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I T.OD CTtO 

A, PURPO E AN SCOPE 

..!c;ec fi 

Ofiices may c ntinue to maintain chrono ogica fi es 0' m g a ou"go.ng .. n. 
publication . 

CQil.' 


tions wht're necessa ry. ef rence fles. co sist" go. rinte or p.-ace e 

newspaper -:lipplngs and sim 'lar mate rial . shou d be rna ' . ta ined apart f. Otl , 

(ei ther oHi;)l records or informati0n work' g res) an nee ne ~ a.r rr;ed cco:c. ing 

to the officia l s bject fi system. L'ke'.~' ise ,USlcAtec , nical d.a d t fl'l-~ rlu l and 

mor gue filt' - do not come wi hin the seo e 0 the system. 


An.' qUt!S ions concern'n subjec matter coverage or app 'cafon 0 t. e " le. ~_~em 

shou be referre £0 the Records ~ianagement St f 0 c' Depar ment or~J , 


B. CONTENT 

The Records C assifica ti on Handbook cons 'sts of he fo low 'ng pa s: 

1. Subject File 0 tines 

These :i le outlines comprise the sub ject fi e sys em. They are arr nged w' 'I 'n 
se" e n broad s bject matter area. each preceded by a divider shee" l'sting h~ speci ­
fic outlines and re a ed code symbols wh 'ch follow. The first page 0 each 0 ine 
c::mies the appropria ' e code s ymbo l on he righ margin. The out ines within each 
of the seven categories are ar ange :n lphabetica seque ce by code symbo. The 
code symbols have been printed on the edge of the pages in such a way hat they can 
be c ut or ta bbed to provide quick access to the individual outlines . 

Each fi le outline is preceded', by specific instruc tions regarding its subject matter 
l'O\ era ge and cross references to related sub ject matter in other ou ones 'n the hand ­
book. Special ways oi arrang 'ng subject matter pec u iar to specific out ines a e 
descr bed immediately preceding the au line concerned. The various common 
:-;"ethods of arrangement available to meet individual ffice needs are il ustrate 
:n Section D of the Introduction. 

In additlOn to the instruct' ons preceding each file outline, detai e 5 atements 0 

:::,xp lonatlOns of the coverage of specific secondary and tertiary breakdowns of t e 
fJrii11ary s ubjec t are provided beneath the m, Seecific cross references to re ated 
-suOlect :n,Hter ',vithin the same or ;n other 0 tfines are also 'ndicated. Classifiers 
should :' ind the se instructions usefu l in determining proper file designations, pa ­
tll,::1la dy :n :he case of subject matter ',~'hich may not be familiar to them . 

!'<...: . 
"'" ..~ 
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2. Special nstruc tions 

The !'lamibook contains the following specia ins tructio s : 

a. International Organizations and Conferences 

This instruc tion provides a special method for hand ling reco ds pertaining to 
specific international oganiza tions and conferences by offices w ich are pr' ­
:noriiy interested in a specific organizat' on or con 'erence and , therefore. want 
to subordinate subject matter to an organization fil . Use of this spec ial 
iea ture of the official file system will afford such offices a method for organ 'z­
ing ~his t;pe of record mate ial to meet their own re fe rence needs wi thin .he 
fr3mew0rk of the subjec t system. It should prove of particular use to the De­
portment' s Breau of Interna ti nal Organiza tion Affairs and to United States 
'.lisSiOns t'j internationa l orga izations . such as USUN, USRO, e c. 

b. Crisis Files 

"'" lus inst ruc,(ion provi es a s pec ial method for handl"r.g large vo lume o' papers 
(feoted ;lnd occumulJ.ted during a prolonged cris is (e . g. , Cyprus, Viet-Nam, etc . ) 
',\'nich c<J nnot be ade uately s bdivided under the appropr 'ate s ubject 'n the a dbook 
I t:'.g. , POL 23-9. POL 27, etc. ). 

c. Commerc ia! Offi cers 

T hIS instruction has be~n prepared in cooperation wi th the Department of Com­
:nerce for the specinl guid<Jnce of Commercial 0 'ficers in their use of the officia i 
file system. It i c~lJdes a list of t ose sub iects in the handbook in which Com­
mercia ! Oificers ::i nci others responsible for 'commercial-economic reporting have 
() prlmury lnte~est. thus sen'ing 3S a specialized index. 

d. Peace C'Jrps Repre senta t i ves 

T~is :nstructicn has been prepared in ccoper:::: tlOn with the Peace Corps for the 
:;'JIJ;lnc~ ,)[ its Representotives :n tt:e !':e!d in ~ec ords or ganization and :nain­
t\:!1onc-=, ~~ ~rescr!bes the lIse of the ;jppropriate outlines in the handbook. 
;:ri;:1<1il ~:: ~ hcse In the .-\dministr::l ion section. for Peace Corps sub iect files, 

3. Abbrev iations 

o. Common Abbreviations 

.\n J!phaberic<1i list of some of the more c:)mmon abbreviations appear"ng in 
current communications is included as an <lId to the ..:lassifier in determining 
the prope~ :ile ,jesi2;nation ',vhere the 3u tst::lnce of ,) communication is no' clear 
":; thout I n Ilflde~standing or the abbre vi.. 10ns ')r code symools used therein. 
Since 'Titlny 1bo,eviations pertaining to specific count :ies . private organi ­
ia ,:0:-:$ .1r,d pr~~rams Ja'/e been om 'tteJ irom i.he 1i t, it is suggested tha t \. f­
fices z;dd :twse ".vhich appe3.(in local usoge. ~i :{e'.V ' se, new abbreviations 
should be jdded to the list as necess()ry to k,=~p it current. 

b. Count ry .Abbre viations 

.4. ;: S~ ,)1 st::>ncard c:o:.:ntry 3bbre'J!atic ns is available upon request frem the 
Q; V!SlOn ) i RecJ~rj s \1 anat;e::1ent , DeiJartment of State. for use in c:>ding papers 
ie :JlinlS , 0 .;pec:fic countries. This 'Nt 1 not 'Jnly eliminate the need to '.vrite 

, -' 
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o t these co ntnes on ir. ' 'v' a1 oc 'men S 0 prevent mis fi , but wi 
also provi e a short ca~ 'on for use on file fol er abe s , the .1ames o~ pos 
should not ~ a brev·ated. 

4. Inde 

co tained :n the ; ~:~ ~ ~~A;:C ~ ' s i c1 ded in 
the handbook. Th 's sho d prov,e ~eful not only to the c ass ' 'ier in locating the ap­
;J opr' ate fIe esignatio b t c. . to office pe ~ • e as a fin inj; aic! 0 he i es " 
j ",~ould not be used, however, lass ' fy doc' ;r.ents wi ho refci.'e iCe to th .. ! 

A detailed index 0 he subje 

o ·t me"" 


.... ,
c. EO SYSTEM 

\ . Subie t·N umf'ric Syst m 

The ufil fofl i oJ ficia " file system is of the subject-n mer"c type. It n 
because of he flexibility which it proV! es f~ expans ' Oli p .poses ate imlJ:ic't 
of file designations for marking r/urpose . A mnemonic symbo has bee se -::: t 
'or each of t e 55 p imary su j .:ts fo wh'c i e out' es ave Deeo de elope ' , 
These symbols range from one to our lette s in ength an have been chosen OZ-
cause of the)r meaning or obvious re ations 'p to the s bject matter for whici ey 
stand, In some cases t e symbol is identical wit. an offce ymbol (e . ' . PPT 
for PASSPORTS & C TIZ NSHIP, PER for PERSO L , etc. ). 1n 0 e. C e t e 
kt>y etters in • e primary subject constit te the sym 0 (e.g., CON .0. C0NSU ~ 
AFFAI~S (GE ,). I F for INFORMATIO . AGR for AGR CUL':'- R • e c, ), The 
5111 p it: y an mean gf ness 0 " ese co e symbo s make t em easy to earn and 
remember, 

W iile rna Iy Sin 11 offices wi find that the primary s bjects a one w'l suffice to 
meet thelr filing nee s, larger offi e s wi 1 equ 're furthe breakdowns of tl ese 
primnry subjt'c s or more d tailed s bject matter coverage . Simple seria .numbers 
ho ve been as s igned to s bJect break owns a t both the second ry a d ertiary evel. 
Fo:- eX3mple. a pa 01" re at'ng to the s bject of agric ltura! prod c tion in genera is 
classified AGR 2; a paper dea ling w ' techno 0 'ca avances in J.:.·c t r 
prod uction AGR 12-1. The mos detailed s bdivision in the handbook con ains no 
more than fo ·Jr di gits, making for a re ative y s imple f e des 'gnatio 

2. P ra l e Numbering 

As an additional aid to the classifier, the same number has been ass igned to s imilar 
secondary -and ter iary subjects appearing in different file outlines to the extent 
p 55 ' bIe, In mos t outlines the first five secondary subjects are standard (e .g. , 
General POl, cy , Repor ts & Statistics, Organizations nd Conferences, etc .). Th 's 
same principle has been applied to other sim' lar or related subiects (e.g., agri­
cuI ural, trade and sc ience fairs and exhibifons have been a s'gned an "8" 
numbe r - AG~ 8, TP 8, SCI 8, respec tively; produc 'on and co sumption has been as­
s' gned a " 2" number 'n the various indus try ou ines - AG 2, INCa 2, PET 12, 
etc.). 

3. Ex pansi on of Existing ub'ects 

Whiie no attempt has been made to prov'de breakdowns for subject matter beyond 
the tertiary l~vel, there are rna y cases in which an office may desire or need to sub­
divide a secondary or tertiary subject alphabetically by name , geographic ocation, 
o other appr.-opriate breakdown. For example, papers relating to visits by foreign 

-.~~-~~~~ =-----------------------------------------~~--~~~---------
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dignitaries may be bdivided by name (e.g., POL 7 Visits - DeG I ); papers 
eating to a trade f if by ocation (e.g., TP 8 Fairs - Mo cow); or pa rs relati. g 
to a therma power project by type e .g., FSE 2 Electric Power - The j 1). 

D. 	 METHODS OF ARRA GEME ~ 

:' exib'1ity is an important feature of un ' form fte system w ich m 5t be ada!)ted 
to the needs of both large a sma! offices and posts. The offie' a1 me sys m 
embodies an usual amount of f exibility by providing end-users with several 
methods of arranging m teria! according 0 i r spec ' fie requirements. The most 
common methods of arrangement are i lus ated below: 

1. 	 ubj ect 

a . 	 U e the su je ts i he file outli es at the pr'mary , secondary or ertiary 
evel w' 0 t any q aUfying s bject. Example: 

This 	method of rrangement is the simplest. it will s ffice wben the vo orne 
o( papers to be filed un • ny of the bjects is relatively s aod there 
is~ n need to subdivide by specific name, organization, country, etc. 

I 

b. 	 S!lbdivide the secondary or terf ary s bject b downs .in th file outlines 
by any necessary qualifying subjects, such as: 

I 

_ ._ 	--r--:- - --:- ___ 4 ---;----.---. ­
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-

(1) By name of individua l: 

- ---- -----_._- - --- ---:;:=== = = = ====... 

- . - - --- ----------- .-- ---- ;;;; u s...-:.... 

_ _ _ _____ _ _~~--o:;.--- -"--;C"l -~ - ;;;.--=---;;;;;;;;,;-
-- - --- - - -- --"'~ u '..-.., 

I 
l 

---- - - ------------~ -

..... n.o-.. 

~;;;;;~, 

(2) By name of organization: 

--- --"------­

u,; -,' · o;.·;-.co;,....- i~;;;r ;tt·l _l 
( Nooen "81 .... ! IT' ) 

).-------------" ------ -~~~~~~:;;:- ' 

_t='=~=_-; =. ~ __ ' " " =1'="~=,tD=-= c.o=_ ___ ~ "- = '_'~~--- .___) ="'_"=_=_"=":_.="':'"=_ r<~ -

(3) By geographic location: 

6G& • ra1" 

. ,.,... 

- r.," 

......c­
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I" trod , (p_,.:..;6)___.__--.:..:.::..::.::...:.::=..=...::.::::.:..::::::.:..:...:.=.;..:...:..;.;:;:..:....:..:::.;:.:..:.:::..:::.;::;::;.;.:.____ ______ 

() By abject: 

---- -------.-- . ('D · Au_........ llit.""'J\ 
..- .-. .._---...._ --_._--( ....;~....." -- ~ :~.~ ! 

------- ( .. • ......::::.'"" -..u J I 
I 	I _-=- .~=-(... M_"~ .~~_____ ~__-_
I	i 
I 

(5) By tit e: 

--_.-.------------ r"" lc-l " "l"'lca,.r-~ 

!iIIa.D: 

J.---- ------- . .. - -._-- ------·(~;:-_~,~~'.~' ~.~,.,~.~,;: ••~s.p.=..=.~... 	 ... 1 ..~ ...:; 

J,.----- - .----- . ----.--. .... - - . - .­

-:~..: =--;----- .._- _._--­. .--. - - - -- --=-=;;;::?"::"=.'~= 

____J-::'"=:'''='="=""'=~::::"=-'=.-::_=__:-::_.:-::.-::-...~L __ _____._ 
! 

2. 	 . Geographic Location 

a. 	 Arrange the subjects in the Ii e ou lines by area, c untry" or other geo­
graphic location. Subdivide by the secon ary and tertiaIY breakdowns if 
volume warrants. Examp e: 

ft- ..... tMM 

CU_'~.: 
.. - .... 

wiUl ' , 

. ·'- .il\r.i::".~4bD ~ ,161F (LO~19:...79) 	 ,,/ ...... ~''-·t' .
' ~ . '.- . . ..... :a.r.;.o,. ~ " ',_ ~'. ';' -~ . " . • ' ~J 
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b. Many offices cone 

L I 
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3. Organization 

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

f ___=~~_-___ -;;.::=".":=.""-:;;7:'I~':'_ ~' '-:;~)~~~~ ~~~~----- -- := ' =;;'~'::::::'::':':'!!!ll!:' ~
C... ~~ ..".. ---"'!!!ll!J 


.-----{... '.'_.:.. ~." ~"",,,;,, !!!ll!) 
 -~~==~-------------) - ( ... 1 1'.. 11.. , ro • •• 
.r"~.,' .~ . - - -~J-- -----F" ....;;;- =- .-- . )--.­~

::-=-:===:-==-- --.- - - ----- ­
/ 

Offices which accumulate rather large quantities of administrative and/or sub­
stantive material on specific international organizations or confe rences should 
arrange their files according to the "Special Instruction for Interna tional Organiza­
tions and Conferences " which immediately follows the subject outlines in the 
handbook. 

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

(.c.i~~ :--iC '~~~" .~~~ ) 

4. Name of Individual or Firm 

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

TL-246 D & 161F (10- 19-79) 
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sys tem through folder labels prepared with the appropriate code symbol or file 
d~signation. Examples: 

-

( 


-------------- ---------;-:-::=-=--:o=-~-==~."._:=""'" 

( ~. =~.......... w.... 
1.. ------- -­

na · If. J • ... co. 

TL- 246 D & 161F (10 - 19-79) 
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5. 1y f Pet on, P I' c t, te . 

whic re late 

L~_~·-· ~) \ 
~--~~~ "~~~··-~)----~'~~~~· . l 

' au .. ____ .~ 'ii'l 
-- - ) 

I 
, 

L ~ 
I 


(--::-­ .­••-= 

(i . .~.. 
\ ..a .... 

. ---­

~

. QUA" !et~

J 
J 

_J 

) 
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6. Industries and Commo : " 

Instru ' tion at he beginning of e NCO 0 t ·ne off r end- sers a c o·ce f 
methods of arrangemen within t e l"st . ·s important that the seve al me h 
of arra gement be un erstood and, tha the se ected me hod be fa owed consiste y 
to avoid spnting of e a e s je ,a e . 

E. RE A-, ED AND OOKS 

The Records C assificatio Han boo embodies n y the ofiicia n ystem" be 
used by a offices of the Oeparun of State, i over eas pas 5, and a USICA over ­
seas es abl" hmen ts. Detai ed pro edures rega ding the creafon, organization, mainte­
nance, use and d·spos·t"on f po records are 0 a ·ned ·n the Oepa tmen of State 
Records Man gement Handboo for ve se Posts, Parts I and II (March 962 ed · "on), 
and the leAOverseas Reo. s Man gement Handbook (MOA III 600) . 

F. R FERENCE 

The Records Classifcatio. Handbook shal be cite as II CH" , e ferences to spec ·fic 
file 0 tlines sha se he appropr'ate code symbo an . d' cate he specific file 
desigm.1 ion in question where necessary. 

G. 0 STRIB 11 

The hand ook sho d be distributed widely througho t the Department, each post and 
all USlCAoverseas esta lishments to all personnel responsible for maintaining subject 
fi es. In certain eire mstances , officer personnel may also want or need copies. 
Copies sho Id be provided .to personne of other agencies ·f they have adopted the 
officia fi € sys em. If addi ·onal copies are required by pos personne, a request 
should be ubmitted to the Department by operations memorandum, subject: PUBLISH­
ING. PR • '; NG & DIS RIBUTION. Addifooal copies need~d by personnel of 

leA overseas establis ments may be obtained from the USICA Mana-g ement 
Analysi s /Regulations St aff (MGT /MA ). 

H. KEEPI G H N BOOK CURRENT 

It is ex eme y impo ant hat the handbook be kept current. A list of the persons or 
organiza tiona units whose assignmen s require a copy of the handbook should be main­
ta ·ned in Departmenta Executive offices or in Bureau Message Centers and in each 
post's Centra Reco s nit in 0 er to i~ure proper distribution of subsequent material. 
A similar record should be maintained by us leA posts and media extens ' ons for distribu­
tion purposes. 

TL-246D & 161F (lO - 19 ".. 79}" 
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ADMINISTRATION 

TABLE OF CONTENTS 

PRIMARY SllBJECT 

ACCOUNTING & DISBURSING 

BUILDINGS & GROUNDS 

BUDGET 

COMMUNICATIONS & RECORDS 

EMERGENCY PLANNING 

EQUIPMENT, SUPPLIES & SERVICES 

FINANCIAL MANAGEMENT 

F ACILITATIVE SERVICES 

LEGISLATIVE & LEGAL AFFAIRS 

ORGANIZATION & MANAGEMENT 

PERSONNEL 

PUBLIC RELATIONS 

PROCUREMENT & CONTRACTING 

SHIPPING & WAREHOUSING 

SECURITY 

TRAVEL 

VEHICLES 

'" ... 
:III 

CODE SYMBOL 

C) 
ACC 

BG 

BUD 

CR 

EP 

ES 

FMGT 

FSV 


LEG 


ORG 


PER 


PR 


PRe 


SHW 


SY 


TRV 


VEH 
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Ace 

Instru Ions 

Use for papers relatin.; to accounting systems i generai, proce re nd o. era­
ti DS invo ve 'n _-':Xi:l ting or g ncy funds nd spec 'a prog:rar. a, accou ility 
for' funds, pay~r.,,; ~n - co ecting tra sactions and l'eports, and related s bject 
Tn tter, 

SEE: 	BUDG' '1' out ine for dg~t olicy, formu ation a d u mission 
of est 'mat s, nd b dgei exec t 'on, 

FINA C AL MA ¥AGEMENT outlin for b sic systems an 
techniques, financ ' 1designations, a it of f nds, etc, 

pecia M he 0 Arrangement: 

1. By und title or symbol: 	 2. By central fisc serv c ng 0 ce: 

- - -- I 	
• . __ .._. - - --------- . ·- - 1--'·'1 

ACC 6 Fund ACCOUlltbllr I ACC 6 Payro - russels RFC, Par \ 
___1_9_~_1078 J 

II 
A c- ceo 

GENE A 	 7 A 01 
Use 0 Iy for mater'al of general n t re which Incl des a lotments, ob igations, 

cannot be f, ed n e ' one of specific subjects in ligations, liquidation , ref nds, 

this out ine IncJu e projects to study and de­ by type if volume warrants. 

termine feasibility 0 modern ccounting sys­

tems, 
 8 XPE SE ACCOUNT G 

Subdivide by type of expense (e,g., allowances,2 G NE PORi Sf . TICS 
communications, me ical,.pl'int 'ng nd reproduc. 

Use on y fo reports of general nature which tion, travel, etc.) if volume warrants. 
cannot be filed under one of specific subjects in 
thi s outline. 

9 PERSONA P OPERTY CCO TING 

ncludes motor vehicles, exp2nd ble and non·3 1 
expendable equipment. S bdivide by type if

Includes purchase request.., procurement, pay­ volume warrants,
ment, and transfer doc ment. 

10 REAL PROPERTY ACCOUNTI G4 GENU LEDG 
Includes land, buildings and "built-in" equip­Incl udes jo rnal vouchers, balance sheet and 
ment. Subdivide by type if volume warrants.financia sta ements, 

11 ACCOUNTS RECEIVABLEAWS ";GU ATIONS 
Includes agency and other agency directives and Includes debtor accounts; uncollected reim­

5 

procedura handbooks, Comptroller General de­ bursements, refunds and misce laneous receipts; 
cisions, etc. Subdivide by agency if volume war­ and recoverable advances. Subdivide by type 
rant.. 	 if volume warrants. 

12 ACCOU TS PAYABLE 
Suhrlivide by type of funds (e.g" ppropriations, Includes crerlitor accounts, .withholding tax, 
revolving, t rast, foreign currency, etc.) , if vol· employee insurance, retirement, etc, Subdivide 
um~ warrants, by type if volume warrants. 

6 

---- - .- -----~ ~ 
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13 ADVANCES 

Except travel, ior which SEE: 
Includea progress payments and 
vance. 

ACC 
contract 

23-13. 
ad ­

4 TH AG cy ceo 
Subdivide by agency. 

15 Ace il G U co 
Inc! es services, property, renta s, earned re­
imbursements, miscellaneous receipts, etc. Sub­
divide by type if volume warrant.. 

Inel <les domestic and overseas payroll; salaries 
for Civi Service and Foreign Service em­
ployees; eductions, contributions, etc. Sub­
di vide by type if volume warrants. 

17 T VEL 

Indu es fare, per diem, transportation, etc. 

18 eOMME CI VO C EIlI G 

Inc ud proces 'ng of voucher cl ims for pay­
men of t ranspor-..ation, communications, utili ­
ties, renta s, print'ng and inding expenses, 
etc. Subdivide by ype if volume warrants. 
For Il.Ctu payments, SEE: ACC 28. 

19 NO - "ERAliNG EXP SE 

Includes depietion , lOBS, taxes, duties, claims, 
g-rants, etc. Subdivide by type if vol me war­
rants. 

20 VOUCHER EXAMINATION 

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

20-1 Susp nsions & Disallowances 

21 CLAIMS EXCEPTIONS 

22 ACCOUNTABILlYV 

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

23 PAYING & COLLECTING TRANSACTIONS 

2~1 Overages & Shortag s 

23-2 Reports Stoiemenn 

U e on y for those that cannot be filed und r 
one or m re specific subject breakdownll. 
Subdivide by type (e.g., foreign currency 
reports, deposit and trust f nd record, etc.) 
if volume warrants. 

23-3 ecei &s 

23-5 

23-6 

23-7 

23-8 

23-9 

3-1 

23-11 

23-12 

23-13 

23-14 

23-15 

23- 16 

23-17 

Savings Bond Iss an e Ie eMption 

Aeeommo ation xch ,. 

an At ount!; 

Cash Payments 

Includes petty cash, imprest f und, and pay­
ments in foreign c rrency. 

(he k Operations 

Includes TreLlSury Checks and eposi ry 
checks in local banks. 

otices of xcepHon 

GAO C aims -
Cash Verifications 

C sh vancei 


Includes travel advances. 


Tax evies 


Travelers Chacks 


Ie of Postage Stamps 


Ini rest Pcrty • sa e Tr nsactions 


23- 18 POISpe.rl Visa f Accounting 

23-19 M dieal 0 posits rer Depen ants 

23-20 Consolidated Payment-S~at.'id. 
Storage 
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RECORDS CLASSIFICATIO N HA 	 BG (p. I) 

GS & GO D 

n tryet nil 

181 10 , construction, m nagem .t, maintenance, se 
and disposit 'on o} .:: · V rom -owne or government- ease 'ngs, residences 
and other struc' u~-c::.::: pkeep of grounds. 

SEE: 	RAD C ' INEERING & CO STRUCTION 0 t l" e for 
ac .sit ' on, site preparaiion, engineering snd construct ' on 0 

bu' ingnd faent~eH for relay s tions an other radio 'nstalla­
tions. 

PROCUR MENT & CONTRACTING outl"ne for purchase of 
equ 'pment, suppres and materials. 

EQUIPMENT, SUPPLIES & SERVICES 0 tJine for rna'nte­
nance, use and 'sposition 01 furniture and furnishings, .ouse­
hold and office equipment, suppres, etc. 

Special Metnc of fI'al'igement: 

By name and/or location of specific b 'Iding: 

Whe volume warrants only a primary h. When volume warrant.3 s bdiv'si n by ap­
folder : propriate Bubject breakdowns: 

1- BG - BUILDINGS" Mamba ?t. Comp. I 
GROUNDS 
_____ _ .... - - - ' -'-"_ .1L: 

BG- ILDI GS & GROUNDS 

PO ICY. P NS. 	 6 CQUIS T 0 

Use for material too general in nature to be tiled Use for materials on the acqu'si ion or proposed 

n er more specific ubjects in outline. acq isition of sites, buildings, and other struc­


turea in the U.S. and abroad. Includes title 

deeds, easements and rights of way, permits,
2 GENnA REPORTS & S- ATISTICS licenses, etc. Subdivide by type of property 

Use for material too ge~eral in nature to be filed e.g., office, residential, storage nd utility, etc.) 
under more specific subjects in outline. Includes if volume warcants. 

reports to GSA. 


6-1 Purchase 

3 CLAIMS Includes condemnation. 


Includes claims by essees. For proper ;y damage 

claim~, SEE: BG 20. 6-2 . Lease 


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


Use when office needs can best be met by keeping 

all contracts together in lieu of tiling under more 6-3 Sit Surv,ys. Oat . 

specific subject in this outline. 


7 DESIGN. CONSYRUCTION. ALiE AlION. 
5 LAWS 	 & REGULATIONS 

Includes architectural plans, engineering, land­
Use for material too general in nature to be flied scaping, etc. For interior decoration, SEE: 
under more specific subjects in outline. BG 8. 

TL- 246D & 1611<' flO -19-79) 
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BG (p. 2) RECORDS CLASSIFICATION HANDBOOK 

IG-aUILDINGS & GROUNDS 

• FURNISHINGS 

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

INSPECTrION 

Of buildings already const ructed. For inspec­
tion of buildmgs under construction, SEE: BG 
7; for security survey reports, SEE: SY 2-2. 

10 MAINTENANCE & OPERATIONS 

Of government-owned buildings and the fix­
tures and furniture therein, and upkeep of 
grounds. Includes cost estimates and work 
orders. F or guard service, SEE : BG 17 and 18. 

10-1 Utilities g. Services 

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

11 SPACE ASSIGNMENT & USE. MOVES. 

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

12 SPECIAL F CILITIES & CONCESSIO S 

Such as eating facilities, commissaries, ramps, 
snackbars, etc. Includes dining room passes. 
Subdivide by type of facility if volume war­
rants. 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 designation of shelter area, etc. For 
physical security, SEE: BG 16; for employee 
accidents, SEE : PER 14-12 ; for property dam­
age or loss inflicted by natural causes, mob 
violence, etc., SEE : BG 20. 

14 TAXATION 

15 DISPOSITION 
Includes disposition of buildings and grounds, 
furnish ings, fixtures, etc. 

15-1 Abandonment 

15-2 Demolition. Dismantling. 

15-3 Sale 

1S-4 Transfer 

16 FACILITIES & EQUIP.ME·NT SECURITV 

Includes buildings, rooms, areas, va ul ts and 
other storage facilities, penetration, etc. Sub­
divide by type if volume warrants. F or secu­
rity 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 Technica l Penetration 

16-11 Vaults. Storage Facilities. 

16-12 Entry & Departure 

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

17 BUILDING GUARDS. WATCHMEN. 

Other than Marines, for which SEE: BG 18. 

18 MARINE GUARDS 

Other than personnel matters, for which uSt' 
PER outline. 

18-1 Handbook & Orders 

18-2 Marine Inspection Report 

18-3 Guard Survey 

19 (Reserved for future use' 

20 REAL PROPERTY DAMAGE. LOSS. 

T L -24 6D & 161F (10 ... 19-79 ) 
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BUDGET 
BUD:-. \,

InlJ.mu:tlons 

Use for papers on adrniniatra ive an program get policy and procedure.1 

including bu'::':;et forrnulat 'on, B dget Bu ea and Co gressionai subrniss 'ons and 
hearings, Com;', ittee reports and appropriation bills, budget execu ion, and related 
budget matters. Specific tyPes of budget est 'mates covere are annual, s pple­
mental and dE;fieie cy. 

SEE: 	ACCOUN"'ING D SBURSING outline for al aspects of ac­
counting for appropriated and other funds, pay 'ng and col ecting 
transactions relat 'ng thereto, etc. 

FINANCIAL MANAGEMENT outline for basic sys ems an 
techniques, financial designations, audit of funds, etc. 

Specia l Method of Arrangement: 

1. By fund title or symbol: 

---- - -- -·-· .--- ­
BUD 15 Financial Plan8 

(FY 1866) -.-i9.6~~~- 1 
1 

BUD-BUDGf:T 

GENERAL POLICY. PLANS. 	 4 REIMBURSEMENT E TIM TES. AGRE MENTS. 

Includes studies and projects to improve budget­ Use for agreements, including negotiations, with 
ing procedures, long-range budget planning, and other agencies for reimbursement (e.g.• for ad­
budget polic:y and principles. · Subdivide by title ministrative support). Includes prepaid, billed. 
of study Of' project if volume warrants. For and no-cost agreements. Subdivide by agency 
financial plans, SEE: BUD 15. and type if vo ume warrants. 

1- 1 Agency Position 	 4-1 Reimbursement Criteria 

Use for agency stand to be reflected in budget 5 LAWS & REGULATIONSestimates. 
_ Includes ·OFFICE ',- MiN.IiME.T.'" IUHU -C._tlU.. I , 

CIMPTROLLE~ CEWEIAL DE '.".S, TREAIUWf Aim e1f1~1-2 Program Planning Budget System 
IF PEII"IIIIEL MaIl. CEMENT llEcut.".O.... Eft. SUI. 

Use for general materials only. 	 0"'. 8l ''''ReE ., ftLlI!£ .M'"T1. Fo" a.., ... 
""1"1011 "'1, SEE: BUD 12. 

2 GENERA UPORTS & STATISTICS 
6 PROJECTIONS. PREVIEWS. 

For fund status reports, SEE~ BUD 13-1; for 
Use for preliminary estimates requested of officesfinancial plan reports. SEE: BUD 15-2. 
prior to detailed submissions. Includes flash 
estimates.

3 CALL FOR eSTIMATES 

7 OFFICE & POST SUBMISSIONS 
3- 1 	 O,.".C£., ~"'.".T 'NO klDCET 

Use for estimates prepared and submitted by 
Includes b~Jrn~ ~iling on level of estimates individual offices and posts for agency review. 
imposed by ON. 

8 AGENCY REVIEW 
3-2 Agency Instructions Includes hearings held within agency on office 

and post submissions. 

TL-246D & 161F (10 - 1:9-- 79) 




D (p. 2) RECORDS ClASSIFICAn ON HAN DBOOK 

8UD-8UDGET 

9 0"111 ~ M:. A .r A T _Mt8110 

Use for arency estimates &II submitted to Ol\,.rB 
for review. 

9-1 -~ Hearings 

Includ hearings ached a, witness state­
ments, summaries of testimony, etc. 

9- 2 Supplemental Data 

Requested by 0M8 during review. 

9-3 OMI Allowance 

Amount of estimates a lowed by woo 
incorporated in President's Budget. 

10 'S UDG Y 

Use for a gel1C ' estimates as included in Fed­
era Bucil!,"et. 

11 

Use or agency estimates as submitted to Con­
gress. 

11-1 GUSIt Hearn 

nc u{ es sched Ie, p.-unClp 1 witness state­
mentll, supp ementary d ta, OUBe Report, 
etc. 

11- 2 

Ag<!~'l cy appeal to Senate for :restor tion of 
funds reduc.ed by House action. 

11-3 Senate Hearing!; 

nc\ud"s sehedule, princi~l witne3ll state­
ments, supp eme tary data, Senate Report, 
etc. 

11-4 Confe n( d ion 

House-Senate conferenC'3 to' l'$iJOlve differ­
ences on appropriation bi 1. 

12 APP O~I TIO ACT 

Includes analyses of fina action on bill an 
copy of act. 

13 FUND AVA.LABIL TY 

Includen appropriated fun 8, earned reimburse­
ment, refunds, contributions, lloeations re­
ceived, transfer appropriations (in), earned 
income and sales income. Su.bdivide by type if 
volume warrants. 

13-1 Fund Status ' ~om 

BUDGET XECU 10 

14-1 Ap ovtionment 

neludes requests to O. fo~ q .-.erly a~ 
:!)ropriated funds an pr(lvl). 

i4-2 Anr. ·01 Auth vi a t P\ 

14-3 A locotions (TI'Gnsfe ~ ut 

4-4 Tran~fctr Appro~riCltjon 

A Qt\" ., l5 

Inc udes justment 0 allotments. 

15 FIN NC AL PANS 

Use for agency o··l/eral plan for expenditu re f 
appropl"i u-d and othlu funds. . cludeil eo­
quests, submissions, consolichl.tio s, approvals 
a.nd reviews. 

15-1 e!Zr~gramMcn9 

-se 'lor revlsic. of piall baaed on c;.'1Il!lg'es 
in availability of funds. 

15-2 Financial Plan Re~ori$ 

16 OSITleN Aunt IIUI TI N 

Use {OJ: i"equests fOlt , estab'j&hment of, a nd COfi­

trol ver numerical author ' t lon 0 £taffing 
levels or personnel ceilings. 

16- Conwrol R s i5ters 

17 UDGEV BACK·UP 

Use for ba.ck-up materials when it i8 desirab e 
to· rnaOntain them se;.; rate from the particular 
estimates or submissi.ons to which they may 

T relate. 

, 
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RECORDS CLASSIFICATION HANDBOOK 	 CR (p. I) 

c 	 MU CATIO S RECORDS 

Instruct ons 
CR 

Use for papers on government-w'de and agency communications an records 
po~icy, systems ana procedures, services and operations. Inc· 'ded are paper work 
m~,nagement Pi'':;' 'rams; regulations and procedures regarding classified records 
and information. 

SEE: 	TELBCOMMUNICATIONS an POSTAL AFFAIRS outlines 
for matters pertaining to communications and mail matters other 
than those pertaining to agency operations and services. 

BUILDING & GROUNDS out ine for physical and technical 
security aspects of protecting communications and records facil­
ities and classified material. 

EMERGENCY PLANNING out line for E & E and vital records 
programs. 

CR-COMMUNICATIONS & RECORDS 

GENERAL POLICY. PLANS. COO DINATIO 4 	 COMMUNICATIONS A. 

DISTIIB liON
Use for overall agency program and coordina­


tion between agencies. For separate telecom­ Includes determination of office to which com­

munications and records management programs, munications should be routed, distribution gu i e­

SEE: CR 7 and 10, respectively. lines, number of copies distributed, etc. Sub­


divide by type if volume warrants. 
2 GENEiAL REPORTS & STAnSTICS 

5 AUTHENTICATIONUse for those which cannot be filed under more 

specific subjects in outline. Subdivide by title 

if volume warrants. 5-1 Regulations & Procedure. (Auth) 


3 MAIL FACILITIES & SERVICES 	 5-2 l!eports & Statistics (Auth 

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

3-2 	 Pouch Service 6 IReserved for future use) 

3-3 	 Postal Services 7 TELECOMMUNICATIONS SERVICES 
Includes U.S. '."_L-iERV-"r,-M-'L-IVAliT "If-' L­ Except telephone, for \Yhich SEE: CR 8. Sub­
Services, etc. Subdivide by type, as required. divide by type (e.g., telegraph, cable, radio) if 

volume warrants. Includes use of radio _l raos-_ 
J-4 Messenger Service 	 mittel'S in U.S. chanceries abroad and USI CA 

wireless file facilities and services. For similar 
use by foreign missions in U.S., SEE : POL 17- 7. 3-5 	 Message Centers 

Subdivide by organizational element if volume 7-1 	 Policy. Plans. Coordination. (Te ecom)warrants. 

~ 	Delivery Systems 7-2 Reports & Statistics (Telecom) 

Inc udes pneumatic tube system, conveyor Includes monthly telegraphic report and 
belt, etc. tra~c reports. For cryptographic reports, 

SEE: CR 7-11. 
3-7 	 Addre..es. Mailing Lists. 

TL-246D & 161F - (10 -19-79 ) 
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CR-COMMU ICAYIO S & co s 


7-3 	 Organizations & Conferences (Telecom' 

7-5 	 Regulations & Procedure, (Telecom' 
Exeept cryptographic, for which SEE: CR 
7-12. 

U. S. Govemment facilities (T.lecom' 
Includes JANAP procedure, 

7-7 	 Commercial Facilities (Telecom' 
Includes rates. Subdivide by name of com­
pany if volume warrants. 

7-El 	 Cryptographic Svstem. 

7-9 	 CryptoBraphlc C ea~nc , 

7-10 	 Hia ntenance epair 
Of telecommunications and for cryptographic 
equiprr.ent. 

7- 11 	 Crypto raph c ports 
Includes inventories, receipt, tranafer and 
destruction reports. 

7- 12 IV tographlc Operat ons Mat rial 
Includes cryptographic proeedurea and re­
quirements. 

7-13 I 

7-14 	 Reco\lttion , 
Inc udes reeeJition reports and irregularity 
reports. 

7-15 	 Propagation 

Includes fol"eCasts, charts, and conditions. 


7-16 	 IEl'Iglnoe,lng 
Includes design, cons ruction and changes. 

8 TELEPHONE SERVICE 

8-1 Polley. Plans. Coordination. CTen 

8-2 Reports & Statistics (Ten 

8-3 Orgoniilatlons & Confe,.nces (Yen 

8-4, Agreements (Ten 

8-5 Law. & RegUlations (Ten 
Includes rates. 

~ Telephone isb, D',ea Ii 

9 (Re.e,ved for future uut 

RECOR S 

10-1 Policy. Plans. Coordil'lation. ( , ) 

10-2 R POril Stcfsiies ( 
Except surveys, for which SEE: CR l~. 

