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INTRODUCTION
A. PURPOSE AND SCOPE

The Records Classification Handbook embodies the official uniform subject file
systemto be used throughout the Department cf State, its overseas pests, and at all
USECA overseas establishments. [t is intended {or use by operating offices as well as
by Departmental and post ceatral f{ile operations. Regulations prescribing use of the
official file system for the organization and maintenance of information and workmg
files, as well as official records, will Ce incorporated in 5 FAM and MOA III 600.

Since the official file systemwas developed for (he uniform arrangement of subject files,
it need not be applied to ““case’” files, such as official personnel files, security investi-
gative files, voucher and contract f‘.LcS. etc., whichare uadally acranged ._x,)...«.bummw
by name or r‘.umerivaily by voucher or contract number. However, some offices may pre-
fer toincorporate small series or groups of case files into the subject system under the
appropriate file designation or key them into the system through use of the proper color
coded labels (see Introduction, Section D 4).

Oxxx_es may contiaue to maintain chronological files of incoming and outgoing communica-
tions where necessary. Reference files, consisting of printed or processed publicat

newspaper clippings and similar materials. should be maintained apart {rom suk

(either official records or information working files) and need not be arranged a

to the official subject file system. Likewise,USICAtechnical and handout ma 'eriai:; and

morgue files do not come within the scope of the sysiem.

Any questions concerning subject matter coverage or application of the file system
should be referred to the Records Management Staff of tho Department or URBIGA .

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

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

of the seven categories are arranged :n alphabetical sequence by code symbol. The
code symbois have been printed on the edge of the pages in such a way that they can
be cut or tabbed to provide quick access to the individual outlines.

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

:n Section D of the Introduction.

In addition to the instructions preceding each file outline, detailed statements or
2xplanatons of the coverage of specific secondary and tertiary breakdowns of the
primary subject are provided beneath them. Specific cross references to related
suorect matter within the same or in other outlines are also indicated. Classifiers
should ‘ind these instructions useful in determining proper file designations, pai-
ticularly :n the case of subject matter which may not be familiar to them.
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2. Special Instructions

The handbook contains the following special instructions:
a. International Organizations and Conferences

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

b. Crisis Files

This instruction provides a special method for handling a large volume of papers
created and accumulated during a prolonged crisis (e.g., Cyprus, Viet-Nam, etc.)
which cannot be adequately subdivided under the appropriate subject in the handbook
te.g., POL 23-9, POL 27, etc.).

c. Commercial Ofﬁcers

This instruction has been prepared in cooneration with the Department of Com-
merce for the special guidance of Commercial Officers in their use of the officiai
file system. it includes a list of those subjects in the handbook inwhich Com-
mercial Officers and others respensible for commercial-economic reporting have
a primary interest, thus serving as a specialized index.

d. Peace Corps Representatives

This :pstructicn has been prepared in ccoperation with the Peace Corps for the
suidance of its Representatives in the field inrecords organization and main-
tenance. [t prescribes the use of the appropriate outlines in the handbook.
arimarily tncse in the Administration section. for Peace Corps subject files.

3. Atbrevigticns

a. Common Abbrevigtions

An alphabeticai list of some of the more common abbreviations appearing in
current communications is inciuded as an aid to the classifier in determining
the proper iile Jesignation where the substance of a communication is not clear
without an understanding of the abbreviations or code symbpols used therein.
sSince many aboreviations pertaining to specific countries, private organi-
cations and programs aave been omitted from tne list, it 1S suggested that (|-
fices add those which appear inlocal usage. Likewise, new abbreviations
should be idded to the list as necessary to keep it current.

b. Country Aborevictions
list of standacd country abbreviaticns 1s availebie upon request {rcm the

ision of Records Management, Department of State. for use in coding papers
relating "o specific countries. This will not only eliminate the need to write

.
A
™
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out these countries on individual documents to prevent misfiling, but will
also provide a short caption for use on file folder labels. The names of posts
should not be abbreviated.

4. index

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

TYPE OF SYSTEM
i. Subject-Numeric System

The uniform official file system is of the subject-numeric type. It has been selected
because of the flexibility which it provides for expansion purposes and the simplicily
of file designations for marking nurposes. A mnemonic symbol has been selected

for each of the 55 primary subjects for which file outlines have been developed.
These symbols range from one to four letters in length and have been chosen be-
cause of their meaning or obvious relationship to the subject matter for which they
stand. In some cases the symbol is identical with an office symbol (e.g., PPT

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

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

While many small offices will find that the primary subjects alone will suffice to
meet their filing needs, larger offices will require further breakdowans of these
primary subjects for more detailed subject matter coverage. Simple serial numbers
have been assigned to subject breakdowns at both the secondary and tertiary level.
For example, a paper relating to the subject of agricultural production in geneml is
classified AGR 12; a paper dealing with technological advances in agricultural
production AGR 12-1. The most detailed subdivision in the handbook coatains no
more than four digits, making for a relatively simple file designation.

2. Parcllel Numbering

As an additional aid to the classifier, the same number has been assigned to similar
secondary and tertiary subjects appearing in different file outlines to the extent
possible. Inmost outlines the first five secondary subjects are standard (e.g.,
General Policy, Reports & Statistics, Organizations and Conferences, etc.). This
same principle has been applied to other similar or related subjects (e.g., agri-
cultural, trade and science fairs and exhibitions have been assigned an ¢‘§"’

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

signed a ‘12" number in the various industry cutlines - AGR 12, INCO 12, PET 12,
etc.).

3. Expansion of Existing Subjects

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

the tertiary level, there are many cases in which an office may desire or need to sub-
divide a secondary or tertiary subject alphabetically by name, geographic location,
or other appropriate breakdown. For example, papers relating to visits by foreign
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D.

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

Und - g (i id ! " £ ko
baodiook. Any need for additional subjects or breakdowis thereunder should be
referred to the Department by operations memorandum, subject: RECORDS MAN-
AGEMENT - Records Classification Flandbook, or to the USICARecords Management
Staff. A committee will review such requests and determine the need for new sub-
jects. Revisions will be issued pericdically in the Department’s TL:RC series aad

wn USICA's MOA-TL series as supplements tothe Records Classification Handbook
in order tokeep it current.

METHODS OF ARRANGEMENT

Ulexibility is an important feature of a uniform file system which must be adapted
to the needs of both large and small offices and posts. The official {ile system
embodies an unusual amount of fiexibility by providing end-users with several
methods of arranging material accordiag to their specific requirements. The most
common methods of arrangement are illusirated below:

1. Subject

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

uf'_- 63 Suggastion Pevgras S \

mictews )

P 6 Averds i Comumsdections
{

e -,
co )

e e =

( : = )

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

)

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

l

)
I
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(1) By name of individual:

(3) By geographic location:

-

=)\

c- =N

I

s 8 Patrs um)\
[

(n-n Poirs

TL_246D & 161F (10-19-79)

introd. (p. 5)


http:o;.�;-.co

introd. (p. 6) RECORDS CLASSIFICATION HANDBOOK

(4) 3By subject:

(m 0 .._.........'-’ _‘;j:_\j\
== ||

|
|
|

('- 0 Attemdence & Ledve

-

2. Geographic Location

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

Tgm

.

_Ji/_/
J///
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Many offices concerned with economic and/or pol‘uc ! affairs have a need
to arrange their papers in such a way as to reflect the relations tetween
countries. Depending upon ibe volume, these country relaiicnships can be
shown at the primary, secondary, and/or tertiary level. Examples:

{n«;u_..n "“)

[

-
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X
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\

L
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3. Organization

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

,-

BY 12 Armewents ) ]

)
= \\\

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

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

f ("‘"'-“-6-‘-?7 e ) \

- !

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 into the

TL-246D & 16lF (10-19-79)
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system through folder labels prepared with the appropriate code symbol or file
designation. Examples:

=
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5. Type of Petson, Product, etc.

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

C o ) Q =
linhaliniin) |
g = =) \ U
s !
_ B
R, e \
/ ) N
f -f ) QL*
L _J
S O .
J (= =) N ~
r{ e w} %r'
L _

" T“x;,7 246D & 161F’.:(1‘o-_‘1’9"-'7f9’) 'y



RECORDS CLASSIFICATION HANDBOGK introd. (p. 11)

6. Industries and Commodifies

Because of the importance of the commercial-economic reporiing program, special
attention has been given to the treatment of industries and commodities uader the
official file system. Individual outlines have been developed for the most signif-
icant industries, such as AGRICULTURE, FUELS & ENERGY, PETROLEUM,
TELECOMMUNICATICNGS and the several kinds of transportation. With the excep-
tion of AGRICULT U L&, these indusiry outlines cover the rciated commodities

and products as weil.

Tc take care of the large number of other industries, commodities, products, eic.,
and specific agricuitural crops, an alphabetical guide has been developed as an
adjunct to the INDUSTRIES & COMMODITIES outline. This list, referred to as
INCO-Alphabetical List (AL) throughout the handbock, provides offices with a
simple method of filing materials on specific commodities, regardiess of whether
they are in their natural or manufactured state.

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

of arrangement be understood and thail the selected method be followed consistently
to avoid splitting of related subject matter.

E. RELATED HANDBOOKS

The Records Classification Handbook embodies only the official file system (o be

used by ail offices of the Department of State, its overseas posts, and all USICA over-
seas establishments. Detailed procedures regarding the creation, organization, mainte-
nance, use and disposition of post records are contained in the Department of State
Records Management Handbook for Overseas Posts, Parts [ and II (March 1962 edition),
and the USICA Qverseas Records Management Handbook (MOA III 600).

F. REFERENCE

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

G. DISTRIBUTION

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

USICA oversecas establishments may be obtained from the USICA Management

Analysis/Regulations Staff (MGT/MA).
H. KEEPING HANDBOOK CURRENT

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

H TL-246D & l6lF (10-19 #79)“_




RECORDS CLASSIFICATION HANDBOOK

ADMINISTRATION

TABLE OF CONTENTS

PRIMARY SUBJECT CODE SYMBOL
ACCOUNTING & DISBURSING ACC
BUILDINGS & GROUNDS BG
BUDGET BUD
COMMUNICATIONS & RECORDS CR
EMERGENCY PLANNING EP
EQUIPMENT, SUPPLIES & SERVICES ES
FINANCIAL MANAGEMENT FMGT
FACILITATIVE SERVICES FSV
LEGISLATIVE & LEGAL AFFAIRS LEG
ORGANIZATION & MANAGEMENT ORG
PERSONNEL PER
PUBLIC RELATIONS PR
PROCUREMENT & CONTRACTING PRC
SHIPPING & WAREHOUSING SHW
SECURITY SY
TRAVEL TRV
VEHICLES VEH
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ACCOUNTING & DISBURSING

instructions

Use for papers relatinz to accounting systems in general, procedures and opera-
ticns involved in .cosunting for agency funds and special programs, accountability
for funds, paying and collecting transactions and reports, and related subject

matter.

_SEE: BUDGET

of estimates, and budget execution.

outline for budget policy, formulation and submission

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

Special Methods of Arrangement:

1,

‘AC(VJ 6 Fund Accoun!

|
|

By fund title or symbol:

ting

19 x 1078

=
|
H
|
|
|

ACC—ACCOUNTING & DISBURSING

1

GENERAL POLICY. PLANS. PRINCIPLES.

Use only for material of & general nature which
cannot be fled under one of specific subjects in
this outline. Includes projects to study and de-
termine feasibility of modern accounting sys-
tems.

CENERAL REPORTS & STATISTICS

Use only for reports of a general nature which
cannot be filed under one of specific subjects in
this outline.

TRANSACTIONS (OTHER AGENCY)

Includes 'purchase requests, procurement, pay-
ment, and transfer document.

GENERAL LEDGER

includes journal vouchers, balance sheet and
financial statements.

LAWS & REGULATIONS

Includes agency and other agency directives and
procedural handbooks, Comptroller General de-
cisions, etc. Subdivide by agency if volume war-
rants.

FUND ACCOUNTING

Suhdivide by type of funds (e.g., appropriations,
revolving, trust, foreign currency, ete.), if vol-
ume warrants.

~

By central fiscal servicing office:

| ACC 16 Payroll-Brussels RFC, Paris |

ALLOTMENT ACCOUNTING

Includes ailotments, obligations, unliquidated ob-
ligations, liquidations, refunds, etc. Subdivide
by type if volume warrants.

EXPENSE ACCOUNTING

Subdivide by type of expense (e.g., allowances,
communications, medical, printing and reproduc-
tion, travel, etc.) if volume warrants.

PERSONAL PROPERTY ACCOUNTING
Includes motor vehicles, expendable and non-

expendable equipment. Subdivide by type if
volume warrants.

10 REAL PROPERTY ACCOUNTING

11

12

Includes land, buildings and “built-in” equip-
ment. Subdivide by type if volume warrants.

