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An effective records management program is indispensable
to the proper functioning of the U. S. Information Agency,
both in the United States and overseas.

This Records Management Handbook contains the information
required to establish and maintain appropriate records, in-
cluding:

1. A standardized classification system

for filing correspondence, reports,
and other official Agency records, and
2. The basic principles and methods for
the organization, maintenance and dis-
position of records.
Field personnel are urged to make full use of this Handbook

as a continuing guide to effective records management.

Richard F. Cook
Assistant Director for Administration
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590 USIS Records Management Handbook

591 General
§91.1 Purpose and Use

591.11 The Records Management Handbook (MDA sectioms 590-595)
provides basic principles and procedures for establish-
ing and maintaining sn effective records management
program within each field establishment, Because of
the expansion of the Agency's programs, it is necessary
that these basic procedures be adopted at all such estab~
lishments to maintain wniformity in an Agency records
system. However, variations to mee?t local requirements
may be authorized by the PAQ or officer in charge., Fur-
ther advice and assistance cn records matiers may be
requested by writing to the Agency,

591.12 Section 591 explaius the importance of an effective
records management program and assigms responsibility
therefor within each f£leld establishment, Sections 592
through 595 contain instructions for the crganization
and maintenance of curvent files and the retirement
and disposal of inactive files. The Handbook is in-
tended primerily for use by field persopnel responsible
for maintaining current files, regardless of whether
or not such files are maintsined on a centralized or
decentralized basis, within field establishments, It
should also prove useful es e training aid for new
clerical or records persocnnel,

591.2 Relatiohship to State Departuent Fersign Service Records Manage-~

591.3

ment Handbook (FSRMH)

This USIS Records Mansgemen® Hendbook is based on standard pro-

cedures provided for in the State Department's Foreign Service
Records Management Handbook but doss not supersede it, The
principal difference iz that the USIS Records Management Hand-
book: contains a revised classification scheme and condensed file
procedures for use in individual offices and smell central files,
In meny cases the State Lepartment's Handbook containg more de-
tailed information and should he consulied and used whenever
necessary. Copies of the Department’'s Handbook are available

in the post's central file and additionsl copies may be obtained
by Agency persomnel through Fereign Service Post channels,

Classified Records
Since security regulations require special handling and storage

TL-27F (10=1=55)
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of all security classified material, such material should be
segregated from the nonclassified. The extent of physical
protection and equipment available at the post will govern
the location of the classified records. In some posts,
security requirements can only be met by utilizing the State
Department's central files. Where secured facilities are
available for USIS decentralized files, provision should be
made for the segregation of the classified and nonclassified
records throughout the system, This segregation will contri-
bute to maximum use of local employees as file clerks,

591.4 Importence of Becords Activities

The efficient and economical management of field records is
essential to the effective operation of the Agency's program
since records are basic administrative tools by the use of
which program objectives are achieved and continuity and
consistency are given to Agency policy. Field records not
only contain administrative and legal evidence that must be
preserved to protect the Government but they also embody
information necessary to protect legal, property, or other
rights: of private citizens and Government employees, In
addition, many of the records have historical or research
value for administrators, scholars, or specialists in various
fields of interest,

591.5 Definitions
591.51 Records Management Officer

As used herein, the title "Records Management Officert
refers to the Records Management Officer of the Agency,
who is responsible for staff supervision, coordination,
and direction of the Agency's records management program,

591.52 Records Supervisor

As used herein, the title "Records Supervisor" refers

to the officer or employee designated by the Principal
Officer of a Foreign Service post to exercise central
staff supervision over all records and files at the post,
including Agency's files maintained on a decentralized -
basis as well as Foreign service post's central file,

591.53 Records
Recerds are determined by their physical nature, the pur-
poses for which they are produced or acquired, and their

value for information and research purposes, They include
books, papers, correspondence, maps, photographs, films,

TL-27F (10-1-55)



USIS RECORDS MANACEMENT HANDBOCK

PART Il
Manual of
Organization & Administration . 591.5k

filmstrips, and other documentary, graphic and audio-
visual materials. Records are made or received by the
field establishments pursvent to Pederal law, Executive
order, or Agency instruction, or in connection with per-
forming functions of the post. DMaterials are classed as
records because they ave appropriate for preservation as
evidence of the crganizational fuactions, policies, de-
cisions, operations, or other activities of field estab-
lishments, or because they contain information of value
for various types of research or the protection of civie,
legal, and property rights of citizems,

Records as defined do not include:

a. Librery material (i.e., publications in printed or
processed form that have been prepared for multiple
distribution or for information or reference purposes),
excepl for one master set of such publications pro-
duced at the post, which should be maintained for
record purposes,

b, Mugeunm materials acquired and preserved for exhibition
purposes.,

c. Extra copies of printed, processed or typed materials
of which official copies have been retained for pur-
poses of record,

d, Stocks of publications and printed documents preserved
for supply purposes.

e, Surplus stocks of blank or obsolete forms,
591,54 Other Definitions
See State Depertment's Foreign Service Manmual Volume 1,

Paxt II, Section 415 .for other definiftions concerning
records activities.

591.6 Records Management Functions

The Federal Records Act of 194C (P.L. 754, 81lst Congress) requires
the head of each Federal agency to establish and maintain an active,
continuing program for the economical and efficient management of
the records of his agency., The Agenecy records management program
has the following objectives:

a. Development of standards for the adequate documentation of
Agency field activities to insure the preservation of records

TL=27F (10=1-55)
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of epduring value,

b. Provision of technical assistance and standards to improve
existing methods of maintaining current files.

¢, Establishment of standards for the types and quantities of
" equipment and supplies to be used in records creation and
maintenance,

d. Development of orderly and systematic plans for the retire-
ment of inacztive records and the disposal of records of only
temporary value,

The cooperation of all field personnel is essential to the imple-
mentation of an effective records management program,

591.7 Relationship of USIS Records to Post Central Files

591.71 Current Files

TL-27F (10-1-55)

While every Foreign Service poust is rsquired to maintain
a central fils (Section 2.2a, Part I, PSBMH), there are
certein types of files that can be mintained more offi-
ciently and economically on a decentralized basis. In
many of the larger Foreign Service pests, Agency records
have been maintained on a decentralized basis because of
the specialized nature of the information program and the
physical location of Agency imstallations, Since the
majority of Agency records are used principally by the
Agency staff at any post, their decentralization to the
point of primary use facilitates referemce and tends to
decrease the amcunt ?f duplication betwsen the records
maintained in Agency' field offices and the Foreign Ser-
vice post’s central file, Record material containing
such subjects as policy, procedures, legal matters, over-
all administrative matters, administrative support acti-
vities, relataonships with other agencies and foreign
governments, should be sent toc the Foreign Service post's
central file after necessary action has been completed
to insure its preserwation as documentation of Agency
activities, These documents will be incorporated in the
"670" category of the State Department Classification
system, Classified Agency records should also be main-
tained in the Foreign Service post's central file unless
security requirsments can be met in the decentralized
file location, In many Feoreigm Service posts, it has
been the practice to incorporate Agency records in the
Foreign Service post's central file and to classify them
under the "670" category of the State Department Foreign
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591,72

591.73

Service Records Classificatiom Handbeok, Where such a
procedure has proved satisfactory and cemtralization
appears more economical from the standpoint of the volume
of records and personnel resources, it is recommended
that existing procedures for the maintenance of Agency
records be continued., A copy of the new Agency records
classification system should be provided the Foreign Ser-
vice post's records superviser as a guide in establishing
appropriate breakdowns of subject matter within the ®670"
category where the volume of records to be classified
thereunder warrants the use of more subdivisions than
are available in the Classification Handbook (see Sectiem
4.3, Part I, FSRMH).