Orgonl:.:ations 8. Cunf :en(.~ i;l, 

10-4 groeen !lUis ( 

Inc udes agreeMents w'th t' er gOV~ll'n· 
menta l'e mainten ce an is-P0ld ::m of 
mu t'partite records. 

10-5 	 Laws gulaHol'll 

1~ 	SUi'Ve s. Stu i I 

S bdivide by organizational element 'f vol­
ume warrants. 

R CORDS MAINYE CE & SE VI\.E 
For deve opment and updating f official file 
system, SEE: CR 12. 

1 - 1 	 Phy~ical Location 

11-2 	 F I. Insta :latlons. Op i'G~icr" !J. 

11-3 $fer" nee ~rvlc 

For questior.s relating to acce83, SEE: CR 
1G- , 

12 I E SYSTEM 
Use for development and updating of system, 

12-1 etC/reb I@ssifh:ation H ndbook 


Includes TV And distribution data. 


13 	 RECORDS EO PME 

Use for development ot standards and review 
for proper utilization. SEE: PRe for pro­
cU?ement; BG 16 for Equipment security; and 
ES oUtline for supply items. 

i 3-1 	 Folde, lab.'. 

14 	 MICROFILMING 

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

16-3 C ssifi ~c 11,15 ISPOSiTI 
nc u es down d 'n-, d~laasiftcation, e­

15-1 at ro ent control, upgrading, etc. 

Within agency. 
17 GEM N 

Use for program to prevent creation or or ;0 
l'minate unnecessary report, red ce n .. r:.:X::r 

Between agencie . of copies, etc. 

Destrudi :r. 1 CO ESPO DE 

Ii 
Includes correspondence procedures, inst· uc­Records Control 
tions for use of vario s types of communica­
tions form , form a n gui e lettel'S, pluin let­

! 1=0 AllON SEC liY ters workshops, etc. Su ivide by bject if 
volume warrants.Use or systems and procedures for andling 


and con"rol of information and documents. For 

security survey reports, SEE: SY 2- , 9 OJ 


Use for systems for iss ing po icy an pro­
16-1 U e cedural 'nformation for gu 'dance 0 gency 

personne\. Fi e p blished serie of ' s aneesFor executive privilege, SEE: LEG 9. 
separately. 

16-2 co mfl'l9 C n roJ 
2 11=0 MS 


Includes logs and receipts covering c a 

Use for forms design, ontro, 'mprovement ortied documents, TS inventory ~ontll' pro­
standardization, etc. cedul'Els, serialization, etc, 
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EMERCiENCY PLA.NNIING 

Use for papers on p nn 'ng and provisions made by the gency a overseas posts 
for meeting cc~·. .:.~t ·o which may arise rom disasters, warfare, r 'ots, or emer­
gencies other t ' ..., civ' ian efense p anni 

SEE: DEFENSE AFFAIRS ou ine for c 'vilian defense. 

PROTECT VE SE VICES outline for consular services n pro­
tecting both government an pr ivate persons and property. 

COMMUNICATIONS RECORDS outli e for emerge cy 
struction of records and cryptographic material. 

EP- EMERGE CY P N N 

GENERAL POLICY. PLANS. COO 7 EMf: GE CV ROil 

Use for overall agency po icy and panning, and 

coordination between agencies. 
 7- 1 

Inc des irectives n 
2 REPO TS 

7- 2 Reporis 
3 ORGA IlATtONS & CONFERENCES 

7-3 Other Agency Pro d res 
4 AGREEM ' TS 

7 Continuity of Ess nHal Functions 
5 LAWS & REGULATIO S 

7- 5 Emergency Action Doc ments ( AD) 
6 & E PR:OGRAM 

Use for emergency and evacuation program. 7-6 Em rgency Assi nmenn Ca re) 

7- 7 Executive Reserve Program6-1 E & E Policy. Plans. 

7-8 Emergen y Communications6-2 Reports & Statistits. 
Includes Emergency Notification System Includes population statistics, evacuation lists, 
(Cascade).etc. 

7- 9 Relocation Tests. Exerci.es.6-3 liaison Groups 
Subdivide by code name and year.Subdivici.e by name. 

8 VITAL RECORDS PROG M6-4 Emergency Requirements 

Such as for communications equipment, 8-1 Selection Guidelinesordnance, etc. 

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

Includes Handbook. 8-3 Records Protection 

6-6 Saf.haven 9 ROUND- UP PROG M 

TL-246D & 161Y (1O - 1<J--7 9) 
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ECORDS CLASSIFICATION HANDBOOK 	 ES (p, I) 
------------------~~ 

T, 5 PPLI 5 & Ie 

In.eruct on. 

Ul4(' for JJllllt' rH on the tilizatioll , mailltt'll m~t!, und diMpO.'lit 'on of eXllendab an 
noncxpendable equipmtmt and ~uJlplieK Illld for serviceM ~Ia t l' to, pt u 
follows : 

SEE: 	BUlL INGS &. GROUNDS 0 tli e for design and selection of 
furn 'shing8 and buildings serv 'ces, 

COMMUNICATIONS RECORDS outline for atandarda tOI' 

proper ut ' i tion of file equipment and supplies, telecommunica­
tions facilities and services, 

~ PPING &. WAREHOUSING 0 tine for pllck 'ng, nlC 
nnd storage of hOUKehold effects. equipment, nei I\upplie.~. 

VEHIeL Sot 'ne for ac iaition, ce, ma 'n en ce a 
t 'on of Il'overnment-owned utomotive vehicles. 

PROCURE ENT CO TRACTING outline for matters per-
ta'ninll'to these subject", 

elise fileK. Papers concerning pecific supply or eq iprnent item m y grou 

to ether by n me of the item, The file folder labe (s) for such Ii eM Mho ci show 

the r,ame of the item fo owing e pr'mary g bjeet aymbol ES, 


s-EQ M NT, 

1 	 GEN 6 ' e.erved for futur us) 

U. only for materi 1 wh 'ch cannot be ftl 

under one of the more aped e llubjeet8 'n outline. 7 P OPEITV ACCOUNTA ILIlY 


Subdivide as expendable or nonexpendablo if1- 1 	 .qvlremenh. or c .ts. 
desired, For inventory of nd aecountabllity tor 

Other than let forth 'n budget eat maws, for blank plUl8porta, E : PPT 10-1. 

which ~EE : BUD outline. 


7- 1 Stock Controls 

On expendahle aupp iea n equipment. 
GE ERAL EPO TS ST TISTICS 

Ulle on1)' for material whi"h cannot be flIed 7- 2 Inventori•• 

ulld" r 11111,> of tlll' mOTl' 8pecifh~ aubjerb in out­


or nun-exp<'ndnhlr. IlrOJ'ltlrty, Indudell pro­lint'. IIICludf'1I r l'pol'bI t.o GSA, For invllntory 
ct!llUrl'N for 11~IIUrinR' and maintaining prop­rl'lKlrt !l, ~F:E: F:S 7-:!. 
flrty rtlCord (,Ilrdll, hlUlic inventory reporta of 
furniture, (!lluipment, and oftlce machinery.3 IZATI S & CONFERENCES 

4 	 REGIONAL 5 PPLVeNTE S 7-3 Loan. & Exchange. 

lilt' for est:lblishment and overall operation of 

rent{,TII. Subdivide by location if volumt' war­ 7..... Thefts. Lossel. De truefon. 

rant.. 


Incl des prollerty survey rcpor'U; Clf IClst. .nd 
damaged itemB, 

5 	 LAWS & EGULATIONS 

In"luci«J di~tive8 and procedurea. Use only for 
 8 	 ,....rved for future use)thll_ too p.n~ral to be filed under more 8pecific 

8ubjectfl in outline. Subdivide by 100ft(! if vol­

um" WlllTnnU. 9 STANDARDS 


---~=- -====-"-- ~ -=-" -=--



ES (I' , 2) 
-- -- -- .-- - -_.­

10 
Suhdivi( n hy type of .lI'Vice e.., typewri 'r 12- 2 rc' \lII i r , i rni lulN! Nanillhlng, .) f vol .. 
~'lIr rl\ It», In ~d S IlpaS, CtlWP. i'Il f r. o r o . iilti n 

~Q ('.on-profit orSaft 'utiona. 

11 U' 
ExcludeR c'xceu property for w 'ch E: 
'-;8 ~-:l . 

212 S RP 

--_._ •._---- ... _-_._.. _._- .----------- ­
TL-246D & 16LF (10 - 19 - 79) 




RECORDS CLASSIFICATION HANDBOOK 	 FMGT (p . \) 

NC MA G ME T 

In trudions 

Use for papers on financial management program in general, agency's feasibility 
studies and applicat 'ons of basic financial management systems and techniques, 
authorization or certification of personnel and facili ties involved in paying a d 
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 ac­
counting for appropriated and other funds, paying and collecting 
t ransactions, and accountability therefor. 

FMGT- FINA CIAL MANAGEMENT 

GENERAL POLICY. PLANS. PRINCIPLES. 8 BANKING FACILITIES 

2 GENERAL REPORTS & STATISTICS 9 BONDING 

Use for general studies, surveys and reports on Use for bonding of employees. . 

financial management systems and procedures 

and evaluation thereof. 
 10 SAFEGUARDING OF FUNDS 

Use for requirements and standards for physi ­3 CLASSIFICATION CODES 
cal protection of funds and negotiable instru­

Use for handbook containing accounting symbols. ments. SEE: BG 16 for construction and 
installation aspects. 

4 TERMINOLOGY 
11 INTERNAL AUDIT

Includes glossary of terms and abbreviations. 
Use for inspections and reports by agency audit 
staff.5 LAWS & REGU ATIONS 

Use for agency regulations and procedures. Also 11 - 1 	 Domestic
includes C mptroller General Decisions, GAO, 

Treasury and other agency directives, etc. Sub­

divide by agency if volume warrants. 11 - 2 Overseas 


5-1 Procedural Handbooks 	 11-3 Contracts 

For classification codes, SEE: FMGT 3. 
12 GAO AUDIT 

6 FINANCIAL DESIGNATIONS 	 Use for site audit by General Accounting Office. 

Use for designation of personnel to perform pay­
13 EXTERNAL AUDIT (CPAIing and collecting functions. Subdivide by or­


ganizational element if volume warrants. 
 Use for audit by certified public accountants. 

6-1 	 Disbursing OMcers 14 MECHANIZATION 

Includes data processing, electric/elect ronic ac­6-2 Cashiers 
counting (EAM) machines, electronic com­
puters, bookkeeping machines, etc. Subdivide 

6-3 Certifying OfIicers by type if volume warrants. 

7 DEPOSITORIES, LOCAL 

TL-246D & 161F (lO - 19-i9) 
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VE . E VCES 

Inltnldl "I 

Use for papers on fad itative services of the types ca ea, !)rovide to st&« 

and operating offices by agency administrative units 3n to other agenc'es nd 

organizations. Do not use for papers on reimbursement est 'm tes or admin 'stra­

tive support agree ents with other agencies for providing such services; or for 

papers Pertaining to information and cui ural media for which see me4ia outlines. 


FSV 
SEE: 	BUILDINGS & GROUNDS, COMMUNICATIONS & RECORDS, 

E UIPM NT, UPPLIES & SERVICES, TRAVEL, SHIPPING 
& W AREHOU NG, and VEHICLES out ines for matters per­
taining to those partic lar rvices. 

BUDGET outline for reimbursement estimates and agreements. 

ORGANIZATION MANAGEMENT ou ine fo. administrative 
support principle, policy, etc. 

EDUCATIONAL CULTURAL EXCHANGE outline for faci l' ­
tative services for educat · onal and cultural affairs gran ees. 

SV-FACI lATIVE SERViCES 

AUDIO-VISUAL SERVICES 	 ~ Technology 
Use for technical operat ing data, such as 

1- 1 GeneNiI Policy. Pians. GuldeUn s. processing and progT mming techniques, in­~ put and output methodJl, machine language, 
1-2 Gen ral Reports & Statistics etc. Subdivide by appropri te GU j if vo ­

ume warrants. 
1-3 Organizations & Mo tin $ 

3-5 Laws & Regulaf oni 
-4 Technology Use only when material cannot be flied under 

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

3-6 	 System$ Developm nt. Feasibility Studi s. 2 REPORTING SERVICES 
Use only for general material. File speeific Includes conference reporting. 
projects under appropriate subjects in other 
outlines. 3 fOMATE!) DATA P OCESSING 


For maintenance and disposition of ADP equip­

3-7 	 Statistical" Other Services ment and supplies, SEE: ES outline; for pro­

curement, SEE: PRe outline; for systems and 
studies, SEE: ORG outline. 4 LANGUAGE SERVICES 

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

Includes cooperative arrangements with other 
 For interpreter/escort services for grantees,
agencies. SEE: 	EDX 28-6. 

3-2 	 General eporis Statistics 4-2 	 Translating
Includes machine utilization reports. For 

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

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

ices. For pUblications procurement for agency
3-3 Organizations & Conferences or post libraries, SEE: FSV 8. 

TL-246D & 161F '10-19-19) 
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FSV (p. 2) CLASS1FICATIO H ANDBOOK 

V- f AC IJ 

6 EP DISVR UTO 7 ED TO I l se VIC S & 1.'..... , .......... 

CONTROL 


6- Geneml Policy. P a ns. Gu in i . ncludes control over interna a.n eKt.ernal pub­
lieations, regulations of Joi Committee o. 

2 G neml eports Stat tics 	 Printing, etc. For preparation othar th .1 ~i ­
ing) , clearance and distribution of offiCI nd 
unofficial p blications, SEE: P R 10, 6-3 Organizations & Meetings 

U L CAVIO 5 P OCUREM 
~ Technclogy Use only for administ rative aspects c~ prvcu­

ing pub ieations f rom 0 1" for any so :-cc. S 1>­
6-5 Laws. I _gu a tions. Procedur~s . divide by n me of request'ng agency or f:our;:e 

from which procured. 

" 
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------RECORDS C ASSIFICATION HANDBOOK 	 LEG (p. I) 

EGAl. AFf 

Inltrudionl 

U1W only for papers pertaining to t he Agency's egislative p.ogram and .-elations 
with CongresN which ave so general in nature that they cannot be Ie under t he 
more specific subject 0 tlines in this handbook. Also inc ude are papers on s c 
Hubjects as const itutional and comparative law, legal op 'nionR and interpretat 'oM, 
judicial and claims procedures, etc. 

HF.E: 	 POLITI ,AI. AFFAIRS & RE JATIONS out in!' for matterl'! per­
tainill)C to J.R COllgrCIIR unn·lated to Agency'll functions and LGope ·at.io .11. leg 'tllutive boc!iclI of forci)Cn governmentM, for domefl­
t.ic law, lind international law. 

PROTECTIVF. SF~RV ICI<~. outline for judiciI 1 and p.lCal lwrviceN 
providt·c! by cOlll4ulur (lffic('rN. 

LEG-LEGISLAYIVE & LEGAL AFFAI S 7 VISITS 
U RC (or tri ps hy individua l mellll " 'r" of : 'J IIgl"" S!l 

und Congrj'"siClIlI I ( (' Ic'gation!! (CO lJI-~ ,S). Ar­
range al " hahrtically II)' numl'.lEGISLATIVE P OGRAM
,I " I' 

7-1

ollly fur Ag(,I1(,),'s oVj'rllll h')Cilll ativf~ "ro­

apen;::":1111 . ill (·hu ill)C Jill. intrudu("I'I1 on behalf () ; nil 

lhUj;(' a/f j·(" illg ai-rency lH"ogran Hand operatillnN. For CongreRsional ru.ve ler!>. 


1-1 Congressi nal Summari.s 	 co lESS ONAl INVESilG no s 
u~ for daily and other summarie of Con­ Use onl), for material rc ating to inve. tigatioJllI!l 
Itr('ssional IlIction on bills of interest to Agency. in gcnl'ral. Paper!> 011 · nvest igation~ of Rpedfi<" 

programs shou ld he filr.d 1IU Ijectively under ap­
2 REPORTS TO CONGRESS propriate outlin('s. 

(lS4' ollly for overall l'e1 'OnR 011 Agl'n("y opern­

l inllf;. Rl'p()rt.~ on 8~('jfic programs should be 9 EXECUTIVE P IV LEGE 

lill'fi Rllhjf'(ti\'~ly under AIJProJlTil1t.e Kubject out­
 UIIC! for matl'rial r(·laling tu Altf"lu·y'll priv i f!K" 
lillt·H. of wilhh() I , lin~ illrunn ation frum elln "reRR. 

3 	 ORGANIIATlONS & CONFERENCES 10 EGAL OPI 10 S. ,., TE PlilElATIONS. 

Hull4tiv ich' hy namt> of orgnn ization and naml'. 


U NC' (Jnly (ur gj'lU'ra l ,,"~~r ial whit-h ,·allnut Ill',latj', and l()("lItion of ("on f'An-ne(' if voluml' war­
'ilt~j l Nu"jl',·liv..ty 111I4I4'r nth.'\" nuUi neH. 

rant~. 

11 SUBPOENAS4 	 CONGRESSIONAL COMMlnEES 
ll",. ,,"1~' (fir ~('lwl"al pap"rll Oil ("OInmittrc! ml'tl1 - lIj;f' fllr prll(·,·dlll'l·" ,·..Iating tu loallfll ing IIf Hul,· 
I""'"hip, p rn,·,·,hlrl·". ,;dll"llu l..." of al'llf'ararl(,l'!i ' )()i~na" " .. rv.·,1 tin Ag'j·fu·y. 
IH,r..,·j· nlld ,. la timll' ..f agl'III')' nnkialll with 

,·t111lllliltC',·". I':lJll'r,; ,·"'atinlt 1.0 hl'arin""" IW'(lIrl' 12 COPYRIGHTS. C EARANC S. 

••..Il lllli It ,.,',.. nn I'pt'("ifit· progralllM Khou hi Ilf' 1iI(·tI 


Use onl y fo r general material whi ch cannot be~lIh.i,'C·t.i\'.·ly untl!'r aPJlrtlpriat4~ lIubjl"l-t oIlUilU'lI. 

filed subjectively under other outlines. 


5 LAW 

13 CLAIMS. LlTIGATiO .
II,,,. nll l ~· ror j{l!'nl'ral rnatl.~riul on conlltitutional 

law. ("t1l11lmrntivA law, l't(". For domeRtic law of' UIIC! only for gf!nt'r nl ml1tRriul on claims hy ur 
:I ••..ulltr)·. intl"l'lIl1tional luw, Rule of Law, eu., agaillllt U.S. (;ovf'rrrnllmt, d a imN Jlruc(.'du r'·", 
SI':E: I'OL r•. I'll' . Fil. · s ' '''("i fk ty ,,,'" nf j·laims sll"jf!c·tiv4'ly 

(P.g., rur wa ,. ,lanHljtl' rlai ms all41 CIt IIf'r "Iui",,, 

6 MEMBERS OF CONGRESS againHt hORt guvprnml'nt, sl·~r·:: PS H- "; for 


tort c'luilll", Sfo:r·:: !')O:It Jr,- W • •!tt:.) .
II ",· <lilly (,,.. jt(,ll('ral mat('rinl on nttitwl(·H. hin· 

. ;::Taphi.· ,..kl'lj·lwll, liai",'n w ith. j·t(·. ,"'nr visit", 


SI': I':: I.I':(~ 7. ArrlU'j{" alphnll4'lic'ully hy nanH'. 14 JUDICIAL ASSISTANCE. PROCEDUR'E. 

[ndud,'" CUfllmittl'f! 0/1 Jurlidal PrO<"p,iur,·. 
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RECORDS CLASSIFICATION HANDBOOK 	 ORG (p, I) 

ORG o10 ~ & MANAGEME ,. 

Inltriictions 

1],0... for malt'rialll on the l'NtllbIiHhml'nt, oi"j{anizll t. iolJ , r eol'l(anizatioll, and tE>rmi ­

"H lioll of Agl.'lIcy office.,; nd overN£>al-l POl; t.N; the Ill-lRi gnmC'lI i. and i<' il(nmenf. o. 

functions; changes 'n s tatUN of PORts Illld conNular d iHtricts; and policy and in­

"tru~tlOnal IIYNtemR and statements wh ich defin~ orglin 'zational and functional 

matt e 8, Also included are general admin ist 'ative and organizational matterl'! 

relll!. ·ng to other agencies, interagency relationshiJll-l, coordination, etc" not in ­

volving specific substantive programs which !!houtd be filed under the appropriate 

subject matter outlines, 


Use also for materia l which deals wi th the Hubject of administrat ion in it!! en ­ ORG 

tiret y, and fo material which covers several adminiRtra tivp subjects, i. ., ma­

terial which cannot be filed under one of the specific administrative Hubject 

outlineR. 


ORG-ORGANIZAnON & MANAGEMiiNT 

GENERAL POLlCY PAN, COORDI ArlO 3 MfEYlNGS & CO FElE CfS 

[nl"lulle!l mnt(,l"inl 011 Agenl'y ano pONt organ iza­


3-1 	 Administrative 0 c ~t.ion I1ml nlllllagl'ment in gen"ral, nliminilltrativ(' 

,,"p!'rvi~i,," IIr I'ollst itucnt pORts, "Imll'u lizatinn 

V:< . dN"'n t ralization or adminil'ltrativ(' f'ullI't iollll, 
 3-2 Chiefs of Mission , Principal OffIcers, 

and "'Hmlillntion betwl~n ano within Ilg1HII'i.. " 

on aominillt mtivl' matters. Suhdiv ide by nllm!' (If 3-3 Sta 

:Ij{I!IICy if viliume warran~. 


3-4 Public ARairs Ollcara 

1- 1 	 Country Team 

4 	 ADMINISTRATIVE SUPPORT 
1,,(, 	 fill' I"ooroinated etTorts of Agf'ncy r(!prl' ­

Use for gl!lH'ral materia on adminis rati ve KUp­Sl' lltutivt"s in t ne fielll to work as a team unoer 
port principle or policy as it affl"cts organizationchil'( of n1i ssion. 
ano (unctions of Agency or POKt. For evels of 
support and rf!imbursement agreemfm tK, SEE: 

1-2 	 Consolidated Administration RUn 4; for accounting aspects, SEE: ACC 
USI' for consol idation of State, AID, USICA, outline. 
a nd Pea(,e Corps administrative personnel to 
provine integrated service at specific posts. 5 DELEGATIONS Of AUTHORITY 
Irwluclell CA MO, For administrative support Inclurles designations. 
a s)ll'i'tf< , SF.E: ORG 4. 


6 DUTY OFFICERS. ROSTERS,

2 	 GENERAL REPORTS 8. STATISTICS 

Ineludes hoi iday list. 

II Sf' ollly for material whi('h is 80 hroad in ,'on­

lpnt thnt it. ca. nnot he filed under aile of the mol'/' 
 7 	 VISITS 
spl'I' ifil' s\lhjt'~ts ('lsewheJ'(' in this outlinE>. 111 ­

UI\I' for pal,,-rs of a substantive natur;' re' atingd ill"'" JII'rioci i(' administrative rl'l)()rts ( ".g., 
to field trips hy agency personnd on official \n'l-k ly, monthly, ett~.) F'or F' oreigrt Sl'rvi('e in·· 
husilll'lIH. For routine travf!l arrang'-ml"lIt.'I, u~"," 'I,tion r('portll, REI':: OUG 11 ; for I'IINL rf!port!l, 
TRV 	OIIt!i,lC' .:-; ..:,,> PEU 2-1; for l14't'urity su rveYR, 81<:";: 

:-;Y 	 :! ·2. 
8 	 ESTABLISHMENT. F NC110NS. RfORGAN­

ZATION,2-1 Reporting Requirements 

Inl"lultc'N hist.ory ancl hllckgrfluru l ..r Agency,


(h('rnlt !'I'porting I'Icheciull's, workillalill, and office 	 or post, statemf!nt. of (unl'tiClnli and or­
n -Iut,'d management aspet'tK of T('J)Orting 1'''­ ganization charts, and Agency rf ~or"an ization 
11U I rl'me11 tl< . plans, opening, change in status, and dOlling of 


p08t.'I; determination and jurisdiction of consular 

2-2 Critiques dis tricts; dc.. 
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ORG (p. 1) RECORDS C ASS 

o G-O GAN ZAY ) MAN G M • T 

9 MANAGEMENT SURVnS 

S"h.livi.h' loy .rrgllniUltion or fun(·t ion ~in~ 
sun'.·y,"1. Ir .It'lI i rC'II, fth~ hy l<uhjl,("t IIlIil K Illt­
lin">! 1"'11\' 1110'.1 ill h iM hllnclhook. 

10 MANAGEME T 'IQGIIA 5 

In(,ludes a ll yper of management program!! 
Much nil Mannl';'ement Improvement, Coat Re­
du tion , Informa ion Manag ment , etc. A so 
in('lucies manaa-em<;lnt method an tee niq eR. 
Subdivide by Ram! of progl'U m 0 fatei'll, if 
vtllum(' Wllrrnntll. (Except fin nei man I'e~nt 
(or whi(,h SEE : F, GT outline and for records 
Innnagement, forma manugement, reports mlOl'i­
Ilgement, and directives management, 107 which 
~EE: CR outline.) 

0-1 PolicV. Pans. Coordination. 

10-2 Reports 

ICAT!O HAl DaOOl( 

10-4 A r.ements. Contrads, 

10-5 R.gu§ations. Proc 

10-6 .searth 

11 

12 COND CT OF Oi=FiC 
Jl:I~ fo1' iIlSIIIUU"' '; on uf/ic(! roccO 'l'~, 1"0 ti e 

atlmini" 1!'0 iv" muttcrn, I"lAn!'> ' Ii" 0 om I) 

RIIC'('c'MIW, r , clI ll'Rflur o i cveni ll, cu.. 

.------------. 
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RECORDS CLASSI~ I CAT iON HANDBOOK 	 PE (p, I) 

PERSONNEL 

Instructions 

tI:w for papE'n; on all a~pect8 of personncl adm inistration in the Federa Govern ­
mE'nt and in th(' AR'ency, including it. organizational comp.')nen t!! , Also 'ne udes 
lwrsonnel ~ec rity, Papt>rs relating to indivirlulil employees shall be ti ed y 
namp. of employ('(' in accordance wi th regulatior s in ~ F AM, 

~EE: EMERGENCY PLANNI G outlinl' for a~signmt'llt. of perllOnnel 
in (!mcrjC('ncy situutions, 

PROT"~CTIVE SERVI Cf4:S (l1lt.i ilH' for prot.I'"tioll of IlOV('rnmf.'n 1. 
emploY('(':-I (lvcrl«~al-l ill ('m(' I'Il"IICY ~it.uaj iOIlS, 

PER
TRA VEL ou tline fo r t.r. VI'I of (·mploypps alld dpPC ' IUIl·lat.:-; , 

SHIPPING & WAREHOURING outl ine for shipm(·1I1. of cffcct~, 
ann oth('r it.ema, 

Special Method of Arrangement: 

1. 	 Ry type or category of perllOnne such as 
,'olltl'adol", for('ign, nationaIN, etc. 

a . 	 When vo lume warrantN only a primary b, When volume warn nts lIubdivision by ap­

f0101'1' : propriat~ ~ubject breakdownll : 


I'~:R - PERSONNEl. (Mariat.' Guarda) ARaI~nm..nl. 
Dt.'taU (MariaI.' (~uard.) 

PER-PERSO NEL 

GENERAL POLICY, PLANS, COORDINATION, 3 ORGANIZATIONS & CONFERENCES 
l iS, ' ,,"ly 
111.01",' 'lilt' 

tll.1 lit .. , . 

ror material \Vhic'h ('allllot I,,' 
of th(~ morc' 14 IM't'iti(' ilUl.j C'CU; ill 

fil.·., 
th is 

lis,' Cl/dy rOT " "!lc'rs whwh cannol I ... lilt·" 1111""" 
on(' or lh" """'e "fl(!(:iljc' ><uhjr.c II ill thi" olltline' , 

2 GENERAL REPORYS & STATISTICS 4 STAFFING, COMPLEMENT, 

II ~" ollly for pnpt'r); wh ich cannot l>(~ filed IIlIclc'r 
01H' of the more I'Illet'ifk Ruhj(.'Cts in this outline, 
1lll'lud.,s t'lllpl OYCI' ('areer records (ERe) and 
1ll:lIlPIlWt'l' ut il ization skills and reports (MUST), 

URI' fo r proposed and/or author i:re,1 Ilt'rsonnd 
slr.'nl(th of organizational element. S I': r;: RU j) 
Iii for budgetary aspect ot position ceilings und 
IUlth..ri)',ati()n~ . 

2-1 Post Report, 4-1 eduction-in-Force 
,I"., ,,"ly for prf' paratio ll ami Ruhmil<sion of Inc'Jud('s prc)('ecluT('s for estahlishing, mainta i n­
""I"lrt. h~' l'ORt. Heff'l"I'lIc'C NC·t should be' mnin­ ing anti """lying r('tf'ntion registpr:<. 
':lIIIt,.1 s .. "a r lltf'ly . 

2-2 Biographic Register & Sketches 	 SLAWS & REGULATIONS 

IlIdud.·s Jo'urp ig-II S"rvil'e Act of I !'"Ii anti :lIIW lltl ­
2- 3 Foreign Service List "It ' lIls , ",,'d"ral I'.. r:<ollne l Manual,Clnff 0"" eIREC ­

li v('s .. f a 1(t!llC!rllI naturc', Suil,livlllc' hy s"ure'C' 
2-4 Key Pe"onnel Directory :Inti/or till.' of ,,('t i f volume W8rTRntR, 
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PH (p. 7) RECORDS C ASSlf CATION HANDBOOK 

-r 
PER- PERSONNEL 

... 
6 AWARDS & COMMlENDATIONS 9- 12 Graduation herels••. C.rtI cates. 

Diplomas . 
F"r "~(·II' · y '·llIpl"y(·(·", induJin,: t·onl,ll.Ycc· suft­

Io:('sriun pro~ram1 I nc(·n l i vl.' Jl wants pruJ.:rnm, (·X(."'~IH 


s .. f<·-dr i v in~ a wards, fur which SEE: VEil 13. 9-1.3 Con,ultatior.. rieing. 

F .. r award" '" "rOm in('1I1 p('rsons ulh~r [han 


IIIC udeK debY'i"l'in~ retum.'d employees.A,:cnl"Y <1nl'l .. Y.· .. s and mititary I'c rsunnd, SE E: 

POL (,-~ ; lur awards tu military pC!rsunnel, SEE: 

DEI' (,...(, . 
 10 PERFORMANCE EVALUATION 

6-1 Awards Commi"ees 
10-1 Performance Rating Committ.e.. 'valua­Suh.lividf' h)' name' if volume warrullUl. 

tion Panel•. 

f'or Selection Hoards and Promotion Panels, 

8 1':1':: PER 13-6. . 


~u .I .. liviclC' lIy typl' if \'olul\1l' warrants. 


6-2 Cash Awards 

10-2 Ra tings. Appraisals.6-3 Commendations 
Ind 1I1f'!' amlea ls. 

6-4 Honor Awards 

~lIhdi\·i tl,· hy Iy pc' i "OIIlIlW warrunts. 11 CO PENSAliON 

U".· fur dc·tl')·mi nut iCl II uf sal r y unci waKe sca eu
6-5 Non -Federal Awardi Decoration lIud nlluwttlll·C'M. Suhdivide by tyJIC of payor 


allowullc,' i f volume warrants. 

7 APPEA S 


11 ",. fnr ~"I",ral lIIa l"rI ; 1 HlI al',",a iJ IIYIltc>m. 11 - 1 Cost of Living & Quarter, Allowance, 

V .. r "11O"'ilil' lYI'N' elf alllN'al, MC'f' undf'r up~rOI)ri ­


I lIc' llIclc'/I tf·ml".rury lodR'i ng a llf)Wllnrf! . Ff)ralt- suhj,·(·1. ill nutli ...•. 
retail ,tric'" HChc!Clule!l, SEE: PIi:R 11- 9. 

8 ATTENDANCE & LEAVE ,., 

11- 2 Deductions
1".-iI1 <1,·s annual, !;ic'k , Iwnw, military, and ('nurl 

I'·:lvf'. h'av(' without pay, ablM'nee tor jury duty, 

hnu n; uf work , etr. Suhdiviclf' by type of' t"uv" 11-3 Education AI c wanC051 

if vol ulllc' wa r r ants. 
 It'or educationa l travel of dependents, SEE: 

TRV outli ne. 
9 TRAI ING & DEVELO MENT 

Sulttlivic'" by type if voillme war·ranta. . 1-4 Final Salavy CI.arance 

U pnn sr.paration of (·mployee. 9- 1 General Po Icy. Plans. 

9- 2 General Report, & Stati.tic. 11-5 Wago Rate. Scheclllie. 

I 111'1 udell 1111 rv('ys t.o ,!ctf'rm i 1\( ' appropriatt~ 
9-3 Organiza tion, Conferenc., waltI' ratCH and lIC"h"c\ules tor loea employeell, 


1II1t \ WIlIfC h(lUrd dei.erminatiunI'I. 

9-4 Agreements. Contrads. 


11~ P, mium P y
9-5 Laws. Regulations. Procedur••. 


~uhdiviclf' 1111 Ilv,·rtiml·, night, 01" ho iallY pay. 

9-6 Sponsors. 


11- 7 Post DHferential Allowance 

9-7 Visits. Trips. 


11-8 Representation Allowance.

9- 8 Schedules & Ros.ers 

11- 9 Retail Pric. Schedul..9-9 Requests . Applica tion,. legl,tratlon,. 

11-10 Separation Allowanc..9-10 T.aching Ma eerials 

9-11 Examine tlon and Testing 11 - 11 Transfe r Pay 

-- _._---_._--------: .. 



RECORDS CLASSIFICATION HANDBOOK PER (p, 3) 

PER-PERSONNEL 

11-1 2 Increa,e, 
Suhdivicl., hy lype' Much aM wi thi n-gracl", 
IH'riocl ic', cluality, c'tc' . For increallflll or cI,,­
crealle" in I))f!ciftc tYPf!1I of pay, allow nctls, 
I'lc· ., l-''';Jo:: I',,:n 11 - 1 th r u 11-8, 11 --10, 
I I 11. 

12 CONDUCT & DISCIPL HE 
1,",1 uti,'s rl'l{ulnt ions and l,l'o('('oures governillj( 
.... lIfli <"t of intt'reRt, imm';ol"li ination, prohihi tecl 
.. "Il l in ll ac t iv ily, ill t ox ic'a tiOn, sal(' or hurt('r ,,( 
... 'r~nllal pl'o pl'rly ahroa c , toea curr(!ncy ram;;­
al'l inliS .. f t'1llploYN',' , n('(''' pta ncc of g ift"" ('le' _ 
(:a~,· lilt' <i il... il)li nary lU'l iom: 011 individual "01­

pl.,)' .... " ill !'c'rsonll(! f"I,lc rl4. 

13 EMPLOYMENT 
('asp lilc' 1"'I'SnIIlW I a(' t.ioIlN Oil illcliviouul C'm­
plo~'''''s Ity llallll' in 1 II'rso 11 111 ·1 fol ,lerM. "'or 
,·,·c1I11'1illll -ill-forl·I·, Rf:Jo: : 1'l<: U -1 -1. 

13-1 ApplicCltion for EmploYMent 

C;II'" fil.' illo iviclual a p plications by name i f 
volume warrnnts, 

13-2 AIIIPointmont 

I ndlldes initinl appointmf'nt, oath of officc', 
r .. in~tatt'mpnt, r<'employmC'nt after break in 
sprvic''', latf'ruJ entry from Civil Service to 
F""pij!1l S"rv i(','. ptc. Subdivide by type of 
appointment (t·,K., competitive ReTVic:e, ex­
"c'ptc'cl Re r\'i('t', FS, t'tc.) if volume warrantli. 

13-3 Assignment. Detail. 

ltwlucll's u!<!:ignlll l' lIt sys tem p11'ocedurell and 
art ion!' , trallsft'r to IlC'W a!!signment in field 
or in Wash ingtoll aftc'r home leave, length nf 
1"lIr~ ni out;.- at po~t, rl'imllllTBable detailll, 
1'1 •. _ 

13-4 Examinations. Te,ts. 

( ' ~•. 1'",' BJ ~LI /' !.L"r l~X;Jlnill""" fur I.h.· ,,'orl·il{lI 
:O;.·/'\' il·.·. OPM, lallguagt' alltl othe'r 
'1I1" l ir~' illJ,:' "'''(''. c·t.·. Sululivitl,' hy lypt' if 
\,,,1111111 ' ",arrant". 

13-5 Equal Employment Opportunity 

13~ Promotion . Demotion, Selection Out, 

III.-iuel,·s Rt'll'l'tiull Roardll, Promotion PUIII'I!!, 

1'1,' . 

13-7 Recruitment 

13-8 R.tiremen' 

III..tllclc·~ OPM Fnr"ign Servi('e unci 
:O;oc'i:11 S'·"I.rity ,·..lir'·Ill"llt lIYMtl'mR, lH'lI .. tlts, 
'·( C' . 

13-9 'i rmi"aVi i'i 

Vie for rellignation, aeparatioll for ('BUM. 

lind tc'rmination of &erviees through death. 

13-10 'ill'an,fer Out 
T o ot her ulCI!ncies or in terna ional Ol"rr::ll l ­

:tali"nll. Fnr t ransfer to new a lIig nr' I n t 
in fi"ld or in Was hington with !'ame :::.g ('ncy, 
SI':E : 'EI~ 13- 3 . 

14 HEALTH & MEDICAL CAIE 

14-1 Policy. Plans. 
1IS/. Hil ly for pap"!"R which "lIl1nnt I,,· fil ccl 
undcr morc' spf~(' ific: II b.lC!l:ls li!oltpl IIncll.!r 
l'lm l ~. 

14-2 Reports Statistics 

14-3 Organili:ations & Confor nc II 

1/11' uclc ·s ~rv i('('s p rovic Nt .. liT h.v "U'I' /' 
't~clera l a genc ies. l"nr IIrw.cific· m('f i" al far ili­

ties, S}<: P;: '1':1{ 14- 6. 

14-4 Medical Examina'ion, 
I nciud<'s medical clearances. waivers, fitn('ss 
for duty. 

14-5 aWl Regulations 

14-6 atilities 
In(' lude!; TI!Kinnal medical centc'rs, hospita s, 
dinit's, health rnoms, laboratories, physical 
fi tn<!sfl room!!, (:tc. 

14-7 Insurance 
I ncludC'1< FC!<i,:ral Employepli Health n"JI(!fitl-l 
Program. For employee li fe inl-luranc(', SE E: 
PER: 1:,-7. 

