





































































































































































































































































































RECORDS CLASSIFICATION HANDBOOK (INDEX p.15)
- MARRIAGE (of employees) ________________ PER 19
M MASERS:

Space communication applications __________ SPC 13
MACERATORS (agency) —————— BG 16-5 MASS COMMUNICATION MEDIA ___________ INF 7

MAGAZINES: (See also specific media)

Agency use, etc.: MASTER CONTROL (7radio) :
AFTCLES TO e s PR 11 Engineering & construction _______________ REC 22
Library services ________________________ FSV 5 Operation ________________________________ RIO 22
Publications procurement: MAY DAY CELEBRATIONS ________________ CUL 6
Administrative aspect —________________ FSV 8 MECHANIZATION: (Use approp. subj.)

Exchange agreements ___________ PPB 4; PB 4
Information program:
Availability in Binational & USIS

ctes, & HbrS, oo e LIB
Distribution (general) _—________ CUL 9-7; PB 13
Magazines & reprints ____________________ P 24-8
Periodicals oo o PB; PB 29-3
Presentation program ______ . ___ CUL 9-7

Subscriptions for returned grantees __EDX 29-4
MAIL FACILITIES & SERVICES (agency) ---_CR 3
MAILING LISTS:

Genertl s e e el CR 3-7
Bidders oo e o oo PRC 6-1
BOOKS: e e e e e icn e BKS 13-1
Pictures, (Dhoto8) — - scmermer o e PIX 13-1
Publications (magazine) —_________________ PB 13-1
MAINTENANCE (agency): (Use approp. subj.)

Buildings & grounds - BG 10

Cryptographic materials _________________ CR 7-10

Equipment (general) ______________________ ES 10

Radio) installations e o0 RIO 14

Rezodd8 = i CR 11

Telecommunications _____________________ CR T7-10

Telephones oo e e CR 8

Vehieles —voe e e e VEH 10

Wireless telecom. ________________________ CR 7-10
MALARIA ___________ PER 14-8
MANAGEMENT: (Use approp. subj.)

Improvement (agency) — - _________ ORG 10

Information .. .. . . . ORG 10

Programs (0enertl) — - -escoemcocrennns ORG 10

Records, Paperwork _____________ CR 10, 17 thru 20

SUIVEYS coocmimmee e ORG 9
MANPOWER (agency) ———————— PER
MANUAL OF OPERATIONS &

ADMINISTRATION (MOA) CR 19
MANUALS: (Use approp. subj.)

System (agency) _______ __ __ ______________ CR 19
MANUSCRIPTS (of books) —__ ______________ BKS 17
MAPS. MAPPING:

Presentation of (info. program) —__________ CUL 9-8

Press & publications ____________________ PIX 19-1

Procurement of:

Administrative aspeet _______ FSV 8

Psychological operations __________ PSY 17
MARINE CORPS GUARDS:

Assignment, transfer,ete. - _______ PER

Duty To8ter oo e ORG 6

Protection of U.S. govt. bldgs. abroad _______ BG 18
MARKING:

Motor vehicles (ageney) . _____________ VEH 9

Property (agency) —_________________________ ES 7

Shipments (agency) ___ _________________ SHW 11

Communications & records
operations (agency)
Data PYOCERSING cov oo = e FSV 3
Financial transactions (agency)
MEDALS (employee awards)
MEDIA, INFORMATION: (Use approp. subj.
or media)

Foreign reactions _______ INF 13
Habits (aqudiente) o INF 74
Mass exposure patterns __________________ INF 7-5
Multi-media projeets ________________ INF 7-6, 7-3
Status & program reports ________________ INF 7-2
MEDICAL:
Care (employees) . ______ PER 14
Centers, regional (agency) — - ______ PER 14-6
Deposits for dependents _________ ACC 23-19
Examinations (employees) ______________ PER 14-4
Faecilities (dgency) e e oo o PER 14-6

Insurance (employees)
Services (employees)
Supplies (agency use) _________________ PER 14-10

Treatment (employees) _________________ PER 14-8
MEETINGS: (Use approp. subj.)
Administrative Officers __________________ ORG 3-1
Chiefs of Mission .. . . ORG 3-2
Committees. Commissions. (Use approp. subj.)
Cultural Affairs Officers ___________ - _____ CUL 3
International organizations (Use approp. subj.)
Principal Officers _______________________ ORG 3-2
Public Affairs Officers ___________________ ORG 34
Public & private groups (for agency
pub. 7elations) —— o PR 6-3
Staff e e ORG 3-3
MEMBERSHIP (Use approp. subj. for int’l. org.,
conf., ete.)
In overseas libraries & ctrs. ________________ LIB 12
MEMORIALS & MONUMENTS:
As cultural property —______ CUL 10-2
Presidential libraries - - . . . LIB
MESSAGE CENTERS (agency) - __________ CR 8-5
MESSENGER SERVICE ____________________ CR 34
METEOROLOGICAL SURVEYS
(radio engineer) ______________________ REC 14-3
MICROFILMING :

Of communications & records (agency)-_CR 11-2, 14
As information storage & retrieval

techhnique e e e CR 14, 11-2

As reproduction service ____________________ FSV 6
MICROWAVE SYSTEMS (radio) :

Engineering & construetion _______________ REC 25

Installation operations ____________________ RIO 25

MILEAGE RATES (government) ____________ TRV 8
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(INDEX p.16) RECORDS CLASSIFICATION HANDBOOK
MILITARY:
Attaches (U.S.) N
Agency relations with e oo ORG 1, 4
Personnel matters .. _____ . ______._ PER NAME CHECKS:
Leave (employees) —_______________________ PER 8 Employees _______________________________ PER 16
Postal Serviess covcwmmmemmnae oo CR 3-3 General __________ SY 10
Status of employees ______________________ PER 21 Security procedures ________________________ SY 10
MISCELLANEOUS RECEIPTS __________ ACC 11, 15 NATO (radio broadcasting) __________________ R 6-4
MIXING (films & TV) —coe e MVF 15 NEGATIVES, PHOTO (info. prog.) ————————__ PIX 14
MOB VIOLENCE (to agency NETWORKS:
PHOPEIT) —=eesmme e manasl BG 20; LIB 11; RIO 9 Radio (info. prog.) — R 6
MOBILE UNITS (info. program) : Telecommunications (ageney) — . _______ CR 7
Acquisition, use, maintenance ________________ VEH Television (info. prog.) ——_______________ MVF 10
Libraty activities oo oo o LIB 7T NEWS:
Motion picture activities oo o o MVP 7 Agencies:
Multi-purpose activities __________________ INF 7-6 Ageney public relations, role in __________ PR 11
MODERNIZATION: Information program ______________________ P 7
Buildings (agency) - BG T Broadcasts (Radio & TV):
Radio installations (agency) —————— REC 15 Agency public relations ___________________ PR 8
MONITORING, RADIO: Information programs ________________ RP, MVP
Program content __________________________ RP 19 Byliners o _____ P 24-6
Technieal oo—cooe o RF 10, 10-5 Coltmns: oo P 24-3
MONTHLY ACCOUNTS CURRENT _________ ACC 23 =" P o242
MONUMENTS (as cultural property) _____ CUL 10-2 Bditorials P 247
MOON RELAY: Fast ___________________ P 18
Space communications (info. program) _____ SPC 12 b P 24-5
MORALE (of employees) —_—_________________ PER 20 Ltbesse
MOTION PICTURES: & ’ e
gency employee publications ________ PER 15-10
Ageney: Book BKS 9-2
Audio-visual services ____________________ FSV 1 S SRUEISIA Mo e g
Public relations use _____________________ PR 9-1 Matgrlals """"""""""""""""""""""" k&
Training use ________________________ PER 9-10 Media oo P
Attestation _____ MV 12 Prog‘r:ilms (._(] eneral) - P
Educational meédia —ooemsrmmmme oo EDU 12 Mot¥on pictures MyP
English teaching __________________ EDU 10-11 Radio oo BE
Film festivals ________________ MV 8 L MvP
Information/propaganda (general): —___________ MV Stories - P 241
Facilities & services ______________________ MVF NEWSPAPERS P9
Production MVP 6 Provincial (psychol. operations) ___________ PSY 15
Programming ____________________________ MVP NEWS POLICY (guidance) : (Use approp. subj.)
MOTOR POOL ____________________________ VEH 12 NOY S e e INF 1-4
MOTOR VEHICLES: (See also MOBILE UNITS) PYOSE comrmcmn e e P11
ATONOYT e S i s e VEH 3471 17, O U e Ry S RP 1-2
Personal property accounting _____________ ACC 9 NONGOVERNMENTAL GROUPS: (Use approp. subj.)
Agency employee: Agency liaison with _______ PR 6
Regulations vre _______________________ PER 15-4 NON-LINEAR PROPAGATION (radio) ——_____ RF 19
Shipment of _____________________________ SHW NON-OPERATING EXPENSE ______________ ACC 19
Use for local transportation __________ TRV 12-1 “NO PRODUCERS” SHOWS (radio) __________ RP 28
MOVES, OFFICE ___________________________ BG 11 NOTICES OF EXCEPTION
MULTI-PURPOSE PROG. UNITS (See MOBILE (voucher claims) ______________________ ACC 23-10
UNITS and MOTOR VEHICLES) NURSES (agency employees) :
MUSEUMS & GALLERIES ______________ CUL 10-3 Emp]oyment _____________________________ PER 13
MUSIC: Serviees _________________ ________________ PER 14
Background materials _________________ CUL 14-11
Cultural presentations ____________________ CUL 16
Pegtivaly oo ece CUL 14-8
Asfne avt oo oo e CUL 14
Program (USIA) ________________________ CUL 14
Radio programs ___________________________ RP 39
Recordings ____________________________ CUL 14-6
Rental & performing rights ____________ CUL 14-9
SCOTes e CUL 14-7
Services (for motion pictures & TV) ______ MVF 21
MUSIC ADVISORY PANEL ______________ CUL 14-1
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RECORDS CLASSIFICATION HANDBOOK (INDEX p.17)