Inactive Files

‘When decentralized Agency files have become imactive, those

which are not yet eligible for disposal umder alrhhorizatim
conteined in the Records Disposition Schedule (see Section
595.3) should be retired to a storage area within the Foreign
Service post until they can be destroyed. Any records of
enduring value among Agency decentralized files which have
not previously been sent to the post's central files should
be incorporated in the "670" category at the time the de-
centralized Agency file is retired to the storage area,

Separaticn of USIS Post Administrative Files

Whers administrative hev-"'w‘czs are ‘f,me‘m o,.'nel r‘01" U S under
Administrative Support zirrangements,
tive or housekeeping tiype records ;ahcv.lri 'be alm,alned
separate from those of the Department o Stste and ICA.
Becord covies of documernts sebting forth adainistrative
policies shouvuld be hami'i 2 according tc the provisions in
591.71 above. The houszkeeping records of a non-poliecy
nature, wkich aire heing maintained sepsretely, should be
retired wo gitorage and destroyed according to procedures now
fellowad in handling Foreign Service post records.

TL=27F (10=1=58)
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592 Organization and Maintenance of Current Files

592.1 Types of Filee tc be Maintained

592.11

592.12

592.13

$92.34

TL-27F (20-1-55)
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© the point of primery ure to facilite

Genarsel Tubjsct File

Bach field estabiisiment, wihwiber mainteining its recordse

on a centralized or decemtralized basis, should slassify

and file its gensral correspondence, program and administra-
tive reccrds im a general subject file according to the igency
classification system provided for im Section 593. Vherever
practicable from the standpoint of spses, psreommel, and
operating needs, it is rscommended that the maintenance of
files within field establisiments be centralized with the
sxpeption of the special types of files deseribed in para-
graph 592.12 through 5%2.15 below. Im larpe posts where

- eemfrelizsation mey not bte feasible, the recsmds should be

docentraiised by major program categories, e.g., press, radie,
motion pistures, ete., and filed aeserding to the Agency
elagsification scheme. (e complete set of all informatiomal
materials preduced locally should be incorporsted in the
sabjeet files, whether malmlauized om a cemiralised or decen~
trelised bacis within the post, &s a permanent record ef the
post's astivities.

Tealmical Records

Fhotographs, filmstrips, metice plotures, plastic plates,
sound recordings, cherts, engineering drawings, and other
types of technicsl or oversize records should de maintained
in the offies having custedy er whereves necsssary equipment
for their proper storage is awailable.

Information ami Working Files

The maintensrce of informwetion and working files by individual
efficers should te restricted to those that are sbsolutely
egssential for current operating purposes. Action or record
copies of Agency commumicetions showld not be retained im

such files after mecessary actiom hes beew completed.

Reference Files

Reference and rezearch files, comslsting ¢f mewspaper ¢lip-

pings, priuted snd processed materials semt out by the Wsahe

ington office. and inform:stional maierial occllected ficm

other source: for use in preparing USIS btullstins, periodieals,

seripts, and other types of releases é.lho\alcl b2 mainteined ot
reference .
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592.15 Distribution Files

Extra or stock copies of USIS materials prepared by the
Washington office or producsd loeally and intended solely
for distribution purposes zhould »e maintained separately
from other "IN records to fesilitate their distribution
while current and their disposal when obsolete or of no
further valus.

592.16 Reproduction Materials

Steneils, photographiec plates, paper mats, hectograph
masters, stc., resulting frog the reproduction of USIS
informationsl materisls should be maintained sepsrately
from IS records to facilitate their disposal when of me
further value,

592.2 Folders
592,21 Use of Gemeral Folders

Individual folders shall ot be prepered for each document

that is filed. Instead, documents should be filed imn generzl
subject or miscallarecus slphabetical folders under the classi=
fication symbels until six or more papers have accumulated

on a given subject or on an individusl neme, at which time

& separate folder may be established for them,

502,22 Selection of Folders

A uniform syrangement of folders should be followed., Folders
with one-third cut tabs, with tabs in three positions, are
preferable, for gemersl subject files, [See Exhibit 592.22).

&. Folders with tabs in first position should be used for
all primsry and all GENERAL AND MISCELLANEOUS categories.

b. Folders with tabs in second positiom should be used for
all secondary subjects or subdivisiens of a general
subject.

6. Folders with tabs in third position should be used for
tertiary subjects, euch a8 subjects arrasnged in alpha-
betical order, by date, ete.

d. Straight cut folders (without tabe! should be used for
pame files or for files which do mot require secondary
or tertiary breskdowns; for exsmple, persomnel and vise
files.

TL-27F (10-1-55)
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59203 Guides
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Arrangement of Folders

Under any subject, the general subject folder should be
placed first, followed by the secondary subject folder.
Tertiary subject folders should be placed back of the ralated
secondary folder. (See Exhibit 592.23).

Preparation

The receovds classification symbol, together with the subject
caption and any qualifying designations, should be labeled
uniformly on each folder. The typing should begin one<half
inch from the left edge of the tab.

Expanaiomi of Folders :

Folders are scored at the bottom to allow for expamsiom to

a capacity of sbout 1 imch, Breaking the score as the volums
of material increases provides greater visibility of labels,
keeps folders upright in the drawer, and prevents papers from
g8liding out of folders. Whem the capacity of a folder is
reached, the inclusive dates of the material contained should
be typed or primted on the folder tab er label and a new folder
should be prepared. The dete of the first document should be
typed or printed om the new foldsw, leavimg room to add the
closing date. Successive folders comtaining material om the
same subject should be arranged with the most curremt folder
to the fromt of the file.

General Subject File

In the gemeral subject files, pressboard guides with ome=third
cut tabs, either plain or metal tipped, should be placed im
files to afford ready referemce to principal or more active
portions of the fileg. Not more tham one guide for every tem
folders should be used. Guides should be prepared according
to the gemeral pl=m ontlined for the use of folders.

{
In Chronologiecal File

In the chronological files, guides should be prepared for
each type of communication and then by appropriate month,
guartexr, or other poriiom of the year thereunder. A break-

‘down of the curreant month by days may be necessary im very

active or very large files, (See Exhibit 592.32).

TL-27F (10-1-55)
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592.4 Filing Procedures
592.41 Importance of Accuracy and Uniformity
Filing procedures of the post should be written and followed
uniformly and accurately. Unauthorized deviations fram pro-
cedure may result in disorganized files and inadequate refer-
ence service.

592.42 Filing Authorization

Documents should not be filed unless specific filing authori-
zation has been noted on each day by the action officer, indi-
cating actiontaken, except duplicate copies whichare to be
filed in the serial or chronological file upon receipt. When
the filing authority is not indicated, the document should be
returned to the action officer for verification.

592 .43 Fastening Documents in Folders

£11 documents comprising one action, including any attach-
ments or enclosures, should be stapled together. Paper clips
and pins should not be used. Docuvments filed in general sub-
ject folders should not be fastened permanently since new
folders will be set up when six or more papers accumulate

on any one subject. Documents relating to case file (per-
sonnel or claims files, for example) may be fastened to the
folder by Acco, prong, or other available fastener. Papers
should be fastened to the folder only at the time the file

is charged out.

592.4ls Filing-Documents

All documents to be filed should be sorted into filing
sequence by records classification symbol, dates, names; etc.
Within each folder, file all documents in chronological oxder
with the latest date to the front or in alphabetical, numéri-
cal, or other according to the established filing plan. All
documents should be placed in the folder in the same position
with the headings turned to the left so the records classi-
fication symbol, subject caption, and date are visible with-
out having to remove the document from the folder or the
folder from the drawer when making reference searches.

592.45 New Folders
When in the process of filing, all documents requiring a

new individual folder should be laid aside and kept in
sequences, for ease in reference, until all other filing is

TL-27F (10-1-55)
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completed. Foldsrs may then be preparsd in ome operation
and retained in sequence for ease in filing reference.

Marking Fils Drawvers

All file drawers should be labeled to show the contents.

