICE 
POTOMAC CABLES . . . . 
POUCH & COURIER SERVICE (U.S.): 

Courier (accompanied) 
Pouch (unaccompanied) 

POWER (radio): 
Distribution systems. REC 
Engineering & construction • 
Generation systems ... REC 
Installation operations 

PRELIMINARY ESTIMATES (budget) 
PREMISES, GOVERNMENT (See 

BUILDINGS & GROUNDS) 

PREMIUM PAY (employee) . 

PRESENTATION PROGRAM: 


Materials (USIA, etc.) 
people . . • • . . 

PRESERVATION: 
cultural property 

PRESIDENTIAL: 
Directives. proclamations. 

(use approp. subj.) 
Libraries 


PRESIDENT'S BUDGET. . • 

PRESS: 


Associations, Correspondents: 
Agency relations with . 
Info. program, role in 
Visits 

censorship . . . . . . 

PER 11 
BUD 7 

PER 15-2 
1, 10, 11 

ORG 8 
PER 2-1 

SY 6-2 
ACC 23-16 

CR 3-3 
CR 3-3 

FSV 1 
PR 9-2 

•• PIX 19-6 
EXH 

CUL 9-8 
. PSY 16 

REC 16-2 
ORG 

INF 1-6 

CR 3-1 
CR 3-2 

20: RIO 20 
REC 21 

20; RIO 20 
RIO 	 21 

BUD 6 

PER 11-6 

CUL 9 
CUL 16 

CUL 10-1 

LIB 
BUD 10 

P 7, P 6 
PR 11 

P 7, P 6 
P7 

. P 10 

PRESS: (cont'd) 
Clipping s e r v i ce . .P 9-1 
Clippings (use approp. subj. ) 
communist CSM 10-2 
Conferences PR 11-3; P 3-1 
correspondents P 6 
Coverages . P 16 
Exchange agreements P 4 
Foreign press reviews P 2-2 
Fr eedom of . . . .. INF 7-1 
Information program P 
Interviews (agency) PR 11-3 
Local '" . . .• P 7, 9 
Materials (by type) 	 P 24 

Requests (general) P 14 
organizations P 3, 7 
Passes . . . . . . P 6 
Relations (agency) PR 11 
Releases . . . . . PR 11-2: P 17 
(or approp. subject) 

Summaries . . . . . P 2-1 


PREVIEWS: (use approp. subject) 
Budget . . . . . BUD 6 
Exhibits .... EXH 16 
Motion pictures MVP 13-1 
TV programs MVP 13-1 

PRICE SCHEDULES, RETAIL PER 11-9 
PRINCIPAL OFFICER (at FS post): 

Appointment PER 13-2 
conferences .... . ORG 13-2 
Diplomatic title and rank . PER 17 

PRINCIPAL WITNESS STATEMENTS 
(at budget hearings) BUD 9-1, 11-1, 11-3 

PRINT CONTROL (film) . . . .• MVF 19 
PRINTING & PUBLISHING: 

Agency reproduction service FSV 6 
Information program facilities PB 23 

PRIORITIES (Use approp. subj.) 
PRIVATE: 

cooperation program 
(info. & culture) ..... PVT 
college & univ. affiliation EDX 23-1 

PRIVATE: (cont' d) 
Individuals, groups & orgs.: 

Agency liaison with .•. PR 6, 7 
(or approp. subj.) 

Vehicles (agency employees): 
Shipment overseas . .. SHW 
Use for official local 

transportation TRV 12-1 
PRIVILEGE: 

Executive ..... LEG 9 
Post e xchange (PX) . PER 15- 2 

PRIZES (see also AWARDS) 
Motion picture & TV festivals MV 8-1 
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PROC EDURES : (us e a ppr op . subj.) PROMINENT PERSONS: 
Off ice . . . . . . . ••• ORG 12 congress (U.S.) membe rs of LEG 6 

PROCUR EM ENT: cultural presentation of . CU L 16 
Bu ilding & land: Musicians . • . . . . . . CUL 14-11 

General BG 4, 6 Visits (Use approp. subj .) 
Radio sites . REC 14 Media coverage ( Use approp . subj.) 

Equipment & supplies PRC PROMOTION: 
Veh icl e s .. . . VEH 6 Agency employees . . . PER 13-6 

Ge n e ral . . . . . . PRC Agency programs (Use approp. subj.) 
I nfo. pr o g. mate ria ls PROMOTION & PUBLICITY: p(Use approp . subject) 	 Information media programs 
publi cat i ons: (use approp. subj.) 

Administrative aspect FSV 8 PROMOTIONAL KITS (motion pictures 
Exchange agreements • • PB 4 & TV) MVP 9-2 

Services . . . •. PRC or approp subj. PROPAGANDA: 
PROCEDURES: Communist . . . . . CSM 10 

Assignment schedules: Int'l information program: 
Motion pictures MVP 6-7 General . . . . . . .. INF 
Ra d io . . • . . RP 17-1 Specific media programs 
Television .MVP 6-7 (use approp. subj.) 

Commercial (moti on pict.) MV 13-1 PROPAGATION (radio frequency) 
PRODUCTION: (Use approp. subj.) Forecasts RF 13 

Books BKS Predictions FR 13 
Exhibits EXH 10 RTT .... CR 7-15 
Motion pictures MVP 6 PROPERTY: 
publications • PB 20 Accountabili ty ES 7 
Radio programs . RP 17 Accounting: 
TV programs MVP 6 Personal ACC 9 

PROFESSOR EXCHANGE: Real ACC 10 
Foreign EDX 13 Acquisition (radio sites) REC 14 
U.S . . ..•.. 	 EDX 19 Agency: 

PROGRAMS(S): (Use approp subj.) Buildings & land BG 
centers (radio) RP 26 Equipment & supplies ES 
Effectiveness (use approp. subj. ) Vehicles .. • .• VEH 
Highlights . . . • INF 2-2 cultural .. ..... CUL 10 
Policy directives ...• INF 1-3 Restitution of looted CUL 10-1 
Schedules (radio) ...• •. RP 7 Excess (agency) •... ES 12 