14-8 Diseases & Condition, 
Tt ... ludt:s tr<'atlllc'lIt, cllntrnl, !lr"vI'nti,,", c\jug­
IInsi", .. radi(·atinll. Ruhtlivi.I.' toy ty,," ir 
vnlumt· warraub:. 

14-9 Immunizations. Inoculation,. 

14-10 Medical Supplie, 

14-11 Evacuation 
Io'or mc!(lkal rl!Ul4OnM, or for r'!!i~ anti rC!­
l·uI,,'rutioll.For travel aspects, SEE: TRV 
outline. 

14-12 Safety. Accidents. 
Inducl<,~ saf,·ty "rograms a ll'\ "'uim!' 1I1111('r 
F"c!C'ra l ":nl ployt""l-I Compe'nsl\t.ion A,·t. I,'or 
!lui),lill/{ sardy program, S"~l<:: n(; 1:1. 
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Pf R (p . 4) A OSOOK ._--- .---- ----------- ----- .-- ­

PER- PE SONNEL 

15 MPlOYEE RE ATiONS S RVICE 1S-14 o itic I Activities 

Use for inform' tion .,ruv ide! mploY41e, tin 
voting rights and authorized political ('­
tivities, For il gAl activities, ·SEE: PER15- 1 Campaigns. O,ivos. 
1 . 


81"h :1:< eFt: anff hf'alth fundrailin.. drives, 

hl<>(I,1 .Iflnflr camp ignR, ctc. Subdivide by 
 15-15 R creation 
In)l' if \'olump. wnrrants. 

Includes :.oci&1 activi·c. lube, honbies, 
f A, a r.d other recreat 'on Ilnd weI! re1S-2 Commissa'., S ,vic •• nRl'lOei tion adivitiell, 


111.-\"'\":< Illanag"rnellt IIlld "tu,'king of 'om ­

"I i~:< : II· i,·:<. ""!It t'x('hall~I' (I'X) Ilrivilq'R'I'II. 
 1S-16 iorl ca 1m 
I'll'. F .. ,· rI'~la\lrllnt, ,'arl't.I'riu,lInd Knu('k hnr 
(:,.·ili iI'S in g..vernment huill it ga, ~n·:F.: He: Ulw. for 1I11miniRtrntive liP. t1em('nl uf ~uch 
1:~. claims rein ItinK froM np.gligP.nce, wrongful 

,It't!!, or omiSl'lion!' on the part of emploYI!eI!. 

5-3 Employe. nions 

17 Cr U. il~. 


15-4 Emp "''I JnC'luI\rs (' rNlit inquiriell nne ill collec:tinl{, 

(\ h."· han "l. ilm I'lll. fur wh ·ch SEI':: ,IIW 

."il l; U ' . 11('1 I( eJil a ist lilt' . in oh~ining 16 SECU ITY 

,I .. i," "·'" li ,'1'1 "'!:, "c'gll I .icul14 ?1!ln ·i~.. II alt', 


U SC' rflr g'l\('rl\l matt'r'nl on lit!Curlty invellti ­
" ' t', gati"l1>l of t'Ill"loyc('s, fingerpl"inting, I J) ("orllN, 


I'tC, CUII(' 1iI(' investigationll on indivi. unl ('m­

1 -j C~edit nion \Jloye.'s by I1nme. For name chf!Ck procedureR, 


SEE: SY W; fo security survey reports, 

• S-6 EmployQt. W ifc1e Fun SEE: SY 2-2. 

16- P netraiion15- 7 ifo I nsu,anCf~ 

Uile rOlf i10 t!'mptB to compromi!le agency per­
15-8 Grievances sonnl'l , °ncluding locala, by any rllr.anll to 

()btain ~('urity information. 
ottwr th n UJl.~ i.. 

Cit J ... Qtces
S-9 aependent dv(oti n 

Suhdivic ~ by ype, such a "Q", ~tc. 
..... r a:<"istanl'c to community lie. ols b d 
f .. r "Ilucation )( C'l('pendent& of mployeell, 
S!o: 1-:: .; f) U 9-5 ; 0 MUe' tional owanc.'S, 11 FO 
SEI-;: I''':R 11-3; for 1'Clue tiona travcl of 
.1"IwIlIll'n s, Rio; F.: " V outline. 18 POSITION DESC I~TSONS. C SSIFICAY;ON. 

lie' Illes joh stantlarnK.
1 5- 10 House ruGns 

1'11101 i" h",\ hy nr fu r 'mpJoYNlR. ST T S 

or .'/lI ploy« 'C'!;, su.::h u!o; marl"agl~ , divorce, 01"15-11 Incom. Tax ullwr nam' change, dependency II tUfl, etc. 
Fill' :I!lt'oiNtul1('t' to ('ml,loyc<'s in preparing ";xc-\ illeR security inv(!stigation and clearance 
t:lX r ll 1"111 8. ur intcnrierl IlPOUBe, for which SEE: PER 16. 

15- 12 Hou5ing Service. 20 EMPLOYEE MORALE 

111('1110('11 Dlill ignmcnt of RUlft' ho !ling a n Other Lhan thnt afVec:tcri by d iscip inary act iom; 
a:<~i",lallt'I' ill locllting uth('r houlling. :wel 1I1)('('ific c~mployee • rievances, for which 

SEE : PJ<:H 12 and PER 16-8, respectively. 

1S-13 locator Services 

21 MILIrA Y SERVICE STATUS


IIIl'h..I,," home leave Iluff next-of-kin ad­

,I ..,·sf't,,,. For snililury 1(,IIVf!, SF.E: PF.ft II. 
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RECORDS C ASSIFICATIO 	 PR (p, I) 

C R 10 5 

Inltrudionl 

Use for papers on a gency re tions with the general pub ic, inclu 'n 
citize s and' priva ~e groups, Inc uded are routine requests for informat' n, praise 
vr criticism of po! ,'es and program , and efforts to keep the pubJ'c 'nfo me 
through vario s mass communications media. 

SEE: 	INFO MATION outli e for li e program in general, inc! d'ng 
public information ac 'v 'ties conducted for other Federal agencies 
overse' . A so . c udes informat ion activit ies within a country 
and its use of informat ion media to 'nfluence the opinion, atti ­
t des, behavior, etc., of enemy, neutral or f r iendly peop es on a 
mass scale. 

CULTURE, MOTION P CTURES, PRESS & PUBLICAT 0 - , 
RAD 0 and TE EVISION outlines for efforts to p.omote in­
terest in nd nderst nding of American cu t re, poJ'cies a 
objectives thro gh spec 'fic med 'a programs and services con­
ducted by ICAoverseas. 

PR- PUB C rio S 

R 010 TV HE TIO S 

Includes clearances. Subdivide by name of ne ­
Use only for material which can ot be filed wor and program if voi me warr nts. 
under more specific subjects in this out ine. 

9 O-VIS 
2 STAYI CS 

Use only or material which cannot be filed 9- 1 Films. Film trips . Slides . ecordln s . 
under more s )ecific subjects in this outl ine. 

9-2 0 " pays.
3 (Reserv d for fut re us 

Such as lobby and window di pays f OT public 
information. F or those produced or sponsored4 eserve fo fu tur u 
by U ICA and Bina iona Centers, SEE: EXH. 
outline. 5 VITATIO S 

Other than to speak before nongovernmental 9-3 Photographs
groups, for which SEE: PR 6. 

Except requests for, for which SEE: PR 13, 
6 NONGOVER M TA L AISON 

lOP lICATIONS 

and/ or name of organization if volume warrants. 

Subclivi cle by type of public or private group 

Prepared for public consumpt"on. Includes 
preparation (other than editoria l services) ,

6-1 Speaker Servic clearance and distribution, Subdivide by t itle 
of publication, such as " How F oreign Policy 

6-2 Community Re la t'ons is Made," " Department of State Bullet in." 
"Foreign Policy Briefs," etc. For requests for 

6-3 Meetings Conferences publications, SEE: PR 13 ; for editoria l serv­
ices and publications control, SEE: FSV 7. 

7 APPOI TMENTS. INTERVIEWS. 

11 PRESS RE AilO S
With private individuals. Includes letters of in­


trorlu ction. Arrange a phabetically by name Subdivide by name of newspaper, magazine or 

of visitor . For press in erviews, SEE: PR 11-3. press service if volume warrants, 
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PR (p . 2) RECORDS C ASSiFICA 

P - U Ie s -
11-1 Acer, 

Subdivide by nllnte of corre~pondent if vol-
IllTle w~t1'~pts. . 

11 ...2 Pr4'L I Ita. • $ 

Subdivide by SOUl'ce and arr/lnge chronologi­
cally or numerically if vQl~me wanants. 

11....3 Pr" ont r nc " fltervi ws, 

Includes guidance prep xed for Be at con­
ferences or in ·nterviews. ub<Uvi e by type 
(e.g., Presi(ie.ntia , S~l'et~ry'~, etc.) 01' n me 

Qf person if volume wa~nt£. 

11 ~ (al V !'It CQV 

Ipcludes arran em~nw for coverage. Sut.­
d 'vld~ by mun? of ~v. if VQl",Yile ~al'l'.nts. 

Sf ' CHE 

1 nc: de:! m . tell'i~l for u in speeches, clear­
an~ nd copies of peeches, arrangements for 
. peaches, lid T uest ' from governmental 
sources for pe Ch~B. ubdivide 'by name of 
spell. er an allTa. g by date. A,n extra cQpY 
mar be file su jact'veiy if des' red. 

13 PU OPI ON " 1 QUI ~s 
Inc 'Y e~ reqqests for i iQrrJlIl ion, p bUc tion~, 
!lhotos, etc.; c1'it'dsms, l;Qmpll'.hts, and com­
mendat'gns; anonymoull, cr~nk and begging 
letters; polls an su'toveya, etc. A:..range by 
n~me of indivi u 1 or o?ganizatic·r. i vo!ul'l'ie 
warrants. 

13-1 P tition 

1~2 Is Surv~V$ 

14 T S 

Ag~ cy tours fQr the general pub ie, including 
VOA L".'"(:toul'e. 

"-
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RECORDS ClASSlrlCAT ION HANDBOOK 	 PRe (p. I) 

T CO 

"'ltNd on, 

U~e for papers on (A) policy and pn)<'e res about ht· procurement of property, 
lIuppli('s, equipment, rod services, an (B) actual contract oc m- ,t ,when 'efer ­
ence se rvices req ' re that such documents be ma 'nia ' , c to!;ether 8S a rna tel' 
contract file, 

n offices where () Jerating nee s ml kt , i des ' rab c h; t I copy of con r' c ocu ­
nwnt.s be m e pl.rt of th file on th . property or servit't' procu e (e,g,, ' pecHic 
bu i ding, ta ent ven or, IMG prOICr: m ), this should tx- clolle, under the p ropr' tt! 
su ject outline, 

SEE : 	 E U PMENT, SUPPL ES & SE VICES outline for I I n, 
maintenance, disposition. ('te " of agency t>qu ipment and supplies, 

Contract files , Certificates f award, negot iations, con r ' c , amendments, bi rll 
mHilinl{ ' list,and other contracting trans tio s w 'ch re late to a spec 'fic con ct 
m; y h .. fi led and maintained as un it (ca:e fi ed ) by the:> name of the cont ractor, 
numbt'l' of the contract , name of a poRt,or other metho as appropriate to teo l ce 
involve ', The fi e fo der Inbe ( ) or. ch Ii es sho I show the name-;-number,-o 
oth"r idimt 'fication fo low'rlg the primary !!ubject file symbo PR:, 

1 

1­

1- 2 

2 

2-1 

J 

4 

4-1 

G PO CV, P . GUID L ES, 
Use fOI" mateTi too general in ture to be fi eli 
unrler mOl'e specific . ubjects in this' outline, 

uth ri:;: tlon 

Includes elegations and redelega ions of au­
thor' ty. 

Approv~ls Clearance, 

GENERAL REPORTS STATISTICS 
U~~ for mate ial too genera in nature to be fil ed 
undn mOTe spccific subj ets 'n this ou tline, In ­
c1uol's rpports to othe r agencies, 

Status eporb 

ORGANIZ lOS & CO FE CES 
J R~ for material too general in nature to be filed 

11110('1' mnrc s j'lt'cific subjects in this outline. Sub­
dl virle 'Y n me of organization, and name, date, 
and uf'ntion of conference, if volume warrants. 

CONTRACTS & AG EEMENTS 
SlIhdivi,\(' hy type, ' ch :111 license 8t-l"Teements, 
"ij(hts Dj{reements, Inall ngl'('('menta, open-end, 
n 'n tnl , lease, other agency, etc. Do not use for 
COIlt.'uct C II~" lUes, 

Clause" Formats, Forms, 

5 s. REGULAilO 
Use for materia B too general in n t -re to be 
filed under a mOl'e specific sub 'eel 'n th'::; 0 tline. 
Subdivide by agency or public law title if volume 
warrants, lncl es Federal procurement regula ­
tions, procurement memoranda.and instructiona 
memoranda, 

6 SUpp IEIIS CO T AeyO 5 

6-1 id ers Mailing II" 

6-2 Ineligible 

6-3 Contractor Data 

6-4 eatol09s 

7 VITATIONS, BIDS & AWA OS 

7- 1 Reque5t for Propolall 

7- 2 Negotiations 

7-3 Renegotiations 

7-4 Specifications & ids 

7- 5 Reports & Da ta 

8 BONDS 
ncludci; hid honds, performance bonds, (ieroBita, 

lIurt'tit·s list, etc, 
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p C (p. 2) 

, -PRot 

9 PUICHAS 5 14 

10 15 

11 1 'j' X 

1:1 T MI 

Includes de! u~ 

12-1 Procedure 

12-2 Co,"p tlOft 

12-3 

. 
'17 F 

7-1 

1 

1~ 

G 

• 

1:'» CL 

- 1 

l 

2 

20-2 

iii" 

'1 -­ th I' 
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RECORDS CLA SSIFICAT ION HANDBOOK 	 SHW (p. I) 

nstrudion 

Use for papers pertain ing to the ship 'ng arid storage of e ipment, s pp ies, 
programs materials and personnel household effects. 

Shipping Trans<:. ",.uns. ShIpping notices, r ceipts . pac " ng orders, etc. w ic 
r·plate"toa spec{.~-·-:-iiir;ment may be tile and m 1 taine as a uni t (case fi led ) by 
the name of a POSt, type of mater 'al shi pe , . umbe of shipment, or other m tho 
d S appropTiate to the forwarding office ', volve. he file fo der abe (s) for s c 
:":!es sho ld s ow '('il" post, n mber or othe 'dent'fica ion fo lowing the primary 
subject file symbo S~-W. 

SHW-SHIPPI G & WA HO G 

GE A. ",olleY . 11 NS. OORDI AT ° 
Use for ma ter 'al too general in nature to be fi led 
undpr more specific subjects in this outline. In · 
ludes Inter-agency r!'latlOns and coordination. 

2 	 GENERAL IlEPO RTS ST T STieS 
{1 ~f' for mater ial too general in natUl"e to be fi eel 
und .. r more specific subjects in this 0 tline. Sub· 
'lIvid!' by report title if volume warrants. 

3 	 CO FER S 

4 oeSPAT H G ( .S.l 
ubdivide by location 'f vo ume warrants. 

5 AWS R!!GU ATIO S 
Incl de loca: laws and regu ations. 

6 5 
Subdivide b:r type, all', t ck and by carrier 
name thereunder, If vo ume warrants. 

6-1 at8s & Charges 
Subdivide by type and/or name of (arrier. 

6-2 	 Routes & Sche ules 
Subdivide by type andlo name of ' arrier. 

7 	 INSTRUCTION PROCEDURES 

7-1 	 Shipping Instrucfons & Procedures 
Includes nethod of shipment, such as resi· 
dence-to·residence, etc. 

8 	 INSU ANCE 

Suhdl vide by type or name of company. 


9 RAYAGE 

Subdivide by name of carrier. 


10 SHIPPING NOTICE TO FielD 

PACK NG. LABEll G. MARKING, 
Includes methods, rates and instructions. 

N OAD ° 	0 G 
Includes pier charges, demurrage, etc. 

13 VO C S 
Subdivide by type of carrier or veri 01'. 

G 

on y, ~~ i 

Govern­
m tera 

15 SH PPI G ORDERS 
Subdivide by post, area or n mber. 

16 o 5 , D MAGES 

16-1 C aim 

16-2 Tracin 

17 CUSTOMS 
neludes export-import ec arations. 

17- 1 Custom Duties & Fees 

18 DE AYS 

18- 1 Lab r Matters 
Their effect on Government shipping. 

19 PORT OF ENTRY 
Includes port charges. Subdivide by location if 
volume warrants. 

20 FR IGHT FO W DE 
Subd 'vide by name and thereunder by fiscal 
year if volume warrants. 

20-1 G neral Policy 

20-2 eports & Statistics 

20-3 Complaints 

11-1 Packing Lists 	 20-4 Contracts 
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RECORDS CLASSIFICATION HANDBOOK 	 SY (p. I) 
------ ....._------­

EC TV 

nltru on. 

I NGS &: GROUNDS 0 t . or m terial r . g to P Y8­
teehnica security. 

COM MUNICAT O. S RECORDS outline for proced 
r ity (e.g., ling, control ,and downgrading of cla88ifie 
and information), cryptoj!raph ic l4ecurity. etc. 


E MERG}<;NCY PLANNING outline for liecur 'ty ,pt!cts 

ll'ency :u d evacuation (Jo: & E), eml'rll'Cney r(' oc . n" 

record~ programs. 


PASRPORTS &: CIT ZENSH P outrnc for Il sspo t . cc 


PERSONNEL out ine fo r personnel security. 


mer­
v 'tal 

r ' y. 

SY-SECURITY 

GEN L POll Y. , • COO 
Includes oordination of proil'JUll with other 
agencies. 

1- 1 SV In.tructl nl 

1- 2 SS Inltructlons 

1-3 'olt Inltrud on. 

2 GE ER L EPO TS 

2-1 Monthly Statu. opOrtl 

2-2 curity S rvoy leporte 
Arrange by name 0 PORt and there nder 
by fn('i lity if volume warrnntR. 

3 ORGANIZATIONS & CONFERENCES 
Incl\lI lt·,. ,,('('u ity rcquirl'mcntR of intern ti onal 
organiza IOns, such a8 NATO, SEATO, UN , 'et... 
SIIh<iiviltp by naml' if volume warrants. For 
At torney General's list of organizations, SEI<:: 
SY 14-4; for lists of loea orltanizations, SEE; 
SY 14-6. 

AGREEME TS 

5 	 AWS & REGULATIONS 
JRf> for material which cannot be filed und('r 

one of th4'! more R~cific suhjects in this outlinl!. 
Subdivide , by llOurce if volume warrants. For 
inv(,Rtigativp. procedul'eil, SEE; SY 14. 

S CU TV 0 Cr: 
Use for designa tions, re at iona w 'th, i ts of, etc. 
For "'8 control ofticers, SE : CR ~2. 

6-1 egional 

6-2 

6-3 nit 

7 V SI1S 
Usc fo r .l:encra J materi 
officials and other in ivi 
matters. For reports on 
SY 2- 2 

VIOLATO S 
Use only for reltulat ionl! 

I on vi ", i tl< of . ccuri ty 
ua " rda i n~ to ,ecun ey 
security aurveys, SEE: 

nd proce<iUI"!K govern­
ing violation ii, overall reports, etc. 

9 (Relerved for future u••) 

10 AME CHECKS 
US(' for general materials indull ing regulationR 
and pr()(;cdun'lI govcl'n ' ng ch~ckN on name of 
individual!! for 8t'!Curity pU7p01Ie8 an atllti tica 
report!! thereon. 

11 	 CRANKS 
Use for material not warrant 'ng individual 
case filing. For crank letters not requiring 
investigation, SEE; PR 13. 

12 	 TH FTS 
Use for material not warranting individual 
caRe filing. 
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SY (,l. 2) 	 RECORDS CLASSIFICATION HANDBOOK 

SY-SECURITY 

13 	 RIOTS' DEMO Sf ATIONS 
tJ IW onIy (or role or IeC:Urity offtcer.. SEE: 

14-5 Ust LoCCIIIPOI.. 23-8 (ur polit., ~al aapeda. 

15 DUSTIIA ICU lTV14 INVESTIGATIVE rlOCIDUIES 
Uce for program to obtain ~.Irity ~ ::oance"u,,<' " .. Iy Cor matrrinl of a rneral pr~.chlral 
of induatrial, educat'onal and other f c;rtieR IlnlUrll thllt I'annot br filed under IIllftiftc ... 
and personnel. In lIOme ~ ReB th f dl:t: II,'ur.ly p,uKru",,, (r,K,. pcrROnnl!l security, for 
and 	 serv'ees are contrsct I in nat rc ; iT..whll'h Sl':Jo:: PER 16; puaport I18CUrity, for 
otbera oouca ions institutioN! have beenwhi~h SEE: PPT to,etc.). grnnted c:ulltcdy of Apncy d ilk-a '..oco:·.:i 
for ~aarch PUrpoOOll. IncludG W pl1'C..'O ~ rea 
Cor the re eue ., u of c] iftcd inioMrla­
t on by thea f cilitioa. C~ Ale ~p;an 0 21 

14-2 Source, of Information 	 individual eompaniu 01" iwatitu\:'o by harM!. 

14-3 General Certll1:atfon Standa i 



RECORDS C ASSIFICATION HANDBOOK 	 TRV (p. I) 

TRAVEL 

Instructions 

Use for papers pertaining to polic 'es, regulations, nd procedures egarding the 
travel of persol'l:1e! on official business and the travel of their dependents. 

SEE: 	SHIPPING AND WAREHOUS NG outline for the sh 'pping of 
supp ies and equ 'pment, ho se old effects, and other items ine ud­
ing govemment owned veh ' c es. 

VE~ ICLES 0 trne for acquisition, maintenance, use, etc., of 
govemment-owned vehicles. 

LEGISLATIVE & LEGAL AFFA RS outline for trips by Mem­
bers of Congress (CODELS) . 

Use also for papers on the trave of specific individuals and groups. This includes 
not only employees and their dependents, but also the visits, to rs, and trips of 
other individuals and groups in public or pr'vate life, except Members of Congress, 
where the main emphasis is on travel arrangements. File alphabetically by name 

nder the primary subject TRAVEL. However, in offices where the p rpose of a 
viSlt or mission is of most significance, papers about visits an missions shoul be 
filed nder the appropriate subject 0 tline (e.g., POLIT CAL AFFAI RS R LA­

WNS, TRADE PROMOTION & ASSISTANCE, DEFENSE AFFAIRS, etc.) . 

.~ TRV-TRAVEL 

GENERAL POLICY. PANS. CO DI ATION outes Schedules 

Use only f r mater ial too general to be filed 
under more specific subject in outline. Includes Use of American and Foreign Cam rs 
Inter-agency relations and coordination. Use for general policy and regulations. 

2 GE ERA EPORTS & STATISTICS 7 
Use only for material too general to be filed 
under more specific subject in outline. Includes 8 TRAVEL AL OWA CES 
statistical reports, DA weekly SITREPS, etc. Includes per diem and mileage rates, travel ad­

vances, etc. 
3 CONFERENCES 

9 TRAVEL AUTHORIZATIONS 
4 (Reserved for Future Use' Includes requests for. Use only for general ma­

terial of a J1!&'Ulatory or procedural nature. 
5 LAWS EGULATIONS Those for specific travelers should be filed in 

their travel folders.
Includes local laws, regu ations, and procedural 
handbooks. 

10 TRAVEL PRIORITIES 

CARR ERS 11 TRAVEL VOUCHERS 
Subrlivide hy type and/or name if volume war­ Use for procedures re preparation and submis­
rants. sion. For accounting aspect, SEE: ACC 17 and 

20. 
6-1 	 Rates. Fares. 

12 LOCAL TRANSPORTAliONUse for general information only. For freight 
rates and tariffs on household and personal Includes use of taxis, tokens, etc. For motor 
effects, SEE: SHW outline. pool, SEE: VEH 12. 

TL-246D & 161 F (10-19 -79 ) 

6 

v 



TRV (p. 2) RECORDS C ASSIFICATIO HA DBOOK 

TRY-TRAVEL -
12-1 Use of iJtrivate Yehicl. 15...1 Acknowledgements. Commen 

13 PASSPOIT. IMMUNIZATlQ S. 15-2 Customs, Health 1m i$r ron 
Required by official travelers. Includes visas. 

15-3 Govemment Tro.n'portatiQn <tqueits 
14 (Re.erved for future 'I.e) 

15-4 Ctinerari~s" Re, rvations 
15 ASSISTANCE TO TRAY LEIS 

Use for general matel'ial only. File papers re­ 15- 5 L'Mousine Servh:e 
lating 
name. 

to specific individuals under TRV by 
15-6 . Meetings TrQvelers 

-
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RECORDS C ASSIFICATION HANDBOOK VEH (p. I) 

v C 5 

Instructions 

Use for papers on the a cqu i s ition , us~, maintenance, in ventory , an sposition 
of Government-owned automobil es , trucks, a irera t , boats, an other vehie es. 

,a se fil es on in vidual vehicles may be establi she as required. 

V~H-V BICL 5 

GE ERA POLICY 11 ASSIGNMENT & USE 

For motor pool, SEE: VEH 2. 
2 GE ER RE PORTS & STAT lies 

11 -1 Credit Cards 
J (CID IT 

For I'lallm: If mjun'd employees, SEE: PER 11 - 2 Inspection 
t'i I:! . 

11-3 D .patching ch duGinG 
4 LOSS THEFT 

11-4 Drivers' Licen.e. 
SLAWS & Rr:uul..A. 

1 -5 License Plai II 

6 ACQU SITION. CIE T. 
~ Operators' Pe""its111(' lIIl.,s purchase, titles, rental, etc, 11

12 OTOR POOL. CHA ,FEutS. 7 INSU NC 

13 SAFE DIVING AWA DS8 e.erve for future use' 

14 (R•••rved for future UH)9 TIFI llO 

1 5 DISPOSITION10 

I nl'l ud('~ p rtf! ( t~,g " ti r.'s, tUbell, etc.) nnd 

monthly j(:isolinc usage, 
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RECORDS CLASSIFICATIO HANDBOOK BKS (p. I) 

BOOKS 

Instructions 

Use for materials on Agency book ct'vities and products in carrying out c tural 
and information programs, and for other book activ 'ties not provided for else­
where 10 thill Handboo;~. 

SEE: CULTURE o ' line for pape s on t preRentation of books. 

L BRAR ES & CENTERS 0 t1ine for papers on holdingll & co ­
lectionR 0 those inRtitutions. 

Book Pro){rams 0 Specific Books. Papers concerning a spec 'fic book program or 
titl('d book may be filed and maintained, s a nit (caRe filed ) , The file folder(ll) 
for such files should show the title of 1 he book program or boo fol owing t e 
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 prov 'ded 
in this outline, 

BKS-BOOKS 

GENERA POLICY. PANS. G IOEL NES. 7 VISITS. TOURS. 
ll!>f' only for genl'ral materials that cannot 1)(· 

Do not use for rout ine travel al'l'angements, forfill'd ullder a n:or'c spec ific subject elsewhere in which SEE: TRV outline. Subdivide by name of
this outline. 

visitor if volume warrants. 

1- 1 Daily Guidance 
8 EFFECTIVE ESS 

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

2 GENERAL REPORTS & STATISTICS Inclurles readership reports a nd surveys, 
LT,,( ~ only for ma terials too general in nature rearler mail, complaints, criticisms, etc. 
to hI' fill'd IIncler a more specific subject else­
wl1l'1'1' ill this outline. Suhrlivirle by titlc of re­ 8-2 Effectiveness Reports 
,,"I'I if \"oIUIllf' W:lr'l':Lllts. 

9 PROMOTION & PUBLICITY3 ORGANIZATlONS & CONFERENCES 

{J sO' fur nratf'rinls too gen('rnl in naturl' to lIP. Inclurles advertising, autographing ~ssi(fnj;, 


HII'd 1I11<In a 1l1lll'C ~pecifi(' subjl'ct t'1f;I'whel'e cxhibitll, etc. 

III t hl ~ oIlUill('. 


9-1 Book exhibits 
4 AGREEMENTS. CONTRACTS. GRANTS. 

9-2 Newsletters
S LAWS. REGULATIONS. PROCED RES. 

U SI' only for nw!'rials too gener'a l in nature 
10 CENSORSHIPtil hI' fil('<1 under a more specific subject else­


Wlll·I·!' ill this out lin/,. 


11 RESEARCH. STUDIES. 
6 PUBLISHERS. DEALERS. AGE TS. 

Other thall effectiveness and reaction studies 
SIII"lividr. hy nnme if volume warrants. and reports on books for wh ich SEE: BKS 8 . 

.. -------- -------­ -------- .- .. 
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BKS (p. 2) RECORDS CLASSIFICATION HANDBOOK 

8KS-BOOKS -
12 RIGHTS. CLEARANCES. 16 EVIEW. APPRAISAL. SELECTIO . 

IlIdlld"!I "()Jlyrillhts. If'l'ializatiCln rightl(, lan­
gU:lIt., rijChls. rp.pl'int righta, cl.eal'anep.lI, cte. 

For liRts of recommended 
SEE: BKS 18. 

or approved boo 15, 

13 DISTRIBUTION. SALE. LOAN. 17 MANUSCRIPTS 

13-1 Moiling Lists 17-1 Preparation, Ad(Bp iion. 

I"ducies requeliLs for additions and deletions 
I ncludes translation. 

to liRt, 
17-2 Report. 

13-2 Soles Reports 17-3 Review 

14 BOOK ORDERS .& REQUESTS 1 Sf . CATALOGS. S. 
Olhrl' tha" 
BKS (al. 

mai1ing lists fOI" which SEE: Subdivide by book subject .category, organ'u­
tion, firm, t~. as volume warran . {ne udes 

1 S CREDITS. AniUBUT 0 
recommended book ists, spec 'al book lists, 
approved book liats, priority book lists, etc. 

, 1 

--'TL-Z4b~61F (l:D-19-79) 



RECORDS CLASSIFICATION HANDBOOK 	 CU (p. I) 

CU TURE 
....., 

In,tructlon, 

Use for papers dealing with the use of cu tural programs to explai a nat·on's 
cultural objectives an policies· to its own and foreign peoples; the inherited cul­
ture, cultural p rty and institutions of a nation; its cult ra development and 
conflicts; fine arts, amusements, sports, hobbies, etc., and the cultural presenta­
tions programs. 

SEE: 	EDUCA~'IONAL & CULTURAL EXCHANGE outline for mat­
ters relating to the exchange of persons other than those involved 
in the cu tura presentations program. 

XHIBITS outline for materials on these cui ural activities. 

CUL-CULTU E 

POLICY. PLANS. 

Use only for material which is 80 broad in con­
tent that it cannot be filed under one of the more 
specific subjects in this outline. 

2 	 REPORYS STATISTICS 

Use only for material which cannot be filed 
under one of the more specific subjects in this 
outline. Includes surveys and studies of cultural 
life of a nat ion, cultural conflicts, etc. 

3 	 ORGANIZAnONS & CONFERENCES 

Use only for materia which cannot be filed 
under one .of the more specific subjects in this 
outline. Includes cultural aspects of UNESCO 
and relatiolls with cultural institutions not per­
taining to exchange program; conferences of 
Cultural Affairs Officers. Subdivide by name of 
organization, and by name, date, and location 
of conference if volume warrants. . 

4 	 AGREEMENTS 

Use for mater ial which cannot be filed under 
one of the more specific subjects in this outline. 
For exchang-e of persons and grant agreements, 
SEE: EDX .outline; f.or publications exchange 
agreements, SEE: PB 4; for information ex­
change agreements, SEE: INF 4. 

5 LAWS 	 & EGULATIONS 

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

6 	 COMMEMO ATIVE CEl B TIO 
HO IDAYS. 

Use for national an ocal commemora ive cc e ­
brations and holidays, exc i invo vin 
diplomatic representati.on and social functions 
(e.g., independence y anniversary celeb ­
tions), for which SEE: POL 17-4; f.or initill 
independence day celebr ations, SEE: POL 16. 
For Christmas and New Year greetinp, SEE: 
POL 17-4. 

7 	 VISITS 

Of cultural groups or ·ndividuals other than 
th.ose under the educational exchange or cul­
tural 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 Expositi.oDI;. Sub­
rlivide 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 presentati.on .of 
materials to universities, libraries, leaders and 
organizations, and distribution of materials by 

US ICA. Subdivide by source or type as appro­
priate. 

TL-246D & 161F nO - 19 - 79) 

http:presentati.on
http:representati.on


9-2 Reportl-- SHlttes 

9-3, PrOl-rom Eff.ctl~ nUl 

9-4 (Re••N.d for future s, .1 

CJ-5 romotion & Publicity 

9-6 001. Pu IIcatlon•. 

9-7 	 '.riod cui Sublcd tlon. 
EJleept for ~lmed pan,W:,. tQl'" which 
SE'E : EDX 2.~. 

Otlter Maten I 

Includin map.&. tb" '. &,10 , 11 and audiQ-vi uao 
materia.lt\. 

10 


10-1 Pre. Natl ;. • Itution. 


10.-2 	 ntl 
For mUtary ~metQl"i. SE, ~ DEF 6-10; 
for 6t.h r cem tel'iu, SEE: SOC 16~ For 
memori. ~dent.ial librari • SEE ~ LI11 
nut ·ne. 

10-3 	 M ,n . rio .' 
F art. xh' ita. 
EXH outline. 

10-4 

10-5 	 Pu Ie: rd.. n:hiv 1,. 

Other t han those of afOlley. tOl' whioh SEE; 
CR outline. 

10-6 1 rvottons 

11 (R.serve for future u••l 

12 L CTUIE PROGRAM 
Include. discUl58ton fiTOUPI, etc. For I tUNa 
under the U . . S. and Fo:rtlip PloOf'1I101' Pro­
arums, SEE; EDX 13 and ii, I'Mpeetiv 1),. 

13 FIN · A . 

Use for fine 1'tI of III '0 ntl'f no nlt.wd to 
Qultul'al p~nt.ti()nl pl'OlFam, fo whigh 
SEE: CUL 16. Subdlvld by t-ypt it vo \m1~ 
warJ'ant.. For copyrll'ntl. SEl!; ; INOO 1l~.31 
for mu,h:, SEE: CUI.. 14, 

13-1 	 TtI.Gt tr, Q ('It.. Or M , tl.~ 111. 

In,cludeii b 11Ilt~, ~Qmedy, puppetry. FOI" 1'a 10, 
'tV ~n,d m,Q.ticm, pictllM f;.rms of r ma.ic 
0\, S&E : m.Qd ·lIt Ql.ltlinf:ll, 

13-:l lt rohlfe.. Po hoy. 

Ue fol's' fQnn f i ~. l!.ry s. Inc! d" 
P\Ut .,~~N~ "nel Qth-tr . 

1 5 	 ~QI\ i.c~ft, 

For anciicJ'lttft indu , rI. ":':E: ~NC.J (A . ). 

1 , 

Inc dell ,ll'l' ng~ment.s m. d Of service;; p1'O­

vided hy; US S. flU' mu4'lic p ~am. 

Includl!ll utiUaatiQn .-eports, 

14-4, li(G', Il'" pml1lrtt &. SUiilllt , 

Excopt WCQl'<lin(z ~uld 1lQtt.e, for which 
SE,E : CUt. 1~ and 14~7. relptl,Ct.ively. 

14-4 	 Mt.I,ic:cd P.rfclfm~nce , 
ndud 11 c-o-aponlltll'e6 eVQntl whi(!i'l use 

r.ntKtd, ) no ' dQl'Ii,w mttt,nlll. fop 
mU$! 31 PQ ..tOl'nUmd~ uno l' fu)tql'~1 p-N8,en· 
\lltiOl'l1 pl'C!&'Nm. ~E~ : CVL,·U. 

1 	 Ret: r.cftnQI 
UIlQ fQl' eonlmQ.rc"/ll r J~otdiflft tQI' both 
mulie nd l~tupe pl'OptUl\I!. Includes 1'-' 
qU0ilti. 

14-1 	 Sc r•• 
Inctudu both p\lblilh~ §.nd ur,publllhtld 
ICO"' and Hq\lI!IU fQ'f' sarno· 

1...., 	 f! ttlvoll 
I nalud 1l<mlV@tit,j@1'I. FQl' tilJYI festivals, 
SEE! MV..s. 

14-9 	 Rtl1ta'" I',Ff fmc,"C , Igttt' 
lr\llh~dh !;9J1dugt@Q SCQN@ I'nd in!ltrumental 
PArt,. 
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RECORDS C ASSIHCATION HANDBOOK CUL (I'. 3) . .. .... .. . _ __ . . ___________.__ . •... '._._ _ _________....;;.__ . , ·==~c 

CUL- CULT IE 

16-1 Policy. I1 4- 1 0 CataloD' & li," "'. 
1'lI'l udl!!< ",,,. rl in: till" U It" lIu"""rl hy h.. 

14-11 Mu,ic laclcground mat.rial. : J,tPlu·i .'H ill vulvl'l . 

1111'1 ,,01, .>\ mnlerialll 0 11 Ilrc'hl!lIt rnll, mllll il'i aIlR. 
16-2 Report, S ti,ties.,.,," pOIIl'rR, IH'rfur lll ing : rtiKls, Suhrli v ill(' 

I.y na llll' if vohlll\l' warrants, Includes types of attractions desire d, ( •. i ­
zarion of atuacti ons, nd ovem l! • . :> o r.~ 

15 AMUSEMENTS, SPORT . HOBBIES, on cultural presentations p rogrE:... , r __ :.o in_ 
dudes specific post requiremen 6, • V nee­

','nr 1II()\' il't'!, T V, rillito, SEJo;: BllprOpl'iatt· t rip, escort o ffic e r, an debrie fing reports, 
1111'111:1 tlutli lll'S; for . pOl" ' ng ('vents lI}lont'lorl'd 
as (' \tltUl'al pr('scntations, SEE: CUL 1Ii. 

16-3 Committeel. Panel" Con~ r: n el. 
15-1 Olympic Game, 

lndud<'s AliviROry Comm i tr.1' ')1\ hI' Arts 
and palll'ls or ('xpI!rts, inducting agenda an.1

16 CULTURAL P ESE TATIONS minutl' ~ ur ml!l,t iltJ"i'); of thr.~ (Irganizulinnll. 
\' ~. ' rut· .~c'l lI'ral malc'ria l (III p ro)!rarn lo pr"~I'nt Sululivi<l.. !,y namc' or ..ommitl"I' , p: n(' • r. (' ., 


l H'r jl " · ,,, a 'lc,'~ hy alhlcllc", tl1u!"i (!. cta nC'f ' an(1 if VUI IlIIl" warranls. 