Each label should include the name of the file, the dates
when pertinen%. and the opening and closing alphabetical

or mmerical captions. For example:

Subject File or Subject File
1955 1955
A7=3 C~-E
Transportation Vouchers
1 -= 998

592.5 Charge-0ut Procedure

592.51

592.52

592.53

592.54

Purposs

A charge-out system will provide control of documents
removed from file by identifying the document and the
person to whem charged, thereby keeping the staff informed
of the lccation of charged-out papers.

Type of System to be Used

The system should bs kept as simple as possible. In a
small post or office, Form DS-1033 (Exhibit 592.52) may
be sufficient. For larger posts or offices having very
active files, a formal control system may be established,
using Form DS-1033 in combipation with a follow-up system.

Preparation and Filing of Chargs-Out Forms

If possible, charge-out forms should be prepared as requests

are received. OCharge-cut forme should be substituted for loaned
records at the time the records are removed from the file.
Charge-out forms revealing the subject of classified records
shall be treated in accordance with appropriate security
regulations., Such forms should be stored in the front of

the file drawer containing the records.

Contrel of Loaned Records

A11 files should be charged out for a prescribed period of
time. Those in charge of the files or the records control

TL-27F (10-1-55)
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592.55

unit should be advised promptly when files mneed to be kept
beyond the prescribed charge-out period. Any transfer of
records from one individual or office to amother should be
reported tc the records unit, These changes should be
recorded on the charge=-out form, or a mew form should be
prepared and filed in place of the eriginal charge-ocut.
When security storage is not available, classified records
must be returned to file each evening. Follow-up and
overdue records should be made by periedically checking the
charge-out forms in file. More formal procedures are out-
lined in the Foreign Service Records Management Handbook.

Transfer of Inactive Recoxds

Charge=out forms shall be cleared from inactiwe files by
retrieving charged out documents pricr to transfer of such
files to records depositeries, or Embassy central files.

Rules for Alphabetizing and Filing

To file alphabetically it is mscessary to determine what comstitutes the
primary and secondary filing captions, i.e., the one word in the mame or
title under which names of persons, crganizatioms, places, ships, goveran-
ments, conferences, etec. will be filed. Certain rules are required to
make this determination, so that similar names will be filed uniformly,
thereby facilitating reference to the files.

592.61

Individuals and Non=Govermment Organizatioms

a. SURNAMES of Individuals are used for filing purposes. Arrange
(1) by last nems {surnams); {2) first name (given) or initial;
(3) middle name or initial. The same applies when an indi-
vidual name is embodied im an organization name.

FILED

Mr. Smith Smith (Mr.)
A. Smith Suith, A.
Arthur Smith Smith, Arthur

Arthur B. Smith & Companmy  Smith, Arthur B. (&) Company

b. PREFIXES to Surpemss¢ such as De, de, d7, vom, Ls, L?, Mag,

Mg, 07, etc. are comsidered part of the and filed as
though one. M, Mac and Mc are filed in stirict alphabetieal
saquence. 1Ihe same rule applies to organization names.,

FILED
Charles DeGraun DeGraun, Charles

TL-27F (10-1=55)
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Francois D‘Olier iQ , Francois
duPont de Nemours
Co=Operative Beauty Supply

8, UNDEIER £l IFTiAIE
the surmle of an individms, pertieularﬂy Indian and
foreign mamss; they will be filed as writtem, or, if at
a post, in accordance with the established practice of
the country.
As Written By Custom of Gowmtry
Black Thumder Black Thunder
Blas Vives Martines Vives Martinez Blas
Chiang Kai-Shek
¥em II
Nibad El-Xassem
Abdou Ismail
d. COURIESY and TED titles, as Madam, Colonel, Dr., Mayor,
Monsignor, Lord, PhODOg J’rog Sr., 2nd, ete., accompanied by a
given name and aumm,, are placed im parentheses following
the name and disregarded in filing, wnless they are the only
distinctiom between otherwise identical names.
FILED
Dr. Charles C. Brown Brown, Charles C. (Dr.)
Rev. Charles C. Brown Brown, Charles C. (Rev.)
Lord Howe Howe  (Lozd)
Titles, such as Father, Princess, Saint (St.), Sister, followsd
by eme or more mames ot recognisable as suwrnames, are filed
in order as written,
FILED
Father Pierre Pather Pierre
Princess Alicia Ruth Princess Alicia Ruth
Saint Paul Saint Paul
o and organization pames are

ﬁled as one ccmplete —7

FILED
Air-E-Ator Ventilating Co. Air-E-Ator Ventilating Co.

TL-27F (10-1=55)
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Air-8ilk Mills M;_sms Mills
Blanche Duf{-Gordon Duff-Gordon Blarche {cross

reference to Gordon)

f. COINED nemes of mon-govermment orgsnizations {firms, corpora-
tions, companies, ete.) imcludine trade names composed of
separate letters or a single word; sre filed as written
except when they embody the full name of individuals.

FILED
AAA Chemical Company £AL Chemical Company
Abbott Laborastories Abbott Laboratories

Aunt Jemima's Pancake Flour Aunt Jemima's Pancake Flour

s. p X &ia0
though apelled im ﬁnll»
FILED
Jos. Brown Brown, Josepr
St., Louis Dairy Saint louis Dairy
E, 59%h St. Garage Eagt Fifty-Ninth Stxeet Garage

h. ARTICLES, CONJUNCTIONS & OR PREPOSITIONS, such as the, and, &,
of, for, on, by, when part of organization names are enclosed
in parentheses and disrsgarded im filing.

FILED
American Society for Civie imerican Society {for) Civie
Education Education
The Calico Cat Calico Cat (The)

When "Ye® form is used, it is filed as written, 0ld English
and foreign language articles are not translated or transposed
but are filed as written.

FILED
I1 Progresso ltalo Il Progresso Italo
Ye 0lde Tea Shopps % Ye Olde Tea Shop

i. BANKS, BOARDS OF TRADE, NEWSPAPERS, ETC. Since the names of
boards of trade, chambers of commerce and newspapers are alike,

the city is the identifying word., They are therefore filed by
location; city first, the state im paremtheses, followed by the
name of the organization, etc. This rule may also be applied

TL=27F (10-1=55)
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to ccmmercial bank names.

FOLED
Board of Trade, Chicago, I11. Chicago, (I11.) Board of Trade
Daily News, Fhiladelphia, Pa. ©hiladelphis, (Pa.) Daily News
First National Bank of Westchester, (N. Y.) First
Westchester, N, ¥, National Bank

Jo 0 begimming with such phrases as Association of
Board of, Bureau of, Commission for, Committee for, which deo

not refer to any govermment establishment or fumction, are
filed as written.

©

FILED
Committee for Economic Committee (for) Ecomomic
Development Development
Asscciation of American Agsociation (of) American
Colleges Colleges

Q'M&m ”””

subsidiaries or diviuiohag f£ile under more active or important
and a permanent cross reference is made under the other mame.

FILED

Max Eigeld Jemsem doing Ace Van Lines

business as Ace Van Lines Max Eigeld Jemsen d/b/a
Croes-reference: Jensen Max Bigeld d/b/a

= Ace Van Lines

Truscon Sgeel Co.. Bivieion Stee). Carporation
of Remcrblie Steel Carp. § Steel Co, Divisiom
oss-reference: Irugcon Steel Company Division
See - Republic Steel Corporationm

Partnership and orgenization names which contain the full mames
of twe or more individuvals, are filed by pame of the first
individual mentioned. Cross-reference the second name when

necessary .
EILED
Charles Brown & B les (& H J
8 , Han!y ones Mi&jg:ﬂ:'( on§y ones)
a mchnlu

TL-27F (10-1=55)


http:1U.~~ber.le
http:iaistr.ti

USIS RECORDS MANAGEMENT HANDBCOK

PART_IIX
Manual of
Organization & Administration 592.62
1, INSTITUTION pemes, such as hospitals; schools; colleges, uni-

versities, churches, hotels, cafes, litraries, ets., are filed
under the first distinctive word or name in the title. If the
title is composed of the name of am individual, transpose as

in rule a.
FILED

Andrew Carnegie Library Carnegig Andrew Library
St. Margaret‘s Church Saint Margaretis Church
St. Margaret's School Saint Margaret's Scheol
University of Washington Waghinetop University {(of)

- Hotel Statler Statler Hotel

592,62 Govermment Crganizatic 3
a: NATIONAL gis snd departments and subdivisions thereof

are filed under the neme of the govermment, and them alphabeti-
cally by department or other subdivision, without regard to
parent agency or department. The mame of the organization

nay have for the first word the name of a city or place.