ACCOUNTS RECEIVABLE

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

ACCOUNTS PAYABLE

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

TL-246D & 161F (10-19-79)
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ACC—ACCOUNTING & -DISBURSING

13

4

i5

16

17

18

19

20

20-1
23

22

23

23-1

ADVANCES

Except travel, for which SEE: ACC 23-13.
Includes progress payments and contract ad-
vances.

OTHER AGENCY ACCOUNTING

Subdivide by agency.

SALES ACCOUNTING UNCOME!}

Inciudes services, property, rentals, earned re-
imbursements, miscellaneous receipts, etc. Sub-
divide by type if volume warrants.

PAYROLL

Includes domestic and overseas payroll; salaries
for Civil Service and Foreign Service em-
ployees; deductions, contributions, ete. Sub-
divide by type if volume warrants.

TRAVEL

Includes fare, per diem, transportation, etc,

COMMERCIAL VOUCHERING

Includes processing of voucher claims for pay-
ment of {ransportation, communications, utili-
ties, rentals, printing and binding expenses,
ete. Subdivide by type if volume warrants.
For actual payments, SEE: ACC 23.
NON-OPERATING EXPENSE

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

VOUCHER EXAMINATION

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

Suspensions & Disaliowances
CLAIMS & EXCEPTIONS

ACCOUNTABILITY
Includes accountability for cash, checks, check
stock, savings bonds, foreign currency and

other negotiables. Subdivide by type if volume
warrants.

PAYING & COLLECTING TRANSACTIONS

Overages & Shortages

23-2

23-3
234
23-3
23-6
23-7

23-8

23-9

13-10
23-11
23-12

23-13

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

23-20

Reports & Statements

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

Receipts

Disbursements

Savings Bond lssuance & Redempiion
Accommodation Exchange

Bank Accounts

Cash Paymenis

Includes petty cash, imprest fund, and pay-
ments in foreign currency.

Check Operations

Includes Treasury Checks and depositary
checks in local banks.

Notices of Exception
GAQ Claims
Cash Verifications

Cush Advances

Includes travel advances.

Tax Levies

Travelers Checks

Sale of Postage Stamps

Interested Party Message Transactions
Passport & Visa Fee Accounting
Medicai Deposits for Dependents

Consolidated Payment——Siateside
Storage

TL-246D & l61F (10-19-79)
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BUILDINGS & GROUNDS #ﬁG

instructions

Use for materials on the acquisition, construction, management, maintenance, use
and disposition of zuvernment-owned or governmenti-leased buildings, residences
and other structuscs azd upkeep of grounds.

SEE: RADIC ENGINEERING & CONSTRUCTION outline for land
acquisition, site preparation, engineering and construction of
buildings and faciiities for relay stations and other radio installa-

tions.

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

EQUIPMENT, SUPPLIES & SERVICES cutline for mainte-
nance, use and disposition of furniture and furnishings, house-
hold and office equipment, supplies, ete.

Special Method of Arrangement:

1,

By name and/or location of specific building:

a. When volume warrants only a primary
folder:

| B¢G — BUILDINGS &
‘ GKOUNDS

Mamba Pt. Comp. |
1
s i)

PRS- -

BG—-BUILDINGS & GROUNDS

GENERAL POLICY. PLANS.

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

GENERAL REPORTS & STATISTICS

Use for material tco geﬂeral in nature to be filed
under more specific subjects in outline. Includes
reports to GSA.

CLAIMS

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

CONTRACLTS

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

1

LAWS & REGULATIONS

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

b. When volume warrants subdivision by ap-
propriate subject breakdowns:

BG 10 Maintenance  Mamba Pt Comp. |
& Operations |

6 ACQUISITION

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

6-1 Purchase

Includes condemination.

6=2 Lease
' Subdivide by short-term and long-term if vol-
ume warrants.

6-3 Site Surveys. Data.

7 DESIGN. CONSTRUCTION. ALTVERATION.

Includes architectural plans, engineering, land-
scaping, etc. For interior decoration, SEE:
BG 8.

TIL.-246D & 161% 10-19-79)
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BG—BUILDINGS & GROUNDS

10

10-1

1n

12

i3

14

15

15-1

FURNISHINGS

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

INSPECTION

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

MAINTENANCE & OPERATIONS

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

Utilities & Services

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

SPACE ASSIGNMENT & USE. MOVES.

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

SPECIAL FACILITIES & CONCESSIONS

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.

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, ete., SEE: BG 20.

TAXATION

DISPOSITION

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

Abandonment

15-2 Demolition. Dismantling.

15-3 Sale

15-4 Transfer

16

161

16~2

16-3

16-4

16~5

166

16-7

168

16-9

16-10

16-11

16-12

17

18

18-1

FACILITIES & EQUIPMENT SECURITY

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

Alarm Systems
Electronic Equipment & Counter Measures

File Equipment

Includes safes.
Firearms & Ammunition
Incinerators
Keys & Locks
Photographic Equipment
Resiricted Areas
Sabotage

Technical Penetration

Vaults. Storage Facilities.

Entry & Departure

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

BUILDING GUARDS. WATCHMEN.
Other than Marines, for which SEE: BG 18.

MARINE GUARDS

Other than personnel matters, for which use
PER outline.

Handbook & Orders

18-2 Marine Inspection Report

18-3 Guard Survey

19

20 REAL PROPERTY DAMAGE.

{Reserved for future use)

LOSS.
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BUDGET

instructions

Use for papers on adminisirative and program budget policy and procedure,
including bul;es formulation, Budget Bureau and Congressional submissions and
hearings, Com:uittee reporte and appropriation bills, budget execution, and related
budget matters. Specific types of budget estimates covered are annual, supple-

mental and deficiency.

SEE: ACCOUNTING & DISBURSING outline for ail aspects of ac-
counting for appropriated and other funds, paying and collecting
transactions relating thereto, etc.

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

Special Method of Arrangement:

1. By fund title or symbol:

BUD 15 Pinancial Plans 1961128 |
(FY 1066) —— |

|

BUD—BUDGET

GENERAL POLICY. PLANS.

Includes studies and projects to improve budget-
ing procedures, long-range budget planning, and
budget policy and principles. Subdivide by title
of study or project if volume warrants. For
financial plens, SEE: BUD 15.

Agency Position

Use for agency stand to be reflected in budget
estimates.

1-2 Program Planning Budgei System

3-1

Use for general materials only.

GENERAL REPORTS & STATISTICS

For fund status reports, SEE: BUD 18-1; for
financial plan reports, SEE: BUD 15-2.

CALL FOR ESTIMATES

Includes budget ceiling on level of estimates
imposed by OMB,

3-2 Agency Instructions

4 REIMBURSEMENT ESTIMATES. AGREEMENTS.

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

4-1 Reimbursement Criteria

5 LAWS & REGULATIONS

Includes OFFICE @F ManagEmewT aws Budery CircuLans,

CompYrOLLER GEwERAL DECISIONS, TREASURY AWD UFFieY
oF PERSONNEL MANAGEMENT REGULATIONS, EYe, Bus-
DIVIBE BY SOURCE IF VOLUME WARRANTS, FOR APPRO-
PRIATION AcYS, SEE: BUD 12,

6 PROJECTIONS. PREVIEWS.

Use for preliminary estimates requested of offices
prior to detailed submissions. Includes flash
estimates.

7 OFFICE & POST SUBMISSIONS

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

8 AGENCY REVIEW

Includes hearings held within agency on office
and post submissions.
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BUD—BUDGET

© Orrice of &uimnr AN Subsct Susmissiow

Use for agency estimates as submitted to OMB

for review.

9-1 04 Hearings
Includes hearings schedule, witness state-
ments, summaries of testimony, ete.

9-2 Supplemenial Data
Requested by OM8 during review.

9-3 O0M8 Allowance
Amount of estimates allowed by O0M8 to be
incorporated in President’s Budgext.
10 PRESIDENY'S BUDGEY
Use for agency estimates as included in Fed-
eral Budget.
11 CONGRESSIONAL SUBMISSION
Use for agency estimates as submitted to Con-
gress.
1i-1 House Hearings

Includes schedule, principal witness state-
wments, supplementary data, House Report,
etc.

11=2 Resioration Appeai fo Senute
Agency appeal to Senate for restoration of
funds reduced by House action.

11=3 Senate Hearings

Includes schedule, principal withess state-
raents, supplementary data, Senate Report,
ete.

11=4 Conference Action

House-Senate conference to resolve differ-
ences on appropriation bill.

12 APPROPRIATION ACT

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

13 FUND AVAILABILITY

Includes appropriated funds, earned reimburse-
ment, refunds, contributions, allocations re-
ceived, transfer appropriations (in), earned
income and sales income. Subdivide by type if
volume warrants.

13-1 Fund Status Reports
14 BUDGET EXECUTION

14-1 Apportionment

Includes requests to Gug Ior quarterly ap-
propriated funds and approvals.

i4-2 Anncal Authorizations

14=3 Allocations (Transfers Out)
14-4 Transfer Appreprictions (Cut)
14=5 Allotment Autheorifies

14-6 Alictments

Includes adjustment of allotments.

15 FINANCIAL PLANS
Use for agency overall plan for expenditure of
appropriated and other funds. Inciudes re-
quests, submissions, consolidutions, approvais
and reviews,
15-1 Reprogramming
Use for revisicn of plan based on changes
in availability of funds.
15-2 Financial Plan Reporis

16 PUSITION AUTHORIZATION
Use for requests for, establishment of, and con-

trol over numerical authorization of sztafiing
levels or personnel ceilings.

16-1 Reguesis
162 Conirol Registers
16~3 Aliocutions

17 BUDGET BACK-UP

Use for back-up materials when it is desirable

tc maintain them separate from the particuiar

estimates or submissions to which they may
; relate.
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RECORDS CLASSIFICATION HANDBOOK CR (p. 1)

COMMUNICATIONS & RECORDS

ingtructions

CR
Use for papers on government-wide and agency communications and records
policy, systems znd procedures, services and operations. Inciuded are paper work
menagement programs; regulations and procedures regarding classified records
and information.
SEE: TELECOMMUNICATIONS and POSTAL AFFAIRS outlines
for matiers pertaining to communications and mail matters other
than those pertaining to agency operations and services.
BUILDING & GROUNDS outline for physical and technical
security aspects of protecting communications and records facil-
ities and classified material.
EMERGENCY PLANNING outline for E & E and vital records
programs.
CR—COMMUNICATIONS & RECORDS
1 GENERAL POLICY. PLANS. COORDINATION. 4 COMMUNICATIONS ANALYSIS &
Use for overall agency program and coordina- DISTRIBUTION
tion between agencies. For separate telecom- Inciudes determination of office to which com-
munications and records management programs, munications should be routed, distribution guide-
SEE: CR 7 and 10, respectively. lines, number of copies distributed, etc. Sub-
divide by type if volume warrants.
2 GENERAL REPORTS & STATISTICS
Use for those which cannot be filed under more 5 AUTHENTICATION
specific subjects in outline. Subdivide by title .
if volume warrants. 5-1 Regulations & Procedures (Auth)
3 MAIL FACILITIES & SERVICES 5-2 Reports & Statistics (Authi
3-1 Courier Service 5-3 Schedule of Fees (Authl
3-2 Pouch Service 6 (Reserved for future usel
3-3 Postal Servicess =000 -7 TELECOMMUNICATIONS SERVICES
Includes U.S. PesvaL SErvioE, MILiTARY PesvaL Except telephone, for which 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 trans-
3-4 Messeager Service mitters in U.S. chanceries abroad and USICA
wireless file facilities and services. For similar
3-5 Message Centers use by foreign missions in U.S., SEE: POL 17-7.

Subdivide by exganisational elemant if volurse 7-1 Policy. Plans. Coordination. (Telecom)

warrants.
3-6 Delivery Systems 7-2 Reports & Statistics (Telecom)
Includes pneumatic tube system, conveyor Includes monthly telegraphic report and
belt, ete. traffic reports. For cryptographic reports,
SEE: CR 7-11.

3-7 Addresses. Mailing Lists.
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RECCORDS CLASSIFICATION HANDBOOK

CR—COMMIUNICATIONS & RECORDS

7-3 Organizations & Conferences (Telecom)
7-4 Agreements (Telecomi

7-5 Regulations & Procedures (Telecom)

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

7-6 U. S. Government Facilities (Telecom!)
Includes JANAP procedure.

7=-7 Commercial Facilities (Telecom)

Includes rates. Subdivide by name of com-
pany if volume warrants,

7-8 Cryptographic Systems
7-9 Crypiographic Clearances

7-10 Maintenance & Repair

Of telecommunications and for cryptographic
equipment.

7=-11 Crypiographic Reports

Includes inventories, receipt, transfer and
destruction reportis.

7-12 Crypiographic Operations & Material

Inciudes cryptographic procedures and re-
quirements.

7-13 Frequencies & Scheduies

7-14 Reception

Includes reception reports and irregularity
reports.

7-15 Propogation
Includes forecasts, charts, and conditions.