OATHS (admin. of to employees) __________ PER 13-2 PACKAGE PROGRAMS (radio) ______________ RP 36

OBLIGATIONS (allotment accounting) —_______ ACC 7 PACKETS (info. prog.): (Use approp. subj.)

OFFICE: Books . BKS
Establishment, reorg., ete. —_________________ ORG 8 Cultural CUL
Furniture, equipment & supplies: Publications PB 29-4

Personal property accounting _____ E——— Acc 9 PACKING (agency shipments) SHW 11
Procurement ______________________________ PRC PAINTING:
Property accountability - __________________ ES 7 Exhibits:
Hours — o ORG 12 Inf. & cult. program ___________ EXH
Inspeetion —=rersempeeveere e oo o ORG 11 Asfineart ___________________________. CUL 13-2
Instruetions _____________ _______________ ORG 12 PAMPHLETS{ )
OFFICERS, FOREIGN SERVICE _______________ PER ;\gfency g SRS Y
; nformation prog. pubs. - _______ : —

ORDP-LINE FEEDS {radip) soemsemsmsame BE 26 o AMERICKN PARLIAMENTARY

OLYMPIC GAMES ______________ ________ CUL 15-1 ASSOCIATION LEG 3

OPENING OF POST _______ ________________ ORG 8 pApPERBACK BOOKS BKS

OPERA _____ CUL 14 pAPERS:

As cultural presentation __________________ CUL 16 Newspapers (See NEWSPAPERS)

OPERATING EXPENSES: Official (agency) ______________________________ CR
Budget estimates ____________________________ BUD White:

Commercial vouchering ___________________ ACC 18 As agency publieations ——eoocncoceccea o PR 10
Expense accounting ACC 8 As background studies (Use approp. subj.)

OPERATIONS (admin. & program)
(Use approp. subj.)
OPERATOR’S PERMITS (for agency

vehieles) — . __________________________ VEH 11-6
OPINIONS: (Use approp. subject)

Foreign info,. media ~voueee oo oo INF 13

Imageof U.S. _____________ ____________ INF 12-3

Image of other countries _________________ INF 12-4

Public (general) —_________________________ INF 12

Radio programs ——eeeeoe o oo oo o RP 8-8

World Surveys _________________________ INF 12-1
ORDERS: (Use approp. subj.)

Book (pubs. procurement) _________ FSV 8; BKS 14

Purchase - _______________________________ PRC 9

Travel (general) —_________________________ TRV 9
ORGANIZATION (agency, post, office, ete.)______ ORG

Charts ___________ ORG 8
ORGANIZATIONS (Use approp. subj.)
ORIENTATION:

Agency personnel __________________________ PER 9

Exchange grantees _____________________ EDX 28-1
OTHER AGENCY RELATIONS: (Use approp. subj.)

Administrative support (policy) ____________ ORG 4

CAMO _________ ORG 1-2
Fiscal transaction _______________________ ACC 3

Accounting __________________________ ACC 14
Reimbursement estimates ________________ BUD 4

Consolidated administration ______________ ORG 1-2

Coordination:

General __________ _____________________ ORG 1
Special programs (Use approp. subj.)

Country team _________ ORG 1-1
OUTAGES (radio) —________________________ RP 14-2
OVERAGES (agency accounts) —___________ ACC 23-1
OVERSEAS SCHOOLS PROGRAM _________ EDU 9-5
OVERTIME PAY ________________________ PER 11-6

PAPERWORK MANAGEMENT ____CR 10, 17 thru 20

PARADES:

Commemorative celebrations ________________ CUL 6
PARCELPOST _____ CR 3-3
PARKING SPACE (government) ______________ BG 11
PARKS & RESERVATIONS ______________ CUL 10-6
PASSENGER RATES & CHARGES

(agency) TRV 6-1
PASSES (dining room) —______________________ BG 12
PASSPORTS:

For agency travelers ________________ ____ TRV 13

For agency couriers _______________________ CR 3-1
PAY & ALLOWANCES:

Fiscal aspect (payroll) ____________________ ACC 16

Personnel aspéet wonae oo oo PER 11
PAYING TRANSACTIONS (disbursing) _____ ACC 23
PAYMENTS:

Balanceof ________________________________ FN 12

Cash e e ACC 23-8

International _____________________________ FN 10
PAYROLL (agency) ________________________ ACC 16
PEN PALS (private cooperation) ____________ PVT 12
PENETRATION (security aspects):

GOVt BldEB, e e e BG 16-10

Personnel _____________________________ PER 16-1
PENSIONS:

Agency employees ______________________ PER 13-8

Social security (other than for

agency employees) ______________________ LAB 16
PEOPLE-TO-PEOPLE PROGRAM ____________ PVT 6
PER DIEM RATES _______ _________________ TRV 8
PERFORMANCE:

Bid bonds (contracts) - o ____ PRC 8

Evaluation (persommel) ___________________ PER 10

Radio installations _________________________ RIO 8

Rating Committee (persomnel) ___________ PER 10-1
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RECORDS CLASSIFICATION HANDBOOK

PERFORMING RIGHTS (See RIGHTS)
PERIODICALS (See MAGAZINES)

PERMITS, PARKING ________________________ BG 11
PERSONAL:

Effects (agency employees) :

Transportationof _________________________ SHW
Property Accounting _______________________ ACC 9
Status of agency employees ________________ PER 19

PERSONNEL:

Ageney PER

Ceilings (agency) ———_____________________ BUD 16

Staffing. Complement: —-ococ oo PER 4
PETITIONS: (Use approp. subj.)

From general publiec ______________________ PR 13-1
PETTY CASH __________  ______________ ACC 23-8
PHILATELY. STAMP COLLECTING.

General _______________ CUL 15

People-to-people prog. ——__________________ PVT 6-3
PHOTOGRAPHIC EQUIPMENT:

GERERAL womwmmmm s s e e ES

Laboratory (info. prog.) - _______________ PIX 10

Protective use (security aspects) —_—________ BG 16-T.
PHOTOGRAPHS: (Use approp. subj.)

Agency public relations use —_______________ PR 9-3

Requests for ____________________________ PR 13
Information program use:

Acquisition, prod., distrib., ete. ______________ PIX

Exhibit-display program ___________________ EXH

Presentation program __________________ CUL 9-8

Radio eng. & constr. __________ REC 13, 15-4, 16-5

Radio installation damage _________________ RIO 9

PHOTOGRAPHY:

AS agency Service o s FSV 1

Asahobby CUL 15

Radio engineer. & constr. __________________ REC 13

Radio install. operations —___________________ RIO 9
PHYSICAL:

Examinations (employees) —______________ PER 14-4

Pitness (employees) ——coccccrcenroc o PER 14-6

PHYSICALLY-HANDICAPPED:

Employment (by agency) - _________ PER 13
PHYSICIANS:

Employment (agency) - ______________ PER 13

Exchange grantees & visitors _________________ EDX

Professional services:

For agency employees ___________________ PER 14

PICTURE(S): (Use approp. subj.)