- Cross references msy be made withim or between govermments or
departments, as required.

FILED

Govermment of Great Britain British Government
Ministry of Civil Aviation Civil Aviatiem Ministry
Colonial Office Colomisl Office

Dept. of Health for Scotland Health Dept. for Scotland
Ministry of Health Health Ministry

Scottish Education Dept. Scottish Education Dept.
Govermment of France French Govermment
Ministere des Affaires Affaires Estrangeres Ministere

Estrangeres

Archives Naticnale Arghives Natiomale

Govermment of India Ind gg Govermment
Ministey of Home Affairs Home Affairs Ministry
Ministry of Hatural Resources Natura) Resources amd

and Scientific Research Seientific Research Ministry

Cross-reference: Scientific Research Ministry

See ~ Resources and Sciemtific

Research
Govermment of Northerm Ireland Northern Ireland Goverrment
Northern Irelamd Parlisment P_g;l_im_g

TL=27F (10-1=55)
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United States Government

Department of Agriculture
Bureau of the Budget
Exeocutive Office of the
President

Great lakes Naval Training
Station

Department of State

b.

alphabetiby namé, without regard to parent country or

department. Offices of local govermmemt are filed umnder the

parent govermment name.
required,

Territory of Alasia
City of Alexardria; Egypt
City of Alexandria, Minu

Andaman Islands

County of Kirk, Scotland
Provines of Lorraine, France
State of New York

State of West Bengal, India

Cross references may be mads, as

EiLED

Territory
&lexapdria cit! gypt)
Alezandria City | esota=-v 8.)
Health Depar'&’nent
" Police Department
Andaman Islands
Kirk County (Scotland)
Province {(France)
!org State (Uo 30)
Mot@r Vehicle Department
West Bengal State (India)
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593 Records Classification System
593.1 General

In order to standardize the meintenance of current Ageuncy recards,
to facilitaete their eventual retirement, and to simplify the train-
ing of records and clerical personnel, use of the revised Agency
classification scheme (see Section 593.6) is required in all field
establishments maintaining files separate from the Foreign Service
post's central files, Because of the varying scope of the Agency's
programs at different posts, some of the smaller posts may not have
need for all of the detailed subject breakdowns provided in the new
classification scheme. It should be emphasized that a post should
use only those subject breakdowns which are warranted by the volume
of material, e.g. at least six or more documents, to be filed under
a specific breakdown, No additional subject symbols should be added
to the classification scheme without authorization from the Agency
Records Management Officer,

593,2 Installation and Blocking of Files

In installing the new filing system, a new file should be established
with guide cards prepared for the major divisions of the file out-
line and new folders for the primary subject breakdowns under each
of the major divisions of the outline, Folders for the secondary
and tertiary subject breakdowns should not be prepared until the
need for them has been established by the accumulation of at least
a half dozen documents tc be filed thereunder, The files should be
maintained in three year blocks to facilitate current operations as
well as the retirement and disposal of inactive records. Exceptions
to this annual year blocking procedure may be authorized only by the
Agency Records Menagement Officer,

593.3 Explanation of the System

The Classification system is designed to bring together related
materials, within a framework that will reflect the organization,
administration and development of Agency programs. The symbols are
used to keep material im its proper relationship, and to serve as
easy means of identification.

593.31 Development of Categcries
a. Primary Categories
The subject matter is grouped into nine major categories
beginning with "Administration and General Overall Pro-
gram" followed by categories representing the major fields

within which the program activities of the Agency are
being developed. These categories are represented by

TL-27F (10-1-55)
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capital letters. A primary subject might thus be
identified as "Administration and Gemersl Overall

mm“ Q o o o . o - * o o ‘
b. Secondary Categories

Belated specific subjects fall into larger groupings
within the primery categories. These groups-ar® kmown
as "gecondary subjects" and are numbered serially. A
secondary subject wnder the heeading cited above might
thus be identified as "Adwinistrative Services, 7%,

¢. Tertiary Categories

When secondary subjects require further division they
fall into a "tertisry subject". This is identified by
a dash (=) then a serial number. This third subject
under the above heading would thus become "Travel", -3.

The whole citation of the subject mentioned above
would be summerized:

Adwinistration and General Overall
mm > o . * . L] o ® L] ‘

Administretive Services . . . . . .
Tl‘a“l ° ° @ . ° ° ° ° e o ° ”

comlete ByllbOl ° e e ° ° R ® A7=’3
593.4 Expansion within Classification Symbols

The classification system provides beeic symbols under which docu~
ments are to be classified and filed. The chronological filing of
e large quantity of papers under any one symbol may lead to diffi-
eulty in locating a particular document, Although classification
symbols may not be added, categories may be added as required under
any éxisting classification symbol by the following methods:

593.41 Alphabetical by Qualifying Title
Certain symbols may be subdivided by the title of a specific
secondary or tertiary subject., These subdivisions should
be arranged alphabetically under the classification symbgl.
Examples: A3 Personnel

A3 Persomuel - Leave
A3 Persomnel - Local Employees

TL-27F (10~1-55)
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593.42

593,43

——

Alphebetical by Name of Individual, Organization, Conferemce, ete.

When documents are written to, received from or relate to an
‘Andividual, organization, conferemce, etc., or when a proper
peme will be the reference medium, the material should be
classified by the classification gymbol best representing
the subject content and then by the nawe, All sueh maverial
should be filed under the appropriate classification symbol
and arranged alpnsbetically by name thereunder,

Exemple: G/ Industrial Participation
C4 Industrial Participation - grom Motor Company

Alphabetical by Geogxapbica.l Location

¥hen the primery subject is further identified by particular
geographical locations il should be classified under the E
appropriate symbol and subject and then by name of the country,
city, ete, The documents should be filed under the classifi-
cation symbol and alghabetically thereunder by the designated
geographical locaticn.

Example: J1 Trade Fairs
J1 Trade Fairs - Viennz

593,5 Inatruetions for Use of Records Classification Scheme

593.51

593.52

Determining flassification

All communications must be read and analyzed to determine the
most appropriate classificaticn symbol applicable to its prin-
cipal subject in accordance with the Records Classification
Scheme. The qualifying subject category, if any, should then
be determined. TFrequent reference to the alphabetical index
of the Hecords Classificatdon Scheme will prove valuablé also
in selecting the most appropriate file clessificstion. In
difficult or obscure cases it may be helpful at times to Te=
fer to previous corrsspondence in file to verify a ten'oati\'rely
selected file designation,

Writing File Designations

The type of file designation to be written on each document
will depend on the naturs of the classification symbol. When
a symbol covers only one subject or phase of a subject (for
example, F2 Television Programming or D- Exchange of Persons
Program$ only the symbol and the gualifying subtitle, if any
need to be placed on the document, The general subject title
does not need to be included,

Example: F2 or D = Smith, John

TL=27F (10=1=55)
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OUTGOING TELEGRAM

American Embassy

Guatemala
UNCLASSIFIED
Action Control: 1000
_ Rec'd:
EEM.  PROM: Guatemala City
Info
RL T0: United States Information Agency
Tws, NO: TOUSI. 100, February 7
JHE
J.A.  USIA 20, December 27.
EMB. Expect favorable reception of plan for Savannah City concert
salute to Guatemals, but Mayor has received no communication
presenting idea; prospects good for radio time to rebroadcast.
BROWN
JHH
>0
Ny
1
+
TE-27F (10-155) UNCTASS TFTED REPRODUCTION FROM THiS

COPY, IF CLASSIFIED, IS
PROHIBITED
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If the classification sybmol covers more than one subject
(for example, A7-L ~ Communications and/or Records), the
pertinent subject titls must be included to avoid confusion.