7-16 Enginoering
Includes design, construction and changes.

8 TELEPHONME SERVICE

8-1 Policy. Plans. Coordination. (Tel)
8~2 Reporis & Statistics (Tel)

8-3 Organizations & Conferences (Tel)
8-4. Agreements (Tel)
8-5

Laws & Regulations (Vei)
Includes rates.

8-6 Telephone Lists. Direciories.

9 (Reserved for future usel

10 RECORDS MANAGEMENT (GEMERAL
10-1 Policy. Plans. Coordination. (RAL)

10=2 Reports & Statisiics (Ri)
Except surveys, for which SEE: CR 10-€.

10-3 Organizations & Conferences (LA

104 Agreements (RM)

Includes agreements with other govern-
ments re maintenance and dispositicn of
muitipartite records.

10-5 Laws & Reguiations (RM)

10-6 Surveys. Studies (KM}
Subdivide by organizational element if vol-
ume warrants.

11 RECORDS MAINTENANCE & SERVICE

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

1i=1 Physical Location
11=2 File Installatiens. Operalicns.

11=3 Reference Service
For questions relating to access, SEE: CR
1é-1.
12 FILE SYSTEM
Use for development and updating of system.

12-1 Records Classificution Handbook
Iacludes TL's and distribution data.

13 RECORDS EQUIPMENT & SUPPLILS

Use for development of standards and review
for proper utilization. SEE: PRC for pro-
cuzemnent; BG 16 for equipment security; and
ES outline for supply items.

13-1 Foider Labels

14 MICROFILMING

Except in connection with file operations, for
which SEE: CR 11-2,
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CR-—COMMUNICATIONS & RECORDS

i

15=1

15-3

154

1€

RECOUDS DISPOSITION

Recovds Retirement
Witkin agency.

Records Transier.
Between agencies.

kecords Destruciion
Records Conitrol Schedules

DOCUMENT & INFORMATION SECURITY

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

16=1 Access & Use
For executive privilege, SEE: LEG 9.
16~2 Accounting & Conirol

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

16=3

17

18

19

20

Classification. Designation.
Includes downgrading, declassification, de-
control, upgrading, etc.

REPORTS MANAGEMENYT

Use for program to preveni creation of or «©
eliminate unnecessary reports, reduce nui
of copies, ete.

v iy

CORRESPONDENCE MANAGEMENT

Inciudes correspondence procedures, instruc-
tions for use of various types of communica-
tions forms, form and guide letters, plain let-
ters workshops, etc. Subdivide by subject if
volume warrants.

DIRECTIVES MANAGEMENT

Use for systems for issuing policy and pro-
cedural information for guidance of agency
personnel, File published series of issuances
separately.

FORMS MANAGEMENT

Use for forms design, control, improvement or
standardization, ete.
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EMERGENCY PLANNING

instructions

=
e

Use for papers on planning and provisions made by the agency and overseas posts

gencies other thun civilian defense planning.

SEE: DEFENSE AFFAIRS outline for civilian defense.

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

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

EP—EMERGENCY PLANNING

1

GENERAL POLICY. PLANS. COORDINATION.

Use for overall agency policy and planning, and
coordination between agencies,

2 REPORTS
3 ORGANIZATIONS & CONFERENCES
4 AGREEMENTS
5 LAWS & REGULATIONS
6 E & E PROGRAM
Use for emergency and evacuation program.
6-1 E & E Policy. Plans.
6-2 Reports & Statistics
Includes population statistics, evacuation lists,
etec.
6=3 Liaison Groups
Subdivice by name.
6—4 Emergency Requirements
Such as for communications equipment,
ordnance, etc.
6-5 E & E Procedures
Includes Handbook.
6-6 Safehaven

7 EMERGENCY RELOCATION PROGRAM

7=1

7-2
7-3
7-4
7-5
7-5
7-7

7-8

7-9

Policy. Plans. Guidelines.

Includes directives and handbooks.
Reports

Otl;or Agency Procedures

Continuity of Essential Functions
Emergency Action Documents (EAD)
Emergency Assignments (Cadre)
Executive Reserve Program
Emergency Communications

Includes Emergency Notification System

(Cascade).

Relocation Tests. Exercises.

Subdivide by code name and year.

8 VITAL RECORDS PROGRAM

8-1
8-2

8-3

Selection Guidelines

‘Status Reports

Records Protection

9 ROUND-UP PROGRAM
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ES (p. |

EQUIPMENT, SUPPLIES & SERVICES

instructions

Use for papers on the utilization, maintenunce, and disposition of expendable and
nonexpendable equipment and supplies and for services related thereto, except as .

follows:

SEE: BUILDINGS & GROUNDS outline for design and selectlon of
furnizhings and buildings services.

COMMUNICATIONS & RECORDS outline for standards for
proper utilization of file equipment and supplies, telecommunica-

tions facilities and services.

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

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

PROCUREMENT & CONTRACTING outline for matters per-

taining to these subjecta.

Cuse files. Papers concerning specific supply or equipraent items may be grouped
together by name of the item. The file folder label(s) for such files shouid show
the rame of the item following the primary subject symbol ES.

ES——EQUIPMENT, SUPPLIES & SERVICES

1

GENERAL POLICY. PLANS. GUIDELINES.

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

i=1 Reguirements. Forecasis.
Other than get forth in budget estimates, for
which SEE: BUD outline.

=2 Replacement Program

2 GENERAL REPORTS & STATISTICS

Use only for material which cannot be filed -

undor one of the more specific subjects in out-
line. Includes reports to GSA. For inventory
reports, SEE: ES 7-2.

ORGANIZATIONS & CONFERENCES

REGIONAL SUPPLY CENTERS

Use for establishment and overall operation of

centers.  Subdivide by location if volume war-
rants.

LAWS & REGULATIONS

Includes directives and procedures. Use only for
those too gencral to be filed under more specific
subjects in outline. Subdivide by source if vol-
ume warrants.

6

7

7=l

7-2

73

74

9

{Reserved for future usel

PROPERTY ACCOUNTABILITY

Subdivide as expendable or noncxpendable if
desired. For inventory of and accountability for
blank passports, SEE: PPT 10-1,

Stock Conivels

On expendable supplies and equipment.

lnventories

Of non-expendable property. Includes pro-
cedures for preparing and maintaining prop-
erty record cards, hasic inventory reports of
furniture, oquipment, and office muchinery.

Loans & Exchanges

Thefts. Losses.

Includes property survey reports of lost and
damaged items.

Destruction.

(Reserved for future use)

STANDARDS
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ES—EQUIPMENTY, SUPPLIES & SERVICES

10 MAINTENANCE & REPALR

Subdivide by type of service {(e.g., typewriter
ropuir, furniture vefinishing, etc.) if volume
warraunts.

11 UTILIZATION & DISTRIBUTION

Kxcludes ecxcess property for which SEE:
KS 12-3.

12 SURPLUS/EXCESS PROPERTY

12-1

12-2

Acguisition

Disposition
lncludes disposal, scwap, cransfer, or donation
1o soneprofit organizaiions.

Utllization
Excoss Listings

Proceeds of Suies
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FINANCIAL MANAGEMENT

instructions

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

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

ACCOUNTING & DISBURSING outline for all aspects of ac-

counting for appropriated and other funds, paying and collecting
transactions, and accountability therefor.

FMGT—FINANCIAL MANAGEMENT

1 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

i, Enanbion turdet. 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

Includes glossaly of terms and abbreviations. L AUD
Use for inspecﬁons and reports by agency audit

5 LAWS & REGULATIONS staff.

Use for agency regulations and procedures. Also 11-1 Domestic
includes Comptroller General Decisions, GAO, RO
Treasury and other agency directives, ete. Sub-

divide by agency if volume warrants. 11-2  Overseas

5-1 Procedural Handbooks 11=3 Confracts

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

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

Use for designation of personnel to perform pay- 13
ing and collecting functions. Subdivide by .or-
ganizational element if volume warrants.

EXTERNAL AUDIT (CPA)
Use for audit by certified public accountants.

6-1 Disbursing Officers 14 MECHANIZATION

Includes data processing, electric/electronic ac-
6-2 Cashiers counting (EAM) machines, electronic com-
. puters, bookkeeping machines, etc. Subdivide

6-3 Certifying Officers by type if volume warrants.

7 DEPOSITORIES, LOCAL
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PACILITATIVE SERVICES

Instruciions

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

SEE: BUILDINGS & GROUNDS, COMMUNICATIONS & RECORDS,

EQUIPMENT, SUPPLIES & SERVICES, TRAVEL, SHIPPING
& WAREHOUSING, and VEHICLES outlines for matters per-
taining to those particular services.

BUDGET outline for reimbursement estimates and agreements.

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

EDUCATIONAL & CULTURAL EXCHANGE outline for facili-
tative services for educational and cultural affairs grantees.

FSV—FACILITATIVE SERVICES

1 AUDIC-VISUAL SERVICES

1=1 General Policy. Pians. Guidelines.
1-2 General Roports & Siatistics

1-3 Organizations & Moetings

i-4 Technology

i-5 Laws. Regulations. Procedures.

2 REPORTING SERVICES

Includes conference reporting.

3 AUTOMATED DATA PROCESSING

For maintenance and disposition of ADP equip-
ment and supplies, SEE: ES outline; for pro-
curement, SEE: PRC outline; for systems and
studies, SEE: ORG outline.

3-1 Genercl Policy. Plans. Coordination.

Technology

Use for technical operating data, such as
processing and programming techniques, in-
put and output methods, machine language,
etc. Subdivide by appropriate subject if vol-
ume warrants,

Laws & Regulations

Use only when material cannot be filed under
a more specific subject in this outline.

Systems Development. Feasibility Studies.

Use only for general material. File specific
projects under appropriate subjects in other
outlines.

3-7 Statistical & Other Services

4 LANGUAGE SERVICES

4-1 Interpreting
Includes cooperative arrangements with other For interpreter/escort services for grantees,
agencies. SEE: EDX 28-6.
3-2 General Reporls & Statistics 4-2 Translating

Includes machine utilization reports. For
statistical services, SEE: FSV 3-7; for re-
ports and statistics on specific pro:ects use
appropriate subject outline.

3-3 Organizations & Conferences

5 LIBRARY SERVICES

Use only for usual agency or post library serv-
ices. For publications procurement for agency
or post libraries, SEE: FSV 8.
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FSV—FACILITATIVE SERVICES

6 REPRODUCTION & DISTRIBUTION

&1

6~2
&3
&4
65

General Policy. Pians. Guidelines.
General Reports & Statlstics

Organizations & Meetings

. Technology

Laws. Regulations. Procedures.

EDITORIAL SERVICES & PUBLICATIONS
CONTROL

Includes control over internal and external pub-
lications, regulations of Joint Commitiee on
Printing, etc. For preparation {(other thaa ecit-
ing), clearance and distribution of official and
unofficial publications, SEE: PR 10.

PUBLICATIONS PROCUREMENT
Use only for administrative aspects of procur-
ing publications from or for any source. Sub-

divide by name of requesting agency or source
from which procured.
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LEGISLATIVE & LEGAL AFFAIRS

instructions

Use only for papers pertaining to the Agency’s legislative program and relations
with Congress which are so general in nature that they cannot be filed under the
more specific subject outlines in this handbock. Also included are papers on such
subjects as constitutional and comparative iaw, legal opinions and interpretations,

judicial and claims procedures, etc.

SEE: POLITICAL AFFAIRS & RELATIONS outline for matters per-
taining to U.S. Congress unrelated to Agency's functions and
operations, legislative bodies of foreign governments, for domes-

tic law, and international law.

PROTECTIVE SERVICES outline for judicial and legal services

provided by consular officers.

LEG—LEGISLATIVE & LEGAL AFFAIRS

LEGISLATIVE PROGRAM

Uxe oniy Tor Agency’s overail legislative pro-
wram, including bills introduced on behalf of and
these affecting agency progranis and operations.

Congressional Summaries

Use for daily and other summaries of Con-
gressional action on bills of interest {o Agency.

REPORTS TO CONGRESS

lise only for overall veports on Agency opera-
tions. Reports on specific programs should be

filed subjectively under appropriate subject out-
lines,

ORGANIZATIONS & CONFERENCES

Subdivide by name of organization and name,
date, and location of conference if volume war-
rants,

CONGRESSIONAL COMMITTEES

Use only for general papers on committee mem-
bership, procedures, sehedules of appearances
before and  enlations of ageney oflicials with
committees. Papers relating to hearings before
commitiees on specific programs should be filed
subjoctively under appropriate subject outlines.

LAW

Use only for general material on constitutional
law, comiparative law, etc. For domestic law of
a country, international law, Rule of Law, etc.,
SKE: POL 5.

MEMBERS OF CONGRESS

Hse only for general material on attitudes, bio-
graphic sketehes, linison with, ete.  For visits,
SEF: LG 7. Arrange alphabetically by name.