PROGRAM PLANNING BUDGET SYSTEM BUD 1-2 Protection (radio sites) RP 12-4 
PROGRAM REVIEW COMMITTEE INF 1-14 Real: 
PROGRAMMING: Radio s ites ..... REC 14 

Motions pictures . . . 	 MVP U.S. gov't bldgs & grounds BG 
Restrictions on . . MVP 10 surplus (See EXCESS above) 

Psychological operations PSY 16 Surveys (agency employees) . . ES 7-4 
Radio ..••••• RP PROTECTION: (See also SECURITY) 
services (for exchg. grantees) EDX 28 Of cultural property ..... CUL 10-1 
Television • • • . . • . . • • MVP Of diplomatic & cons. property BG 17 

Restrictions on .••• MVP 10 Of radio s i tes ...... . EP 12-4 
PROJECT PROPOSALS: (use approp. subj. ) Of vital records (agency) EP 8-3 

Motion pictures MVP 6-1, 6-6 PROTESTS: (use approp. subj.) 
publications •. PB 19 Procurement & contracting PRC 13 
Radio engineering REC 1-1 PSYCHOLOGICAL OPERATIONS PSY 
TV • . • • . • • • MVP 6-1, 6-6 PUBLIC: 

PROJECTION 	 SERVICES (motion Attitudes (general) INF 12 
pictures & TV) . . MVP 16 (or approp. subj.) 

PROJECTIONS (budget) ...• BUD 6 Buildings & grounds BG 
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PUBLIC: ( con t ' d ) 

Comme nt s . PR 13 or approp. subj. 

Inquiri e s PR 13 or approp. subj. 

Law : (use approp. subj.) 

Op in ion . ' \ PR 13 or approp. subj. 

Par ks , . , . CUL 10-6 

~.e c o rd s : 

/ AS agency records . 	 · CR 
• As cultural property CUL 10-5 


Re lations (agency) ..• • PR 

PUBLIC AFFAIRS OFFICER 


Appo i ntment ... . . . PER 13-2 

Dip l omatic title ~ rank . PER 17 

M~etings & conferences ORG 3-4 


'., 

Q
",­

QU AL.I,T.Y CONTROL (films & videotapes)
P " . . . . . . MVF 15 


QUARTERS (for FS personnel) .. ,. BG 

Allowance . , . , " . PER 11-1


Q Assignment. .."., PER 15-12 

construction & maintenance BG 

Radio sites .. "., "REC 14 


R 

RA DI O: 

Agency use: 

I n public relations . , . . PR 8 

Telecommunications services CR 7 


Communist propaganda use CSM 10-1 

Cont es ts, Clubs, • RP 8-3 

AS educational medium , EDU 12 


In English teaching EDU 10-11 

Engineering & construction REC 

Equipment: ,. ,., .. • ES 


Engineering & construction REC 
Operation . RIO 


Frequencies · RF 

I nterference , RF 10-3 

Monitoring operations RF 10 

Programming ,. . , . • RP 

p rog rams . . . • • • • • , RP 

Re lay station operations RIO 

Stations. Networks. (non-USIA) R 6 

Systems (non-USIA) , , R 6 


RAD I O FREE EUROPE (RVE) ..•.. R 6-2 

RADIO IN AMERICAN SECTOR 


(RIAS) , ' . . . R, REC, RF, RIO, RP 

RAD I O LIBERTY R 6-2 

RADIO LUXEMBOURG . . . , • R 6-3 


RANK (e mploy e e s ): 
U.S. 	 diplomatic t itle & rank policy 


, . . . PER 17 

RATES: 


Per diem & milea ge TRV 8 

Wag e : 


Local employee s 	 PER 11-5 

U.S. govt. 	 employ ees, Ame r. PER 11-5 


RATES ~ & CHARGES: 

Freight (See Transportation below) 

Teleg"raph (agency) , ' . . • CR 7-7 

Telephong (agency) ....... CR 8-5 

Trans.porta t ion: 


Agency rates (general) 

, ~ ........ SHW 6-1; TRV 6-1 


HQusehold/ persona l effects 

(FS employees) ... , • SHW 6-1 


RATINGS\ PERFORMANCE . . ' . . . . PER 10-2 

REACTIONS: (Use approp. subj.) 


To events: 

Foreign info. media 


" . . .. INF 13 or approp. subj. 

General reports & surveys , , INF 12 


To info. media programs 

(See' approp. media prog.) 


READERSH1P REPORTS & SURVEYS 

Books , . . . . . BKS 8-1 

publications . . . PB 8-3 


READING ROOMS (USIA) LIB 

REAL PROPERTY (agency): 


Accounting . . . . . . ACC 10 

U.S. govt.-owned bl dgs. & land BG, REC 

RECEIPTS: " 

Classified material CR 16-2 

cryptographic material CR 7-11 

Disbursements & ACC 23-3, 23-4 

Miscellaneous . . . • ACC 11, 15 

Shipping & warehousing SHW 13 


RECEIVERS (radio) 

Enginerring & construction REC 19 

Installation operations RIO 19 


RECEIVING SYSTEMS (radio) 

Engineering & construction REC 19 

Installation operations RIO 19 


RECEPTION (radio): 

RTT (agency telecommunications) CR 7-14 

Reports. . , . . . , . , . . RF 10-1 


RECEPTION 	 CENTERS (for exchange 

grantees) ..... EDX 28-3 


RECONNAISANCE SURVEYS 

(radio construct.) . REC 15-1 


RECORDING FACILITIES & SERVICES 

(motion picture & TV) .... , MVF 15 


-
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RECO RDINGS: 
Age nc y: 


Audio- visua l services FSV-l 

public r elat ions use PR 9-1 


Informati o n & cult ural: 
RECORDINGS: ( c ont' d) 


Mu sic prog r a m . CUL 14-6 

Ra dio . . . RP 22, 23 

Televi s ion MVP 17 


RECORDS: 

Agency . . . • CR 

public (as cultural property) CUL 10-5 


RECREATION (for agency 
employees) • . . . . . . . . PER 15 - 15 


RECRUITMENT (agency personnel) . PER 13-7 

RECUPERATION (see REST & RECUPERATION 


TRAVEL) 

REDUCTION-IN-FORCE (personnel) PER 4-1 

REEMPLOYMENT . . . PER 13-2 

REFERENCE SERVICE 


(agency records) CR 11-3 

REFUNDS . . . . • ACC 7, 11 

REGIONAL: 


Finance centers .• FMGT 

Medical Centers PER 14-6 

security Officers SY 6-1 

service centers (USIA) PB 23 

supply centers . . . ES 4 


REGISTER, BI OGRA PHIC (State Dept) PER 2-2 

REGISTERS: 
- After hours entry & departure BG 16-12 


Classified documents CR 16-2 

REGISTRATION: 


Agency vehicles VEH 11 - 5 

Employees training . PER 9-9 


REGULATIONS: (use approp . sub].) 