! "" ,,,, '1' \! ro" I''' . S)' llIpIUlIIY nrdwstraR, aile! in­

. \" ' loIu :1I pc ·.·rorm ;lI!! a.'lists . ('as.. fill' llIat.. 'r ial 

, I" ,d ll'!!, ..",ll. s!,c"'ilil' all ractio ll!' alph aht' li":dl y 

1. \ ",,'",C' or !!"Olll' fir arli lll. ~lIhllividl' Ity l YPI' 

"i' ~ r"Ujl if 11,·si ... ·oI . 
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RECORDS CLASSIF-ICATIO HANDBOOK 	 ED p. I} 
.="~==' "" '- .-'-.--- - -._ ._--------------.;... ­

EDUCATION 

Inltructl...1 

UKt' for paperR relating to typeK of education and cd cat iona inK ' fon. educ~" 
tional doctrine, levelK and trendK; hUIlCualCe training; and Communis ac 'vi ies 
in the educational field. 

SEE: 	EDUC TIONAL CULTURAL EXCHANGE 0 t me or m • 

ten re 'ng to the exchan 'c of students, teachers. ptofeKlo\OrR, etc, 


DU-ED CA ION 

POLICY, PANS. 

llt«, on ly fo Ilater 'a l whkh 's &0 hrond in con" 
t .. llt thul it ('annat ~ filed under 01 (! of Ule' 
IIIlIrl' 1I1H'('iftl' l\uh.iH.ta ill this outlinr., 

2 EPO TS VAT S CS 

lI ".· for mal.I'rial wh ich ('annut bI- flied nli"r 
1''''' "f til<' 11101'(' "M~ifi(' subjP.rtl\ ill thilt ou I'llC'. 

3 OG 

U,,(' only for materia which cnnnot 00 filed 
Unlll'T onl' of thp. moy!' specific subjects in thi!l 
Oll llillf' . 

4 AGREEME TS 

t ll'" ollly for matcrinl whidl cannot 00 filed 
1I111lpr "III' of the morl' spedfic suhjects in thiN 
olltlil.... For l'xc-hang'f' o( ~rsonR and J:'l"ant 
al!r, .. 'mf,,, t s, SJo:F.: EIlX outline; (01' puhlil'a ­
I iOllM .. :uhalll!" : J:'1'I'CIl\f'nt!l, SEE: PH <1. 

5 AWS RrEGULATlONS 

I'",' only rOT mat.'rial \\'1 iC'h I'allllot 1M, fih~, 1 
11,,01.,1' "",... I' tilt' mnr, ' "IH,.. ific IHlhjf,.·tK ill this
,,"I Ii, ... . 

6 COMMUN ST (lIVITIES 

l ' ",. f .. ,. "anTi ~ or ( 'onllllllll iKt. ,'olJnlri,'S lo 
" .. hi .. ", i Iwi" IIh.i.,.'tiv"!I thrt\ugh l'xploilution of 
"01,,,·: I t "'II: 01 /'t'"t\IIl'('''''. hH'1 uil!'l" !l<' holll rRh iJI~ 
.. IT.· ... ·t! I" )'oul h of othl'r ('0\1 ntYif'!I, disaffection 
"f "lid, "llldl'lltl', e tc'. Fill' f'tiur.lltionlll ('xchanges 
I",t w",'n Communist ('Ol1 ntrit'B and the U.S., 
~ I': I':: r·: IIX IIutli Ill'. 

7 VISITS 

Of iluli" itl ll a l" or grlllll'K in th.. eOucational field 
,.1 h .. r 111:0" ! htl"'- IInel .. I' tIll' .'xchange proJ:'ram, 
rur whid, ~n: ..:: Jo:IIX out.lin.' , 

8 LITERACY. ILLITERACY, 

9 EOUCATlO Al SYSn 
S hdi v id.. hy !lamp. fII ion if volume 
wnrrlln 1', 

9- 1 E ~y 

9- 2 

9-3 	 01 ge niv niwv 
lndu( I'll !l<'holars iPR and fellowKhipg an 
tt'ach('r training; fllr t oae ' n a KPL'C"fie Ii .. ( 
of st fly, Ulie appropriate Rubjer.t; ror t.h ll!ll' 
grunted under the exchang.-' program, Sfo:t:: 
El>X outl ine. For co Jeg-e nd univeni y 
IIffi intion program, EE: EDX 2:J- ; fov 
Aml'l"ic:tn :lnd foreign gtudicll f:eminars, SEE: 
F;Dlf l:i, 

9-4 ult. Vocational. 
F llr lahor ('t\ucation, SF.I'~: LA B !I . 

9-5 	 ,S,-Sponsored Scho, ro 

Us. ' for flllatlcial ns;sistun"" in 1':,\ alolillhin/C, 
,'xl',,"d inl{, and maintuinillK ,"uI'h III'h./oIH. Ff)r 
I{ratlls to I'IIILIII.' f01'f!ign Htu,I"lItH to all.·ncl 
"IIt·h s.·hools, SE ..:: Jo:IIX III. 

10 ENGLISH LANGUAGE TRAIN NG 
!twlwll':: 1';Il1!:iiNh LUlIgUUgf' Insli tllt" N "1'"11' 
sor,',1 loy US CA ;11111 i':n"\i,,h tf':lf'hilll{ Cllllt/w'lf'( 
Ly lltilt'r :t~I'IIC· i"M. ",g., A JI ), 1"'11"" CorpM, "t,·. 
Sllh,liviC\p loy typP of pToj!1'I1m if vult ..n.' Wllr" 
r:l II ts. /.'",. Jo:nglillh t(!uching ctln.lt ... l .. d hy 
ll. S. Jlr(lf,~ssflrs allr";,,I, Sjo~Jo;: F.IIX ~I-.:. ; ril l' 
lall~uag'" t raill ing prflv idl'!d til forf'il{II ~rante<·s 
und t'x('hang'(' vi!litf)rN in U_ s.. SJo:Jo:: Jo;UX 
28--2. 

1 ~1 	 General Policy, Plans, 

1~2 	 Reports & Statistics 

1~3 	 Organizations & Confarence, 

SII I.. livit/,' hy lIallll' if vulum.' warrants. 
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lOll (p. 2) RECORDS CLASSIFICATION HANDBOOK 
· .•..----.. - --_.-._.-- •.----------.-----­
EOU-EDUCATION 

10-4 Agr~f'mont'. Contractl. 11 fO EIG LANGUAGE STUDY A 0 
IRAINING 

100S Teaching Ma~e,iall I. Equip",ent I·;xc·('"t. IIIIIKUlllC" trainin~ for U. S. a llv't. per· 
!"uIHII\·i.'. ' II)' lYI'" ir \' Ollllll~ warrllnt.~. Stili "", , rur which ~":F.: PElt D. 

10-6 English Teach., Seminars 11­ 1 Teaching Materials 

10-7 Vilits 12 EOUCAIIONAl MEDIA. TEC~ IOU S. 

lncluc t!S general ma~rial on 4udiovi,.;uu. aid • 
10-8 Effectiveness raelio anti TV, textboolca, lecture mater:al 'k . 

}<'or Ulil' or ec ucationa media in I lCiftc ~ in· 

10-9 Promotion & Publicity ing program,., SEE: EDU 10-6 and ' 1- 1; for 
textbook program, SEE : BKS outline. 

10-1 0 Direct Teaching 13 SEMI S. ORKSHOPS. 

10-11 Eng lish Teaching 
Motion Picture 

By Ra 10, TV & JC cle~i r(~I , file by Kpcciftc subject mat teI' tiP-IdA. 
IlidulleR tnm;c! in American and tonign IltUtlic1i 
fi,l/meed unlim' PI. 480. Fo~ Engliah teacher 

10-12 "Englif.h Toaching Forum" 
MI'rninurH SI'; Jo:: F.DU 10-6. 

Utl leA I' rOl IlIl"'41 mag:lzillc'. ' ·'lIr nonngency 
Jo:II~'i:-;h \t' ;U' l ing lX! riodic'IlIIl, SEE: F.HU 
III r •. 

10-1 J English Tel inl Program 

, 

-.- "--' --.- ------­
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HANDBOOK 	 EDX {po ij 

CU'TU 

UII(' for Pilpenc relating to the exchanKe of p.enonl4 program, both U. S. d 
for('ign. financed from public or private scure . Pape rs on indiv' dual gl'llnt.et!14 
and/or visitors or specific projects should be arran lphabetiea Iy by n ttl · 
under the appropriate progra.m. 

SEE: 	 EDUCATION out ine for material on ed cation and edu· 
cational institutions not invo;v'ng exch nge 0 parsonto, 
and sem 'nars and workshops in . and fore ' ~n 
IItudies financed by PL 80 fun . 

CULTURE 0 tline for m ter "al on fair.' , usic ~tivabi. 
fine am, and cultural I ·e. entnti()n~ pro!(ram. 

Special Method of Arran 1ft ~t: 

R:v Ilanlt' III' individual Krnnf~, viRitor, 
projl'''·!. ('I r.. all • ('aK(' fi e: 

a Wlwll it iN tI('Mirah' .. 1.0 m:1' lI t nin : 
~i III! (' :o;('l'i > of II :lnt<>e t·:.. fileM)Y 
IlllnW, I·t'~:l"'dlc, (If }It'o I':lm: 

I.. WlwlI II 
v tI ua. ';.: .., 
1'1'I1l(r; ill : 

.1'1 lc",j 
i it'M t

' 
o
h.' 
,,(' .

hi 
h" r 

k.·cp 
hy sp

im i · 
toci U' 

....:CU:RC. Alp .., 
t:UX 10 [·'Oft •• St lIeat 

GOUl.ART. .. rt 
t:nx 13 .. reoi.,. pl"Or._r 

nlJi:1'RIC'U, Ant•• 
t;UX 11 THn­ 'r 

Ito:)X , . "'O\"C"lIl_ Pr eaaor ~~" ~'l'IIa~ 

I<;UX U ..... r.·11C1t Prn"~II"clr ';n>IIbd. ~• .!!!' 

RDX U F'nrehra p, .(~ ) f liI""trlch. A_loa 

GENERAL 0 ICY. PlANS. COO ' TI 
Inci f'('s ~"·,,j'>ct.. to i , l'T.1hn4! C'!fft'C't ivi' 11I'l4I< .,!t I~ f .... I.rogTaI ., planning on coordinatioll with 
" V"111i I' )(:hung~ Tlrqcram nl ~ rc l)f,r l.s then" 

··.·.l.·'·al nJ..¥llril' !<, NIl('h:u: U ICA.A D. e ('. , II 1- nil. HcpllrtR o n spe<';fic r. mgrumll mOlY IN' flll~1 
<I '\"I dilll(' Ity ; '''I·I \t'~· if volumt' warnnt.ll, l·'n r la"'" "1' lilliit- ,. W roJl .. i ut.: ~ pruj!/'am III ·adlt.~" 

,,,.rking (unci an. "pilll 11l1'lW'mC Ii n«J'{l('tn1'n s ,I, p.'mli .. >{ UI •• m ItffiC'f! lIoCf'fi.., 

witlt ••lIlt'r ~'l\'I'rllllt'n t aJ.."I.·nri~, SF.F.: ED, :11. 

1-1 Country Program Plans. Allocation•. 3 0 GANIZ Tl 5 

Jo: XC" !'~ F(', iI·r..11 ug"nCI~. (0:- whir.h HI'<' t:nx I . 

ail' til<> IlOar'!II. :"M 'nmit.tc<-II. comm; ' ,;iOllll. UIIII 


1-2 Reprogramming fo n lations proVided rUY cl. whp.l'e in thi ll out· 

li ne. Inc \.01[(' (' (IOI",,'at ve rrialiolllih i Ill; wi ~h 


' Iu blic nel pr:vatt> o~anIUlt·Clm'. );uch u); III . ti ­

2 GENERA EPORIS & SU,Tlsncs tute 0 :' Int" r natiollo.J P:rl "ation, ('0 I~gc, a",1 


\lIave~i il''', a nd ,ntt'rnntionul org-unizat' Iml<. 

• 1I;)fiiv icle Ity lY/lC' an(l/or Ilrran~~ alphal",ticullY I '. t' fflt' "vern II ''{'ports nil l'J('hll\'l~ p ''OKrlllll 
It)' n ' me "r ul1(urJizut.ion ir voluml! warrftnb.

\\,1 \1.-1. """lint he ft lNt morE' IIIlCC'iftrnlly eJIk'whr1'(' For i ll~tltll t i(lll am iutian JU'Uf,tTUIJI. Sf-:"'~: r;nx
"' tl",. 1I"llilll'. SUIHiivi,\(' y type and/ or title i( ~:, ; ro " ~r:tllt. a~N'< 'm('(lt.lI w ith I""" "'r: tillK nr· 
, "nillt"" W:1rl'all ~ ~ . ~; .ltiu.t i..lts, !'{I-:I': : I·;nX :U. 
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RECORDS CLASSIFICATION HANDBOOK EDX 	if' . Jl 

EDX-E UCA TlONAl 

4 	 AGREEMENTS 

Inclurlt'j; llIultilntr.ra l lind t hird country agree­
",«-nlA r t,latinj( to exchange program. For agree­
men ts with binational foundationa and commis­
sions, Rf:E EDX 6-4. For grant agreements 
a nd contructs with cooperating genciea, SEE : 
.,.;DX :n. Subd ividE' by count ry if volume war­
rantl<. 

S	 LAWS & G A 10 S 

Surnliv itlt' hy sprc ifil' hill o r act, t'.g., F II ­
t. r i l!h l · lla~· s At'l) if vnlumt' WII Trl nt ·. 

6 	 BINATION L FOU DAllO 5. 
COMMISSIONS. 

Suhtiivicl" hy IIlImt' if voluOlI' war rantR. 

6-1 	 Meetings 

IlIt·Il.. I"s lI~wl1t l n a nd minutl·s. Arranltl' hy 
IIlIllIh .. r ,lIIeI/llr cilltl' . 

6-2 	 Report, 

Subrlivirll' hy title if volume warra nts. 

6-3 	 Membership 

6-4 	 Agreements 

7 	 BOARD OF FOREnGN SCHOLAR HIP 

7- 1 	 Meeting ' 

Inrl ucll'l'l aKl'ncla a nd minute". Arrange by 
nllmh"r alld/or oate. 

7-2 	 Reports 


Sllhtii\'ielt~ hy title if volunw warrant);. 


7-3 	 Program Analy..e, 

7-4 	 Do(uments 

8 ADVISORY COMM ISSION ON INTERNAllO ­
AL EDUCATIONAL & CULTURAL AFFAIRS 

8-1 	 Meetings 

In('hltlt·s n~I'lHiu lind millutt·s. Arranitt' hy 
!llIml"' r anti/or oatt·. 

8- 2 	 Reports 


SlIluii\"iolf' h~' titll' if Vllltllllt' warrantll. 


8-3 	 Membership 

Doeum n 


Arrange by documents number. 


9 eserved for futu,. u , 

10 FOREIGN P OGRAM 

Papers .on in 
groupe ma y y 
by namr.. 

10-1 Policy. Plans. Guideline • . 

10-2 . ports tiltics 

Includes prog-ram ani fil!Cal reportll. 

10-3 Pr ra Eff d iYene... Fo I w ­

10-4 rant e S rvicos 6.n 

l~S rOCl 


Usc only for gr n s 

dents to atten 

abroad. Subdivide 

volume warrants. 


10-6 	 Student L er Somi a 

11 	 TEENAGE PROGIA 
Indu eR genl'ral mater' a on gr nta-in-a ' to 
t!nablr. teenllJ(c l'!! to · tr vel · an st.udy broad. 
CaMf~ file by Jlrojl!d ' r volumf! wa rr ntA. 

11 - 1 	 Polley. Plans . G 

11 - 2 , 	 Reports St tlstiel 

Inc\udpII pr(lJlTam and fillcu' report!;. 


11-3 	 Program EffediYenell 

12 	 YOUTH PROGRAM 

Influclc!! U. S. program ttl . work with you t h 
groupll ahrl):u l. 

12- 1 Policy. Plans. Guidelines. 

12-2 Reports & Statistics 

12- 3 Program Effediveness 

13 FOREIGN PROFESSOR PROGRAM 

Indudl'" It·('t url· r anti Tl'lICar(~h lil'hol' r I,rll' 
gram. Paperll 011 individual KTanlN'R nlUY lit' 
lilt·" ht!", a1r.halll'l.icully hy name. 

13- 1 	 Policy. Plans. Guideline" 

fL-246D & 161F (10 - 19-79) 
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RECORDS CLASSIFICATIO 	 EDX (p. 

GEEDX-EDUCATIO,NA " CULT 

13-2 	 R.porta & !Statlatlca 

Includes program and fiscal reports. 

13-3 	 Prog ram Eff.ctlven.... Follow-up. 

14 TEACHER DEVELOPME OGRAM 

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

14-1 	 Policy. Plans. Guld.lin.s. 

14-2 	 R.ports Sta tistics 

14-3 	 Program Effectiven.... Follow-up. 

14-4 	 Sp.clal Projects . 

Subdivide by t ype and/or name if volume 
warrants. 

1 5 INTERNAll VISI OIS 'ROG M 

Incl udes foreign Ie ders & specia lists. Papers 
on individual grantees may be case filed here 
alphabet ically by name. For multinationa l 
leader pr ojects, SEE : EDX 21; for voluntar y 
leaders visiting U.S., SEE: E DX 24. 

15-1 	 Policy. PI!!Ins. Guidelines. 

15-2 	 R.ports Stat sties 
Includes program and fiscal reports. 

1S-3 	 Pro ram :Wect ve ness. Follow- up . 

15-4 	 Programming S.rvlces (G.n.ral) 

16 (Res.rv.d for ' utur. us. 1 

17 EDUCATIONAL TRAV L PROGRAM 

Incl udes progr am to provide grant s, primarily 
to youth (such as 4-H , Boy Scouts, etc ) , for 
t r avel abroacl for educational purposes for 
br ief periods of time. 

17-1 	 Policy. Plans. Guid.lines. 

17-2 	 R.ports & Statistics 
Includes program and fiscal reports. 

17-3 	 Program Effectiv.n.ss. Follow-up. 

18 U.S. STUDENT PROGRAM 

Materia l on individual grantees or specific 
projects may be case filed here alphabetically
by name. 

18-1 	 Po icy. ns. 

P iis tics 

nclu es program and fi scal reports. 

18--3 	 Progra m Wectiv nes . F w - p . 

Grantee Services G n rail 

19 U.S. PROFESSOR P OGa 

Includes ect urer a nd research scnolar pro­
gram. Materia on individua grant ees may be 
case fi led here alp~abetically by name. 

19- 1 	 Policy. Pla ns. Gu 

19- 2 epo 5 Statistics 
Includes program and fisca reports . 

19-3 	 Program ffectl v " o ow-up. 

nter- ount"}' L 

19- 5 nglish angua T in Pro r m 
Use for English teaching con cted by U. S. 
professors abroad . For grantee E ngli h 
language tra in ing program, SEE: EDX 
28-2; f or all other pr ograms, SEE : EDU Iv. 

20 T AC E EXCHA G P G 

Program involves both U . S. nd fore·gn teach ­
ers. Material on individ a l grantees or spec ·fic 
projects may be case fi led here alphabet ically 
by name. 

20-1 	 Policy. Plans. Gu ' e line 

20-2 eports & Sta tistics 
Includes program and fillcal reports. 

20-3 	 Program Effectiven.... Fo low-up. 

20-4 	 Seminars. Wor shops. 
For U. S. teachers abroad. 

21 MULTINATIO AL FOREIGN SPECIALIST 
EAD R PROJECTS 

Subdiv ide by sponsor , t ype and/ or name of 
project . 

21- 1 	 PolicV. Plans. Guideline s. 

21-2 	 Re ports & Sta tistics 
Includes program and fisc al reports. 

21-3 	 Program Effectiveness. Fo llow-up. 

TL-246D & 161F (10-19-79 ) 
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RECORDS C ASSIFICATION H A DBOOK EDX (p. 5) 

EDX-EDUCA TIONAl CU YU CHA GE 

31-8 Foreign Currency Alreementi 33-3 Notification of Desi nat on 

32 (Reserved for future use' 33-4 Visa Issuance. Wa vers. 

33 EXCHANGE VISITOR PROGRAM 

Use for general material on program. Case ti le 
material relat ing to approv& of programs of 
specific institutions by project number. Iden­
tify any program problems by name under this 
subject. 33-5 

Use for general visa matters relating 0 

program and a l waivers on exchange v 's ­
tors. For issuance of visas to exchar. " 
visitors. SEE; V; outline. 

Laws Regulations 

33-1 Policy. Plans. Guidelines. Use for lists of approved institutions. 

33-2 Reports & Statistics. 33-6 limitation of Stay. 

TL-246D & 161F (10-19-79' 



RECORDS CLASSIFICATIO HANDBOOK 	 EXH (p. I) 

EXHI 	ITS 

Inltructlonl 
, 

, I 

Use for materials on the planning, design, product 'o , and use 0 exhib 'ts a a 
med~um for the s pport of Government foreign policy object 'ves and to inform 
foreign audiences about American life, culture, and technology. 

SEE: 	PUBL C RELATIONS outline for exhibits and displays used in 
a«ency domestic information programs. 

BOOKS out ine for book fairs and exhibits used for book promo­
tional purposes. 	 I : 

Specific exhibits, exhibit projects. Papers pertaining to a specific exhi it S oul(i , 
be grouped together (case filed) . Such case files shou d show the name or tit e of 
the exhibit following the primary symbol EXH. These case fi es may be further 
subdivided, as required, by using the subjects in this outline. 

EXH-EXHIBITS 

GENERAL POLICY. PLANS. GUIDELINES. 4 AGREEME TS 
BACKGROUND. Includes negotiation of agreements. 

Use only fo materia ls too general in nature to 
to be filed under a more specific subject in this 4-1 	 Country Agreements 
outline. 

Subdivide by country if volume waJ'Tants . 

1- 1 Guidances 
4-2 Loan Agreements 

1-2 Themes Use for general materials on ly. SEE : EXH 
6 for specific contributor loan agreements. 

1-3 Suggestions Propolals 
5 LAWS. REG LATIQNS. P OCEDUR ES. 

1-4 Coordination Use for material too general in nature to be 
filed under more specific subjects in t h is outline. 

Subdivided by name of agency if volume war­
rants. 5- 1 	 U. S. Laws & R.gu ations 

2 GENERAL REPORTS & STATISTICS 5-2 	 Exhibit Regulations 
Use only for material too general in nature to 
be filed under a more specific subject in this 5-3 	 Exhibit Handbook 
outline. Subdivide by title of report if volume 
warrants. 

6 CONTRIBUTORS 	 , ' 

Subdivide by name if volume wal'Tant s. ,' lncludes 2-1 	 Progress Reports 
loan agreements and amendments,' ihsul'ance 
requisitions, shipping invoices on item's' con­

3 ORGANIZA IONS & CONFERENCES tributed by each. ' : , 

Usc for material too general in nature to be 
Ix> filed under more specific subjects in this 6-1 Contributor Lists 
outl ine. Sutxlivide by name of organ ization, and 
name, date, and location of conference, if volume 7 VISITORS. GUESTS. LECTURES. 
.warrants. 

Includes schedule of activities 01' commitments, 
courtesies, etc. Subdivide by name, if ,volume 

3-1 Interagency Exhibitl CommiHee warrants. 



EXH (p. 2) 	 RECORDS CLAS IFICATION HA DBOOK 

EXH-EXHIB TS 

8 EFFEctIVENESS. EVALUATION 

8-1 Reaction Reports 

Includes visitor comments and public opinion 
repo!tB, press reviews, etc. 

8-2 Effectiveness Reports 

8-3 AttendClnce Reports 

9 PROMOTION & PUBLICITY 

9-1 Pre.. Releases 

9-2 Symbol Buttons 

9-3 Photos (ltf Exhibit 

9--4 Adverti!ting Posters 

9-5 rochuras 

9-6 Givewoy It ms 

Other than EXH 9-2 and 9-5. 

10 	 DESIG . CO STRUCTION. PRODUCTION. 

Other than paviiion or other building to house 
exhibit, for which SEE: BG outline. 

10-1 Scri ts . Y.xts. 

Subdivide by ianguage if required. 

10-2 Site Information 

Other than for buildings or U.S. paviliol1 
fol' which SEE: SO outline. 

10-3 Specifications 

11 EXHIBIT COMPONENTS 

I.e.• items exhibited. Subdivide by name, num­
ber. 01' type if volume warrants. 

11-1 Lists 

11-2 Condition Reports 

11-3 Inventories 

11-4 Acquisition 

11-5 Disposition 

11-6 Rep acement Items 

2 RIGHTS & CLEARANCES 

Includes content clearances. 

13 DISTRIBUTION. PLACEMENT & USAGE. 

13-1 Lists 

3-2 Sched u 8S & tineraries 

14 REQUESTS FOR EXHIBITS 

Subdivide by p05t or sour~ of request if re­
quired. 

15 OUTS DE RESOURCES & TALENT 

Subdi vide by name of organization, firm, per­
son or by category ot resource or talent. 

16 	 PREVIEWS 
Use fol' general materials only. 

17 	 i SURA CE 

18 	 CEREMONiES 

19 	 ST IKING 

Use for genet'al papers on the dismantling a nd 
removal of exhibit. Do not use for demolition , 
removal, sale, et . of paVilion or other build­
ings, for which SF.E: RG outline. 

; 




RECORDS. CLASS IFIC ATI ON HANDBOOK 	 INF (p , I) 

'~ 	 RMATIO (G 

'nltrud onl 

U14e for paperR dealing with UIiCA's 101.111 internat 'onlt program r that of other 
allencieH or non-communist count.r ieH 10 t'xplain the nationa ob 'eet 'ves, po 'ciell, 
and rultur~ and 0 'nfl uence the attitudl!lI of other nationH' popu laces or segme Ii 

of th ,'m, Ulle a lso or papers which rover Hevera kind14 of maHH comm nic tionli 
merli n, lleneral information research, and fo general mat terR pertaining to 
US ICA o, informat 'on activities cond ct.ed for other U,S, Government agenc 'e 
oversea, 

SEE: CO UNISM outline for communist propaganda Itctivities, 

PUBLIC RELAT ONS outline for agency rela tionH w't 
American public and Aml' rican mOl. s communication me 
explaininll the Rjlt'n<:Y'14 pro){rams, pol ieil'lI. anrl ohjt~ct · vell. 

App ropria l.(~ m(\dill IIlI t I iIII' fo r Hubj(!d.s wh il'l'l I~rt.:lin to a 1111 ­
tic lliar mf'dium. 

INF--INFORM TlON GE , 

GENERA POll V. PANS, COO INATION. 1- 14 Executive C itt 
U~I' f or mntl'rial too general in nature to he fllell 

2 GENER 	 ST T ST 5untier mol'(' speciftc • bjt!CUI in this ou line. 
Use for material too gener in nature 0 be 

1-1 	 PolicV Guidance (Generall flleo uno(~r mo,'e specific subjects in this outline. 

U SI' onlv for material which cannot be fi eel 
under ihe more spec'fic types of guidance 2- 1 Country Ass ssm ftl Rep ris 
documents listed. A rrangl'! by arl'a and/or country nd ( e, 

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

Arrange by area and/or country and date. 2- 2 Program Highli his 
Show name of post, i( needed , 

2-3 Weekly poris to redor 
1- 3 Program Pol cy Directives 

2-4 Fad ook 
1-4 News Policy oles 

3 ORGANIZATIONS CONFE CES
1-5 	 Infoguides 

11i~.. (or matc"illl too gene"al in naturc to be filed 
1-6 Potomac Cobles uno(',' more spI'Cific subjel'Lo; in thill outline. S b­

di vide by name of organization, and name, datf!, 
1- 7 (Reserve For Future Use) allo \!wati on o( conference, it volume warrantlc. 

1-8 	 Talking Po en 4 AGREEMENTS 
Ex('ept scientific a nn mili tllry information ex­1-9 	 Mission, Obledives. Priorities. 
l~hanJ::'P. a~rcement", (or which SEE : SCI and 

1- 10 Themes ()F.F outlinE's, rellpectivf!ly, For alrr~menta re­
lating to specific med in uno pro~rams, SEE: 

1-1 1 Interagen"v Coordination (U.S') subjc('t. 

Subti ivid(' y naml's of agencies, commit tees, 

panl'l!', I'll·. , if volume warrants. 5 LAWS. REGULATIONS. PROCEDURES. 


Uso for material too genera l in nature to be filed 
1-12 Coordination with Local Government unller morl' sT\('I· ifi(· subjc('ts in th is outline, Sub­

rlivid(' by titlf' of law, regulation, etc, as volume 
1- 13 	 U.S . Advisory Commission on Public - warrants. 


Dip lomacy.- - - - ­
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INF-INFORMATION (GEN) 

6 	 TARGET GROUPS 

lJ~· rflr ftlll,. (In catefrOri.!. of p"ple toward 
whit'll intfll'lllation procralna and projects mllY
'H' IIntt.i(,lIla r ly ditf!C!ted to achieve a (Civen pur­
\IOIiI' . Ruhdivide hy category (bu.ineumen, edu­
l·atorll. rural population, covemment oi'ftciaJ., 
n!1 ijCillUIi ~roup., etc.). 

7 	 INFORMATION MEDIA, MASS COMMUNICA· 
liONS (GENERAL) 

IlRfl on ly rill' pApers on multimedia projects. and 
.. thel· 1'1I\K'I'14 ~oneernln« Il'Ia•• communic tiona 
1n1~lw. ")I('l'l"t their etrec:t.ivenea, tor which 8M 
1.IIIi'whlll'1' in this outline, Subcl vide by project. 
i t vuhllnp wlu-ranta or .. reteren~ needa dlc:tatc1. 

7-1 Fre.dom of Informetlon 

I Rdlul.·" {' fro ta of nAtion. throU8'h UNE CO 
I .. nl· hit· vl· lroe exchange of Information, FOI 
<:oll vI'nt ion . a nd <:etl80r.tl p ot or Interference 
wi!.h information media in genera. 

1-2 Media Sia tu. & "09'011 R.port, 

7-3 Quart .... v ovew f M la Prolects 

7-4 Media Habits 

7-.0 Multl-Mo i I Pro .ct. 
8 P OGRAM ilr TIVEN .. 

Flit ef'rective".rl8 01 a pa,<tleul.'I' med or P}'()­
grllln, 1It'e oPJlro"riat. outlinfl. 

8-2 Effectlven.. .,crt. 

9 	 TRAINING 

or fnr"iICII 1f\1\I(\,'nnlflnt Ilel'~nnel and other non­
Agun<,y IH·rltC'mllel. For IIIM-illc typea of media 
t.l'iiiHiHIC. /<.... ,"1'(11& O\ltllne~ . 

11 R SEA CH «GEN) 

Usc only tor paperg concerning the A ' \'Icy'» 

overall I'CIMlAreh prl»graM and ten 1'Ila u,­

r i Is not lufl\(:lent y p lee to p ace .del II~C 


i4ubjeda .. meoia habita, .Rediven , n pub­

lic opinion and att! des, for wh b . \l 


where in this out ine. 


11-1 Policy. Plans. 

11-2 ••ports. S~ii."ct . 

12 P L1C OPI ION .. It. 

Uce tor general materia only. Pub 'c r " ion 

to a pec1ftc event shoulG be flIed undr tho 

appropriate outline elleWhere in th a Handbook. 


12-1 W rtd SurveVI 

Arranl'f! jl'eoif1'\lphieaUy. 

12-3 Opinloftl MOle f U.S. 

12-4 ~1"lon/IMa of Other ountriea 

13 FOI I MIDIA lEA · s 
Uae for gene rAl material only. Foreip media 

ruction to 1\ 1I1)~ift~ eve t . !loul be tied \11\ .r 

the appropriAte outline el...,here In &bit Hand­

book. 


14 IliP WG 

Other nllin briCfinit of Congl'elll4ional t r.". en, 

t or whie S ',E : LEG o\lUin-e ; or arenc:y par­

IIOnnel, tor whith SEE : PER ,..,13. 


\ 
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LI RARIES CENTERS 

Instructions 

Ulle for materialA on libraries, information centers, binational cen ers, reading 
roomA, commun ity centerR, and America Hou!!ell and their activities in furthering 
Int f'rnn t.fol1:11 ('ul lrn1 Ahlf informat ion prnllramR. fllc utip!! P rf'!!ioentia1 libraricA 
uno ('ulturnl center!! «(I.g. John F. Kenn(ldy) . 

REE: 	CULT JRE (GEN.) outline for materia111 on the overa ll cult r 
11I'0)Cr: m of the Agency ; for flnp artA activitie~ ~uch IL!! lectureR, 
th pat.t'r. dance, mu. ·c, clrnma. painting, drawing'. lICll lpture, Iitera ­
t.url', poetry, archite('turl'. anel halloicraftll; and for thf~ pr('Renta­
t.ion of material!! ancl Jw rllon A all flurt.!! of t.he cult.ural and illfor­
mation act ivit.iell of lih rl ll·il'!, aoci c·l'nte rH. 

BOOKS AND PUBLICAT IONS, ou tli nc'lI for matcoria lll on lihrary 
ancll'en t.pr Ilctivitic!! ..elatc·cI 1.0 thes(> media . 

EXHIBITS outline fo r mat er ial" on library lind center activifeR 
related t o this medium. 

EDUCATION outline for materials on English teac iog, liemi­
nar", workAhops, and othf'r f'ducational activ itieA of IibrarieR and 
cen t.erR. 

BUILDINGS & GROUNDS out line for papers on library n 
center hu ild ingA, grounos, Rpaep, furnishing!!, and huildings Rf!rv­
ices. 

EQUIPMENT & SUP PLY SERVfCES outline for paper!! on tht~ 
ut.ili zation and diRpoAit ion of lihrary pquipmfmt and 1'lUPP ies. 

LIB-LIBRARIES & CENTERS 

GENERA POLICY. PANS. GUIDE I ES. 6-1 Play Production 
USA (01' materials whi<'h cannot be filed under a I n("ludes play reorli n/CR. 

more Allee-ifk subject in thiA outline. 


7 VISITS 
2 GENERAL EPORTS & STATISTICS Of re gional librarians and others pertaining [0 

11M' fOJ" mnteria l which cannot be filed under a 	 library and cen ter operat ions. 
morr 	lIJK'rlft ~ubj('('t in t hll outline. Subdlvirlp 
hy tit11' or '·('(lort if volume warrant!!. 8 	 EFFECTIVENESS. ASSESSMENT. EVALUA. 

TION. 
J COMMITTEES 

9 PROMOTION & PUBLICITY 
U!:I' for matprials which cannot be flIed under a 

morf' s(leciflc subject in this outline. Inc\udeA rel('aseR and dippings.
news 

3- 1 Advisory Committe. 	 10 HISTORICAL BACKGROUND 

11 	 ATTACKS & DAMAGE 
U!'Of' only for ('ifect on the operation "f Iihrari..'11 

4 AGREEMENTS. GRANTS. 

S LAWS. REGULATIONS. and C'entf'r~ . F or building OamRlre, SBE: HG 
In("h..l"s statute!! of Hinnt lona l Ccntf'r~. For op­ outline . For politi!"al alpeds, SEB: POL out­
"mt inlt pro.·...lure!! SEB : LIB 12. line. 

6 COMMUNITY ACTIVITIES & SERVICES 	 12 OPERATING PROCEDURES 
In('h..I.,!: Dr.-nngenlr"t~ for ",('t'tin~!! of ('om ­ Suhrl ivior hy tYPf'A, (r.g. memoorship, with­
Illunity ):rOUI'A. drawalR, .'tr. ) if volume warrants. 

- ._.._--- ---- --------------- ­
T L - 246D & 161F (lO - 19~ 79) 

http:ancll'ent.pr


(p, 7)---------- - - -.- ------ ---------------------------­

12- 1 T,ain'ng, 

i'lll'\tullls wOI-kl' Pp8 a nd lW!m -nllr8 on library 
l ll'f);C"uci.u"!L SEl';;~ &00 for ot.bm qpes of 
wo -ubop', __no; ud. EqJ.i8b. laaC\I&P­
t.mioiaa 

13, U Y' CO .ECTION 

Use fur papf'''''' I'cga.rdinlf the eo lective hold­
il)lf~ o( the LiJ.·nr~ no. NOT u.ae thi a: bject 
or its lUlhdj,ViOO.on& feu: the: procunmaent of 
hunks, mufti_ct>air . btieatiQu.. tor which Me. out,. 
li.u .~ co.v-enn&' tb~i~ 

13-1 eaaic C II dlo;9 

13,-2 Ae; .·"ti 0_1 

13-3 S cti.oo a 

13-4 D.prtd 

13-5 

t 3,-6 
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RECORDS CLASSIFICATION HANDBOOK 	 MV (p. I) 

MO ON CTU ES TE EVISION (GEN u 

Ina.ructiona 

UII(' for pnpel'H on motion picturt' and h'l('viHion affairN il ICtmeral. i.e., for other 

t.han I1pecific motion pictlll't' " tl'lt'viHinll mlll.t'ri 'IR or pl'Ogr.amll acquired or pro­

duced. and for oth('rthan facilitit'N lind lI('rvit'PR involv(·d. Offi(,(,R that. maintain 

separate flies OR either motion picturell or television affair!! in genera l may add 

appropriate notation after primary Nymhol i.e. MV (TV>. MV (MP) . 


w V 
REE: 	PUBLIC RELATIONS outl ine for UNe of motion pictureN and 

t('levi!!ion in ullency domeNtic public information prOlll'l1mll. 

EDUCATION outlint' for th(' IINI' of radio. motion (,ictu reN and 
televillion aN 1I1lllid to h'achinj!. 

T N1>U~TRIE~ & COMMOJ)ITI":~ (II1Ui,H' fOI' tht, ('Conomic 
a:-lllt't·I.:-I of l ht, motion lIidul'PH a nd " ·Il'visillll illllust.ril's. 

MOTION PIC'rURE and TJ<~LJ<~V ISI ON PROGRAMMING out­
Iinell for Ilcquired or IIroduced motion Jlicturt' and televillion 
prollramR. 

MOTION PICTURE and TELEVISION FACILITIES & SERV­
ICES outlinet; for major types of facilities and l'Iervices connected 
with t he production, processing, adaptntion. t'te. of prollram 
materials. 