Example: KA7-l4 Communications - Messenger Service
A7-li Records - Retirement

The file designation should be written clearly and legibly
on the right margin by colored pencil, or indelible pencil.
(See exhibit 593.52)

593.53 Marking Duplicate for Chronological File

The records classification symbol and subject caption, if

any, should be noted in the right~hand margin of the duplicate
copy of all circular or serially numbered communications
which will be filed in the chronological files. A carbon
should be placed between the original and the chronological
copy so that the records classification may be made on both
copies at one writing-

TL-27F (10-1-55)
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593.6 Records and Classification Scheme

A.

Summary

Information and Cultural Activities of U. S. Government

(United States Information Service)

Administration and Ceneral Over-all Program . . .
Restrictions on USIS Activities . « . . . . « . &
Participation Programs .c .o o ¢ » s 6 a 8 6 0 o ¢
Exchange of Persons Program ¢ o ¢ o o ¢ o o o o o
Press and Publications o ¢ ¢ 0 ¢ 0 s ¢ ¢ 0 0 ¢ o
Radio and Television ¢ o « e 6 6 06 ¢ o 0 ¢ o o o
Motion Pictures - ¢ o ¢ a ¢ ¢ 2 o 6 o ¢« o ¢ o « o
Information Center Service . o « o « o = o o o o

SpecialPrOJectS ® & 0 O e @ o ® © e o ©° ¢ 6 ©

TL-27F (10-1-55)
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B. Subject Classification

ADMINISTRATION AND GENERAL OVERALL PROGRAM . o ¢ &« o o o o o

TL-27F (10-1-55)

Program Divectlol . o ¢ o ¢ o o o o » & s's @ % o & -8
Country Plans, Global and Area Objectives and Plans
Information Policy Guidance (Info Guides) . . . . .
Program Activities in Terms of Objectives . ., . ., .

Administration . . . . . « o 9 e 0 0 ¢ s o s e 0
(including coordination of information activities s
public relations, official entertainment, official
visits, legal ete.)

POBBORBY. s e w m e W ow w h o m e K w e B w

Security and Loyalty . . o ¢ ¢ ¢ o o 0 0 0 0 0 6 o o .

Budget and Finance . . o ¢ o ¢ o o o o ¢ o o o ¢ o o
Budget and Financial Plan . o o o o o o o o o o
Accounting and Heports o o » o o o s 4 &« o o o o

C ontra c t S & - ¢ ° . ° o e ° L o 9 * L] @ o 3 o o o ® e °

Administrative Services . o ¢ ¢ o o o o 5 o a o 8 o & b

Equipment and Supplies (file tecknical equipment and

supplies under media subject)
Space and B‘!Jj—.]-ding mi-ntena‘nce o o 9 o © o L] o @ *
Travel © @ ® @ o o © o o ] Q o o o ° (-} L o ] o o
,Commnicationsandﬂecords o o8 o 0 e B ¢ o e
&ports -] L] 9 [} o @ Q o o @ o o ] 2 -] o o o o ° e
(Semi-annual end general° file media reports under
media subjects)

Conferences, Committees and Meelings . o « o ¢ o ¢ 0 o «
(PAO Regional, USIS Weekly, etec. )

Besearch . ... . . .

L] o o o ° e o o o o ° @ L4 ° < L]

A
A=1
Al-1
Al-2
A1-3

A5-1
A5-2

A7
A7-1

A7-2
A7-3
A7-4

A9

4=10
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RESTRICTIONS. ON USIS ACTIVITIES

a

v & § = ® * 5 » & & 0 & B B »

Gensarshi;p @ o 0 ¢ & 0 @ 3 & @ € @ 0O & ® 0 @ €6 W e @ & #

™
Tagxation @ 3 © 6 & U & O & % 9 & @ 8 2 & @ & & 5 9 o8 80
Davernd slod 9% o vesm s m
VODYTLSHT LiZnlANCed ¥ 6 6 0 & 4 & e &2 ® ¢ & T e € o » @

&

cal Performanice RAGhU8 , ¢ ¢ o s e o ¢ o € v & 2 o o & &

PARTICIPATION PROGRALMS R EE R T YTy
Tniversity Participaliofl PrOBYEM o o o « o » 6 o o o o s o

General

Alpnsbetically by name of Institution

Com.lr‘if:f r‘“rti.,,.pauion i‘rogrm e °o 8 o0 o o » & o o 0 & »

General
Alpbabetically by name of City

] e
FONJ.gnId_‘M"al‘f‘ieﬁ © & ¢ £ 0 & & @ % ® 84 & 6 & @ 8 e & » @

General
Alphabetizally oy nans of Libeery

Indu&t??ial Paffwi&’:ipaﬂ:io& 5 0 8 @ v 3 ® & e B 9 W e @ & @ ®

General
Alphabetizally by nsme of Organizetion

ExcmWEOFPBRJ}I:SPRmR&H .Vuorbo'..c.l....""‘

(break deown by Lype of progrem .g., Fulbright,
Smi the-Mund® Fors sign Goveroment, Voluntary, Qf-e.,
and thereunwr by category and nawe of grantee
if voliume warcants)

Relations with Educational Mstitutions . . . . ¢« o « « »
Ue 8, Bducational Institations . . ¢ v o + o o o &

Ameri'can-»::fp:m sred 3chools sbroad (alphabetically by. .

name of school)

Foreign Unjversities and Other Lducational Institutions
{alphabatisally by name of institution)

mtBT&EEQC_Y R&lations C 2 8 & 0 e ® 6 & 8 e o e e o @

UN Technical Assistance PrOETAN o o o o s o & 6 4 o »

TL-27F {10-1-55)

i §
Di-2
Dl-3

D2
n.


http:In:$tit.ut
http:PROCEl.HS

USIS RECORDS MANAGEMENT HANDBCOK
PART_IIT
Manual of

553.6B-3 : 0rgniutin & Administration

EXCHANGE OF PERSONS PROGRAM (continuwed . , , ... , . . . . »

Orientation and Pre-departure Briefing . . . ¢ ¢ o » o

Reception Centers In U.S. (alphabetically by location
of Center) s B

Census of Returred Grantees s o s o 8 e 0.0 0 8 o 3

Program iffectivensss and Evaluation o @ w e e, e

PRESS AND PUBLICATICNSD T T R T Y
Fast News ' . s 8 & % E W B B K TS B
IPS.originated {(wirsless file, cable, signal) . . .
Locally-originated (USIS, 1ndigénous) e o s o s s

News Letters {labor, yultu;@, gcience; agriculture

etCl() ¥y ¢ X P ¢ & © e @ © e 2 o * o
News Agencies, Press Associations . . . ., . . . .