7=1

10

11

12

13

14

Visivs

Use lor trips by individual memiuwrs of Congress
and Congressional delegations (CODELS). Ar-
range alphabetically by name,

Country Brieting Papers
For Congressional travelers,

CONGRESSIONAL INVESTIGATIONS

Use only for material rclating to investigations
in general. Papers on investigutions of specific
programs should be filed subjectively under up-
propriate outlines,

EXECUTIVE PRIVILEGE

Use for muaterial relating to Agency’s priviiege
of withholding iuformation Trom Congress,

LEGAL OPINIONS. INTERPRETATIONS.

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

Use for procedures relating to handling of sub-

poenas served on Agency.

COPYRIGHTS. CLEARANCES.

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

CLAIMS. LITIGATION.

Use only for gencral material on claims by or
against U.S. Government, claims procedures,
ete. File specific types of claims subjectively
(e.g., Tor war damage claims and other ¢laims
against host government, SEF: PS 8-4; for
tort cladims, SEIN: PER 15-106, ete.).

JUDICIAL ASSISTANCE. PROCEDURE.

Includes Committee on Judicial Procedure,

TL-246D & 1611 (10-19-79)
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ORGANIZATION & MANAGEMENT

Instructions

Use for materials on the establishment, organization, reorganization, and termi-
nation of Agency offices and overseas posts; the assignmeni and realignment of
functions; changes in status of posts and consular districts; and policy and in-
structional systems and statements which define organizational and functional
matters. Also included are general administrative and organizational matters
relating to other agencies, interagency relationships, coordination, etc., not in-
volving specific substantive programs which should be filed under the appropriate
subject matter outlines.

Use also for material which deals with the subject of administration in its en-
tirety. and for maierial which covers several administrative subjects, i.e., ma-
terials which cannot be filed under one of the specific administrative subject

7 ORG (p.

outlines.

ORG—ORGANIZATION & MANAGEMENT

1 GENERAL POLICY PLAN. COORDINAYION. 3 MEETINGS & CONFERENCES
Includes material on Agency and post organiza- L. i .
tion and management in gencral, administrative 3~-1 Administrative Officers
supervision of constituent posts, centralization . L Lo
vs. decentralization of administrative functions, 3-2 Chiefs of Mission. Principal Officers.
and coordination between and within agencies
on administrative matters, Subdivide by name of 3-3 Staff
agency if volume warrants,
34 Public Affairs Officers
i-1 Country Team
v . 4 ADMINISTRATIVE SUPPORY
Use for coordinated efforts of Agency repre- . . .
sentutives in the field to work as a team under Use for general material oen administrative sup-
chief of mission. port principle or policy as it affects organization
and functions of Agency or post. For levels of
e . . support and reimbursement agreements, SEE:
1-2 Consolidated Administration BUD 4; for accounting aspects, SEE: ACC
Use for consolidation of State, AID, USICA, outline.
and Peace Corps administrative personnel to
provide integrated service at specific posts. 5 DELEGATIONS OF AUTHORITY
includes CAMO. For administrative support : :
aspects, SEE: ORG 4. Includes designations.
6 DUTY OFFICERS. ROSTERS.
2 GENERAL REPORTS & STATISTICS : ;
) ) Includes holiday list.
Use only for material which is so broad in con-
tent that it cannot be filed under one of the more 7  VISITS
specific subjects eisewhere in this outline. In- . L
cludes periodic  administrative reports (c.g., Use for papers of a substantive naturce r(-katlpz
weekly, monthly, ete.) For Foreign Service in- to field "“""" hy agency personnel on official
speetion reports, SEE: ORG 11; for post reports, Suminass, For rolting travel arrangrments, us
SEF: PER 2-1; for security surveys, SKK: TRV outline.
SY 2.2,
8 ESTABLISHMENY. FUNCTIONS. REORGANI-
2-1 Reporting Requirements ZATION.
. Includes history and background of Cney
0 i i . y groun Agency,
r(-‘;:;:.‘:}:il n'\‘usr)l‘:;:\gen?};:g::t:’ o}m;t(i:?':i?; “’:“f office or posit, statement of functions and or-
quivenents i K ganization charts, and Agency reorganization
: plans, opening, change in status, and closing of
. posts; determination and jurisdiction of consular
2-2 Critiques districts; cte.
TL-246D & 161F (10-19-79)
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ORG—-ORGANIZATION & MANAGEMENT

Y

10-1

MANAGEMENT SURVEYS

Subdiivide by organization or function being
surveyed, I desived, file by subject using out-
lines provided in this handbook.

MANAGEMENT PROGRAMS

Inciudes ali typer of management programs
such as Management Improvement, Cost Re-
duction, Infurmation Management, ete. Also
includes management methods and techniques.
Subdivide by nams of program or sysiem, il
volume warrants. ( Except financial management
for which SEE: FMGT outline and for records
management, forms manugement, reporta man-
agement, and directives management, for which
SEE: CR outline.)

Policy. Plans. Coordination.

10-2 Reporis

RECORDS CLASSIFICATION HANDBOOK

10-3
104
10-5
10-6

11

V2

Meetings

Agreements. Confracts.
Regulations. Procedures.
Resecrch & Development

INSPECTIONS

Includes Foreign Service inspeciion reports,
administrative audits, and operational surveys
of u general nature, For inspections and sudiis
of specific functions (e.g., security, financ.al
munagement, etc.), see appropriate subject out-
lines.

CONDUCT OF OFFICE

Use for iksuances on office procedurss, routine
administrative matters, t(ransfer of office o
succossor, calendar of evenis, ete.

TL-246D & 161F (10-19-79)
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PER {p. I)

PERSONNEL

Instructions

Use for papers on all aspects of personnel administration in the Federal Govern-

ment and in the Agency, including its organizational components.

Also includes

personnel security. Papers relating to individual employees shall be filed by
name of employee in accordance with regulations in 3 FAM.

SEE: EMERGENCY PLANNING outline for assignment of personnel

in emergency situations.

PROTECTIVE SERVICES outline for protection of government
employces overseas in emergencey situations.

TRAVEL outline for travel of employces and dependents.

SHIPPING & WAREHOUSING outline for shipment of effects,

and other items.

Special Method of Arrangement:
i. Ry type or category of personnel; such as
contractor, foreign, nationals, ete.
| — i. When volume warrants only a primary
| - folder:
% PER — PERSONNEL (Marine Guards)
PER—PERSONMNEL
1 GENERAL POLICY. PLANS. COORDINATION.
Use only for malerial which cannot be filed
under one of the more specific subjocts in this
oullhine,
2 GENERAL REPORTS & STATISTICS
Use only for papers which cannot be filed under
one of the maore specific subjects in this outline.
Includes employee carcer records (ERC) and
manpower utilization skills and reports (MUST).
2-1 Post Reporis
Use ouly for preparation and submission of
veport. by post. Reference sot should be main-
tained separately.
2-2 Biographic Register & Sketches
2-3 Foreign Service List
L 2-4 Key Personnel Directory
-

b. When volume warrants subdivision by ap-
propriate subject breakdowns:

| PER 13—3 Assignment.
Detail (Marine Guards)

i

ORGANIZATIONS & CONFERENCES

Use only for papers which cannot be filed under
one of the more specific subjecta in this outline.

STAFFING. COMPLEMENT.

Use Tor proposed and/or authorized personnel
strength of organizational clement. SKEE: BUD
16 for budgetary aspect of position ceilings and
authorizations.

Reduction-in-Force

Includes procedures for establishing, maintain-
ing and applying retention registers.

LAWS & REGULATIONS

Includes Foreign Serviee Act of 1946 and amend-
ments, Federal Personnel Manual,and OPM diRrES-
tives of a general nature, Subdivide by souree
and/or title of act if volume warrants.

TL1.-246D & 161F (10-19-79
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PER—PERSONNEL

6 AWARDS & COMMENDATIONS

For agency employees, including employee sug-
ROSUIOND Program, mceniive awards program, cxcept
sufe=driving awards, for which SEE: VEH 3.
For awards o prominent persons other chan
Agency employces and military personnel, SEI:
POL 6=3; for awards to military personnel, SEE:
DEF 6.

6-1 Awards Committees

Subdivide by name if volume warrants.
6-2 Cash Awards

Subdivide by type if volume warrants.
6-3 Commendations

64 Honor Awards

Subdivide by type if

volume warranis,
6-5 Non-Federal Awards & Decorations

7 APPEALS

tse for geaeral maderial on appeais system.
For speeific Lypes of appeal, see under appropri-
ate subject in outline,

8 ATVTENDANCE & LEAVE

Lincludes annual, sick, home, military, and court
leave, leave without pay, absence for jury duty,
hours of work, ete. Subdivide by type of leave
if volume warrants.

9 TRAINING & DEVELOPMENT

Subdivide by type if volume wnrmﬁta,
9-1 General Policy. Plans.
9~2 General Reports & Statistics
9-3 Organizations & Conferences
94 Agreements. Contracis.
9-5 Laws. Regulations. Procedures.
9-6 Sponsors.
9-7 Visits. Trips.
9-8 Schedules & Rosters
9-9 Requests. Applications. Registrations.
9-10 Teaching Materials

9-11 Examinotion and Testing

9-12

913

Graduation Exercises. Cerificaies.
Diplomas.

Consultation. Briefing.

Iuciudes debriefing returnod employees.

10 PERFORMANCE EVALUATION

10-1

10-2

Performance Rating Committees. Evaiva-
tion Panels.

For Selection Boards and Promotion Panels,
SEK: PER 13-6.
Ratings. Approisals.

Includes appeals.

11 COMPENSATION

Use for determination of salary and wage scales
and allowunees, Subdivide by type of pay or
allowance if volume warrants,

1=l

11-2

113

P-4

11-5

11-6

11=7

11-8

11-9

Cost of Living & Quarters Allowances
Includes temporary lodging allowance. For
retail price schedules, SEE: PER 11-9.

Deductions

Education Aliowances
For educational travel of dependents, SEE:
TRV outline.

Fincl Salary Clearance

Upon separstion of employee.

Wage Rates & Schedules

Includes surveys to determine appropriate
wige rates and schedules for local employees,
aid wage bourd determinations.

Premivm Pay

Subdivide as overtime, night, or holiday pay.
Post Differenticl Allowance
Represeniation Allowances

Retail Price Schedules

11-10 Separation Allowances

1i1-11

Transfer Pay

TL-z46D & 161F (10-19-79)
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PER (p. 3

PER—PERSONNEL

11-12

In¢creases

Subdivide by type such as within-grade,
periodie, quality, ete. For increases or de
creasen in specific types of pay, allowances,
ete,, SEE: PER 11-1 thru 11-8, 11-10,
Pt

12 CONDUCT & DISCIPLINE

Includes regulations and procedures governing
conflict of interest, insubordination, prohibited
pobtical activity, intoxication, sale or barter of
personal property abroad, local currency trans-
actions of employces, acceptance of gifts, ete.
Case file disciplinary actions on individual em-
ployees i personnel folders.

13 EMPLOYMENT

Case file personnel actions on individual em-

ployvees by

name in personnel folders.  ior

reduction-in-foree, SE: PER 4-1.

13-1

134

13-5

13-6

13-7

13-8

Application for Employment

Case file individual applications by name if
volume warrants.

Appointment

Includes initial appointment, oath of office,
reinstatement, reemployment after break in
service, lateral entry from Civil Service to
Foveign Service, ete. Subdivide by type of
appointment (e.g., comjpetitive servige, ex-
cepted service, FS, ete.) if volume warrants.

Assignment. Detail.

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

ele.
Examinations. Tests.

Use for Board of Examiners for the Foreign
Serviee, 5 language and other
qualifyving tests, ete. Subdivide by type if
volume warrants.

Equal Employment Opporitunity

Promotion. Demotion. Selectien Out.
Includes Selection Boards, Promotion Panels,
ote.

Recruitment

Retirement

Includes  OPM Foreign Service and
Social Security refirement systems, benefits,
ele.

13-9

13-10

Terminalion

Use for resignation, separation for cause,
and termination of services through death.

Transfer Out
To other agencies or international ory
zations. For transfer to new aaaignn
in field or in Washington with same agencey,
SKE: PER 13-3.

14 HEALTH & MEDICAL CARE

14=1

14-2

14-3

144

14-5
14-6

14-8

14-9
14-10

14-11

14-12

Policy. Plans.

Use only for papers which cannot be filed
under more specific subjects listed under
PER 14,

Reports & Statistics

Organizations & Conferences

Includes services provided (o or by olher
Federal agencies. For specific moedieal facili-
ties, SKE: PR 14-6.

Medical Examinations

Includes medical clearances, waivers, fitness
for duty.

Laws & Regulations

Facilities
Includes regional medical centers, hospitals,

clinics, health rooms, laboratories, physical
fitness rooms, cte.

insurance

Includes Federal Kmployees Health Benefits
Program. For employee life insurance, Skk:
PER: 156-7.