MV-MOiIO PICTURES & TELEVISION 
(GENERAL) 

GENERAL POLICY. PLANS. BACKGROUND. 7 VISll0RS 

ll lll' for material too It('neral in nature to be fiied Vile fClr gNlf'ral malt'rials nn mfllioll "i('tuTf~ and 

under more llpecifh' lIubj('('b in this outline, t('l('viHion ,)I'rsonal iti('11 anll the ir v isibl. Subdi­


vide hy lIame of visitor if voluml! warrants. 
2 GENERAL EPORTS & STATISTICS 

lllll' for mll' erial tOCl gt!ll('ral in nat ure to h,' filed 8 FESYIVALS 
1I,"I"r mort- IIp('('iftl' !<uhj.·('ttl in thill outlint-. Ullf' fnr Jlap"r:< UII molioll Ili('ture IIn rl u,ll!villillll 


r(,HUvalH lIntl Unit,'(1 Stnl.t!H Imrt il'i"atillll lheTf!in. 

3 OlGA IlATIONS' & CONFERENCES Suhdivi,11' hy 1,I :u'" :\11,1 daw if vllillml' wllrrnllill. 


l's, ' (,II' llIul l'rinl t oo Itt'n('ral in nllt ure t.o 1M' fill',1 

1111,1"1' 1lI""'- SIII't'ifk "uhj"t'lll ill tlli!"! nuUilll'. 8-1 Priua 


8-2 Schedules4 AGREEMENTS 
{I!lt' (or matt'r ial too gl'nerul ill nature to be filed 

9 TRAININGlI'It!t'r nllll't' !lllt'c ific lIubjects in this outline. 

Of forl!ign govI!rnment pen;onn('1 and other non­

agent'y 1'l'rliOnlll'l.5 LAWS. REGULATIONS. 

lll't' for malt'rial too Iteneral in nature to be filetl 10 CENSORSHIPIIntlt'r m"I'O' slwcifil' I'ubj('cts in this outline. 

UI'C rur g( 'Il<'rnl matl'r ia lli only. 


AWARDS TESTIMONIALS 

11 TECHNICAL RESEARCH 


6 

1'",' r .. r ma lo'r ia lll on 1lI0tinn Jlictu n' atHl tt·ll'vi­

,.iolll awa rr!'" til· tt'" t il1lonial", t'Xc"l,t thul1C ill lISt, fur "''''lIo'ral Ilmtl!riul ll on mfl!.illn pil-turf! 

" .. IIIU'O·t i .. 11 with ro,,,t ivai". ror ",hid, SI<;E: MV 111111 1.( 'lrvisiulI ml.. lia rcSl'arrh, ".g. TV HIIIU'C! 

1'- I. tra II 11111 issiulI , 


-: -" ."':': . - :..:...... .~. .. ---~-...-.....-.. 
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MV--MOT~ON PICTURES TELEVISION 
(GENEIAU 

12 AnESTATION 13 CATALOG 
<.'('\'('1'1' applicat ions, aR"ncy ('C'TtificlltC'14 nd 1"('. 

lat(,,1 ('(lTTt'SI)()nci 11('C' " l'el,an'd in ('olllu'l'ti(l1l with pTO(illCC'Tl'I or 
with tht' Il~ncy's program of certi-t),ina' as of' 
illtl'TliationaJ educational thll1'lk'ter "Iigiblt U.S. 
"isunl and aucfttopY Mlltel'lId.. 

12-1 Certificates 

Subdivide by number if volume warrants. 

12-2 Applicants 13-1 ProducGrs 

MV (p. 2) RECORDS C ASSLFICATIO HA DBOOK--_. . .. .. .. _.. .. ­------------_. -'- '--

Subdi" ide by name or owner of baaic r ights 

if "olume warrants. Subdivide by name of proouee1'1l. 


- j", 

.. ~ ~~~----~~-----------------.. 
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RECORDS C ASSIFICATIO HA DSOOK 	 MVF (p. ) 

TELEVISIO FACI ITIESMOTION PlCT 

Instructions 

Usc for papt'r~ on the b (lad type!"l of fa l'ilitieH and Hl'rv in'H He ill prod ring. 
pl'Orl'HHinll. l't'coroi n;, e iti ng. etc, motion pidul'e and leleviHion m; terials. Offices 
that maintain se)l( . e It,S on either motion picture or t(' ('vis ion f , c ' lit -eH an 
Hervices may ad app opriate notation after primary symbo ' .e. MVF (TV ), MVF 
( MP)' 

SEE : 	 EQUIPME NT. SUPP I "S & SERV rCES ou llin(' for specific 
items of eq uipmen t and su pply a!"l!"lociated with th('s(' fac ilities and 
and services, and for related invt'ntory, disposal, and accou ntabil ­
ity for these items. 

Thp first section of th(' ou tlilll' pl'Ovidrs Hubjeds foJ' USI' ill ('stahlishinjC fill'H ..... il:C n 
pertnin to motion picture and television facilities and services col ecti ve' y_ r.'h(, 

remaining subjects are fo r use in establishing files on specifit' types of facilitieH 
and servkp!"I. 

MVF-MOTIO PICT RE YE EVISION 
FACILITIES & SERVICES 

GENERAL POLICY. PANS. GUIDE IHE 10 TE EVISION STATIO S. ElWO KS. 

2 GEUERAl REPORTS STATISTICS 	 10-1 Cooperative Foci it jv etwor s 

3 MEETINGS & CONFERENCES 10-2 Foci itati ve As istance 
{l SI' for IrrlH'ra l mateTials only. 

11 TELEV SIO SETS 
4 AGREEMENTS. CONTRACTS. 

12 SC EE ING FACI ITIES 
S PROCEDURES & INSTRUCTIONS 	 I m' lud,,>, SITI'l'lIi ng I-oom. 

Ui't' for gen l'l'lI llllnterial~ o nly. 
13 STUDIO 

I nc1udl';; ('onstruI, tion, maintenan('I', use, UYlri6 OUTSIDE RESOURC S & TA ENT 
Rchedules, 

Us(' for mntr.-ials 011 ('om mcl'cial ~O\lTC(,S :rnd 
t:rlrn t f.,l' t'dit lllR", ano other st'Tvices. Subdivide 14 SCENERY 
h~' n:llllr if voh ml' wal'r:lnts. 

In(' ludl's IIr.s ign and constl'u('tjon. 

7 FACILITIES SCH ULES 

1] ,,(, for gf'IH' I':ll 
"f :III f:H'il it lf'''_ 

matel'ial on till' s<'ileouling" 
15 ABORATORY SERVICES 

Include" rl'con ti ng, PTOC(~RSinlC ancl jl I'i nt -III{, 
lip·syn(', duhhing, mixing, and quality (~ontrol. 

8 REQUESTS FOR FACILITIES 
16 PROJECTION SERVICES 

17 STORAGE 
9 THEATERS 

11~1' for lll:l t('I-inls on lo('ation, lIulll l,eT, RE'li ting 18 REMOTE CQVE RAGE SERVICES 
":lI':I"ity . ..t .. _ 

19 PRINT CONTROL & 0 SPOSITIO 
9-1 Licensing 	 In('lu<l<',; pr,)('ctlurl's . -

TL- 246) &: 161F (10 - 19- 79) 
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19- 1 In~ "tory,; 19- Tran en 

19- 2 Desftu.4> n 
Ow.. ~ mo~' 

19-3 Sal .• 
20-1 OQ9al,,, lng. ous nIn~1Ilti41S lice .sea for fo.r-e" print sales, ek. 

19-4 Retireme~t .. Wit cli wal 21 USIC. 51: vacn 

-....' 

" 




RECORDS CLASSIFICATIO, HANDBOOK 	 MV? (p. t) 

MOTION PC TE EVIS 0 P OG AMM 

Instructions 

Use for papers pertaining . 0 the development, ~chedu 1 g, production, placement . 
use. evaluation. an e. .... :;,t isition of motion pictu re and te evis ion programs as 
information. cult ntertainment med ia . Offices that mainta in epara 
files on either mo ion p·cture or television programming may add a pro;J 'ate 
llotation after primary ymbol i.e. MVP (TV). MVP (MP) . 

SEE: 	PUBLIC RE ATION. out lTlt· for the use of mot.ion p ·ctures and 
television in domest ·c public information programs. 

MOT ION ICTURES and TEL}<~VISION (GEN ) ou tli n~~s for 
ov 'rall A){ency motion pictur\:' and tf'levisioll wor l( wid\', regio a ·, 
and ("ountry plans lind opera! iOI1~;, and or ge I('r,d backg ound 
maier'iall'! not relnting t.o spl'c iflc pro){r; ms or pro u('ts. 

MOTION PICTURES a d TELEV SION F ACILITIE. & SERV­
ICES outlines for facilities and services involved in producing, 
adapting, distributing, and conirolling program materia sand 
for various related services. 

Title Files. Papers concerning a specific program (film or videotape) should be 
filed and maintained as a uni t (~ase filed). The fil e folde r (s) for such fi es should 
show the title of the program following th p appropriatp primary s bject symbol 

..... MVP, The cal'!e file on a particular program can be subd ivided, if vo ume war­
rants. by using the subject breakdowns provided in this outline. 

MVP- MOTIO P CYURE & TELEVISION 

PROGRAMMING 


GENERAL POLICY. PLA S. G IDELINES. 5 REGULATIONS. P CE RES, 
COORDINA TlON. Use for material~ which cannot be filed under 

a mor(! s peC' ifi(' subj(!ct in this outline,Use only for material which cannot be filed 
'Imier a more specific subject in this outline. 

6 PROD CTION 
1-1 Proposals. Suggestions. Ideas . Subdivide as indigenous. USICA, if 

desired. For professiona producers whose serv­

2 GENERAL REPORTS STATISTICS ices are employed or who are candidates, SEE: 
MVP 3, 

{fse for g('neral reports and statistics which 
.'annot be fileri under more specific subjects in 

6-1 Suggestions . Proposa 5.this outlinl'. Subriivirie by tit e of report if 

voluml' warrants, 


6-2 Status Reports 


2- 1 Repo rting Procedures 

6-3 Coproduction 


3 OUTSIDE RESOURCES & TALENT 
6-4 	 Authorizatio ns 

I Is,' r",' 1{1"lf'ral n1atl'rial Oil producers, writ,·rs. 
" "'T"I"n' . :lIIcl p,·rfornll'rs. Inl'1u<it's firms or 

6-5 	 Techniques. Procedures."I,'an.,," a" \\'('11 as individuals, ~uhdivid.' hy 
1\!ll1l~' ir \ ' ttIUIUt' \\'art": Ilt~. 	 I n.·lud('s ('artoon t(!('hniques. 

3-1 Accreditati o ns 
6-6 	 Pro jects 

4 AGREEMENTS. -
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--------------------------------------------------------------------
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MV~-MOTIO PieT E & TE EVI 10 
PROGRAMMI G 

~7 Schedules 

I ncludf's prooucer assignment schedules. 

6-8 Coverages 

Jn~ I lI df>~ 
\' isiti ng 

rf'<luests for coverage of events and 
digTlltaries, 

~9 Production Materia ls 

Inl'llld.,s s t.ock shots, film clip:s, recoritingl', 
"''I"lp(''. raw-stock, etc', Suhdivid(' hy type if 
\""lul1l., W:lrJ'nnt~ , LarKc c'o ll('('tionll (If thc' 
,,1'111:11 maiprl:ll" should be :u'rnngcd by t iUt', 
!<lIhjl'<,l. lallg-IHlgl' , numher, ph'. 

7 MOB LE UNIT ACTIVITIES 

8 EFFECTIVE ESS. EV 	 T. 
In('llId.·~ ('fT. ·c! i Vf'ne~s re.)orts. SBessment reports, 
"valuatlOll" , reviews, and field teilti ng. 

8-1 Evaluation Y chniqnes 

8- 2 ERediv~ness RepOr'llfi 

8- 3 Pub ic Opinion 

\n clutl,'s flllll m: ii, protf'.ts, criticisms, nud' ­
I' I W~' rf ' :H' j l ons, «,tc', 

9 PROMOTION & PU L1C!i\' 

9- 1 Press Releasos 

9- 2 Promotional Kits 

10 	 PROGRAMM G REST CONS 

1III"Iu<lf'S ("'lIsorship of progrum materia s . 

11 ESEARCH 

i 11 .. 11101" ,; ri's"an' h Oil .notion pictur" and tel('­
\' ision aucli" ll('p. vl cwi"g habit. , likes and dis. 
lIh.'~. Ilt"r:l"Y h'vt!is, and otheT characteri!ities. 
S':E: MVi' 8 for nu ' iE'llcc react'ons to CA 
prog-ram lIlatcrialt!. 

12 	 RIGHTS & ACQUISITION 

Use for acquisition of r ights t o motion pictures 
and videotapes. Subdivide-:aa performing rights, 
distr ibution rights, theatric21 ' ri hts, 0- te ~vi­
sion rights, if desired. lnd de.. I'l!newal nd 
expiration of r ights. 

13 	 USAGE. SHOWINGS. P (EM Nl. 

I ncludes nudience and ;;tendance still ' 1 reo 
Ilortl!, allmisaion charges, and 

1-3-1 Preview 

13-2 Screenin s 

USE! {or screening notices. 

13-3 	 UtUi:ation Techniques 

13-4 	 Schedul.s & Gu·d.s 

13-5 	 Distribution 

Includes distribution pattAJrns, requuts, and 
loanll. 

1~ 	Sponsorship 

14 	 CATALOGS & L STS 

Subdivi( e by type of program, etc. 

14-1 	 Cata 09in9 Cir~uSdn 

15 	 ATYi BUTION " CREOn' TlilE 

16 	 SC IPTS 

Arrange by title, langua, andial' number. 

17 VIDEOTAPES 

rTnnge by title, language and/or number. 

TL-246D /Ix 161F (10 - 19.:(9) 
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RECORDS CLASSIFICATION HANDBOOK 	 P (p. I; 

PRESS 

Instructions 

USl' for pap,'rs on the press of forei),(ll countries, and thE' press ad v;t ics and prod­
ucts of the Ap:ency in carrying out information programs through the use of this 
medium. 

SEE: 	P ZSS & PUBLICA T IONS 0 time for apers which cover bot" 
press and pUblications matte rs. 

PUBLIC RE ATION.' outline for papers on the A),(cncy's re a ­
ti oml with he domestic pr('ss in connection with the A){ency's 
domestic public information pro){ram. 

PUBLICATIONS outline for p: pen; on pub ication activities a rl 
productl!, other than press itl'ms and books, in carryi n){ out infor­
mation programs . 

BOOKS and PICTURES outl ines for J" pers 0 book and picture 
activities and products in carryin){ out information pro){ram . . 

COM MUNISM out lme for t he use of the press as; propaj{an< a 
medium by communist countries. 

P- PRE 5 	 6 JO R A STS. COR ESPO DE 1S. 

Includes biographic information. Subdivi e by
GENERAL PO CY. PLANS. GUIDE INES. name a nd/o r country, if vol me warran ts. F or 
li sE' only for general material that cannot he VOA correspondents SEE: RADIO PROGRAM­
fi led under a more specific subject elsewhere in MING outline. 
this out ine. 

6-1 Visits. Tours . 
1- 1 Dallv Guidance Subdivide by name and/or country if vo lume 

warrants. For v i~its and tours under the
2 GENERAL EPORTS & STATIS ICS educationa l a nd ultura exchange program . 

Use only for materi als too genera in nature to SEE: EDX outline. Do not U!';e for tt'avel 
he filed under a more specific subject elsewhere arrangements, for which SEE: TRV outline. 
in this outline. Suhdivide by title of report if 
volume warrants. 6-2 Foreign Press Center 

2-1 Press Summaries 6 - 3 Accr d·tations 
2-2 Foreign Press Reviews 

7 NEWS AGE CIES. PRESS ASSOCIATIONS. 
3 ORGANIZATlONS & CONFERENCES 	 Subdivide hy name if volume warrants. 

nth"l· t han news agl'ncies and p"ess associations. 

Suhrl ivi'\,' hy name of organ ization and by nam!', 
 8 EFFECTIVENESS 
locutioll, uno dnte of conference, if volume war ­

..nllts . 9 NEWSPAPERS 


Subdivide hy name an%r ('ollntry if volume 
3- 1 Pres. Conferences warrants. 

4 AGREEMENTS 	 9- 1 Clipping Service 
lT ~" (0,· general material only. Includes ex­

dwng.. ngrt'I'IIlt'nts. 10 CE SORSHIP 


5 LAWS. REGULATIO . P OCEDURES. 11 RESEARCH. STUDIES. 

Use {Ol· gcn<'rnl ma te"inl only. 	 Other than effectiveness for which s.,e else­
where in this- outline. 
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C _ASS iFICA TIO, H/\ND30 0i<', 

2 CHTS, Copy G TS, 

13 NeWs P . (EME T SAG 

14 ueSTS F . MAY' , IA S 

:;; Ill'h al: bsckg-rounlien., byl iners, fea ure • etc_ 

'is C OlTS. 

For prp!,;s 

ATTRISUTIO . 

item8 cquired or )ro<1 L'e , 

16 PRESS COVE AGE 

; , ~.' i ot­ papers on reqlJe~n:s, a88ig.lments, r&d 
anull j;-I'ml1llt for coverage of events. Arrange 
hy ,Ia le or hy event as required. 

\ i !w 

AS S 

fo r It""" r muter on ly. 

18 FAST EWS 

9 WI lE SS FI~; 

l ,,· .. \ " 1' ' 1'1\ "'1.1 mat<' rla conn" ing t ransm is­
"1"1\ >(IHI I' t'<'elpt of prt~SS mater 'us. SEE: CR 
7 r'll ' l!' I ~('ommun · catior.tI services and f ciJitie . 

20 e itrv _ f f' fu ro us I 

21 

22 

23 

2 P. 

1 2 

24-3 

2 5 

2 

24-7 

24-6 

e nil! ~r!.lt f a u e) 

e5erved for f utur . $0 ; 

eserv forfutur ~ 

55 MATE IA S 

..ow, Co umru 

(kg ro nders 

FeQtures 

y!'n f a 

Editor.. 'S 

eprin 

Incl des "Mag:,u' ne Reprints," 
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RECORDS CLASSIFIC ATION HA DBOOK PB (p. I) 

-

PUB ICATIONS 

Instructions 

Use for material~ on pUblications of fore gn countri('~, agency puhlicat ion activ· ­
tics and prod cts (except books and newspapers ) in carry ·ng 0 t i formation pro­
grams, and for other publication activities not provided for elsewhere in his 
Handbook. 

:-;pPcific Publ" cat.ions. Papers concern in)! a specific t.itil'o p blica ·on sho I be 
-­ - - ­ . - ­ -­

filed and ma intained as a unit (n s,' filrd). The file folder (s ) for such fi es shou ld 
s ow the title of the p blic tion followin){ the primary symbo PE. he case fi . ~ 
on a particu ar titled pUblication can be subdivided, if volume warrants, by usin)( 
the subject breakdowns provided in this outline. 

SEE: PRESS outline for papers on the press aet.ivities and product. . 

PB--PUBLICATIO S 

PUBLIC RELATIONS outline for papers 011 th.· prep, r: tion an 
use of publications in agency domestic public rdatior s p ogram. 

CULTURE outline for papers on the prt!sentat ion of puhli('ations. 

BOOKS nutlirH' for papers on agency book activ it.ips and pro UctN. 

8-1 eactionsGENERA POLICY. PLANS. GUIDlELlNES. 
Use only for material that cannot be fi ed under 
a more specific subject elsewhere in this outline. 

Jneludes reader mall, critici sms, 
etc. 

complaints, 

1- 1 Guidance 	 8- 2 Effectiveness Reports 

1-2 Proposals. Suggestions. Ideas. 	 8-3 eadership Reports Surveys 

2 	 GENERAL REPORTS & STATISTICS 8-4 Awards & Testimonials 
lIse only for material that cannot be filed under 

9 	 PROMOTION & PU LIe TYa more specific subject elsewhere in this outline. 
Includes advertising and puhlication exhibits. 

3 	 ORGANIZATIONS & CONFERENCES 
Other than organizations as a source of publica­ 10 CENSORSHIP 
tions or t a lent for which see elsewhere in this 
outline. 11 RESEARCH. STUDIES. 

Other than effectiveness ami reaction studies
4 	 AGREEMENTS on publications for which see elsewhere in this 

IndwlefO publications exchange ag-reements. outline. 

5 	 LAWS. EGULATIONS. PROCEDURES. 12 RIGHTS & ACQUISITION 

l l f't' {or material too gelll'rnl in nature to be filed 


Includes copyrights, reprint rig-hts, language"""'where ill this outline. rig-hts, distribution rights, and serialization 
rights,6 	 OUTSIDE RESOURCES & TALENT 

US!' for material on agellcies, organizations, and 13 SALE & DISTRIBUTION
individua ls :IR sources of publications and talent. 

Subdivide by name if volume warrants. 


13-1 Mailing Lists 
7 VISITS. TOURS. I ncludes requests to be placed Oil or removed 


Subdivide by name if volume ·warrants. ' FOl' from list. 

visits "lid tours under the Educational and Cul­

lur:ll F.xchunge program, SEE: EDX outline. 13- 2 Subscriptions & Subscribers 


8 EFFECTIVENESS 	 13-3 Placement & Usage 

TL-246D & 161F (10 - 19-79) 



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

PB--PUBLICAliONS 

-
14 REQUESTS FOR PUBLICATIONS 

LT sc for g(>nl'ral material on distribution other 
than through normal channell!. 

1 S CREDITS. ATTRIBUTION 

For publi('ations acquired or produced. 

16 IMPORT-EXPORT RESTRiCTIONS 

17 TRANSLATIONS 

18 LISTS & CATALOGS 

Subrlivide hy type of publication, organization, 
firm, etc. as required. 

19 PROJECTS 

LTs(> only for material too general in nature to 
be filerl under a more specific subject in this 
outline. 01' to be case filed. 

20 PRODUCT~ON 

20-1 Authorization 

20-2 Reports 

20-3 Schedules 

21 STORY TEXTS 

22 SUMMARIES ITABLE OF CONTENTS) 

23 PRINTING & REPRODUCTION 

23-1 Policies. Plans. (Prir'lling) 

23-2 Reports & Statistici (Printing' 

23-3 Meetings & Conferencel "rinllng' 

23-4 Other Agerlcy Support (Printing) 

23-5 Procedures & Inltructionl (Printing' 

23-6 Outside Resources & Talent "rinllng) 

23-7 Production (Printing) 

Includes impressions. 

23-8 Requests for Servlcel (Printing) 

23-9 Speciflcatlons (Printing' 

23-10 Clearance & Waivers (Printing) 

24 (Reserved for future ule' 

25 (Reserved for future use' 

26 (Reserved for futu re ule) 

27 (Reserv",'; for future ule' 

28 (Relerved for future ule) 

29 PUBLICATION MATERIALS 

29-1 Pamphletl 

29- 2 Pilot Mode ll 

29-3 Maga zines & Other P. riodical, 

29-4 Packets 

29-5 Leaflets 

TL~246D -& 161F (fO-19-i9r----------- ---- - -..-1'"­



RECORDS CLASSIFICATIO N HA DBOOK 	 PIX : .. j 

Instructions 

Use for mah'rials 0 Agency's still pictun' (inel ( '11 ' phot.o)(raphic) act ivities I lid 
products in carryin g ou information programs (nd for othf'r licture activ it ies 
not provided for t' sew e re in this Handhoo . 

Spt.·cific pic!.' rc FO)ects. P apers concern ing specific st"ll picture or photogra ph '(: 
projects-'shou h - fi- id-and maintained as a un it (ca. e filed l. T he case fi c on •. 
particu r project CI n be subdivided, if volume warran ts, by us 'ng e s h ·t· ·· , 
hreakdowns provided in this ou tline. The fi e folde r ( s ) fOJ" such fi es shouJci show 
th(' t.itle of the project following the primary symbol PIX. 

PIX- Pley RES 

GE ERAL P Y. P S. G IDE INES. 11 AWARDS & T STIMO IALS 
USfl fOI' mate.-ia too gt.'neral in nature to be filed 12 RIGHTS & ACQUISIT ON
und!'r mor!' lIllet'ifk suhjects in this ou tlint'. 

URe for mat(,l'ial in general on h" aC''1uis ition 
1- 1 Guidance of r ighb In picture);, phntographs and art WG. :,; 

1-2 Proposals. Suggestions. eas. 	 13 DISTRI UT ON 

2 GENERAL REPORTS & STATISTICS 13-1 Mai ing isis 
I ls(' for tnatniul too J:"1'nl'ral in natuT(, to Ilfl fill'd Tnl' lud, 's n~'l\J(, ""'';' ;:.1, it Oils arod .lc'I ,·l inll s tn 
1111111'1" lI"'n' spcl"ifll- suhjcI,t!:1 in thi s outlilH' . III; i1illJ.:' lis s . 

I 
3 	 MEETI G CO FERE CES 13-2 Placement & Usage 

4 	 AGREEMENTS 14 E ESYS FOR PICT RES & PHO 0 ­.......... .. 

GRAPHS 

5 	 LAWS. REGU TIONS. P 0 ES. 
Use for request!; for p ict rp." and photos other 

lJ!'C only fo r matcl"ial too general in nature to he than photu ('overages , for wh ic'h "I'e PIX 7. i'OT 
fill!d UII( er a more specific subject elsewhere in requests to he added to or dei ett·c\ fay mailing
this outline. lists, SEE : PIX 13- 1. 


6 OUTSIDE RESOURCES T LENT 
 l S CREDITS. ATYRI uno 
Use for material on ou si e a gencies, organiza ­ F or' picture!' , photos ane arlwor a('(ju ' red or 
lions, a mi persons as sources of pidures, photos, lr<)(luceci hy the Age "y. 
; n< talent. SubOiviric by name if volume war­
rant. . 16 IReserved for futur 5) 

7 	 PHOTO C VE RAGE 17 IReserved ~or future use' 
I1st' for mr,tf'rial 011 r(,ll uest", shooting SlTipts, 

1 8 I e rv d f or f ¥ re useand arrall~"f'Il1('n t!' (or photo ('overage of I'vf'nt s, 

.'t!-. AlTall~f' "hrnllolllJ:"i"ally ur by ('vent, etc. as 
 19 PICTURE MATE A S 
..... lllir('. \. 


19-1 Graphics
8 	 EFFECTIVENESS 
1nchllh'~ rna ps, 


8- 1 Reactions 

19-2 Cartoons 

IlIdud.,s 'Tit i" i~II1", complaints, fnn ma il , "\.('. 
19- 3 Picture Stories

8-2 Effectiveness Reports 

19-4 Plastic Plates


9 EVALUATION. SELECTION. 

ll sf' f"I' mal'·I·in l on t h,' ('valuation, splection alld 
 19-5 Photographs 
di spnl'itioll of pictUI'I'S and photographl3 fur use 19-6 Postershy thp Ag('nt·y. 


19-7 Art Work
10 LABO ATORY SERVICES 
Other than graphi'cs, ' CartOOns, and posters --iOi" 

10-1 Requests for Services which see elsewhere in this outline. Includes use 
ofUSICAsymbol for program activities. 



RECORDS CLASSIFICATION HANDBOOK 	 PPB (p. I)
------_ .- -------- ­

& PU8L1CATIO S (GEN -
Instrudlons 

Use for papers which are so general in content they cannot be flied n "er one of 
the more specific outlines provided elsewhere in this Handbook for press and p b­
lications subjects. 

SEE: PUB C RELATIONS outline for paperR on tht' use of press and 
pubJicat·o. in the Agency's domestic public information pro­
gram. 

S (GEN, 

GENERAL POUCY. PLANS. --GUIDELINES. 7 VISITS. TOURS. 
BACKGROUND. Use for general mnterial on visits nd tou rR of 
U!Ie only for materials too broad in content to be !MOrSOnS 01' groups of persons in he T.reRS and 
filf'rl under a morl' specific subject elsewhere in fJuhlicatilllls lido. Suh( iv'de ly nam4! if volume 
this outline. war ran ts. I·'or visits nc tour unch'r he ed c ­

tionaJ and cultural exchangl! TlrogTarn, SEE: PPB 
El>X Clutline.

2 GENERAL REPORTS & STATISTICS 

Use only for material too general in nature to be 8 EFFECT VE ESS 
filed under a more specific subject elsewhere in 

Use for general material on the overal effect've­this outline_ 
ness of the world-wide, regional, or country 
press and publications programs.

3 ORGANIZATIONS & CONFERE CES 

--... 	 Use for general material only. Subdivide by 9 TRAINING 
name of organization and by name, date, and Of foreign government personnel and other non­
location of conference if volume warrants. agency personnel. 

4 AGREEMENTS 	 10 CENSORSHIP 

5 LAWS. REGULATIONS. PROCEDURES. 11 RESEARCH_ STUDIES. 

6 CReserved for future ule' 	 12 COPYRIGHTS. CLEARANCE 

- --- --------------	 ._--- . -- --- ---- ­
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RECO RDS CLASSIFICATION IIANDBOOK 	 PSY ir 

PSYCHOLOGICAL OPERATIONS 
' -

Inltrudlonl 

U~l' for pa\ll'r~ Il('l"taining to psychological activitie~ u~ually conducted durinl{ a 
pt'riod of ho~t ilities, erisis or other emergency, for the primary purpose of influ ­
encing the opin ions, emotions, and behavior of enemy, neutral or friendly foreign 
groups, military or civilian. 

Because of the conditions under which such psychological ope ratioIls must be con­
ducted, unique methods and techniques frequently are used . Also, such efforts 
often involve not only information organizations hut al~o the collaboration of 
other branches of f(overnment, other nations, etc. For these reasons, it ill expected 
that this outline will be used mostly for papers about such methods and coordina ­
tion. This outline, therefore, should IlOt be used for papers which (A) concern 
usual international information activities, fo r wh ich provision is made in the 
\'ariou8 info media outlines or ( B ) non-media outlines elsewhere in this Handbook . 

Specific project or operation. Mat.erial on a specific psychological operation shou ld 
bt" filed-and malntillne(f as -a uni t. (casf' filed ). The fi Ie fold!'r lahpi( s) for such files 
should ~how the name or t itle of the operation following the primary su bjl'cl 
symbol P SY. The case file on a particular operation can bl' subdivid,::d :; , ,llume 
warrant.s, by using appropriate subject breakdowns provided in t his ouUml' _ 

) 
PSY-PSYCHOLOGICAL OPERATIONS 

GENERAL POliCY. PLANS. GUIDELINES. 8 EFFECTIVENESS. EVALUATION. 
Use only for material pertai ning to evaluation 

undet· a more specific subject in this outline. In ­
Use 	only for material!; too general to be filed 

of psychological operations. For eval uation of 
cludes suggestions ideas, "bl'ainstonning." specific programs and activit ie!; see instructions 

under "NOTE" at the end of this outline. 

1-1 Proposals . Suggestions. 9 	 TRAINING 
Use on ly for traini ng in psychological activities;

2 GENERAL REPORTS & STATISTICS see media and other programs for those specific 
Use only for materials too general to be filed types of training. 
undet· a more specific subject in this outline. 10 	 SURRENDER PROGRAM. DEFECTION.Subdivide by title of report if volume warrants. 

Use for broad material regarding thi!; program 
in general. F or specific activities affecting or3 ORGANIZATlONS & CONFERENCES 
involving w rrender, such as leatletfl. etc., see 

Use for material too genera l to be fi led uncle r a p.lsewhere in thIS 'lutiine. Do not use for defec­
more spl'cific subject in this outline. Subdivirle tion of p rominence ill politic:d, professional, or 
by name of organization and by name, date and private life, for which SEE : POL 30. 
location of conference if vol urnI' warrants. 

11 RESEARCH 

4 AGREEM ENTS 
 12 	 LEAFLET ACTIVITY 

Includes both air-dropping and other methods5 REGULATIONS & PROCEDURES 
of distributiun. 

6 SPECIAL ENTERTAINMENT TROUPES 13 	 LOUD-SPEAKER ACTIVITY 
811ch as local traveling drama groups, puppet 14 	 GIFTS
~hows. ph'., w O!l~ pre~('ntntions include mf'S­

~al!"'s .if p~Y"holol!'i('al import. 
 15 	 PUBLICATIONS & DISPLAY MATERIALS 

Includes I' I'ovin('ial newspapers, posters ami
7 CADRES. INFORMATION TEAMS. other tYJlI' l< of psychological printed material 

In('luli('S activities. Subdivide by types if volu me not ('OVI'rl!<l ch;ewhcl'I! in this outline (such us 
warrants. leafl ets) . 

- -------.-- - - TL-2 46D .& 16LF (ro-19:~=-?9T:-= 
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16 RADIO & TV OG AMMING 

For special plYchologi~! progr ms. 
) r (non-psyebologicel) programs 
& Radi~ subjeet o1iJtUnee. 

For rogu­
SEE: TV 

17 M PS 

NOY 

The following br~kdoWDlJ may be um to ubdivide 
any of the above actiVltiea and prOiP'&ln1!l oold thill 
be desirable: 

- 1 Policy. Plana. Gui lin••. 

- 2 eportl. Stafi.t~c . 

-3 

-4 ERective... i 



RECORDS CLASS If-ICATIO N HANDBOOK 	 PVT (p. ) ._ - ----------------­

YE 	 COOPE l iON 

Instrudions 

Ul{l' fO I' PlIlll'1"1'l on t.he agt'Jlcy )lrojCram to mobi liz(· I.h l' private !'ClIourceH o. thc 
Unit.ed Slate14 in II l: 0 ' e a lye effort to parallel and support. ,ht, agency's overscall 
information and cu t ral objectives. 

Specific client gro p . Materials on specia crent groups or organizations should 
be 'grouped together ('case filed ) . Such case files should I'!how the client group (e.g. 
city, business fir ms, women's organizations, veteranI'! organizations ) and the name 
of the individual person, firm, etc. following the primary symbol PVT. 

SEE : 	CULTURE out 'ne for specific presentation projects in which 
private Murces are cooperating. 

BOOKS, MOTION PI TURES & TE EVIS ON, PIC" U ES, 
PRESS and PUBLICA IONS outlines for papers on items 
donated or sponMred by pr ivate sources. 

EDUCATION CULTURAL EXCHANGE outline for the insti ­
t utional affiilation program. 

PVT-PRIVATE COOPERATION 

GENE AL POLICY. PLA S. ID ES. 6-4 Public esponse 

Use for general materials which cannot be filed 
under a more specific subject elsewhere in this 

Subdivide by name of organiza tion or ind'vid­
ual. 

outline. 

2 STATISTICS 
6-5 Promotion ublicify 

Use for materi Is which cannot be filed under a 7 VISITS . . TOURS. 
more specific s bject in this outline. Subdivide 
by title of report if volume wa rrants. 8 EFFECTIVENESS 

3 ORGANIZATIO S CONFERENCES 9 PROMOTION & PUBLlCITV 
Subdivide by tlrpe and/or name if volume war­ Includes press releases and other promotional 
ranta. materials on private cooperation. 

4 	 GRANTS 10 	 COMMUNITY AFFILIATION 

5 REGU TIONS & PROCEDURES 11 	 INDUSTRIAL & BUSIN SS PARTICIP TlO 

6 	 PEOPLE-TO-PEOP E 12 	 SPECIAL PROJECTS 

Subdivide by name of project. Includes con­6-1 	 Policy. Plan• . tests, correspondence projects, etc. 

6-2 	 Report. 13 MATERIAL DISTRIBUTION 

6-3 Committ-!ts & Conferenc•• Includes "('questa and transmittals. 

Subdivide by name. 

.- .. --	 ...---.-----­



RECORDS CLASSIFIC ATION HANDBOOK 	 R (p. 

RADIO (GEN) 

Instructions 

URI' for pap('r~ which relat" in ){I' ,Wral to radio hroa(ka~tinj.[ and it.~ Wit' a~ art 
information , cultural, and entl~rtainment medium, other than t.he A).[l·ll cy· s 
domestic public information proj(nlm. 

gEE : 	PUBLIC RELATIONR outline for the usc of radio in Agency's 
domestic public information pro!{ram. 

RA DIO ENGINEERI NG & CONSTRUCTION, RADIO PRO· 
GRAMMING, RADIO FREQUENCIES & PROPAG ATION, and 
RADIO INSTALLATION OPERATIONS outlines for matters 
pertaining to those subjects. 

EDUCATION outline for use of radio as ed ucat.ion medium. 

R-RADIO (GEN) 

GENERAL POLICY. PLANS. 6-2 	 Private International Broadcasting 

Use for material too general in nature to be filed Subdivide hy name or symbol (e.g., .{Fr: 
under more specific subjects in this outline. Radi o Lihcrty), if volume warrants or a .. 

reference needs dictate. 

, 2 GENERAL REPORTS & STATISTICS 
.... 6-3 Foreign Country Broadcasting

U!'le for material too general in nature to he fil ed 
ullder mOf(' specific subjects in this outline. 	 Suhdivlde by name or arf'a and / or ('ountry 

and name of system or station (e."., Rad io 
Luxembourg, Swiss Broadcasting Corporation,3 ORGANIZATIONS & CONFERENCES 
Deutschlandfunk), if volume warrants or us 

Other than radio !iystem!i, networks and stations, reference needs dictate. 
for which see elsewhere in this outline. 

6-4 Regionall Multinational Broadca5ling 
4 AGREEMENTS 

E.g., international organizations for collective 
Use for material too general in nature to be filed defense purposes, such as SEATO, NAT , 
under more specific subjects in this outline. etc., and Inter-American Network. 

5 LAWS. REGULATIONS. PROCEDURES, 6-5 Other U.S. Broadcasting 
Uso for material too general in naturp to be filed Suhdivide by name or symbol (e.g., Armed 
under more specific subjects in this outline. Forces Network, AFRTS), if volume war­

rants or reference needs dictate. 
6 RADIO SYSTEMS. NETWORKS. STATIONS. 

(NON-USIA) 7 VISITS 

Use for genera l material on VISitS of radio per­6-1 	 Commercial Broa~casting 
sonalities Or Agency staff or officials 

Ruh(livid(' hy lIall1<' Il l' symhol of system, " .. t ­
work or Rtlltioll, if volume wal'rants or aR 
reference needs dictate. 

TL- 24bD & ibn. ' (10-19-79) 



~~C:QROS Cl AS~~~lCATlON HA OaOOK 

-QAOlO {GeNt -' 
& 	 UF:6tTl\f'N~SS '$S~SSMENT. EV'AlUA. 

liON. 

\(H'ludC'" dfe('llvt'l"\ess rcpo.fls, :lss(o'ssmenl rc-
1"'{lS. (''1, <\h~,,\i\\l\s, \\0.,\ f(,l1·i ("'M, 01"\ !he to(~l (adio 
,~('t\ ~11J,h I'm {\\d.iQ (l.(O,&r\\Wll\in& Sf.,\-:: ~p a. 

