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Do not attempt to install the new file system solely on the basis of this conversion
table. Study carefully the entire new Records Classification Handbook to acquire a
thorough understanding of its arrangement, special features, and subject matter

coverage.

Before determining the proper file designations for papers to be classified

under the new system, check the index and review the appropriate file outlines in the
new Records Classificetion Handbook. Use this conversion table only as a. guide in
making the installation.

CONVERSION TABLE

OLD SUBJECT ULASSIFICATION NEW SUBJECT CLASSIFICATION
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A/C

A/ES

A/ES 1
A/ES 2
A/ES 3
A/ES 4
A/ES s
A/ES 6

A/L

Administrative Support (general).................o-....o.o..............ORG h

Budget and Finance
collntml mdget..‘....’..'.".......'.......‘.'........o........'....‘m7
Financial Plan........o-..o...o.........‘.....o..oo.................EUD 15
Accounting......-.o............-..:o.....o...o..-...........o.......;..ACC
Auditing...................o.o.q.............-...o.........-.FMGT 11,12 13
Representation......o.-.-.....-..o-o-.--.............................ACC 8
Administrative Support......--oo.o.......oo.....-........-...........BUD h
mndins.'...Q.O...........'._...'..'...........‘............'......‘.'MT 9
Reports......a....rq.................s...--..........eACC 2, BUD 2, FMGT 2

mildings e Grourld.sooonc.OOOOCOOQO0‘000;....0000.0...00llooo.'ocooooo.-otoom
Smce.uo-ocooototo.o.o.-oooc0l0oo.o.ooco.i.oo.o.a...o.oo.t'o..--oquoBGll
mintemnceoo-ooo.loonloo.ocoo’.o--.ooc.o&o.,oloolcloooolo.naoolooacom lO
Utilities - SewiceS.onooocnnco-o-.-ptcooocoooo.no-o*o{ocoooooo-c-oom lO-l

Housing.o-aooo.olouo-0.0000’.-o.‘oonQooo-ocooooouoOOOOOOQOOQOUBG' 6,8,10,11
Assiment Of Staff HOUSingo-QOQOOOOCOIQOOQolooc'.nu.oono-oooQ.PE:R 15"'12

Communications and RQCOrdB---o-.oob-o,-.-.ooooo-.-ooonoonooo.oocooooooo.co-CR
Teleyaph - Ca-ble - Wireless......-.-.--eoo......-................-...CR 7
Mail, Pouch and Courier Service..-...............................-....CR 3
SEAORIEIN BIEVESE s o« povaieran oEEIRER SN S EEN S wekms i s e anninll Sell
Telephones..........................-...............-.................Cq 8
Records....................-..............-...........«......CR lO thru 15
Correspondence StandardsS..ccocsescos ..................................CR 18

Contracts (general) .ceeeesssessssosssessssss(Use appropriate subject outline)
Audit, of"....".......'.........".l'.'.’.l".‘...'...."...'.ll'MéT ll-j
Hoc’:rement.‘. PP VB OO PPN PPN PR EO PPN APRLN NN PIIEIR TN INIOT TS ...ES 6-3

Equipment and SupplieB (administrative)....oo........-.-oo-.....-..........ES
Procurement.ccseessccseceovreccsiocsooccscssossocossossncssiossennsessaesd 6
Maintenance and Preservation...cccececscasecsssccssasssoccaccscocssosES 10
Property Accountability & Control.scecececsssececcecsvscssoerccossscssBS T
Lwn-mchange'.............’.............’...".'....;......;..'..ES 7-3
Disposition....".'......"...'_..................‘.."........"...ES 12-2
Logs = Theft = Dam&ge..........................................-....ES T-h

Legal (general).............-....--..-..............-o-..-................LEG
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A/M

A/ORG
A/ORG 1-1
A/ORG 1-2

A/ORG 2-1
A/ORG 2-1
A/ORG 2-1
A/ORG 2-1

A/ORG 2-1

A/ORG 2-1
A/ORG 2-2
A/ORG 2-2
A/ORG 2-2
A/ORG 2-3

A/ORG 2-4
A/ORG 2-5
A/ORG 2-6
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Meetings