Diseases & Conditions

Ineludes treatment, control, preveation, diag-
nosis, cradication.  Subdivide by type if
volume warrants,

Immunizations. Inoculations.

Medical Supplies

Evacuation

For medical reasons, or for rest and re-
cuperation. For travel aspects, SEE: TRV
outline.

Safety. Accidents.
Inciudes safety programs and claims under

Federal Employee’s Compensation Act. For
building safety program, SFE¥E: BG 13,

T1.-246 D & 161F (10-19-79)
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RECORDS CLASSIFICATION HANDBOOK

PER—PERSONNEL

15 EMPLOYEE RELATIONS & SERVICES

Includes bonefits derived by employees.

15-1

15-2

15-3

i5-4

153

15-6

15-7

15-8

15-10

15-11

15-12

15-13

Campaigns. Drives.

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

Commissary Services

Inchides management and stocking of com-
missaries, post exchange (PX) privileges,
ote, For restauvrant, eafeteria and snack bhar
facilitios in government buildings, SKE: BG

12
Employee Unions

Employee Veiricies

Other than shipnent, for which SEl: SHW
Inciudes assistance in  oblaining
drivers’ lieonses, regulations relating Lo sale,
i I

ot bine,

Credit Union
Employee Weifare Fund
Life insurance

Grievances

Other than appeals.

Dependent Education

For assistance to community schools abroad
for education »f dependents of employees,
Skt BDU 9-5; for aducational allowances,
SKF: PER 11-3; for educational travel of
dependents, SEE: TRV outline,

House Organs

Published by or {or employees,

income Tex

Far assistance to employecs in preparing
tax forms.

Housing Services

includes assignment of stafl housing and
assistance in locating other housing.
Locator Services

includes home leave and next-of-kin ad-
dresses.,

15-1

15-1

15-1

15=1

1é

161

-2 C

7

i8

9

20

21

4 Political Activities

Use for information provided employces on
voting rights and authorized political ac-
tivities. For illegal activities, SEE: PER
12, )

5 Recreation

Includes social activities, clubas, hobbies,
FARA, and other recreation and wellare
association aetivities,

é& Tort Claims

Use for administrative settlerment of such

claims resulting {rom negligence, wrangful

acts, or omisaions on the part of employses.
7 Cregit. Bills.

Iucludes credit inquiries and bill coliecting.

SECURITY

Use for general material on security investi-
gations of employees, fingerprinting, 110 cards,
cte, Cuse file investigations on individual em-
ployces by name. For name check procedures,
SEE: SY 10; for security survey reports,
SEE: SY 2-2.

Penetration

Use for attempts to compromise agency per-
sonnel, including locals, by any meana to
obtain securily information.

rances

Subxiivide by type, such as "“Q”, etc.
DIFLOMATIC TIVLE & RANK

PCSITION DESCRIPTIONS. CLASSIFICATION.

Includes job xtandards.

PERSONAL STATUS

Of employees, such as marriage, divoree, or
other name change, dependency status, ete.
Fxcludes securily investigation and clearance
of intended spouse, for which SEE: PER 16.

EMPLOYEE MORALE

Other than that aflected by disciplinary actions
and specific employee gzrievances, for which
SEF: PER 12 and PER 156-8, reapectively.
MILITARY SERVICE STATUS

For military leave, SEE: PER 8.

TL-246D & 161F $#0-19-79)
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\

PUBLIC RELATIONS

instructions

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

SEE: INFORMATION outline for USICA program in general, including
public information activities conducted for other Federal agencies

overseds.

Also includes information activities within a country

and its use of information media tc influence the opinions, atti-
tudes, behavior, etc., of enemy, neutral or friendly peoples on a

mass scale.

CULTURE, MOTION PICTURES, PRESS & PUBLICATIONS,
RADIO and TELEVISION outlines for efforts to promote in-
terest in and understanding of American culture, policies and
objectives through specific media programs and services con-

ducted by ygicaoverseas.

PR—PUBLIC RELATIONS

I GENERAL POLICY. GUIDELINES. 8 RADIO & TV RELATIONS
COCRDINATION. Includes clearances. Subdivide by name of net-
Use only for material which cannot be filed work and program if volume warrants,
under more specific subjects in this outline.
; 9 AUDIO-VISUALS
2 GENERAL REPORTS & STATISTICS
Use only for material which cannot be filed 9-1 Films. Filmstrips. Slides. Recordings.
under more specific subjects in this outline.
9-2 Exhibits & Dispiays.
3 (Reserved for future use) i
Such as lobby and window displays for puo‘xc
4 (R for fut information. For those produced or sponsored
msarved for fusure Gsel by USICA and Binational Centers, SEE: EXH.
5 INVITATIONS oniiine.
Other than to speak before nongovernmental
groups, for which SEE: PR 6. 9-3 Pholagraphs
Except requests for, for which SEE: PR 13.
6 NONGOVERNMENTAL LIAISON
Suk')divide by type of_ qulic_ or private group 10 PUBLICATIONS
and/or name of organization if volume warrants, Prepared for public consumption. Includes
i preparation (other than editorial services),
6—1 Speaker Service clearance and distribution. Subdivide by title
of publication, such as “How Foreign Policy
6-2 Community Relations is Made,” “Department of State Bulietin,”
“Foreign Policy Briefs,” etc. For requests for
6-3 Meetings & Conferences publications, SEE: PR 13; for editorial serv-
ices and publications control, SEE: FSV 7.
7 APPOINTMENTS. INTERVIEWS. )
With private individuals. Includes letters of in- 11 FRESS RELATIONS
trodpc_tmn. Arrange alphabetically by name Subdivide by name of newspaper, magazine or
of visitor. For press interviews, SEE: PR 11-3. press service if volume warrants,
TL-246D & 161F (10-19-79)
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PR—PUBLIC RELATIONS

111

11=2

113

114

i2

Accreditation

Subdivide by name of correspondent if vol-
ume warrants.

Prass Relegses

Subdivide by source and arrange chronologi-
cally or numerically if volume warrants.

Press Conforences. interviews.

Includes guidances prepared for use at con-
ferences or in interviews. Subdivide by type
(e.g., Presidential, Secvetary’s, ete.) or name
of person if volume wearrants,

Special Events Coverage

Includes arrangements for coverage. Sub-
divide by name of event if volume warranis.

SPEECHES

Includes material for use in speeches, clear-
ances and copies of speeches, arrangements for
speeches, and requests {rom governmental
sources for speechecs. Subdivide by name of
speaker and arrange by date. An extra copy
may be filed subjectively if desired.

12-1

i3

131

Speech Clegrance

PUBLIC OPINION & INQUIRIES
Inciudes requests for information, publications,

photos, etc.; criticisms, complaints, and com- .

mendations; anonymous, crank and begging
letters; polls and surveys, etc, Axrange by
name of individual or organization 1f volume
warrants.

Petitions & Resoluticns

13~2 Polis & Surveys

14

TOURS

Agency tours for the general public, including
VCA Lectours.

TL.-246D & |
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PRC {p. 1)

PROCUREMENT & CONTRACTING

lastryctions

Use for papers on (A) policy and procedures about the procurement of property,
supplies, equipment, and services, and (B) actual contract documents, when refer-
ence services require that such documents be maintained together as a master
cortract file.

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

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

Contract files. Certificates of award, negotiations, contract, amendments, bidders
mailing list,and other contracting transactions which relate to a specific contract
may be filed and maintained as a unit (case filed) by the name of the contractor,
number of the contract, name of a posti,or other method as appropriate to the office
involved. The file folder labei(s) for such files should show the name, number, or

other identification following the primary subject file symbo! PRC.

PRC—PROCUREMENT & CONTRACLTING

T GENERAL POLICY. PLANS. GUIDELINES. 5 LAWS. REGULATIONS. PROCEDURES.
Use for material too general in nature to be filed Use for materials too general in nature to be
under more specific subjects in this outline. filed under a more specific subject in this outline.
Subdivide by agency or public law title if volume
1-1  Avuthorizations warrants. Includes Federal procurement regula-
: . . tions, sure d inst ional
lnclgdes delegations and redelegations of au- ,:‘:?:or;;r:;:_n ST INSTOTANGS, #0d, InRtragtiinn
thority.
6 SUPPLIERS & CONTRACTORS
i-2 Approvals & Clearances
6-1 Bidders Mailing Lists
2 GENERAL REPORTS & STATISTICS
Use for material too general in nature to be filed 6-2 Ineligible
under more specific subjects in this outline. In-
cludes reports to other agencies. é-3 Contractor Data
2-1  Status Reports : Catalags
7 INVITATIONS, BIDS & AWARDS
3 ORGANIZATIONS & CONFERENCES
Use for material too general in nature to be filed 7-1 Request for Proposals
under more specific subjects in this outline. Sub- Lo
divide by name of organization, and name, date, 7-2 Negotiations
and location of conference, if volume warrants. Lo
7-3 Renegotictions
4 CONTRACTS & AGREEMENTS 7-4 Specifications & Bids
Subdivide by type, such as license agreements,
rights agreements, loan agreements, open-end, 7-5 Reports & Data
vental, lease, other agency, etc. Do not use for
contract case files. 8 BONDS
Includes bid bonds, performance bonds, deposits,
4~1 Clauses. Formats. Forms. sureties list, ete.

TL-240D & lols (10-19-79)
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PRC—PROCUREMENT & CONTRACTING
9 PURCHASE ORDERS

10 JOB ORDERS

17 REQUISITIONS

12 TERMINATION
Includes defauiis,

12~V Procedures

12-2 Completion

12-3 Caonceliailion

13  CLAIMS, PROTESTS & SEVTLEMENTS
13- Compirelier Seneval

132 Board of Contrac Appeals

133 Other

14 EXTENSIONS

15 DISCOUNTS

16 TAXES

17 FINDINGS & DEVERMIKAYIONS

17=1 Shoaderdization

18 INSPECTION & &CC&”‘W&W

19 GOVERNMENT PURNISHED EQUIPMENT
20 CONTRACY REVIEWS & AUDITS

201 Agency

2024 Gonerval dcsovating Olice

TL-240D & loik (lU-19-79)
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SHW (p.

1

SHIPPING & WAREHOUSING

Instructions

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

Shipping Transac
relate to a speciic shipment may be filed and maintained as a unit (case filed) by
the name of a post, type of material shipped, number of shipment, or other method
as appropriate to the forwarding office involved. The file folder label(s) for such
fles should show the post, number or other identification following the primary

ons. Shipping notices, receipts, packing orders, etc. which

subject file symbol SHW.

SHW—SHIPPING & WAREHOUSING

! GENERAL POLICY. PLANS. COORDINATION

Use for material too general in nature to be filed
under more specific subjects in this outline, In-
cludes inter-agency relations and coordination.

GENERAL REPORTS & STATISTICS

U'se for material too general in nature to be filed
under more specific subjects in this outline. Sub-
1ivide by report title if volume warrants.

3 CONFERENCES
4 DESPATCH AGENCIES (U.S.)

Subdivide by location if volume warrants.

5 LAWS & REGULATIONS
Include local laws and regulations.

6 CARRIERS

Subdivide by type, air, truck and by carrier
name thereunder, if volume warrants.

~

6-1 Rates & Charges
Subdivide by type and/or name of carrier.

6~2 Routes & Schedules
Subdivide by type and/or name of rarrier.

7 INSTRUCTIONS & PROCEDURES

7-1 Shipping instructions & Procedures

Includes riethods of shipment, such as resi-
dence-to-residence, etc.

8 INSURANCE
Subdivide by type or name of company.

9 DRAYAGE

Subdivide by name of carrier.
10 SHIPPING NOTICE TO FIELD

i1 PACKING. LABELING. MARKING.
Includes methods, rates and instructions.

11-1 Packing Lists

12 LOADING & UNLOADING

Includes pier charges, demurrage, etc.

13 RECEIPTS & INVOICES

Subdivide by type of carrier or vendor.

14 BILLS OF LADING
Includes airway, ccean freight and Govern-
ment Bills of Lading. Use for general material
only, not individual bills of lading.

15 SHIPPING ORDERS
Subdivide by post, area or number.

16 LOSSES, DAMAGES & SHORTAGES
16-=1 Claims
16~-2 Tracing

17 CUSTOMS

Includes export-import deciarations.

17=-1 Custom Duties & Fees
18 DELAYS
18-1 Laboer Matiters

Their effect on Government shipping.

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

20 FREIGHY FORWARDERS

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

20-1 General Policy
20-2 Reports & Statistics
20-3 Complaints

20-4 Contracts

, TL-246D & 161F (10-19-79)
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SY (p. 1)

SECURITY

instructions

Use only for papers of a general niture on the development, coordination and

administration of security policies and programs.

These will be concerned

primarily with the Agency, overseas posts and other Federal agencies, but may
algo include lizison with security and law-enforcement agencies of other nations.

SEE:
ical and technical security.

