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INTRODUCTION
A. PURPOSE AND SCOPE

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

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

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

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

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

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

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

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

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

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

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

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

:n Section D of the Introduction.

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

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

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

b. Crisis Files

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

c. Commercial Ofﬁcers

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

d. Peace Corps Representatives

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

3. Atbrevigticns

a. Common Abbrevigtions

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

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

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

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

4. index

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

TYPE OF SYSTEM
i. Subject-Numeric System

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

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

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

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

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

2. Parcllel Numbering

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

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

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

3. Expansion of Existing Subjects

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

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

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




intred. (p. 4) RECORDS CLASSIFICATION HANDBOQK

D.

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

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

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

METHODS OF ARRANGEMENT

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

1. Subject

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

uf'_- 63 Suggastion Pevgras S \

mictews )

P 6 Averds i Comumsdections
{

e -,
co )

e e =

( : = )

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

)

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

l

)
I
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(1) By name of individual:

(3) By geographic location:

-
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(4) 3By subject:

(m 0 .._.........'-’ _‘;j:_\j\
== ||

|
|
|

('- 0 Attemdence & Ledve

-

2. Geographic Location

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

Tgm

.

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

{n«;u_..n "“)

[

-
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X
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L
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3. Organization

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

,-

BY 12 Armewents ) ]

)
= \\\

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

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

f ("‘"'-“-6-‘-?7 e ) \

- !

4. Name of Individual or Firm

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

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

=
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5. Type of Petson, Product, etc.

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

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

and products as weil.

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

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

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

E. RELATED HANDBOOKS

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

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

F. REFERENCE

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

G. DISTRIBUTION

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

USICA oversecas establishments may be obtained from the USICA Management

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

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

H TL-246D & l6lF (10-19 #79)“_
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ADMINISTRATION

TABLE OF CONTENTS

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

instructions

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

matter.

_SEE: BUDGET

of estimates, and budget execution.

outline for budget policy, formulation and submission

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

Special Methods of Arrangement:

1,

‘AC(VJ 6 Fund Accoun!

|
|

By fund title or symbol:

ting

19 x 1078

=
|
H
|
|
|

ACC—ACCOUNTING & DISBURSING

1

GENERAL POLICY. PLANS. PRINCIPLES.

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

CENERAL REPORTS & STATISTICS

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

TRANSACTIONS (OTHER AGENCY)

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

GENERAL LEDGER

includes journal vouchers, balance sheet and
financial statements.

LAWS & REGULATIONS

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

FUND ACCOUNTING

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

~

By central fiscal servicing office:

| ACC 16 Payroll-Brussels RFC, Paris |

ALLOTMENT ACCOUNTING

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

EXPENSE ACCOUNTING

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

PERSONAL PROPERTY ACCOUNTING
Includes motor vehicles, expendable and non-

expendable equipment. Subdivide by type if
volume warrants.

10 REAL PROPERTY ACCOUNTING

11

12

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

ACCOUNTS RECEIVABLE

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

ACCOUNTS PAYABLE

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

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

13

4

i5

16

17

18

19

20

20-1
23

22

23

23-1

ADVANCES

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

OTHER AGENCY ACCOUNTING

Subdivide by agency.

SALES ACCOUNTING UNCOME!}

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

PAYROLL

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

TRAVEL

Includes fare, per diem, transportation, etc,

COMMERCIAL VOUCHERING

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

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

VOUCHER EXAMINATION

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

Suspensions & Disaliowances
CLAIMS & EXCEPTIONS

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

other negotiables. Subdivide by type if volume
warrants.

PAYING & COLLECTING TRANSACTIONS

Overages & Shortages

23-2

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

23-8

23-9

13-10
23-11
23-12

23-13

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

23-20

Reports & Statements

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

Receipts

Disbursements

Savings Bond lssuance & Redempiion
Accommodation Exchange

Bank Accounts

Cash Paymenis

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

Check Operations

Includes Treasury Checks and depositary
checks in local banks.

Notices of Exception
GAQ Claims
Cash Verifications

Cush Advances

Includes travel advances.

Tax Levies

Travelers Checks

Sale of Postage Stamps

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

Consolidated Payment——Siateside
Storage

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

instructions

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

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

tions.

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

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

Special Method of Arrangement:

1,

By name and/or location of specific building:

a. When volume warrants only a primary
folder:

| B¢G — BUILDINGS &
‘ GKOUNDS

Mamba Pt. Comp. |
1
s i)

PRS- -

BG—-BUILDINGS & GROUNDS

GENERAL POLICY. PLANS.

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

GENERAL REPORTS & STATISTICS

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

CLAIMS

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

CONTRACLTS

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

1

LAWS & REGULATIONS

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

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

BG 10 Maintenance  Mamba Pt Comp. |
& Operations |

6 ACQUISITION

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

6-1 Purchase

Includes condemination.

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

6-3 Site Surveys. Data.

7 DESIGN. CONSTRUCTION. ALTVERATION.

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

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

10

10-1

1n

12

i3

14

15

15-1

FURNISHINGS

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

INSPECTION

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

MAINTENANCE & OPERATIONS

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

Utilities & Services

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

SPACE ASSIGNMENT & USE. MOVES.

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

SPECIAL FACILITIES & CONCESSIONS

Such as eating facilities, commissaries, ramps,
snackbars, etc. Includes dining room passes.
Subdivide by type of facility if volume war-
rants. For commissary services, SEE: PER
15-2.

SAFETY PROGRAM

Use for protection of buildings and grounds
and their occupants from damage or injury.
Includes fire drills, civilian defense measures,
such as designation of shelter area, etc. For
physical security, SEE: BG 16; for employee
accidents, SEE: PER 14-12; for property dam-
age or loss inflicted by natural causes, mob
violence, ete., SEE: BG 20.

TAXATION

DISPOSITION

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

Abandonment

15-2 Demolition. Dismantling.

15-3 Sale

15-4 Transfer

16

161

16~2

16-3

16-4

16~5

166

16-7

168

16-9

16-10

16-11

16-12

17

18

18-1

FACILITIES & EQUIPMENT SECURITY

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

Alarm Systems
Electronic Equipment & Counter Measures

File Equipment

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

Technical Penetration

Vaults. Storage Facilities.

Entry & Departure

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

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

MARINE GUARDS

Other than personnel matters, for which use
PER outline.

Handbook & Orders

18-2 Marine Inspection Report

18-3 Guard Survey

19

20 REAL PROPERTY DAMAGE.

{Reserved for future use)

LOSS.
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BUDGET

instructions

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

mental and deficiency.

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

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

Special Method of Arrangement:

1. By fund title or symbol:

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

|

BUD—BUDGET

GENERAL POLICY. PLANS.

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

Agency Position

Use for agency stand to be reflected in budget
estimates.

1-2 Program Planning Budgei System

3-1

Use for general materials only.

GENERAL REPORTS & STATISTICS

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

CALL FOR ESTIMATES

Includes budget ceiling on level of estimates
imposed by OMB,

3-2 Agency Instructions

4 REIMBURSEMENT ESTIMATES. AGREEMENTS.

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

4-1 Reimbursement Criteria

5 LAWS & REGULATIONS

Includes OFFICE @F ManagEmewT aws Budery CircuLans,

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

6 PROJECTIONS. PREVIEWS.

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

7 OFFICE & POST SUBMISSIONS

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

8 AGENCY REVIEW

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

© Orrice of &uimnr AN Subsct Susmissiow

Use for agency estimates as submitted to OMB

for review.

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

9-2 Supplemenial Data
Requested by OM8 during review.

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

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

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

11=3 Senate Hearings

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

11=4 Conference Action

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

12 APPROPRIATION ACT

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

13 FUND AVAILABILITY

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

13-1 Fund Status Reports
14 BUDGET EXECUTION

14-1 Apportionment

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

i4-2 Anncal Authorizations

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

14-6 Alictments

Includes adjustment of allotments.

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

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

trol over numerical authorization of sztafiing
levels or personnel ceilings.

16-1 Reguesis
162 Conirol Registers
16~3 Aliocutions

17 BUDGET BACK-UP

Use for back-up materials when it is desirable

tc maintain them separate from the particuiar

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

COMMUNICATIONS & RECORDS

ingtructions

CR
Use for papers on government-wide and agency communications and records
policy, systems znd procedures, services and operations. Inciuded are paper work
menagement programs; regulations and procedures regarding classified records
and information.
SEE: TELECOMMUNICATIONS and POSTAL AFFAIRS outlines
for matiers pertaining to communications and mail matters other
than those pertaining to agency operations and services.
BUILDING & GROUNDS outline for physical and technical
security aspects of protecting communications and records facil-
ities and classified material.
EMERGENCY PLANNING outline for E & E and vital records
programs.
CR—COMMUNICATIONS & RECORDS
1 GENERAL POLICY. PLANS. COORDINATION. 4 COMMUNICATIONS ANALYSIS &
Use for overall agency program and coordina- DISTRIBUTION
tion between agencies. For separate telecom- Inciudes determination of office to which com-
munications and records management programs, munications should be routed, distribution guide-
SEE: CR 7 and 10, respectively. lines, number of copies distributed, etc. Sub-
divide by type if volume warrants.
2 GENERAL REPORTS & STATISTICS
Use for those which cannot be filed under more 5 AUTHENTICATION
specific subjects in outline. Subdivide by title .
if volume warrants. 5-1 Regulations & Procedures (Auth)
3 MAIL FACILITIES & SERVICES 5-2 Reports & Statistics (Authi
3-1 Courier Service 5-3 Schedule of Fees (Authl
3-2 Pouch Service 6 (Reserved for future usel
3-3 Postal Servicess =000 -7 TELECOMMUNICATIONS SERVICES
Includes U.S. PesvaL SErvioE, MILiTARY PesvaL Except telephone, for which SEE: CR 8. Sub-
Services, etc. Subdivide by type, as required. divide by type (e.g., telegraph, cable, radio) if
volume warrants. Includes use of radio trans-
3-4 Messeager Service mitters in U.S. chanceries abroad and USICA
wireless file facilities and services. For similar
3-5 Message Centers use by foreign missions in U.S., SEE: POL 17-7.

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

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

3-7 Addresses. Mailing Lists.
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RECCORDS CLASSIFICATION HANDBOOK

CR—COMMIUNICATIONS & RECORDS

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

7-5 Regulations & Procedures (Telecom)

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

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

7=-7 Commercial Facilities (Telecom)

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

7-8 Cryptographic Systems
7-9 Crypiographic Clearances

7-10 Maintenance & Repair

Of telecommunications and for cryptographic
equipment.

7=-11 Crypiographic Reports

Includes inventories, receipt, transfer and
destruction reportis.

7-12 Crypiographic Operations & Material

Inciudes cryptographic procedures and re-
quirements.

7-13 Frequencies & Scheduies

7-14 Reception

Includes reception reports and irregularity
reports.

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

7-16 Enginoering
Includes design, construction and changes.

8 TELEPHONME SERVICE

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

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

Laws & Regulations (Vei)
Includes rates.

8-6 Telephone Lists. Direciories.

9 (Reserved for future usel

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

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

10-3 Organizations & Conferences (LA

104 Agreements (RM)

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

10-5 Laws & Reguiations (RM)

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

11 RECORDS MAINTENANCE & SERVICE

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

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

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

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

13 RECORDS EQUIPMENT & SUPPLILS

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

13-1 Foider Labels

14 MICROFILMING

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

i

15=1

15-3

154

1€

RECOUDS DISPOSITION

Recovds Retirement
Witkin agency.

Records Transier.
Between agencies.

kecords Destruciion
Records Conitrol Schedules

DOCUMENT & INFORMATION SECURITY

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

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

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

16=3

17

18

19

20

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

REPORTS MANAGEMENYT

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

v iy

CORRESPONDENCE MANAGEMENT

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

DIRECTIVES MANAGEMENT

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

FORMS MANAGEMENT

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

instructions

=
e

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

gencies other thun civilian defense planning.

SEE: DEFENSE AFFAIRS outline for civilian defense.

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

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

EP—EMERGENCY PLANNING

1

GENERAL POLICY. PLANS. COORDINATION.

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

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

7 EMERGENCY RELOCATION PROGRAM

7=1

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

7-8

7-9

Policy. Plans. Guidelines.

Includes directives and handbooks.
Reports

Otl;or Agency Procedures

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

Includes Emergency Notification System

(Cascade).

Relocation Tests. Exercises.

Subdivide by code name and year.

8 VITAL RECORDS PROGRAM

8-1
8-2

8-3

Selection Guidelines

‘Status Reports

Records Protection

9 ROUND-UP PROGRAM
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ES (p. |

EQUIPMENT, SUPPLIES & SERVICES

instructions

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

follows:

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

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

tions facilities and services.

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

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

PROCUREMENT & CONTRACTING outline for matters per-

taining to these subjecta.

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

ES——EQUIPMENT, SUPPLIES & SERVICES

1

GENERAL POLICY. PLANS. GUIDELINES.

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

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

=2 Replacement Program

2 GENERAL REPORTS & STATISTICS

Use only for material which cannot be filed -

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

ORGANIZATIONS & CONFERENCES

REGIONAL SUPPLY CENTERS

Use for establishment and overall operation of

centers.  Subdivide by location if volume war-
rants.

LAWS & REGULATIONS

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

6

7

7=l

7-2

73

74

9

{Reserved for future usel

PROPERTY ACCOUNTABILITY

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

Stock Conivels

On expendable supplies and equipment.

lnventories

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

Loans & Exchanges

Thefts. Losses.

Includes property survey reports of lost and
damaged items.

Destruction.

(Reserved for future use)

STANDARDS

TT1.-246D & 161F (10-19-79)



€S {p. 2} _ RECORDS CLASSIFICATION HANDBOOK

ES—EQUIPMENTY, SUPPLIES & SERVICES

10 MAINTENANCE & REPALR

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

11 UTILIZATION & DISTRIBUTION

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

12 SURPLUS/EXCESS PROPERTY

12-1

12-2

Acguisition

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

Utllization
Excoss Listings

Proceeds of Suies
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FINANCIAL MANAGEMENT

instructions

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

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

ACCOUNTING & DISBURSING outline for all aspects of ac-

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

FMGT—FINANCIAL MANAGEMENT

1 GENERAL POLICY. PLANS. PRINCIPLES. 8 BANKING FACILITIES
2 GENERAL REPORTS & STATISTICS 9 BONDING

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

financial management systems and procedures

i, Enanbion turdet. 10 SAFEGUARDING OF FUNDS

Use for requirements and standards for physi-

3 CLASSIFICATION CODES cal protection of funds and negotiable instru-

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

installation aspects.
4 TERMINOLOGY

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

5 LAWS & REGULATIONS staff.

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

divide by agency if volume warrants. 11-2  Overseas

5-1 Procedural Handbooks 11=3 Confracts

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

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

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

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

6-1 Disbursing Officers 14 MECHANIZATION

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

6-3 Certifying Officers by type if volume warrants.

7 DEPOSITORIES, LOCAL
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PACILITATIVE SERVICES

Instruciions

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

SEE: BUILDINGS & GROUNDS, COMMUNICATIONS & RECORDS,

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

BUDGET outline for reimbursement estimates and agreements.

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

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

FSV—FACILITATIVE SERVICES

1 AUDIC-VISUAL SERVICES

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

1-3 Organizations & Moetings

i-4 Technology

i-5 Laws. Regulations. Procedures.

2 REPORTING SERVICES

Includes conference reporting.

3 AUTOMATED DATA PROCESSING

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

3-1 Genercl Policy. Plans. Coordination.

Technology

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

Laws & Regulations

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

Systems Development. Feasibility Studies.

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

3-7 Statistical & Other Services

4 LANGUAGE SERVICES

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

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

3-3 Organizations & Conferences

5 LIBRARY SERVICES

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

6 REPRODUCTION & DISTRIBUTION

&1

6~2
&3
&4
65

General Policy. Pians. Guidelines.
General Reports & Statlstics

Organizations & Meetings

. Technology

Laws. Regulations. Procedures.

EDITORIAL SERVICES & PUBLICATIONS
CONTROL

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

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

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

instructions

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

judicial and claims procedures, etc.

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

tic law, and international law.

PROTECTIVE SERVICES outline for judicial and legal services

provided by consular officers.

LEG—LEGISLATIVE & LEGAL AFFAIRS

LEGISLATIVE PROGRAM

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

Congressional Summaries

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

REPORTS TO CONGRESS

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

filed subjectively under appropriate subject out-
lines,

ORGANIZATIONS & CONFERENCES

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

CONGRESSIONAL COMMITTEES

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

LAW

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

MEMBERS OF CONGRESS

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

7=1

10

11

12

13

14

Visivs

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

Country Brieting Papers
For Congressional travelers,

CONGRESSIONAL INVESTIGATIONS

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

EXECUTIVE PRIVILEGE

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

LEGAL OPINIONS. INTERPRETATIONS.

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

Use for procedures relating to handling of sub-

poenas served on Agency.

COPYRIGHTS. CLEARANCES.

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

CLAIMS. LITIGATION.

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

JUDICIAL ASSISTANCE. PROCEDURE.

Includes Committee on Judicial Procedure,

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

2

LEG



RECORDS CLASSIFICATION HANDBOOK

ORGANIZATION & MANAGEMENT

Instructions

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

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

7 ORG (p.

outlines.

ORG—ORGANIZATION & MANAGEMENT

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

ORG



ORG {p. 2)

ORG—-ORGANIZATION & MANAGEMENT

Y

10-1

MANAGEMENT SURVEYS

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

MANAGEMENT PROGRAMS

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

Policy. Plans. Coordination.

10-2 Reporis

RECORDS CLASSIFICATION HANDBOOK

10-3
104
10-5
10-6

11

V2

Meetings

Agreements. Confracts.
Regulations. Procedures.
Resecrch & Development

INSPECTIONS

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

CONDUCT OF OFFICE

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

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

PERSONNEL

Instructions

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

ment and in the Agency, including its organizational components.

Also includes

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

SEE: EMERGENCY PLANNING outline for assignment of personnel

in emergency situations.

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

TRAVEL outline for travel of employces and dependents.

SHIPPING & WAREHOUSING outline for shipment of effects,

and other items.

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

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

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

i

ORGANIZATIONS & CONFERENCES

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

STAFFING. COMPLEMENT.

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

Reduction-in-Force

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

LAWS & REGULATIONS

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

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

6 AWARDS & COMMENDATIONS

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

6-1 Awards Committees

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

Subdivide by type if volume warrants.
6-3 Commendations

64 Honor Awards

Subdivide by type if

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

7 APPEALS

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

8 ATVTENDANCE & LEAVE

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

9 TRAINING & DEVELOPMENT

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

9-11 Examinotion and Testing

9-12

913

Graduation Exercises. Cerificaies.
Diplomas.

Consultation. Briefing.

Iuciudes debriefing returnod employees.

10 PERFORMANCE EVALUATION

10-1

10-2

Performance Rating Committees. Evaiva-
tion Panels.

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

Includes appeals.

11 COMPENSATION

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

1=l

11-2

113

P-4

11-5

11-6

11=7

11-8

11-9

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

Deductions

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

Fincl Salary Clearance

Upon separstion of employee.

Wage Rates & Schedules

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

Premivm Pay

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

Retail Price Schedules

11-10 Separation Allowances

1i1-11

Transfer Pay

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

PER—PERSONNEL

11-12

In¢creases

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

12 CONDUCT & DISCIPLINE

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

13 EMPLOYMENT

Case file personnel actions on individual em-

ployvees by

name in personnel folders.  ior

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

13-1

134

13-5

13-6

13-7

13-8

Application for Employment

Case file individual applications by name if
volume warrants.

Appointment

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

Assignment. Detail.

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

ele.
Examinations. Tests.

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

Equal Employment Opporitunity

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

Recruitment

Retirement

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

13-9

13-10

Terminalion

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

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

14 HEALTH & MEDICAL CARE

14=1

14-2

14-3

144

14-5
14-6

14-8

14-9
14-10

14-11

14-12

Policy. Plans.

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

Reports & Statistics

Organizations & Conferences

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

Medical Examinations

Includes medical clearances, waivers, fitness
for duty.

Laws & Regulations

Facilities
Includes regional medical centers, hospitals,

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

insurance

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

Diseases & Conditions

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

Immunizations. Inoculations.

Medical Supplies

Evacuation

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

Safety. Accidents.
Inciudes safety programs and claims under

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

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

PER—PERSONNEL

15 EMPLOYEE RELATIONS & SERVICES

Includes bonefits derived by employees.