Géneral e e e PIX

Materials —___________________ _PIX 19

Motion pictures __________________ MV, MVF, MVP

Photos . ______________ PIX

Stories - ____ PIX 19-3
PIER CHARGES (govt. shipments) —_________ SHW 12
PILOT MODELS (pamphlets) —______________ PB 29-2
PIRACY:

Book! —cwccrame e e e BKS

Space (info. communications prog.) —_—________ SPC 8
PISTOLS (as non-military firearms):

For agency security purposes _____________ BG 16-4
PLACEMENT: (Use approp. subj.)

Exhibits EXH 13

Films & TV Prog: —=eseemnessessmmrnsanss MVP 13

PLACEMENT: (cont’d)

News _____ ____ P 13
Pietures . _____________________________ PIX 13-2
Publications .o o PB 13-3
Radio prog. - ____________________________ RP 13
PLANS. PLANNING. (Use approp. subj.)
PLASTIC PLATES __________ _ ___________ PIX 19-4
PLAY PRODUCTION
(library & ctr. activity) __________________ LIB 6-1
PNEUMATIC TUBE SYSTEM _______________ CR 3-6
POETRY _______ ________________________ CUL 13-3
POLICE PROTECTION ______________________ BG 17
POLICY (Use approp. subj.)
POLICY GUIDANCES (USIA)
General wownweed e e INF 1-1
(Use also approp. subj.)
POLITICAL:
Activities:
Government employees:
Authorized _______________________ PER 15-14
Prohibited —_________ ' _______________ PER 12
Advisers (POLAD) _____________________ ORG 1, 4
POLLS, PUBLIC OPINION:
Agency ______ PR 13-2

U. S. or foreign country___INF 12, or approp. subj.
POPULAR COMMENT (on agency program)____PR 13
PORT (S):

Fees & charges oo oo | SHW 19
Of entry (gov’t. shipments) ________________ SHW 19
POSITION:
Authorization ___________________________ BUD 16
Descriptions . __________ N __PER 18
Papers (Use approp. subj.)
POST:
Allowances —=cssomsemnemsmre oo PER 11
Budget estimates _________________________ BUD 7
Exchange (PX) privileges (employees) -__PER 15-2
Management: coecommmr e ORG 1, 10, 11
Opening, closing, ete. —___________________ ORG 8
Reports . ___________ __________________ PER 2-1
Security Officers _____ — SY 6-2
POSTAGE STAMPS (sale of) ————________ ACC 23-16
POSTAL SERVICES (agency) :
Military —____________ CR 3-3
US., CR 3-3
POSTERS:
Agency:
Preparation ____________________________ FSV 1
Public relations use —____ PR 9-2
Information program use:
Production, distribution, ete. ___________ PIX 19-6
Exhibit & display program . EXH
Presentation program __________________ CUL 9-8
Psychological operations —________________ PSY 15
POSTING (of radio installations) __________ REC 16-2
POSTS, FOREIGN SERVICE _ ORG
POTOMAC CABLES __ — INF 1-6
POUCH & COURIER SERVICE (U.S.):
Courier (accompanied) ___ CR 3-1
Pouch (unaccompanied) _ e CR 3-2

POWER (radio):
Distribution systems _____________ REC 20; RIO 20
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RECORDS CLASSIFICATION HANDBOOK (INDEX p.19)
POWER (radio) (cont’d) PRIVATE: (cont’'d)
Engineering & construction ________________ REC 21 Individuals, groups & orgs.: . )
Generation systems ______________ REC 20; RIO 20 Agency liaison with______ PR 6, 7 or approp. subj.
Installation operations —___________________ RIO 21 Vehiyles (agency employees) :
PRELIMINARY ESTIMATES (budget) ______ BUD 6 Shipment overseas ——————————————————————— SHW
PREMISES. GOVERNMENT (See BUILDINGS & Use for official local transportation _____ TRV 12-1
GROUNDS) PRIVILEGE:
PREMIUM PAY (employee) PER 1i-6  Exeoulive e e i
PRESENTATION PROGRAM: Post exchange (BX) oo sy PER 15-2
Materials (USIS, ete.) CUL 9 PRIZES (See also AWARDS)
I ] CUL 16 Motion picture & TV festivals _____________ MV 8-1
PRESERVATION PROCEDURES: (Use approp. subj.)
Cultural property —______ ______________ CUL 10-1 Office oo ORG 12
PRESIDENTIAL: PRO(?S.REMENTA_
Directives. Proclamations. (Use approp. subj.) Building & land: BG 4. 6
Libraries . __________________ LIB geg?ral,t ““““““““““““““““ REC ’14
PRESIDENT’S BUDGET _________________ BUD 10 S B8 st
PRESS BEquipment & supplies v von e oo o PRC
: VORI oo misiss VEH 6
Associations, Correspondents: ____________ PT,P6 Geneer; ef ___________________________________ PRC
.?g;ency z_elatlons with “1“? ““““““““ 1; ‘,?RPlé Info. prog. materials (Use approp. subj.)
n. (.)rma lon program, role in ___________ ’ - Publications:

VIS et i Administrative aspeet ____________________ FSV 8
CERBOREIID o P 10 Exchange agreements _____________________ PB 4
Clipping service o P 9-1 Services —____________________ PRC or approp. subj.
Clippings (Use approp. subj.) PRODUCERS:

(éom;n D e 1; i{__l—ﬁ?S,-MPIg:? Assignment schedules:

C:)):rz;‘;grclfj?en;; """""""""""""" 8 P 6 Motion pictures _______________________ MVP 6-7

------------------------------ 06 oo ____RP 171

i PPIZ ’l;:l‘i?ision ____________________________ MVP 6-7

gxch'ange agreem.ents ""“"““"““‘“"i; 9.9 Commercial (motion pict.) —_______________ MV 13-1

F::z;gor:npﬁss reviews ""’"""""”"""{I&F 71 PRODUCTION: (Use approp. subj.)
NS Books wococmmen i e e BKS

Information program ___________________________ P o

TOEEEVIEWS (BPOMOY) oo PE 11-8 DOOBS e Eﬁgplo

Togal o oo P70 Motlgn plctures ___________________________ L 26

Materials (by type) - __ P 24 Pl;ugl.lcatlons ““““““““““““““““““““ EP 12

Requests (general) . _____ P 14 T:’ mr pr:agr;aslms ‘“""‘“‘”““,‘"““"“'EV[VP 6
Organizations __________________________ P37 PrOgrafiy —— Tt
Poase o P 6 PROFESSOR EXCHANGE:

Relations (ageney) ———__________ ____________ PR 11 gogelgn —————————————————————————— gg§ ig
Releases _________ PR 11-2; P 17, or approp. subj. e mn .|| — eaeeesoa
N o p 2-1 PROGRAM(S): (Use approp. subj.)
PREVIEWS: (Use approp. subject) Centexrs (radio) —— SR RP 26
Budget — BUD 6 Effect.lveness (Use approp. subj.)
Exhibits EXH 16  Highlights NP 22
Motion pictures ——______________________ MVP 13-1 Policy directives INF 1-3
TV programs . ____________________ MVP 13-1 Schedules: (radio) — . _ RP 7
PRICE SCHEDULES, RETAIL ____________ PER11-9 PROGRAM PLANNING BUDGET SYSTEM_BUD 1-2
PRINCIPAL OFFICER (at FS post): PROGRAM REVIEW COMMITTEE _______ INF 1-14
Appointment ___________________________ PER 13-2 PROGRAMMING:
Conferences ____________________________ ORG 3-2 Motion pictures - oo ce e MVP
Diplomatic title and rank _________________ PER 17 Restrictions on ________________________ MVP 10
PRINCIPAL WITNESS STATEMENTS Psychological operations —_________________ PSY 16
(at budget hearings) _________ BUD 9-1, 11-1, 11-8 RAdI0 wommam s e e e RP
PRINT CONTROL (film) MVF 19 Services (for exchg. grantees) —_—___________ EDX 28
PRINTING & PUBLISHING: Pelevision - cecsrece e v MVP
Agency reproduction service ________________ FSV 6 Restrictions on ________________________ MVP 10
Information program facilities —_____________ PB 23 PROJECT PROPOSALS: (Use approp. subj.)
PRIORITIES (Use approp. subj.) Motion pictures ____________________ MVP 6-1, 6-6
PRIVATE: Publications - ____________________________ PB 19
Cooperation program (info. & culture) ________ PVT Radio engineering _______________________ REC 1-1
College & univ. affiliation ______________ EDX 23-1 1 15 PP SR MVP 6-1, 6-6
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RECORDS CLASSIFICATION HANDBOOK

PROJECTION SERVICES (motion pictures &

TV) —__ . MVF 16
PROJECTIONS (budget) — - BUD 6
PROMINENT PERSONS:

Congress (U.S.), members of _______________ LEG 6

Cultural presentation of __________________ CUL 16

Musielans —ccremmmeemmee e CUL 14-11

Visits (Use approp. subj.)