BUILDINGS & GROUNDS outline for material reiating to phys-

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

EMERGENCY PLANNING outline for securily aspects of emer-
gency and evacuation (I & E), emergency relocation, and vital

records programas.

PASSPORTS & CITIZENSHIP outline for pussport security.

PERSONNEL outline for personnel security.

SY-——SECURITY

=1
-2
-3
2

2-1

2-2

GENERAL POLICY. PLANS. COORDINATION.
Includes coordination of program with other
agencies.

SY imsiructions

RSS insteuciions

Post instructions
GENERAL REPORTS & STATISTICS
Monthly Staotus Reports

Securily Survey Reperis

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

ORGANIZATIONS & CONFERENCES

Includes security requirements of international
organizations, such as NATO, SEATO, UN, etc.
Subdivide by name if volume warrants. For
Attorney General’s list of organizations, SEK:
SY 14—4; for lists of local organizations, SEE:
SY 14-5.

AGREEMENTS
LAWS & REGULATIONS

{Ise for material which cannot be filed under
one of the more specific subjects in this outline.
Subdivide by source if volume warrants. For
investigative procedures, SEE: SY 14,

6 SECURITY OFFICERS
Use for designations, relations with, lists of, ete.
For TS control officers, SEE: CR 16-2.
é=1 Regional
&~2 Post
6=3 Unit
7  VIisSITS
Use for general material on visits of security
officials and other individuals relating to security
matters. For reports on security surveys, SEE:
SY 2=2
8 VIOLATIONS
Use only for regulations and procedurcs govern-
ing violations, overall reports, ete.
9 (Reserved for future use)
10 NAME CHECKS
Use for general materials including regulations
and procedures governing checks on name of
individualis for security purposes and statistical
reports thereon,
11 CRANKS
Use for material not warranting individual
case filing. For crank letters not requiring
investigation, SEE: PR 13.
12 THEFTS

Use for material not warranting individual
case filing.
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Y {5

SY—SECURITY

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

14 INVESTIGATIVE PROCEDURES
Use only for material of a general procedural
nnture that cannot be filed under specific se-
curity programs (e.g., personnel security, for
whieli SEK: PER 16; passport security, for
which SEE: PPT 10, ete.).

14-1 Local Procedures

14=-2 Sources of Information

14-3 General Certification Standards

14=4 Anermey Genorel’s List
14=5 List of Local Orgunizations

is

INDUSTRIAL SECURITY

Use for program to obtain security ciearances
of industrial, educational and cther facilitiesn
and pemnnel. In some cases these faucilitics
and services are conmtractuml in mnature; in
others eoducstional institutions have been
granted custody of Agency classifled records
for research purposes. Includes the proccdures
for the release and use of ciwiﬁed informa-
tion by these facilities. Cuse Rls papers on
individual companies or institutions by name.

T1.-246D & 161F (10-19-79)



RECORDS CLASSIFICATION HANDBOOK

TRV (p. 1)

TRAVEL

Instructions

Use for papers pertaining to policies, regulations, and procedures regarding the
travel of persornnel on official business and the travel of their dependents.

SEE: SHIPPING AND WAREHOUSING outline for the shipping of
supplies and equipment, household effects, and other items includ-

ing government owned vehicles.

oy

VEHICLES outline for acquisition, maintenance, use, etc., of

government-owned vehicles.

LEGISLATIVE & LEGAL AFFAIRS outline for trips by Mem-

bers of Congress (CODELS).

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

TRV—TRAVEL

|

GENERAL POLICY. PLANS. COORDINATION

Use only for material too general to be filed
under more specific subject in outline, Includes
inter-agency relations and coordination.

GENERAL REPORTS & STATISTICS

Use only for material too general to be filed
under more specific subject in outline. Includes
statistical reports, DA weekly SITREPS, etc.

CONFERENCES
(Reserved for Future Use)

LAWS & REGULATIONS

Includes local laws, regulations, and procedural
handbooks.

CARRIERS

Subdivide by type and/or name if volume war-
rants.

Rates. Fares.

Use for general information only. For freight
rates and tariffs on household and personal
effects, SEE: SHW outline.

é~-2 Routes & Schedules

6=3 Use of American and Foreign Carriers

7

10
11

12

Use for general policy and regulations.
TRAVELER INSURANCE

TRAVEL ALLOWANCES

Includes per diem and mileage rates, travel ad-
vances, etc.

TRAVEL AUTHORIZATIONS

Includes requests for. Use only for general ma-
terial of a regulatory or procedural nature.
Those for specific travelers should be filed in
their travel folders.

TRAVEL PRIORITIES

TRAVEL VOUCHERS

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

LOCAL TRANSPORTATION

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

TI1.-246D & 161 F (10-19-79)
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TRV—TRAVEL
'12-1 Use of Private Vehicle

13 PASSPORYT. IMMUNIZATIONS.
Required by official travelers. Includes visas.

14 (Reserved for future use)

15 ASSISTANCE TO TRAVELERS

Use for general material only. File papers re-
lating to specific individuals under TRV by
name.

15-1

153

154

155

15-6

Acknowledgements. Commendations.
Customs, Health & immigration
Government Transpeortation Reguests
itineraries & Reservations

Lirousine Service

@

Meetings Travelers
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VEHICLES

Instruclions

it m——— . - —

Use for papers on the acquisition, use, maintenance, inventory, and disposition
of Government-owned automobiles, trucks, aircraft, toats, and other vehicles.
(.ase files on incividual vehicles may be established as required.

ViEr - VEHICLES

1

8

9

GENERAL POLICY
GENERAL REPORTS & STATISTICS

ACCIDENTS

#or claims of injured employees, SEE: PER
14-12

LOSS & THEFY
LAWS & REGULATIONS

ACQUISITION. REPLACEMENT.

inciudes purchase, titles, rental, ete.
INSURANCE .
(Reserved for future use)

MARKING & (DENTIFICATION

10 MAINTENANCE & REPAIR

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

1R

ASSIGNMENT & USE
For motor pool, SEE: VEH 12.

11-1  Credit Cards

11-2 Iinspection

11=3 Dispatching & Scheduling

11=4 Drivers' Licenses

1i=5 License Plates

1i=6 Operaiors’ Permits

12
13
4

is

MOTOR POOL. CHAUPFEURS.
SAFE DRIVING AWARDS
(Reserved for future use)

DISPOSITION

Includes sale, transfer, ote.

VEH (p. 1}
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CULTURE & INFORMATION
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U

8KS
BOOKS

Instructions

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

SEE: CULTURE outline for papers on the presentation of books.

LIBRARIES & CENTERS outline for papers on holdings & col-
lections of those institutions.

Book Programs or Specific Books. Papers concerning a specific book program or
titled book may be filed and maintained as a unit (case filed). The file folder(s)
for such files should show the title of the book program or book following the
primary symbol BKS. The case file on a particular titled book or book program
can be subdivided, if volume warrants, by using the subject breakdowns provided
in this outline.

BKS—BOOKS

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

Use only for general materials that cannot be
filed under a more specific subject elsewhere in
this outline,

Do not use for routine travel arrangements, for
which SEE: TRV outline. Subdivide by name of
visitor if volume warrants.

- Deily Guidoncs 8 EFFECTIVENESS

1-2 Proposais. Suggestions. ideas.
8-1 Reaction Reports
2 GENERAL REPORTS & STATISTICS

Includes readership reports and surveys,

Use only for materials too general in nature reader mail, complaints, criticisms, etc.
to be filed under a more specific subject else-
wheve in this outline. Subdivide by title of re- 8-2 Effectiveness Reports
port if volume warrants.
3 ORGANIZATIONS & CONFERENCES 9 PROMOTION & PuBLICITY
Use for materials too general in nature to be Includes advertising, autographing sessions,
filedd under o more specific subjeet elsewhere exhibits, etc.

in this outline.

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

9— ]

5 LAWS. REGULATIONS. PROCEDURES. = Mol
Use only for malerials too general in nature
to be filed under a more specific subject else- 10 CENSORSHIP

wlicre in this outline.
11 RESEARCH. STUDIES.
6 PUBLISHERS. DEALERS. AGENTS. Other than effectiveness and reaction studies

Subdivide by name if volume warrants. and reports on books for which SEE: BKS 8.

TL-246D & l61F (10-19-79)
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BKS—BOOKS

12 RIGHTS. CLEARANCES.

Includes copyrights, serialization rights, lan-
guage rights, reprint rights, clearances, ete.

13 DISTRIBUTION. SALE. LOAN.

13-1 Moailing Lists

Includes requesis for additions and deletions
to list.

13-2 Sales Reports
14 BOOK ORDERS & REQUESTS
Other than mailing lists for which SEE:

BKS 13- 1.

15 CREDITS. ATTRIBUTION.

16 REVIEW. APPRAISAL. SELECTION.

For lists of recommended or approved books,
SEE: BKS 18.

17 MANUSCRIPTS

17-1 Preparation. Adapiation.
Includes translation.

17-2 Reporis
17-3 Review

18 LISTS. CATALOGS. BIBLIOGRAPHIES.

Subdivide by book subject category, organizs-
tion, firm, etc. as volume warrants. Inciudes
recommended book lists, special book lists,
approved book lists, priority book lists, ete,
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CUL (p. 1)

CULTURE

Instructions

Use for papers dealing with the use of cuitural programs to explain a nation’s
cultural objectives and policies to its own and foreign peoples; the inherited cul-
ture, cultural property and institutions of a nation; its cultural development and
conflicts; fine arts, amusements, sports, hobbies, etc., and the cultural presenta-

tions programs.

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

EXHIBITS outline for materials on these cultural activities.

CUL—CULTURE

1

POLICY. PLANS.

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

REPORTS & 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 nation, cultural conflicts, etc.

ORGANIZATIONS & CONFERENCES

Use only for material which cannot be filed
under one of the more specific subjects in this
outline. Includes cultural aspects of UNESCO
and relations 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.

AGREEMENTS

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

LAWS & REGULATIONS

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

6 COMMEMORATIVE CELEBRATIONS.

HOLIDAYS.

Use for national and local commemorative cele-
brations and holidays, excluding those involving
diplomatic representation and social functions
(e.g., independence day anniversary celebra-
tions), for which SEE: POL 17-4; for initial
independence day celebrations, SEE: POL 1i6.
For Christmas and New Year greetings, SEE:
POL 17-4.

VISITS

Of cultural groups or individuals other than
those 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.

FAIRS. EXPOSITIONS.

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

9 MATERIALS PRESENTATION

Includes formal and informal presentation of
materials to universities, libraries, ieaders and
organizations, and distribution of materials by
USICA, Subdivide by source or type as appro-
priate.

TL-246D & 161F (10-19-79)
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CUL—CULTURE

91 Policy. Plans. Guidelines.
92 IoporLs & Staiistics

9-3 Program Effectivenass
9—4 (Reserved for future usel
9-5 Promotien & Publicity
9-6 Books. Publications.

9-7 Periodical Subscriptions

L

Y

101

10-2

10-3

10-4
105

10-6

(R

12

13

Except for returned grantees, for which
SEE: EDX 294

Other Materials

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

CULTURAL PROPERTY. HISTORY.

Protaction & Preservation. Restiftution.
Includes restoration.

Mewmorials & Monumenis

For military cemeteries, SEE: DEF &-10;
for other cemeteries, SEE: SQC 18, For
memorial Presidential libraries, SEE: LIB
outline.

Museuims. Gallories.

For art exhibita sponsored by US{CA,SEE:
EXH cutline.

(Reserved for future wsel

Public Records. Archives.

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

Parks & Reservations

(Reserved for future usel

LECTURE PROGRAM

includes discusaion groups, ete. For lectures
under the U. 8, and Foreign Professor Pro-
grams, SEE: EDX 13 and 19, respectively,

FINE ARTS

Use for fine arts of a country not related to
cultural presentations program, for which
SEE: CUL 16. Subdivide by type if volume
warrants, For copyrights, SEE: INCO 11-8;
for music, SEE: CUL 14, '

13-2

133

13-4
135

Theater. Dance. Dramatic Arts.
Includes ballet, comedy, puppeiry. For radio,

TV and meotion picture forms of dramatic
art, SEE: media outlines.

Painting. Drawing. Scuipivre.

Literature. Poatry.

Use for all forms of literery arts. Includes
Pulitzer Prize and othar awards.
Architecture

Handicrafis
Por handicraft industry, SCE: INCO (AL).

14 MUSIC

Includes arrangements mude or services pro-
vided by USIS for muasic programs.

141

142

14=3
Uy

145

164

147

148

149

Policy. Pluns. Guidelines.
Includes Music Advisory Panel.

Reports & Statistics ‘
Includes utilization reports.

Program Effectivenass

Musical Equipment & Supplies

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

Musicsl Performances

Inciudes co-sponzored events which use
rented, loaned or donsted materials, For
musical perfermances under cultural presen-
tations program, SEE: CUL-18.