15-1

15-2

15-3

i5-4

153

15-6

15-7

15-8

15-10

15-11

15-12

15-13

Campaigns. Drives.

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

Commissary Services

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

12
Employee Unions

Employee Veiricies

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

ot bine,

Credit Union
Employee Weifare Fund
Life insurance

Grievances

Other than appeals.

Dependent Education

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

House Organs

Published by or {or employees,

income Tex

Far assistance to employecs in preparing
tax forms.

Housing Services

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

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

15-1

15-1

15-1

15=1

1é

161

-2 C

7

i8

9

20

21

4 Political Activities

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

5 Recreation

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

é& Tort Claims

Use for administrative settlerment of such

claims resulting {rom negligence, wrangful

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

Iucludes credit inquiries and bill coliecting.

SECURITY

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

Penetration

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

rances

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

PCSITION DESCRIPTIONS. CLASSIFICATION.

Includes job xtandards.

PERSONAL STATUS

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

EMPLOYEE MORALE

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

For military leave, SEE: PER 8.

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

PUBLIC RELATIONS

instructions

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

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

overseds.

Also includes information activities within a country

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

mass scale.

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

ducted by ygicaoverseas.

PR—PUBLIC RELATIONS

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

111

11=2

113

114

i2

Accreditation

Subdivide by name of correspondent if vol-
ume warrants.

Prass Relegses

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

Press Conforences. interviews.

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

Special Events Coverage

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

SPEECHES

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

12-1

i3

131

Speech Clegrance

PUBLIC OPINION & INQUIRIES
Inciudes requests for information, publications,

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

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

Petitions & Resoluticns

13~2 Polis & Surveys

14

TOURS

Agency tours for the general public, including
VCA Lectours.

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

PROCUREMENT & CONTRACTING

lastryctions

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

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

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

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

other identification following the primary subject file symbo! PRC.

PRC—PROCUREMENT & CONTRACLTING

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

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

10 JOB ORDERS

17 REQUISITIONS

12 TERMINATION
Includes defauiis,

12~V Procedures

12-2 Completion

12-3 Caonceliailion

13  CLAIMS, PROTESTS & SEVTLEMENTS
13- Compirelier Seneval

132 Board of Contrac Appeals

133 Other

14 EXTENSIONS

15 DISCOUNTS

16 TAXES

17 FINDINGS & DEVERMIKAYIONS

17=1 Shoaderdization

18 INSPECTION & &CC&”‘W&W

19 GOVERNMENT PURNISHED EQUIPMENT
20 CONTRACY REVIEWS & AUDITS

201 Agency

2024 Gonerval dcsovating Olice

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

1

SHIPPING & WAREHOUSING

Instructions

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

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

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

subject file symbol SHW.

SHW—SHIPPING & WAREHOUSING

! GENERAL POLICY. PLANS. COORDINATION

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

GENERAL REPORTS & STATISTICS

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

3 CONFERENCES
4 DESPATCH AGENCIES (U.S.)

Subdivide by location if volume warrants.

5 LAWS & REGULATIONS
Include local laws and regulations.

6 CARRIERS

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

~

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

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

7 INSTRUCTIONS & PROCEDURES

7-1 Shipping instructions & Procedures

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

8 INSURANCE
Subdivide by type or name of company.

9 DRAYAGE

Subdivide by name of carrier.
10 SHIPPING NOTICE TO FIELD

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

11-1 Packing Lists

12 LOADING & UNLOADING

Includes pier charges, demurrage, etc.

13 RECEIPTS & INVOICES

Subdivide by type of carrier or vendor.

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

15 SHIPPING ORDERS
Subdivide by post, area or number.

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

17 CUSTOMS

Includes export-import deciarations.

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

Their effect on Government shipping.

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

20 FREIGHY FORWARDERS

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

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

20-4 Contracts

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

SECURITY

instructions

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

administration of security policies and programs.

These will be concerned

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

SEE:
ical and technical security.

BUILDINGS & GROUNDS outline for material reiating to phys-

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

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

records programas.

PASSPORTS & CITIZENSHIP outline for pussport security.

PERSONNEL outline for personnel security.

SY-——SECURITY

=1
-2
-3
2

2-1

2-2

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

SY imsiructions

RSS insteuciions

Post instructions
GENERAL REPORTS & STATISTICS
Monthly Staotus Reports

Securily Survey Reperis

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

ORGANIZATIONS & CONFERENCES

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

AGREEMENTS
LAWS & REGULATIONS

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

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

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

SY—SECURITY

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

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

14-1 Local Procedures

14=-2 Sources of Information

14-3 General Certification Standards

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

is

INDUSTRIAL SECURITY

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

T1.-246D & 161F (10-19-79)
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TRV (p. 1)

TRAVEL

Instructions

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

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

ing government owned vehicles.

oy

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

government-owned vehicles.

LEGISLATIVE & LEGAL AFFAIRS outline for trips by Mem-

bers of Congress (CODELS).

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

TRV—TRAVEL

|

GENERAL POLICY. PLANS. COORDINATION

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

GENERAL REPORTS & STATISTICS

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

CONFERENCES
(Reserved for Future Use)

LAWS & REGULATIONS

Includes local laws, regulations, and procedural
handbooks.

CARRIERS

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

Rates. Fares.

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

é~-2 Routes & Schedules

6=3 Use of American and Foreign Carriers

7

10
11

12

Use for general policy and regulations.
TRAVELER INSURANCE

TRAVEL ALLOWANCES

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

TRAVEL AUTHORIZATIONS

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

TRAVEL PRIORITIES

TRAVEL VOUCHERS

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

LOCAL TRANSPORTATION

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

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

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

14 (Reserved for future use)

15 ASSISTANCE TO TRAVELERS

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

15-1

153

154

155

15-6

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

Lirousine Service

@

Meetings Travelers
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VEHICLES

Instruclions

it m——— . - —

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

ViEr - VEHICLES

1

8

9

GENERAL POLICY
GENERAL REPORTS & STATISTICS

ACCIDENTS

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

LOSS & THEFY
LAWS & REGULATIONS

ACQUISITION. REPLACEMENT.

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

MARKING & (DENTIFICATION

10 MAINTENANCE & REPAIR

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

1R

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

11-1  Credit Cards

11-2 Iinspection

11=3 Dispatching & Scheduling

11=4 Drivers' Licenses

1i=5 License Plates

1i=6 Operaiors’ Permits

12
13
4

is

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

DISPOSITION

Includes sale, transfer, ote.

VEH (p. 1}
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CULTURE & INFORMATION
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U

8KS
BOOKS

Instructions

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

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

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

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

BKS—BOOKS

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

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

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

- Deily Guidoncs 8 EFFECTIVENESS

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

Includes readership reports and surveys,

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

in this outline.

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

9— ]

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

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

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

TL-246D & l61F (10-19-79)
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BKS—BOOKS

12 RIGHTS. CLEARANCES.

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

13 DISTRIBUTION. SALE. LOAN.

13-1 Moailing Lists

Includes requesis for additions and deletions
to list.

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

BKS 13- 1.

15 CREDITS. ATTRIBUTION.

16 REVIEW. APPRAISAL. SELECTION.

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

17 MANUSCRIPTS

17-1 Preparation. Adapiation.
Includes translation.

17-2 Reporis
17-3 Review

18 LISTS. CATALOGS. BIBLIOGRAPHIES.

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

CULTURE

Instructions

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

tions programs.

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

EXHIBITS outline for materials on these cultural activities.

CUL—CULTURE

1

POLICY. PLANS.

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

REPORTS & STATISTICS

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

ORGANIZATIONS & CONFERENCES

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

AGREEMENTS

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

LAWS & REGULATIONS

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

6 COMMEMORATIVE CELEBRATIONS.

HOLIDAYS.

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

VISITS

Of cultural groups or individuals other than
those under the educational exchange or cul-
tural presentations program, for which SEE:
EDX outline or CUL 16, respectively. For
visits of journalists, SEE: P6-1.

FAIRS. EXPOSITIONS.

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

9 MATERIALS PRESENTATION

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

TL-246D & 161F (10-19-79)
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CUL—CULTURE

91 Policy. Plans. Guidelines.
92 IoporLs & Staiistics

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

9-7 Periodical Subscriptions

L

Y

101

10-2

10-3

10-4
105

10-6

(R

12

13

Except for returned grantees, for which
SEE: EDX 294

Other Materials

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

CULTURAL PROPERTY. HISTORY.

Protaction & Preservation. Restiftution.
Includes restoration.

Mewmorials & Monumenis

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

Museuims. Gallories.

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

(Reserved for future wsel

Public Records. Archives.

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

Parks & Reservations

(Reserved for future usel

LECTURE PROGRAM

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

FINE ARTS

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

13-2

133

13-4
135

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

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

Painting. Drawing. Scuipivre.

Literature. Poatry.

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

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

14 MUSIC

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

141

142

14=3
Uy

145

164

147

148

149

Policy. Pluns. Guidelines.
Includes Music Advisory Panel.

Reports & Statistics ‘
Includes utilization reports.

Program Effectivenass

Musical Equipment & Supplies

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

Musicsl Performances

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

Recordings

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

Scoras

Includes both published and unpublished
seores and requests for same.

Fastivals

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

Rental & Performance Rights

Includes conducted scores and instrumental
parts,

TL-246D & 61T (10-19-79)
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CUL—CULTURE

14-10 Catclogs & Lisis

14-1

15

15-1

16

|  Music Background materials

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

AMUSEMENTS. SPORTS. HOBBIES.

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

Clympic Games

CULTURAL PRESENTATIONS

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

161

16-3

Policy. Pians.

Includes coordination and support by ihe
agencies involved,

Reporis & Statistics

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

Commitiees. Panels. Conferences.

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

instructions

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

in the educational field.

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

EDU—EDUCATION

POLICY. PLANS.

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

REPORYS & STATISTICS

Use for material which caanot be filed under

one of the more speeific subjects in this outline.

ORGANIZATIONS & CONFERENCES

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

AGREEMENTS

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

LAWS & REGULATIONS

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

COMMUNIST ACTIVITIES

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

VIsSIvS
OF individusls or groups in the educational field

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

LITERACY, ILLITERACY.

9

Subdivide by

91
9-2
93

9-5

10

10-1
10-2

EDUCATIONAL SYSTEM. INSTITUTIONS.

name of

inatitulion if volume

Warranis.
Elementary
Secondary

Coliege & University

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

Advlt. Vecational.

For labor education, SEE: LARB 9.

U. S.-Sponsored Schools Abroad

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

ENGLISH LANGUAGE TRAINING

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

General Policy. Plons.
Reporis & Statistics

Organizations & Conferences

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

name, regardleas of program:

LECLERC. Alphonse
EDX 10 [Foreign Student

GOULART, Rebert
EDX i3 Percign Professor

DIETRICH, Auntos
EDX 11 Teen-ager

EDX—EDUCATIONAL & CULTURAL EXCHANGE

1 GENERAL POLICY. PLANS. COORDINATION.

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

i-1 Country Program Plans. Allocations.

1~2 Reprogromming

2 GENERAL REFORTS & STATISTICS

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

program:

{ EDX 13 Poreign Prolessor

|

DX 13 Forcign Professor

Krupp, Frans

s ronbeck, _Ba_n_.

EDX 11 Foreign Profczaor ietrich, Anlon

2-1 Pregrom Evgivation

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

i-2 Reporis o Congress

3 ORGAMIZATIONS & CONFEREWCES

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

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

4 AGREEMENTS

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

5 LAWS & REGULATIONS

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

6 BINATIONAL FOUNDATIOKS.
COMMISSIONS.

Subdivide by name if volume warrants.

6-1 Meetings

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

6-2 Reports

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

7-1  Meetings

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

7-2 Reports

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

7-4 Documents

Avrange by docient number.

8 ADVISORY COMMISSION ON INTERNATION-
Al EDUCATIONAL & CULTURAL AFFAIRS

8-1 Moeetings 5

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

8-2 Reporis

Subdivide by title if volume warrants.

8-3 Membership

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

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

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

13-3 Program Effectiveness. Follow-up.

14 TEACHER DEVELOPMENT PROGRAM

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

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

14—4 Special Projects.

Subdivide by type and/or name if volume
warrants.

15 INTERNATICNAL VISITORS PROGRAM

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

15-1 Policy. Plans. Guidelines.

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

15-3 Program [ifectiveness. Foliow-up.

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

17 EDUCATIONAL TRAVEL PROGRAM

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

17-1 Policy. Plans. Guidelines.

17-2 Reports & Statistics

Includes program and fiscal reports.

17-3 Program Effectiveness. Follow-up.

18 U.S. STUDENT PROGRAM

Material on individual grantees or specific

projects may be case filed here alphabetically
by name.

18-1 Policy. Plans. Guidelines.

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

18-3 Program Efectiveness. Follow-up.

18-4 Grantee Services (General)

19 U.S. PROFESSOR PROGRAM

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

19-1 Policy. Plans. Guidelines.

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

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

19-5 English Language Teaching Program

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

20 TEACHER EXCHANGE PROGRAM

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

20-1 Policy. Plans. Guidelines.

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

20-3 Program Effectiveness. Foliow-up.

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

21 MULTINATIONAL FOREIGN SPECIALIST &
LEADER PROJECTS

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

21-1 Policy. Plans. Guidelines.

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

21-3 Program Effectiveness. Follow-up.

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

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

33 EXCHANGE VISITOR PROGRAM Use for general visa matters relating to

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

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

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

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

EXHIBITS

instructions

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

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

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

tional purposes.

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

EXH—EXHIBITS

1 GENERAL POLICY. PLANS. GUIDELINES.
BACKGROUND.

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

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

1-4 Coordination

Subdivided by name of agency if volume war-
rants.

2 GENERAL REPORTS & STATISTICS

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

2-1 Progress Reporis

3 ORGANIZATIONS & CONFERENCES

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

3-1 Interagency Exhibits Commitiee

4 AGREEMENTS
Includes negotiation of agreements.

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

4-2 Loan Agreements

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

5 LAWS. REGULATIONS. PROCEDURES.

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

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

6 CONTRIBUTORS

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

6-1 Contributor Lists

7 VISITORS. GUESTS. LECTURES.

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

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

EXH-——EXHIBITS

8 EFFECTIVENESS. EVALUATION

8-1 Reaction Reports

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

8-2 Effectiveness Reports
8-3 Attendance Reports

9 PROMOTION & PUBLICITY
9-1 Press Releases

9-2 Symbol Buttons

9-3 Photos of Exhibit

9«4 Advertising Posters

95 Brochures

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

10 DESIGN. CONSTRUCTION. PRODUCTION.

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

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

10-2 Site informeation

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

10-3 Specifications

11 EXHIBIT COMPONENTS

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

1i=1 Lists

11=2 Condition Reporis
11=3 inventeries

114 Acquisition

11=5 Disposition

11=6 Replacement ltems

12 RIGHTS & CLEARANCES

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

14 REQUESTS FOR EXHIBITS

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

15 OUTSIDE RESOURCES & TALENT

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

16 PREVIEWS
Use for general materials only.

17 INSURANCE
18 CEREMONIES

19 STRIKING

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

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

Instructions

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

overseas.

SEE: COMMUNISM outline for communist propaganda activities.

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

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

ticular medium.

INF—INFORMATION (GEN)

1  GENERAL POLICY. PLANS. COORDINATION.

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

1-1

1-2

1-12

i-13

Policy Guidance (General)

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

Couniry Plans

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

Program Policy Directives

News Policy Notes

infoguides

Potomac Cables

(Reserved For Future Use)

Talking Papers

Mission. Objectives. Priorities.
Themes

interagency Coordination (U.S.)

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

Coordination with Local Government

U.S. Advisory Commission on ‘Public

Diplomacy.

1-14 Executive Committee

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

2-1 Couniry Assessment Reporis

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

2-2 Program Highlights

2-3 Weekly Reports to Director

2—-4 Fact Book

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

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

5 LAWS. REGULATIONS. PROCEDURES.

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

g
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INF—INFORMATION (GEN)

6 TARGET GROUPS

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

7 INFORMATION MEDIA, MASS COMMUNICA-
TIONS (GENERAL)

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

7-1 Freedom of Information

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

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

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

86 PROGRAM EFFECTIVENESS

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

8-1 Evidence of Efoctiveness
8-2 Effectivenesss Reperts

9 TRAINING

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

10 (Reserved For Future Use)

RECORDS CLASSIFICATION HANDBOOK

17 RESEARCH (GEN)

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

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

12 PUBLIC OPINION & ATTITUDES

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

12-1 Word Surveys
Arrange geographically.

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

i3 FOREIGN MEDIA REACTIONS

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

14 BRIEFING
Other than bricfing of Congressicnal travelars,

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

V14=1 Briefing Papaes

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

LIBRARIES & CENTERS

instructions

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

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

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

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

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

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

LIB—LIBRARIES & CENTERS

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

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

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

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

more apecific subject in this outline. Subdivide

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

3 COMMITTEES
Use for materials which cannot be filed under a

9 PROMOTION & PUBLICITY

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

LAWS. REGULATIONS.

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

6 COMMUNITY ACTIVITIES & SERVICES

Includes arrangements for meetings of com-
munity groups.

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

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

OPERATING PROCEDURES

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

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

i2-1 Training

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

13 LIBRARY COLLECTION

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

13-

133
13-4
13-8

13~6

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

MOTION PICTURES & TELEVISION (GENERAL)

Instructions

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

SEE: PUBLIC RELATIONS outline for use of motion pictures and

television in agency domestic public informition programs.

EDUCATION outline for the use of radio, motion pictures and
television as an aid to teaching.

INDUSTRIES & COMMODITIES outline for the economic
aspects of the motion pictures and television indusiries.

MOTION PICTURE and TELEVISION PROGRAMMING out-
lines for acquired or produced motion picture and television
programs.

MOTION PICTURE and TELEVISION FACILITIES & SERV-
ICES outlines for major types of facilities and services connected
with the production, processing, adaptation, et¢. of program

materials.

MV—MOTION PICTURES & TELEVISION
(GENERAL)

1 GENERAL POLICY. PLANS. BACKGROUND.

7 VISITORS
Use for maserial too general in nature to be filed Use for general materials on motion picture and
under more specific subjects in this outline. television personalities und their visits. Subdi-
vide by name of visitor if volume warrants.
2 GENERAL REPORYS & STATISTICS
Use for material too general in nature to i filed & FESTIVALS
under more specific gubjects in this outline. Use Tor papers on motion picture and television
. festivals and United States participation thervin,
3 ORGANIZATIONS & CONFERENCES Subdivide by place and date if volume warrants.
Use for material too general in nature to be filed .
under more specifie subjeets in this outline. 8-1 Prizes

4 AGREEMENTS

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

5 LAWS. REGULATIONS.

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

6 AWARDS & TESTIMONIALS

Use for materials on motion picture and televi-
ston awards or testimonials, except those in
connection with festivals, for which SKE: MV
R 1.

e cememmmwmiii L T smovmowow w

8-2 Schedules

9 TRAINING

Of foreign government personnel and other non-
agency personnel.

10 CENSORSHIP

11

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

Use for general materials on motion picture
and television media research, e.g. TV space
Lransmission.
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MV—MOTION PICTURES & TELEVISION

12

12-1

12-2

(GENERAL

ATTESTATION

Covers applications, agency certificates and re-
Iated correspondence prepared in connection

with the agency's program of certifying as of

international educational character eligible U.S.
visual and auditory materigis.

Certificates

Subdivide by number if volume warrants.

Applicants

Subdivide by name of owner of basic rights
if volume warrants.

RECORDS CLASSIFICATION HANDBOOK

13

131

- — =

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

CATALOG

Use for correspondence with praducers of
motion pictures, television productions and #im
sirips in connection with the publication of ihe
agency catalog United States Kducational
Scientific and Cultural Bofion Siclures anc
Film Strips Selected end Availabie ior wse
Abroad.

Producers

Subdivide by name of producers.
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MVF (p. 1}

MOTION PICTURE & TELEVISION FACILITIES & SERVICES

Instructions

Use for papers on the broad types of facilities and services used in producing,
processing, recording, editing, ete. motion picture and television materials. Offices
that maintain separale files on either motion picture or television facilities and
services may add appropriate notation after primary symboi i.e. MVF (TV), MVF
(MP).