Uf' fnl'oi~n l!;\>V('q1Il,II,"t (l1'f~lllltld 111\1\ I ,~her nOt\­
A~('\II"lI' PI'FsoUIIPI. \"0' trai\lilll!: 11.( A~('ncy per­
~'l.Ill\l·1 Sl,:\': : \'lo:tt outlinp , 

10 (R •.••'v.d FQf 'vhl'. U,,) 
\1. RE$eA(tCH $lUOllES 



R C (p. Ii 

RADIO G HEERI G & C NSTR cno:.. 
~ , .Instructions 

. I' . 	 ":,,,~ 

Use for papers which pertain to the engineer~g, de~ign, and construction of radio 
stat ions &1ld the techniC :t', pparatus, coMpoh'ent' Sy!ltems, and related ~ ipmen 
at relay stations (fixed or. transportable) 'iil'ld 'otlit>i-' radio installations. n' .Ide. 
land acquisition and lIite,~.:eparation. . ' tr 

SEE: 	RADIO INSTALLATION OPERATIONS outline fo b' c ­
ground, ag~E!rilentll, activation, operations . ne maintenance an 
similar subjects 'of a broad or overall nature pt'rtainrng to relay 
stations and other radio installations . 

• i; 	 ,.~ 

RADIO FREQUENCIES & PROPAGATJO outline for assign­
, ment o-f- f.Feqtlt·ltcies, reception, technical monitorinlC, and lIim ' , 
lIubjectll abOut radio frequen<~ies and propal{at.ion, . 

~pt',.'ific rt'lay st.ation (Jr otll'er rarlio iIlHtalla t. ioll . Matl'ria) (;olll:t'rninl{ a part.iel I; r 
illl4tallation shouhl tw fHf'IYalld maint.ainl'!! as; lIit. ((,;St' ill'dl. "hl\ ii, r(Jlic'r 
laill' ) (s) for such I1II'H !lhQuld. show t.he lIaml', locatioll. or ot.her iillmtifkatio ll of 
tht' inHUlnatioll (tl:I{.• GR'EENVlLLE RELAY STAT'ION -, RHOJHo~S PRO<;RAM 
CENTER: etc.) followed Py the appropriate file symhol and subj!~c sdected from 
the outline below." ' ,!, " 

, The first'section of the'~utlinJ provides subjects fOJ ' use in esi.ablish ' og files which 
pertain to radio engineering 'and construction collectively. The remaining bject.~ 
are for ase in establishing"flles on a type of activity or equipment or component 
sylitem or their related 'Parts: 

REC-RADIO ENGIN" I;AliNG & " 
CONSTRUCTION 

1 GENERAL POliCY. PLANS. 5 LAWS. REGULATIO S. PROCED RES. 
URe Jor material too general in nature to \)(' U liP for ' matprial too j.,renp.ral in naturt' to fl..! 
1i1('(f un"rr more specific lIubj(1cts ill this outline, fill'tI ulldl!r more s')('('ifi~ suhject>! in thi:; /Ut1in'!. 

1-1 Project Pro.,osals 6 TECHNICA SPECIFICATI STA DA DS , 
lll'" wl1<'11 ,'prtnill r"f"rt'lIt'" lll""~'< t~an I", nwl. 7 TECHNICAL INSP~CTIO 
hy ' kl'f'"ing n' t~ilY of afl "Tojl'<"t.1)nlvosals UII 

l'lI,lin rngim,(,l'ing :uul "t,");Lrul:t;i~ togl'thrr. 
8 MEASUREMENT DATA 

2 GENU.l IE~TS & STATISTles" 9 TESTING & ADJUStMENT
'i, 


IT*, {or mawrial too general in nature to bt' 

10, SAFETY111.. 0 una..r more Rpecific 8ubjectll 'n thill out­

lint::, ' S\lhdiyi~ ,by tYjIf: ,if. v~.um.Il ' ~arrAntll. 
11 RESEARCH. STUDIES. TECHNICAL DATA 

3 CLAIMS 	 Docs not il...lud'e' mp.asurementll. such as wear 
m('asur,'ment of eljuipment, for whi(~h SEE: 
REe R,

4 CONTRACTS 

UIII' whtln .t.'e,rtain referrnce needs can hfo nwt 12 SECURITY 

hy k''1",ing a copy uf t'lIntructa on radio en­

Irin.... rilllr anti ClllU.trudiulI tog"thl'r, i 3' · PHOTOGRAPHS. PHOTOGRAPHY. 


http:v~.um.Il
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RECORDS CLASSIr:ICATION HANDBOO K REC (p. 3)
· · "' _ _ 4 _ __ • 

REC-RADIO ENGINEER NG & 
CONSTftUCTlON 

21 POWER (GENERAU 

Us! only for material whirh does not pertain 
to the apparatus, engines, and .uxiliary de­
vices URed in powf!r generation and,distribution. 

21-1 Power Requirements 

21-2 Commercial Power 

21-3 Federal lU.SJ Power 

21-4 Fr.e Power 

21-5 Military Ule of Power 

22 STUDIOS. MASTER CONTROl. 

~lIllIli\'idl' hy type li nd/or Illt'atillll, Ntuclio 1111111­

Ilt'r. prnj t't'l. l't('., if volllnll' warnmtll or as 
rl'f('rl'l1rl' 111'1'118 didntc>. Subdivide by Klle<~ifil~ 
itt'llls (I'.K., ('on8011', mkrophonea, oscilloscope, 
..tr.). aiphalll'tit'ally, nil neocessnry. 

23 AUDIO FACILITIES 

i ' ",(' on ly fo:- material which cannoi be filed 
unci!'r on., vI tne more specific :mbjects pro­
vidNl els€where in this outline. Subdivide by 
typf'/ or itlCation, project, etc., if volume war­
rants or as reference needs dictate. Subdivide 
hy sPf'Cific items (e.g., amp ifiers, speech in­
VI·rtorR. t ape recorrif'rs, speakers, etc.), al ­
IIhalll'ti('aily, all lIe(~eSRnry . 

24 TVBES & TRANSISTORS 

SUhtlividl' hy type and/or location, make, 
prujel't, I'tc., if volume warrants or as ref!'r ­
I'InCI' IU'('<\S dietat!'. 

25 VHF & M CROWAVE SYSTEMS 

SlIhdivill,' hy tY11t' nlltl/or lneation. Pfuj' ·l·t, 
,·ll· .• if \'111111111' wllrrant>; or aN rer!'J't'n('(' IlI'ed/ol 
<lit-lat.·. HlIh(livid(' by IIIK'('ifi(' itemll (l·.g., mo­
11i1,' farilitif'II, VH 1<' ('nrri('r ('(JuipmPllt, !'tr.), 
alphahl·tit-ally, III! 1lI~~f'l!lIary. 

26 TERMINAL FACILITIES 

Suhdividp by tYVI' and/or location, project, 
l·lI' ., if voluml~ warrants or aR ref(\rence n<-~ds 
I\idat!'. 

27 COMMUNICATIO S SVSl MS FA~IUY c$ 

Subdivide hy type of system or facility ·e.g., 
RTT, Telephone, Clock, Intersite Radio L;r. .. . 
Teletype, TWX, Telex, etc.), if volume war ­
rants. 

NOTE 

The fo llowing hTl'akl\owns may })(' uscG to suh­
divide any of lh" ahovc apparatuB, I'ompon''nt :o;ys­
tems, fa(·ilitics. : rul Nluipment, IIhould this be 
df!sirahle: 

- 1 Policy. Plans. 


- 2 Reports & StatistiC!> 


-3 Claims 


-4 Contracts 


-s Laws. Regulations. Pro­
cedurel. 


-6 Delign . Construction. 


-7 Drawings 


-8 Technical Specs. & 

Standards 

- 9 Technica l Inspection 

-10 Measurement Data 

- 11 Telting & Adjustment 

-12 Safety 

-13 Photographs. 
Photography. 

-14 Security 

- 15 Research . Studies. 
Tech. Data. 

TL- 246D & 161F (10 - 19-79 ) 
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RECORDS CLASSIFICATION HANDBOOK 	 RF (p. I) 

lAD 0 REQUE CIES & PROPAGATION 


Instructions 


Use for papers about radio propagation and research and analysis, frequencies 

assignment, technical monitoring, reception, and related radio frequencies and 

propallation SUbjectR. 

Rr--RADIO FREQUENCIES & PROPAGAnO 

GENERAL POLICY. PLANS. 

Use for matl'rial too general in nature to be filed 

under mol'l' specific subjects in this outline. 


1-1 	 New & Proposed Facilities 

1-2 	 Coverage Estimates & Maps 
Subdividl' as existing or proposed. 

2 	 GENERAL REPORTS & STATISTICS 
USI' for mat erial too general in nature to be filed 
under morl' spl'Cit\c subjects in this outline. 

3 	 ORGANIZATIONS & CONFERENCES 
Use for mat erial t oo general in na t ure to be filed 
under more specific subjects in this out ine. Sub­
divide by name of organization, and name, date, 
and location of conference, if volume w~rrants. 

4 	 AGREEMENTS 
Use for material too general in nature to be filed 
uncleI' more specific subject s in this outline. 

SLAWS. REGULATIO 5, PROCEDURES. 
Use for material too general in nature to be filed 
under more specific subjects in this outline. 

6 	 FREQUENCY SCHEDULES 
Includes ('hanges. 

7 	 FREQUENCY AUTHORIZATION. 
Subdivide by location, facility, frequency, etc., if 
volume warrants. 

8 	 FREQUENCY USAGE 
Subdivide by location, facility, frequency, etc., if 
volume warrants. 

9 	 FACILITY ASSIGNMENTS 
File seasonally by area. 

9-1 	 Facility Changes 

9- 2 	 Operational Data 
File by NI)('cilll prngramN. 

9-3 	 Circuit Analysis Data 
MtTF. !lignal "trengthll. 

9-4 	 Program Coordinatian 

10 	 RECEPTION. YECc.-fNICAL ·ORING. 
S bdivide by name of country, location of sta ­
tion, elt-., if volume warrants. 

10- eceptlon eports 
Arrange by area, post, conte ·,t, etc. , if v o' ­
ume warrants. 

10-2 	 Jamming . Counter-J ~~ ...~: I'i'£l . 

'1 0-3 	 Interi rence on- m'l/i. g) 
E.g., ue to natura ph , omenon, or VGA. 
interference to or from transmi sian.; cd 
other 3tations. 

10-4 	 Comput r Data 

10-5 	 Monitoring 
Includes contracts. 

11 	 RESEARCH. STUD ES. TECHNICAL DATA. 
Subdivide by name or number of research Pll'oj ­
ect, agency, study group, etc., if volume w all'­
rants. 

12 	 FIXED COMMUNICATIONS 
Subdivide by geographic designation, agency, 
system, etc ., if volume warrants. 

12- 1 	 VOA Fixed Communications Network 

13 	 P OPAGATION FORECASTS. PREDICiIO, ' 
Subdivide by type, organization, etc., if volume 
warrants. 

14 	 BACK SCATTER 
Subdivide geographically, if volume warrants. 

15 	 FORWARD SCATTER 
Subdivide geographicully, if volume warrant."!. 

16 	 AURORAL ZONE PROPAGATION 

17 	 EQUATO RIAL PATH PROPAGATION 

18 	 IONOSPHERIC PROPAGATION 

19 	 NON- LINEAR PROPAGATION 
Suhdivide geo)(ra phically, jf voluml! warrants. 

.._--	 . - ._--- ­__.... 
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,.' 
RADIO INSTALLATION OitaATIO 5 

, ' 
i nstructions.. 

UK(' ·for papt'rs' on tlU' )Ct"IMral backl{rIlund of r"lny ~tillilln~ and other radio 
ill!4tllllationk; th,'" IU.'tivrtUon ' lllld 14tatu~; Opt!rlltioll and mainh·narH·(·; anI ~imlh r 
Nubjf'CtR of n IZ'en('ral llllture bout Much iIlNt,aflationll. 

SEE: RADIO ENGINEE1UNG & CONSTRUCTION ou tline for thl' 
. design Rnd construction of radio stat'ion;; and of technic appa­

ratuII, ' C'omponenf ~tems and related equipment at. radio insta la ­
tions. ,". 

Specific relay station or other radio installation . Material concerning a part 'c r 
inlltallation should be filed 'and' maintaillt'd as a unit «('a;;e filed). The fi ll' fo d(, I"(8) 
for lIuch files Rhould Rhow the. nam.. , location or other iden tifica tion of the in~tuJla ­
tion (e.g., MUNICH RELA,Y STATION-RHODES PROGRAM CEN""ER; ·tc . ), 
followed by the appropriate file Mymbol and Ru bject 8ek'Ct('d from the outli , 
~Iow. 

Tht' fil'lIt lIection of the outline prov ide;; ~uhjecl.~ for u~· ill ('s t.ab l'.-;hing fi f'.-; which 
pt·rtain to radio ihlctallation, operation and maintenanec collect ively. The remain ­
illl{ ~UUj(>CtN .art' for lfSt' i tabli~binlC fileR 011 sIM'l'ific tyrM~S C) eomponentH ' n< 

t ht'il' rt'Lntt'd Jlltrt.lI at radio und relay 1It.1tion~ . 

RIO-RADIO I STAlLAnON 0 naNS 

GENERAL POLICY, PLANS. BACKGROUND. 3 ORGANIZATIO S & CONFE NCES, . 
ll~1' fur material too general in n1ttu~ to be U~ for mall'r ia l too lwn('ral in na urI' to I", 
IiiI'd un(io-r mllre Bpecitic'su~je<'tII in this outline. filed umler mor~ specific :-;ubject:-; in thi::; outl in'!. 

Subrliv i'c1e by name of orga·nization. and nllr.,.... rll ..datI'. and location of conference. if vo ume war­
1-1 Authorizations rants. 


Kg.. operatiolllli authority. delegatioll of au­

thority and m~nagement authority. ek 4 AGREEMENTS 


Induti,'''; Illl'm/)s of un<l"rstanding and ('I('arance 
1-2 Preliminary Proposals 	 with oth ..r a~l'n"i,'s. Suhdivide by countrir.s or 

othf'r politi!'a l ~ntities involved i c~ .g., US-Greece, 
Tangi" r- Frc:Jl('h) • by organiz} timlR invo vee!

1-3 Projected Facilities ( ... g .. US leA -DO /). hy typr. of agreemlmt or 
suhj,,.·t III'gotiatl!O, Pte.. if volu lYlf: warralltR or 
all ""f,'rl'lI!'I' nl'!'Cls dit't:ltA'.1-4 History. General . Back~round, 

4-1 Negotiations
2 GENERAL RE'qtTS & STATISTICS 

II ...• foOl' lual" r inJ ' tn.. g"llf'r:11 ill lint-un' loll I,., 5 LAWS. REGULATIONS. PROCEDURES. 
1i1"01 ulI.l.. r mllr,' ~IM'(' ifi, ' ,,"hJ~"·.~ in thia oIlUill... I Jso' I' ll" ltIat... rial UK. g"n"flll in lIatu I'f' to he 

lih·ti IIl1d"r mllr.· ~pl'('ilk slIhj,,.-ts in thi~ 'Iutli",:. 
2-1 Monthly Operations Report 

5-1 Emergency Operating Procedures 

2-2 QuarterlyI Annual Statistical "port 	 :-;":1'; : ItAf)lO PHOGRAMMINC; .,ulli n!! (or 
rm.. I'jt(·nc·y programming p"oc('.iul'c)< and 
..:M fo! RGENCY PLANNING outli/l~ fllr (!mcr­2-3 Status aeport 
g"jwy evacuation amr Iw-Mtruction (I( facilitil's . 

... 2-4 I ..... gularity aeport 	 5-2 Relay Station Instructions (RSI's) 

-- -._--- -.-- .. --::? . - - _ -=:: .,...~-==c:..:.:..-=-:-:-- .~--------- ---- - -----­. 
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iO (1',2) 'REC-O OS CI ASSIF CA110: IIAN OOK 

0- ADI 

6 C;OMM IJY 

6- hoofs. Schoolin Foe" ti~. 

Of local, rf:'latively minor natu~. 0</ Mt use 
for inciclf'Tlts of internation l sip' cance.. rOT 
which S ~: PQL Q~ line. S 
('itk inric:tt1nt, j.f '(0.1 w.~ w '1'\ 
l'nCl' lI('ecl:'l 'dictate. 

. 
t! 

y sj:Ie­
, refell­

6-3 Cost of liv'n 

6-4 loe 

. 0 . ' ..ce . 

7 

8 P 

9 U\:I.KI4.",nS. 

10 

3 

13-1 VO 

13- 'l 

13-4 F reign Governm e 

14 CE 

15 elY 

S UR tv 

7 

l ' T 
Subdivide by t yp a 
tun)", if volume w rrants "or as re1eren s 
dictate. Subci'vide by sped 'c item (e.., n~-
plifte1'8, master ~. I \Ocr, • nhon rnsn;'.or, 
e~ , ..r, . I. ~! ill.be it 1"3, 

a& necellSary. 

1 EC~IV 

S bcfvide by type 1OO1tion, m nufa ­
t, er, project, e .• if v lume warrants or a .• 
re!hJ'('n<.'C nCC( R di~ 'vide by ~'fic 
;temll (e.g., aliapWNI, m~rs. f~ency counter, 
o tllut rM-k, "te. ) . Iphahetica Y. p_~1\"v 

SilK ivi It! !ly lytIC' Ililli/or 1~1l 'Oll, m.."urar.­
turN', roj('('l, I't,· ., if volume- WI rvantl-. or Dli 

T'(>f"""IU'f ' 111"'( l< didatR. l'lUIKlivldc hy spL'r.ific 
it~'m14 «('.g" "ollling . y . tl'm. rr.edf-..r cahle, .ue' 
azul luhr icant.'1, ransfonneTB. etc. ~ . alphabeti­
c Ily, all lIeres.'1ary. 

(G EI U2 
U~ only (OT matf'Tiat which does not perta'n 
to thl~ appar tUll, engines, amI auxiliary de­
vice. used in )lower gent!ration and clistributi()n. 

21- 1 ower eq~ir.m.nts 

21 - Commercial Power 

21-3 Fedctral (U .S) Power 

~1-4 Free Power 

llitory Us f Power 

ST 10 . AST 
~ hcliv icl.· Ity tyll" f'I Ifl7 ~;atiu , ",tudio num­
ber, proje('t, c-tl'., if volulVM' wa nb! or as 
. ·f",..'z\N' 1I('t',ls cl i(' atf!. SulKlivide by llpecific 
i , nll~ ( t-.g., c()nl'ole, mif.rophonp., nscilloseope, 
etc.), a ph Irti ,nJly, as n4!Ceuary. 

23 A D 
Uii;(' only for mater' ~h.tch cann~t be filerl 
under one of t p rno", s{)(!<'inc II bjects pro­
vified clllCwhere in thjll ouWfle. Subdivide by 

YTH' an% r location, pr,)jl';!t , 'lite. , if vol ume 
wurrantl< or Ul' i'~!f"' '1'('nc'' ncedfl (. idate. Sub­
oivill" hy spt'Ci fic t or. s ' e.g., ,1l" A·~.erR. speer.h 
inv/'rLoTN, ta,w N'C()i'df'7 • :.p aJi: ,r1<, etc.), a1­
"hllll(,ti('ally. as "'.'(,f!S.~ry. 

2 Ttl ·s & , 51ST S 
Suililivi(k hy tYIIf' andlf\., looat.iQn. mnk". proj­
lll't, ,.\.t .. , if V<llunu' warrullu, IIr all rrr~~nr.f' 

neNt" ~Ikllltf·. 

- 2ii:6D & 161 F,-(H)-'l9 -79)=-=-"- ' '''''- ­. -,'-- -:--- -- I ._­---~ -~, -
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RIO-RADIO INSTALLATION OPERATI ~' S 

25 VHF MICROWAVE SYSTEMS 

Subdividt' hy lYi>l' nnd/or locat.ioll, i>rojl~'t, 
etc., of volutnl' warrants or us reference net'd" 
.Ii~tate. Subdivide by lllle<'itic items (e,g" mo­
bile facilltif'lI, VHF ('arrier equipment, et<'. ). 
alphahetlcally. as nerellSIlt'y, 

26 TERMINAL FACILITIES 

SuhOivide hy tyill' and/or location, i f voluml' 
warrant!! or :Iil J'('fC'I't'n('f' lIC'f'ds liil,tatl!. 

21 COMMUNICATIONS SYSTEMS & FACILITIES 

Subtlivicte by type of lIyswm or rll~i1ity 
RTT, Tf'lephont~, Clock, Intf'!raite Radio 
TeletYllf'. TWX. Telex, etc,) , if volume 
rants. 

(c.g. 
Link, 
war­

Non: 

The f.,1\owil1g' hreakdowns may Ilf' used to lIuhdivi(k 
nny or tht' aho\'t' npparatufl, compolll'l1t sY!ltC'mR, 
rac'ilitil's, I'quiPIll!'llt. C'h' .• IIhould this Ill' defl irnhl.·: 

- 1 Reports & Statistics 

- 2 Procedures 

-3 Techn' 0 1 Specs. & 
Standards 

-4 Technical Ins~e tio" 

-S Maintenance 

-6 Measurem nt Do 0 

- 1 esting 

- 8 Disposmon 

- 9 Security 

- 10 Safety 

- 11 Resear;:h, St 
Tech. Data. 

- 12 Performance. 
I'a ility. 

e5 , 

0 ­

- 13 Failures, D ma e, 
Loss. 

TL-246D & 161 F flO - 19- 7 9 ) 
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. --------------.-------~-:. 

~10 ~. QGRAMMING 

Instructions 

Use for papers -pertaining- to the devolopment, scheduling, use. nd evaluation of 
radio programs as an international information media . 

, -.., 
The outline may be \lsed also by agencies and offices whose interest in ra ' 0 p;,c ­
grams and progTamming lies p'rimarily in their use as a cultural nd e :crl ~ ­
ment media. , ~..• 

SEE: 	EDUCATION· 'out ine for the use' of radio as an education 
mediu"" 

RADIO (GEN.), ~ADIO INSTALLATION OPE RATIO 
RADIO ENGINEERING & CONS'PRUCTION, and RADIO F 
QUENCIES & :PROPAGATION outlines for matters perta'n 'ng 
to those subjectS. 

Titft> tifl'R. Material about a particular program Rhould be filed and main e ined s 
a unit (ra!o\(' filed), The file folder labef(R) for such fileR Rhould show the itl(~ of 
thl:' program, following the primary subject fi le symbol. The ca!l(~ file on a particu­
la r program clln be subdivided, if volume warran ts, by usin lC t.he s bj(!c brt'ak ­
downll provided in this outline, 

RP-RADIO PROGRAMMING 

GENERAL POLICY. PLANS, 6 OUTSIDE RESOURCES & TA E T 

Ulle for material too general in nature to be 
 Script writers, narra tors. stringers, hoopies. etl" .
filed under more specific subjects in this out­ Arrange by type of service a l d thereun-:u
Iinr. alphabeticalIy by name of individ a i, fir m, etc. 

whose services are employed or who re C i di­
1-1 	 Program Review dates. Includes instructions on use of ta em. 

vendors, and lists of them. 
1-2 Guidances ., 

7 PROGRAM SCHEDULES
2 GENERAL REPORTS & STATISnCS 	

I 

Subdiv ide by type (e.g., off- ine, AFRS, Uniteci
Use for mate/ial too general in nature to be filed Nations, foreign, etc. ) , if volume warrants or 
under more specific subjects in th~8 outline. reference needs dictate. 

3 ORGANIZATIONS & CONFEReNCES 7-1 	 Schedule Change s 
tJl'{' for mat('rial too genernl in nature to be tiled 
undcr I1wr., Sl)('(~ific Rubjects. in thill outline. Suh­ 7-2 	 Time Changesdivide hy nnlllt' of orgnnization. And name, date, 

IIncl In('lIt inll nr conference. If volume warrnnbl, 


7-3 VOA Program ~chedules Pamphlet 

4 AGREEMENTS 	 Arrangc by jtCOgraphk area. 

lIst' for mntrhul too general in nnture to he file-cl 
ullth'r lI",r.' Rllt"'ific l'uhjt't't:; in this outline. 8 EFFECTIVENESS & EVALUATION 

Subdivide geographically, if volume warrant!!. 
S LAWS. REGULATIONS. PROCEDURES. 

8-1 	 Evidence of Elfedivenelltlll(, for matl'rilll too general in nature to be filed 
undrr more spc<'ific lIubjerts in this outline. 

8-2 	 Effediveness Reports 
5-1 Emergency Progromming Procedures 

8-3 Contests. Clubs.For rmer..,rency operatinjr ~ures SEE: 

RAlllO INSTALLATION · OPERATIONS To stimulate listener correspondence. Sub­

"uUinr. divide by type, if volume warrants. 
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RP-RADIO OG M'MING 

18-1 Catat og of Set.eNd VOl. .• rog .."'1 
19 CONTENT MONITOIING , , ' , 

19-1 	 VOA Programl 

19-2 	 Foreign Prog ml 

20 	 CONTE T IEPORTS 
Summary listing of day's broa cast in a given 
language. Includes policy, procedure., and in­
structions on' fonnat, di.tributiO'h, ete A1'Tange 
actual reportR by date, 

21 	 SCRIPTS 
Policy procedures, instructions. ~tc. Arrange 
actual scripts by language" date, show. Main­
tain producer's copy separate from desk copy 
because 01 different retent'on period•. 

21-1 	 Script Writing. Adaptation. 
For professional script writers whose serv­
ices a re employed or who are candidates, 
SEE: OUTSIDE RESOURCES & TALENT 
elaewhere in this outline. 

21 - 2 Script Dlltribution 

21-3 Script Coordination 

21-4 Script Translating 

22 TAPES 
Policy, 	 procedures, instructions, 8ervices, etc. 

22- 1 Original Taping 

22-2 Tapel lecelved 
Includes Daily Log ot Tapes Received. 

22-3 Yape harge OUtl 

22-4 Tape Dlltribution 
Include. Daily Distribution Listin,.. 

22-5 Field Requelts for Tapel 

22~ Tape l anguage Services 
E. g., filling in ot leader tapes or t ranslating 
of portions of tapes considered guidance 
instructions for listeners, 

22-7 	 Tape Replacement 

22- 8 	 Tape Quality 

Includes quality control. 


22-9 	 Dub To Disc 

23 DISCS 
Policy, procedulreS, inst c:tio c. 

23-1 Ori lnal Recor It 

23-2 ilcs ecelv 

23-3 IC Ch rg Outs 

23-4 011 Distribufon 

2~5 Fie u.sts for . s (j 

23-.6 	 Disc Language Serv ce. 

23-1 	 Disc Replacement 

23-8 	 Dllc Quality 

23-9 	 Dub to Tap 

24 	 SPONSORSHI 
Of VOA ra '0 broadcasts. 

5 OFF- LI E PR 
Ulle for such materi I as co respondence wit , 
commercial radio stations regarding prop;J'S. ~ 
wanted, arrangement tor e'r pic -up an ' 
taping, requests, etc. Arrange y raetio tion, 
call number, subject, etc. as needed. 

\ 
25- 1 cordin I Reports 

26 	 P OG M CENTERS & 5 
Use only ror materia l on programs and pro­
gr mming ma lers at or involving such centers. 
For mater ial on engineering and oper t 'ng Ii ­

peets of structures and tec:hni I pjla nltus, 
SEF.: RADIO E NGINEERING CON­
STRUCTION and RADIO INSTALLAT 0 
OP ERATIONS out nea. Subdivide by nnme, 
if volume warrant. or as reference needs 
dictate. 

21 	 VOA COlRESPONDE TS 
Subdivide by geographic location and/or name, 
if volume warrants or as reference needs 
dictate. 

28 	 "NO PRODUCERS" SHOWS 
Taped programs which do not requiTl! Iltumtion 
of producer. 

29 	 'Ielerved for future use' 

30 	 'Reserved for future use' 

31 	 'Ielerved for Juture ule) 

'I L-Z4~ F :Q:O~!')-~7fr_ 
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33 (Ie erved fo, tut'" .,.e' 

PRQCl. M ~T .OQ S 
Thl' follo wing hrealCdowl\lI. are to be . only for 
papers of a ver)( broad nature dealing wit~ , 8Cner~1 
category of programs. A,1l ex pIe , ld a policy 
paper on newscasting as such <!f ~ in Ie dcx:upient 
whirh covers several c eg~ .iQt:J of n w " . a ell as 
1lt'W8 summaries, comment ries, l'Q~nd\l , itoriais, 
headlines. etc. 

Do not use the fo!lQwing t _.,. _-:,, ' 8 foJ' p,tlpers 
which- concern a rog m identified by ttl~ such IlS 

"Music-USA," "Burl Ives Singll," "T m ~mem­
here ," "Pop on and Eco 0 ic " . 0 h,~ etc., 
for w li('h see ins, ruction re t\rding title files ~t the 
tl('l{in ning of hrs ou . e. Also 0 0\ :te for paper!> 
.' 11 any of Ill' 1< 1jects p ovi cd in the ut 'ne hove. 
such iet '1 ," lOG., t " ng," 
") ts Relioul' 1'8 ent." etc, 

._- _._--- - ---..- . --­
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1 ' I SPACE COMMUNICATIONS 

Instructions 

US(' fOI" papt'rs havinl< to do with the tranHmisliion , T<,laying. and reception of in ­
fOI'mal ion through t.he U!!e of Hatellitc.'4 or othf'r man-made space devices; the USE! 
lind rol... of cell,!!tial hodiell and lllmoSI,h('ric phenom(mon in lipace information 
activities; legal matters concerninl< use of !!pace for information purposes; and 
other 8ubjectil pertaining to !!pace communication!!. 

SEE: 	SPACE & ASTRONAUTICS outline for spaCl' maUers other than 
space communiclltionR. 

SPC-SPACE COMMUNICATIONS 

GENERAL POLICY. PLANS. 	 11 RESEARCH. STUDIES. TESTS. 

Use for material too general in nature to be filed Use for mater ial which cannot ne filed em: r 
under more specific subjects in this outline. the more specific liubjects ell;ewhcre in this ot:t­

line. 

2 GENERAL REPORTS & STATISTICS 
12 MOON lELA Y 

Use for material too general in nature to be filed 

under more l'pf'cific subj~ts in this outline. 


13 (Re,eryed For Future U,e) 
3 ORGANIZATlONS & CONFERENCES 

14 ARTIFICIAL IONOSPHERE 
Use for material too general in nature to be filE'd COMMUNICATIONS 
under moT(' s!><,cific Rubjects in this outline. Sub­
divide by namt' of organization, a·nd name, date, 
und location of conferen~. if volume warrantli. 

4 AGREEME TS 

Use for material too general in nature to be 

filed under morE' specific subjects in this outline. 


5 LAWS. REGULATIONS. PROCEDURES. 

USI' for material too general in nature to be filed 

IIIlc\pr more spt'dfic ~ubjects in this outlim·. 


6 (Reserye For Future Use) 

7 SPACE FREQUENCIES. WAVELENGTHS. 

8 (Reseryed For Future U,e) 

9 GROUND-LINK STATIONS 

10 BROADCASTING CAPABILITIES 

----.--- - -- ­
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LIST OF TOTAL "RIMARY SU8JECT SYM80LS 


SYMBOL CATEGORYSYMBOL CATEGORY SY l . CATEGORY 
-

FT ECON PI OMACC ADM 

HLTH SOCIALAE SCI PRC A .V­

I CO ECONAGI ECON PS CONSUL 

INF CUL & INF AID fCON PSY C It & INF 

INT POl & DEFAV ECON PVT CUL & INF 

IT ECONBG ADM R CUL & INF 

LAB fCONBKS CUL & INF REC CUL & INF 
I 

LEG ADMBUD ADM REF SOCIA I 
LIB CUL&INFCON CONSUL RF CUL & INF I 

LM SCICR ADM RIO CUt & INF I 
MV CUL & INFCSM POL & OfF RP CU & INF 

I
MVF CUL & INF SCI SCI ICUL CUL & INF 

t 
! 

DEF POL & OfF MV' CUL&INF SHW ADM I 
!
•

ORG ADME ECON SOC SOCIA 1 
i 
I 

OS ECON SP SCIECIN fCON 

P CUL&INFEDU CUL & INF SPC CUL & INF 

PB CUL & INFEDX CUL & INF STR fCON 

PER ADMEP ADM 
~ 

SY ADM 

PET fCONES ADM TEL ECON 

PIX CUL & INFEXH CUL&INF TP fCON 

PO fCONFMGT ADM TI fCON 
" , 

FN fCON POL POL & OfF TRV ADM 

FSE ECON ppa CUL & INF V CONSUL 

FSV ADM PPT CONSUL VEH ADM 

..-
" ·f',TL- 246D &: 161 }..tn~..,J~}1 -,Z ~· 
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CATEGORIES' PRIMARY SUBJECTS 

ADMINISTRAnON (purple) 

ACC 

BG 

BUD 

CR 
EP 
ES 
FMGT 

FSV 

LEG 
ORG 
PER 
PR 
PRC 
SHW 

SY 

TRV 

VEH 

CULTURE 

BKS 
CUL 
EDU 
EDX 

EXH 
INF 

LIB 

MV 

MVF 

MVP 

P 

P8 

PIX 

PPB 
PSY 

PVT 

R 

REC 
RF 

RIO 
RP 

SPC'" 

ACCOUNTING & DIS.URSING 
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DuticlI on Rhipmrnta (ngn/coy) __________SHW 17-1 
Triha' _ ____ ___ _____ __ ______ ___ ______ __ __ _ _CUI, 

D 

DAMAGE : 

Govt.-o\\'npo or leased: 
~quipme nt ____ _____ __________ ____ __ ____ EH 7-4 
Real property _________ _____ ______________ RG 20 

Libral'ies &: centers ____ ________ ___________ LIR 11 
Raoio Installations ____ ____________________RIO 9 
Shipments (agellC'/J) ____ __________ _______SHW 16 

HANCE: 
As fine ur t ____ ___ ____ __ ______ ________ CUL 13--1 
Grollp prt':wntat ions ___ __ ____ ____ ___ ____ __CUL 16 

DA"lClNG (1I11/.1I1H' mrnt) ____ _ ___ ___________CUL 1!; 
DATA PROCESSING ____ _______ _______ _____ FSV 3 

In financial tr:lIIsactionR __ ____ ____ __ ___ __ FMGT ]4 

OIo:ALERS: 
Rook ____ _ ____ ___ _____ _ __ ----~-----.J!K5 _6 

DEPENDENTS (emplo'llee ) : 
Education: 

AllowanceR _____ - ____________________ PER 11-3 
General ___ ____ _______________________ PER 16-9 
Oven;eall S('hoolR ____ _________________ EDU 9-6 

Eml'rg«>n('y <,vacuution: 
R & R plan __ __ __ _____ ___ ___________ EP S 

Medical carc _ _ . __ _____ __ _________ PER H .. j 
Medical depoRit!l for __ ______ ___________ ACC 23--1!b 
Travel ___ ___ _____ ____________________________T RV 

DEPOSIT & TRUST FUND RECO D _____ACC 2 - 2 
DEPOSITARY CHECKS (in local OO",lal ) __ ACC 23-9 
DEPOSITORIES, LOCAL _________ _________FMGT 7 

DEPOSITS, MEDICAL (for depC'JUientll) __ ACC 23- 9 
DEPRECIATION: (Vile n:pprop. lIubj.) 

Of library holdings ___________ ____ ___ ____ L B 13- 4 

DESIGN: (V.~e fLpprop. ,~ubj.) 
Ruildings (!lollt.-owncd or Ir'aJ!r.d) ____________ BG 7 
Exhibits ______ _____ _____________________ EXH 10 

Radio components & installat-ons __________ REC 1f} 

DESIGNATION, ADMINISTRATIVE 
CONTROL ______ ________________________ CR 16-3 

Ol<:SIGNATIONS (,lrr.wmnel): 

Financial __ _ __ ____ _____ _____________ FMGT 6 

Other than fi nancial _ _____ ______ ______ __ __ ORG r. 


DESPATCH AGENCn:H ( 'l .S.) __ ___ _______ SHW II 


DESTRUCTION: ((J"r 1t117ITlJ'p. HUbj.) 

Cryptoj.!I'aphic mat..rials __ ___ __ __ _______ __CR 7-11 


IMG Program--------------- ,IFO 1«1-6 Equipment &: sUJlpli, 's _ __ ___ ___ __ __ _ __ __ E S 7-1, 

I)RDIl"':FING:
Agpn('y pl'l't<onnel ______ ___ _____________PER 9-13 
Ex('halllt'e grantt'e!l ____ _____ _____________ EDX 28-8 

DEBTOR ACC01 INTS __ ___ ____ __ __________ ACC 11 

DECENTRALIZATION: 
Aoministrative functions ____________ ______ ORG I 
Re<'ords __ ___ _____ __ ____________________CR 11-1 

DECLASSIFICATION (1'cr.ords) ____________CR 16-3 
OECORATIONS (for cmployeeH) _____________PER 6 

DRCI(EES «(J.qr npprop. Hubj.) 

DEDUCTIONS: 
Payroll _______ _____ __ ______________ __ __ACC 16 
Salul'Y __ __ ____ ______ ___ ___________ PER 11- 2 

DEFIoX-"ION (1I-'lIrlwl"flirn.l (1),'rn.liIlJI.H) ______ PSy 10 

IH~GAlTSSING ("f 1Iidrll tape,.) ___ ________ MVF 20-1 

llEGI(Io:I<:S, HONORARY (",,,,,)IoJ/('(') _______ PER G-4 

ORLA YS (II" 11""" Hllill1n",,',,) ___ __ ____ ___ _SHW 18 

O":U;(;ATION~: 
or lIuthol'ity ___ __ __ ___ _____ __ _ORG Il 

Tn illt ') ('OIlfs. & orgll. (-"n' Hp('('i/k cunl, IIr orlf.) 
nlo:M()I.ITION (!I""/.-II1I1/II''' I>ldf/H,) _________ RG If... 2 

nlo:M()N~TIlATI()N~: 
Olul\llge tu guvt. property ____ ___ ___ .. ______ _RG 2() 
S('('urity ntti,'pr role in ______ ___ __________ ___ SY 13 

OIo:MOTION ___ _ __ _______ ___ __ ______ ____ PER i3--6 

OEMlilUlAGE (n"ll t. Hltipm.('ntH) ___________ SHW 12 

DEI)ARTMIo~NTS, FEDERAL (UHe aJ1Pf'ofJ, IfUbj.) 
oIo~PAIlTli R R: 

A!l!<i~tnnce to travelers ______ ________ _____TRV 15 
Exchange grantf'es ___ _____ ___ ___ ________ EDX 28-5 
From govt-. hlogs. __ ____________________ BG 1~12 

OEPIo:NDI<:NCY STATUS ("t ('mplOlleeR) ____ PER 19 

Motion pictul'l' Jlrint!! . _ __ ______ ____ ____ MVF 19-2 
Records ___ __ ___ ___ _________________ CR ~IfJ-

UI<:TAIL OF PERSONNEL _______________ PER 18-3 

DEUTSCHLANDFUNK (radio broadCalltiKg) __R 6-.1 
DRVELOPMENT: (U.~e approp, ,,-ubj.)