Recordings

Use for commercial recordings for both
mugie and lecture programs, Inciudes ve-
queats,

Scoras

Includes both published and unpublished
seores and requests for same.

Fastivals

Includes competition, For film festivals,
SEE: MV-8.

Rental & Performance Rights

Includes conducted scores and instrumental
parts,

TL-246D & 61T (10-19-79)
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CUL—CULTURE

14-10 Catclogs & Lisis

14-1

15

15-1

16

|  Music Background materials

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

AMUSEMENTS. SPORTS. HOBBIES.

For movies, TV, radio, SEE: appropriate
media outlines; for sporting events sponsored
as cultural presentations, SEE: CUL 16.

Clympic Games

CULTURAL PRESENTATIONS

Use for reneral material on program Lo present
periormanees by athletie, musice, dance and
heter eroups, symphony orchestras, and in-
dividual performing artists. Case file material
Adesling with speeifie attractions alphabetically
b nane of greoup or artist. Sulslivide by type
ai roup i desired,

161

16-3

Policy. Pians.

Includes coordination and support by ihe
agencies involved,

Reporis & Statistics

Includes types of attractions desired, utiii-
zation of attractions, and overal! rijor.s
on cultural presentations prograii. /.50 in-
cludes specific post requirements, advance-
trip, escort officer, and debriefing reports.

Commitiees. Panels. Conferences.

Includes Advisory Committee on the Arts
and panels of experts, including agenda and
minutes of meetings of these arganizalions.
Subdivide by name of committee, panel, ote.,
il volume warrants.

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



RECORDS CLASSIFICATION HANDBOOK

ST LRI T el e

EDU (p. I}

EDUCATION

instructions

Use for papers relating to types of education and educational institutions, educa-
tional doctrine, levels and trends; language training; and Communist activities

in the educational field.

SEE: EDUCATIONAL & CULTURAL EXCHANGE outiine for mat-
ters relating to the exchange of students, teachers, professora, etc.

EDU—EDUCATION

POLICY. PLANS.

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

REPORYS & STATISTICS

Use for material which caanot be filed under

one of the more speeific subjects in this outline.

ORGANIZATIONS & CONFERENCES

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

AGREEMENTS

Use only for material which cannot be filed
under one of the more specific subjects in this
outline, For exchange of persons and grant
agreements, SEF: EDX outline; for publica-
tions exchange agreements, SEE: PB 4.

LAWS & REGULATIONS

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

COMMUNIST ACTIVITIES

Use for efforts of Communist countries to
achieve their objectives through exploitation of
cdueational  resources,  Includes  scholarships
offered to yvouth of other countries, disaffection
of such students, ete. or educational exchanges
between  Communist  countries and the U.S,,
SIKE: FDX outline.

VIsSIvS
OF individusls or groups in the educational field

other than those under the exchange program,
for which SEF: KEDX outline,

LITERACY, ILLITERACY.

9

Subdivide by

91
9-2
93

9-5

10

10-1
10-2

EDUCATIONAL SYSTEM. INSTITUTIONS.

name of

inatitulion if volume

Warranis.
Elementary
Secondary

Coliege & University

Includes scholarships and fellowships and
teacher training; for those in a specific field
of study, use appropriate subject; for Lhose
granted under the exchange program, SEi:
EDX outline. For coliege and univeraity
affiliation program, SEE: EDX 23-1; for
American and foreign studics seminars, SEE:
EDU 13.

Advlt. Vecational.

For labor education, SEE: LARB 9.

U. S.-Sponsored Schools Abroad

Use for financial assistance in establishing,
expanding, and maintaining such schooln, For
grants Lo enable foreign students to attend
such schools, SEE: DX 10,

ENGLISH LANGUAGE TRAINING

Include: Fnglish Language Institutes spou-
sored by USECA s Faglish teaching conducted
Ly other agencies, e.qg., ATD, Pence Corps, ote.
Subdivide by type of program if volume wiir-
rants.  For Faglish teaching conducted by
U. 8. professors abroad, SEE: EDX 19--5; for
launguage training provided to foreign grintees
and exchange visitors in U. S, SKEiK: EDX
28-2.

General Policy. Plons.
Reporis & Statistics

Organizations & Conferences

Subdivide by nime if volume warrants.
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EOU-—EDUCATION
10-4 Agreements. Coniracis. 11 FOREIGN LANGUAGE STUDY AND
TRAINING
10-5 Teaching Materiais & Equipment Exeept lnnguage training for U. 8. Gov'i, per-
Subshivide by type if volume warrants. sonnel, for which SEF: PER 9.
10-6 English Teacher Seminars Vi-1  Teaching Materiais
10-7 Visits 12 EDUCATIONAL MEDIA. TECHNIQUES.
Includes genera! material on audiovisual aids,
10-8 Effectiveness radio and TV, textbooks, lecture material, ete.
For use of educational media in specific train-
. ing programs, SEE: EDU 10- and 11-1; for
10-9 Promotion & Publicity textbook program, SEE: BKS outline,
10-10 Direct Teaching 13 SEMINARS. WORKSHOPS.
" . If desired, file by specific subject matler ficida.
10-1) E"ﬁ“'.‘ 'h:f:l:mg By Radio, TV " Includes those in American and foreign studics
otion Ficture finnneed under PI, 480. For Engiish teacher
seminars SkKE: FDU 10-8.
10-12 ‘“‘English Teaching Forum''
USICA produced magaziw., For nonagency
Iinglish teaching periodicals, SEE: EDU
1D,
10~12 English Tesiing Program
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EDUCATIONAL & CULTURAL EXCHANGE
insivuctions
Use for papers relating to the exchange of persons program, both U. 8. and
forcign, financed from public or private scurces. Papers on individual granieex
and/or visitors or aspecific projects should be arranged aiphabetically by name
under the appropriate program.
SEE: EDUCATION outline for material on education and edu-
cational institutions not invoiving exchange of persons,
and seminars ard workshops in America and foreign
studies financed by PL <80 funda.
CULTURE outline for material on fairs, music feativais,
fine arts, and cultural presentations prowram.
Special Method of Arvangemeni:
1. By name of individual grantee, viaitor,
project, ete., as a case file:
i When it s desirable (o maintain a b When it s desirable o keep indi-
single series of grantee case files by viduai case dides togelher by specific

name, regardleas of program:

LECLERC. Alphonse
EDX 10 [Foreign Student

GOULART, Rebert
EDX i3 Percign Professor

DIETRICH, Auntos
EDX 11 Teen-ager

EDX—EDUCATIONAL & CULTURAL EXCHANGE

1 GENERAL POLICY. PLANS. COORDINATION.

Use for program planaing and coordination with
Fodeval agencies, such as U8 lCA'AH), ete., aubh-
dividing by sapgeney  if volume warrante. For
working fund and reunbursement agreements
with other government ageacies, SER: EDX 31,

i-1 Country Program Plans. Allocations.

1~2 Reprogromming

2 GENERAL REFORTS & STATISTICS

Use for overall reports on exchange program
which eannot be flled more apecifically elaewhere
e this outline, Suldivide by type and/or Litle if
voluime warranis,

program:

{ EDX 13 Poreign Prolessor

|

DX 13 Forcign Professor

Krupp, Frans

s ronbeck, _Ba_n_.

EDX 11 Foreign Profczaor ietrich, Anlon

2-1 Pregrom Evgivation

Tneludes projects to uetermine affectivencas of
uvernll  exchunge program and reports there-
an. Reports on specific programs may be fied
here oy under approprigte program headings
depending upon offies aceds,

i-2 Reporis o Congress

3 ORGAMIZATIONS & CONFEREWCES

Fxcept Federal agencies, for which see EDX |,
aid the bhoards, committees, commissions, and
foundations provided fur cisewhere in this out-
lino. Includes cooperative relationships with
psublie and private orgamizations, such us Inst-
tute of International Fducation, colleges and
universities, und internationul organizations.
Sublivide by iype and/or arrange alphabetically
by name of organization if velume warrants.
For institution affiliation program, SEE: EDX
28, for prant agreements with cooperating or-
panizations, SEKKE: EDX 31,

TL-246D & l61F {10-19-79)
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EDX—EDUCATIONAL & CULTURAL EXCHANGE

4 AGREEMENTS

Includes multilateral and third country agree-
ments relating to exchange program. For agree-
ments with binational foundations and commis-
sions, SEE EDX §-4. For grant agreements
and contracts with cooperating agencies, SEE:
EDX 31. Subdivide by country if volume war-
rants.

5 LAWS & REGULATIONS

Subdivide by specific bill or act, {(eg., Ful-
bright- Hays Act) if volume warrants.

6 BINATIONAL FOUNDATIOKS.
COMMISSIONS.

Subdivide by name if volume warrants.

6-1 Meetings

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

6-2 Reports

Subdivide by titie if volume warrants.
6-3 Membership
6-4 Agreemenis
7 BOARD OF FOREIGN SCHOLARSHIPS

7-1  Meetings

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

7-2 Reports

Subdivide by title if volume warrants,
7-3 Program Analyses

7-4 Documents

Avrange by docient number.

8 ADVISORY COMMISSION ON INTERNATION-
Al EDUCATIONAL & CULTURAL AFFAIRS

8-1 Moeetings 5

Includes agendu and minutes.  Arrange by
number and/or date,

8-2 Reporis

Subdivide by title if volume warrants.

8-3 Membership

6—4 Documenis
Arrange by documents number,
9 (Reserved for fuiure use!
10 FOREIGN STUDENT PROGRAM
Papers .on individual grantees and spec.ilc
groups may be case filed here alphabeticaily
by name.
10-1 Policy. Plans. Guldelines.
10-2 Roports & Statistics
Includes program and fiscal reporta.
10-3 Program Effectiveness. Fellow-up.
104 Grantee Services (Generall
10-5 U.S. Schools Abroad
Use only for grants to enable foreign stu-
dents to attend U.S.-sponsored schools
abroad. Subdivide by name of school if
volume warrants.
10-6 Student Leader Seminars g
11 TEENAGER PROGRAM
Includes general material on grants-in-aid to
enable teenagers to-travel and study abroad.
Case file by project if volume warrants.
11=-1 Policy. Plans. Guidelines.
11-2. Reports & Statistics
Includes program and fiscal reports.
11-3 Program Effectiveness
12 YOUTH PROGRAM
Includes U. S. program to work with youth
groups abroad.
12-1 Policy. Plans. Guidelines.
12-2 Reporis & Statistics
12-3 Program Effectiveness
13 FOREIGN PROFESSOR PROGRAM
Includes lecturer and rescarch scholar pro-
gram. Papers on individual grantees may he
filed here alphabetically by name.
N’

13-1 Policy. Plans. Guidelines.
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EDX—EDUCATICNAL & CULTURAL EXCHANGE

13-2 Reporis & Statistics
Includes program and fiscal reports.

13-3 Program Effectiveness. Follow-up.

14 TEACHER DEVELOPMENT PROGRAM

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

14=1 Policy. Plans. Guidelines.
14-2 Reporis & Siatistics
14-3 Program Effectiveness. Follow-up.

14—4 Special Projects.

Subdivide by type and/or name if volume
warrants.

15 INTERNATICNAL VISITORS PROGRAM

Includes foreign leaders & specialists. Papers
on individual grantees may be case filed here
alphabetically by name. For multinational
leader projects, SEE: EDX 21; for voluntary
leaders visiting U.S., SEE: EDX 24.

15-1 Policy. Plans. Guidelines.

15-2 Reporis & Statistics
Includes program and fiscal reports.

15-3 Program [ifectiveness. Foliow-up.

154 Programming Services (General)
16 (Reserved for future use)

17 EDUCATIONAL TRAVEL PROGRAM

Includes program to provide grants, primarily
to youth (such as 4-H, Boy Scouts, etc), for
travel abroad for educational purposes for
brief periods of time.

17-1 Policy. Plans. Guidelines.

17-2 Reports & Statistics

Includes program and fiscal reports.

17-3 Program Effectiveness. Follow-up.

18 U.S. STUDENT PROGRAM

Material on individual grantees or specific

projects may be case filed here alphabetically
by name.

18-1 Policy. Plans. Guidelines.

18-2 Reports & Statistics
Includes program and fiscal reports.

18-3 Program Efectiveness. Follow-up.

18-4 Grantee Services (General)

19 U.S. PROFESSOR PROGRAM

Includes lecturer and research scholar pro-
gram. Material on individual grantees may be
case filed here alphabetically by name.

19-1 Policy. Plans. Guidelines.

19-2 Reports & Statistics
Includes program and fiscal reports.

19-3 Program Effectiveness. Foliow-up.
194 inter-Country Leciureships

19-5 English Language Teaching Program

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

20 TEACHER EXCHANGE PROGRAM

Program involves both U. S. and foreign teach-
ers. Material on individual grantees or specific
projects may be case filed here alphabetically
by name.

20-1 Policy. Plans. Guidelines.

20-2 Reports & Statistics
Includes program and fiscal reports.