Ad.ministrative officers..l...‘Oll.......0'....'.............l‘...‘ORG 3-1
Chiefs Of Missionl..lIQOOll....'.'.!.-.....OQDI..'DCQOOOOIOQOQOCCOOORG 3"2
PI'iDCipﬁ.l officers.'ltcno‘.Qt-?l.loocl'....‘otooovo...0..0-...--ocoRG 3-2

staff.oah'oooo.l..-‘nl'nuoto.-no-ao.l..o.o.!‘.ooocoloooonoooootoooooRG 3"3

Or@nization - mmgementn.n..ooulnt....ool..n.-oooooQ....ooon.ao-.o.oloRG l

Agency-Functions-Operations (general).eeeeveveessss...ORG 8 (agency name)
Agency Issuances
As Issuance System...............................................CR 19
Regulations on speeific subject.ee..es.es....(Use appropriate subject)
Manusl of Operations & Administration (distribution)....e.eee....FSV 6
Meld Cirenlors (distribution)sssesesssvevansssarsssssnsnssssonss NIV 6
Field Establ.-Functions-Operations (general)....ee......0RG 8 (post name)
or@nization Cllarts..ll.l..o...'l.l’.'...........'O....'.O.‘.,.Q. 0RG8
Staffing‘Pattern.....................-...........................PER’-I»
Personnel Cei_ling.o...o................................-........BUD 16
Briefings (on post organization).eececsecesscscccsessscsssscscsssORG 1
Delegations of Authority.ccccecccccecessoscecssccssccescoscseceneesORG 5
Xosvances (Looal Y vissssssassiondamnssms oossees s eeis v daspiss RG22
Administrative Instructions..cc.eoeesssesccascecoccocasoscaceees s ORG 12
Dllty Roster.lt.hii.. ..000.l.....l.l...t.......lIOCCOOOODOIOOOOICORG6
Inspections & Inspection RePOrtSeeececeessecos.(Use appropriate subject)
AMInistrative (genera'l)i‘.‘.0....'0'........l.lll'l’.l.l....oRG ll
FoSe Inspection CorpSscecccassisscsscesnssensesosasasssisavecess ORG 1L
Internal Audit (finencial).icecossinssssnsssisisredueisrses JHE AL
Security SUrVeYBesceccstessscscsocscsssssssasscsassossssssssse Y 202
Field Estab.-Sub Post AdministratioNeeeessssssececsssssssesssORG 1,0RG 8
Field Estab.-Other USIS Posts (genera.l).......................ORG 1,0RG 8
Field Estab.-~Visitors - Tours
Agency Officials to Field.l..00'.'0.......l.‘....."..ll..l.‘....ORG7
Congress, Members of (CODELS).........-........-..-..............LEG 7
Travel Arrangemen‘ts.-......................u......................TRV
VLBLES vv soicosivn s 665 4550k é o o funumansdos s 4o s dLUBS-PDEOTSIES ‘subject)
Field Estab. =~0fficial Entertainment
Allow&nces................................-u-...............aPER 11-8

Personnel

Case File -alphabetical by name, American Personnel............PER (name)
Case File -alphabetical by name, Foreign NationalS...eseee.....PER (name)
Employment..ccvecececvssoncsssascsessscassssosssanssssascasssessssses PER 13
Foreign Service Career Progrél...vsecescsvesscscscssscsssssecsssssvssss PER 9
Classification-c.........!IO‘.'!QO.IQ.'..l......'..;.l“l.i...".Il.'mR 18
Salaries - Wages.. .PER 11
Health.l!"ll‘.."-'0‘..Ql..!...'.‘l.’.....l.'...'ll'....lll..l.!l.PER lh
ReportS.cocisescecstcesusonsscisrosvesnnepsssecssbvenyessqgsnsnns e++..PER 2
Performance....................‘..--.......-........................PER 10
...PER 8
Training............-......o.-.-.-......-.......-........--.-.......PER 9
Employee Relations & Activities
Awards-Citations-Commendations-Suggestions..c.eeeeeeeeeeeseeeseses .FER 6
Campaigns~Drives~Blood DONOrSesceesecsvessssesssscasscesssevsess PFER 15=1

l.l".t..'.l. --------- LRI R R RN B N I A BN A S NN )