Directives system CR 19 


REIMBURSEMENT: 

Accounting aspect ACC 11, 15 

Budget aspect BUD 4 


REINSTATEMENT . PER 13-2 

RELATIONS (use approp. subj.) 

RELAY STATION INSTRUCTIONS 


(radio) . ...•.. RIO 5-2 

RELAY STATION OPERATIONS 


(radio) ..... RIO 

RELIABILITY (radio) RIO 8 

RELICS, HISTORICAL . CUL 10 

RELOCATION, EMERGENCY . EP 7 

REMOTE COVERAGE SERVICES 


(Motion picture & TV) MVF 18 

RENTAL OF: 


Equipment & supplies (agency) PRC 4 

Vehicles . .... . VEH 6 


Motion pict . & TV programs .. MVP 13 


REORGANIZATI ON OF 

Agency, offi ce , post , etc . ORG 8 


REPAIRS TO: 

Agency comm unication s eqUip . CR 7-10 

Buildings & grounds 


REPAIRS TO: (cont'd) 
(U.S. gov.-owned ) BG 1 0 


Equipment & s upplies (age ncy) ES 10 

Vehicles VEH 10 


Radio installations . RIO 14 

REPLACEMENT OF: 


Equipment & supplies (age ncy) ES 1-2 

Vehicle s . . . . . VEH 6 
 R 

Exhibi t compo nents . . . . . . EXH 11-6 

REPORTERS, NEWSPAPER (See JOURNALISTS) 

REPORTING REQUIREMENTS (admin.) ORG 2-1 

REPORTING SERVICES (agency) FSV 2 

REPORTS: (use approp. subj.) 


To congress (general) • LEG 2 

Post ..... PER 2-1 or approp. subj. 


REPORTS MANAGEMENT . . . . . CR 17 

REPRESENTATION ALLOWANCES . . PER 11 ·-8 

REPRINT RIGHTS (See RIGHTS) 

REPRINTS , MAGAZINE (info. 


prog .) ........•. P 24-8 

REPRODUCTION & DISTRIBUTION: 


Administrative servi ce .. FSV 6 

Information program service PB 23 


REQUESTS: (use approp. subj.) 

REQUIREMENTS , REPORTING 


(adm i n.) .......•.. ORG 2-1 

REQUISITION S : 


Equipment & supplies (agency) PRC 11 

Printing & reproduction FSV 6 

publications production 


(info. prog .) .... PB 23- 8 

Services: (us e approp. subj.) 


RESEARCH: (use a pprop. subj.) 

Books . . . • . . . . . BKS 11 

Info. prog r a m (general) INF 11 

Motion pictures MV 11; MVP 11 

Pre s s .Pll 

publicati o ns PB 11; PPB 11 

Radi o R 7; RF 11 ; RE C 11 ; 


. RIO I1 ; RP 11 

Sp a ce communications .. SPC 11 

Te l ev i sion . . . . . . . MV 11; MVP 11 


RESEARCH & ANALYSI S ( p rogram): 
(Use app r op . su b j.) 
Internati ona l inf o rmati on pr ogram 

(USIA) INV II, 12, 13 

RESERVATIONS: 


For government tr a ve lers 'I'RV 15-4 

AS public prope r t y .. CUL 10-6 


RES I GNATI ON (e mployees) PER 13-9 


-
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MANUAL OF OPERATIONS & ADMINISTRATION 
I NDEX (p . 26 ) 
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RESOL UTIONS: (use approp. subj.) 
From general public PR 13-1 

REST & RECUPERATION TRAVEL: 
He alth aspect PER 14-11 
Trave l aspect TRV 9 

RE STAURANTS: 
As facility in govt. bldgs BG 12 

RESTITUTION (of cultural property) 
.....••••.• CUL 10-1 

RESTORATION OF: 
Cultural property (e.g., looted 

art, this. sites, etc.) . CUL 10-1 
Funds (agency budget) 

by Senate . . . . . . BUD 11-2, 11-3 
RESTRICTED AREAS 

(within govt. bldgs.) BG 16-8 
RESTRICTIONS (See also CONTROL, 

CENSORSHIP) 
Motion picture & TV programming MVP 10 
pu b lications (import-export) •• PB 16 

R 
RETAIL PRICE SCHEDULES (as basis 

for determining allowances) PER 11-9 

s 
RETENTION REGISTERS (employees) PER 4-1 
RETIREMENT: 

Motion picture & TV programming 
. . . . . • MVF 19-4 

personnel (agency) PER 13-8 
Records (agency) . CR 15-1 

RETURNED GRANTEES EDX 29 
REVIEW: (Use approp. subj.) 

Books BKS 16 
contracts .. . . . . . • PRC 20 

REVOLVING FUND . . . . . . . ACC 6 
RIGHTS & PRIVILEGES (Real prop.) 