Media coverage (Use approp. subj.)
PROMOTION:
Agency employees ______________________ PER 13-6

Agency programs (Use approp. subj.)
PROMOTION & PUBLICITY:

Information media programs (Use approp. subj.)
PROMOTIONAL KITS (motion pictures &

V) oo MVP 9-2
PROPAGANDA:
Communift we——sen e s e CSM 10
Int’l. information program:
Geneval _________________ _______ ___ _____ INF

Specific media programs (Use approp. subj.)
PROPAGATION (radio frequency)

Forecasts . _____________________________ RF 13

Predictions . _____________ - _____________ RF 13

rRTT CR 7-15
PROPERTY:

Accountability - ___ ES 7

Accounting: @

Personal _________ ACC 9
Real ceeveee e oo ACC 10
Acquisition (radio sites) __________________ REC 14
Agency:
BHildings & lafid —woceo s e BG
Equipment & supplies —— oo oo oo ES
Vehieles VEH
Cultural _______ CUL 10
Restitution of looted . _______________ CUL 10-1

Excess (agency) —— ES 12

Protection (radio sites) —__________________ RP 12-4

Real:

Radio sites wueecnmeee e o o REC 14
U.S. gov’t bldgs & grounds ___________________ BG

Surplus (See EXCESS above)

Surveys (agency employees) . _____________ ES 7-4
PROTECTION: (See also SECURITY)

Of cultural property ____________________ CUL 10-1

Of diplomatic & cons. property —_____________ BG 17

Of radio sites coverae cmcece v e o RP 124

Of vital records (agency) ————______________ EP 8-3
PROTESTS: (Use approp. subj.)

Procurement & Contracting_o..—o oo PRC 13
PSYCHOLOGICAL OPERATIONS ______________ PSY
PUBLIC:

Attitudes (general) ________ INF 12 or approp. subj.

Buildings & grounds __________________________ BG

Comments _____________ PR 13 or approp. subj.

Inquiries . _________________ PR 13 or approp. subj.

Law: (Use approp. subj.)

Opinion ____________________ PR 13 or approp. subj.

Parks cocmenmee e e oo o CUL 10-6

Records:

As ageney records . ______ CR
As cultural property - _______________ CUL 10-5

PUBLIC: (cont’d)

Relations (agency) __ PR
PUBLIC AFFAIRS OFFICER

Appointment ___ — _— PER 13-2

Diplomatic title & rank PER 17

Meetings & conferences __________________ ORG 34

Q

QUALITY CONTROL (films & videotapes) -__MVF 15

QUARTERS (for F'S personnel) - BG
Allowance ______ ” PER 11-1
Assignment __________ _ PER 15-12
Construction & maintenance ____________________ BG
Radio sites —_____________________________ REC 14

RADIO:

Agency use:
In public relations —_______________________ PR 8
Telecommunications services —______________ CR 7
Communist propaganda use _____________ CSM 10-1
Contests. Clubs., _____________ N RP 8-3
As educational medium ___________________ EDU 12
In English teaching _________________ EDU 10-11
Engineering & construetion __________________ REC
Equipment: __________________________________ ES
Engineering & construetion _________________ REC
Operation - _______________________________ RIO
Frequencies __________________________________ RF
Interference - _________________________ RF 10-3
Monitoring operations oo o mne RF 10
Programming ________________________________ RP
Programs ___________________ RP
Relay station operations ______________________ RIO
Stations. Networks. (non-USIA) _____________ R 6
Systems (non-USIA) —________________________ R 6

RADIO FREE EUROPE (RFE) _______________ R 6-2

RADIO IN AMERICAN SECTOR
(RIASY) =rmeze s R, REC, RF, RIO, RP

RADIO LIBERTY _______________ R 6-2

RADIO LUXEMBOURG ______________________ R 6-3

RANK (employees):

U. S. diplomatic title & rank policy ——_______ PER 17

RATES:

Per diem & mileage ________________________ TRV 8
Wage:
Local employees ______________________ PER 11-5
U.S. govt. employees (Amer.) —_________ PER 11-5

RATES & CHARGES:
Freight (See Transportation below)

Telegraph (agency) ———_—___________________ CR 7-7
Telephone (agency) —____ _ CR 8-5
Transportation:

Agency rates (general) _____ SHW 6-1; TRV 6-1

Household/personal effects
(F'S employees)
RATINGS, PERFORMANCE ______________ PER 10-2
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REACTIONS: (Use approp. subj.) REGISTRATION:

To events: Agency vehicles ________________________ VEH 11-5
Foreign info. media ______ INF 13 or approp. subj. Employee training _______________________ PER 9-9
General reports & surveys _______________ INF 12 REGULATIONS: (Use approp. subj.)

To info. media programs (See approp. media prog.) Directives system __________________________ CR 19

READERSHIP REPORTS & SURVEYS REIMBURSEMENT:

) 2 7070) 1 O BKS 8-1 Accounting aspeet ____________________ ACC 11, 15

Publications oo o e PB 8-3 Budget aspeet o oo BUD 4

READING ROOMS (USIS) LIB REINSTATEMENT ______________________ PER 13-2

REAL PROPERTY (agency) : RELATIONS (Use approp. subj.)

Accounting —. oo e oo ACC 10 RELAY STATION INSTRUCTIONS (radio)__RIO 5-2

U. S. govt.-owned bldgs. & land ___________ BG, REC RELAY STATION OPERATIONS (radio) ————____ RIO

RECEIPTS: RELIABILITY (radio) —___—__________________ RIO 8
Classified material _______________________ CR 16-2 RELICS, HISTORICAL _____________________ CUL 10
Cryptographic material __________________ CR 7-11 RELOCATION, EMERGENCY _________________ EP 17
Disbursements & - ________________ ACC 23-3, 23-4 REMOTE COVERAGE SERVICES
Miscellaneous ________________________ ACC 11, 15 (Motion picture & TV) - ______ MVF 18
Shipping & warehousing __________________ SHW 13 RENTAL OF:

RECEIVERS (radio) Equipment & supplies (agency) ————_________ PRC 4
Engineering & construetion ________________ REC 19 Vebigles oo e e e VEH 6
Installation operations - ___________________ RIO 19 Motion pict. & TV programs _______________ MVP 13

RECEIVING SYSTEMS (radio) REORGANIZATION OF:

Engineering & construetion ________________ REC 19 Agency, office, posti et e oo ORG 8

Installation operations —____________________ RIO 19 REPAIRS TO:

RECEPTION (radio): Agency communications equip. ____________ CR 7-10
RTT (agency telecommunications) —________ CR 7-14 Buildings & grounds (U.S. govt.-owned) —_____ BG 10
Reports oo RF 10-1 Equipment & supplies (ageney) - ________ ES 10

RECEPTION CENTERS (for exchange VBhIGIES wre e e VEH 10
GEARLEE8) oo v EDX 28-3 Radio installations . _______________ RIO 14

RECONNAISANCE SURVEYS REPLACEMENT OF:

(radio construct.) ______________________ REC 15-1 Equipment & supplies (agency) ———__________ ES1-2

RECORDING FACILITIES & SERVICES o VEH 6
(motion picture & TV) - ____ MVF 15 Exhibit components ____________________ EXH 11-6

RECORDINGS : REPORTERS, NEWSPAPER (See JOURNALISTS)
Agency: REPORTING REQUIREMENTS (admin.) -__ORG 2-1

Audio-visual services ____________________ FSV 1 REPORTING SERVICES (agency) ———————_____ FSV 2
Public relations use _____________________ PR 9-1 REPORTS: (Use approp. subj.)

Information & cultural: To Congress (general) _____________________ LEG 2
Music program —______________________ CUL 14-6 Pofbeca e s oo PER 2-1 or approp. subj.
REMO o e e RP 22, 23 REPORTS MANAGEMENT __________________ CR 17
Television MVP 17  REPRESENTATION ALLOWANCES ______ PER 11-8

RECORDS: REPRINT RIGHTS (See RIGHTS)

s —————— CR  REPRINTS, MAGAZINE (info. prog.) —————__ P 24-8

Public (as cultural property) - _________ CUL 10-5  pppRODUCTION & DISTRIBUTION:

RECREATIONv (for agency employees) - ___ PER 15-15 ATRIBISEEtive BEFREE: o o ! FSV 6

RECRUITMENT (agency personnel) —______ PER 13-7 Information program service —_______________ PB 23

RECUPERATION (See REST & RECUPERATION
TRAVEL)

REDUCTION-IN-FORCE (personnel) _______ PER 4-1
REEMPLOYMENT ______________________ PER 13-2
REFERENCE SERVICE (agency records) ——__CR 11-3
REEUNDS e creem e ACC 1, 11
REGIONAL:
Finance Centers ___________________________ FMGT
Medical Centers ________________________ PER 14-6
Security Officers - oo SY 6-1
Service Centers (USIA) ___________ _________ PB 23
Supply Centers —____________________________ ES 4

REGISTER, BIOGRAPHIC (State Dept.) .___PER 2-2
REGISTERS:
After hours entry & departure ___________ BG 16-12
Classified documents —cee oo CR 16-2

REQUESTS: (Use approp. subj.)
REQUIREMENTS, REPORTING (admin.) -__ORG 2-1

REQUISITIONS:
Equipment & supplies (ecgency) ————_______ PRC 11
Printing & reproduction ____________________ FSV 6
Publications production (info. prog.) —_____ PB 23-8

Services: (Use approp. subj.)
RESEARCH: (Use approp. subj.)