Pam Mﬁ*§} ® 2 . s s e ° L o
(primarily ty _agae ted swujecfs - Agriculture
t, Atomic Energy, Communism, Economics, Edu-
cat ion Gevernment and Politics, International
Cooperation, Labor and Religion - with the
following categories if volume warrants)

Locally-produced for USIS. ..:i.c o o o o 5 o o « s

USI.S.nperuCed v 0 8 . ® O € & @ o & w4 @ =&
Pilot Models ¥ e G 8 e @ e Sare el @i e

RPC-produced for Post . . « 4 o ¢ o o « 4 o « « »
Produced by Other Posts (samples) . . . . . ., . . .
Produced by Other Countries . . . . 4 ¢ o o & » &

Perjodicals (primarily by svggested subjects - see E2;
with the fcllowing categories if volume warrants)

Lozally-preduced for USIS . , . ", + o 4 o s 5 o o
UBIS-produced . . . . ¢ ¢ ¢.0 o v+ ¢ 0 06 06 6 2 ¢ »

TL-27F (10-1-58)

El-1
E1l-2

El-4
E2

B2-1
E2-2
E2-3
E2-4
E2-5
E2-6

E3
E3-1
E3-2
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PRESS AND PUBLICATIONS (continued) o v ¢ o o o o o o o o
RPC..produced for Post L T S
"Problems of Communism®™ . . ., . . . o & &
Uther SOUXCeS v o o o o 0 o ¢ v s © ¢ o o o

Visuel Malerdal® . ¢ ¢ ¢ o o 6 ¢ w b0 0 ¢ 5
Photographs

Negatives © ¢ 0 06 0 0 9 0 ¥ & & ¥ & © & o @

]
°
e
°
.
©
L
®
.
-
-
.
®
©
®
<

Filmstrips © " ¢ 0 8 0 8 8 s e BB B e s e
Plastic Plates o o o o 03 808 0 80 e 0 e
Plastde MoJAB - o ¢ v s 0 00 c s 0 vk m v 0
Cartoons T T T T
Posters 6 e ¢ 00 e 00 e 0 0 0 0 o
Feabure Maberials .« « o o 6 ¢ 0 o 4 o 6 4w & & »
Features © e 0 6 0o e 2 0 6 v 6009 Lo o o
Magazine Reprints . . o o o o 0 0 v ¢ 0 o o o
Background Kits uuQOOancboow‘ou
Monthly Packets . o o o ¢ o s 5 ¢ o o ¢ o & o
Distribution 18868 o v o o ¢ v e s s 0 0 ¢ 3 ¢ & ©

FaStNeUB e ¢ ® 0 0 9o © e o e & 9 @ @ @

Pamphlets aoo»aoocconooo.".l-nl

Porindlonds 4 o v o0 v s s m v e s m o0
Vional Meberiadh & « o 5 o 69 2.4 5 0 w o 4 i
Feature Materials o o ¢ o o s o s 0 o 0 5 « o o
Technical Equipment & Production Requirements . . .

&pervoon-ooo-cooooooooono

TL-27F (10-1-55)
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PRESS AND PUBLICATIONS ({continued) ., . . . o o

. ° < 2 ° e

Supplies {not administrative) o . « o o ¢ o o o

Maintenance of Lguipment . . . « ¢ o« o o o o o @

Requizitions for Reproduction & Printed Material

Production Schedulss
PROGRAM EFFECTIVERESS ANL EVALUATION . . . . .
RADIO AND TELEVISICN: VOICE OF AMERICA . . . .
Badio Programming o ¢ ¢ o o o o s o &
VOA Packags Programs s 8 5 s o e ®
USIS Lecally fProduced Programs 8
Iocal Relays of VOA . . . . o ¢ o o
Masic . . o ¢ 6 ¢ ¢ ¢ « o ¢ o o & o
Television Progremming . - o « « ¢ o o
VOA Program . . ¢ ¢ o o o o ¢ o o
USIS locally Produced Programs . o .
TMS Films for TVUS® . . . o o o « &

L cal Rad.lc\-“mi ActiVIty O ¢ e ° e © e e

Relsy Base Operations (fiie alphabetically by Base then

e

.

o

o

break down by subject® e.g., frequency clearances,
technical equipment and supplies, etc.)

Mend toring Post Uperatioms (file alphabetically by Post
then break down by subiect* e.g, technical equipment

and supplies, etc.) . . . . . + &
Promotion and Publicity . . .

e L] ° L .

VOA Rudio Programs end Relays . . .

e o e

L] < °

Local Radio Programs . . ¢ o « o « o .

Program Booklets . . . o o ¢« ¢ o o »

Television & &

o L e . . . © ... -] °®

@

e

.

° o e ©

#This broad classification does not exclude the rest of the classi-

o

o

e

Fl

Fl=1
Fl=2
Fl-3
Fl=4
¥2

F2=1
F2-2

F3
Fh4

F5
¥6
Fé=1
Fb6=2
F6-3
Fo-d

fication system where the subjects apply, particularly the A series.
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RADIO AND TEIEVISION: VOICE OF AMERICA (continued) , , , ., .. . F

Technical Equipment a.nd'Supplies (excluding Relay . . . F7
Base and Monitoring operations)

rrogram Effectiveness and Evaluation . . .. .. .. . F8
(hudience mail, c¢lippings, ete,) '

VOA Shortwave Radic Broadcests &Relays ¢ o o o . . . F8=l
USIS Local Radio Programs o . § ¢ « « o 0 o o « o « F8a2
Television ® 6 008 s e 6e 08 s mPseeo s FO=3

HOTIOR PICTUERS & ¢ 4 6 ¢« 6 0 o 6 s v s 2 @ o p o 0 6 o 0 &

Program P e e s s s s e s D e st eBwensoe oo GL
Films B e s h s 00w s e sBaseseesnse s G
By Title D R ¢ -2 |
Shipment ~ Transfer of . . o ¢ ¢« o ¢ ¢ 6 o ¢ s 0 ¢« o G2=2
ROQUestis . . . « ¢ ¢ ¢ 2« v 4 s o o s s ooe s s GR2=3
Disposal - Withdrawals 8% s s e a s m s as v w ek
Rights s 4 s e m s AWM E G F A LS ER s s GAeD
Catalogue ,oeoa..o...,.......o.eG2~6
Distrioution oo s v e e mo st ew e sy s GT
Cirema Housez . . . . . . . A I TR R - .

Technical Equipment and Supplies (mobile vnits ete,) . . G4

Invent!cw .o:-;ce'.-oa-o~ocoooncuca%‘l
Commerical Scurces and Uutlets Eoh e e xhnun s s RS

Program Effectiveness & Evaluation (mail, clippings etcl. G6
Commistﬁeac"t-ion aooooo-acoooao..%-‘l

Public Opinion (protest, criticismete.) . . . . . » G6=2

TL-27F (10-1=55)
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IM'OR)MTION CENTER vaGE o ¢ g o o o -0 ° e o ¢ o ° o . s © @
Requests for and Distribution of Meterials (break dowm. .
by tyre of maieriel requested if subject not pro-
vided énd volume warrants)
USIS Libraries, Information and/or Binational Centers . .
(arrange alphebetically by name of city with
further bresk down if volume warrants
Community Activities (bresek down under lectures, ., . .
discussion greups and play readings if volume
varrants) '

Exhibits and Displays {arrange alphabetically by name . .
of city with further bresk down if volume werrants)

Exhibits prepared at Post o ¢ 0 0 ¢ 0 ¢ ¢ ¢ o ¢ o o &
Exhibits prepsred & Circulated by Washington . . ., . .
Art and Crafts8 o o o o o o o o o 06 ¢ ¢ 0 o 6 6 6 o »
Selepbific o, o o4 0o 000 6 6 0 a8 s e s 0 e o0
MugiG . o o6 ¢ 06 0 ¢ ¢ 06 ¢ ¢ 6 0 0.0 6 006 a e 5 0 o6
T R N T
Recordings o o o c o ¢ ¢ o 0 6 00 o 0 0 6 ¢ s 0 4
Publiched MusiC o o o o 06 o 6 o o 6 © 06 6 o s o & e
BenbaldB o o o s o 4 0 o« 6 0 2 ¢ v a s o & 5 6 o & » %
English Teaching PTOgIral o o o o s o o o o o o« o o o o 5
Ma%terials a.,
Direct,’l’eachingco,.o;,ooau,.o....a
Seminars for National Teachers of English . . « « o ©
English-by~radic and Television ., o o ¢ s ¢« ¢ o ¢ & »
English Certificate Program o o o o s é o ¢ o 0 0 o »