Career ________ ___ __ ______ ________________ PE • 9 
Educational __ __ ____ ____ ________ ____________ EDU 
Executive __ ___ -- --- --_____ _______________ PER 9 

DIFFERENTIAL, POST (allowance) _____ _PER 11-7 
DIGNITARIES, FOREIGN & U.S. 

(See PROMINA'NT PERSONS) 
Coverage: 

Motion pid.urcs & TV ____ . __ . _ _ _ _____ MVP 6-8 
Press _______ ___ __ __ ___ ___ _____P 16 
Raoio __ ___ ____ ____ ___ . ___ ___ _RP 35 

DINING I(OOM I'ASSES _ _ __ ___ ___ __ __ __ BG 2 

OIPLOMAS: 
Pt'r!lonnl') tmining __ _______ __ _____ __ _____PER 9- 2 

Recipr,)('a) r('('ugnition of _____ __ _ ____ .____ I';DU 9-8 
OIPLOMATIC TITLE & I(ANK _ . __________ PER 17 
Dlln:CTIVIo~S MANAG .. :MJo;NT -- ______ ___ .____CR 19­
UIIO:CTOI(, rf'I'<lrt." to _ 

DIIO~L"TOItY : 
Key I)(H'"unnl!! 
Telt'phonc 

DlSAFFJo:CT":O STI101<;NTS 
DISALLOWANCI<:S (vmu:/",r 
DlSBUI(SEMENTS __ __ ___ ­

____ ___ _-----INF 2-.'J 

______ _____ __ _PJo;R 2-<1 
____ ___ ____ ___ CR ~ 

_____ ___ _________ EDU 6 

r.l"im..~) __ ,, ___ ACC 2G-l 
______________ ACC 23-4 

DISBUI(SING, ACCOlTNTING & ____ ___________ACC 

DISBURSING OFFICERS (deHifl'ItBtion of)_FMGT ~1 
DISCHARGE OF: 

Agency em'ploycl~s --- - -- -- --- ____________ PER 13--9 
Dutiell --- - - -- -----__ __ ________________ ___ORG 12 
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EX p.8) 

IllSCIP LINE ( personnel) _______ __ ______ ____PER 12 


DISCO lT NTS (g01Jt.): 

F..quipment . lIuppliea I: .ervicea __ __ ________PRC 15 

Frei«ht IIhipmenta ___________ -- - -- - - ____8HW 6-1 


()(8(,"S (rndio progrcffll& Vlfe) ___ . __ ..__ ____ _____ RP 23 

()(SEA~F.s a CONDITIONS ______ ____.__ .__ PER 14-8 

DISMANTLING: 


Buildings (l101Jt. -IIWIUd) ______ _____ _____ __BO 16-2 

Exhibits ____ ____ __ __ __ ___ __________ _____EXH 19 


DISPATCHING (of .,new vehicles) __ ____VEH 11-3 

DlSPLAYS: (U1J.6 apporop. nb; .)


Exhibits __________ _______________________ __EXH 

Psychological materialll _____ __ ____________PSY 16 

DISPOSAL: • 


Cryptographic material _________ ._ ...R 7- 11 

F ilm _. ___ . __ ________ ____ ___ ____ ____ ___KVF 19-2 


I. ihl'ary holdings _____ __ .. . _. __ . ___ __ __ .__ 1.1813-6 
Rl'CorliR _.__ __ . __•___ __ . _ ____ _______ ______CR 11) 

Surp UII property (atI~) ~ __ .. __ _____ .. ___ ES 12-2 

Videotape _ _ _____ ___ _____ ______ ____ ___ __MVF 20 


m SPOSJTION: 

BIIIIC!\ &. land ( !ff1vt.-oW'Md) _ .. __ . _____ ______BG 11) 

";xh ihits _____ . ___ .___ .._.___ ____ ______ EXB 1 - 5 

Fil mA (info. pTo!/ntm) __ ___ _ .. _____ _____ _ VF 19 

RN'ord~ _ .___ . _.. ___.. __ __.. _______ ____ ____C 15 

Ven eleR .. __ . __ _______ _____ __ ___ _______VEH 15 

V irip()tapp.~ ( ;n.{o. J"'()g~) __ . _________ ___ lIVF 20 


n 8T 8\JTION: 

ook!l: 

t "forma t ion program ______ ____ .. __ _____ BKS 13 

~ultural prt'sentations ____ ___________ __CU ~ 


Communicationll (G!JnlC'II) __ _____ ____CR ; FSV 6 

F..duc. " cult . mnterials ( gnunJl) __ _____ ___CUL 9 

F.qu ipment. Kuppli.!) I: _"ices _____ ____ _____ 1 

E xh ibits _____ __ _____ __ ______ ______ __ ____ 'XH 13 

Films __.. __ ____ __ __________ ____ _____ __ P 13-5 

Photos &. sti ll pict\~rea ______ __ ____________PIX 3 

Private coop. materiala ______ ______ _______pv·r 13 


Publi!'atioml: 

Non-prolfTam ___________ __ ___ ____ Jo'SV El, P 10 

Pr()~,.am __ ___ ______ ___ ____ __1'R 13; CUL 9-f, 


Radio : 
OillC _____ .. __ ____.. ____.. ___.____.. ___ . ____ P 23-4 

S{'ri pt _. ____ . ___ _____ _____ . __ ______ P 21-2 

TuJW ___.. _ __ _ ___ __ ______RP 22-4 


TV pro~rllmR . ___ . __ _____ ___.. _._____ VP 13--5 

OI~TlnBU1·ION RIGHTS (&~ RIGHTS) 

OIVOI(CK (/If ('1I/.l,b'1lt'flR) ___ .... __ . . __ _ __ __ PEt 9 


UOCUMIo;NTS: 
Authf'ntkntion ( 11'11 atlAetI) ..._____ ___ ______CR :; 
C :lllllifuwl. t~ontrol or __.._____.... _ __ ._. _ ___cn 16 

LOI~t or Mtolen (t'rl eTtr.ll) .. ___ ____ ___:_, ___ .. _CR 16 


1l0NA'U;t) BOOKS __ __.. ___ __ __ __________ ___BKS 

Pre!lentation o( _.. __ .____ __ ___ ____ __ ..__ _CUL 9-~ 


DOWNGRADING (claMsi/i«l4«•• ) __________CB 16-3 

DRAMATIC ARTS __ ______ ____ __ __________CUL 13-1 

DRAWING (IU ,.flt! art) ___ ____ __ ____ _____CUL 13-2 


DRAWI NGS: 
C&rioona ___ __ ______~ _____ ___ _________ P1X 1~2 


PJ"O«"lm mat.erilll.. __.__.___.__ .. _____________PIX 19 

Radicl en.i"~r It. C('Ingtr. _ __ _.. __ _ ___ ___ ItEC 1~2 


ORA YAfa~ ( (1 •..t. ."iJ"fflt''IItfl) _. __.__ SHW 9 


D IVERS LIe 1 S FO: 

Agency per80nne ov rae ____ __________PE 

Agency vehir.le oper tors _______ ______ __Vl1:H 1 -4 


DlUVES (fund-raiRi?l.fI, ek) -----------___PER 16-1 

DRIVI G AWARDS; SAFE _____ _______ __ __VEH 1 


DRUGS &; PHARMACEUTICALS (Cl{JffM'I 
medical program) --- - ___________PE 1 »14-10 

nSRA -- _________ __ ---__ ___ ____ ___ ____PE 1&-15 

DUB ING: 
Film TV _- __ . __ __ ____ ___ _____ _______ _MVF 6 

Radio tapes &. discs ____ _____ _______RP 22-9 ;" I} 


DUTY OFFiCERS ---- - --- - ______ __ ______ ___OR G 


Io:AST-WJt:""T CENTE It (lIfL\fJ(J.ii) __ . _._____ _._F.DX 27 

EAST-W .."iT ClELATIO .: 


F.duc. cu t . exchange _ . . ___ El>X ; CUL 16; EX 

ECONOMIC & SOCI Al. CO INCIL (~C08OC) 


(line tf,li1W"P. Rubj .) 
EDITOHIA. SEltVJCES (Bfl~U1I) __ _.. . _____ F V 7 

'DiTOKIAI.S (info. Twogram ) _ ___ ____ __ __ __P 2 - 7 


EDUCATION: ._ . __ ___ __ __ __ _______ _.__EDU 

AllowanCf'N . ____ . ____ _ .___ _~---- -- . --PER 1-8 

Depen<ientN of FS ernployees _ __ __ .. ___ . _PER 15-9 

OverRea8 lIChools program _____ . ______ ___EDU 9-6 


-	 Training of employees . __ __:~ :-:. - __ . ____ ___ __ PER 9 


EDUCATION &: TRAIN NG: 

Agency employees -- __ ___ ____ _.____ __ __ _____ PER 9 


Language training:

English _____.. __ _ -__.__ . ___________ _____BDU 10 


For exchange grantee~ __ ___________EDX 28-2 

By U.S. profs. abroad ____________ __EDX 19-0 


{<'oreign __ ______ __ .______________ ______ EDU 11 

For agency employees ____ ________ ___ __PER 9 


EDUCATiON I,: 
• 	Tid cultura el(chan~'e ____ __ _________ _______ EDX 


Country p·rogl'3.n. r lans. Allocations ____ _EDX 1- 1 

Rep cgrammitlg ____ ___ _______..___ __ RDX 1-2 


Institution!': ___ ...____ __ __ __.._ . ______ __i:DU 9 


ColI~g(' &: unI ver s ity'

Arm ti01i .. _ _ __ ___ _ __ _ _ _____ _ _ __EDX 23-1 


Al mni orgR. (grantee 

partiripation. in ) __________ _______ EDX 29-3 


F.dncation .. _ . __ ___ .. _____ .__ ______EDU 9-3 

Bxch n~ ~n'ogr41m rol. with ____ __.___ _EDX 3. 81 

Sec r ' ty ..1('aTan~r. of _ ._______ .. ______._.. __SY 15 


Unive~i ty irtudilll'l program (a(]e1I.C'JI 

rmpUYufleH) _ __ _________ __ _____ __ _PER 9 


U.S.- ponllOz'ed !>,chooll abroad __ ____ _ ___ 1':DU 9-5 

MedIa. Techniques. ____ __ __ ___ __ ________ EDU 12 

Sylltem ___.. __ ___ _____ ___ __ _______ ___ ___ EDU 9 

Travel program ___ .. .__ __ .. ___ __.__ ._____ EDX 17 


ED UCATIONAl. &: CULTURAL AFFAIRS, 

ADVISORY CO MISSION ON INT'L _____ _E~ 8 


ED CATIONAL. SCIENTiFiC &: CULT. 

~aG. (UNESCO) -- - - - - - --- -... ----CUL, EDU. SCI 


EFFF.£rIVEN&<iiS (l!~e BP1J'r.-p. Mi.) 

EFFF£T8 (PS pCf'lJ.o-.el, traflJt'p. of) ____.______SHW 

EF}'ICi ENCY RATINGS _ .___ _.. .. _________PER 10-2 
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RECO RDS CLASSIFICATION HANDBOOK (INDEX pH 

";LECTR«.~ POWER: 

Radio in\!ta llations: __ __ __________ .___ _____ _RIO 21 


Generating &: distrib. systems ____________RIO 20 

(o~nginee . &: construction __________ __REC 20, 21 


..~LECTRONICS (Few specific appl ico.tioM, 
IlRe approp. Bub;.) 

"~LEM.ENTARY EDUCATION _____ _____:. __ EDU 9-1 


..~MBASSIES, U.S.: 

Construction &: maintenance __ _______ ..______ .__ BG 

Organization &: admin. _ . ____ _______ ________ _ORG 


Jo:MERGENCY : 

Action d()('uments (EAIJ) _. __ ___ _ __ __ _E P 7-;, 


I.h>strlld ion (rrllpto . lIIat"rial) . _.._.. . 
 __ ___CR 7-- 11 

I':va('uat ion (1''''''' 7lunlll) - . 
Planning . - -- . . . - - - - -- _...:.. 

Radio op,-mlinK \lrn(','Clun~1I . _ . _ IUO ;}-I 


Rad io jlrtlgrallllllinJr prOC('(lureM . . _ _Rr> f}-I 


){('itwat ion prngram __ . to:P 7 

to;I\WI.OY ..:E SlJ(;GESTION " J(OORAM 

(S,.,. 11It"""i,,,~ A'Ward.~ Program) 
Jo:MI'LOY ":F.S: (tt!ICnry): 

Pl'rsonnf'l matters ___ ______ ____ .__ _____ ___ _PER 
Tra,,('l & transportation ____ ____ ____ ____ __ ___TRV 

EMPLOYMENT (agency perllonnd) _________ PER 13 

Applications . ____ ..: ___ __ _____ .___________ PER 13-1 


..:NGINEEIUNG : 

Buildings & land (govt.-01IJTted) ____ __ ________BG 7 

Hndin systems & insta llations __ __.____________REC 

Telecommunications (agC1lCJl) ____________ _CR 7-6 


ENGJ.1SH LANGUAGE: 

Institut('s (OsteAl ___ __ .. __ _______________ EDU 10 

T('arhing _. _____ ___ . . __ ___ ..._____ __ __ EDU 10 


For f'x('hangl' grantees _. _____________ EDX 2S-2 

Ry U.S. profs. abroad ________ ___ __ ___ EDX 19-5 


T('sting . '_' ____ . __ ._ .. ______ __..____ EDU 10-7 

ENTI-:J(TAIN MENT: 


Amllsf'm,' nt &, s \lort!, . __ _.._.. _.. __.__ _._CUL 15 

Rl'p r('s('ntat inn allowanr('s __. ____ _____PER 11-8 


"~NTItY & O I':PAIlTUltE (1III" nr1l bldflH.) _ BG 16-12 

":NTItY 0 ... MJo:J(CIIA NmSJo~ (S,,,' CUSTOMS) 

":(llTAI. EMP1.0YMENT OI'I'OI(TUNITY __J>"~R I:I-·f, 


to:(llJATOIUAI. PATH J>KOI'A(:ATION (rotlill)_RF 17 

to:qlJIPMto:NT & SlfPl'LII<:S : 


Agency: 

Automati(' data procellsing __.... _____ ____ES, PRC 

Cryptographic ___ ____ _.. __ __ _____ _..__ _____CR 7 

G(' neral _.. __ ______ .. ___ ____ ________ ______ __ _ES 

Medil-al .. _ . ___ __ ________ ____ ____ __ __Pl-~R 14--10 

R{'cord!\ ... __ __ ___ .. __ ____ ___ . _____ .. ____ _.__CR 13 

S('ru'rity .. ___ .. _.. __ ___ . . _._____ _.. _ . ___ ___ RG 16 

Tf'I('l~olllmuni('ations ____ _ .__ . __ ____ __ __ _CR 7, 8 

V('hirlf',, ____ ___.. _. ____ _. _.___ . _____ VEH 


I',-rson:ll '''' ' Iwrty accounting ____ ... __ _.._ ___ACC 9 


Io:STAIlLISltMto:NT: 

A~.-n('y. "flit'f', JI"st, ('k. _. ._ . . ____ __ ORG 8 


to:STII\I AT..:S ( l",d!I,·t) _RUn :i, <t, 6, 7, 9, 11 

Jo:\' A('IIATION: 


E & Jo; 1"'''Jrnllll .. . __....._... .F.P (j 


LiNt" _.. __ .. _____ __ F.P f~2 


1\1,.,li('al . __ .... ___ . ___ __.._PER H-11 


,,:\' AI.I 1ATIIIN: ((I",. tl.1'1,r"l'. Hltlli.) 

l't'rronl1:1n.,(, ("'''111''11'''' ) .__.. _ . _ .__ pJo~n 10 


EVALUATION: (cont'd) 
Programs & program materials: (Use Clpp7'op. mtbj. ) 


Motion pictures - -------------- __________ MVP 8 

Pictures (still) -------------__________P IX 8, 9

Press _____ __ __ ____________________________ P 8 


PRychological operations - ________________ P BY 8 

Publications _-_ .___________________________PB 8 

Radio ___ __ _.. . . - -----------______ ________RP 8 

TV __ ___._ ... __ .. __ _________ _ ._____ ___ ___MVp ;, 


":VENTS: (II",' "lI1JrIIP. RUllj.) 
For info. prOgTllm coverage 
(Se(! COVI';UMj,,: OF 1<:V/<JNTS) 

"~XAM ' NATION, V() (JCH"'~K ___ _ . ___ .Ace 20 

":XAMINATIONS: 


Agency ( ~mJlIIIY''('1I (Ither tJu6n mr.dir.t&l « 

trainin!I .. _.. I'FoR 1::- 1, 


M,'(l i (~al : 

AJ..'t,",~y I'mplllY('(!II " dcpendentH . _ .I' J<; ' t 11\- 1, 

Training : 
Agf'n('y "mplllY(,('s ____ _p]<~ 9- 11 


..:XCto:PTIONS (/0 ·,,"ur./wr daims) ..__ Ace 21, 23- ~ I 


"~XCF.sS PIWPl.;RTY (agency) __ _ ____ . __.. __ _ES 12 


EXCHANGE: (lInr. r&PfWOp. Hub j.) 

Accommodation .____ ______________ _____ ACC 23-6 


Agreements : 

Books ___ _. .. ______ .. ______ __ _. ___ ___ ___ _BKS <. 
Cultural (yt<nnal) ___ ___ ________________ CUL ~ 

Exhibits __. .. ________ _______ __ _________ EXH '. 
Information (flcmral) _______ _____ _______ INF '-. 
Libraries & eenters __________ ..____ _______ LL:, ,; 
Motion picture... " TV ________ . ___ .______ MVp " 
Press __ _ _ .. _____ ..__ . ____ _____ ___P4; PPB " 

Publication); ..__ . ________ _ . ____ __.. ______PB 4 

Radio . .. ___ _R 4; RF 4; RIO 4; RP 1\ 

Space commun ications (info. Fog.) __ ______SPC 4 


F.ducational " cultural _________ __ __ EDX; CUL Ii; 
l' rop"rty (agrnr1lJ ... . __ _____ . ___ ___ ____F.S 7-:1 
ViRitors _EDX a:! 

..:XJoX;lJTIV Jo:: 
Iklv(!loprl1l'llt 

I' r ivil'-g'- . Li·:C ; !J 

I t(~llP.rv( ~ J1n,~ram .. Jo;p 7-7 


Jo~X"~ I(CISI':""', IU':LO(:ATION (agt:nCJI) ___ EP 7-!) 
EXHIBITIONS (Sc,~ RXHIlJlTS & IJISNJAYS, 

FAIRS &: EXPOSITIONS) 
EXHIBITS & DlSPI,AYS: 


Agency (fur 7mb. relatiOflll) ____. ______ __ __ PR S-2 

Air shows (cummercial) _______ .____ ______CUL 15 

Binational c(mters _______ ..____ ___ ___________ EXH 

Book ___ __ .__ __ _____ __ __ __________ _____ BKS 9-] 
Cultural __ _. __ __ __ ___ . __________________ EXH 

OSICA l\m-e-rrcan-; .,". &l.l~~~..___ EXH; LIB 6 

"~XP"~NS"~: 


.... ___ .._______ _.. __ ________ACC 8
Accounting 

Non-op"rati ng . . - -- - - .. __..__ _..___ _______ACC 19 


Jo~XPOJ(T: 

Declaration); (ttll'·n.r.'II xitip?mmtH) . .. _. _SHW 17 

R(,Ktrictions · (}Jut.lir.atio7l..~) . __ ___ __ PB Hi 

EXPOSITION (S,,,, "'AIRS &: f;XPOSITIONS) 
EXTENSION: 

Course!! ("!I,·nr.y ,·mlJltJ'IIr."H) __ . __ PF.R !l 
or contrad PRC 14 


EXT":I(NAI. AlJl)IT (CPA) ___ FMGT 13 


~. 
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__ ______ 

...A<:U,)TATIVE H.DVecU: 
4l"tl lu!y .~ __. __ ___~ - - ~ ~ - ~- - - - -- - ----- -- -- -- - f.'SV 
t;;x~han,,(! arant.. ·" v' ton (on.) _______ll,pX 2B 
Moiipn pi(:W1'f! .. TV __ _____ _____ __._~ _------M VF 

YACJ1.ITJF..8: (Un~. ~+i.) 
MediJ:al (4p~ '.""'11) --------~.--_pt; 1~ 
Motion pietu,. • TV: ~__~ __ ~____ ~~ __~__~ __ __ MVF 

R!lQ~tJ ___~_~T,__~~_~== ---~ -----------I(VF 8 
Sl!h~ul~8 ___._----- __ ~~=_-----_ -- ----.-MVF 7 

.'ACT BOOK ( infQ, prIJgrwwt.) _____ _________ INF 2,..-4 
FAIl.. \J F;S (rlldw i"",tollo.ti91S Q~'r.) ___ __ _ :UO 9 
"'_,UU I';MP1.oY-.. P CTIC -_ .; 13,.,6_ +0 

"'Alll~ E ro m }lf ( unJ"IIqlJ ____ • _____ CUL 8 
For lH>rifjc ty,)U, S • prop, 'lJbj_ 

t'AfU;S, TI(4NS AT ON ( agt'JU'lI) - - - ~-' . V 6-1 
.'AWl' Nt;W~ ( i~/m'lMtin WOgt·O,vI.j __ _______ . _P IR 
Yt.i;\TtTR' ( ifllo, 7WPf/N.): 

~(ltion pkture __ _____ _- ---- _______ ___ __ ____ VP 
rTf/! " . __ . __ _ ... __ ~- ~ _ - _~. __.____ _ __ 1; 2"-fl 

R'llin __ __ _~ -. - - -~ .. - --------- - --- P 3" 
T",.vi)iilln .. _____ _.. _ __ _ . _____ .. ___ __ . VI' 

"';I~ UJ, : 

4 .lrto,wl"" : 
Itt'lati 11$ wi l ob, r ( (J4m.in.) _ .__._ ___ ____ 0 G 
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v 


. ..ORG 12 


.. BG • Ii 

.__ RF.C 4 

. ____PRe 

.. VEH Ii 
_ .. : __PRC 

FSV 8 


'-­
\ CtlC'perntj"" I'rtll{rllm (;II/f1 . .c- rllftllTC) __ .. _ __ ,PVT Iw(iio engin('('rilllC ... _______ __.. __ REC 1-1 


ColJt'gt' & IIniv . affiliation -------______ _io.:DX 23-1 TV \_______ " _,,. _ __ __ _________MVp ~1. ~ 
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(lNDfX p, 20) RECO :oS CLASSJF1CAflO 
$4 sass 

jl'UlJ,¥("1'f()S "'~_ICU· (;1»1JtiOfJ ,pctU'f'.f'8 ~ r r) ____ _~~ __ ____ _____________.________ MVF 1 . 

'POOJ~IONjt (/JUnp.#t) ~_~w~~--~-_-- ~-- -__ - UD 6' 
PlWtllNeNT .FI: iO}g; 

Coo"... (U.s.). ~ 01; ~__~-~~-_~--_--LEG 6 
Cultural ,,..,,h'joJ) .qf. ~~~~__~_ ___________-Cl1·L 18 
"'~UtU __ ~~~__~~~_.___~__r _~ _ ____CV·L 1~11 

" .... (fI_."..". _j.)i 

"'u.; .~tlJ.. ~ 1Mbj.) 


PICOMO'fJONt 
A~~m~y ttmpJuy.. . ___ ~ _~ __ ~ ___________}lE a-o 
A"{'Jwy prnlrntm~ (.lJw· I/(PP!'PN, mbi.) 

""0"'00'11) ,at P\1JM;,)elll'; 
hJ{nrm:lt jllli mffiia pr"A"ramll (J.!Ik· q..pprup, /lU1/j,) 

JmOM01:JON4L JU1:S (fJloJilm picttl r"~ ': 
1'V) __ _ _ _-_ .= -._---- -- - __ - ._MVp 9-2 

"fUHPAG.....N..J)A; 
~mullj. _._.,~ __________ __ • ___ ________CSM 10 

'nt'l, in:ioJ'mathm 1'1'1),"*111:
GlI'llflr'j ___ ~ _____ ___ ~ _____ __ __ __ _________ __ NJ" 

. 'J)Hi6/.' mMUr J)Togl'#fIlJ> a/III! 41YP"Qll, 8 ~b;,) 
PItOVAGA,1'lt)N' (,.1'a4in f"UlI~mlj/) 

FI)~Mlltli . ______ -_ - __ ------- -- - -----------RF 13 
l',tttliehun, __. _.• - - ---- -- - - - ~ - ------- ------BF 13It,.,. --__-----.- --- -- - ---- - . - ------ - -- -CR 7-15 

I'IW"HTV ~ 
~ullt..bJI 'Y __ _ .. __ ____ _ _____ _____ _____ _ .ES 7 

A:looufltitlll ; 
Vttl'll4m3 ___________ - - - -- --- -- ---- -- - ___ -ACC 9 
Itltal _ . __ ___ .. __ _.----- - -- _ ---_- - - - ~___~Aec 10 

Aft}ui-'tion (r-ndi" /lit-",,) ----e-_~ - ---___ ?--REC 14 
A;jI'''''~Y:

Building-fi&: Iw-.tj ___~~ __- -- __ _~ __ ___- ~ - - - ~ __ BG· 
EtluJpment .. ~upl>liplt • • •• r- __ __ -_ -- ~ -_-- _ - . l!lS' 
V.JtielruJ ______ •___-- -. .- ______• ___ __ ____ .. -VEH 

(~ultu,..1 ____._____ _ _____ ____ __- - ___ __ ______- C'(lL 10 

R4ihtUtiflf) or'· 1oo - - - - -~ - - -- - - - --_-_c:U 10-1 
E~. (q,P8'U;V) __ -~_ - --~ ___ _• __ . _____ ______ '1'2 
P1'''UJetion (,.aclW /lit,,> ___ -_____--______ -_D 12-4 
l'61ll:

Jbdio litWl __ • ____ --. - ____ ______ _____ . REC 14 

O.S, ilflv'tbldll'tl & grounds -- -_-- --_ ~_- __ .. -- - -'9G 
SurpluJiI O~('(i E, ' CESS allol/e) 
Sljl' ''~>'l! ( IInr"'''1', r""p~~II) __ -~ ---_____• __ ~S 7--4 

I' lOTP,('TJON; Olt·(] olin fitECUR1'l'Y)
Of CQ ltuNI ProRCIl'ty; .. ______ _- - ~____-_- .. -CU 0--1 

(If di plomatic ~con!l. property __=_- --_-___... ­
(If radio . iUtIi -- - -.. - - ________ - _.- __ - _. __ w. tJ. ~~ 


Of vit1ll 1W<mlll .( <J(1C"ev) __________ .- ___ _. __ 1};..3! 


JlKOTFJil'J'K.: ( " lie (lpprOJl. Iff,I-,.;:) 
P''Il('ul't'lI!enl .. CpntPaOtin . w- C 13'W' _ •• _._._ 

1'SY.('HOI;,("n(~At. OP~KNltIO~ • __ -w' . _ ~_ ____ PGY. 
P{lUI.U: : 

Atl ill'II!'1I (fll'lIf '",t) {N'V 12 (IT, I&P ~I , !tultj _ 
NlIihlinJo:'1I ., 1I,'1'I'll)ltl" . .~ __ " .•_- _~ .~- -. ~ __ -- JJ • 
'nmmt'lllll .. . _ - - ~lt 1.3 (11' ) . 1I 1bj , 

I " 'I lliJ'it'M. . -rn. , OJ" I p• .u j . 
.iI\\, : (1 ' ,,1' II /IU I'''!J. 'lIbj.) 

Opilti\lII _ - __ • - _ . -. ~s_ ._...•BR' lS •.tub. 
Pii.rU .. - -- ~ .. _-- --- -- ._* ..... _ _ u _ _ _ • • €Ul:.., t()..J)_W' _ . 

~I)rtl.·l 
All n.."ey rt . ~j , . - _ •. - - ___ ••. __~ . __CR 
AT' ('\llt-d'''! lll'O _ltIl't1 - __ .. __.__ __ - ___ _ .__CUI:. lU-5 

UAI.J'l'Y CON'f 01. ( fi/1'If.1I &- videotape ___ -J 15 
Q JA "n~ ((or }t':» pe1'tllJ1tMl) __ _______ .__ _____ _ 

Allowance -- -. --- - - --- - ----- - - - ___ _PER 1 - 1 
Auignrnc t _ ---- - -- - -- --_____________-PER 5-:'~ 

Con. I' dion &maintenanee - ______ _________ ____ 3 " 
Rad'" sites ___ _- __ _-- ------ - - __~--- - --____ RZ C 1 

I~AD 0: 
Agency u~; 

In public reiatipns _.. ___ _________ ____ __ ____ 1".... u 
Teli)C()m unica~ions. !lerl(ices· __________ ___ __C 7 

Com i1 nist propaganda uS<). __ _____ ______CSM 0-1 
Contes"", CI ha, ____ ____ ___ _____ ______ ___ _RP 8-3 
As l.Iducationa medium ___ ___ ___ ______ ____ EDU 12 

tn Eflg/'ah Waching __ __________ _____ EDU 10-11 
En 'neerinlf & constl' dion _________ ___ __ ____ R C 
Equipment: -- - _____________w_________________ ~ 

Engin rin" eon _.ctioll- .. ________ _______ _ 

Operat'on ___ _____ ______--_____ ~___ ___ __ _ 


r uenejes ___ ___ - - _____________ __ ___________ _RF 
Interference __.____ __ ____ ___ ____________--RF 1;)-3 
M-onitoringo opera ions, ______________________RF' 1'0 
Pre,!'&mnIing __ _______________ -- --- _____ _____ RP 
~gran\l ____ ___ ________ _______~_______ _____~ ~R

Relay stat -on oper t; ollS _________________ _____ .. ~~O 
Stat iolUl. • e-,.,o Ita. (1't~n~- C. ) - ____ . __ __ __ . .It I} 

8y: 6ms h on.- : P ICf~) __ _' ____ __.. _ _____ ___ R 6 
IO FR.E;c.: r~;KOPE (IWE': ~____ ______ ~____ R 6-2 

rHO I > AM .;mC,AN SEC 
(filAS) ___ ___ ___ ________ .. ~ REe, RF, RIO, RP 

ItAmo.LIBERTY __ _______ __ _____ ____--- _____ R 6-2' 
,ADm LtTX 1\f'BOtT ftG ___________ _______ ____R fh3 

AN (fJfti plot!eea) : 
U, ", di lo1'll tic ti Ie &: l." nk'QOlicy __ ____ ___ PER 17 

I. 
Per diem &. rn l: .~~ __ ___.__ __ ____ _____ • ___ __TRV 8 
Wtl.;e: 

Local t>m ploYe4 's __ - __ ___ - - __ __ _ _______PER U -5 
U,S: ~vt. 4lrn~ (lYC\;" • ..: ie'I'.) ___ __ _____p!!i'R 11- 1; 

Jt.•\TES & CHAR ZS: 
FMigh (SI'<1 '1r,,,,'Iptw Ill,wn b. .1. 
T I ID" /lh ( 1':I-r 1l) . ______________ ___ _~- ___ C: ','-7 
'1'9Iephon(! ( 'l(Je'Mt/) __ _ ______ • _____________ CR 8-6 

1.'nrt.J'O)'tation: 
As'c1l';Y. rate.! (Of!ner alj _____SHlW 6-1; TRV 6-1 
Ho'J.IIehoI<V~""onal e~

(1'S emyill1leel') __________ ________ __SKW· 6-1 
lUTINGS. PERFOK. '.~(i.'B ______________PER 1-();"2 

-----.-__________ _~_·________~__------_______________________.j~n~~--_..--____ 
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EACTJO, S : (Usc apprvp. /!U bi.) 

To {'vents ; 


Foreign info . media _____ _INF 8 or approp. subj. 

Genera reports surveys _______________ INF 12 


To info. media programs ( See a111""op. media prog.) 

RE ADERSHIP REPORTS "= SURVEYS


Books ____ _____ _______ ____ ______________BKS 8-1 

Publications ____ ____ ___ ___ ________________ PB 8-3 


READING ROOMS (US'ttA) __ ___ ______ ______.__ __LIB 
REA L PROPERTY (ngf'ftC1J) ; . . AccountinR' ____ ___________________ ___ ____ ACC 10 


U. S . govt .-owned bldgs. & land ___ _______ _ BG, REC 
RECEIPTS : 

Classifierl mater ia l __________ _____ ___ ____ _CR 1~2 

Cryptograph ic materia l ____ ________ ______ CR 7- 11 

Disbursements & . _______ __ ________ ACC 23-3, 23-4 

Mis('ellaneous __ ____ ________ __ ________ACC 11, 15 

Shipping & warehousing ____ ________ __ ____ SHW 13 


RECEIVERS ( r n ri ;o) 

Enf('inf'l'rlnf(' & const r uct ion __ __ _____ ____ ___ REC 19 

In:;;ta llation operations ____ __ _____ _______ ___ RIO 19 


RECEIVING SYST EMS ( r rulio ) 

Engi nl'l'r inR' & ('onst ruct ion __ ___ __ ..______ REC 1.9 

In!lta llnti(lll op<' rations _ . ____ ___ ._ . ___ ___ _RIO 19 


RECEPTION ( mdi ll) : 

RTT (ag/'ll"11 f cil'l'om1llImi/'ll lionlf ) _.. __ . ___ _ .CR 7- 14 

Rl'por t l< _______ . ___ ____ _______________ __ RF 10-1 


RECEPTION CENTE llS (for exc"a~ge 

gmn l l' l'R) ___ _____ _________ __ ___ __ ___ __ E DX 28-3 


RECONNA ISANCE SURVEYS 

( rrulio rO ll ,~fI-lI_rt.) __ __ _____ ____ __ ______ _REC 15-1 


RECORDING FACILITIES "= SERVICES 
(mofion pi l' t llre & T V ) ____ _____ __________ MVF 15 


RECORDINGS : 
Agency: 


Audio-visual services ______ ____ ____ ______ FSV 1 

Public relations use _____ __ _____ __ _______PR 9-1 


Information & cultural : 

Music program __ ______ ____ ______ __ __ _CUL 14- 6 

Rarlio _ ~ __ _____ _______ ___ __ __________ RP 22, 23 

Televi. ion __ _____ ._________________ ____ MVP 17 


RECORDS: 
Agency ______ ___ __ ____ _____ ____ __ __ ___ ___ _CR 

Puhlic ( a ,: I'II/ f lll'al PI'o lll'rtll) __ __ _______ _CUL 10-5 


ItECREATION (I",. a.Ql'lI l'll I' lIIp loYI'f'.q) __ ___ P ER If>-l!) 

RECRlTlTMENT (al1('?1l' ll PI' I"~Ollnel) ____ ___ PER 13- 7 

nJo:ctl PEIUTlOl (SI'I' REST & RECUPERATION 


T R:1 \'I.: J,) 


IlJo~Dl1{'T ION -1N-FOnCJo~ ( 1'1"rlw nnl'l) _ _____ PE R 4- 1 

UEJo~MPLOYMJo~NT ___ .. __ ____ ____ ____ ____ P ER 13-2 


RJo:I"ERENCE SE RVICE ( agrnf."Y r ccordll ) ____CR 11- 3 

REJo' UNDS _____ . __ . ___ ____ __ ____________ ACC 7, 11 


RJo:GIONAL: 

F inance Centers ____ ____ __ ________ __ _______ FMGT 

Medical Centers __ _____ ____ __ ___________ PER 14-6 

Security Officers ___ ____________ _____ ___ ___ SY 6- 1 

Service Center s ( ut iCA) ______ ____________ __ PB 23 

Supply Cl'nters - _______ ___ _________ _____ ____ ES 4 


I~ EG lSTEIl, BIOGRAPHIC ( S ta te Dept.) ____ PER 2-2 

It EG ISTEUS : 


After hours ('n t ry & depar t ure _____ .. .. __ BG 16-12 

C1assifit'd dO<" ullll'nts __ _____ :_ . ____ __ __ ___ CR 1&-2 


REGIST ATION : 

Agency vehicles - - - - ---- __ ______________ VEH 11-6 


Employee training --- ---------- ----______PER 9-S 

REGULATIONS: (Use approp. 8Ubi.) 


Directives system -----------------_________ CR 19 

REIMBURSEMENT : ' 


Accounti ng aspect - - - - ---- --- ___ _____ _ ACC 11, 16 

Budget aspect - - - ------ -------____________BU D 4 


REINSTAT EMENT --- - ---______ _________ P E R l a...' 

RELATIONS ( U Re appr op. su.b;.) 

RELAY STAT ION INS....RUCTIONS ( 'l'tUlio} __RIO 5-2 

RELAY STATION OPE ONS (7Q4io) __ __ ____ RIO 

RELIABILITY (radio) - - _______ ___ ____ ____ ___ RIO 8 

RE . ICS, HISTORICAL - -- - -- ----- - _________CUL 10 

RELOCATIO N, EMERGENCY _________ ______ __E P 7 


REMOTE COVERAGE SERVICES 

( M ot ion pict ur e & T V) ___ _______ _____ ____ MVF 8 


RE NTAL OF : 

Equipment & suppl ies ( agency) ____ ______ ___ PRC "' 


Vehicles __ _____________ _________ _ _______VEH I) 


Motion pict, & TV programs. ____ ____ ____ .. _MVP 13 

REORGANIZATION OF: 

Agency, oj!ice, post, etc. ___ ______ . __ . ___ ___ORG '8 
REPAIRS TO: 

Agency cQml'T1 uni C'ations equ ip. __ _.. _____ ___ CR 7- 10 

Ruildinf('s & rounrl s (U.S. govt.-oumerl) _____ _BG 10 

Equ 'pmcnt &. suppli es (agetr.CfI) ________ __ ___ E S 0 


Vehicles .. ____ ______ __ _____________ ____VEH 10 

Rad io insta ll ations ______ ____________ ______RIO 14 


REPLACEMENT OF: 

Equipment & supplies ( agency) _______ ______ E S 1- 2 


Veh icles ____ ___ ____ _____ ___ _________ ___VE H 6 

Exhibit components ___ ___________ ______ E XH 11--6 


REPORTERS, NEWSPAPE R (See JOURN ALISTS) 

REPORTING REQUIREME NTS (admifl.. ) ___ORG 2-1 

RE PORT ING SERVICES ( a getr.C1/) ____________ F SV 2 


REPORTS: (Use approp. su.bi.) 