SEE: EQUIPMENT, SUPPLIES & SERVICES outline for specific

items of equipment and supply associated with these facilities and
and services, and for related inventory, disposal, and accountabii-

ity for these items.

The first section of the outline provides subjects for use in establishing files which

pertain to motion picture and television facilities and services collectively.

The

remaining subjects are for use in establishing files on specific types of facilities

and services.

MVF—MOTION PICTURE & TELEVISION

9-1

FACILITIES & SERVICES
GENERAL POLICY. PLANS. GUIDELINES.
GEMERAL REPORTS & STATISTICS

MEETINGS & CONFERENCES

Use for general materials only.

10

10-1

TELEVISION STATIONS. NETWORKS.

Cooperative & Facilitative Networks

10-2 Facilitative Assistance

11 TELEVISION SETS
AGREEMENTS. CONTRACTS.
12 SCREENING FACILITIES
PROCEDURES & INSTRUCTIONS Includes sereening room,
Use for general materials only. 13 STUDIO
OUTSIDE RESOURCES & TALENT Inciudes construction, maintenance, use, and
schedules.
Use for materials on commercial sources and
talent for editing, and other services. Subdivide 14 SCENERY
by name if volume warrants,
Includes design and construection.
FACILITIES SCHEDULES
. X 15 LABORATORY SERVICES
Use for general matervial on the scheduling
of all facilities. Includes recording, processing and printing,
lip-sync, dubbing, mixing, and quality control.
R FOR FACILITI
EAUESTS FOR FACGIITES 16 PROJECTION SERVICES
Includes related services.
17 STORAGE
THEATERS
Use for materials on location, number, seating 18 REMOTE COVERAGE SERVICES
capacity, ete, :
19 PRINT CONTROL & DISPOSITION

Licensing

TL-246D & 161F (10-19-79)
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MVF—MOTION PICTURE & TELEVISION
FACILITIES & SERVICES

19-1  Inventcry
19-2 Destuclion

19-3 Sale

includes licenses for foreign print sales, ete.

194 Retiremeni. Withdiawaei.

T T

TL-246D & LG.E (10-19-79)
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MOTION PICTURE & TELEVISION PROGRAMMING

Instructions

Use for papers pertaining .o the development, scheduling, production, placement,
use, evaluation, anc ucguisition of motion picture and television programs as
information, cultural, or entertainment media. Offices that maintain separate
files on either motion picture or television programming may add appropriate
notation after primary symbol i.e. MVP (TV), MVP (MP).

SEE: PUBLIC RELATIONS outline for the use of motion pictures and
television in domestic public information programs.

MOTION PICTURES and TELEVISION (GEN) outlines for
overall Agency motion picture and television worldwide, regional,
and country plans and operations, and for geueral background
matlerials not relating to specific programs or products.

MOTION PICTURES and TELEVISION FACILITIES & SERV-
ICES outlines for facilities and services involved in producing,
adapting, distributing, and controlling program materials and

for various related services.

Title Files. Papers concerning a specific program (film or videotape) should be
filed and maintained as a unit (pase filed). The file folder(s) for such files should
show the title of the program following the appropriate primary subject symbol
MVP. The case file on a particular program can be subdivided, if volume war-
rants, by using the subject breakdowns provided in this outline.

MVP—MOTION PICTURE & TELEVISION
PROGRAMMING

1 GENERAL POLICY. PLANS. GUIDELINES.
COORDINATION.

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

1-1 Proposals. Suggestions. Ideas.

2 GENERAL REPORTS & STATISTICS

UIse for general reports and statistics which
cannol be filed under more specific subjects in
this outline. Subdivide by title of report if
volume warrants.

2-1 Reporting Procedures

3 OUTSIDE RESOURCES & TALENT

Use for general material on producers, writers,
narvators, and performers.  Includes firms or
“teams” as well as individuals,  Subdivide by
name if volume warrants,

3-1 Accreditations
4 AGREEMENTS.

ILflt

REGULATIONS. PROCEDURES.

Use for materials which cannot be filed under
a more specific subject in this outline,

PRODUCTION

Subdivide as indigenous, USICA, if
desired. Ior professional producers whose serv-

ices are employed or who are candidates, SEE:
MVP 3.

Suggestions. Proposals.
Status Reports
Coproduction
Avuthorizations

Techniques. Procedures.
Includes cartoon techniques.

Projects

TL-246D & l61F (10-19-79)
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MVP—MOTION PICTURE & TELEVISION

PROGRAMMING -,
6-7 Schedules 12 RIGHTS & ACQUISITION
Fclades. producer assigument schedules. Use for acquisition of rights to motion pictures
and videotapes. Subdivide-as performing rights,
6~-8 Coverages distribution rights, theatricai’ rights, or televi-
” g sion rights, if desired. Includés renewal and
”’.“',l‘. les requests for coverage of events and expiration of rights.
visiting dignitaries.
6~9 Production Miaterials 13 USAGE. SHOWINGS. PLACEMENT.
Includes stock shots, film clips, recordings, Includes audience and altendance statistical re-
seripts, raw-stock, ete. Subdivide by type if ports, admission charges, and rentual fecs.
volumie warrants. Large collections of ihe
actunl maierials should be arranged by title, s
subjeet, language, number, cte. 13-1  Previews
7 MOBILE UNIT ACTIVITIES 13-2  Screenings
Use for screening notices.
8 EFFECTIVENESS. EVALUATION. ASSESSMENT. .
lueludes effectiveness reports, assessment reports, 13-3 Utilization Techniques
evaluations, reviews, and field testing.
8-1 Evaoluation Techniques 13-4 Scheduies & Guides
8-2 Effectivaness Reporfs 13-5 Distribution
Includes distribution patterns, reguests, and
8-3 Public Opinion loans.
tneludes fan mail, protests, criticisms, audi- -
enee reactions, ote, 13-6 Sponsorship
9 PROMOTION & PUBLICITY 14 CATALOGS & LISTS
9-1 Press Releases Subdivide by type of program, cte.
9-2 Promotional Kits 14-1 Catcloging Circulars
10 PROGRAMMING RESTRICTIONS 15 ATYRIBUTION & CREDIT TITLES
lucludes censorship of program materials.
16 SCRIPTS
11 RESEARCH
) ) Arrange by title, language and/or number.
ineludes research on motion picture and tele-
vision nudience viewing habits, likes and dis-
Likes, hiteracy levels, and other characteristics. 17 VIDEGQGTAPES
Skl MVE 8 for audience reactions 0 ygica
program materials. Arrange by title, language and/or number.
~

TL-246D & 161F (10-19-79)
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Use for papers on the press of foreign countries, and the press activities and prod-
ucts of the Agency in carrying out information programs through the use of this

medium.

SEE:

RECORDS CLASSIFICATION HANDBOOK

!

P (p. |

PRESS

instructions

PRESS & PUBLICATIONS outline tor papers which cover both
press and publications matters.

PUBLIC RELATIONS outline for papers on the Agency’s rela-
tions with the domestic press in connection with the Agency’s
domestic public information program.

PUBLICATIONS outline for papers on publication activities and
products, other than press items and books, in carrying out infor-
mation programs.

BOOKS and PICTURES outlines for papers on book and picture
activities and products in carrying out information programs.

COMMUNISM outline for the use of the press as a propaganda
medium by communist countries.

P—PRESS

1 GENERAL POLICY. PLANS. GUIDELINES.

U/se only for general material that cannot be
filed under a more specific subject elsewhere in
this outline.

1-1 Daily Guidance
2 GENERAL REPORTS & STATISTICS

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

2-1 Press Summaries
2-2 Foreign Press Reviews

3 ORGANIZATIONS & CONFERENCES

Other than news agencies and press associations.
Subdivide by name of organization and by name,
location, and date of conference, if volume war-
rants.

3-1 Press Conferences

4 AGREEMENTS

Use for general material only.
change agreements.

Includes ex-

5 LAWS. REGULATION. PROCEDURES.

Use for general material only.

6 JOURNALISTS. CORRESPONDENTS.

Includes biographic information. Subdivide by
name and/or country, if volume warrants. For

VOA correspondents SEE: RADIO PROGRAM-
MING outline.

Visits. Tours.

Subdivide by name and/or country if volume
warrants. For visits and tours under the
educational and cultural exchange program,
SEE: EDX outline. Do not use for travei
arrangements, for which SEE: TRV outline.

6-2 Foreign Press Center

6—-3 Accreditations

7 NEWS AGENCIES. PRESS ASSOCIATIONS.

Subdivide by name if volume warrants.
8 EFFECTIVENESS
9 NEWSPAPERS

Subdivide by name and/or country if volume
warrants.

9-1 Clipping Service

10 CENSORSHIP
11 RESEARCH. STUDIES.

Other than effectiveness for which sce else-
where in this outline.

T1.-246D & 1617 (10-19-79)
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PeeePRESS
12 RIGHTYS. COPYRIGHTS.
13 NEWS PLACEMENT & USAGE
i4 REQUESTS FOR MATERIALS
Such as backgrounders, byliners, features, etc.
15 CREDITS. ATTRIBUTION.
or press items acquired or produced.
16 PRESS COVERAGE
‘s Jor papers on requesis, assigaments, and
arrangements for coverage of events. Arrange
v date or hy event as required.
17 PRESS RELEASES
Use for general material only.
18 FAST NEWS
19  WIRELESS FilE
Use for genera]l matenal concerning transmis-
sion and receipt of press materials. SEE: CR
7 fur lelecommunications services and facilities.
20  (Reserved for future usel

TL-246D & 1olF (10=-19-79y " ~—

21
22
23
24
241
24-2
24-3
24-4
24-5
266
24~-7

24--8

iReserved for fyuture vse)
{Reserved for future usel
(Reserved for future vse)
PRESS MATERIALS
Mews Siories
HNews Commentaries
News Columns
Backgrovnders
Features
Byliners
Editoriais

Reprints

Includes “Maygazine Reprints.”

(i
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PB (p. I

1

1-1

2

PUBLICATIONS

Instructions

Use for materials on publications of foreign countries, agency publication activi-
ties and products (except books and newspapers) in carryiag out information pro-
grams, and for other publication activities not provided for elsewhere in this
Handbook.

Specific Publications. Papers concerning a specific titled publication should be
filed and maintained as a unit (casce filed). The file folder(s) for such files should
show the title of the publication following the primary symbol PB. The case file
on a particular titled publication can be subdivided, if volume warrants, by using
the subject breakdowns provided in this outline.

SEE: PRESS outline for papers on the press activities and products.

PUBLIC RELATIONS outline for papers on the preparation and
use of publications in agency domestic public rclations program.

CULTURE outline for papers on the presentaiion of publications.

BOOKS outline for papers on agency book activities and products.

PB—PUBLICATIONS
GENERAL POLICY. PLANS, GUIDELINES. 8-1 Reactions
Use only for material that cannot be filed under Includes reader mail, criticisms, complaints,
a more specific subject elsewhere in this outline. etc.
Guidance 8-2 Effectiveness Reporis
1-2 Proposals. Suggestions. ideas. 8-3 Readership Reports & Surveys
GENERAL REPORTS & STATISTICS 8—4 Awards & Testimonials
Use only for material that cannot be filed under
a more specific subject elsewhere in this outline. 9 PROMOTION & PUBLICITY

ORGANIZATIONS & CONFERENCES

Includes advertising and publication exhibits.

Other than organizations as a source of publica- 10 CENSORSHIP
tions or talent for which see elsewhere in this
outlinie. 11 RESEARCH. STUDIVES.
Other than effectiveness and reaction studies
AGREEMENT§ _ on publications for which see elsewhere in this
Includes publications exchange agreements. outline.
LAWS. REGULATIONS. PROCEDURES. 12 RIGHTS & ACQUISITION
Use for material too gencral in nature to be filed X i 5 ;
Jlsewhere i ; : Includes copyrights, reprint rights, language
els e in this outline. : ol ; . M
rfghts, distribution rights, and serialization
OUTSIDE RESOURCES & TALENT rights.
Use for material on agencies, organizations, and 13 SALE & DISTRIBUTION

individuals as sources of publications and talent.
Subdivide by name if volume warrants.

VISITS. TOURS. ‘ )
Subdivide by name if volume warrants. For
visits and tours under the Educational and Cul-
tural Fxchange program, SEE: EDX outline.

EFFECTIVENESS

13-1  Mailing Lists

Includes requests to be placed on or removed
from list.

13-2 Subscriptions & Subscribers

13-3 Placement & Usage

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

14 REQUESTS FOR PUBLICATIONS

Use for general material on distribution vther
than through normal channels.

15 CREDITS. ATTRIBUTION

For publications acquired or proeduced.
16 IMPORT-EXPORT RESTRICTIONS
17 TRANSLATIONS

18 LISTS & CATALOGS

Subdivide by type of publication, organization,
firm, etc. as required,

19 PROJECTS

Use only for material too general in nature to
be filed under & more specific subject in this
outline, or to be case filed.

20 PRODUCTION

20-1 Avuthorization

20--2 Raporis

20-3 Schedules

21 STORY TEXTS

22 SUMMARIES (TABLE OF CONTENTS)
23 PRINTING & REPRODUCTION

23-1 Policies. Plans. {(Printing)

23-2 Reports & Statistics (Printing)

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

23-3 Meetings & Conferences (Printing)
23-4 Other Agency Support (Printing)
23-5 Procedures & Instructions (Printing)
23-6 OQutside Resources & Talent (Printing)

23-7 Produciion (Printing)

Includes impressions.
23-8 Requests for Services (Printing)
23-9 Specifications (Printing)
23-10 Clearance & Waivers (Printing)
24 (Reserved for future use)
25 (Reserved for future use)
26 (Reserved for future use!
27 (Reserved for future use)
28 (Reserved for future use)
29 PUBLICATION MATERIALS
29-1 Pamphleis
29-2 Pilot Models
29-3 Magazines & Other Periodicals
294 Packets

29-5 Leafiets

~
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RECORDS CLASSIFICATION HANDBOOK PIX

PICTURES

Instructions

Use for materials on Agency's still picture (including photographic) aetivities and
products in carrying out information programs and for other picture activities
not provided for eisewhere in this Handbook.

Specific picture projects. Papers concerning specific still picture or photographic
projects should be filed and maintained as a unit (case filed). The case file on
particular project can be subdivided, if volume warrants, by using the subjece
breakdowns provided in this outline. The file folder(s) for such files shoulud show
the title of the project following the primary symbol PIX.

PIX—PICTURES

1 GENERAL POLICY. PLANS. GUIDELINES.

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

1-1  Guidance
1-2 Proposals. Suggestions. ldeas.
2 GENERAL REPORTS & STATISTICS

i1se for material too general in nature to be filed
under more specific subjects in this outline.

]
MEETING & CONFERENCES
AGREEMENTS

LAWS. REGULATIONS. PROCEDURES.

Use only for material too general in nature to be
filedd under a more specific subject elsewhere in
this outline.

6 OUTSIDE RESOURCES & TALENT

Use for material on outside agencies, organiza-
tions, and persons as sources of pictures, photos,
and talent. Subdivide by name if volume war-
rants.

7 PHOTO COVERAGE

Use for material on requests, shooting scripts,
and arrangements for photo coverage of events,
ete. Aveange chronologically or by event, ete. as
required.

8 EFFECTIVENESS
8-1 Reactions
Includes eriticisms, complaints, fTan mail, ete.
8-2 Effectiveness Reporis
9 EVALUATION. SELECTION.

Use for material on the evaluation, selection and
disposition of pictures and photographs for use
by the Agency.

10 LABORATORY SERVICES

10-1 Requests for Services

11
12

13
13-1

13-2
14

15

16
17
18
19
19-1

19-2
19=-3
194
19-5
19-6
19-7

AWARDS & TESTIMONIALS
RIGHTS & ACQUISITION

Use for material in general on the acquisition 3§
of rights o pictures, photographs and artwoer:

DISTRIBUTION
Mailing Lists

Includes requescs, wlditions and deletions to
mailing lisls,

Placement & Usage

REQUESTS FOR PICTURES & PHOTO-
GRAPHS

Use for requests for pictures and photos other
than photo coverages, for which see PIX 7. For
requests to be added to or deieted for mailing
lists, SEE: PIX 13-1.

CREDITS. ATTRIBUTION.

For pictures, photos and artwork acquired or
produced by the Agency.

(Reserved for future usel
(Reserved for future use)
(Reserved for fulure usel
PICTURE MATERIALS

Graphics
Includes maps.

Cartoons
Picture Stories
Plastic Plates
Photographs
Posters

Art Work

Other than graphics, cartoons, and posters for
which see elsewhere in this outline. Includes use
of U$ICA symbol for program activities.

TL-246D & 16IF ADRG-75)7-7%)
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PPB (p. 1)

PRESS & PUBLICATIONS (GENI

Instructions

Use for papers which are so general in content they cannot be filed under one of
the more specific outlines provided eisewhere in this Handbook for press and pub-

lications subjects.

SEE: PUBLIC RELATIONS outline for papers on the use of press and
publications in the Agency’s domestic public information pro-

gram.

PPB—PRESS & PUBLICATIONS (GEN)

1

GENERAL POLICY.
BACKGROUND.

Use only for materials too broad in content to be
filed under a more specific subject elsewhere in
this outline.

PLANS. - GUIDELINES.

GENERAL REPORYS & STATISTICS

Use only for material too general in nature to be
filed under 2 more specific subject elsewhere in

this outline. ;
I

ORGANIZATIONS & CONFERENCES

Use for general material only. Subdivide by
name of organization and by name, date, and
location of conference if volume warrants.

AGREEMENTS
LAWS. REGULATIONS. PROCEDURES.

{Reserved for future vse)

VISITS. TOURS.

Use for general material on visits and tours of
persons or groups of persons in the press and
publications field. Subdivide by name if volume
warrants. For visits and tours under the educa-
tional and cultural exchange program, SEE:
EDX outline.

EFFECTIVENESS

Use for general material on the overall effective-
ness of the world-wide, regional, or couniry
press and publications programs.

TRAINING

Of foreign government personnel and other non-
agency personnel.

10 CENSORSHIP

11

RESEARCH. STUDIES.

12 COPYRIGHTS. CLEARANCES.

TL,-246D & WLF-0519:79). -
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PSY |

\r

PSYCHOLOGICAL OPERATIONS

Instructions

Use for papers pertaining to psychological activities usually conducted during a
period of hostilities, crisis or other emergency, for the primary purpose of influ-
encing the opinions, emotions, and behavior of enemy, neutral or friendly foreign
groups, military or civilian.

Because of the conditions under which such psychological operations must be con-
ducted, unique methods and techniques frequently are used. Also, such efforts
often involve not only information organizations but also the collaboration of
other branches of government, other nations, ete. For these reasons, it is expected
that this outline will be used mostly for papers about such methods and coordina-
tion. This outline, therefore, should not be used for papers which (A) concern
usual international information activities, for which provision is made in the
various info media outlines or (B) non-media outlines elsewhere in this Handbook.

Specific project or operation. Material on a specific psychological operation should
be filed and maintained as a unit (case filed). The file folder label(s) for such files
should show the name or title of the operation following the primary subject
symbol PSY. The case file on a particular operation can be subdivid=d ¢ slume

warrants, by using appropriate subject breakdowns provided in this outtine.

!
PSY—PSYCHOLOGICAL OPERATIONS

1 GENERAL POLICY. PLANS. GUIDELINES. 8 EFFECTIVENESS. EVALUATION.
Use only for materials too general to be filed Use only for material pertaining to evaluation
under a more specific subject in this outline. In- of psychological operations. TFor evaluation of
cludes suggestions ideas, “brainstorming.” specific programs and actlvmes. see instructions
, under “NOTE" at the end of this outline.
1-1 Proposals. Suggestions. 9 TRAINING
Use only for training in psychological activities;
2 GENERAL REFPORTS & STATISTICS see media and other programs for those specific
Use only for materials too general to be filed types of training.
under a more specific subject in this outline.
Subdivide by title of report if volume warrants. 10 SURRENDER PROG.RAM‘ DFFECT.'ON'
Use for broad material regarding this program
3 ORGANIZATIONS & CONFERENCES §n ger!eral. For specific activities affecting or
) involving surrender, such as leaflets, etc., see
Use for material too general to be filed under a elsewhere in tnis Hutline. Do not use for defec-
more specific subject in this outline. Subdivide tion of prominence in political, professional, or
by name of organization and by name, date and private life, for which SEE: POL 30.
location of conference if volume warrants.
11 RESEARCH
4 AGREEMENTS 12 LEAFLET ACTIVITY
5 REGULATIONS & PROCEDURES Inclgdcs bo.th air-dropping and other methods
of distribution.
6 SPECIAL ENTERTAINMENT TROUPES 13 LOUD-SPEAKER ACTIVITY
Such as local traveling drama groups, puppet
shows, etc., whose presentations include mes- 14 GIFTS
sages of psychological import. 15 PUBLICATIONS & DISPLAY MATERIALS
Includes provincial newspapers, posters and

7 CADRES. INFORMATION TEAMS.

Includes activities. Subdivide by types if volume
warrants.

other types of psychological printed material
not covered elsewhere in this outline (such as
leaflets).