 $170) o [ L R SRS BKS 11
Info. program (general) —_________________ INF 11
Motion pictures _________________ MV 11; MVP 11
PPOES s e e e P11
Publications - oo o PB 11; PPB 11
Radio ______ R 7; RF 11; REC 11; RIO 11: RP 11
Space communications —____________________ SPC 11
Television —weravmem e MV 11; MVP 11
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RESEARCH & ANALYSIS (program) :
(Use aprop. subj.)
International information program

(USTA) v e INF 11, 12, 13
RESERVATIONS:
For government travelers _______________ TRV 15-4
As public property - __________________ CUL 10-6
RESIGNATION (employees) ——_—___________ PER 13-9
RESOLUTIONS: (Use approp. subj.)
Prom genéral public - .. . .. ____ PR 13-1
REST & RECUPERATION TRAVEL:
Health aspett coseca o mmn e o PER 14-11
Lravel a8l -~ s ammemse s e o | TRV 9
RESTAURANTS:
As facility in govt. bldgs. —__________________ BG 12
RESTITUTION (of cultural property) —_____ CUL 10-1

RESTORATION OF:
Cultural property (e.g., looted art, hist.
8008, B0 e e CUL 10-1
Funds (agency budget) by Senate __BUD 11-2, 11-3
RESTRICTED AREAS (within govt. bldgs.)__BG 16-8
RESTRICTIONS (See also CONTROL, CENSORSHIP)

Motion picture & TV programming ________ MVP 10

Publications (import-export) —_______________ PB 16
RETAIL PRICE SCHEDULES

(as basis for determining allowances)_____ PER 11-9
RETENTION REGISTERS (employees) —____ PER 4-1
RETIREMENT:

Motion picture prints ___________________ MVF 19-4

Personnel (agency) —_______ PER 13-8

Records (@gently) ~—c-ccommsomcmmrenr o CR 15-1
RETURNED GRANTEES __________ ________ EDX 29
REVIEW: (Use approp. subj.)

BookS e e o BKS 16

Conlracth —-c—csmremmsrmmrs s e o PRC 20
REVOLVING FUND ________________________ ACC 6
RIGHTS & PRIVILEGES (Real prop.)

Badio Sites cecwsarencne e oo REC 14-4
RIGHTS (See also CLEARANCES)

AFEWOTK cmarc it e e oo PIX 12

BOOKE soccmmms i n m  e aaaid BKS 12

BXhibifs) e e e e e EXH 12

Motion pictures oo e MVP 12

Photographs & pictures ——c—mare connea PIX 12

Political

Voting rights govt. employees ________ PER 15-14

PIBRE s st st e s P 12

Press & publications (gen.) - ______________ PPB 12

Publicgfions ———crmsrccremer e n o o PB 12

Radio (prog. material) _____________________ RP 12

Rental & performance (music) —__________ CUL 14-9

Television material _______________________ MVP 12
RIOTS:

Damage to govt. property __________________ BG 20

Security Officer, rolein _____________________ SY 13
ROADS (at radio installations)

Engineering & construction ______________ REC 16-3
ROSTERS:

171 S S WSSV U SP ORG 6

Training (persomnel) ____________________ PER 9-8
ROUND-UP PROGRAM _______________________ EP 9

ROUTES & SCHEDULES:
Commercial carriers:
Household/personal effects . ___________ SHW 6-2

Personnel (agency) e TRV 6-2
Shipments (agency) - _______ SHW 6-2
Conzier ... S CR 3-1
ROUTING (of agency communications) ———_______ CR 4

RULES & REGULATIONS (Use approp. subj.)

S

SABOTAGE (Involving govt. property)_-_-_BG 16-9, 20

SAFE DRIVING AWARDS (agency) ——_—_____ VEH 13
SAFEGUARDING OF FUNDS ____________ FMGT 10
SAFEHAVEN:
Enemy aliens (E & E program) ____________ EP 6-6
SAFES: -
As security equipment —___________________ BG 16-3
Procurement: e s e s e PRC
Utilization standards - _____________________ CR 13
SAFETY:
Agency employees —____________________ PER 14-12
Bldgs. & grounds (govt.) ___________________ BG 13
Radio:
Engineering & construetion ______________ REC 10
Installation operations __________________ RIO 15
SALARIES (agency personmel) —_____________ PER 11
SALE(S):
Accounting (income) ______________________ ACC 15
BobKS cov e BKS 13
Bldgs: & grounds (Rovt) cesomsreccau oo BG 15-3
51577 e =S MVF 19-3
Motor vehicles:
Agency employee _____________________ PER 15-4
Government-owned _____________________ VEH 15
Proceeds of (excess property) ———__________ ES 12-5
PUblications e e PB 13
SCATTER (radio frequency):
§ 3257 N S S R RS RF 14
ROrwWard cooceen e e e e RF 15
SCENERY (motion picture & TV) ——________ MVF 14
SCHEDULES:
BExhibits wooammm vt EXH 13-2
Frequencies (telecom.) ___________________ CR 7-13
Motion pictures:
Facilties oo e MVF 7
FOSHIVALS cocecrinesm e e e MV 8
Progquction wwewemvnone o e MVP 6-7
ShOWINES ~we v e e MVP 13-4
Publications (production) —________________ PB 20-3
Radio:
Frequenieies oo coovmo e - RF"
Producer’s assignment __________________ RP 17-1
PROOTEMS ceesceamrreaee co e e a0 RP T
Records control (agenecy) - _______ CR 154
Reporting (administrative) —______________ ORG 2-1
Television:
Baeilities woeem o e e o MVEF 7
Produetion oo . . . MVP 6-7
TRlEasts st hon o s s MVP 13-4
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SCHEDULES: (cont'd) SELECTION OF': (cont’d)
Training (persomnel) ______ PER 9-8 Library holdings ________________________ LIB 13-3
Transportation carriers _______ SHW 6-2; TRV 6-2 Motion pict. & TV materials ______________ MVP 6-9
Wages (employees) . __ PER 11-5 Pictures coccmcmommmnme oo o PIX 9
SCHOLARSHIPS: SELECTION OUT _______ _______ _______ PER 13-6
College & university: SEMINARS. WORKSHOPS. _______________ EDU 13
Employees (agency) ———__ _ _____________ PER 9 Bmployeetrainhng e e oo PER 9
General _________________ . EDU 9-3 English teachers _______ EDU 10-6
For specific fields of study (Use approp. subj.) Library procedures ______________________ LIB 12-1
Exchange program (Use approp. subj.) - ____ EDX Student leader grantees - ______ EDX 10-6
SCHOLARSHIPS, BOARD OF FOREIGN _____ EDX 7 U. 8. teachers abroad ——oecece e o oo EDX 20-4
SCHOOLS: (See also EDUCATION & TRAINING) SENATE (Agency contacts with) ________________ LEG
Approved for exchange visitors —___________ EDX 33 SEPARATION:
Community, abroad (for FS dependent Agency employees ______________________ PER 13-9
children) —____________________________ EDU 9-5 Alowanee ccoeeecee oo PER 11-10
Employee training - ______ PER 9 SERTALIZATION RIGHTS (See RIGHTS)
Overseas schools (American) _____________ EDU 9-5 SERUMS (medical use by agency) —__PER 14-8, 14-10
At radio installations ____________________ RIO 6-1 SERVICE CENTERS, REGIONAL (USIA) ____PB 23
U. S.-sponsored, abroad __________________ EDU 9-5 SERVICES, FACILITIES & (Use approp. subj.)