20-3 Program Effectiveness. Foliow-up.

204 Seminars. Workshops.
For U. S. teachers abroad.

21 MULTINATIONAL FOREIGN SPECIALIST &
LEADER PROJECTS

Subdivide by sponsor, type and/or name of
project.

21-1 Policy. Plans. Guidelines.

21-2 Reporis & Statistics
Includes program and fiscal reports.

21-3 Program Effectiveness. Follow-up.

T1-246D & 161F (10-19-79)
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EDX—EDUCATIONAL & CULTURAL EXCHANGE
31-8 Foreign Currency Agreements 33-3 Notification of Designation

32 (Reserved for future use) 33—4 Visa Issuance. Waivers.

33 EXCHANGE VISITOR PROGRAM Use for general visa matters relating to

program and all waivers on exchange visi-
tors. For issuance of visas to exchar
visitors. SEE: V: outline.

Use for general material on program. Case file
material relating to approval of programs of
specific institutions by project number, Iden-
tify any program problems by name under this

subject. 33-5 Laws & Regulations
33-1 Policy. Pians. Guidelines. Use for lists of approved institutions.
33-2 Reporis & Statistics. 33-6 Limitation of Stay.

TL-246D & 161F% (10-19-79}
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EXH (p. 1)

EXHIBITS

instructions

Use for materials on the planning, design, production, and use of exhibits as a
med:um for the support of Government foreign policy objectives and to inform
foreign audiences about American life, culture, and technology.

SEE: PUBLIC RELATIONS outline for exhibits and displays used in
agency domestic information programs.

BOOKS outline for book fairs and exhibits used for book promo-

tional purposes.

Specific exhibits, exhibit projects. Papers pertaining to a specific exhibit should
be grouped together (case filed). Such case files should show the name or title of
the exhibit following the primary symbol EXH. These case files may be further
subdivided, as required, by using the subjects in this outline.

EXH—EXHIBITS

1 GENERAL POLICY. PLANS. GUIDELINES.
BACKGROUND.

Use only for materials too general in nature to
to be filed under a more specific subject in this
outline.

1-1 Guidances
1-2 Themes
1-3 Suggestions & Proposals

1-4 Coordination

Subdivided by name of agency if volume war-
rants.

2 GENERAL REPORTS & STATISTICS

Use only for material too general in nature to
be filed under a more specific subject in this
outline. Subdivide by title of report if volume
warrants.

2-1 Progress Reporis

3 ORGANIZATIONS & CONFERENCES

Use for material too general in nature to be
be filed under more specific subjects in this
outline. Subdivide by name of organization, and
name, date, and location of conference, if volume
warrants.

3-1 Interagency Exhibits Commitiee

4 AGREEMENTS
Includes negotiation of agreements.

4-1 Couniry Agreemenis
Subdivide by country if volume warrants,

4-2 Loan Agreements

Use for general materials only. SEE: EXH
6 for specific contributor loan agreements.

5 LAWS. REGULATIONS. PROCEDURES.

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

5-1 U.S. Laws & Regulations
5-2 Exhibit Regulations
5-3 Exhibit Handbook

6 CONTRIBUTORS

Subdivide by name if volume warrants. Includes
loan agreements and amendments, ihsurance
requisitions, shipping invoices on items con-
tributed by each. H

6-1 Contributor Lists

7 VISITORS. GUESTS. LECTURES.

Includes schedule of activities or commitments,
courtesies, etc. Subdivide by name, if volume
warrants.

T1.-246D & I61F (1I0-19-79)
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RECORDS CLASSIFICATION HANDBOOK

EXH-——EXHIBITS

8 EFFECTIVENESS. EVALUATION

8-1 Reaction Reports

Includes visitor comments and public opinion
reports, press reviews, ete.

8-2 Effectiveness Reports
8-3 Attendance Reports

9 PROMOTION & PUBLICITY
9-1 Press Releases

9-2 Symbol Buttons

9-3 Photos of Exhibit

9«4 Advertising Posters

95 Brochures

9-6 Giveway ltems
Other than EXH 9-2 and 9-5.

10 DESIGN. CONSTRUCTION. PRODUCTION.

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

10-1  Scripts. Texts.
Subdivide by language if required.

10-2 Site informeation

Other than for buildings or U.S. pavilion
for which SEE: BG outline.

10-3 Specifications

11 EXHIBIT COMPONENTS

I.e., items exhibited. Subdivide by name, num-
ber, or type if volume warrants.

1i=1 Lists

11=2 Condition Reporis
11=3 inventeries

114 Acquisition

11=5 Disposition

11=6 Replacement ltems

12 RIGHTS & CLEARANCES

Includes content clearances.
13 DISTRIBUTION. PLACEMENT & USAGE.
13-1 Lists
13-2 Scheduies & itineraries

14 REQUESTS FOR EXHIBITS

Subdivide by post or source of request if re-
quired.

15 OUTSIDE RESOURCES & TALENT

Subdivide by name of organization, firm, per-
son or by category of resource or talent.

16 PREVIEWS
Use for general materials only.

17 INSURANCE
18 CEREMONIES

19 STRIKING

Use for general papers on the dismantling and
removal of exhibit. Do not use for demolition,
removal, sale, etc. of pavilion or other build-
ings, for which SEE: BG outline.

TL-246D & I6IF (10-19-79)
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INFORMATION (GEN)

Instructions

Use for papers dealing with U8ICA’S total international program or thut of other
agencies or non-communist countries to explain the national objectives, policies,
and culture and to influence the attitudes of other nations’ populaces or segmentis
of them. Use also for papers which cover several kinds of mass communications
media, general information research, and for general matters pertaining to
USICA®s information activities conducted for other U.S. Government agencies

overseas.

SEE: COMMUNISM outline for communist propaganda activities.

PUBLIC RELATIONS outline for agency relations with the
American public and American miass communication media in
expliining the agency’s programs, policies, and objectives.

Appropriate media outline {or subjects which pertain to a par-

ticular medium.

INF—INFORMATION (GEN)

1  GENERAL POLICY. PLANS. COORDINATION.

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

1-1

1-2

1-12

i-13

Policy Guidance (General)

Use only for material which cannot be filed
under the more specific types of guidance
documents listed.

Couniry Plans

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

Program Policy Directives

News Policy Notes

infoguides

Potomac Cables

(Reserved For Future Use)

Talking Papers

Mission. Objectives. Priorities.
Themes

interagency Coordination (U.S.)

Subdivide by names of agencies, committees,
panels, ete., if volume warrants.

Coordination with Local Government

U.S. Advisory Commission on ‘Public

Diplomacy.

1-14 Executive Committee

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

2-1 Couniry Assessment Reporis

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

2-2 Program Highlights

2-3 Weekly Reports to Director

2—-4 Fact Book

3 ORGANIZATIONS & CONFERENCES
UIse for material too general in nature to be filed
under more specific subjects in this outiine. Sub-
divide by name of organization, and name, date,
and location of conference, if volume warrants.

4 AGREEMENTS
Except scientific and military information ex-
change agrecements, for which SEE: SCI and
DETF outlines, respectively. For agreements re-
lating to specific media and programs, SEE:
subject.

5 LAWS. REGULATIONS. PROCEDURES.

Use for material too general in nature to be filed
under more specific subjeets in this outline. Sub-
divide by title of law, regulation, etc. as volume
warrants.

g
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INF—INFORMATION (GEN)

6 TARGET GROUPS

Use for fles on categorics of people toward
which information programs and projects may
v purticularly directed to achieve a given pur-
pose. Subdivide by category (businessmen, edu-
cators, rural population, government officials,
religious groups, ete.).

7 INFORMATION MEDIA, MASS COMMUNICA-
TIONS (GENERAL)

{1se only for papers on multimedia projects, and
other papers concerning inass communications
inedia, oxecept their effectiveness, for which see
slgewhere in this outline. Subdivide by project,
if volume warrants or as reference neede dictate.

7-1 Freedom of Information

Includes efforts of nations through UNEECO
o achicve froe exchange of information, FOI
convention, and censorship of or interference
with information media in general.

7-2 Medio Siaius & Progress Reports
7=3 Quarterly Review of Media Projechs
7-4 Media Habirs

7-5 Maoss Media Exposure Patterns
7-6 Multi-Media Projects

86 PROGRAM EFFECTIVENESS

For effectiveness of & particular media or pro-
grim, sce appropriate outline.

8-1 Evidence of Efoctiveness
8-2 Effectivenesss Reperts

9 TRAINING

Of forcign government personnel and other non-
Agency personnel, For specific types of media
teaining, oo moedia outlines,

10 (Reserved For Future Use)

RECORDS CLASSIFICATION HANDBOOK

17 RESEARCH (GEN)

Use only for papers concerning the Agency's
overall rescarch program and ress@rch mate-
rials not sufliciently precise to piace under such
subjects as media habits, effectiveness, and pub-
lic opinion and attitudes, for which wee clse-
where in this outline.

1l=l Policy. Plans.
11«2 Reports. Statistics.

12 PUBLIC OPINION & ATTITUDES

Use for general materizl only. Public reaction
to a specific event should be flied under the
appropriate outline elsewhere in this Handbook.

12-1 Word Surveys
Arrange geographically.

12-2 Daily Reaction Repaeris
12-3 Opinion/image of U.5.
124 Opinion/image of Other Countries

i3 FOREIGN MEDIA REACTIONS

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

14 BRIEFING
Other than bricfing of Congressicnal travelars,

for which SWE: LEG outline; or agency pex-
sonnel, for which SEE: PER 9~13.

V14=1 Briefing Papaes

T1.-246D & 1617 (10-19=79)
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LIBRARIES & CENTERS

instructions

Use for materials on libraries, information centers, binational centers, reading
rooms, community centers, and America Houses and their activities in furthering
international culiural and information programs. Includes Presidential libraries
and cultural centers (e.g. John F. Kennedy).
Lig
SEE: CULTURE (GEN.) outline for materials on the overall cultural
program of the Agency: for fine arts activities such as lectures,
theater, dance, musie, drama, painting, drawing, sculpture, litera-
ture, poetry, architecture, and handicrafts; and for the presenta-
tion of materials and persons as parts of the cultural and infor-
mation activities of libraries and centers.

BOOKS AND PUBLICATIONS, outlines for materials on library
and center activities related to these media.

EXHIBITS outline for materials on library and center activities
related to this medium.

EDUCATION outline for materials on English teaching, semi-
nars, workshops, and other educational activities of libraries and
centers.

BUILDINGS & GROUNDS outline for papers on library and
center buildings, grounds, space, furnishings, and huildings serv-
ices.

EQUIPMENT & SUPPLY SERVICES outline for papers on the
utilization and disposition of library equipment and supplies.

LIB—LIBRARIES & CENTERS

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

Use for materials which cannot be filed under a Includes play readings.
more specific subject in this outline.
7 VISITS

2 GENERAL REPORTS & STATISTICS Of regional librarians and others pertaining to

Use for material which cannot be filed under a library and center operations.

more apecific subject in this outline. Subdivide

by title of report if volume warrants. 8 ElFFECTIVENESS. ASSESSMENT. EVALUA-
TION.

3 COMMITTEES
Use for materials which cannot be filed under a

9 PROMOTION & PUBLICITY

more specific subject in this outline. Includes news releases and clippings.
3-1 Advisory Committee 10 HISTORICAL BACKGROUND
4 AGREEMENTS. GRANTS. 11 ATTACKS & DAMAGE

LAWS. REGULATIONS.

Includes statutes of Binational Centers. For op-
crating procedures SEE: 1LIB 12.

6 COMMUNITY ACTIVITIES & SERVICES

Includes arrangements for meetings of com-
munity groups.

i e — A S S B[ WA SRR SRR e —s g T R .

Use only for effect on the operation of libraries
and centers. For building damage, SET: BG
outline. For political aspects, SEF.: POL out-
line.

OPERATING PROCEDURES

Subdivide by types, (c.g. membership, with-
drawals, ote.) if volume warrants.

TL-246D & 161F (10-19-79)
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UB—LIBRARIES & CENTERS

i2-1 Training

includes workshops and seminars on library
procedures. SEE: EDU for other types of
worksbops, seminars, and English language
trnining.

13 LIBRARY COLLECTION

Use for papers regarding the collective hold-
ings of the livrery. DO NOT use this subject
or its subdivisions for the procurement of
books, music or publications, for which see out-
lines covering those items.

13-

133
13-4
13-8

13~6

TL-246D & 161F (10-19-79)
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MV (p. 1)

MOTION PICTURES & TELEVISION (GENERAL)

Instructions

Use for papers on mofion picture and television affairs in general, i.e., for other
than specific motion picture & television malerials or programs acquired or pro-
duced, and for other than facilities and services involved. Offices that maintain
separate files on either motion pictures or television affairs in general may add
appropriate notation after primary symbol i.e. MV (TV), MV (MP).

SEE: PUBLIC RELATIONS