To Congress (general) _____________________ LEG 2 

Post ____ ____ _____________ PER 2- 1 or app7'Op. sub' . I 'I 


REPORTS MANAGEMENT ______________ ____C . _'I ~ 


REPRESENTA ION ALLOWANC S ______PE -S:}J 

REPRINT RIGHTS (See RIGHTS ) 

REPRINTS, MAGAZ NE ( i n fo. <prog.) _____ ___ P 4-8 

REPRODUCTION & DISTRI U ON : 


Administ rative serv ice __ __________________ _ F V 6 

Information program service _____ ___________ PB 


REQUESTS : (liRe a11p'rop. RUbi.) 

REQUIUEMENTS, RE PORT ING (admifl..) ___ ORG 2- 1 

ItEQUISIT IONS: 


Equipment & supp lies ( ag cn C1/) ____________ P RC 11 

Printinf(' & reproduction ___ _________________ F SV 6 

Publications production (info. prog.) ______P B 23-8 

Services : (Ulle appr op. subi.) 


RESEARCH : (Use approp. subi.)

Books __ ____ ________ ___ __ _______ _________ BKS 11 

Info. program (genf'ral) __________________INF 11 

Motion pictures . _________________ MV 11; MVP 11 

Press ____ ___ ___ .. __________________ _________ P 11 

P ublications ____ __ . ___ __ __________ P B 11: PPB 11 

Radio __ ____ R 7; RF 11; REC 11 : RIO 11; RP 11 

Space commun ications ______ _____ __ ________ SPC 11 

Television _.. ______ ____ __ ________ MV 11; MVP 11 
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(INDE p.n) RECORDS C LASSIFICATIO 

I{I<:~I<:AHCII & A ,ALYSIS (1''r''i/rum): 

(I 's, ' " 1>1'0/" ." ,f.j. ) 
InternAl ional infnrmul.ion program 

ruBle4) _ ~ ____ _ .- - ______ ___ INF 11, 12, 13 

I!ElIIE tV ATlON!'>: 
Fo.l' ~ (IV" rnlllent t rflvell.'rs ______ ._______ __TRV 1~ 
As puhlic proper y _________ ____ __ ______CUL 10-6 

H.E~ G NAT ON (.emplo:llees) _.__ ___________ PER 13-9 

RES;OLUTIONS: (Ust' C&pp.rop. 8ubj.) 
'Prom gl'ncr(l.l public _______ ____ ___._____ __PR 13-1 

HE~T 8.: RECUPERATION TKAVEL: 
Health a~pect ___ __ __ ____----- - ---- ---PER 14-11 
1r3""\ aspect _ . ______ ___ _._____ ___________ _TRV 9 

'E!,'r TRi\NTS: 
A, fa (' ility i" ,{ovt. hI gs. ___ ____ __ ___ ___ ____ BG 12 

1{t:~TlT(JTIO r (01 r ulfll'ra,lp1'opcrql) __ ___ _CUL 10-1 
IU<:S' '01 ATION OF : 

Culil.rl'.l pl'op!'rty (e .fl -, [ootrd Itrl. hiHI.. 
)f;I ,o { (' tr.j ____ ___ . _____ _____ CUL 10- 1 

Funds ( " " "ll t'll IlIl d flef .! hy S(,I1at<' __ BUD 11- 2, 11-:! 
II ':-J..:' If ! -r ..:n AHE' " f'tl.l;f f,in "1.1". MdOI<.) __RG f>-8 

.EST l lt''!'H NS ( S ec ItI"" ( 7(1N TROL. r; ~'NSOR8J1IP) 
Mot ion Pl,'t 111'1 ' & V .ro~r:lInm i n~ _ . '_ MVP 10 
l'u hl i"a t' f\lIs (i'/f IIflI' f-I'J' jI"rO __. R 16 

UnA !!. C'!(H.' ; ,'CH.mlILF.S 
(.,.0 /,,,.",., fo r tid ...·llIi'l l1lil f/.ll()wtnl(·I'H) .. _ ___ PJo~ 1I-!I 

HET Jo:N ) HEG1STF./lS (I'ml'l'lYUH) . ___ _PER 4-1 

Morin" p iclulf' p"inl " _ __._____MVF 19-4 
('!'l'snn",' : (f1qe'lI' ;iJ _ _..___ _ ___ __ __ _____PER 13- 8 

('cord" (1!!I1'II ('U ) _ _ _____ .__ __ .. __ _ _ __ _ __ _ __CR 1&-1 
ET THNEi GHAr.. '~: S __ ____ ___ . ______ __EDX 29 

ItEVrEW: ( riM' (Jpprn p . flll.fl j. )
Rooks __ . _ _. _____ ..._.__ ___ __ ____ ___ .___ __ BKS 16 
(' ''rttrad ~ _ _____ ____ _. ___ ______ __ PRC 20 

U:.... )LV ' Nf; FUN D _ _______ . _______ ____ ___ _ACC 6 

GW ).; &. PIUV EGES (Rm / prop. ) 
HAd,n sib's ___ ... _____._. __ _.. ____ . _______ Rf:C 14­

m TS ( See (I/,~o CLEARANCES) 
Art wo r k __ __ __ .__ ____ ._.__ __ ____ ._____ ___P IX 12 
Il()" k~ . _ ._ .. .__ ___ _,- __ __ ____ __ ___ __ BK ' 12 
r .:l< hil,i ts __ __ _________ __________ __ ___ i';XH 12 
Mo,' '',l iJictu n -s __ __ _.______ _____ ___ ___ __ _1¥.!VP 2 

Ph/l' o)fr'llph~ & p ir t ure", _. . _ ___ ___ _____ ____PJX l :l 

Fdit H'!l1 
Voti ng' nJ:h t < ~ovt. employ(:es _____ __ _ E~ t:-,... .. 

I' J"'~:; . ___ .______________ ____ __ ___ __ __ _r 2 

I'rc~s 1\, puhli l'at iQll !l (gen.) ___ .____ _____ ___ _PPH 12 
j'uhhr:lllnns _.. ___ . _____... __. ___________ __ _p~ 12 
na<l in (I'r"f) . III l1 lrrin.1) __ .. _.. . __ _.. __ ___ __ .. __ .. 1 P 1:l 
l{pnt:i\ 6: P("'fOl'ftlllnCf' ( I'"f.~i(') ___ ____ __ _CU _ 14-ll 
·rr, !t ' Vif.;i n n nlat' ~rl ctl ____ __ _ ___ __ M Vp 12 

lOOTS: 
1 1;U ll:1J,!t? 1 (' ~:n \· 1. pr'(\p~.· l·ty ___ ___ _________ . _BG 20 
~i('CllJ-il) '.Hl,,', · , role ill _ _ . _____ ___ __ __ ___ ._ SY 13 

HOAOS ( .. I "Rtll" ; , IIla ltolien>:) 
Fnr:iJ,,'''rinl!& rOttl't r uction _. _. __ .__ ___ .__RF.C 16-:i 

;OSTlo,'t: : ; 
lit Y __ - -. ___ _OltG G 

. ___ . _.. __PER 11 8 
j·~ .".~'~. \ l ~ · . ,:rlf;r"o 1\ . "; __ EP !) 

T '· .. n illv. ( /I'''''''''!: 

m I'n:s & :C 11';1 UI.E,': 
(;nmm,' rt'lal 1';1 rri, 'rll: 

l o l'ldlolt /perl'oll 1 e ' ·cct.:l ______ ___ ____ HW 6- 2 
PerROlmel (n.ncncy) - ________ ..l... ______ ____TR.V 6-2 
Shipments (agency) _----- ------ _____ _SHW 6-2 

Courier - ---_ _______ ____________________ __ • 3-; 

ROUTING (01 agency communic ion') __________CR 4 

RULES & REGU ATIONS (If e apPrOp. ;.) 

SABOTAGE (J'YlVO uing f/Otit , lJrQperty) ___ BG 1&-9, 20 
SAFE DmV!, AWA ms ( agency) ______ __ VEH 13 
SAF'EG lTAitnING O P FUND. ____ __ ______F GT 10 
SAFEHAVEN : 

Enemy a ti pnll (F.: & E prolT,ram ) ___ .___ _. __EP 6-6 

, AFES: 
AI> l'l€('urity ('(Iuipmrll t RG 1/;- a 
Prllcurf'n1l'nt ___. PRe 
Utili zat.ion sta ndards eR 1:1 

SAF~~TY : 

A~!'"cy ,'m ,lny,"·s __ 'F.R 14- 12 
RltiKS. & ~'r() lIn,I:o:: (flOIII.) . __ RG 1: 
Radio : 

En~i l!'c r itlg & co "tyuction ____ .. ____ RJ<X; 'U 
In sta ll, bon operations __ __ __ _ . ___ ___ __RIO lr, 

SALAHIES (nflm/ry 1,cTRonnel) _______ _.______PER 11 

SALE(S): 
Account i n ~ (incon/e) ___ _ __ __ ____ ______ _ _ __ACC 15 
Books _____.___ ..__ _.___ ___________________ BKS 13 
Bld~s. & grou nd~ (govt.) ._______. ________BG 16-8 
Fllml> __ __ . __ __. __ _. __ ___ _________ __ _MVF lR- 1' 

Motor vehicles; 
Agency employ''''! ._____ _._____ ___ _______ PER 1&.-4 
Govf'rnment-owncd _____ ______ _,__ ______ __ VEH 11; 

Proceeds of (exaRIl rrrnpcrl1l) _____ _.__ _____ES 12-6 
P ublic tions _ __ __ _ __ ____ __ ____ ____ _____ __PrI ~~ 

AT' EI~ (nulio t 'rr,!I(t'1'u"/I}; 
nnk _ ___ _ __ _ . __ . __ _____ .. _ ____ _R Io' 14 
Fol' 'atd __ ___ ______ __ __ ___ _. _ ._________Ia' ,:; 

SCEi'oIERY (1FI.('t1';'r.. lli(,/JJ"'~& TV) ______ _____ MYF' 14 
SC \O;nij" ~f' ! 

Exhiblts __ ___ _ __ _.. __ _.. _______ _____ __EXH 13-2 
Frequenc'c ( telCCVffl ,) ___ _______________ oCR 7-13 

"tion pictu r el!: 
Fnt Ltip" _____ __._____ ____ __ ________ __ __MVF ~ 
F'c!'tiv:;if, __ _ . __ ______ _ ___ ____ .__ _____ ___ __MV 8 
P"'odtl,_';IJrI __ __ , .. __ . ____ ___ _________MVP 6-7 

no ' i gs __ _ ___._ ______ ___ . ______ _____MVP_ 1~ 

r'ublica ion" ('?~'M1I.rl ;',',) __ __ ___ _ . . _____ __ PB 20-3 
Rad..:;: 

Freq enci<!!i __ _____ .. __ _.___._____ ___ ___ . __RF 
Producer's a ssignment _____ ____ .. ____ -- - - -gp 17- . 
P rogram" ___ ____ .___ ___________ .___ __ __ ___ P " 

Itee rdJ; -control (CLI; CtLC1l) _.__ _______ ____ __ _CR 15-4 
Reporting (atlmiftislr(~ti"._) ___ _______ ____ -ORG ~-l 

TE'tev -sion: 
____.. . ___ ___ ________ MVF 7Facilities 

_ ~ ___ .. ____._ ____ __ ___ _MVP 6-7P l'oouc tton 
Tele...asts ___ _ ___ ____ - ---- - -. - - - MVI' 33-1 
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SCHEDULES: (r.onfd) 
Training (perRCYltnel) __ __ ____ _____ _______ PER 9-8 

Transportation carriers __._____SHW 6-2; TRV 6-2 

Wages (emplo1lep.R) __ ___ .,. ~ _____ __ _______ PER ll-fi 


SCHOLARSHIPS: 
College & university: 


F:mployees (nI1C'nr.1I) ____ ___ . _ ______ _____ _PER 9 

General ___ ____.___ .___________ . __ ____ _.....EDU 9-~ 


For specific fi.· lds I)f study (11se npproll. Hub;.) 

Exchange program ( l'.qC npprop. Rltbj.) _______ _F.DX 


SCHOLARSHIP~. BOARD OF FOREIGN _____ EDX 7 

SCHOOLS : (SrI' Illlw E[)UCATION & TRAINING) 


Approved for exchange visitors __ __.__ __ ____ EDX 33 

Community . abroad (fliT FS depnulent 


rhildn'n) . _________ . ___ . _____ _.. __ ____ EDU !J-fi 

Employei' training _______ . ____ __ ...__ ____ . _PEH 9 

Ov!'rst'as sC'hool~ (A mcrirn)') _ . . . ... ___ __ EDU 9-;. 

At radio insta llations . . _ .. ____ RIO /;-1 

U. 	S.-sponsol·...I. abroad __ . . _EDU 9- ,. 

Grants to (on-ign student.<; to a t tend .. __ EDX HI-1; 

SCIENCE ATTACHI-:S: 

Org. & admin. support __ __ _____ ____ ___ORG 1, 4, 8 

P~rsonnel matters ___________________ ___ _____ PER 


Program reporting (UHC nppTop. RUb;.) 

SCIENTIFIC & CU LTURAL ORGANIZATION, 


liN EDllCATIONAL (UNESCO) __CUL, ED J, ,'jC/ 

SCORES, MlTSIC}' L ____ __ __ ______________CUL 14-7 


SCREENING (S) : 

Motion picture & TV: ___ _____________ __ MVP 13-2 


F acilities ___ _____ ____ ______ ____ _______MVF 12 

Noti('es ______ __ ____ ___ ___ _____ _____ _MVP 13-2 

Ronm _ _ __ _. _______ _______ __________ MVF 12 


SCREEN ING PIWCEOlJHES, SECURITY: 

AgclH'Y JlCl'snnn I __ . _ __. __ __.._____ _..pEH Hi 

Namt' checks ({I /'Iu 'ml) ____ ___ _. __ _____ ___ SY 10 


SCRIPTS (inf". l ' f "YTlln/S): 
Exhihit" .__ ___ __ ___ EXH lU-l 

Motion pidurl's .. ____ _____ MVP Hi 


Hadio _ . ._.. .. ._ .__ ... __ HI' 21 

TcleviaiclIl 
 __.___ . ___ . MVP If, 

SCllLI'Tlll I<: ( C1.~ filiI' 111'1) . ____ ___ CUL l:~~ 

_. _.. _. ____ . __ __ It f,- :ISI<:ATO (mlli" "roCltlrn.~l inll) 


SECONJ)AH Y EOlTCATION ..___EDU !J-2 


S ECHETAIUAT (UHf' tll'1I'/'Ol" .~lIhj. f"" int'l. OTfI., 


ront., r/I'.) 
SECURIT Y: 

Buildin~s & gro nds 
(U.S. g(/I'rrnlllrnf) _ ___ ___ .. __ _____ BG 16 thru 18 


Cr yptngraphi(' __ __ . _______ ___ _____ _________ _.CR 7 

DO(,U IllClltl'l & information __ _______________ __ CR 16 

Industr ial & in!lt itutional __ __ .__ ____ ___ ______SY 15 

Investigativ!' procedures __._ . ____ _.. __ ____ __.__ SY 14 

Offi('rrl'l _ . ____ ._ . _____ _____ . ___ __ ________ SY 6 

P('rsonnc'l (tI.lInlrll) __ __ .. ___ _..__ ______ _____.PER 16 

P rogram (!It'II.'·ml) ______ . __. . _____ ___ ..__ __ ____ SY 

Hadin: 


1'; ngiIlC'l'r. & con !It rul'! ion . _ _RI<:C 12 

Inl'ltnllal inn" . _RIO 11\ 


Survt'y:-o 	 _SY 2-:1 
Violation" (,1",/1',..,1) . .SY 8 


SELI'X'TIO N HOAllOS .._ »)<;1( l:\· -li 

SEl. l<: :TION 01<': 


Ronk~ _ _. _ . IlKS 16 


SELECTION OF: (r.ont'd) 
Library holdings _______ _________ _____ ___ LIB 13-3 

Motion pict. & TV materi s _____ ___ ___ ___ MVP 6-9 

Pictures __ __ ______ __ __ __ ______ _____ ____ ___PIX \) 


SELECTION OUT ____ __ ___ ___ _ ._. _____ PER 13-6 

SEMINAHS, WOl{KSHOPS. _. ___ .. ____ ____ EDU 1:J 


Employee t rai ning . __. . __ __.. .. ___ ___ ____ __ _PER 9 

English tp.ach{'rs ___ .__ .___ __ ___ . . ____F. DU 10- 6 

Library p rocedures _ ____ . _..___. ___.. .. _ .. _LIB 12-1 

Student leade r l{rantC'c's . . ___ __. . . _EDX 10-G 

U. S. teache rs ahroad _ ._.._____.. _. ___ EDX 20-4 


SENATE (A,fJt'n'·y roni llds with) __._ __ . _____ LEG 

SEPARATION: 


Agency em ploy",,,, 	 _. _. PER 13-U 
Allowance' . ___ ... __ _PER 11 - 10 


S ERI ALIZATION HIGHTS (,<.,'c r RJ(;IITS ) 

SI<~RUMS (" ,,·(/iI'II /II St' /' 11 fL!I"nl:/f) .. . P ~R 1, - 8, . 4- 0 

SERVICE eE TE {S, Ie ;GIONAL (US i:i.) _ . .PR 2:1 

SEI{VICES, FA .JLlTms & (1I!l f! fll)l,roT' ..,uhj.) 

SETTLEMENTS (('(mlnl.l'/.l<) .. ... . _ . . . __ . ___ PRC 1:1 

SHELTER AIlEAS (in f/ovl.-IIw7LI:d hltl!lH.) ___ _BG 13 

SHIPMENTS ( S t'(' SHIN'INC) 

SHIPPING (llllenry) : 


Equipment&suppl ies _ . _. __ .. __ _._. ____ . __ SHW 

Household/persona l effects ___. ___________ ___SHW 

Instructions & p rocedu res ____ .. __ ___ ____ __ SHW 7-1 

Notices to field __ . _ _. ___ __ __ ___ __. . ___ _SHW 10 

Orders ___.. __ __ _ . - - __. __ _ ___ ___ __ __SHW 1:' 

Program materi a ls __.. . _ . ___ __ _____ ______ _..SHW 


SHORTAGES: 

Funds (1l .ql·1/f·U (Lammls ) _ .. _____ACC 23-1 

Shi pments (fl9l'1U'1/) . __ .. ___ _ ___ _SHW 16 


SHOWING, MOTION I'ICTlllfl<; & TV _ ___ MVP 13 

SICK LEAVE . __ PER 8 

SISTER-CITY AFFILIATION . . .. PVT 10 

SITE: 


Acquisition: 

Govl..-own..cI " ropc'rl y RG I; 

Hutliu sit..·s & surveys REC 14 


Aud it s ,'MGT ' L 

Exhihits l-;XH 10 · ~ 
l'rcpar; l ioll & ( ;ollsc'rvatioll : 

Radio s ill's . REe 1f, 

SNACKBAI{S (itl .1111/I /.. I,ltl!/.~.) __ _____. .__ ____ BG 12 

SOCIAL ACTI VITII';S (l'mpiuyceH) - ___ ___ PER 15- f) 


SOIL (radio Hitl's): 

Borings & test s -- - ----.-- --______ ___ REC 16-6 

Const'rvation _.. 
 --- __ ____ __ ___ ___ REC 16-8 


SPACE: 

Assignment (in .1111'11. hid"., .) - - --- --- - -- - __ __BG 11 

Communications: 


Commercial asp!'ct . ___ TE L 6 

Info. prog ram aspc'C't .. .. __SPC 

S('icnlific aspe(· t _ 


SPEAKEH SlmV IC..:: 

Agency _. PR 6- 1 

For rl'tuTlH'cI grant ....s . _EIlX 29-:' 

l,ectur.· p,·og '·"llI CUr, 12 


SI' ''~AKIN(; TOI IJ(S ({Is,' " ./II)r"1). Rld)i.) 

SPECIA L ..:V ENTS C()VI':I{A(a:: 

A~(,IIC'Y puJ.li c· 1'. ·1 :11 ions proJ,('ram PH 11-4 

InfnrmatiOlI progralll: 


Motion pid.u... ·s 	 MV!' 6-8 
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SPJoXIAL EV}<~NTS COVERAGE: (con t 'd) 
P~ss ___ __ __ ____ ______ ___ _____ ________ _P 16 

Radio . __ _ . __ _____ ._.. ... . _ . ____ _ . _____RP 35 

Still photn . _______ PIX 7 


T"ll'vi:<inn 
 . __ . MVPIi-8 

SI'''~C'A'' MISF.-IONS : 
OrlClIlli:mli(\Il ' & ...hntnif<t rOll inn 
I'Ngr1l1ll a d j vi i if'S (11 Hf! f"I"'U'" II . .•".bi.) 

SI'JIX'IALIST RX(,H ANGR I'ROG RAM: 
Forpig ll 
Intpmat ,onn l Visi tors _. 

M',lt in at ional 

U.S. __ __ . _____ . __ 

SI'ECI FICATJ6INS : ( V.~c flP 
Ei'juirllllcnt &tsupplies (pvvt.) 
F. "h ibits . .. 
Printing .. ____ _ _.. __ ___ ___ ____ _____ _____P B 23-9 

Rarlio pngincer. & constr. _. ___ ______ __ _REC 6, 15-3 


SPEECH CLEARANCE (n.gf'n('y ) ____ ___ ____ PR 12-1 


SPEECHES: 
Of agency pt'rsonne __ _______ __ __ __ ___ __ ___ PR 2 


A T~ ng_('m('nt~ for __ ._ . __.. ___ _____ ..__ __PR &-1 


)f i nt(')'I'~ 1M pl'oj!rall\. urpo. s ( V RC apprt/p. .~uhj.) 


SffiN,()1 SHII': (lr~(, ttpfW"lJ. .q,~ ;.) 

Employct't ratnin l!; __ _. _____ _ ___ PER 9-6 

Radin Pl·('Ii!T. Ill!' _ __ _ _ _ ______ .. _ _ RP 24 

T V prn!!r:lrn ~ __ . __ _. ___ ..___MV P 13-1i 

Sl'nl T ANNO j C1<;MENT, ' (rR(lio ) __ .. ___ _RP 1&-4 


SPO C 'S: 

A'f.!E'nry rt'crl" tion )l'ogranl _. ___ ____ ____PJo~R 11>-1r. 

A~h etll' R'1'O\\fl Il~spn tion _____ ___ ______ _CUL 16 

GeiWl'n __ ____________________ ____ _CUL 1[) 


S A 
Corps., FI)rei~n St>Tvicc __ _ . _. __ __ __ _____ _____PER 
Hous; ng: 

Assig nmr.n ; 
F .S. personnel __ _____ _____ ___ _____ 1 E 5-12 

Radio site personnel _~ ___ ______ _____ __ REC 14 


Construrt. & maintenance : 

Fore 'gn Service ______ ___________ ____ BG 7, 10 


a io 8I t._S _ _ .. _ __ _____ _ __ _______ _ _ _ ___ R C l Jl 

Meeti ngs ___ ___ _ ___ ____ _____________ __ __ORG 3-3 


M emoranda . ([T ilt' R7JPN'p. I1t b;.) 
~· fo'STA , G _____ __ ____ ________________ ______PER 4 


STAM > COL, .CT NG (!l4!'l'lrya i) _ ______ . __ _ ._CUL H. 
Peollle·to,p4>op e prog. __ _ _ _. ______ _PV 6-.3 

STAM'S (>,,,I" ' Ilt> . _. ___ . __ .. ____ ...._ ._ACC 2a- r. 
STAN )AUDS, ( {/ .•,' t/7Iprll,,,, slIhi.) 

I-:qniJlIHt 'llt . SIIJlPIi"I<: 


G"lwra' 
 ___.. _1'::'; !J 

1',"o,·u n .'.nf'l t. J\~t l(\o( ' l __ _ ____ . __. _. . PRe 
. ___ . .___ _____ _CR 1:1I ,',,, ' rd ' '(' q •. 'I.Ul i'1..l!.\Oll 

.__ .____ . __ __PER 1& 

' , ·...· , 1\'- · 1>11'111 & contracting . . _. _. __ ._ >ne 17-1 

I :.d lO c ll lCHlt'crinll' . rODat r : _ _ _ _ ____ _____ _ REC Ii 


~TA , BY. RAD¥O : 

11lsl allnt.I'1Il status · _____.__. _.. ___ ___ ___ ..___ _RIO 12 

I'l·,~gT :l!lU; _ . ' " __ ________ _ _. _ _______ __ _ _ _ _ RP 15 


S',' AN i NG COMMITT..'1-:S (U I<f' a.fJP1"oJl. IIU./lj.) 

STAT; n ;;. H'WATtON> (radio. 
wuU rw :' 1 . ___ __ __ __ ______ _____ _____RP 16.-2 

___ EDX I r. 

__ . ___ ___ EDX Hi 


. ___.. _____ _EDX 21 

____ ___E DX 22 


" J' ) 
____ __ ___ __ __PRC 7·-4 


. _EXH 10-3 


STAT ONS : 
Radio: 


Non- US ItA· _ . __ . _ . _________ ___ ____ _______ _~1. 6 

USICA r.ngint'I'ri'])I; & constr: ___ _____. __ __ __ _~EC 


US rCA installation npl'Ta ti ons _.. _ __ ________RI0 

T ,'I('v lslOn . . ___ . __.. 

STATISTICAL SRI VTCR~ (lI.grm:y) 

STATI :TICS (II .•,' (L1I1'Y" 11. It'll l.i.) 
STATUES (fL., "'L itnrnl p'NI'fHlTty) 
STATUS : ( Ch.p. flPfJr.·J1I. H'I.W;.) 

Military service (of employees ) _____. 
PORt, change in ____ _ __ ___ _ ______ ____ ___ ___ORG £\ 
Rad io i stallations ___ ___ _____ __ ___ ___ __ . __RI O 2 


STArl u TES (Sel' I,A W ) 

ST...AMSHI ) LINES (fL",,-nell Te a ion:'! 


w ith ) __._____ __ __ ___ .. __________ TRV 6; S H W 6 


STEVEDORING ( a~n~y shipmen 9) _. _ __ __ __S HW ;2 
STOCK: 

Catalogs _____ _____ __ ___ _____ ___ ________ _P RC 6~ 

Control (equtpmf''1tt & .<:upp 'e~) ___ ___ ______ E S 7­
STORAGE: 

Equipment & supplies (a.'I c'1Icy) __ __ __.. _. ___ ___ Sh'N 
F &cijit ies ( Recuritll) ________ _..__ ___ _____B- 1£--" 
Houscholri/peTsonal effects __ _______ _____ _____ SR \\­

Con:mlicla ed p yment for __ _______ _. _AOCC 23- 20 

Space (; 7/ govt. bldg.q. ) __._ ..__ ____ .___ . ___ ___ . BG 1 

Warehousing _ . _______ __ _.. . __ __ _. _ . ____ _ ___SHW 


STORY: 
P icturt' . _ .__ __ ______ _ _... PIX 19-:3 

Tex _ .. _____ _... ____ ____ __ ______ ___ ______ PB ., · 


ST K.}S (f'/fed on !1t11, t • •~;' ipmp.nt,,) _.. . ___SHW 11 

STRIKIN(; (01 errhibit.H) __ __. _____ . _. . ____ EJNI 1" 

STUI}EN~S: 
Dis trccted _______ ___ . ___ . ______ __ __ . __ __loJDlJ 6 

Educa .jona! institutions ______ __ ___ ________EDU 9 


(See alst)' EDtTCATIOl-J & TRAINING) 
E xcha nge program:


Foreign _____ _ . ___ . ____ __ ____ _____ _____ EDX 10 

U.S. ______ ____ ..__ ___ ______ __ ______ ____~DX 18 


Teer.-a-ger p ;"o"rlo m ____ ___ _.. ____ __ __ _____ _EDX 11 

YOI' t· prog-t ..m ____ __._____ ______ _. ____ __ _EDX 12 


STUDIE . (U~ c a-pP'f'Op. mlb;.) 
~TUDIO 8) 

- '0: 

E ~.r.eeri ng &. col'lsir ctioll ____ _ .___ .____ REC 22 

I n t ul aiion operatIOn!! ______ __ _ __ _____ ___RIO 22 


__ _____ ____ _.. _______ MVF 13 


11 


P.eriodical prNwnl" twn.· . _ . _ . ___. ___ ___CUL 'J-7 

Publications __ ______ ___PB 13-2 

For returnCf )Cruntf'~" . ____ ____ .. _. __ ___EDX 29-4 


S TGGESTIOm-;. }<~Mf'1.0Y'''; (Cll<c apJWop. HU.iJj./ 
Incentive awards p rogram _______ ______ ____PER G 

Managem<:11 I mprovement __ ___ _______ ____ ORO 10 


&UM AR I : (Vile aL~() apprOI'. sub;.)Pre.. _____ ____ ___ ____ _____________ ___ _____ P 2-1 


Publica t ions (TaMe of COfl,~C7t t) __ ___ __ __ _ _ __ PB .. 

SUPE V·ISORY ~I AINING . (em~lollee) ___ ___ PEl V 

S·UPPUE S (cqu.tpment .& su-1Iphes) _. __.. __ ___ PRC 0 " 


_.. . M 7F 10 

__:<'SV ~- 7 


. _CUL \1,-2 


____PER 21 


III 
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S(f 'I' , E: ( ." ·CI · ,~·Q (fl £'.W.ENT SUPPLIES) 
S UP ' LY CE. TE {S, REGION L _______ _______ ES 4 

S r 'POnT, ADM INIS RATrVE ______ BUD 4; ORG 4 

SURPI,(TS PIWPEKTY _________ ________ _____ ES 12 


S JlmENDE { PHOGRAM 

P!lyrholoRicaloperations .__ ._ . .. ___ ________ _PSY 10 


SURVEYS: (Cl.qe al)P'I'op. Huh;.) 

Administrative (general) __________________ ORG 9 

Buildings & grounds (govl.-oumed or leased} _BG 6-3 

Property (ar:cn:y) ___ ._____________________ ES 7-4 


Public opinion: 

Fon·if" ) . . __________ ____ ___ ______----- NF 12 

U.S. __ _ . ____ __________ __ ___ _________ PR 13-2 


Radio : 

Enj.t,nt','r.-(·onstruct ion _____ _ . ___ _____ REC 15-1 

Enginccr .-sitc acquisition ____________ REC 14-3 


Itl'(,(lrCis manageml'nt ___ __ ____ ____ __ ______CR 10-6 

Security ______ .__ _______ ___ ____________ _SY 2-2 


Sl l SPEN~ ONS. VOUCHER ___ ___________ACC 20-1 

SW ISS RIWAI>CASTING CORP. ______________R 6-3 

SY MPHONY OHCHJo;STRA 


PRJo;SENTATIONS __ .___ .. ______ _________CUL 16 


TABLE OF CONTENTS (puhlicatiom) ________ PB 22 

TALENT VENDORS: 


General ____ .__ ____ _______________________ PRC 6 

Exhihits _______ ____________ _____________ EXH 15 


Motion picture : 

Facilities & services _____________________MVF 6 

Programs ___ __________ _________________MVP 3 


P ictures _ ___ _____ _____ __ __________________PIX 6 

Printing __ ___ _ .______ ___________________ PB 23-6 

Publications ____ ____________________________PB 6 

Radio _ ____ _______________________________RP 6 


Television: 

Facilities &. services __ __ ____ _____________ MVF 6 

Programs ____ _____ _____________________ MVP 3 


TA ,KING PAPERS _ _.. ___ .. INF 1-8 or approp. subj . 

MUllic _ _ _ . __________CUL 14-6 

1{II<li" programs " _. __ _____ _________ ._HP 22 

TV u'ogrnmll __ __ __ .. _ _.. _____ ____ MVP 17 


TAIUa;T (;HOllPS (info. 1n·fl!~.) ____ __ _ ___ INF 6 

TAX: 


E X"1ll pI itll. : 

(;o\"('rnl1"'II1. purrhnscl< __ .. __ _ . _________ _PRC 16 


In('ontl' : 

AS!'istnllct' to employet's _____ _________ PER 15-11 


Levil's (1I!1l'nt'lI a,.,....,mfH) ______ _____ ____ACC 23-14 

Prorurcnwnt & contracting ______ _________ _PRC 16 


TAXATION (of u od.-{Iwned propcrty) ________ _BG 14 

TAXIS (offi,.inl I/.I~t') __________ _ ____ _ ________TRV 12 

TOY ("f"lnil (If prr:wnn('l) ____ ___ ________ ._PER 13-3 

TEA(,HElf: 


Ill'vt·lopnwn l program __ ____ __ ____________ EDX 14 

EX"hall!or\' program . __ . ... _________________ EDX 20 

Tra illillg" (011,,'/' /1"111 undt'/' 


,·.uh'III.,,'· /"'''!/I'IIIII) _ . _ .. _ . __ EDU 9-3 

TEA(,HEHS _ __ _____ _____ ___ ___ EDU !) 


T .'ACH j ' G (See EDUCATION & TRAINING) 
TEACHING MATERIALS: 

AgE'ncy (trainin.q) _____________________ PE R 9-10 

Genera __ ____ __ . ___________ _____________ EDU 12 


anguage t raining _______ __ ______ EDU 10-!), 11-1 


TEAM(S) : 

Athletic presentations _________ ___ ____ ____CUL 16 

Country ________ ____ __________ __________ORG 1- 1 


Psychological operations ------ ----- ----____ PSY 7 

TECHNICAL: 


Information exchange (TIE) _____________INF -7 

nspectio ns (radio) _______________ _REC 7; RIO 7 


Mon itoring (radio) ____________ ____ ________ _RF 10 

Penetration (01 govt. hldg.~.) __ _____ ______ BG 16-10 

(adio data _ _ _______ ___________ _.. ___ __ _REC 11 


Specifications & standards (radio) ______ __ ___ REC I) 


TEEN-AGER PROG {AM ____ . ____ __ . __ . ____ EDX 11 


TELECOMM 1TN ICATIONS: 

As educa tional media _______ ______ _ ':iJU 10- 11, 12 

Equipment (ftgcncy) __ ___ _____________________ ES 


Facilities: 
Agency _____ ___ ____ ______________ ____ __ __ CR 7 


Commercia l (agenr.y WIC) ________________ CR 7-7 

U.S. Govt. (a.')cncy u.~c) __ __ ___ _. _______ CR 7~ 

TELEGI APH (af/ enr.y farili tiell & lIervice.~} ___ ___CR 7 

T LEPHONE (agcncy lacilitiefl & Hervir.cH) __ ___CR 8 

TELEVISION: 


Agency pub ic re la t ions use __________ __ ____ __PR 8 

Censorship (of a.qency P'l'ogram,a) ______ ____ MVP 10 

Communist propaganda use __ __ _________CSM 10-1 

As educational medium ___________________ EDU 12 


In English teaching ______ ___________~DU 10-~1 


As entertainment ______________ __ ____ __ ___ CUL 15 

Facilities- & services ___ ___________ ___ _______ MVF 


Information program, role in_______ MV, MVF, MVP 

Programming __ ____________________________ MVP 

Rights __ _____ __________________________ _MVP 12 

Sets _______ ______ ___________ __ _______ ____MVF 11 


Stations. Networks. __ __ ______ .. ___________MV 10 

TELEV SION GurDES ___ ___ __ ________ ___ MVP 13-4 

TELEX (a!! agr.nr.y .~p,rvice) ____________________ CR 7 


TELSTAR: 

Information program aspect ____ _____ ____ ___ SPC 6 

Scientific aspe(·t _ . _____ ____ _______________ SP 12-1 


TEMPOI{AI(Y LODGING ALLOWANCE . __ PER 11-1 

TERMINAI, FACILITIES (mIlio): 


Engineering & construction ________________ REC 26 

Installation operations ____________________ RIO 26 


TERMINATION OF: 

Contracts __ __ __ ________ ________ __________ PRC 12 

Employment ___________ ___ _______ ______ PER 1~9 


Office, post, etc. __ __ __ __ ___________________ ORG 8 

Radio installation operation ___ ____ _________ RIO 12 


TERMINOLOGY (financial) ________________ FMGT " 


TESTIMONIALS (See A WARDS) 

TESTING: 


Employee training __ __________ __ . ___ __ PER 9-11 

English languagf' training _______ __.. __ __ EDU 10-7 

Motion picture & TV programs _ _ __ _. _ __ MVP 8 

Rarlio ('ngim!ering & constr. __. _ __ _ _ __ . __ REC !) 
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TEST;';: (( '.'1 ' II 1'1"''' 1'. 1<1I /,j . ) 

I""" a ~" 'Il"y " mployl'''s & applicant,,; . __ _ .. 'ER I :{-·4 

TrainlllR' ,'lllpl nYC"'!I . _. _-. PER !I- li 

!tC'lncal iun _... __ _____ .. _. _ . _EP 7-9 


.~/li l (1'/1(1", ""r1, &- rnml</r .) _ _. ___ .REC 1II- Ii 

TEX.TBOOl\S: 

As ..ellI ..at ional Ilw<i i lim F.DU 12 

T ux.thoo\( \,,·o.cram _. RKS (proY'Y/Un) 


'r.":XoTS. sTO,lty ___ __ . PH 21 


.........:ATltF.: 

A ~ allillSI'tlll' llt . ___ . _CU L 1:, 
All fin C' a rt __ ._ ... __.____ CUL 1 :l-1 

Fa('ili li p~ .. _ .. __ __M VI<' !) 

(;rotlp 11I','spntations a broarl _.. . _____ ___ .. ._CUL If, 
J.il'cn sinK _. _ ___.. __ ___ _.. _ ____ __ .. ___ MVF 9-1 


TJ:l.EATIU{,·AL ItIGHT!' _ ____ . __ ___ _____MVp 12 


nU;FTS: 

(.<1l1 i l'l)1<'1!1 & !lupplies (agency) ___ __ _ _____ ES 7-4 


V(,h i.. \,,!' __ . _.. ____ _ _ __ ____ .. _ _ ______ _ __ _ _VEH 4 

rnvt,~t i K::Itinl1 of __ _____ .... __ __ __ ___ ___ . __ SY 12 


T lIE:\I Jo:S: 

!·:xhd.i t ,­ ___ __ _EXH l-~ 

Inf.. . .' r,,;: ,.:tltl ~ ( II"II I' /'/'/) __ .. TN F 1-10 

TITU;: 


11"1'.1,, (/11 <1", · t .- oWI/(·d ' '''o/ler/v ): 

B1 d ;,r~ . & ;.rrf· imdH HG" 


... __ __ __ ._V~:H II
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