Ieave'ocgo.---....--'-.--..;..-........-...........-.-...........
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Commissary ServiceS.cecesacccanssocsssosscscsscscsscscssesesss PER 152
Credit Union--............-_-......................-.......-.-.PER 15-5
Grievances (other than 8ppeals)..ceceesssssscsscesssssssnsssss PFER 158
POlitic&l Activitiea-.‘...-..........................-...-....PER ls-lh
Recreation (includes ClubS).seeseseseesessecsassescsssesssssss PFER 15-15

Public RelationBecceccgececoconccssssososssrssoscsssscsassssssscsnssvssassss PR
Speeches - StatementS.ceceececscesvcessessocecessesrsnnssncscscanssss PR 12
Press ReleasSeS.eesesstosssssevssesssssssessssssssenscsssssssvssesse PR 112
Press ConferenteB..cscecesssscsssosorcsvsssscesesssrssaessesicsgeosssFR 11m3

gacuvity (@Enerel).sessossstsnnsrvnonisnasissneissnsnnbosydhssnsvesnis ooy
Policy = Regulations « ProceduresS...ccsvececececsssssessscssescsssssedy O
mrsonnell.l.'ﬂ»ﬂ.....".l"..'...'l......l.....l.'.'.l'.."'....."..I...PER 16
mildings—Equimen‘t'..'.'.."....."..l.....;.ﬂ'....'l‘...II“...A.’lm 16
Violations
Regulations, Procedures, Reports (general)....eceessevesescasesss.5Y 8
InvestigationS.cesesvsoescsocsssssscsessarssss PFER 16 (employee folder)
classifilcation........'....'.‘......,.'..........‘.........v......C.CR 16-3

havel and h‘ansportation.'.........‘..I.....'..".‘..’...‘....ll..'.......ml
Storage Household Goods, Personal Effects (general).........fr.....TRV 14

VehicleB . eseessspocannsssasnrasssesssoosonsssrsssesssssesesosansnassoseses VI
Assignment, . eoceeseceosecssccarsccascceleinosisossosnncnsesastsasssnas .VEH 11
Motor PoOlecoscceseosassccsnss S e aaeieam e e s e e s e deeesnee s neeee s VLR 12
Repairs & Meintenance..eccecescscesssoccscoscsssessescessesssnscseseVEH 10
T R WS S SR SRPRTIE Yo GULE S RN SR - . of -
P18PpOB8leccsssracsccscssescscssainanncoassnsssassisssasccsesssosaseesVEH 15
InventoryQOOOI.l.llll...0.'..'.Q..O....l".ll.l..l...l...l.ll....l'Es 7-2
Jdentificationecceocccsasosinevssssansassssssscsrissssccsnsessscsencees VEH 9
RepOrtS..ceescssssassscescscasosssssncebosesnssosessscsossatonnosssosess VBH 2
L A o ¥ T CPUPRCT SRR AP TSI . &
License

Driversecccsscesescssss SR B AR WA G AR RIS S E S S EE e e b aee VI, L1l
Plates. ------ LU TR N IR BRI N R B I N B B N R N N A I R N OVEH ll"s
INBUrANCeesesscscoasccscsssrsssssscccassrsosnssssoessssasnssossencassVEH T
Permits (opernors? )ecovecvespeineinssseasovesassvossvisesssda-VEE 116

Peoian. LEETIraNYe e v oves oo ovan s vy s us e 5 58 s vEREIRE S O RISV S5 RS INF
Program DirectioN.sssseosenssassiviaanenanseshessoessassssssios PR i e
cou.ntry Plans........-.-.....-o..-...............-.....-.......-INF 1-2
Global Area Objectives and PlanS...c..cesveeecccccsscssee INF 1=l or 1=-2
Policy Guidance.........‘...'......OC.'."l"l.'.‘.....l....C'CINF l-l
Implementation of Pla.ns.-.a.-..-.o--.w..........-.......-.......-INF 1-2
Program Effectiveness and Evaluation..ccecocscesccsvcccoccosee s INF 1a3