Grants to foreign students to attend ___EDX 10-5
SCIENCE ATTACHES:
Org. & admin. support ———eeecee ORG 1, 4, 8
Personnel matters PER
Program reporting (Use approp. subj.)
SCIENTIFIC & CULTURAL ORGANIZATION,
UN EDUCATIONAL (UNESCO)-_CUL, EDU, SCI

SCORES, MUSICAL ___ CUL 14-7
SCREENING(S):

Motion picture & TV: _____________ MVP 13-2
Pagilities e e MVF 12
Notiess e MVP 13-2
L 241701 ¢ (S U S ROy VP MVF 12

SCREENING PROCEDURES, SECURITY:
Agency personnel _____ PER 16
Name checks (general) —_______ SY 10
SCRIPTS (info. programs):

EXhibils cesnece e EXH 10-1

Motion pictures - _________ MVP 16

RARIS e e e e RP 21

TRIETIRION woe e e e o MVP 16

SCULPTURE (as fine art) ——cem e CUL 13-2
SEATO (radio broadecasting) ———_—_____________ R 6-3
SECONDARY EDUCATION _______________ EDU 9-2

SECRETARIAT (Use approp. subj. for int’l. org.,
conf., ete.)

SECURITY:
Buildings & grounds
(U.S. government) —______________ BG 16 thru 18
Cryptographic oo o CR 7
Documents & information __________ CR 16
Industrial & institutional __________ SY 15
Investigative procedures ____________________ SY 14
OFICErE ot e e e ) SY 6
Personnel (agency) ———esmemsamsmemm PER 16
Program (general) ____________________________ SY
Radio:
Engineer. & construction ________ REC 12
InStalldtions o oo oo e e RIO 16
SEHTEE cnce—eroasecn o o oo o SY 2-2
Violations ((general) ———oeee oo SY 8
SELECTION BOARDS ___________________ PER 13-6
SELECTION OF:
BookS cweemeecee e o BKS 16

SETTLEMENTS (contracts) ________________ PRC 13
SHELTER AREAS (in govt.-owned bldgs.) _____ BG 13
SHIPMENTS (See SHIPPING)

SHIPPING (agency):

Equipment & supplies . SHW
Household /personal effects . _________ SHW
Instructions & procedures __________ SHW 7-1
Noticesto field .____________ _____________ SHW 10
(8] 40 ) < SHW 15
Program materials __________________________ SHW
SHORTAGES:
Funds (agency accounts) ________________ ACC 23-1
Shipments (agency) - ________ SHW 16
SHOWING, MOTION PICTURE & TV_______ MVP 13
SICKLEAVE ... .. ... . __ PER 8
SISTER-CITY AFFILIATION _______________ PVT 10
SITE:
Acquisition:
Govt.-owned property _____________________ BG 6
Radio sites & surveys ___________________ REC 14
BRAITE e e e FMGT 12
Exhibits e e EXH 10-2
Preparation & Conservation:

Radiosites . — . o REC 16
SNACKBARS (in govt. bldgs.) —_______________ BG 12
SOCIAL ACTIVITIES (employees) _______ PER 15-15
SOIL (radio sites):

Borings &tests - ____ REC 16-6

Conservation ___________________________ REC 16-8
SPACE:

Assignment (in govt. bldgs.) ________________ BG 11

Communications:

Commercial aspeet oo o o TEL 6

Info. program aspect ______________________ SPC

Scientific aspeet —____________________________ SP
SPEAKER SERVICE:

AFONCY i i et i e i PR 6-1
For returned grantees __________________ EDX 29-5
Liécture program ... oo o CUL 12

SPEAKING TOURS (Use approp. subj.)
SPECIAL EVENTS COVERAGE:

Agency public relations program __________ PR 114
Information program:
Motion pictures —________ MVP 6-8
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SPECIAL EVENTS COVERAGE: (cont’d)

| 2 721 - S . P 16
RAdIO — e i e RP 35
Still photo wmvenee e o PIX 7
TeleviBion) scmemoaemmemane oo oo MVP 6-8
SPECIAL MISSIONS:
Organization & administration - ______________ ORG
Program activities (Use approp. subj.)
SPECIALIST EXCHANGE PROGRAM:
Foreign _______________________ _________ EDX 15
International Visitors ________ EDX 15
Multinational cescermmmme e s e EDX 21
21 R S SR EDX 22
SPECIFICATIONS: (Use approp. subj.)
Equipment & supplies (govt.) _____________ PRC 74
Exhibits - __________________________ EXH 10-3
Printing: . . . PB 23-9
Radio engineer. & constr. _____________ REC 6, 15-3
SPEECH CLEARANCE (agency) ——_________ PR 12-1
SPEECHES:
Of agenecy personneél - oo oo PR 12
Arrangements for - crcemmne e PR 6-1

Of interest for program purposes (Use approp. subj.)
SPONSORSHIP: (Use approp. subj.)

Employee training - ________ PER 9-6
Radio programs ___________________________ RP 24
TV THOgEEME e e MVP 13-6
SPORT ANNOUNCEMENTS (radio) . _____ RP 16-4
SPORTS:
Agency recreation program _____________ PER 15-15
Athletic group presentation _______________ CUL 16
General == CUL 15
STAFF:
Corps., Foreign Service ______________________ PER
Housing:
Assignment:
.S, Dersonnel —eeomemnae oo o PER 15-12
Radio site personnel __________________ REC 14
Construct. & maintenance:
Foreign Service - ____________________ BG 7, 10
RadioSites cco e o oo o REC 14
Meetings _______________________________ ORG 3-3
Memoranda (Use approp. subj.)
STAFFING ____________________  _______ PER 4
STAMP COLLECTING (general) —___________ CUL 15
People-to-people prog. _______ PVT 6-3
STAMPS (saleof) —-ece e oo ACC 23-16

STANDARDS: (Use approp. subj.)
Equipment & supplies:

GEHBRR i e ES 9
Procurement aspeet ________________________ PRC
Record equip. utilization __________________ CR 13
F ] o PER 18
Procurement & contracting ____________ PRC 17-1
Radio engineering & constr. ______________ REC 6
STANDBY, RADIO:
Installation status . ___________ _________ RIO 12
BREOSPEME w0 o RP 15

STANDING COMMITTEES (Use approp. subj.)
STATION IDENTIFICATION (radio
routines)

STATIONS:
Radio:
Non-USIA e e R 6
USIA engineering & constr. ________________ REC
USIA installation operations —_______________ RIO
Television c-—ovevee MVF 10
STATISTICAL SERVICES (agency) —————___ FSV 3-7
STATISTICS (Use approp. subj.) )
STATUES (as cultural property) —_________ CUL 10-2
STATUS: (Use approp. subj.)
Military service (of employees) ____________ PER 21
Post, change in __________ ORG 8
Radio installations - corcmue e RIO 12

STATUTES (See LAWS)
STEAMSHIP LINES (agency relations

with) TRV 6; SHW 6
STEVEDORING (agency shipments) ________ SHW 12
STOCK:

Catalogs - ____________________________ PRC 6-4

Control (equipment & supplies) —___________ ES 7-1
STORAGE:

Equipment & supplies (agency) ———___________ SHW

Facilities (security) . __________________ BG 16-11

Household/personal effects . ________________ SHW

Consolidated payment for ____________ ACC 23-20

Space (in govt. bldgs.) — - _____________ BG 11

Warehousing _______________________________ SHW
STORY:

Picture _______________ PIX 19-3

] 5=y AR NSO O PB 21
STRIKES (effect on govt. shipments) ______ SHW 18-1
STRIKING (of exhibits) —weoooioa o EXH 19
STUDENTS:

DagEfFected ovur e e EDU 6

Educational institutions - _________ EDU 9

(See also EDUCATION & TRAINING)

Exchange program:

BOLeIPN. ooinnismmmm s o EDX 10
WSl e e o EDX 18

Teen-ager program _______________________ EDX 11

Youth program __________________________ EDX 12
STUDIES (Use approp. subj.)

STUDIO(S)

Radio:

Engineering & construction ______________ REC 22
Installation operations - _________________ RIO 22

Television ———ccessmmsmmmeee e o oo e o MVF 13
STUDY GROUPS (Use approp. subj.)
SUBCOMMISSIONS (Use approp. subj.)
SUBPOENAS (served on agency) ——————______ LEG 11
SUBSCRIPTIONS:

Periodical presentations .- __._.___ CUL 9-7

Publications . __________________________ PB 13-2

For returned grantees __________________ EDX 294
SUGGESTIONS, EMPLOYEE (Use approp. subj.)

Incentive awards program _________________ PER 6

Management Improvement ________________ ORG 10
SUMMARIES: (Use also approp. subj.)