Radio sites ..... . REC 14-4 
RIGHTS (see also CLEARANCES) 

Art work PIX 12 
Books . . . . BKS 12 
Exhibits .•. EXH 12 
Motion pictures MVP 12 
Photogra)hs & pictures PIX 12 
political 

Voting rights govt. employees 
PER 15-14 

Pr e ss . P 12 
Press & publications (gen.) PPB 12 
publications . . . . . • . . PB 12 
Radio (prog. material) ... RP 12 
Rental & performance (music) CUL 14-9 
Television material MVP 12 

RIOTS: 
Damage to govt. property BG 20 
Security Officer, role in SY 13 

ROADS (at radio installations) 
Engineering & construction REC 16-3 

ROSTERS: 
Duty .•...•.. ORG 6 
Training (personnel) PER 9-8 

TL-514D (6-12-86) 

ROUND-UP PROG RAM . . . . . . . EP 9 
ROUTES & SCHEDULES: 

commercial carri e r s : 
Household/ personal e ff e cts SH W 6- 2 
Personnel (agency) TRV 6-2 
Shipments (agency) .... SHW 6-2 

Courier . . . . . . . . . . . . CR 3-1 
ROUTING (of agency communications) . CR 4 
RULES & REGULATIONS (use approp. s ubj .) 

s 

SABOTAGE (involving govt. property) 

. . . . . . . . BG 16-9, 20 
SAFE DRIVING AWARDS (agency). . VEH 1 3 
SAFEGUARDING OF FUNDS . . .. FMGT 10 
SAFEHAVEN: 

Enemy aliens (E & E program) . EP 6-6 
SAFES: 

As security e quipment BG 16-3 
Procurement PRC 
Utilization standards CR 13 

SAFETY: 
Agency employees PER 14-12 
Bldgs. & grounds (govt.) BG 13 
Radio: 

Engineering & construction REC 10 
Installation operations RIO 15 

SALARIES (agency personnel) PER 11 
SALE (S) : 

Accounting (income ) ACC 15 
Books . . . . . . . BKS 13 
Bldgs & grounds (govt.) BG 15-3 
Films ... . .. MVF 19-3 
Motor vehicles: 

Agency employee PER 15-4 
Government-owned . VEH 15 

Proceeds of (excess property) ES 12-5 
publications . . . . .. PR 13 

SCATTER (radio frequency): 
Back ........•. RF 14 
Forward . . . . . . . . RF 1 5 

SCENERY (motion picture & TV) MVF 14 
SCHEDULES: 

Exhibits ...... . EXH 13-2 
Frequencies (telecom.) CR 7-13 
Motion pictures: 

Facili ties MVF 7 
Festivals . . MV 8 
Production MVP 6-7 
Showings MVP 13-4 

publications (production) PB 20-3 
Radio: 

Frequencies . . . . . . RF 
Producer's a s si g nment RP 17-1 
programs . . . . . . RP 7 
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SCHEDU LES : (cont' d) 

Records control (agency) CR 15-4 

Reporting (administ ra ti ve) ORG 2-1 

Telev is ion: 


Facilities MVF 7 

production MVP 6-7 

Telecasts . MVP 13-4 


Training (person nel) PER 9-8 

Transportation ca rri ers 


. . . .. SHW 6-2; TRV 6- 2 

Wage s (employees) .. PER 11- 5 


SCHOLARSHIPS: 

college & unive rsit y : 


Employees (age ncy ) ..•.. PER 9 

General ...•...•. EDU 9-3 

For specific field s of study 


(use app rop. subj.) 
Exc hange prog r am (use approp. subj.) 

. . . • • . ED X 

SCHOLARSHIPS, BOA RD OF FOREIGN.. EDX 7 

SCHOOLS: (See also EDUC ATION & TRAI NING) 


App r oved for exchange visitors . EDX 33 

Commu nit y , abroad (for FS dependent 


chi ldren) ..•...•. EDU 9-5 

Employee training .. . . • PER 9 

Ove r seas s chools (Ameri c an) EDU 9-5 

At radio install ations . .. RIO 6-1 

U. 	 S. sponsored , abroad EDU 9-5 


Grants to foreign students 

to attend . . . . . EDX 10- 5
- SCIENCE ATTACHES: 


org. & admi n. s upport ORG 1 , 4, 8 

Personnel matte rs . . . • PER 

prog r am reporting (Use approp. subj.) 


SCIENTIFIC & CULTURAL ORGANIZ ATIO N, 
UN EDUCATIONAL (UNESCO) CUL, EDU, SIC 


SCORES, MUSICAL CUL 14-7 

SCREENING(S): 


Motion pictu r e & TV : MVP 13-2 

Facili tie s . MVF 1 2 

Notices .. MVF 13-2 

Room MVF 1 2 


SCREENING PROCEDURES , SECURI TY: 

Agency personn e l . . . PER 16 

Name checks (general) SY 10 


SCRIPTS (info programs): 

Exhibits . . . . EXH 10-1 

Motion pictur e s MVP 16 

Radio . . . . . RP 21 

Television . . . MVP 16 


SCULPTURE (as fine art) CUL 13- 2 

SEATO (radio b roadcasti ng ) R 6-3 


SECONDARY EDUC ATI ON EDU 9-2 

SECRETARIAT (use app r op . subj . for 


int'l. org., conf. , etc .) 

SE CURITY: 
Buil dings & grounds 

(U.S. gove rnment) Be; 16 thru 18 

cryptographic . CR 7 

Document s & information CR 16 

Industr i al & institutional SY 15 

Investigative procedures SY 14 

Off ice r s . .... . SY 6 

Personnel (agency) PER 16 

Pr og r am (g e neral) SY 

Radio: 


Engin eer & co nstruc tion REC 12 

Installations . • 
 RIO 16 
 S

Surveys ... .. . SY 2 - 2 

Vio lati ons ( general ) SY !l 

SEL ECTI ON BOARD S PER 13-6 

SELECTI ON OF : 


Books . . • . . BKS 16 

Li b rar y holdings LIB 13-3 

Motion p i ct . & TV materials MVP 6-9 

Pictures . . . . PIX 9 


SELECTION OUT . . . . PER 13-6 

SEMI NARS . WORKSHOPS . . EDU 13 


Employee training PER 9 

English teachers . . EDU 10 - 6 

Library p ro ced ur es . LIB 12 - 1 

St ude nt teachers . . EDU 10 -6 

U. S. teachers abroad EDX 20-4 


SENAT E (Agency contacts with) LEG 

SEPARATION: 


Agency employees . . . . . . PER 13-9 

Allowance . . . . . . . . . PER 11-10 


SERIALIZATION HIGHTS (See RIGHTS) 

SERUMS (medical use by agency) 


. . . . . • PER 14-8 , 14-10 

SERVICE CENTERS, REGIONA L (USIA). PB 23 

SERVICES, & FACILITIES 


(u se approp. subj .) 