Restrictions on USIS Activities.....-...-..-......................-.-INF 6"1

COOpera.tive RelationsS.ssseceeesscecesscococesttcocscscsscsccsencsncccse s INF 1
Federal Government Agencies = BoBYAScevesssencocoscsccovocoscascecselNF 1
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‘Committees and Conferences..........o.-.............-.....,.INF lor 3
Foreign Governments................-..............;.........INF 1l or 3
International Organizations..............-.-.......-.-o.....IPF lor3
Private OrganizatiOHS--coooa0.sotoocoooooaooooooocooooooooooINF 1l or L

Rﬂports (general)......o........-..............-..............o.....INF 2
USIS Reports Calendar..............-........................,....INF 2
Country Assessmentuo.oo-.‘Itouool..vo....c-oc.o..l.o.oooocoo-oom 2-1
TIE (TeChnical Information Exchange)........g......-...........INF l-1

Research and Analy5154ooo;ocopooooooooooocooooooooooo-oopooo.coooomOINF 9

Private Cboperation Program-aoooonooonooo.-.ooooocoo-ooo.-ooocoooooCUL lT
'Uhiversity Affiliation Program.....-........‘.................EDX 23-1
Community Affiliation Progrems.cccceccecccsecessssscossssssscesCUL 1T=2
Industrial and Business PhrtiCipation...............-.o.......CUL l7°3
PEOple-to-People Progrum...............................o-.-...CUL 17-1

Educational and Cultural Exchange Program.:.sscsceccsesssessorccssscosss DX

Program (general)..o..oo......................-..................EDX 1
(Use eppropriate program subjects)

Relations with Educational Institutions.......-..................EDX 3
UeSe Educational InstitutionSecesesceccesssceccssoccscccscsnccssEDX 3
American Sponsored Schools AbroadescecsecccccsssccssssssescoseseobDX 3
Foreign Universities & Other Educational Institutions.seee....EDX 3

Cooperative RelationSecececssscecosecesscscescessseccscssssssssses DX 3
Federal Government Agencies = BoardS..ceeececcecescccccesBDX 1 Or 3
CommitteesSeecescsoecosseoscssscasscssnscsocsososcscnssssssasoseseeDX 3
International Organizations.o.................................EDX 3
Private Organizations..................-......o...............EDX 3

F‘inance......'..‘..........-...‘........'.............'.‘...m; EDX 31

Orientation = Briefing - Training..........................-..EDX 28-1

Reception Centers (U.Sa)-...o.......-..................oo.....EDX 28-3

Returned GranteesSe.ccceevcesscevessssosscososscsssssasossoosesss BDX 29
Evaluation (reports)............-....................Grantee folder
Periodical SubscriptionSceccsccscccsccccocscsccesscccsessss s BDX 29-h
Activities.ecscovcsosecevsecscrsoscsvossscsscecncnssccccaceceesBDX 29

Reports...'..I‘.’..........‘........’........'.'.'.......Q.......EDX 2
Program Effectiveness & EvaluatioONeeececsecscscccccecocccsss o BDX 2=l

Educational Exchange-Cultural Activities of Fareign Govt's.:EDX~(Country)

Press and PublicationSesecrevecsssscsecosvosvosccassssisossssssoscveses PPB
Fb'st Iqews“...."c‘........".......................‘..........PPB 9-1
IPS-originated.................-.....-...-.........PPB 9-1-(Source)
Locally-originated.............o.-.....-.....-..-..PPB 9-1-(Source)
News Letters.....-.-......-........--.-.....................PPB 9-2
News Agencies ~ Press AssoclationSceccesesevesceccosccsecsossPPB 9-h
Local PreSBuo.u--oo-o--ononu.unnﬁﬁﬂommoﬂooooPPB 9-(Country or City)
mphl-etsl....‘....'.l"........‘...........Q‘.‘...........'..PPB lo-l
Locally-produced for USIS, .e..
USIS=produced o
PLLot Nodels, .. e1esemrmssns BEG 10
RSC-produced'%o;.iost.:... o ndicate title and/or source on label
Produced by other PostsS...eeee
Produced by other Countries...
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Periodicals PPB 1C=2
Locally - produced for USIS.....e}
USIS - produced-............-....
RSC = produced for Post..........
"problems of Communism”....cceco.
Other SOUrCeSc.cecscesssssssnsccscs