Informational Media Guaranty Frogram . o s o o o o o o

TL-27F (10-1-55)
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INFORMATION CENTER SERVICE (continued) ¢« o + ¢ o ¢ o v ¢ ¢ « o H
Presentation Program . . ¢ ¢ o ¢ o ¢ 4 ¢ ¢ o o o o« . H?
Bock Preseptation . , o ¢ s ¢ 0 9w 0o 4 00 0 00+ H=l
Periodical Subseription Fresentadion ., . . . . . . HI=2
Book Translation Progralm . . . ¢« ¢ » ¢« o « « « « o » 5B
PR A & i sk e ER e e e
Condensations o« o o o 9 o o o 0 0 0 0 s s 2 o o o HE2
Book Fackets b s e 8t B e a e e o oo e B3
Promotional Techniques o o « o ¢ o « « « v « o o « =4
Program Effectiveness and Evaluation . . ., ... . H9
SPECIAL PROJECTS (crossing media lines and not covered by a . J
subject classification) : ‘
Trade Fairs (arrange alphabetically by name of eity . J1

if volume warrants)
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C. Index

A detailed indsx has been provided only as guide in finding the proper classificstion.
The text of the classification listing itself must be carefully examined to determine
its appropriatensas before vhe file symbol is agsigned. All symbols showing am
asterik {*) require referemce to the e]uuﬁ.cutm system in order to determine
complete classification.

SUBJECT | | SYMBOL

Ac@@m‘tiﬂg § o4 8 8 60660 ssesee0o 000 A
Agriculture,
pamphle B8 i 5 0 6.9 9 06 0 60 866 e a0 0 E2*
pe?i@dicaiﬁ © ¢ 0 o v &6 © 8 O & & v & & o O EB“
Aree objectives and p]-m ¢ 5 60 0098 00 o MAl=l
OxXhibits o o 4 o ¢ 0 s 6 o 2 ¢ 5 6 0% @ o @ 33 ‘3
pamphletB. ¢ 2 + o 0 o 6 0 006 06 6 0 0 & « o E2%

per 10836838, i o s o 0 2 vim e w s w e e @ 33’
Atomic Energy, :

exhibils o ¢« 5 ¢« 5 6 ¢ o 0 6 e b s e 0 e HB"&

pmpk&eth 6 9 ¢ ¢ G € ¢ @ ¢ 0 O €& 0 & 6 ©° O E2%

pex Jodi0alB. o s o o 0o b 0 66 e 0 0 e s 6 ¥ 33'
Binational Centers « « « ¢ ¢ 6 ¢ o 2 ¢ ¢ 06 0 o & H2#
Books, . : - -

m@sent&tion Program o ¢ ¢ o ¢ ¢ o o © 0o © o H7#*

transliation Progra® ¢ o o s o o 6 o © © © o H8*
Budge& “ e ¥ 1 @ ¥ WD € 6 0 6 @ © 9 & 0 O & & © ‘5*
Building m&intemee ¢ o000 000c¢o0ooo0coc Al=2
Cable ,

C @mmmi@atiom 9 © 0o © © 0 0 @ O O 6 b © b © ‘74

news (m) 6 @006 0060000006000 o Bl
cwf’t@@ﬁ@ e & ©® a4 © o 0o 0 6 o0 O 0 e o0 6 © o o 6 ©° M
Cemm?ship « © 0 ¢ 6 & 0 ¢ 6 0 0 6 6 0 6 0 0 & © Bl
ciﬂem HWSQSO 9 © © w © 0 & $ O & 0.0.0 0 0 O © 33
Committeds . + o « o & o o ls -o,“ & o 0 0 b.0.a O .0 A9‘
Communications . . o+ - ¢ o 0 9. 0 o o b o ¢ 6 @ 'o 37-4 '
Communism ‘ _ :

motion picture reactiol. o o o o o.v s s s « G6=1

pamphle ©8e v ¢ ¢ v« 2 0 & 0 » o 0 0 u 0o o & E2%

PBI‘i@di@al@ °© ¢ 6 8 ¢ ¢ © © © © © ¢ © @ o E3%
Community programs,

activities of Libraries and Centers. . . . . H2=1%

par@icipati@n Programs (Im) 5 @ @ 3 © 6 o o (erk
C@n@@rt@ s 5 & o ¢ 0 ¢ s 66 6 0 o aa s e o s o H=l
Condensation®. . o« « ¢ » s ¢ © 0 ¢ o 0 ¢ o o« s o HB=R
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SUBJECT SYMBOL

wmﬂceﬂopcoc-oacooooooooo. A9’
contm@t@.eoae ¢ » 0o 6 0 ©6 © 0 0 o A6

Copyright clearsnces \except motion pictms) ° B3
cmtry pl&m o 06600006060 0e60a0s o000 A=}
Crafte = exhibits . o ¢ @ 0 0o ® 5 0 0 © 6 © O o 33"'3
DUItolB 2 o « ¢ 6 0 0o w0 & o b U # ©c 0o 0 0o ¢ o B2
Discussion GEOUPE o 5 0 ¢ ¢ ¢ o 06 6 0 0 0 & @ & H2=1%
Dispm\i o Q L= [~] o < L] 2 o (<] o 2 o (-] o L < Q [+3 aa’
Disposal, : :
TR 5 5 6 o 5 o s 5 8 5 8 8 B & o o 0 o o GRumi
V m@m’d@ <] < o @ [+ o (] - o] o (-] 2 Q ] 2 o o A?%
Distribwtion lists, 2 ¢ 0 6 ¢ 0 0 0 ¢ 6 6 9 o o E6*

book translations e 3 5 ¢ 6 0 5 @ 0 i Hsel

fihs 1T 0 0 8 @ & € ¢ 2 & 0 0D @ 0 6 4 0 © © 62='7
Feonomics ,

i‘.‘i&t‘.}?ﬂ%*@ 9 ¢ 4 & © 0 6 & o @ 0 0 0 6 & o E2*%

p@fi@di@&l@ O @ © ¢ 0 &6 ¢ 6 @0 0o 0 o e 231"

»
3]
o
2

e o @ ‘

Edueation, .
Englizh teaching prograli. o o o ¢ o o ¢ o o HS#
W@ﬁl@“‘ c & 6 & 6 O 0 00 ¢ 0 € 0 v 06 a ¢ B2#
p@ﬁ‘iﬁdim@ © ¢ 0 0 0 0 0 0 6 0 6 06 5.6 0 0 E3*
studsnt OMO © ® 00 ©°© 0 0C 0 0 @ 6 0 ¢ Di#
university participation. o « o « o 2 ¢ o « C1¥

Effectiveness - programs,
sxchange of PErSCHS o « ¢« =« 5 2 0 o = o D7
I:afamitiom Conter SeEvicEe o o « 0 o 0 o o Ho
motion px@tm@@@ © 6 0 b ¢ 6 © & 0 & 0 B & © %*
overall p&‘@@? &E & ¢ © 9 A o & 0 & 0 4 @ 02 n=3
radio and televisiom. € 5 6 0 o o © 0 © 0 @ g%
m@asraneam 00 ea0ceo00coewe BBY
Eﬁg&i@h ’b@a‘?%hiﬁlg F?} @gf mo ¢ ¢ O & @ 0 6 4 @ 2 e Hs”
Entertainment,
official. « o ¢ o ¢ 0o ® @ 2 @ © @ 0 © 8 o @ A2%
Pﬁs't:‘fcﬁ' CEa 4 s o6 6 5 6.4 6 o o9 8 o @ D=
Equipment and supplies, .
adBinistrativ@. o o ¢ o o 0 o o o0 oes oo Al=l
?ﬂ@@hﬁll‘.&rvml_—.
mobion plotureSs « « o » 6 06 0 0 0 o o Glb*
prees and publication® , ¢ o 0 o o o o
redio and television . . , o o Fhy5 & 7’

o
a

i
Evalustion - programs {see E.fe@tivemss = prognna)