SETTLEMENTS (contracts) PRC 13 

SHELTER AREAS 


(in govt .-owned bldgs .) BG 13 

SHIPMENTS (See SHIPPING) 

SHIPPING (agency): 


Equipment & supplies . SHW 

Household/personal effects SHW 

Ins truc tions & procedures SHW 7-1 

Notices to field . ~ SHW 10 

orders . . . . . . SHW 15 

program materials SH\~ 


SHORTAGES: 

Fu nds (ag ency accounts) ACC 23-1 

Shipments (age nc y) .. • SHW 16 


SHOWING , MOTION PICTUR E & TV MVP 13 

SICK LEAVE . . . . . . . PER 8 

SISTER-CITY AFFILIATTON PVT 10 
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SITE: 
Acquisitio n: 


Govt. - owned property · . BG 6 

Ra d io sites & surveys · REC 14 


Au di ts . • . • . . . . . FMGT 1 2 

Exhibits . . . . .••• EXH 10- 2 

Preparation & Conservation: 


Rad i o sites • . . .•.• • REC 16 

SNACKBARS (in govt. bldgs.) BG 12 

SOCIAL ACTIVI TIES ( empl oyees) PER 15-15 

SOI L (radio sites): 


Bor i ngs & tests REC 16-6 

Conser vation . REC 16-8 


SPACE: 

Ass ignment (in govt. bldgs.) BG 11 

communications: 


commerci al a spect TEL 6
s Info. program aspect SPC 

Scientific aspect •• SP 


SPEAKER SERVICE: 

Ag e ncy . . . • . • . PR 6-1 

For returned grantees EDX 29-5 

Lectu r e prog ram CUL 12 


SPEAKING TOURS (use approp. subj.) 
SPECIAL EVENTS COVERAGE: 


Agency public relations program PR 11-4 

Informa tion program: 


Motion pictures MVP 6-8 

Pr e ss • P 16 

Radio RP 35 

Still photo PIX 7 

Tel e vision . MVP 6-8 


SPECIAL MIS SI ON S: 
Org a nization & administration ORG 
P rogram ac tivities (use approp. subj. ) 

SPECIALIST EXCHANGE PROGRAM: 

Foreign .. • . . . . EDX 15 

Internati ona l Visitors EDX 15 

Multinati onal . . . . EDX 21 

U.S. • ....... EDX 22 


SPECIFICATIONS: (use approp. subj.) 

Equipment & supplies (govt.) PRC 7-4 

Exhibits . .. ..•. .. EXH 10-3 

p rinting . . . . . . . . PB 23-9 

Radio eng ineer & constr. REC 6, 15-3 


SP EEC H CLEARANCE (agency) PR 12-1 

SP EECHES : 


Of age ncy p ersonnel PR 12 

Arrangemen ts for PR 6-1 


Of interest for program purposes 

(use a pprop . subj.) 


SPONSORSHIP: (use approp. subj.) 

Employee training PER 9-6 

Ra dio progr ams . . . . • RP 24 

TV programs .. . . • . MVP 13-6 


SPORT ANNOUNCEMENTS (radio) RP 16-4 


SPORTS : 

Agency recreation pr og ram PER 15-15 

Athletic group presentation CUL 16 

General . . . . CUL 1 5 


STAFF: 
Corps. Foreign Service . PER 
Housing: 

Assignment : 
F.S. personnel. . .. PER 15-12 

Radio site personnel. . REC 14 


construct. & maintenance: 

Foreign Service BG 7, 10 

Rad io sit e s REC 14 


Meetings : .•.. ORG 3-3 

Memoranda (use approp. subj.) 


STAFFING ..•.••. PER 4 

STAMP COLLECTING ( general) . .. CUL 15 


people to people prog. • • • . PVT 6-3 

STAMPS (sale of) . . . . . . . ACC 23-16 

STANDARDS: (use approp ;. subj.) 


Equipment & supplies: 

General .......• ES 9 

Procurement aspec t PRC 

Record equip. utilization CR 13 


Job ........... . PER 18 

Procurement & contracting PRC 17-1 

Radio engineering & constr. REC 6 


STA NDBY , RADIO: 

In s tallation status . . .. RIO 12 

programs . . . . . . . . .. RP 15 


STANDING COMMITTEES ( use approp. subj.} 

STATI ON IDENTIFICATION 


(radio routines) RP 16-2 

STATIONS: 


Radio: 

Non-USIA . . . . • . • • . . RP 6 

USIA engineering & constr. REC 

USIA installation operations RIO 


Television .....•.• MVF 10 

STATISTICAL SERVICES (agency) FSV 3-7 

STATISTICS (use approp. subj.) 

STATUES (as cultural property) 


• CUL 10-2 

STATUS: (use approp. subj.) 