Visu-al mterialsll..'...ll'.l.0..l.l.......ll..'.l.l‘......b.ll..l.PPB ll
Photosraphs-..........-.............................-.........PPB 1l=-1
Ne@:tives...'."'....‘l'l..llll...I..Ill..l.....'..’.'.... QIDPPB ll-l
Filmstrips......,................a
Plastic PlateS.ccesciceccascccccns
Plastic MoldS.cceocoscosesscccocns
CartoONBeccsccesassscesascsnsssnsas
POSTErS.cccsescosscosasscassasnnnsl PPB 11
Picture Stories...................Subdivide by type if volume warrants

Feature Material.....................
PeaturesSeccsccsccssssssssccccnsose
Magezine ReprintS.cecesccscecescoes
Background KitsS..scococeocscoccnsse
Monthly PacketsS.....ecevevccaciany

Distribution Lists
Fh-st News..tliicI..l.'.O0.00.....‘..‘0.‘....0.".0..'...‘.0.0-...PPB 9'1
Pbmphlets..............................-......................PPB 10=1
Periodicals.ao-n-ooo.o-ono‘onoo--o-otu.o.-ooovooo.ooo.olooooo-PPB 10‘2
VABuAd MACEPIATE 5.5 0006 v somiemmebieseies e o ssis Laeimietetossess PEPB L
Feature Materials...............................................PPB ll

Equipment - Supplies = Production (technicfl).e.ccceesesesoccccssss.PPB 8
Paper .c--.o-.oo.ooooc.coo-.o-.o-oo.u.o.-ocooao--n-o.-ooooto-.oPPB 8-2
Supplies.............l......'l........'..l..I...'.ll'..l.l..!..PPB 8-2
Equipment = MaintenancCeeeesessececccoscsscocosscesscscsssssesss PPB 8=1
R TEIOBE s 0 6.0 2 5.6 555 655 55 LRUBRIFASHA S SEAT 68 F5 655 SEwY soisweensPED. Sl
Produetion Schediilessisissssssisssnsviinsssvssssssashoewesesees PR 845
TOVEOLORYs 0560553 4 85 68 65 5 Lavhesensiessawnsessees S veeeessieeves PEB 543

Program Effectiveness and EvaluationN..cccecssececsvsccccoscoscceses PPB 1=l

Reports..Ol..l.ltcintoliiolt.ll.......I..Q.ll....t.‘.ll.‘...‘QQQOQOCPPB 2

PPB 10-2
ndicate title and/or source on label

huol...l....‘.l."..........'.l..'-...'...'...'. ............'.........m
Programming.................-......................................RAD 12
VQA Pack&ge Programs-.ooooooooonnooo--oooo-woo-oco'ono-.o..-o.RAD 12‘1
USIS Locally = produced ProgramS.ecceccesscoscsscceacccsosssss s RAD 12«2
Local Relays of VOA.............-...---.-..............-..... RAD 12-3
MuSic.............-....-o-..--..-......-..............-.-.....RAD 12“6
Local Radio ACtiVity.--o-c-oco--o-c esescececncessRAD 6 or RAD (COuntry)
Relay Station omrations‘........‘..’...............‘......'...“I.RAD lS
Monitoring Post OperationS.cccccccccccsssesscossssscscnsossssseses s RAD 16
Promotion and PublicitycsesssceosvssssssvesesnssessssesssevsessssssAD 4L
VOA Radio Programs and Relays.......-.........-...-...........-.RAD 1l
mcal mdio h‘o@’m..'....I.'...'.........'.......l..........‘.RADll
h‘ogm moklets.'.'.‘...........'..‘.............‘.....‘..'...-m]—]—
Equipment and Supplies (technical)....eccececcecscosscascessocessss RAD 10
Inventory............-........--.........--........-..-.......RAD 10-1
Equipment‘.'I'.I...'.'...'.l.'l....'..'.‘................’...l'mD 10-2
Supplies..........-..c-.........-.-.--....-...................RAD 10-3
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Program Effectiveness and Evaluation.eeccecccceccocccsecesceceneessRAD 1=l
VOA Shortwave Radio Broadcests and RelByS...scseceeecssscscese RAD 1=l
USIS Local Radio ProgramsS.ecssccescscccessscscsssessssssasasssss RAD 1=l