TL-246D & 161F (IU-19=79) ~
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PSY-—PSYCHOLOGICAL OPERATIONS

16 RADIO & TV PROGRAMMING

For special psychological programs. For regu-
lar (nom-psychological) programs SEE: TV
& Radio subject outlines.

17  MAPS

NOTE

The following breakdowns may be ussd to subdivide
any of the above activities and programs should this
be desirable:

-1 Policy. Plans. Guidelines.
-2 Reporis. Statistics.
~3 Conferences & Mestings

~4 Effectiveness

TLTEAGD k61 09975
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PRIVATE COOPERATION

Instructions

Use for papers on the agency program {o mobilize the private resources of the
United States in a cooperative effort to parallel and support the agency’s overseas

information and cuitural objectives.

Specific client groups. Materials on special client groups or organizations should

be grouped together (case filed). Such case files should show the client group (e.g.
city, business firms, women's organizations, veterans organizations) and the name
of the individual person, firm, etc. following the primary symbol PVT.

SEE: CULTURE outline for specific presentation projects in which

private sources are cooperating.

BOOKS, MOTION PICTURES & TELEVISION, PICTURES,
PRESS and PUBLICATIONS outlines for papers on items
donated or sponsored by private sources.

EDUCATION & CULTURAL EXCHANGE outline for the insti-

PVT—PRIVATE COOPERATION ¥

GENERAL POLICY. PLANS. GUIDELINES.

Use for general materials which cannot be filed
under a more specific subject elsewhere in this
outline.

GENERAL REPORTS & STATISTICS

Use for materials which cannot be filed under a
more specific subject in this outline. Subdivide
by title of report if volume warrants.

ORGANIZATIONS & CONFERENCES

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

tutional affiilation program.

&5

GRANTS 10
REGULATIONS & PROCEDURES 11
PEOPLE-TO-PEOPLE 12
Policy. Plans.
Reports 13
Commi';%s & Conferences
Subdivide by name.
— T e -

Public Response

Subdivide by name of organization or individ-
ual.

Promotion & Publicity
VISITS. TOURS.
EFFECTIVENESS

PROMOTION & PUBLICITY

Includes press releases and other promotional
materials on private cooperation.

COMMUNITY AFFILIATION
INDUSTRIAL & BUSINESS PARTICIPATION

SPECIAL PROJECTS

Subdivide by name of project. Includes con-
tests, correspondence projects, ete.

MATERIAL DISTRIBUTION

Includes requests and transmittals.

L- z46r> & 161F (10-19-79)
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RADIO (GEN)

Instructions

Use for papers which relate in general to radio broadcasting and its use as an

information, cultural,
domestic public information program.

and entertainment medium,

SEE: PUBLIC RELATIONS outline for the use of radio in Agency’s
domestic public information program.

RADIO ENGINEERING & CONSTRUCTION, RADIO PRO-
GRAMMING, RADIO FREQUENCIES & PROPAGATION, and
RADIO INSTALLATION OPERATIONS outlines for matters

pertaining to those subjects.

EDUCATION outline for use of radio as education medium.

R—RADIO (GEN)

GENERAL POLICY. PLANS.

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

GENERAL REPORTS & STATISTICS

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

ORGANIZATIONS & CONFERENCES

Other than radio systems, networks and stations,
for which see elsewhere in this outline.

AGREEMENTS

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

LAWS. REGULATIONS. PROCEDURES.

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

RADIO SYSTEMS. NETWORKS. STATIONS.
(NON-USIA)

Commercial Broadcasting

Subdivide by name or symbol of system, net-
work or station, if volume warrants or as
reference needs dictate.

R (p.
other than the Agency's

6-2 Private International Broadcasting
Subdivide by name or symbol (e.g.,, (FT]
Radio Liberty), if volume warrants or as
reference needs dictate.

6-3 Foreign Country Broadcasting
Subdivide by name or area and/or country
and name of system or station (e.g., Radio
Luxembourg, Swiss Broadcasting Corporatior,,
Deutschlandfunk), if volume warrants or a8
reference needs dictate.

6—4 Regional/Multinational Broadcasting
E.g., international organizations for collective
defense purposes, such as SEATO, NATU,
etc., and Inter-American Network.

6-5 Other U.S. Broadcasting
Suhdivide by name or symbol (e.g., Armed
Forces Network, AFRTS), if volume war-
rants or reference needs dictate.

7 VISITS

Use for general material on visits of radio per:
sonalities or Agency staff or officials

TL-246D & 16l¥ (10-19-79)
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R—RADIO (GEN!

8 EFFECTIVENESS  ASSESSMENT. EVALUA-
TION.

Includes cffectiveness reports, assessment re-

ports, evaluations, and reviews on the total radio
activity, For radio programming SEE: RP 8.

92 TRAINING

Of foreign government personnel and other non-
Agency persounel. 1or training of Agency per-
sonnel SEE: PER outline.

10(Reserved For Future Use)
11 RESEARCH STUDIES

T L-d40L & lolk (10-19-79)
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RADIO ENGINEERING & CONSTRUCTION

R instructions ; 3

Use for papers which pertqin to the engineering, design, and construction of radio
stations and the technical apparatus, component systems, and related eguipment
at relay stations (fixed or transportable) and othér radio installations. Includes
land acquisition and site’ mparation

SEE: RADIO INSTALLATION OPERATIONS outline for back-
ground, agréements, activation, operations and maintenance and
similar subjeets of a broad or overall nature pertaining to relay
stations and other radio installations.

RADIO FREQUENCIES & PROPAGATION outline for assign-
~ment of frequencies, reception, technical monitoring, and similar
subjects about radio frequencies and propagation.

Specifie relay station or other radio installation. Malerial concerning a particular
installation should be filed and maintained as a unib (case filed). The file folder
label(s) for such files should show the name, location, or other identification of
the installation (¢.x., GREENVILLE RELAY STATION - RHODES PROGRAM
CENTER: etc.) followed by the appropriate file symbol and subject selected from
the outline below.’

The ﬁ‘rst"section of the outliné provides subjects for use in establishing files which
pertain to radio engineering and construction collectively. The remaining sub,;ects

are for use in establishing files on a type of activity or equipment or component RLE

system or their related parts.

REC—RADIO ENGINEERING &

CONSTRUCTION
1 GENERAL POLICY. PLANS. 5 LAWS. REGULATIONS. PROCEDURES.
Use for material too general in nature to be Use for-material too general in nature to iw
filed under more specific subjects in this outline. filed under more specific subjects in this outline.
1-1 Project Probosols 6 TECHNICAL SPECIFICATIONS & STANDARDS
Use whon urt:un relerence m-m(s can be met 7 TECHNICAL INSPECTION
hy kmpmg n copy of afi project’ pmpm.\ls on
radio enginvering and umstru«tmn together. 8 MEASUREMENT DATA
2 GENEMI. REPORTS & STATISTICS 9 TESTING & ADJUSTMENT
Use for mawnal too general in naturo to be d
filed under more specific subjects in this out- 10 SAFETY
line, Subdiyide by type, if volume warrants.
PG ik 11 RESEARCH. STUDIES. TECHNICAL DATA
3 CLAIMS Doecs not include measurements, such as wear
‘ measurement of cqulpment. for which SEE:
4 CONTRACTS ERO &
Use when certain reference needs can be met 12 SECURITY
by keeping a copy of contracts on radio cn-
wineering and construction together. 13 PHOTOGRAPHS. PHOTOGRAPHY.

TL-246D & 161F (10.319 Y7 T
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SR
d v S, U1

14 PROPERTY: ACGUISITION

Use: for mutorials on the acquisition o pro-
ponedd nequisition of sites, builditgs, and other
strustares in the U8, and abesad:

title doetiw, ‘permits; licenses, el by
type of ‘property (e, office, wtor-
age, tramemitter plant, ete.) if volume war-
rants.

Purchase ‘
Imandamaﬁon.

141

Vé4=2 Leuse

Subdivide by short-termm and' iong-lsm if
volume warrants,

14-3 Site Swiveys Datd

Rights & Priviteges

inciudes farming, geoazing, minesal, cases
ments, etc

| e

15 DESIGN. CONSTRUCTION. ‘,

Includes arshitecturai plans, em ine
stallation, mm ote,

15-1 Engineering Surveys
Includes reconnaissance surveys.
15-2 ODrawings

Use for genorai matexials regauding draw-
ings. Actual drawings, bocause of their sive
and boll, must be arvanged and Gled in
special containers..

Specificaticas
Progress Phoios

Subdivide %vm

154

15-5

15-6 Consivutlion Progress w@m
158 Comwacs

13-H Ldvanve Cowsdiuotion

¥ - s e dmie (019475

Vs,

16=5

16 SIWE PREPARATION & CONRISERVATSN

16--1  Cleoring & Grabbing

Fonciivg & Posiing
Roads »

Includes paving and groging.

162

164 Sewersge

{ndudes drainuge.
Site Plistos
16=6 Soil Bovings & Vests

167 Waier

intludes supply, purification, reclamation, iv-
rigation, ste.

Soil Conservaiion
Landicuping, \

17 ANTENMNAS & TRANSMISSION LiNes
deido by type a.adoﬁor location, manuiac-

LG
16-9

items (e, anchors and immdmu. copacitors,
multi-couplers, switeling m u.h e
phabetically, as m poo

18 TRANSMITTERS

Subdivide By type aad/or lospilon; svatuiac:
turer, peejuct, ote. i volume wartants or aw
rofavense nevdn dictabe. Jubdivide by specific
ftems {oug., waplifiers, Gaidiee sseillator, modu--
intion woniter, R cxeitur m ete.);

ﬂphmwu,anam
19 RECHVERS & RECHVING SYSTEMS

Subdivide by tyre sadytr loostion; manufacs
turew;. project, e, i voltune warrenls or aE
veferenee needs Sietabe, Suldivide by spesific
iems (e, sdupters, Aibers, fesquency counter
salput rack, otel), M BB NECLERATY:

W POwWER m 4 SETHBUTION
SYSTERRS

Bubdivide by type andior wuuin manuiace:
frer, projert, ele, o voiume warrants or a8
wefireney needs divkais. Zablivide by wperilic
Wrns (e, cooling wyoti, Yeodee wubls; Tusl
and Jibrissets, e, we.), wiphubeti-

Y s wnexesn Ty,

s et et e

-
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REC—RADIO ENGINEERING &

21

211

21-2

21-3

CONSTRUCTION

POWER (GENERAL)

Usc only for material which does not pertain
to the apparatus, engines, and auxiliary de-
vices used in power generation and distribution.

Power Requirements
Commercial Power

Federal (U.S.) Power

21—4 Free Power

21-5

22

23

24

25

26

Military Use of Power

STUDIOS. MASTER CONTROL.

Subdivide by type and/or location, studio num-
ber, project, ote., if volume waprants or as
reference needs dictate. Subdivide by specific
items (c¢.2., console, microphones, oscilloscope,
etc.), alphabetically, as necessary.

AUDIO FACILITIES

{’se only for material which cannot be filed
under on: of the more specific subjects pro-
vided eisewhere in this outline. Subdivide by
type/or iocation, project, etc., if volume war-
rants or as reierence needs dictate, Subdivide
by specific items (e.g., ampiifiers, speech in-
vertors, tape recorders, speakers, etc.), al-
phabeticaily, as necessary.

TUBES & TRANSISTORS

Subdivide by type and/or location, make,
project, etc., if volume warrants or as refer-
ence needs dictate.

VHF & MICROWAVE SYSTEMS

Subdivide by type and/or location, project,
etle., if volume warrants or as reference needs
dictate. Subdivide by specific items (e.g., mo-
bile Tacilities, VHI carrier equipment, ete.),
alphabetically, as necessary.

TERMINAL FACILITIES

Subdivide by type and/or location, project,
ete., if volume warrants or as reference nceds
dictate.

RECORDS CLASSIFICATION HANDBOOK

27

REC (p. 3)

COMMUNICATIONS SYSTEMS & PACILITIES

Subdivide by type of system or facility (e.g.,
RTT, Telephone, Clock, Intersite Radio Link.
Teletype, TWX, Telex, etc.), if volume waxr-
rants.

NOTE

The following breukdowns may be used te sub-
divide any of the above apparatus, component sys-
tems, facilities, and equipment, should this be

desirable:
-1 Policy. Plans.
-2 Reports & Statistics
-3 Cloims
-4 Contracts
-5 Laws. Regulations. Pro-
cedures.
—6 Design. Construction.
-7 Drawings
-8 Technical Specs. &
Standards
-9 Technical Inspection
-10 Measurement Data
-11 Testing & Adjustment
=12 Sofety
-13 Photographs.
Photography.
=14 Security
=15 Research. Studies.

Tech. Data.

TL-246D & 161F (V1707-}9-z97) i
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RADIO FREQUENCIES & PROPAGATION

instructions

Use for papers about radio propagation and research and analysis, frequencies
assignment, technical monitoring, reception, and related radic frequencies and

propagation subjects.

RF—RADIO FREQUENCIES & PROPAGATION
1 GENERAL POLICY. PLANS.

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

1-1 New & Proposed Facilities

1-2 Coverage Estimates & Maps
Subdivide as existing or proposed.

2 GENERAL REPORTS & STATISTICS

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

3 ORGANIZATIONS & CONFERENCES

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

4 AGREEMENTS

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

5 LAWS. REGULATIONS, PROCEDURES.

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

6 FREQUENCY SCHEDULES
Includes changes.

7 FREQUENCY AUTHORIZATION.

Subdivide by location, facility, frequency, etc., if
volume warrants.

8 FREQUENCY USAGE

Subdivide by location, facility, frequency, etc., if
volume warrants.

9 FACILITY ASSIGNMENTS

File seasonally by area.
9-1 Facility Changes

9-2 Operational Data
File by special programs.

9-3 Circuit Anclysis Data
MUF, signal strengths.

9—4 Program Coordination

10

101

10-2
10-3

104
10-5

11

12

12-1
13

14

15

16
17
18
19

RECEPTION. TECHNICAL W.ONITORING.

Subdivide by name of country, location of sta-
tion, ete., if volume warrants.

Reception Reports

Arrange by area, post, conteut, ete., if vol-
ume warrants.

Jamming. Counfer-damizing.

inferference (Non-Jamming)

E.g., due to natural phenomenon, or VCA
interference to or {rom {iransmission: of
other stations.

Computer Daia

Monitoring
Includes contracts.

RESEARCH. STUDIES. TECHNICAL DATA.

Subdivide by name or number of research proj- K.
ect, agency, study group, etc., if volume war-
rants.

FIXED COMMUNICATIONS

Subdivide by geographic designation, agercy,
system, etc., if volume warrants.

VOA Fixed Communications Network

PROPAGATION FORECASTS. PREDICTIONS.

Subdivide by type, organization, etc., if volume
warrants.

BACK SCATTER
Subdivide geographically, if volume warrants.

FORWARD SCATTER
Subdivide geographically, if volume warrants.

AURORAL ZONE PROPAGATION
EQUATORIAL PATH PROPAGATION
IONOSPHERIC PROPAGATION

NON-LINEAR PROPAGATION
Subdivide geographically, if volume warrants.

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



RECORDS CLASS!F!CATION HANDBOOK

RADIO INSTALLATION OPERATIONS

instructions

Use for papers on the gemeral background of relay stations and other radio
installations; their activition and stalus; operation and maintenance ; and similar
subjects of a general naturé-about such installations.

\EE RADIO ENGINEERING & CONSTRUCTION outline for the
design and construction of radio stations and of technical appa-
ratus, component mtems and related equipment at radio installa-
tions.

Specific relay station or other radio installation. Material concerning a particular
installation should be filed"and 'maintained as a unit (case filed). The file folder(s)
for such files should show the name, lociation or other identification of the installa-
tion (e.g.,, MUNICH RELAY STATION—RHODES PROGRAM CENTER; cte.),
followed by the appropriate file symbol and subject selected from the outlinc
below.

The first section of the outline provides subjects for us¢ in establishing files which
pertain to radio installation, operation and maintenance collectively. The remain-
ing subjects are for use inwestablishing files on specific types of components and
their related parts at radio and relay stations.

RuO

RIO—RADIO INSTALLATION OPERATIONS

1 GENERAL POLICY. PLANS. BACKGROUND.

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

1-1 Auvuthorizations
E.g., operational authority, delegation of au-
thority and management authority, etc.
1-2 Preliminary Proposals
1-3 Projected Facilities
1—4 History. General Background.
2 GENERAL REPORTS & STATISTICS
Use for m:lh‘rin’»hm general in nature to be
filed under more gpeeifie subjects in this outline.
2-1 Monthiy Operations Report
2-2 Quarterly /Annual Statistical Report

2-3 Status Report

2-4 lrregularity Report

3 ORGANIZATIONS & CONFERENCES

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

4 AGREEMENTS

Includes memos of understanding and clearance
with other agencies. Subxlivide by countries or
other political entities involved (e.g., US-Greece,
Tangier-I'rench), by organizations involved
(e.g., USicaA-DOD), by type of agreement or
subject negotiated, ete., if volume warrants or
as reference needs dietate,

4-1 Negotiations -
5 LAWS. REGULATIONS. PROCEDURES.

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

5-1 Emergency Operating Procedures

SEE: RADIO PROGRAMMING outline for
emergency  programming  procedures  and
EMFERGENCY PLANNING outline for ¢mer-
weney evacuation and destruction of facilities.

5-2 Relay Station Instructions (RSI's)

TL-246 D' & 16’1’? no_m 79\
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RIO—RADIO INSTALLATION OPERATIONS

6 COMMUNITY RELATIONS & CONDITIONS

61

-2

63
G
&5

Schools. Schooling Facilities.
incideats

Of local, velatively minor nature. Do not wse
for incider-t.s of international significance, for
which SE®: POL outline. Subdivide by spe-
cifie mctdvnt. if volume warrants 0% 85 refer-
ence needs dictate.

Cost of Living
Locat Labor Matiers
Lacal Laws. Reguigtions. Ordinonces.

7 TECHNICAL INSPECTION

8 PERFORMANCE. RELIABILITY.

9 FAILURES. LOSS. DAMAGE PHOTOGRA?HS

PHOTOGRAPHY.

10 HOURS OF QPERATION

11 RESEARCH. STUDIES. TECHNICAL DATA.

12 ACTIVATION. STANDBY. TERMINATION.
For papers on planning and procedures for
weeting conditions whieh may arise from dis-
asters, war{are, riots, or emerjgengies other
than civik defense planning, SEE; EMER-
GENCY PLANNING autiine,

13 USE OF RADIO FACILITIES

13-1 VOA Use

13-2 USIS Use

13-3  Qther U.S, Government Agansy Use

13-4 Foreign Government Use

14 MAINTENANCE & OPERAVION

15 SAFEVY

16 SECURITY

17 ANTEHNAS & TRANSMISSION LiMES

-246D & 161 F- (10-19 D

Subitivige by type and/or iceation, masnufac-
turer, projeei, ofe. iT yolume warFants er as
refevener needs dictate. Subdiviie by spocifie
items (g, anchors and 'Omm‘ﬂno

anlticouplors, switching systema, oie.), MI
hotiendly, as peeensary.

e A

RECORDS. Ci ASSIFICATION HANDBOOK

i%

21

20-1
21-2
21-3
21-4
215

22

3

24

TRANSMITTERS

Subdivide by iype and/or location, manafuc-
turer, if volume warranis or as reference needs
dictate. Subdivide by specific items {e.g., am-
plifiers, master oscilletor, moduiation monilor,
R¥P exciter oyuihemizer, eic.), plphsbeticaily,
as Necessary. N

RECEIVERS & RECEIVING SYLVEMS
Subdivide by type aad/or location, manufac-

turer, project, etec., if volume warrants or as

refurence necds digtate. Subdivide by specific
items (e.g., adapters, filtars, frequency counter,
outpul rack, ctc.), alphahetically, as necessary.