Military service (of employees) PER 21 

post, change in ORG 8 

Radio installations . . . .•• RIO 12 


STATUTES (see LAWS) 

STEAMSHIP LINES (agency relations 


with) .......... TRV 6; SHW 6 

STEVEDORING (agency shipments) .. SHW 12 

STOCK: 


catalogs . . . . . . . . . . • PRC 6-4 

control (equipment & supplies) ES 7-1 


STORAG E: 

Equipment & suppl i es (agency) SHW 
 -
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STORAG E: (cont'd) SURVEYS: ( cont ' d) 
Fac il i ti es (s e curit y) . BG 16-11 Foreign . INF 12 
Ho usehold/personal effects . SHW U. S. • •.• PR 13-2 

consolldated payme nt for Ace 23-20 Radio: 
Space (in govt. b ldgs.) BG 11 Enginee r-const ruction REC 15-1 
\~arehousing SHW Engineer - site acquisi ti on REC 14 - 3 

STORY : Reco r ds manageme n t CR 10 - 6 
Picture PIX 19-3 Securi ty .. .... . . SY 2- 2 
Text . . PB 21 SU SPENSI ONS, VOUCHER . . ACC 20 - 1 

STRIKES (effect on govt. shipments) SWISS BROADCAST I NG CORP . R 6- 3 
SHW 18-1 SYMPHONY ORCHESTRA 

STRIKING (o f exhib it s ) EXH 19 PRESENTATIONS CUL H 
STUDENTS : SDisaffected .. . . EDU 6 

Educational institutions EDU 9 T 
(See als o EDUCATI ON & TRAINING) 

Ex change p ro g ram: TABLE OF CONTENTS (pu bli cati ons) PB 22 T 
Foreign . . . . EDX 10 TA LENT VENDORS: 
U.S. . .... EDX 18 General . . . . PRC 6 

Teen - ager program EDX 11 Exhi b it s .... EXH 15 
yo uth program EDX 12 Motion picture: 

'­

STUDIES (us e approp. subj.) Facilit ies & se rvi ces MVF 6 
STUDIO(S) programs MVP 3 

Radio : pictures .. PIX 6 
Engi ne e r ing & construction REC 22 Pr inting . . PB 23 - 6 
Installation operations .. RIO 22 publications PB 6 

Telev ision . . . . . . . . . . MVF 13 Radio RP 6 
STUDY GROUPS (Use appr op. subj.) Te l ev i sion: 

SUBCOMMI SSI ONS (Use approp. subj.) Fac i lities & se rvice s MVF 6 

SU BPOENAS (serced on a ge ncy) LEG 11 p r ograms . .... MVP 3 

SUBSCRIPTIONS: TALKING PAP ERS INF 1-8 or app r op subj. 


per iodical p resentations CUL 9- 7 TAPES : 
publ ication s . . . . . . PB 13-2 Music CUL 14 - 6 
For returned grantees EDX 29 - 4 Radio pr og rams RP 22 

SUGGESTIONS, EMPLOYEE (Use approp. subj.) TV programs MVP 17 
Incentive award s program • • . . PER 6 TARGET GROUPS (info. prog.) INF 6 
Management Improvement . . • . . ORG 10 TAX: 

SUMMARIES: (use also approp. subj.) Exemption : 
P r ess . . . . . . . • . . . .. P 2-1 Government pu r chases . . PRC 16 
publi cations (Table of content) PB 22 Income: 

SUPERVI SORY TRAINING (employee) PER 9 Assista nce to employees PER 15-11 
SUPPLIERS ( eq uipment & supplies) . PRC 6 Levies (agency accounts) . ACC 23- 14 
SUPPLI ES (See EQUIPMENT & SUPPLIES) Procure me nt & cont racting PRC 16 
SUPPLY CENTERS, REGIONAL •• ES 4 TAXATION (of govt.-owned property) BG 14 
SUPPORT, ADMINISTRATIVE BUD 4; ORG 4 TAXIS (official use) ... TRV 12 
SURPLUS PROPERTY . • . • ES 12 TDY (detail of personne l) PER 13-3 
SURRENDER PROGRAM TEACHER: 

Psychological operations PSY 10 Devel opment program . EDX 14 
SURVEYS: (use approp . subj . ) Exc hang e program EDX 20 

Administrative (general) . . ORG 9 Training (ot he r th en under 
Buildings & grounds (govt . -owned exchange program) . . . . EDU 9 - 3 
or leased) . . . . BG 6-3 TEACHERS . . . . . . . . . . •. EDU 9 
property (agency) .. . . . . . ES 7-4 TEACHING (S ee ED UCA TION & TRAI NI NG) 
public opinion: 
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TEA CHING MATER IALS: 
Agency (t r a ining) . PER 9-10 
Genera l " . . . . . EDU 12 
La nguage training EDU 10-5, 11-1 

TEAM (S): 
Ath l e tic presenta tions . CUL 16 
cou n try ...... . ORG 1-1 
psycholog i ca l operations PSY 7 

TECHNICAL : 
In for matio n exchange (TIE) INF 1-7 
I nspec tions (radio) REC 7; RIO 7 
Mon itoring (radio) . RF 10 
penet rat ion 

(of gov 't. bldgs.) BG 16-10 
Rad io data .. REC 11 
Specifications & standards 

(ra d i o ) REC 6 
TEEN-AGER PROGRAM EDX 11 
TEL ECOMMUNICATIONS : 

AS educational media EDU 10-11, 12 
Equipment (agency) • ES 
Facilities : 

Agency . . . . . CR 7
T Commercial (agency use) CR 7-7 

U . s. Govt. (agency use) CR 7-6 
TELEGRAPH 

( age ncy facilities & services) CR 7 
TELEPHONE 

(agency facilities & services) CR 8 
TELEVISION: 

Agency public relations use PR 8 
censorship (of agency programs) MVP 10 
communis t propaganda use . CSM 10-1 
AS educational medium . . EDU 12 

In Eng lish teaching . EDU 10-11 
AS entertainment . . . . CUL 15 
Facilities & services MVF 
Information program, role in 

MV, MVF, MVP 
P rogrammi ng MVP 
Rights .. MVP 12 
sets . ... MVF 11 
stations. Networks MVF 10 

TELEVISION GUIDES MVP 13-4 
TELEX (as agency service) • CR 7 
TELSTAR: 

Information program aspect SPC 6 
Scientific aspect ., .. SP 12-1 

TEMPORARY LODGING ALLOWANCE PER 11-1 
TERMINAL FACILITIES (radio): 

Enginee r ing & construc tion REC 26 
Installation operations RIO 26 

TERMINATION 	 OF 
contracts PRC 12 
Employment . PER 13-9 
Office, post, etc . ORG 8 
Radio installation operation . RIO 12 

TERMI NOLOGY (f inancial) .. .. FMGT 4 

TESTIMON IA LS (See AWARDS) 

TESTING: 