) 20 17| R S ——— P 2-1

Publications (Table of content) — . ___________ PB 22
SUPERVISORY TRAINING (employee) ______ PER 9
SUPPLIERS (equipment & supplies) —_________ PRC 6
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SUPPLIES (See EQUIPMENT & SUPPLIES)

SUPPLY CENTERS, REGIONAL ______________ ES 4
SUPPORT, ADMINISTRATIVE ______ BUD 4; ORG 4
SURPLUS: PROPERTY: - oo ES 12

SURRENDER PROGRAM

Psychological operations __________________ PSY 10
SURVEYS: (Use approp. subj.)
Administrative (general) __________________ ORG 9

Buildings & grounds (govt.—owned or leased) _BG 6-3

Property (agency) - ________ ES 74
Public opinion:
8 105 53 4 ; U SISV INF 12
TSy e e e PR 13-2
Radio:
Engineer.-construction ______ REC 15-1
Engineer.-site acquisition _____________ REC 14-3
Records management _____________________ CR 10-6
Security - ______________________________ SY 2-2
SUSPENSIONS, VOUCHER ______________ ACC 20-1
SWISS BROADCASTING CORP. ______________ R 6-3
SYMPHONY ORCHESTRA
PRESENTATIONS ______________________ CUL 16

TABLE OF CONTENTS (publications) ________ PB 22
TALENT VENDORS:
General __________________________________ PRC 6
Exhibits ________________________________ EXH 15

Motion picture:

Fagilities & §erviees co——eoveneaacan o MVF 6
Programs _______ MVP 3
Pictures . ________ PIX 6
Printing —______________________ ________ PB 23-6
Publications ~ceomeeee e o oo PB 6
rRadio - __________________ RP 6
Television:
Facilities & services _____________________ MVF 6
Programs =—c-oremmec 0o MVP 3
TALKING PAPERS ________ INF 1-8 or approp. subj.
TAPES:
Music e e e CUL 14-6
Radio programs ___________________________ RP 22
TV programs ____________________________ MVP 17
TARGET GROUPS (info. prog.) ————__________ INF 6
TAX:
Exemption:

Government purchases __________________ PRC 16
Income:

Assistance to employees ______________ PER 15-11
Levies (agency accounts) —______________ ACC 23-14
Procurement & contracting ________________ PRC 16

TAXATION (of govt.-owned property) _________ BG 14
TAXIS (official wse) oo ove oo TRV 12
TDY (detail of personnel) _________________ PER 13-3
TEACHER:
Development program ___________ EDX 14
Exchange program _________ EDX 20
Training (other than under
exchange program) ________ EDU 9-3
TEACHERS ______________ _________________ EDU 9

TEACHING (See EDUCATION & TRAINING)
TEACHING MATERIALS:

Agency (training) . ___________ PER 9-10
General e oo EDU 12
Language training _______________ EDU 10-5, 11-1
TEAM(S):
Athletic presentations ____________________ CUL 16
Country _______ ORG 1-1
Psychological operations ___________________ PSY 7
TECHNICAL:
Information exchange (TIE) _____________ INF 1-7
Inspections (radio) —_______________ REC 7; RIO 7
Monitoring (radio) —________________________ RF 10
Penetration (of govt. bldgs.) ——___________ BG 16-10
Rafiodata cnccncmsannee e e o o0 REC 11
Specifications & standards (radio) ___________ REC 6
TEEN-AGER PROGRAM ______ _____________ EDX 11
TELECOMMUNICATIONS:
As educational media ______________ EDU 10-11, 12
Equipment (agency) - _____________________ ES
Facilities:
Agency . ______________ CR 7
Commercial (agency use) —_______________ CR 7-7
U.S. Govt. (agency use) _________________ CR 7-6
TELEGRAPH (agency facilities & services)______ CR 7
TELEPHONE (agency facilities & services) _____ CR 8
TELEVISION:
Agency public relationsuse —_________________ PR 8
Censorship (of agency programs) —_________ MVP 10
Communist propaganda use _____________ CSM 10-1
As educational medium ___________________ EDU 12
In English teaching _________________ EDU 10-11
Ag entertainment - CUL 15
Facilities & services ________________________ MVF
Information program, role in_______ MV, MVF, MVP
PROFFATRRIAE oo e i e s MVP
Rights MVP 12
Bebs s e MVF 11
Stations. Networks, ______________________ MVF 10
TELEVISIONGUIDES ___________________ MVP 13-4
TELEX (as agency service) —___________________ CR 7
TELSTAR:
Information program aspect ________________ SPC 6
Scientific aspeet - _____ SP 12-1

TEMPORARY LODGING ALLOWANCE ___PER 11-1
TERMINAL FACILITIES (radio) :

Engineering & construetion ________________ REC 26
Installation operations ... ... RIO 26
TERMINATION OF:
Contracts . ______________________________ PRC 12
Employment = cenee e e PER 13-9
Office, post, ete. —__________________________ ORG 8
Radio installation operation ________________ RIO 12
TERMINOLOGY (financial) —_______________ FMGT 4
TESTIMONIALS (See AWARDS)
TESTING:
Employee training _____________________ PER 9-11
English language training ______________ EDU 10-7
Motion picture & TV programs _____________ MVP 8
Radio engineering & constr. ________________ REC 9
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TESTS: (Use approp. subj.)

For agency employees & applicants ______ PER 13-4
Training employees ____________________ PER 9-11
Reloeation . rreoeommssesa st s e EP 7-9
Soil (radio eng. & constr.) ______________ REC 16-6
TEXTBOOKS:
As educational medium _______ EDU 12
Textbook program ______ BKS (program) or BKS 24
TEXTS, STORY _____ PB 21
THEATRE:
As amusement ______ CUL 15
AB fime a1l —cwnrm v v e CUL 13-1
Facilities - _____________________________ MVF 9
Group presentations abroad _______________ CUL 16
Licensing —_____________________________ MVF 9-1
THEATRICAL RIGHTS ____________________ MVP 12
THEFTS:
Equipment & supplies (agency) ——__________ ES 7-4
Vehicles _________ VEH 4
Investigationiof e e oo o0 SY 12
THEMES:
Exhibits e e e EXH 1-2
Info. programs (general) —_______________ INF 1-10
TITLE:
Deeds (to govt.-owned property):
Bldgs. & grounds _________________________ BG 6
Vehicles . _____ VEH 6
Diplomatic, & rank _______________________ PER 17
TOKENS (local transportation) _____________ TRV 12
TOPOGRAPHIC SURVEYS (radio
CRGPMEeT) e s REC 14-3
TOP SECRET INVENTORY & CONTROL
PROCEDURES _________ _______________ CR 16-2
TORT CLAIMS (vs. agency) ————_________ PER 15-16
TOUR OF DUTY (at post) ——______________ PER 13-3
TOURS. TOURISTS. (See also VISITS)
Agency public relations _____________________ PR 14
VOA lectours . ________ PR 14
Congressional e e o LEG 7
Journalists ________________________________ P 6-1
Motion picture & TV personalities ____________ MV 7
Private cooperation ______________ PYT 7
TRAINING:
(See also EDUCATION & TRAINING)
Agency personnel _________________________ PER 9

Other than agency personnel (info.
prog.)_INF 9; LIB 12-1; MV 9; PPB 9; PSY 9; R 8
TRANSACTIONS, FISCAL

Other ageney woeeepnne oo - o0 ACC 3
Paying & collecting _______________________ ACC 23
TRANSFER:
Agency employees:
Outside agency —_______ PER 13-10
Transfer pay - ____________________ PER 11-11
Within ageney —______________________ PER 13-3
Appropriations (to another agency) —_____ BUD 144
Buildings & grounds (govt.-owned) ________ BG 15-4
Cryptographic material __________________ CR 7-11
Equipment & supplies (agency) :
Surplus property ______________________ ES 12-2
Vehicles ______________________________ VEH 15

TRANSFER: (cont'd)