POWER GENERATION & DISTRIBUVION
SVSTEMS

Saixiivide by type and/or lacation, manufac-
turer, projocet, ote., if velume warrants or as
reforence needs dictate. Suldivide by speeifie
items (e, cooling system, feeder cable, fuel
and lubricants, transformers, eic.), alphabeti-
cally, as necessary.

POWER (GENERAL)

Use only for material which does not pertain
to the apparatus, engines, and auxiliary de-
vices used in power generation and distribution.

Power loq,uinmun"s
Coﬁmmhl Power
Federal (U.S) Power
Free Power

Military Use of Power

STUDIOS. MASTER CONTROG:.

Subdivide by type sad/or lscation, studio num-
ber, projcet, ote., if volume wareants or as
reference needs dictate, Subdivide by apecific
items  {e.g., console, microphone, osciiloscope,
etc.), alphabetically, as necessary.

AUDIO FACILITIES

Use only for material whkich cannot be filed
under one of the more specific subjects pro-
vided cisewhere in this cutiine. Subdivide by
type and/or location, project, ele., if volume
warrants or as reference needs dictate. Sub-
divide by specific items {eg., copiiliers, speech
inverlors, tape recorders, spraxers, ete.), al-
phabeticaily, as necossary.

TUBES & TRANSISTORS

Suinlivide by type and/ar location, make, proj-
oct, ote., if volume warrants or as relerence
necds dictate.


http:rnsn;'.or
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RIO—RADIO INSTALLATION OPERATIONS

25 VHF & MICROWAVE SYSTEMS

Subdivide by type and/or lecation, project,
etc., of volume warrants or as reference necds
dictate. Subdivide by specific items (e.g., mo-
bile facilities, VHF carrier equipment, etc.),
alphabetically, as necessary.

26 TERMINAL FACILITIES

Subdivide by ty.pe and/or location, if volume
warrants or as reference needs dictate.

27 COMMUNICATIONS SYSTEMS & FACILITIES
Subdivide by type of system or facility (e.g.
RTT, Telephone, Clock, Intersite Radio ILink,

Teletype, TWX, Telex, ete.), if volume war-
rants.

NOTE

The following breakdowns may be used to subdivide
any of the above apparatus, component systems,
facilities, equipment, ete., should this be desirable:

-1 Reports & Statistics ¥

-2

RECORDS CLASSIFICATION HANDBOOK

-9
-10

-12

-3

Procedures

Technical Specs. &
Standards

Technical Inspection
Maintenance & Operation
Measurement Data
Testing & Adjustment
Disposition

Security

Safety

Research. Studies.
Tech. Daile.

Performance. Re-
liability.

Failures. Damage.
Loss.
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RECORDS CLASSIFICATION HANDBOOK RP [

RADIO PROGRAMMING

Instructions

Use for papers pertaining to the development, scheduling, use, and evaluation of
radio programs as an inhernational information media.

The outline may be used also hy agencxes and offices whose interest in radio ;
grams and programmmx lies primarily in their use as a cultural and entertain-

ment media.

SEE: EDUCATION: ‘otitline for the use of radio as an eduecation

medium,

RADIO (GEN.),

RADIO INSTALLATION

OPERATIONS,

RADIO ENGINEERING & CONSTRUCTION, and RADIC FRE-
QUENCIES & PROPAGATION outlines for matters pertaining

to those subjects.

Title files.

Material about a particular program should be filed and maintained as

a unit (case filed). The file folder label(s) for such files should show the title of
the program, following the primary subject file symbol. The case file on a particu-
lar program can be subdivided, if volume warrants, by using the subject break-

downs provided in this outline.

RP—RADIO PROGRAMMING

1 GENERAL POLICY. PLANS.

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

1-1 Programn Review
1-2 Guidances

2 GENERAL REPORTS & STATISTICS

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

3 ORGANIZATIONS & CONFERENCES

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

4 AGREEMENTS

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

5 LAWS. REGULATIONS. PROCEDURES.

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

5-1 Emergency Programming Procedures

For emergency operating ures SEE:
RADIC INSTALLATION OPERATIONS

outline.

6 OUTSIDE RESOURCES & TALENT

Script writers, narrators, stringers, hoopies, eic.
Arrange by type of service aud thereunicr
alphabetically by name of individual, firm, etc.
whose services are employed or who are candi-
dates. Includes insiructions on use of taleni
vendors, and lists of them.

7 PROGRAM SCHEDULES |

Subdivide by type (e.g., off-line, AFRS, Unitec
Nations, foreign, etc.), if volume warrants or
reference needs dictate.

7-1 Schedule Changes
7-2 Time Changes

7-3 VOA Program Schedules Pamphlet
Arrange by gcographic area.

8 EFFECTIVENESS & EVALUATION
Subdivide geographically, if volume warrants.
8-1 Evidence of Effectiveness

8-2 Effectiveness Reports

8~3 Contests. Clubs.

To stimulate listener correspondence. Sub-
divide by type, if volume warrants.

TL-246D°& 161 ) (105199797
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RP—RADIO PROGRAMMING

84 Avdience Maii ~

Includes analysis, mail panel surveys, audi-
ence mail reports, questionnaires, translations,
tabulation of vesponses, etc. Subdivide by
area, country, pmm. ete. as volume war-
rants or reference needs dietats.

8~5 Field lvchmﬂoﬂ

Evaluation by VS ICA Posts and medis exten-
sions.

Staff Evoluation
Fvaluation by USICA central offic~ aol.

87 VOA Listening

L

Studies of listening te VOA p s i give -

en areas, coumtries, oities. geo
wraphically, a8 needed. - :

8-8 [oactions. Aititudes. Opinions.
Toward VOA radic Programg on the part

of the publie, governmeat, and medis of other

countries. Subdivide by sres and/or m
as reference needs dictate.

9 PUBLICITY & PROMOTION
10 CENSORSHIP

11 RESEARCH. SURVEYS. (GENERAL) ¢
Does not include effectiveriess end evaingtion of

VOA programs ot monitoring of radio pragram
content, for which see elsewhere in this cutline.

11«1 Audience Kessarch Reporis
Use for reports which are not lmited selely
to listening habits or (o audience esiiitiates
or to other specific type 6f radio program
research data.

11=2 Avdience Estimaies
Estimates of potentidl or aetusl radio audi-
ences. Subdivide by area &nd/or waillry,
type, cte. as reference needs dictale.

11=3 Listening Habits

Subdivide by airea and/or country, (ype of
listener (.., university students, vobayk ra-
dio owners), e¢de., a§ nfému needs dictate.

11—4 Radio Rocweiver Sd Disteibution

1 e, numisy of sete, distvibution patiern,
ete. Subdivide by aven sad/or couniyy, as
refvronce feedy dictule.

Ve RIGHTS. CLEARANCES.
V0= LY S

-bul coide by souree b, detwerk), SBille,ebe.
S rvfﬂ saee nedds dewts b

RECORDS CLASSIFICATION HANDBOOK

12-2 Peorformance Rights

12-3 Cloarances for Recording ov Rébroad.
casting

12§ Propeviy Proteciion

13 PLACEMENT. USAGE.
Of VOA programs sad program materials.

13- Usage Reporis

14 USABGE OF COMMERCIAL RADIO Likgs
For VOA programs transmissicns,

14~1  Program Wour Reports
142 Ovtages

15 STANDBY PROGRAMS

16 BROADCASTING ROUTINES

16«1 Openings & Closings

16~2 Siation idenfification
Includes correspondence and instructions on

S ey o e
16-3 Bridges
164 Spot Announcemenis
165 Apology Anncuncements

V7 PRODUCTION
For prolessional producers whose ssivitss are
employed or whe are m 82&: OUT-
SIOE E’&fwﬁm elsswhere
in this suthne.

17-0  Producers Dally Assignment Schedules
Arvange by date.

172 Produciion Repers
Arrsuge by date sad language.

17-3 Progrom Suggestions
Ineludes proposed programa, piolecls, or

L~ 404 & Lok E0=19-79)

W



RECORDS CLASSIFICATION HANDBOOK RP

RP—RADIO PROGRAMMING

18-1 Catalog of Selected VOA Programs
19 CONTENT MONITORING

19-1 VOA Programs

19-2 Foreign Programs

20 CONTENT REPORTS

Summary listing of day's broadcast in a given
language. Includes policy, procedures, and in-
structions on format, distributioh, etc. Arrange
actual reports by date.

21 SCRIPTS

Policy procedures, instructions, etc. Arrange
actual scripts by language, date, show. Main-
tain procducer’s copy separate from desk copy
because of different retention periods.

21-1 Script Writing. Adaptation.

For professional script writers whose serv-
ices are employed or who are candidates,
SEE: OUTSIDE RESOURCES & TALENT
elsewhere in this outline.

21-2 Script Distribution
21-3 Script Coordination
21=4 Script Translating

22 TAPES
Policy, procedures, instructions, services, etc.

22-1 Original Taping

22-2 Tapes Received
Includes Daily Log of Tapes Received.

22-3 Tape Charge Outs

22-4 Tape Distribution
Includes Daily Distribution Listings.
22-5 Field Requests for Tapes

22-6 Tape Language Services

E. g., filling in of leader tapes or translating
of portions of tapes considered guidance
instructions for listeners.

22-7 Tape Replacement

22-8 Tape Quality
Includes quality control.

22-9 Dub To Disc

23 DISCS
Policy, procedures, instracuons, ete,

23-1 Original Recording
23-2 Discs Received

23-3 Disc Charge Ouis

23-4 Disc Distribution

23-5 Fieid Requesis for Discs
23-6 Disc Language Services
23-7 Disc Replacement

23-8 Disc Quality

23-9 Dub to Tape

24 SPONSORSHIP
Of VOA radio broadcasts.

25 OFF-LINE PROCRAM FEEDS

Use for such material as correspondence with
commercial radio stations regarding program.
wanted, arrangements for their pick-up and
taping, requests, ete. Arrange by radio station,
call number, subject, etc. as needed.

' 25-1 Recordings Reports

26 PROGRAM CENTERS & SUDCENTERS

Use only for material on programs and pro-
gramming matters at or involving such centers.
For material on engineering and operating as-
pects of structures and technical apparatus,
SEE: RADIO ENGINEERING & CON-
STRUCTION and RADIO INSTALLATION
OPERATIONS outlines. Subdivide by name,
if volume warrants or as reference needs
dictate.

27 VOA CORRESPONDENTS

Subdivide by geographic location and/or name,
if volume warrants or as reference needs
dictate.

28 “NO PRODUCERS™ SHOWS
Taped programs which do not require attention

of producer.
29 (Reserved for future use)

30 (Reserved for future use)

31 (Reserved for future use)

TC=246D & 161




RP (p. 4) RECORDS CLASSIF

ICATION HANDBOOK

RP—RADIO PROGRAMMING
32 (Resprved: for future wse)
33 (Reserved for future usel

PROGRAM CATEGQRIES

The following breakdowns are to be used only for
papers of a very broad nature dealing with & general
category of programs. An example would be a policy
paper on newscasting as such or a single document
which covers several categorigs of newscasis such as
news summaries, commentaries, roundups. editorials,
headlines, etc.

Do not use the following ! .sk..~n8 for papers
which concern a program identified by title, such as
“Music—USA,” “Burl Ives Sings,” “Times Remem-
bered,” “Population and Economic Growth,” etc.,
for which see instructions regarding title files at the
beginning of this outline. Alsp do not use for papers
on any of the subjects provided in the outline above,
such as *“‘Audience Muail,” “Content Monitoring,”
“Outside Resources & Talent,” ete.

34
£
36
37
38

381

FEATURES
SPECIAL SVeNTS
PACKAGE PROGRAMS
PEEDS
NEWS

VOA Wires

38-2 VOB Wires
38-3 VOE Wires

39

MUSIC

(<

ﬁ
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SPC (p. 1)

SPACE COMMUNICATIONS

instructions

Use for papers having to do with the transmission, relaying, and reception of in-
formation through the use of satellites or other man-made space devices; the use
and role of celestial bodies and atmospheric phenomenon in space information
activities; legal matters concerning use of space for information purposes; and
other subjects pertaining to space communications.

SEE: SPACE & ASTRONAUTICS outline for space matiers other than

space communications.

SPC—SPACE COMMUNICATIONS

1

o

7

8

9

GENERAL POLICY. PLANS.

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

GENERAL REPORTS & STATISTICS

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

ORGANIZATIONS & CONFERENCES

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

AGREEMENTS

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

LAWS. REGULATIONS. PROCEDURES.

Use for material too general in nature to be filed
under more specific subjects in this outline.
(Reserved For Future Use)

SPACE FREQUENCIES. WAVELENGTHS.
(Rosuvod For Future Use)

GROUND-LINK STATIONS

10 BROADCASTING CAPABILITIES

11

12

RESEARCH. STUDIES. TESTS.

Use for material which cannot he filed _umicr
the more specific subjects elsewhere in this out-
line.

MOON RELAY

13 (Reserved For Future Use)

14 ARTIFICIAL IONOSPHERE

COMMUNICATIONS
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LIST OF TOTAL PRIMARY SUBJECT SYMBOLS

SYMBOL CATEGORY SYMBOL CATEGORY SYMBOL .  CATEGORY
ACC ADM FY ECON PR ADM

AE sCl HLTH SOCIAL PRC ADH,

AGR ECON INCO ECON PS CONSUL

AID ECON INF CUL & INF PSY T L & INF i
AV ECON INT POL & DEF PVT CUL & INF

BG ADM " ECON R CUL & INF

BKS CUL & INF LAB ECON REC CUL&INF |
BUD ADM LEG ADM | REF SOCIAL
CON CONSUL LB CUL & INF RF CUL & INF |
CR ADM LM sCl RIO CUL & INF

CSM POL & DEF MV CUL & INF RP CUL & INF

cuL CUL & INF MVF CUL & INF sci sl :f
DEF POL & DEF MVP CUL & INF | SHW ADM

g ECON ORG ADM soC SOCIAL |
ECIN ECON os ECON sp s |
EDU CUL & INF ? CUL & INF SPC CULEINF
EDX CUL & INF PB CUL & INF STR ECON

EP ADM ' PER ADM sY ADM

ES ADM PET ECON TEL ECON

EXH CUL & INF PIX CUL & INF ™ ECON

FMGT ADM PO ECON ™ ECON

FN ECON POL POL & DEF TRV ADM

FSE ECON PPB CUL & INF v CONSUL

FSV ADM PPT CONSUL VEH ADM

TL-246D & 161 ™
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CATEGORIES & PRIMARY SUBJECTS

ADMINISTRATION (purple)

ACC ACCOUNTING & DISBURSING

BG BUILDINGS & GROUNDS

BUD BUDGET

CR COMMUNICATIONS & RECORDS
EP EMERGENCY PLANNING

ES EQUIPMENT, SUPPLIES & SERVICES
FMGT FINANCIAL MANAGEMENT

FSV FACILITATIVE SERVICES

LEG LEGISLATIVE & LEGAL AFFAIRS
ORG ORGANIZATION & MANAGEMENT
PER PERSONNEL

PR PUBLIC RELATIONS

PRC PROCUREMENT & CONTRACTING
SHW SHIPPING & WAREHOUSING

SY SECURITY

TRV TRAVEL

VEH VEHICLES

CULTURE & INFORMATION (yellow)

BKS 800KS

CuL CULTURE

EDU EDUCATION

EDX EDUCATIONAL & CULT. EXCHANGE
EXH EXHIBITS

INF INFORMATION (GEN!}

LiB LIBRARIES & CENTERS

MV MOTION PICT. & TELEVISION (GEN)
MVF MOTION PICT. & TV FACILITIES & SERVICES
MVP MOTION PICT. & TV PROGRAMMING
P PRESS

PB PUBLICATIONS

PiX PICTURES

PPB PRESS & PUBLICATIONS (GEN)

PSY PSYCHOLOGICAL OPERATIONS

PVT PRIVATE COOPERATION

R RADIO (GEN)

REC RADIO ENGINEERING & CONSTRUCTION
RF RADIO FREQUENCIES & PROPAGATION
RIO RADIO INSTALLATION OPERATIONS
RP RADIO PROGRAMMING

SPC SPACE COMMUNICATIONS

CONSULAR (davk yraen)

CON CONSULAK AFFAIRS (GEN)
PPT PASSAORTS & ... ZENSHIP
PS PROTECTIVE S V.CES

v VISAS

ECONOMIC (light _-een)

AGR AGRICULTL ...
AID AID
AV AVIATION (CiViL)
E ECONOMIC AFFAIRS (GEN)
ECIN ECONOMIC INTEGRATION
FN FINANCE
FSE FUELS & ENERGY
T FOREIGN TRADE
INCO INDUSYRIES & COMMOD, 7:55
iT INLAND TRANSPORY
LAB LABOR & MANPOWER
os OCEAN SHIPPING
PET PETROLEUM
PO POSTAL AFFAIRS
STR STRATEGIC TRADE CONTROL
TEL TELECOMMUNICATIONS
TP TRADE PROMOTION & ASSISTARC:
TR TRANSPORTATION (GEN)

POLITICAL & DEFENSE (red)

CSM COMMUNISM

DEF DEFENSE

INT INTELLIGENCE

POL POLITICAL AFFAIRS & RELATIONS

SCIENCE (orange)

AE ATOMIC ENERGY (GEN)
SCi SCIENCE & TECHNOLOGY
SP SPACE & ASTRONAUTICS

SOCIAL (blue)

HLTH HEALTH & MEDICAL CARE
REF REFUGEES & MIGRATION
SOC SOCIAL CONDITIONS
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RECORDS CLASSIFICATION :HANDBOOK

This index covers the Administrative and the .Culture & Information outlines
of the Records Classification Handbook. The entries under some subjects cite
outlines which are not in the handbook but which are a part of the State/USICA

Records Classification Handbook (MOA III 621).

If needed, the additional out-

lines cited (Political & Defense, Economic, Social, and Science) are available

from the USICA Mgegaes Cewver awp Reoomos Brawsw, MEV/TCN,

IN REFERRIRG VO

these additional outlines use the overall State/ygjca Records Classification Hand-

book Index.

ABSENCE (employees) _________ _____________ PER 8
ACCEPTANCE (of contracts) _______________ PRC 18
ACCESS TO RECORDS ___________________ CR 16-1
ACCIDENT PREVENTION (See SAFETY)
ACCIDENTS:
Agency employees _____________________ PER 14-12
Agency vehicles __________________________ VEH 3
ACCOMMODATION EXCHANGE _________ ACC 23-6
ACCOUNTABILITY:
Funds (agenecy) - _______________________ ACC 22
Property (agency) - _____ ___________________ ES 7
ACCOUNTING:
Allotment . _______________________________ ACC 1
Classified material _______________________ CR 16-2
Expense ___________________ o ____ ACC 8
Fund ____________ o __ ACC 6
Other agency ____________________________ ACC 14
Personal property _________________________ ACC 9
Real property ____________________________ ACC 10
Sales (income) ___________________________ ACC 15
ACCOUNTS:
Creditor oo oot ACC 12
Current, monthly ________________________ ACC 23
Payable __ ______________ o ACC 12
Receivable ._._____________________________ ACC 11
ACCREDITATION:
Press correspondents (to agency) _________ PR 11-1
ACQUISITION: (Use approp. subj.)
Artwork _________________________________ PIX 12
Buildings & land:
(GGeneral . - | ¢ 3
Radio sites ____________________________ REC 14
Excess property . ________________________ES 12-1
Exhibit components ___ . ___ __________EXH 114
Library holdings _______________________ LIB 13-2
Motion pictures ___________ _ __________ MVP 12
Photos e PIX 12
Pictures e _PIX 12
Publications - o, e PR 12
TV programs e i —__MIVP 12
Vehicles (govt. -oumed) 4 ] ¢ O ]
ACTIVATION (radio installations) __________ RIO 12
ADDRESSES (mailing) _________ __________ CR 3-7

AD HOC BODIES, COMMITTEES, etc.
(Use approp. subj.)