Employee training PER 9- 11 
Englis h language training EDU 10 -7 
Motion picture & TV p rograms MVP 8 
Radio e ng ineering & const r. REC 9 

TESTS: ( use app r op. s ubj.) 
For agen c y emp loyees & applicants 

PER 13-4 
Training employees PER 9-11 
Relocation ... · EP 7-9 
soil (ra dio eng . & constr . ) REC 16-6 

TEXTBOOK S: 
AS ed ucational med ium · EDU 12 
Textbook program BKS (program) 

TEXTS, STORY . 	 PB 21 
THEATRE: 

As amusement CUL 15 
AS fine art CUL 13-1 
Facilities . MVF 9 
Group presentations abroad · CUL 16 
Licensing MVF 9-1 

THEATRICAL RIGHTS MVP 12 
THEFTS: 

Equipment & supplies (agency) ES 7-4 
Vehicles VEH 4 

Investigation of SY 12 
THEMES: 

Exhibits . . . EXH 1-2 
Info. programs (general ) INF 1-10 

TITLE: 
Deeds (In govt.-owned proper ty): 

Bldgs & grounds . BG 6 
Vehicles .. . . . . . . VEH 6 

Diplomatic, & rank ..... PER 17 
TOKENS (local transportation) TRV 12 
TOPOGRAPHING SURVEYS (radio 

e ngineer) .... . ... REC 14-3 
TOP SECRET INVENTORY & CONTROL 

PROCEDURES . . . . CR 16- 2 
TORT CLAIMS (as agency) PER 15-16 
TOUR OF DUTY (at post) . . PER 13-3 
TOURS, TOURISTS (SEE also VISITS) 

Agency public relations PR 14 
VOA lectours PR 14 

congressional ... . LEG 7 
Journalists ... . PG 6-1 
Motion picture & TV personalities MV 7 
Private cooperation ..... . PVT 7 

TRAINING: 
(See also EDUCATION & TRAINING) 
Agency personnel . . . . . . . . PER 9 
Other than agency, personnel 

(info prog.) INF 9; LIB 12-1; MV 9; 
PPB 9; PSY 9 ; R 8 
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TR ANSACTIONS , FI SC AL 

Other agen cy . ACC 3 

paying & collecting ACC 23 


TRANSFER: 
Agenc y empl oye es : 


outside age ncy PER 13-10 

Transfer pay PER 11-11 

Within agen cy. PER 13- 3 


App r opriations 

(to another agency) BUD 14-4 


Buildings & grounds 

(govt . -owned) BG lS-4 


cryptographic material CR 7-11 

Equipment & supplies (agency): 


surplus property ES 12-2 

Vehicles . VEH IS 


Films . . . . . . . MVF 19-5 

Library holdings . . LIB 13-6 

Of office (to successo r) . ORG 12 

Records (agency) .... CR lS~ 2 


TRANSISTORS : 

Engineering & construction REC 24 

Installation ope rations RIO 24 

Radio contests . . . . RP 8- 3 


TRANSLATING SERVICE (agency) FSV 4-2 

TRANSLATIONS: 


Book program BKS 

publications PB 1 7 

Radio discs RP 23-6 

Radio s cript RP 21-4 

Radio tapes RP 22-6 


TRANSMISSI ON LINES (radio): 

Engineering & construction REC 17 

Installation operations RIO 1 7 


TRAN SMITTERS (radio): 

Engineering & construction REC 18 

Installation operations RIO 18 


TRANSPORTATION: 
Agency personnel & dependents TRV 
Freight: .... . •.... SHW 

Equipment & supplies SHW 
Household / personal effects SHW 
program materials ... SHW 

Lines (carriers) •.... SHW 6, TRV 6 

Local (official govt. use) . TRV 12 


TRAVEL: (See also VISITS) 

Accounting & disbursing aspect 


. ACC 17, 20 

Advances (general) . ACC 23-13; TRV 8 

Of agency personnel TRV 

Allowances (general) TRV 8 

Arrang ements for : 


Exchange grantees & visitors 

. . . EDX 28-5 


Other visitors: 


TRA VEL: ( c o n t ' d ) 

CODELS . . LEG 7 

All others TRV 


Autho r iz a tions (general) TRV 9 

Educational: 


Of FS de p e nd e nts TRV 

Grant program . EDX 17 


Grants (excha ng e program) EDX 

I nsurance (agency employees) TRV 7 

orders (general) ..... . TRV 9 

Rest & recuperation (policy) PER 14-11 

Vouchers : T 


Accounting aspect . ACC 17 , 20 

Preparation & submission TRV 11 


TRAVELERS (as s istance to) TRV IS 

TRAVELE RS CHECKS . . . 23-lS 
UTREASURY CHECKS 

(accou nt ing aspect ) ACC 23-9 

TRENDS ( Use approp. subj .) 

TRIBAL CUSTOMS (cultural aspect) CUL 

TRIP(S): 


Field (by agency officials) ORG 7 

Travel ar rang eme nts . TRV 


Other types (See VISITS) 

Reports ORG 7 


TROUPES 
(in psychological ope rations) PSY 6 


TRUST FUND (a c counting) ACC 6 

Deposit & trust fund r eco rd ACC 23 - 2 


TUBES (radio) 

AS equipme nt i t e ms ES 

Engin e erIng & co nstr ucti on REC 24 

Installatio n Ope rations RIO 24 


TURNOVER (personnel ) . PER 13 

TWIN CITY AFFILIATION PVT 10 


u 
UNEMPLOY ME NT COMPENSATION 

(personnel) . PER 11 

UNE SCO. . . . . . . .. .CUL, EDU , SCI 

UNHEALTHFUL POSTS : 


Diff e r entia l allowance at PER 11-7 

Health & med ical services at PER 14 


UNIT SECURITY OFFI CERS • . Sy 6-3 

UNITED STATES: 


Ad v i so ry Commission on International 

Communicat ion, Cultural and 

Educationa l Affairs ... . INF 1-1 3 


Sponsored schools abroad 

EDU 9-S; EDX 10-5 


UNI VERSIT I ES : 

Presentation of materia ls CUL 9 

Role in educatio n EDU 9- 3 

Rol e in e xch a nge in of persons 
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UN IV ERSI TIES: (cont' d) 

program . . . . . . EDX 


Rol e in training agency personnel PER 9 

UNIVERSITY: 

Affiliation program EDX 23 -1 
Alumni o rganizations 

(grantee pa rticipation in) EDX 29-3 

Education ...... . EDU 9-3 

Studies program 


(for agency employees) PER 9 

UNLIQUIDATED OBLIGATIONS . ACC 7 

UNLOADING (govt. shipments) SHW 12 

USAGE: 


Of commercial radio lines by VOA RP 14 

Ex h i b its .... EXH 13 

Motion pictures MVP 13 

News .... P 13 

Pictures . . . PIX 13-2 

publications . PB 13-3 

Radio programs & material RP 13 

Television .. .. .. MVP 13 


USE, ACCESS: (see approp. subj.) 