¥Films . ____________ MVF 19-5
Library holdings —______________________ LIB 13-6
Of 'office .(‘to sueccessor) c—vemccrmrcrmmre ORG 12
Records (agency) — CR 15-2
TRANSISTORS:
Engineering & construction _______________ REC 24
Installation operations _—___________________ RIO 24
Radio contests ____________________________ RP 8-3
TRANSLATING SERVICE (agency) ——_—____ FSV 4-2
TRANSLATIONS:
Book program ——cowmme s s s s e BKS
Publications . ______________________________ PB 17
Radiodises - __________________________ RP 23-6
Radio seript - __________________________ RP 214
Radio fapes w—rwrmos e ve e o RP 22-6
TRANSMISSION LINES (radio) :
Engineering & construction _______________ REC 17
Installation operations ____________ RIO 17
TRANSMITTERS (radio):
Engineering & construetion _______________ REC 18
Installation operations ____________________ RIO 18
TRANSPORTATION:
Agency personnel & dependents _______________ TRV
Freight: ___________________________________ SHW
Equipment & supplies —____________________ SHW
Household /personal effects _________________ SHW
Program materials __________ SHW
Lines (carriers) __________________ SHW 6; TRV 6
Local (official govt. use) —_________________ TRV 12
TRAVEL: (See also VISITS)
Accounting & disbursing aspect ________ ACC 17, 20
Advances (general) _—__________ ACC 23-13; TRV 8
Of agency personnel _________________________ TRV
Allowances (general) ——cocorepmrre TRV 8
Arrangements for:
Exchange grantees & visitors _—_________ EDX 28-5
Other visitors:
CODELS e oo o LEG 7
All others . ___ TRV
Authorizations (general) —_________________ TRV 9
Educational:
Of FS dependents _________________________ TRV
Grant program ________________________ EDX 17
Grants (exchange program) —_________________ EDX
Insurance (agency employees) ______________ TRV 7
Orders (general) . ________ TRV 9
Rest & recuperation (policy) —__________ PER 14-11
Vouchers:
Aecounting aspect ooee oo ACC 17, 20
Preparation & submission _______________ TRV 11
TRAVELERS (assistance to) - ____________ TRV 15
TRAVELERS CHECKS __________________ ACC 23-15

TREASURY CHECKS (accounting aspect) -_ACC 23-9

TRENDS (Use approp. subj.)
TRIBAL CUSTOMS (cultural aspect) ———________ CUL
TRIP(S):
Field (by agency officials) - ______________ ORG 7
Travel arrangements ______________________ TRV
Other types (See VISITS)
REPOTES mommrmem e oo ORG 7
TROUPES (in psychological operations) —______ PSY 6
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TRUST FUND (accounting) ——=——eeeee oo ACC 6 VHF SYSTEMS (radio):

Deposit & trust fund record ______________ ACC 23-2 Engineering & construetion _______________ REC 25
TUBES (radio) Installation operations ____________________ RIO 25

As equipment ems e ES VIDEO TAPE(S): _________ _______________ MVP 17

Engineering & construetion _______________ REC 24 Control & disposition _____________________ MVF 20

Installation Operations —___________________ RIO 24 Processing & printing . __ MVF 15
TURNOYER (personnel) ——cooeeowo oo PER 13 VIOLATIONS, SECURITY:

TWIN CITY AFFILIATION ________________ PVT 10 Agency regulations _________________________ SY 8

Cryptographie —oe oo oo o o CR 7-12

VISA FEES (accounting) ________________ ACC 23-18

U NISAS. . . . e v
For official travelers (agency) ———__________ TRV 13

UNEMPLOYMENT COMPENSATION VISITORS: (See also approp. subj.)

(personnel) oo ___ PER 11 To agency (appointments & interviews with)___PR T
UNESCO CUL, EDU, SCI Exchange (program approvals) ____________ EDX 33
UNHEALTiI_FU_I:_;’_O_é’i‘S: ' Motion picture & TV personalities ____________ MV 7

Differential allowance at ________________ PER 11-7 Travel arrangements e e T TRV

Health & medical servicesat _______________ PER 14 VOlunta.ry (ea:ch.ange program):

UNIT SECURITY OFFICERS __ SY 6-3 Americans going abroad - ____________ EDX 25

UNITED STATES: From abroad __________________________ EDX 24
Advisory Commission On Information ____INF 1-13 VISITS. MISSIONS: (See also VISITORS)

Sponsored schools abroad ____EDU 9-5; EDX 10-5 Agency officials to field - ———________ ORG 7
UNIVERSITIES : Congress, members of (CODELS) __________ LEG 7

Presentation of materials ________ CUL 9 Tra"q .arrangeme.nts ““““““““““““““ TRV

Ridle $1 eAMEAEON: oo EDU 9-3 For visits of special groups (e.g., farm, labor,

p s N science, etc., & media programs, use approp. subj.)

Role in exchange of persons program __________ EDX Sclence, e

Role in training agency personnel __________ PER 9 VISUAL MATERIALS (See AUDIO-VISUAL,
UNIVERSITY : PICTURES, MOTION PICTURES & TELEVISION,

Affiliation pregram — oo oo o EDX 23-1 POSTERS, ETC.)

Alumni erganizations VITAL RECORDS PROGRAM _________________ EP 8

(grantee participation in) —____________ EDX 29-3 VITAL ,STATISTICS (for emergency

Edeation — e e e EDU 9-3 planning) T e e, EP 6-2

Studies program (for agency employees) ——___ PER 9 ng CORRESPONDENTS . ___________ RP 27
UNLIQUIDATED OBLIGATIONS ____________ i — BE &1
UNLOADING (govt. shipments) —___________ SHW 12 OA WIRES _______ RP 38-1
USAGE: VOB WIRES __________________ ______ RP 38-2

Of commereial radio lines by VOA ___________ gy YOUATIONGL EDUCATION e el g

Exhibits _____________________ Exg 1@ YOEWIRES -ooee e RP 38-3

e — B B mvp 13 VOICE OF AMERICA__________ R, REC, RF, RIO, RP

Newe ... . p 13 VYOLUNTARY VISITORS (exchange program)

Pietares T hiXips  Americans going abroad EDX 25

Publications - __________________________ PE 13-3 From abroad . _______________ EDX 24

Radio programs & material _________________ RP 13 VYOTING RIGHTS (employees) - ____ PER 15-14

Television —_____________________________ MYP 18 VOUCHER(S):

USE, ACCESS: (See approp. subj.) Claxj:s & e?(ceptlons ““““““““““““““ ACC 21
Of radio installations —____________________ RIO 13 SO lalms et AOC 211
OF 060888 o] CR 16-1 Notlces_ of exception _________________ ACC 23-10

UTILITIES (in govt. bldgs.) ——————_—_______ BE TG R e el 18

UTILIZATION & DISTRIBUTION: Examination oo ACC 20
Equipment & supplies ______________________ ES 11 i — ACC 4

Surplus/exeess . _________________ ES 12-3 Travel (gefne'ral) ————————————————————————— TRV 11

Program materials (See media subj.) Accounting aspect —________________ ACC 17. 20

VACANCIES (position) - _____________ PER 4

VACCINES (agency medical use) —___PER 14-8, 14-10

VAULTS (in govt. bldgs.) ————— BG 16-11
VEHICLES (See MOTOR VEHICLES)
VENDORS (agency procurement) _____________ PRC 6

(See also TALENT VENDORS)
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WAGE(S): X-RAY:

Rates, (local & domestic) —_______________ PER 11-5 As laboratory service (employees) ________ PER 14-6

Scales (government employees) —___________ PER 11 Use in treatment of employees ___________ PER 14-8

Schedules (government employees) —______ PER 11-5
WAIVERS:

Medical (agency employees) —____________ PER 14-4

Printing (publications) __________________ PB 23-10 Y

Procurement regulations _________________ PRC 1-1
WARBHOUSING & STORAGE: - sHW YACHTING (65 port) -oooooomomeomoomo CUL 15

B . YELLOW FEVER (employees) ____________ PER 14-8

Equipment & supplies - _____________________ SHW YOUTH:

Household/personal effects (agency employees) SHW  S——

USIA program materials —___________________ SHW Festivals. CSM 14-2
WARFARE, PSYCHOLOGICAL ________________ PSY Movement CSM 14-1
WATCHMEN (building) —ceecccssmmonmmmmmss BG 17 G I i S R
WATER SUPPLY roups (as political force) e POL 13-2

Gradic engineers. & constrehion) REC 16-7 Program (to promote understanding of youth
WELFARE FUND (employee) . ___ PER 15-6 o 77" Breed) o — ZDX. 13
WHITE PAPERS: OCIal as'peCt "._ ___________________________ SOC 16

As agency publications ___________ PR 10 duvenile dellr}quency __________________ B Bt

As background studies (Use approp. subj.) Tazges group (oo, preg —eeeeenone LHE: B
WIRELESS: (See also TELEGRAPH, TELEPHONE)

File (general materials on) —_________________ P 19

Services & facilities (agency) - _____ CR 7
WITHDRAWAL (of films) —______________ MVF 19-4
WORKING :

Conditions (employees) ___________________ PER 13 (NONE)

Groups (Use approp. subj.)
WORKSHOPS: (See also SEMINARS)

Bducation ———-cescemmnemmeme e - EDU 13

Library procedures —_____________________ LIB 12-1
WORLD:

Pairs coore e ce e e o0 o CUL 8

Surveys (public opinion)__INF 12-1 or approp. subj.
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