Reports 0.0.0."00...0'l'....l......‘ll..l..lt.l‘lll....".o.l‘.l...RAD 2

Space Radio TransmissioN..c.ccecsecsssscecesssscvsacscessossssoessssTEL 6

MO‘tiion Pictul‘es-..-..--.-.-...-.--..-.......-..,....-.........‘...-...'...a..MP
3 n‘og&m..".Q’..l.......'..‘.........l.I..........‘......;..‘.O.C.QOQWl
Fi]ms‘......... ‘....I.I......‘...... .......'-.....'........"......MP

BY TALLE: s os dvenssrantnsasasansaves spvivnane poeysasaissvssP Oultitln)
Shiment..'."......'....'....'..‘.....'..'.................O..w 13-2
Requests tO Agency.ooo‘.onooooool.-nocct-.n.aooooo-ooooo..o.-aom 13-2
Dispos&l - Withdrawal =- S&le.,.o....o.--‘......-.......-o......,-MP .1.3 3
' Rights....-......-..uo..-........o..............................MP 1-5
censorship....'.......li....I..........'..........'...........;'lm lh
Cata.log..........................-..............................MP 9'1
Distribution e Loan-.....................-.........-.............MP 12
USIS - Locally-produced................-..-.........-..........I\ﬂ’ 16
Purchas€..eco. 6610701070018 0 MR 61 B Y 8,00 8 8 S5 8006 BibiE0 6 6000 e s es sueE 13-1
Mobile Units = Scheduling and Operation.......................... . MP lT
Equipment - Supplies (technical)eeeeceesceescececscacecssasesscesss MP 10
Inventoryooon-ooo-o..o-o--oon-nnoo.o-..-o.cn.oc.o.o.otuoo-ouo-om 10'1
Mobile Units.'ﬁ......‘....‘........"......‘........Q.'...‘...'.Im 17
Film muiment...'...l...‘......‘.....‘....l...‘......."'.....MP 10-2
Supplies......................-............... cosdstssevviesesesME 10-3
Commercial Sources -Outlets.........................................MP6
Program Effectiveness and EvaluatioNescesesccocccccoscccsocccocosss s MP 1=l
Communist Reaction..cccvocecescecscccsonecsscscssccossacsescccsss MP 1=l
Public Opinion..................‘..............-............-....MP l1-1
Film Festivals.............................-.........................MP8
RePOrtSecsccersssessesccceososcsscosnscsscsssesosssncscsssoscssncccsas MP 2

Cultural PrograMesccsssscssssccccssssesssosasassssscsssessssansosssscsessesCUl
RequeStB - Distribution Of mteri&ls-o-oo..o.o..ooaco.oo-oono.-o.u-ocIJL 9
USIS Libraries - Information Centers..ccceceeceeeececceascsssasens..CUL 11

Community Activities.ececececscosveccrcsoscccrssscosnsssnsrcessesesCUL 12
Binational Centers.escccsccsoscscscscccsccossssssssscsscscsssnsesessCUL 11
Foreign Libraries - Information Centers.e.Reading RoomS.e.esseeees CUL 11
Exhibits « DIoploayBeesseovnns s nsssrsssnssaesessRessevassssevesssvisOUAS

Progra.m......................-.........................-.......CUL 8-1

Washinghon. Prodiieei. vawesmns s s s pivssnnpenarsneme s s sssnssesssssssns

USIS produced.cecccsscsccsoscosussososcssssccssascsccsoscscncsssoscssssnsss

Equipment and Supplies.(technical)eeeeeeceeeeesseeccsssoessses.CUL 8=k
Music Program..... D 70 e RPN PRI (R |

Concerts and Performing ArtiStS.escecvesssssessscsccscccsasees CUL 14=5

RecordingssvvesnessarvavinaissassssaivesivesesosdsosssassesessCUL 1456

SCOrets 55 5sy i nE SR eIERRPEEed S8 S E TN E LR et ere s eliese s 0es o ns oCUL JHET

Rental and Performance RightS.e.'eseeeeocsaccoscacessccssessssCUL 14-9

Other Materials and Information..ssssssossusnovesssessssesssssseOUL 14
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