Exchangs of persons progra® ¢ » ¢ o o o » o o

Bxhibits. . . . . - © 6 ¢ 2 6 6 6 © 0 9 © © © HB*
Faix‘@; trad®e 2 2 < + s o o ¢ 6 6 © 0 06 6 6 © J1*
FQQ%W@ materdal. . . » ¢ ¢ © 6 ¢ 0 06 0 € © ES®

distributicn I:LSt»@c o 06 59 0 6 0 0 0 6 @& & © Eé’s
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SUBJECT

'im;g © 0 ® 00 0 © 6 6 2 & 0 2 3 3 © @ 0

TYLIINB, ¢« ¢ ¢ 6 ¢ 0 00606 2.9 0 9.0 0
Fimﬁflm o T e e B e T8 e @ e e
Pinance . P @ » @ & a2 & o o
Global Objwti“ﬁ ﬁﬁ. pm ¢ © o @ 6 @ O o
Goverement and p@hticc ‘

Mhle‘&gi 2 0 & o ¢ ¢ ¢ 6 @ ¢ ¢ >

periodicﬂﬁ e 0 0 e an o e 0 ® 6 o o
Crantees, exchange of person® . - c - o o -
Grants (filcal) o % ¢ @ @ O B 0o 6 o o

Industrial.

fms ® 3 % @ 7 ¢ @ 0 ¢ O ¢ 6 O v & 0 @ ¢

participation progrem « o o « o < © o o

Informstion,
Ceaters - o o o s« =~ o o o« e
- policy guidance (Megmd@s) S o
Informational wedia gueramiee p@@gfg_mi AR
Internationsal,
conferenced and committees. o o o o » <« o
cooperation,
mﬁmi@ﬁ?&*bi‘f@‘m o 0 © ¢ 3 2 % @& o B
pemphlei®, o ¢ o « « o 5 ¢ ¢ 2 o 3 o
periodicals. . . < : o c 00 0 3 @ @

Inventory,;

administrative suppliss and equipment . . .

motion pictures technical @qmgmemt -
ntsp h@k@w@d {AﬂSJ @ 0 © O O 0 w > G
Labor ,

pamphlets . 4o < o 0 o ¢ 0 06 8 5 c 0 e o @

3 mmj@ﬂls @ ® & © 5 ©0 & € © 0 6 " &
mtmarrﬁw;-aa@woea-r;:‘zvaﬂ:re"v@
legal,
sdministrative services . . . o « + - o
restrictions. o o ¢« ¢ o o ¢ 6 o o «
"~ Libraries,
foreign o ¢ « ¢ o o o «

()
]
o
Q

2 ] (9 o o Q o o <
QBISJQOv.’-‘Iecnoavnuoane
Magazine reprints . - + « 2 ¢ ¢« 0 «c 0 o o o
Meetings. 8 ALEuE B s 0
Bonitoring Post Opem{tion& ¢ W e e
Music . « + « B SR e VS D 8
radic PROETBWB: » o ¢ o @ ¢ » e o e
kmgﬂtivsa f B 2 @ e e 86 0 6 D @ o @ 'n
kwa f‘.‘t’ * ) o w () “ - o o Q o .C\ L3 o L) =]
d.kstributmm lists. . . , P e

Orientation & pre-departure hriefmg (IF\)
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SUBJECT

- Packets,

book translation . . .
monthly (IPS). . & . .
PamphletSe « ¢« ¢« o « « « »
distribution lists . .
PerformancesS,e o o« « » o« &

rights (except motion pictures)

-

-

-

® & »

rights - motion pictures . . .
Pexriodioals,; « « ¢« s o o o s o o o
distribution lists . . . .
subscription presentation.
Personnels o o o« ¢« o « & &
Persons, exchange of . . .

Photographs. . . .
Pilot models . . .
Plastic,
molds. . o
plates . . .
Play readings. «
Policy guidance.
Politics,
pamphlets. . .
periodicals. .
Posterse « « « «
Press associations
Projects, special.
Publiec Relations .
Radio, o« « « o o &

L] ? ® »

£y s @ LI

-----------

5 @ » ®

L - L] - L] bl

L] L] L] ?

» » » » L] . ® L » * . s ? 2

---------

--------

English teaching program
Reception Centers (U.S.) . .
Rocordings « s s w s s 2 & o
Recordse ¢« o« o ¢ ¢ o ¢ o« o »
Regional Production Centers,
Relay BasSeBe o o o« o o ¢ o o

Religion,

pamphlets. « o » o « o &
periodicals. « o ¢ o o
Rentals - musical. . « « « «

Reports,

s L ] ® L » » L ] » E L » » L] L ]

. ® L] ]

administrative or general program,

media file under media subject

Restrictions,
foreign

° . - L d - - L] L Ld L - . L

motion piCtuI'aS. ® ¢« 6 w & °© @ o =
United States. . Ll L . . o “ - - o

] 2 ® L » ® ® » » L] L] L] » .

L T T}

SYMBOL

H8-3
E5=4
E2%
E6~-2
D#

G2-5

E3%
E6-3
H7=2

E4=-1
E2-3

» > » L ] L] » L] * > * » » Ll »
? . * - s » £l » L ° ° » ° E
*® % % & » 3 % 3 B B F O 9 9

Ef-5
El~4,
HR-1%
Al-2

E2%
E3*
E4~T7
El-4

*
2

®

T
H5-4
D5%*
H4=2
A7-4
st
IYAL

e L] * * - ® * 3 . * L] L] L

. . ° -« . * T » ]

- . L E3 *
Hb~4

o ® e B*
GR~5
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SUBJECT | STMBOL
Rights,
motion picture S e« 2 ¢ 0o 6 o ¢ 06 9 a o 0 0 o G2-5
perf OIMANCE o ¢ & @« o o « o o o & o ¢ & » o B4
Sciencs,

diﬂmmtimoru“ri&ln.-o.oooc

e:chibits--..o.o..
Security and Loyalty. « « « «
Shipment,

FiIlms o« o ¢ o o o »

A

H3-4

<

GR-2

household effects p ® e e o 0 0 a0 0 e s A7-3
TOCOTAS o o ¢« v 6 6. 46 6 0 0 0606 06 a4 0 0 0 ‘7"4
Signal s NEewWS (ES). L & © 8 & ¢ 8 @ @ 0 o @ a El-1
meonaooacc o».‘a.‘oooooov A7-2
Supplies - see equipmnt '
TariClle v 0. 9° 60 o a ¥ 06 0606 ¢ e.0008 ¢ a a9 e B2
Tmtion. @ @ ® 0 @ © ¢ @ 0 6 6 @ o 9 & e o @ O B2
Televisione « ¢« o o o o o PP T R DU e 2
EngliSh teaching Prom ®a ® o 6 ¢ o ® ¢ @ 35"4
Trade fair8 o o o ¢ ¢ ¢ s ¢ 2 6 ¢« s ¢ s o » o o J1¥
- Tranglation PrOogralll « o o« ¢ @« @« a o & @ PR HB#*
mwlo e @ 9 8 ® © s 0 & @ ‘-\‘ ® » 5 e ®» & © ® @ 57"3
United Nations technical assistance (IES) . . . D3
University participation program. « « « ¢ « o o 1
Visits to posts, o
OfficiBle ¢« ¢ ©« ¢ ¢ ¢ 2 ¢ ¢ ¢ ¢ ¢ 0.0 0 0 @ A2
performers (singers, bands, etce) « o« o o o  D¥
Visual materials. « « « o ¢ » e o 0 o = @ @ 0 o E4®
distribution 113'1‘:8. ® 9 ® o ¢ % g ® B o e & 36"4
m’ NEBWSe ¢ ¢ ¢ ¢ ¢ 2 2 # ¢ » » © ©« » » © El-1
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