ADMINISTRATION:
(Use approp. subj. for specific program
admimistration)
Agency (general) . _________ ______ __________ ORG
Consolidated ____________________________ ORG 1
Of oaths (to agency employees) _________ PER 13-
ADMINISTRATIVE:
Matters, routine _________ ________________ ORG 12
Officers conferences _____________________ ORG -1
Reports (periodic) ________________________ ORG 2
Support:
Accounting - ... ..o a s ACC
General policy . ____ ________________ ORGC -
Reimbursement est. & agreements ________ BUD 4
ADMISSION CHARGES (motion picture
SHOWARGB) .o e s S MVP .3
ADULT EDUCATION ____________________ EDU 9~
ADVANCES .o ooonmonmvonvrsssemmmmss ACC i
(57 71 | R S S G e o S ACC 23-13
Recoverable _____________________________ ACC 1:
Travel ___ _____ e TRV o
ADVISERS & ADVISORY GROUPS:
Appointment of in agency ______________ PER 13-2

Work of (Use approp. subj.)
ADVISORY COMMISSION ON INT'L.
EDUCATIONAL & CULTURAL AFFAIRS__EDX 8
ADVISORY COMMITTEE ON THE ARTS__CUL 16<

AFRTS (radio broadcasting) —_________________ R 656
AFTER HOURS ENTRY & DEPARTURE
(govt. bldgs.) _ . _ . BG 16-12
AGENCIES, FEDERAL:
Relations with other _____________ _________ ORG 1
Specific agency (Use approp. subj.)
AGENTS (book) __________ . BKS &
AGREEMENTS (Use approp. subj.)
AIR:
Raid shelters (in govt. bldgs.) ______________ BG 13
Shows (commercial) __ _ ___________________ CUL 16
AIRCRAFT (govt.-owned) _ .___________________ VEH
AIRGRAMS (procedures re) __ . __________.____ CR 18
ALARM SYSTEMS (sccurity)
Of govt. bldgs. _.___._.. . _______ ____BG 16-1
Of radio installations ... . ________ _____RIO 16
ALIEN EMPIOYEES . _ . _____ . _________._PER
ALLOCATIONS (transfers out) ___._.______ BUD 14-3
ALLOTMENT:
Accounting . - : oo virnessssanserrea ACC 7
Authorities . ___________________ BUD 14-5
Budget execution ______________________ BUD 14-6

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



{(INDEX p.2)

RECORDS CLASSIFICATION HANDBOOK

ALLOWANCES: "
Costof living — - oo ___ PER 11-1
Bducstion: ... c:ssumsesmsassmmaasassss PER 113
Post differential _ . _____________ PER 11-7
Quarters & temp. lodging —______________ PER 11-1
Representation ______________________._ PER 11-8
Separdion. ....... . cciscccsesesiasses PER 11-10
L o [ S S S TRV 8

ALTERATION: ((In approp. wubj.)

Ruildings (govt.-owned or lcased) ____________ BG 7

Radio components & installations ____ _____REC 15
ALUMNI ORGANIZATIONS:

Grantee _. _.. .o .__.....EDX 29-2

University e s -ZDX 29-3
AMBASSADOR (See CHIEF OF V)
AMERICA HOUSES ... ieicccce e LIB
AMERICAN-SPONSORED SCHOOLS

ABROAD - oo mnumneswaiin EDU 9-5

Grants to foreign students to attend —______ EDX 10
AMERICAN STUDIES WORKSHOPS.

SEMINARS, .. -oovocmmssmmmmmammmanse EDU 13
AMMUNITION (uagency security wuse) —______ BG 164
AMUSEMENTS . o ___ CUL 15
ANNUAL LEAVE oo susmmas PER 8
ANNRINTIES . . v mnss e PER 13-8
ANONYMOUS LETTERS _ . PR 13
ANTENNAS (radio)

Engineering & construetion . _______ REC 17

Installation operations ______ . ____.__ RIO 17

ANTIBIOTICS (agency medical use)__PER 14-8, 14-10
APOLOGY ANNOUNCEMENTS (radio) -_._RP 16-5
APPEALS:

(For specific types of appeals, use approp. suhj.)

Performance ratings .. ... __. ___.._.__PER 10-2

Procedures (employee) - ______ PER 7
APPLICATIONS: (See approp, subj.)

Employment _ _____ . PER i3-1

Motion picture attestation _______________ MV 12-2

TERINIBE oo sin v m n mam s PER -9
APPOINTMENTS:

ERpOyorR . s PER 13-2

Private individuals with agency personnel - ... PR 7
APPORTIONMENT _____ . BUD 14-1
APPRAISALS: (U/sc approp, subj.)

Rooks . _ I e——— < ) |

Motion pictures _ . _______._ . __.__._ .. MVP&

Personnel performance _____ T PER 10-2

TV programs e e . e S we eIV E B
APPROPRIATION ACT . ... . . _.....BUD i2
APPROPRIATIONS (accounting for) _._.._. _ACC 6
ARCHITECTURE:

As fine art e e .. CUL 13-

Of govt. bldgs, o R B saesws T

Of radio instalations _________. ____ ______REC 15
ARCHIVES:

As cultural property BT g CUL 10-5

As govi. records _ e IET R SOIRY, .. |

ARKA & LANGUAGE 'I'RAINING — <
ARFA RESEARCH PROGRAM:
information e
Sewnce

AREA

--INF 7, 11, 12, 13
R o G § T |
A STIDIES WORS\\HOPS

ARMED FORCES COURIER SERVICE

ARFCOS) o e CR 3-3
ARMED FORCES NETWORK (radio) ___.____ R &6
ARMY POST OFFICE (APO) wvcae o __ CR 8-3
ARRIVAL & DEPARTURE:

Govt. & other travelers ..___.__ S TRV 15

Exchange grantees ___________ T EDX 23-6

ART EXHIBITS:

In museums & galleries i ik s veses L 10-8

Info. program . PO ¢
ART WORK:
Agency = = -F8V 1
Press & iuhhcutmns = TS . > W {2 |
ARTISTS, PERFORMING: (Uw approp. subj.)
Ra('kgruund data (musicians) ___ . ____ CUL 14-11
Cultural presentations . . _ ___ ________.__ CUL 18
Music festivals ____ . __ . . _________._._.CUL 14-8
Music performances _.._ . _______.____.__ CUL 14-5
ARTS, ADVISORY COMMITTEE ON THE_CUL 16-3
ARTS, FINE e CUL 13
Restitution of works of art ___._________ CUL 10-1
ASSESSMENT: (Use approp. subj.)
Country reports (info. prog.) - . _.__ INF 2-1
Effectiveness ({/se approp, subj.)
ASSIGNMENTS:
Emergency .. _. R ) i O
Motion picture & TV pmlucor schedules.. .MVP 6-7
Personnel P e ) - -
Radio prog. producers .. _ ____ ________ RP 17-1
Space . e V.. BG 11
Staff housmg s G RS S S PER 16-12
Vehicles, official _ . _ .. __ _.___ ____.__VEER 11

ASSISTANCE (to travelers) ____. .
ASSOCIATION (Use approp, subj.)

SYPRRI. v 2, g |

ATHLETICS:
Cultural presentations __ _______ ___.____ CUL 16
Uy | RSP - | ¢ A {
ATTACHES (U.8.):
Agency relations with __________ _____..__ ORG 1, 4
Personnel matters - oo oo meaee o PER
ATTACKS:
On libraries & conters o oo LIB 11
On radio installations _____________________ RIO 9
ATTENDANCE:
Employee S -... PER 8
Exhibits _ eeeremeeeeeeeeee--EXH 8-3

Motion pieture whawn.u SRS e

ATTESTATION:

s masssMY P 13

Motion picture & TV materials ___ _____. .--MV 12
Applicants S Tpnppe—— | ' d,
Certificater _. .. oo s MV 12-1

ATTORNEY GENERAL'S LIST ____ __ _____ 8Y 14-4
ATTRIBUTION (Seec CREDITS)
AUDIENCE:

For radio programs:

Esatimates B _ . ... RP 11-2
Listening haluts . _ i wagie s we NP 1153
Mail et i gt T AP --.---RP 84

Research reports . . .. ___.
For motion pictures & TV:

T R S A S - MVP 8-3, 11
Mail: (See approp. aubj.)

aneese P 11-1
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AUDIO FACILITIES:

Radio engincering & construction __________ REC 23
Radio installation operations _ ______._______ RIO 23
AUDIO-VISUAL:
Aids in education &
training ________EDU 10-5, 11-1, 12; PER 9-10
Materials:
Attentation ..o oo e MV 12
Presentation (cult. program) ____. ___ CUIL 9-8
Still pictures, photos ___________________ . PIX
Use in agency public relations _____________ PR 9
Services (agency) - o _______. _FSV 1
AUDITS:
Administrative . oo ciocncccmiaasmaa ORG 11
Contacts _ . _______________ __._ _.—_.______PRC20
Financial:
External (CPA) __. R, FMGT 13
General Aceounting Office . . ______FMGT 12
Internal e _FMGT 11
AURORAIL ZONE PROPAGATION (radio) -___RF 16
AUTHENTICATIONS (by agency) ... CR 5
AUTHORIZATIONS: (Usc approp. suhj.)
Motion picture & TV production __________ MVP 6-4
Publications production .. . _____ _________PB 20-1
Radio installation operations ___ _________ RIO 1-1
Travel oo imsman e SR TRV 9
AUTOGRAPHING (books) _ . ________________ BKS 9
AUTOMATION:
Data processing _ _______ _ _________________ FSV 3
Financiai transactions (agenecy) - ____ FMGT 14
Information management _________________ ORG 10
AUTOMOTIVE VEHICLES & EQUIPMENT
(See MOTOR VEHICLES)
AWARDS: (Use approp. subject)
Agency personnel _________________________ PER ¢
Contract _____ _________ o __ PRC 7
Incentive (persommel) oo PER 6
Motion picture ________________ g e o MV 6, 8-1
Picture (imecludes art) ______ . _ . PIX 11
Pubbleations ..o cncnninnnsmasaa PB 84
Safe driving __ __ ______ ___ VEH 13
Television = o e eee=. ..MV 6, 8-1
BACKGROUND PAPERS (Usc approp. subj.)
BACKGROUNDERS (news) e P24
Requests for (general) - S e swe wal B
BACK SCATTER (radio) _ = Bhses Apscees —--RF 14
BACK-UP (budget) . ___ f;iimeeeeee—=..BUD 17
BAGGAGE (unaccompanied) .~ . . _________.__SHW
BALANCE:
OF PRYMONYS - oovornmorres vo s sesmeacresc BN, 12
Sheets __ . ACC 4
BALLET:
As cultural presentation . ____________ CUL 16
As fine art __ . _____ . R TS CUL 13-1
BANK ACCOUNTS __ __ . _____ ACC 23-7

BANKS & BANKING (ageney facilities) ____FMGT 8

BEGGING LETTERS _ _ __ .. __ . _____ PR 13
BIBLIOGRAPHIES 2 = - BKS 18
BIDS & AWARDS (contract) PRC 7

BILATERAL AGREEMENTS (Use upprop. subj.,

BILL COLLECTING (employees) ________ PER 15-17
BILLS OF LADING:

Equipment & supplies ____________________ SHW 14

Household/personal effects _______________ SHW 14

USICA program materials _________________ SHW 14
BINATIONAL FOUNDATIONS.

COMMISSIONS ____ . __ EDX 6
BIOGRAPHIC DATA:

Congress (l/.S.), members of ______________LEG &

Employees S BT - ) ) .

Exchange grantees _ ______________ . ___FDX 29-1

Govt. ofticials (Use approp. subj.) ,

MBBICIANS svon svrcommmsisersrnmeniad CUL 14-1i
BIOGRAPHIC REGISTER (State Dept.) .___PER 2-2
BLOOD DONOR CAMPAIGN ________ ____PER 15-1

BOARD OF EXAMINERS FOR THE ~OREIGN

SERVICE (BEX) ... _ ___.___.___ .__PER 13-4
BOARD OF FOREIGN SCHOLARSHIPS
(BFS) SNSRI —— ), ) )
BOATS. (goul. -owwml) _________________________ VEH
BONDING (of employees) . ..___ FMGT 9
BONDS:
Performance bid B . . L o
Savings:
Drives e . -PBR 1b~1
Issuance & rulcmptmn eieee e . _ACC 23-5
BOOK:
Credits & attribution  ___________ . _ ___BXS i5
Dealers - . . _ . ________ . ________._BKS ¢
Distribution . . _______ s R BKS i3
Fairs & exhibits . ___ __________________ BKS $-1
Orders & requests _ __ ____________________ BKS 14
Presentations - .«.oss sscosssssssmrmssay CUL 9-6
Procurement (non-program) _____ _________ FSV 8
Publishers __ .  _  ___ o _____ BKS 6
Reviews ___. o _____. BKS 16
BOOK PRO('RAMS
Development .. - . .. .cicioon.cee.-_--BKS
Donated bhooks _._ _ _ .. _____ _BKS, CUL %6
IMG Program-----==-======-= INFO 10
Low priced B T . <]
Textbooks = reye " ie-----BKS
Translations BB, s wo--.--BKS
BOOKKEEFPING MAC HINES FMGT 14
BOOKMOBILES (See MORILE UNITS)
BOOKS:
Agency publications (nom-program) . - ._ ._ PR 10
Entertainment & information ._____...__ . __BKS
Library services:
Agency S R SRR SRS TR FS8V 5
Information ctrs. & librs, _ . ______. ____ LIB
As literature W . CUL 13-3

Textbooks .. __ . BKS; EDU 10-5, 12; PER 9-10
BRIDGES (radio broadeasting) - ____ _______RP 16-3
BRIEFING:

Data (Use approp. subj.)

In information program __ . __.__ ________ INF 14

Of personnel . ceceeee. .-—--PER 9-13
BROADCASTING, RADIO

Commercial . S | =

Forcign i i i R 6-3
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BROADCASTING, RADIO: (eont'd)
Info. Program - . e e mimam e R, RP
Private international _. o ... ..
Public relations (agency) -oceececeeeeooo....PR 8

Regional ‘multinational _._......... ..... .. R 64

Routines .. . - ——coooaa R A R S SR RP 16

Space communication capabilitien

(info. prog.) .. .- R R A SPC 10

BROCHURES: (Use approp. subj.)

{379 3 Y1 7 | PR, S S EXH 9-6
BUDGET:

Ageney e BUD
OFPIoE oF ManacEminy ans Dwoacy

Agency submission & hurmgl ....... D9

Call for estimates _.._.__._ S S = sUD 3-1

Regulations & circulars .. BUD 6
BUILDING:

Guards ... e mmcemcmmeae BG 17, 18

Safoly DIOEVAM, s wammmrommmssdsessnsmmeen BG 13
BUILDINGS (govt.-owred or lcased) _ . .. _____ BG

Radio installations engineering & construction._REC
pY SEVEREY TV T8 R

BUSINESS PPARTICIPATION

(in info, programs) . ____ e e PVT 11
BYLINERS (news) oo --P 246

Requests for (gemeral) ... P14
CABLE (ageney telecom., serviee) oo . CR 7
CADRE:

Emergency velocation _________ ____________ EP 7-6

Psychological operations .. ... PSY 7
CAFETERIAS (govt.) . _______ e BG 12
CALENDAR OF EVENTS ___ ORG 12
CAMO ... . e b mm RS RS s SRR ORG 1-2
CAMPAIGNS (fund-raising, elc.) - - _____ PER 156-1
CAREER DEVELOPMENT __ . ______ _______ PER 9
CARRIERS (agency tmspoftahon):

Freight _— . o m SEW €

Passenger _ . oo TRV 6
CARTOON(S) e PIX 19-2

Techniques (flm & TV prod.) - - . . _MVD] 6-5
CASH:

Advances swE W EEEE . -..ACC 25-138

Awards e A SR A A PER 6-2

Payments Goe o g e ACC 28-3

Petty _ . eeeeiiem e =ACC 23-8

Verification ) oo —---ACC 23-12
CASHIERS (ageney «I« mgmuum of) - .._.FMGT 6--2
CATALOGS: (Use approp, subj.)’

Books ..ol . - Haeeswersedesi shmen Petp— BKS 18
Motion pictures & TV programs:

Ageney . i e ... MVP 14

Non-agency ... MV 13
MUBIC oo - crws surenrmmssnE s s T CUL 14-10
Pictures, photos . ____ . ___ . _______. PIX 13
Publications _ ~ __. _ _ ____ ______ _______PB 18
Radio programs . _______________________ RP i3
Stock . _ eeieoeooeoeee.._PRC 64
Venders - i PRC 64

CEILINGS:
Budget g S, BUD 3-1
Personnel _.  __ e e #UD 16
CELEBRATIONS (romm< MOTRIVE) mv. mome e CUL 6

CENSORSRHIP: (Use approp. subj.)

Books . . _ . . o . .....BKS 10
Information (gemeral) _ .o ... v-aiNPF 7-1

Motion pictures _________________________ MVP §

Press e P i
Press & publications (gemeral) oo __ PPB 10
PUblicationd ...covorsnsssmseinnsssnasmasns PB 10
Radio e RP 10
Television _____ ______ o ____ MVP 10

CENTERS:

Binational ____ __ .. LIB
Cultural e —————am LIB
Health & Medical _________ PER 14-6; HLTH 14-6
Recention ____ el EDX 28-3
US#CA Information __ ____ . _____ . ____ LIB

CENTRAL FISCAL SERVICING OFFICE ._..FMGT
CEREMONIES: (Use approp. subj.)

In connection with exhibits _____ __________ EXH 18
CERTIFICATES: (Use approp. subj.)

Motion pictures

Training (ageney)
CERTIFYING OFFICERS (designalion of ) . FMGT 6-3
CHARGES (Sce RATES & CHARGES)

CHAUFFEURS (agency) —-. o oo VEH 12
CHECK OPERATIONS ______ _ ______._.. -ACC 23-9
CHECKS:

Travelers __. . .o ACC 23-15

Treasury - . . o m————— ACC 23-9
CHIEF OF MISSION:

Appointment ____ _____________________.. PER 18-2

Conferences . .______ __________ . ____.. ORG &-2

Diplomatic title & rank ... PER 17

Head of country team _____________._____ ORG 1-1
CHILDREN:

Education of FS dependent _._.________ --PER 15-¢

Info. target group . o e INF 6
CiTY AFFILIATION (private cooperation

PYOGYBM) - . e et eie e et - PVT 10
CiVIiL SERVICE P.Mi'L\')YF‘ES (agency) ... .. PER

CIVILIAN DEFENSE (measures in govi.

MNdgs.) . . . . G SRS S BG 1
CLAIMS: /Um' approp. suhj.)

Buildings & land (govt.-owned or leased) ._BG 3, 20

Radio instaliations . _________________ REC 3
Employee . . .. _oe._____PER 14-12
General Aecounting Office ______________ ACC 28-11
Loss or damage to property in shipment. . SHW 16-1
Procedures .. LEG 13
Procurement & mntm« Ung e __PRC 13
Tort . . PER 15-16
Voucher . B ACC 21

CLA‘BSH-‘ICATION
Position ___ __ . PER 18
Records __ . o CR 12
Security - e CR 18-3
CLASSIFICATION CODES:
Fiscal . ___ .. ____ .. FMGT 3
Records _____ __ ___ CR 12
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CLASSIFIED DOCUMENTS CONTROL
CLIEARANCES: (1/x¢ approp, subj.)
Hooks IR . ) < - i b

- .CR 16-2

Cryplographic S 0 S P
Customs (om ageney shipments) .. SHW 17
IBxhibit content. - . s mrsssssassasmsseas EXH 12
Final salary payment eeee-- ----PER 11-4
Medicel (employee) . e —o_—_.__PER 14-4
Press & Publications (general) - _____ PPB 12
Publications:
Information program ____________________ PB 12
Public relations (sgency) .- PR 10
Radio programs:
Information program ____________________ RP 12
Public relations (agency) _________________ PR 8
Security (employee) . ____________PER 16-2
Speech - . ceeeeeeeee—=-PR 12-1
CLERKS (. luu/uun & Im'nl) IR, - )1
CLINICS, MEDICAL (agemey use) - .____PER 14-6
CLIPPING SERVICE e e XY 9]
CLOSING OF POST . A __..ORG 8
CODE: (Use appron, subj.)
Cryplographic system ieee = .--.CR T7-8
IMiseal classitieation . e - -—e—-FGMT 3
Training . e e .PER 9
CODELS o LEG 7
COLLECTING TI(ANHA(‘TI()N.\ (ﬁxml) ____ACC 23
COLLECTIONS, LIBRARY _____. __________LIB 13

COLLEGE AFFILIATION PROGRAM ____EDX 23-1

COLLEGE EDUCATION __________________ EDU 9-3
COLLISIONS (Se¢ ACCIDENTS)
COMMEMORATIVE CELEBRATIONS _______ CUL 6

COMMENDATIONS: (Use approp. subj.)
Agency employees ______________________ PER 6-3
Agency programs
Traveler assistance (by agency)
COMMISSARIES:
Facilities in govt. bldgs. - - . ________ BG 12

Management & services _ . ol Bz o PER 15-2
COMMISSIONING (FSO's) . .. ______ PER 13-2
COMMISSIONS ({'sc approp. subj.)
COMMUNICATIONS:

Agoency g - CR

Fmergeney e EP 7-8

Facilitios & Systems:
Rado

.- --REC 27; RIO 27

Felecommunications (ageney) .- . ..——— .._.CR T
et i CUS-U'SSR) .. ccascsse somss CR 7-6
Mass media . ceeeeee--INF 7
Satellites:
Information aspeet ... . o ______ SPC 6
Seientific aspecet i -SP 12~
Space:
Commercial aspeet ... . . _______ TEL 6
Information aspect o SRS B SR SPC
COMMUNIST:
Activities (Use approp. subj.)
Bloe eduention o weeee--EDU 6
COMMUNITY:
Activities (of libraries & centers) _LIB 6
\Miliation program = = PVT 10
Centers ————— - LIB

COMMUNITY: (cont'd)

Relations:

ARCNCY -cvonsummommmns s e e eSS PR 6-2

Radio installations _______________________ RIO 6
Schools abroad (for dependent children of

employees) . L EDU 9-5

COMPANIES: (Use approp. subj.)