Of radio installations .• RIO 13 

Of records . . . . • . . . CR 16-1 


UTILITIES (in govt. bldgs.) BG 10-1 

UTILIZATION & DISTRIBUTION 


Equipment & supplies . ES 11 

Surplus excess ES 12-3 


P r ogram materials (See media subj.) 


v 

VACANCIES (position) ..... PER 4 

VACCINES (agency medical use) 


. . . . . . . . . . . PER 14-8, 14-10 

VAULTS (in govt. bldgs.) BG 16-11 

VEHICLES (see MOTOR VEHICLES) 

VENDORS (agency procurement) PRC 6 


(see a lso TALENT VENDORS) 
VHF SYSTEMS (radio)A: 


Engineering & construction REC 25 

Installation operations RIO 25 


VIDEO TAPE(S): ..•.. MVP 17 

control & disposition MVF 20 

processing & printing MVF 15 


VIOLATIONS, SECURITY: 

Agency regulations . . SY 8 

cryptographic CR 7-12 


VISA FEES (Accounting) ACC 23-18 

VISAS . . . . . . • . . . . . V 


For off icial travelers (agency) TRV 13 

VISITORS: (See also approp. subj.) 


TO agency 

(appointments & interviews with) PR 7 


Exchange (program approvals) .. EDX 33 


VISITORS: (cont'd) 

Motion picture & TV personalities MV 7 

Travel arrangements .. . .. TRV 

Voluntary (exchange program): 


American going abroad . .. EDX 25 

From abroad . . . . . . .. EDX 24 


VISITS. MISSIONS: (See also VISITORS) 

Agency officials to field ORG 7 

congress, members of (CODE LS) LEG 7 

Travel arrangements . . . . . TRV 

Fo r visits of special groups (e.g., 


farm, labor, science , etc ., & 
media programs, use approp . sub].) 

VISUAL MATERIALS See AUDIO-VISUAL, 
PICTURES, MOTION PICTURES & 
TELEVISION POSTERS, ETC.) 

VITAL RECORDS PROGRAM .. . . • EP 8 

VITAL STATISTICS (for emerge ncy 


planning) EP 6-2 

VOA CORRESPONDENTS RP 27 

VOA LISTENING RP 8-7 

VOA WIRES . . . . RP 38-1 

VOB WIRES . . . . RP 39-2 

VOCATIONAL EDUCATION EDU 9-4 

VOE WIRES " . . RP 38-3 

VOICE OF AMERICA.. R, REC, RF, RIO RP 

VO LUNTARY VISITORS (exchange program) 


Americans going abroad . .. EDX 25 

From abroad . . . . .. .. EDX 24 


VOTING RIGHTS (employ e es) PER 15-14 

VOUCHER (S) : 


Claims & exception s .. ACC 21 

GAO claims ACC 23 -11 

Notices of except ion ACC 23-10 


commercial . ACC 18 

Examination ACC 20 

Journal ACC 4 

Travel (g eneral) TRV 11 


Accounting aspect ACC 17, 20 


w 
WAGES (S): 


Rates, (l ocal & domestic) PER 11-5 

Scales (govt. employees) . . PER 11 

schedules (govt. employees) PER 11-5 


WAIVERS: 

Medical (a gency employees) PER 14-4 

printing (publications) PER 23-10 

Procurement regulations PRC 1-5 

Visas (exc hange visitors) EDX 33-4 


WAREHOUSING & STORAGE : .. . SHW 
Equipment & supplies .. . SHW 
Household/personal effects 
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WARE HO USING & ST ORA GE : (cont' d) 
(agency empl oyees) . SHW 
USIA prog r am materials . . . SHW 

WARFAME, PS YC HOLOGICAL .... PSY 

WATCHMEN (build ing) •.... BG 17 

WATER SUPPLY (radio engineers 


& constr u c tion ) REC 16-7 

WE LF ARE FUND (employee) PER 15-6 


WHITE PAPERS: 

As agency pu b lications PR 10 

As background studi es 


(use approp. subj.) 
WIRELESS: (See also TELEGRAPH, TELEPHONE) 


File (general materials on) P 19 

Services & facilities (agency) CR 7 


WITHDRAWAL . . . • • . . . • MVF 19-4 

WORKING: 


conditions (employees) .. . PER 13 

Groups (use approp. subj.) 


WORKSHOPS: (See also SEMINARS) 

Education .••• . EDU 13 

Library procedures . . . LIB 12-1 


WORLD: 

Fai rs ... . . . . . . CUL 8 

Surveys (public opinion) INF 12-1 

(or use approp. subj.) 


x 

X-RAY: 


An laboratory service 

(employees) PER 14-6 


Use in treatment of employees PER 14-8 


y 
YACHTING (as sport) • CUL 15 

YELLOW FEVER (employees) PER 14-8 

YOUTH: 


Communist: 

Festivals ......... CSM 14-2 

Movement . . . . . . . . . CSM 14-1 


Groups (as political force) . POL 13-2 

Program (to promote understanding 


of youth groups abroad) . EDX 12 

Social aspect . . • • •. . SOC 16 


JuVenile delinquency SOC 8-1 

Target group (info. prog.) INF 6 


Z 

(NONE) 

w 

y 
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