Security clearance ... _________ ________SY 1ib

Suppliers & contractors _ ____________ . ______ PRC 6

b 4117 (o O S S, PRC 6
COMPENSATION (agency persommel) _______ PER 11
COMPLAINTS: (Usec approp. subj.)

General Publie —vovvorcrncrumemmme R PR 13
COMPLEMENT, PERSONNEL ______________ PER 4
COMPONENTS (exhibits) o ______ EXH 11
COMPTROLLER GENERAI. DECISIONS

(Use approp. subj.)

CONCERTS - o ___ CUL 14-5
As cultural presentation - _____ .. _____ CUL 16
Music festivals . O ...CUL 14-8

CONCESSIONS (m qonl Iu(lr/h) - .- .-BG 12

CONDEMNATION (property) ___. . -.BG 6-1

CONDOLENCES:

Congress, Members of .. _ . ___..__._ ___ ___LEG 6

Employces R NS -) | |
CONDUCT, EMPILOYEE ____ _____ . ________PER 12
CONDUCT OF OFFICE _. .__ . ___. ______ORG 12
CONFERENCE REPORTING ________________ FSV 2
CONFERENCES: (Use approp. uub;)

Administrative Officers ________ . _________ ORG 3-1

Chiefs of Mission.

Principal Officers. - __________________ ORG 3-2
Cultural Affairs Officers ___________________ CUL 2
Press __. . __ . PR 11-3; P 3-1
Public Affairs Officers ___ . _______. _.____ORG 34
Staff . L eiccceiieccmre e ORG 3-3

CONFLICT OF INTERI-,ST ________________ PER 12

CONGRATULATORY COMMUNICATIONS:
Commem. celcbrations,

annivs, ete. . ____ ___ _______POL 174; CUL 6

Congress, members of . .. . ..LEG 6
Fmployces s .--PER
CONGRESS:
Arency relations with -—. - -LEG
Members of - - . . LEG 6
Reports to P a—— ) ) ¢ ]
CONGRESSES, N'l‘l-.RNATIONAL
(Use approp. subj.)
CONGRESSIONAIL:
Committees —.. . = cococne o vocemocn o oee LEG 4
Investigations (general) . _____ __..______LEG 8
Mail (U/se approp. subj.)
Submission (agency budget) ____ ________ BUD 11
Summaries _. . . _____________. _______LEG 1-1
Travel (CODELS) ST () )~ 3. 1

CONSOLIDATED ADMINISTRATIVE MANAGE-

MENT ORGANIZATION (CAMO) _._. __ ORG -2
CONSTITUENT POSTS:

Opening, closing, change in status .. -ORG 8

Organization & management __._. . . ____ _ORG 1

(‘()NSTI'I‘IITI()NAI. LAW: (Use approp. subj.)
Of U. S. affecting agency . --LEG 5
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CONSTRUCTION:

Buildings (govt.-owned) . .. .- ... ... BG7T
Exhibits ISR e sppmenes: -, 4 . () |
Motion picture lheateu .................... MVF 9
Radio installations . ____._._._- REC, REC 15
TV studiof —. oo oo aceieee e e - -MVF 13
CONSULTANTS:
Appointment ieeiimmmmeeeeee----PER 18-2
Work of (Use approp. subj.)
CONSIUILTATION, PERSONNEL . _._____ PER 9-13

CONTENT MONITORING:

Foreign programs _. .. . ___._oe._o.......RP 19-2

Radio programs (info. prag.) .- ... ._.RP 19-1
CONTENT REPORTS (radio programs) _..____ w20
CONTESTS: (Use approp. subj.)

Athletic group presentations . _____________ Ul 16

Private coop. projects .. . .. _. .___.___PVT 12

Radio listeners . h D, RP 8-3

CONTINUITY OF ESSENTIAL FUNL-

TIONS IOV ) i e
CONTRACTING _.
CONTRACTS: (s approp. subj.)

Audit of : e oowc--__PRC 20; FMGT 11-3

Bldgs. & land (agency) - .- BG 4; REC 4
Clauses. IFormats. Forms. - o ________ PRC 4-1
{nducational exchange _ - oo _____ EDX 31
[omployees s R A S PER
Fguipment & supphea eeiee e --=-PRC, PRC 4
Industrial security clearances __ . . __________ SY 15
Iuformational media guaranty __ ____.____ INF 10-3
Radio engineering & construction . _.__REC 4, 15-8
Services ceeen ---PRC or specific program
CONTRIBUTORS: (Use approp. subj.)
Fxhibit items ___ __ __ e imman =m-ee EXH 6
Private coop. prog. . ... R ' Af
CONTROL:
Classified documents & info. . - - ... .____ CR 16
Forms .__ SISO o) © 3 - |
P"ublications (non program) ... .. - FSV 17
Records schedules __..__._ .. _______ . _ CR 1h-4
Reports SIS - | ) 1
Stock SO ——— - -
CONVENTIONS (l’\u' approp. suhj.)
CONVEYOR BELT SYSTEM __ __ . _______ ---CR 3-0
COOPERATION, INTERNATIONAL:
(Use approp. subj.)
Private programs ..o oo PVT
COORDINATION: (Use approp. subj.)
With other Federal agencies .. - _______INF i-11
With local governments - . . ________INF 1-12

COPYRIGHTS (See RIGHTS & CLEARANCES)
CORRESPONDENCE:

Analysis & distribution e =ice-w-w-==-=-CR 4
Munagement T - o eiieee-=—---CR 18
Procednres L L e CR 18
¢ ()RI{E.\I‘ONI)I',NT.\ I‘RE\S

Accreditation to ageney . - .. ... ._.._____PR 11-1
Ageuey relations with ar > ssemeE PR 11
Foreign: - Sire . d eGSR R reé

Center i eimnmen-a P 62
Information program, ml MRS —
Visits of ..P 6-1; EDX
VOA e rp—— b < 9

e

COST OF LIVING:
Allowances:

Agency employees PSP ¢ )3 B G TH |
At Radio Installations ____ _._ ______.__RIO 63
COST REDUCTION _. .. . ____ .. _...ORG W

COUNTERPART FUNDS (Accounting axpeei) ACC 6
COUNTRY: (U/se approp. subj.)
Agreements (/se approw. xnbj.)
Assessment reports (USICA) . ______.__ INF 2-1
Briefing papers:

For congressional travelers ___ _________ LEG 7-1
For info. program __. ... _._________.__INF 14-}
Plans: (Use approp. subj.)
FExchange program _. ... ____o_..__._ EDX 1-1
Int'l info. program ... __._ .- ... ___INF 1-2
Team ie tiecmecenna-----ORG 1-1
COURIER SERVICE:
Agency PN PSR ¢ - |
Miiitary, use of ____ _ __. ___________.__. _..CR 3-3
COURT:
Decisions (I/xe approp. subj.)
Leave _ . o e PER 8
COVERAGE OF EVFNTS
By motion pictures . .. __ . _______ ______._MVP 6-8
By photographers _ .. ___ __.____ .____ . __PIX 7
By press . ____ ________ T R U . P 16
BY PROI0: — s v o nbsemmstesst et s RP 35
By television _ . e ecemmmeee.e--=-MVP 6-8
CRANK LETTERS .. .. . . ___......_PR 13
CRANKS (handling of, ¢le.) . .. .. _...8Y 11
CREDIT:
Cards:
For ageney vehicles - . ....--VEH 1141
For GSA purchases ceie. - .-=-PRC 1-1
Inquiries (ageney pe rummcl) -- --..PER 15-17
Union, Federal .PER 16-H
CREDITOR ACCOUNTS ACC 12

CREDITS & ATTRIBUTION: (Use approp. subj.)

Book material _ ke St s - R BKS 15

MP & TVmaterials ... __._ ... _._..... MVP 15

Pictures & Artwork .. __ . _____ _ _.PIX 15

Press inaterial P ——— S |

Publications _ .. _ . . ol oo _. PB 15
CRITICISHMS:

Of agency program _ ... o oceceeeeeecmee. PR 18
O1 specific programs & policies
(Use approp. subj.)
CRITIQUES: (Uge approp. subj.)

General feemmeeee —~--. ORG 2-2
CRYPTOGRAPHIC FACILITIES (agenecy) - .._.CR 7
CULTURAIL:

Activities. Development,

Conflicts. ... . I NP . | |
Centers i RSO . .
Kxchange prugnm educ. & __.._. ___.. ___EDX
ITnstitutions - en--.-.--CUL 8, LIB

Presentations program:

Performing artists & groups . ..CUL 186
Materials cer anme -.CUL 9
Property —— - wme . CUL 10

CULTURAL ORG., UN EIHI(

SCIENTIFIC & (UNKSCO) . ..CUL, EDU, 8CI
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CULTURE (national) - ool CUL DEPENDENTS (employee) :
CURRENCY, FOREIGN (See FOREIGN Education:
CURRENCY) Allowances _.________________________ PER 11-3
CUSTOMS: ) Geneval _._. . _______________________ PER 159
Assistance to travelers in clearing _______ TRV 15-2 Overseas Schools - occvoucoacoanannc EDU 8-
Clearances on shipments (agency) . —--- SHW 17 Emergency evacuation:
Dutics on shipments (agency) - --——_____SHW 17-1 E & E plan CT SR | -
Triba’ e S SR PR e s e G Medical care - .. .. _ - ______._________PER 14
Medical deposits for . _________________ ACC 23-19
Travel . e r e ne e awe DRV
D DEPOSIT & TRUST FUND RECORD _____ ACC 23-2
DEPOSITARY CHECKS (in local banks) __ACC 23-9
DEPOSITORIES, LOCAL _________ ________ FMGT 7
DAMAGE: DEPOSITS, MEDICAL (for dependents) __ACC 28-19
Govt.-owned or leased: , DEPRECIATION: (Use approp. subj.)
Equipment o ES 74 0¢ library holdings ————— . LIB 13-4
AReal. PROPERLY wirmemr i i e o G 20 DESIGN: (Use approp. subj.)
lllbr‘arles & cen-:ers """""""""""" LIB 11 Buildings (gouvt.-owned or leased) ____________ BG 7
Radio Installations ________________________ RIO 9 Exhibits EXH 10
Shipments (agency) - oo SHW 16 Radio components & installations _________._ REC 15
DANCE: DESIGNATION, ADMINISTRATIVE
As fine art __. et L CUL 13-1 CONTROL . oo CR 16-3
Group presentations ——— - oo CUL 16 pSIGNATIONS (personnel) :
DANCING (amusement) . _____________CUL 15 Financial . - . - oo ___FMGT &
DATA PROCESSING . FSV 3 Other than financial - __ . __ _______________ ORG &
In financial transactions __________._____ FMGT 14 pDRSPATCH AGENCIES (U.S.) - ... __SHW 4
DEALERS: DESTRUCTION: (Use approp. subj.)
Rook __. IU—————— . | {1 . Cryptographic materials __.____._________CR 1-1}
IMG Programe---s=e========s INFO 10-6 Fquipment & supplies . __  _____ ____... _KES 7-4
DEBRIEFING: Motion picture prints  _ ________.____ MVEF 19-2
Agency personnel . - .. o PER 9-13 Records ___ . ___________ _________ CR 15~
Exchange grantees ____ oo EDX 28-8 DETAIL OF PERSONNEL ________ _______ PER 13-3
DEBTOR ACCOUNTS o mmeeeee ACC 11 DEUTSCHLANDFUNK (radio broadcasting) -_R -3
DECENTRALIZATION: DEVELOPMENT: (Use approp. subj.)
Administrative functions __________________ ORG 1 01,3 .- ) < U PER 9
Records - CR 11-1 Edueational «-c.ocucomccorinsninsmassanasis EDU
DECLASSIFICATION (records) —————————___ CR 16-3  Executive ... —____._.____PERY
np;g()uATmNs (for c,(npz,,yecn)) _____________ PER ¢ DIFFERENTIAL, POST (a/lowance) ... PER 11-7
- < . DIGNITARIES, FOREIGN & U.S.
PECREES. (Ui . #ch)d (See PROMINENT PERSONS)
DEDUCTIONS: Coverage:
Payroll . ___ . e ———---ACC 16 Motion pictures & TV ____. . __ ___. MVP 6-8
Salary e | B e | PER 11-2 Press T P 16
DEFECTION (psychological operations) ______ PSY 10 Radio R RP 35
DEGAUSSING (of video tapes) __ .________ MVF 20-1 DINING ROOM PASSES _. . .. ... __BG 12
DEGREES, HONORARY (employce) - ._ PER 6-4 DIPLOMAS:
DELAYS (on govt. shipments) ___ ... _____SHW 18 Personnel training . ____ __.___________PER 9-12
DELEGATIONS: Reciprocal recognition of __..__ ____ ____EDU 93
Of authority e e ORG 5 DIPLOMATIC TITLE & RANK .. . _________PER 17
To int'l conls. & orgs. (Sce specific conf, or org.) DIRECTIVES MANAGEMENT ___________.___ CR 19
DEMOLITION (govt.-owned bldgs.) - _____ BG 15-2 DIRECTOR, reports to ey ety S INF 2-3
DEMONSTRATIONS: DIRECTORY:
Damage to govt. property . .. .____.._.____BG 20 Key personnel .. wicecee---...PER 24
Security officer role in - ______. SY 13 Telephone M T cmendl; BBy s CR 8-6
DEMOTION _ . _____ __ . ___..________PER 13-6 DISAFFECTED STUDENTS _____ . __________ EDU 6
DEMURRAGE (govt. shipments) — oo ____ SHW 12 DISALLOWANCES (voucher clatms) __..___ ACC 20-1
DEPARTMENTS, FEDERAL (Use approp. subj.) DISBURSEMENTS ___ . __ ACC 23-4
DEPARTURE: DISBURSING, ACCOUNTING & _ . . __________ ACC

Assistance to travelers
Exchange grantees ____________ _________ EDX 28-5
From govt. bldgs.

DEPENDENCY STATUS (of employees) ____PER 19

DISBURSING OFFICERS (designation of) . FMGT 6-1
DISCHARGE OF:

Agency employees ______________________ PER 13-9
Duties
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DISCIPLINE (personnel) - oo PER 12
DISCOUNTS (govt.):

Equipment, supplies & services _____ VO PRC ib

Freight shipments . _________.____ SHW 6-1
DISCS (radio program wse) - . oo RP 23
DISEASES & CONDITIONS ___ . __.___. PER 14-8
DISMANTLING:

Ruildings (govt.-owned) —______ . _____.__ BG 16-2

Exhibits o o ea EXH 19
DISPATCHING (of agency vehicles) ... VEH 113
DISPLAYS: (Use approp. subj.)

Exhibits o e --EXH

Psychological materials ___________________ PSY 16
DISPOSAL: ‘

Cryptographic material __________ JR 7-11

Film o e e MVE 19-2

Library holdings ... ... .. __ LIB 136

Record8 - - ceeecmeeieieeeeneneaa=--CR 15
Surplus property (agemey) .- .._._._._._E8 12-2
Videotape . . - ool MVF 20
DISPOSITION:
Bidgs & land (govt.-owned) - ... ______ ____BG 15
Kxhibits . . _ . e e e -BXH 11-5
Films (info. promm) e e MIVE 19
Records _ . . ieeiecceeceneen=---CR 1B
Veicies .. .. oo NS VEH 15
Videolapes (info. program)} ... ... .MVF 20
DISTRIBUTION:

Books:

Information program _.____.__ . .. _.__ BKS 13

Cultural presentstions - ______________ CUL 9-6
Communicationg (GJeReY) - ——cooeeeem CR 4; FSV é
Edue. & cult. materials (geneval) - .. . CUL 9
Equipment, supplies & services __..___________ ES 11
Exhibits . - e EXH 13
Films e MVP 185
Photos & stili pxct\.m .................... PIX 13
Private coop. matevials . _____________ PVT 13
Publications:

Non-program oo FSV é, PR 10

Program . . . PB 18; CUL 9%
Radio:

1)1 TR ——————— b

Seript . e~ e A RP 21-2

Tape e e e e e AP 224

TV programs s e VP 18-5
DISTRIBUTION RIGH'I‘S (See RI('HTS}
DIVORCE (of employees) - . ... ____PER 19

DOCUMENTS:
Authentication (by ageney) . . ... ._....CR 5
Clagsified, control of ... .. __.. . _..CR 16
lost or stolen (ageney) - .. ... ... CR 18
DONATED BOOKS __ g g R o S A g BKS
Presentation of ____ _ . ___.  ______.___CUL %6
DOWNGRADING (classified does.) ... CR 16-3
DRAMATIC ARTS .. _.____ - SR SRR CUL 181
DRAWING (as fine art) ____ . _____ CUL 13-2
DRAWINGS:
Cartoons .. ____ ____. B e i s s agen PIX i9-2
Program materials .. ____ ___ _ ___________PIX 19
Radio engincer & constr. _______  ___ __ REC 15-2
DPRAYAGE (govi. shipments) = _ . - --SHW 9

DRIVERS LICENSES FOR:

Agency personnel overseas ... oeeeooemae. PER 156-¢

Agency vehicie operators —______.__..____ VEHR 11—
DRIVES (fund-raising, etc.) - oo _. PER 16-%
DRIVING AWARDS; SAFE . _____________ VEE 13
DRUGS & PHARMACEUTICALS (agency

medical progrem) _ ..o PER 14-8, 14-10
DBRA ccovnciinnins . cormunsimontsbmmiie PER 1b5-15
DUBBING:

Fitm& TV _ e __.MVF 15

Radio tapes & dises .. oo ________ RP 22-9; 235
DUTY OFFICERS ___ ... ORC 6

FAST-WEST CENTER (Hawaii) ... _.______EDX 27
EAST-WEST RELATIONS:

Educ. & cult. exchange . . __ EDX; CUL 16; EXH
ECONOMIC & SOCIAL COUNCIL (EC0O80C)

{(Use approp. subj.)

EDITORIAL SERVICES (agency) ... . _____F8V 7
EDITORIALS (info. progrem) _ . __________ P 24-%
EDUCATION: . __ . e _._...EDU

Allowances . ceiepee—aee-.--PER 11-8

Dependents of F‘S employees . ._._..___.. _PER 15-9

Overseas schools program ____ . _________ EDU 9-6
- Training of employees . ____~ _.___ _______..PER §
EDUCATION & TRAINING:

Agency employees _ ___________.____________ PER 9
Language training:
English - EDU 10
For exchange granteeq e e -BDX 28-2
By U.8. profs. abroad - ______ EDX 18-6
Foreign _ e EDU 11
For agency employees _._ .. ___..._ PER 9
EDUCATIONAL:
And cuitural exchange .. oo aeean EDX
Country program plans. Allocations ... EDX i-1
Reprogramming .. o eeeeo . . BDX 1-2

Institulione __ . . el
College & umverscty

Afiiliation S )13 ) @+ 55 |
Alumni orgs. (grantee

ER— ) ) O3

participation in) ..o e EDX 29-3
Fducation . . . _ ___ . ___ .. EDU 8-3
Exchange program rel. with __________ EDX 8, 81

Security clearanee of _ _______ ________.__8SY 15
University studies program (agem-y
employeer) .
1J.S.-sponsored schools abroad .. .. __EDU 8-5
Media. Techniques. .. _____. ______ . _____EDU 12
System __ . ____ oo ——... EDU 9
Travei program __. R o G 1]
EDUCATIONAL & CULTURAL AFFAIRS,
ADVISORY COMMISSION ON INTL ______ EDX 8
EDUCATIONAL, SCIENTIFIC & CULT.
ORG. (UNESCO) ... _____.......CUL, EDU, 8CI
EFFECTIVENESS (Use apprep. subj.)
EFFUCTS (FS persomnel, iransp. of) . ___.__SHW
EFFICIENCY RATINGS - ____ .. __._____PER 10-2
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ELECTRIC POWER:

Radio installations: . . RIO 21
Generating & distrib. systems ____________ RIO 20
Engineer. & construction —___________ REC 20, 21

ELECTRONICS (For specific applications,
use approp. subj.)
ELEMENTARY EDUCATION __________ ~--EDU 9-1
EMBASSIES, U.S.:
Construction & maintenance _____._.__________ ___ BG
Organization & admin. . ____________________ORG
EMERGENCY:

Action documents (FAD) . . ._____ __ __ _EP 7-5

Destruction (erypto. material) ... . __CR 7-11

Kvacuation (post plans) . . . __EP 6

Planning . . e = SR 1 {4

Radio npm.llmg pr(m-dums _.- RIO H-1

Radio programming procedures - - -RP 51

Reloeation program __ . - EP T

EMPLOYEE SUG GLSTION I’I(OGRAM
(See Tueentive Awards Program)
EMPLOYEES: (agency):
Personnel matters _______ ______.___________PER
Travel & transportation _______ ______________ TRV
EMPLOYMENT (agency personnel) _________ PER 13
Applications _.___ . . oo ooeoo oo PER 13-1
ENGINEERING:

Buildings & land (govt.-owned) _____ _________ BG 7

Radio systems & installations . __.____________ REC

Telecommunications (agency) - ______ CR 7-6

ENGLISH LANGUAGE:

Institutes (PSAICA) =covsmsommmucasensasas EDU 10

Teaching i i o 2 R R R EDU 10
For exchange grantees - _____________ EDX 28-2
By U.S. profs. abroad _ . ___ ___________ EDX 19-5

Testing e ekt _EDU 107

I',NTEI{TAINMENT

Amusement & sports eeee--CUL 15

Representation allowances . ___________ _PER 11-8
INTRY & DEPARTURE (agency bldgs.) - BG 16-12
ENTRY OF MERCHANDISE (See CUISTOMS)
EQUAL EMPLOYMENT OPPORTUNITY__PER 13-5
EQUATORIAL PATH PROPAGATION (radio) _RF 17
EQUIPMENT & SUPPLIES:

Agency:
Automatic data processing __. __________ ES, PRC
Cryptographie __ ______ __________________ CR 7
General _ . __ __ . ES
Medical .~ ______ __ ___ ___________PER 14-10
Records _ _ _ ____ ________ ______ _______CR 13
Secuvity - _ . o __ BG 16
Telecommunications _____ __ __ ________ CR 17 8
Vehicles TR, ) ] | |

Personal property acrountmg e .__ACC 9

ESTABLISHMENT: .
Apencey, office, post, ete. i e wieeee. -ORG 8

ESTIMATES (budget)
EVACUATION:

- BUD.{d 6,7 9, 11

& K program it e e, .. EP G
Lists e eiiieiioeeEP 6-2
Medical S — 0 ] (A T P B |

EVALUATION: (Use approp. subj.)
Performance (employee) e = .._PER 10

EVALUATION: (cont'd)

Programs & program materials: (Use approp. subj.

) i
Motion pictures _________________________ MVP 8
Pictures (still) ___ PIX 8, 9
Press __. el P8
Psychological operations _________________ PSY 8
Publications ... _____________._____________ P8 8
Radio _____ SO S R? &
™V e .__MIVP 5

EVENTS: ( l/w approp. subj.)
For info. program coverage
(Sec COVIERAGE OF EVENTS)

EXAMINATION, VOUCHER ____. .- ACC 20
EXAMINATIONS:
Agency employees (other than medical &
training e o PER 13-4
Medical :

Agency employces & dependents . L PER 14-4
Training:
Agency employeces . — =

EXCEPTIONS (to voucher rlmmx )

----PER 9-11
.--ACC 21, 28-.6

EXCESS PROPERTY (agency) - .. _.__...__BES 12
EXCHANGE: (Use approp. subj.)
Accommodation ____ __________________ ACC 23-%
Agreements:
Books ___ .. . _______ BKS
Cultural (general) . ____ CUL ¢
Oy 4111 1 <. S S EXH «
Information (general) __ _____ . __________ INF ¢4
Libraries & centers __________ . ___________ Lis 4
Motion pictures & TV ________ ___ ______ MVP -
Press ____. .. ____ . __ . ____._____.__P4; PPB ¢
Publications ~ __ __________ _ ___________ PB 4
Radio .. =~ . ____ R 4; RF 4; RIO 4; RP 4
Space communications (info. preg.) - _____ SPC 4
Educational & cultural _____________ EDX; CUL 14
Property (agency) FRER U 1. J (S
Visitors S, ) ) ) S !
EXECUTIVE:
Development JER Y

Privilege - LEG 9
Reserve program . kP 17

EXERCISES, REl ,()('ATI()N (agency) . . -__EP 7-9

EXHIBITIONS (Sec EXHIBITS & DISPLAYS,
FAIRS & EXPOSITIONS)

EXHIBITS & DISPLAYS:

Agency (for pub. relations) ____. _________ PR $-2
Air shows (commercial) _______ S, | CUL 15
Binational centers _______ ___________________ EXH
Book: = :incsonssmssssnss s s s G e BKS 9-1
Cultural . . . EXH
USICA American, evrs, 8L18RS, __EXH; LIB 6
EXPENSE:
ACCOUNEING . = = o sosmmssmms s ses s s ACC 8
Non-operating .. . _____ . __ ____ ________. ACC 19
EXPORT:
Declarations (ageney shipments) .. -SHW 17
Restrictions (publications) . .__.. .. . _______ PB 16

EXPOSITION (Sce FAIRS & I'JXPOSITIONS)
EXTENSION:

Courses (agency employees) . __ ... .PER 9
Of contract ieee ... --.. PRC 14
EXTERNAL AUDIT (CPA) S FMGT 13
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VACILITATIVE SERVICES:

RPERBY .o - - - - cninissancausswmermesrrvwwE s PRV
Exchange arantau & wdhu {710y R—— EDX 28
Motion picture & TV . MVF
FACILITIES: (Use approp. subj.)
Medical (agency employees) - - PER 14-6
Motion picture & TV: - -—---MVF
Requests _ - .. on--- " -MVF 8
Behoduleg . --.c.cceciinsasmmuvenssnnves MVF 7
FACT BOOK (info. program) . ... INF 2-4
FAILURES (radio instalation oper.) —_.._. IO 9
FAIR EMPLOYMENT PRACTICES .. . . 13-
FAIRS & EXPOSITIONS (gencral) - ... _. CUL 8

For speeific types, Sse approp. subj.
FARES, TRANSPORTATION (agency) - --._TRV G-I
VAST NEWS (information program) - .. _______ P 18
FEATIURES (info, program) :

Molion PIAMIE .. .ccusivisiosuvssnscaammmss -MvP
Press B e e ke e -.,___.___P 14; 24-5H
Radio S * § - |
Television . _ n wrees in  see cwwmeesseeee: Y]
FEDERAL:
Agencies:
Relations with other (adwmem.) - ... e ORG 1

For specific ageney pregram ({/se approp, subj.)

Budget PR ----_--------_.---,--BUD 10

Credit URIOD - - oo e -PER 16~0

Employees heaith benefit plan .- -...... PER 14-17
PEEDS (vadip) - -..vnicsinsscnensonsns eene=BRP 37
FRES:

Authentications (by ageney) - .- ... CR 58

Usage of motion pict, & TV video-tapes ... MVP 13
FELICITATION (See CONGRATIULATORY

COMMUNICATIONS)
FELLOWSHIPS:
College & university:
General .. o EDU 9-3
Offered by Communist bloe .. ___ SN EDU ¢
In speeific fields of study (U/se approp, subj.)
Exchange program .- _..._...._____._. PRRE I, EDX
FENCING (radio mhllh!wn) .......... -REC 16-2
FESTIVALS:
Film : " R . '
Musi¢ . . cimee - QUL 148
Other . - cvminmn - sw-=-GUL B
Television ... sx 3 wnnsseMV B
FIELD TRIPS (by age my u[lmmh) e . ORG 7
Travel arrangements  ___ . PRSI, . - '3
PILE EQUIPMENT:
Records aspeet . __ . ——— ) B E
Security aspeet ___ . _ . ____ ___ BG 16-3
PILE SYRTEM (0gemey) oo ooooon .o CR 12

PILES (maintenanee & service) ... ______CR 11
FliMm

Censorship C e meeme=- -=-MV 10; MVP 10
Pestivals R—— A
Motion pictures e . ..MV, MVF, MVI
Progessing & printing . MVP 15
Rawstork . MVP g0

FILMS, FILMSTRIPS:
Agency:
Audio-visual Serviees .. .. oo oo e FSV |
Pubdic relations use . .. ... ... _._PR 9]
Kducational media ... ... ... ...._...EDU 12
information program:

Films used on TV __ ol MvP
Motion picture films _ ... o ____ MVP
FINAL SALARY CLEARANCE ... _.___ PER 114
FINANCE (ageney) e ACC, FMGT
FINANCIAL:
Designations (09ency) -voevecceeommnacn- FMGT 6
Management (agency) - - oeeoee e FHCT
L 1 S, BUD 16
Statements . _. . _________________________.__ ACC 4
FINE ARTS . oot CUL 13
PINGERPRINTING (employees) .. ... __. PER 16

FIRRARMS (agenecy wse) - oo ooe BG 164
FIRE PREVENTION (govt, bldgs.) . _______ _BG 13
FISCAL SERVICING OFFICE, CENTRAL ... _FMGT

FISHING (as a sport) ___ . .. _.___. CUL 15
FIXED COMMUNICATIONS (radio) . ____.__ RF 12
FLAGS (preseniation by USIS) weee .o . ..._.CUL 9-8
FLASH ESTIMATES (budget) - .. ... __BUD &
PLEET POST OFFICE (FPO) . .. _..._.. . CR 83
FOLLOW-UP PROGRAM (gramtee) ... __ EDX 29
FOREIGN:;
Carriers (ageney use of) .. _____.__ _8HW 6
Corraipondiants - .. ... cecsnnsmnsinsssssnsssss P 6
Correspondents Center ______ ... .._ P &2
Currency:
Accountability fer _.__ .. . _. ACC 22
Fund aecounting . ____ . . __________ ACC ¢
Paying & collecting trans. _._____ ACC 22-2, 23-8

Dignitaries (Sev PROMINENT PERSONS)
Language training:

Agency employees _.___ T 5 R i e PER 9
General - e e EDU 1!
Leader program:
Multingtional ... ... SR B EDX 21
Nationgl - . . . eorccmercnsnome-vee-EDX 15
Servieg:
Inspeetions o am emedembe - caneDRG 1
[nstitute REE— _ |
List ; Y PER 23
Officers, ‘nmmmmnmng of --PER 13-2
Personiw] . b Rl PER
Posts:
Opening, elosing, ote, UEPRERTIRRERIES ;| |

Organization & mgmt. . ..
POREIGN AFFAIRS MANUAL;
As issuanees system .. _ . sewanloR 19
Regulations on specilic subjeet {ling approy. subj.)
FORM LETTERS:

ORG 1, 8, 10, 11

rrmmgeet . o

Design . S i SN S s CR 20
Use in correspondence . SRR 53 . b |
PORMS MANAGEMENT . .. CR 20
FORWARD BCATTER (vadie) _ - .. ... -RF 16

FREEDOM OF INFORMATION ___ _ __ INF 7-1
(Nee also CENSORNI

FREE ENTRY (ugeney shipmenis) SHW 17

p—
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FREIGHT:
Forwarders (agency use) - ... ____SHW 20
Rates & Charges:
Carriers (ageney rates) . . ___SHW 6-1
Household/personal effects (agency
employees) . ... .____.SHW 6-1
FREQUENCIES:
Radio:
Agency RTT schedules . immnzana--CR T--13
Assignments _ __ s E——— - RF 9
Authorizations __. ____. A S R 7
Commeraal - ___ . _ . ___ __ _ _____TEL &-1
Information program  _ .. SV | 1) )
Schedules - —.———.RF 6
Usagre e w=sssasIUl B
VHF _REC 256; RIO 25

Space Communications:

Inform. prog. aspects . P Y . | ¢ O |
FUND:
Accounting e ik __ACC s
Availability RSP SRY ; | | | § I b
Campaigns. Drives. _______ _________ ___PER 15-1
Employee welfare - eiieeieeaee——_PER 15-6
Imprest ieiee______ACC 23-8
Status reports : e - __.___BUD 13-1
FUNDS (zafeguarding 0/ uqem'y) e _FMGT 10
FURNISHINGS (gont. bldgs) :
Design & selection ______ _ _  ______ __ _ __BG 8
Disposition U Sy Frpn IR | { (- 1
Procurement .. . _ ______ __  __ ___ _____ __PRC
FURNITURE (ageney) - ___ _______ ____ __ __ES
GALLERIES (art) __ . .. . _ ___ ___CUL 10-3
GAMBLING (as umumnunf) PSR, - 1 P | 1
GAMES:
Amusement. Sports. ____ ______ __________CUL 15
Olympic S CUL 15-1
GASOLINE U\A(.F (am’nry vehicles) ______ VEH 10

GENERAL ACCOUNTING OFFICE (GAO):
Claims .___.ACC 21, 23-11

Contract audit  _. iee--2---PRC 20-2

Decisions - -.ACC b or approp. subj.

Reguiations - ACC 5 or approp. subj.

Site audit : i eieeee __FMGT 12
GENERAL LEDGER R L O
GEOLOGICAL SURVEYS

(radio construction) ieieeeeeee---REC 15H-1
GIFTS:

Aceeptance by agency employees, regs. re . _PER 12

Presentation to agency employees _ - ____PER 6-5

'rogram items (info. & cult. program) - -~ CUL 9

Use in psyehological operations . __ . PSY 14
GLOBES:

Presentation of (info. program) _._.____ _CUI, 9-8
GOVERNMENT:

Agencies (se approp. sub.)

Bills of Iading (ageney shipments) _ ____ SHW 14

Bonds (See BONDS)

Budings & land _ - = - -BG

GOYERNMENT: (cont'd)

Employees (ageney) - . __ -—-—--PER
Property :
Expendable & non-expendable _ __ SR O
Real (owned or leased) "y T —— BG, RIO
Vehicles - e wanes VEH
GRADUATION I'XI‘,RCI\I‘,S : --.PER 9-12
GRANT AGREEMENTS: (Use approp. subj.)
Book program . ——-----BKS 4
English language trng. . _ EDU 10-4
Exchange programs e EDX 31
Libraries & centers  _ __ _LiB 4
Publishers 2 e ... -.PB 4
GRANTEES, P.X(,HANGL e IR, | § ).

Alumni organizations _ . EDX 29-2

Biographic data EDX 2941

Non-return of e el pEAT BoX 10

Returned O IR 44 .
GRAPHICS:

Agency e g ..FSV 1

Press & Publications _ S PIX 19-1

GREETINGS (See CONGRATUL A7OHY
COMMUNICATIONS)

GRIEVANCES (emiplogyees) _PER 15-8

GROUND-LINK STATIONS _ : _8SPC v
GROUNDS (govt.-owned or leased) i
Radio installations:
Acquisition S A S _..F70 14
Site prep. & mnsorvatlon ey o S N 16
Upkeep . ) I - _Bt- 10
GUARANTEE:
Equipment (ageney) - .o . ceeen . -ES 1)
INFORMAT ) ONPMED | A== mmmm e e e - S INFO 17
GUARDS:
Building (other than marine) --.BG 17
Marine . R . ---.BG 18
GUIDE LETTERS R s =enOR 18
GUIDELINES, POLICY (Uw approp. subj.)
HANDBOOKS (l/sc approp. subj.)
HANDICAPPED WORKERS (ageney cmploy
ment) _PER 13

HANDICRAFTS (cullural a.vp:rl) -CUL 13-5

HARDSHIP POSTS (differential allowance
at) - ... el S s PER 11-7
HEALTH:
Agency employees _ . _________ . .. __PER 14
Benefits plans. Insurance (agency). - _..PER 14-7
Centers _ - _-. PER 14-6
Requirements for travelers (uw t re) __. TRV 15-2
Rooms (aycney) . _ PER 14-6
HEARINGS: (/se approp. subj.)
Budget:
Agency ws W --BUD §
Burcau of the Budg«t — - BUD 9-1
Congressional :
House B __BUD 11 1
Senate . - _BUD 11-3
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{|f\0iz:x P |2)
IGIEAGRLES (program)_ . . _____INF 2-2
HISTORY : ([/3e approp. subj. )
Of agency, post, office, ete, ... _.ORG 8
Of country (eultural aspeet) . . .__ CUL 10
Lihraries & centers (info, prog.) -~ LIB 10
. Radio Instaliations (USPCH) ---———---———-——- RIO 14
OBBIES e CUL 15
HOLIDAYS:
Employment aspect :
Holiduy leave ... ______ . ....PER S
Holiday pay . S—— | )L
Holiday roster. Srlvdu.le i ORG 6
Loeal & national (culfiral wepeet) e CUL 6
HOME LEAVE I -..PER 8
HONOR AWARDS (employres) ... . ... _PER 6-4

HONORARY DEGREES (employer owards) 777 6-5
HOSPITALITY:

For exchange grantees & visiters __ ____ DX 28-4
HOSPITALIZATION INSURANCE

(employee) IR ——————— L | W
HOSPITALS (agency w8€) - . PER 14-6
HOURS OF OPERATION:

Libraries EU— ) § - S §'4

Radio mstnllatlom et BTN : ©: J. T
HOURS OF WORK (aamy)

Office hours _ e ORG 12

Regular workweek. Overtime. ___ . PER 8

Overtime pay - e e g e PER 11-6
HOT LINE (U \-v-("'ﬂll) e e CR 76
HOURE ORGANS (:mployu pmupu) - ...PER 15-10

HOUSE OF REPRESENTATIVES (cgoney

contacts wiili} e R

HOUSEHOLD EVIFECTS (agmwy prloyeal)
Stateside storage (comsol. payment), —-‘ﬁ" 23

--.LEG

Transportation of [ 1 . |
HOUSING (agency v'mplnycr-)
Housing services . _ eieeven----PER 1512
Staff housing overseas:
Assignment __ . ____.____ PER 15-12
Construction e e BG T
Furnishing U . | ¢
At radio installations ___..____._________ _REC 14
HUNTING (as sport) e CUL 15
IDENTIVICATION (marking) :
118 govt, shipments - _ ... ___ _.___. . _SHW 11
Velueles (ageney) R ...VEH 9
IDENTIFICATION CARDS (ugruru
cmployees ) ...PER 16
ILLITERACY
As educational problem .. EDU &
Of poteatini radio audience . .. RP 111
Of potential TV & motion pieture audience _MVP 11
IMMUNIZATIONS:
Foo agency employees pE——— . T D
As travel requirement sow e etV 18
IM: GRT:
Declarations (ageney shipmenis) . ___BHW 17
Restrictions (Y84CA peklicationn) PB 16

IMPRICSSIONS (printing)- - oo ___ . PR 2% 7
IMPREST FUND ..o covnisnosrsmnsnnns ACC 22-8
INCENTIVE AWARDS PROGRAM ... ... .. PER 6
INCIDENTS: (Use approp, subject)

At radio installations ________________ ----RIKO 6-2
INCINERATORS .. _____ .. BG 16-6
INCOME TAX:

Assistance for agency employees - ___ _PER 15-11
INDUSTRIAL:

Cooperation in infa. & cult. pragrams . __PVT (1

Secury B s R & g |
INFOGUIDES (U$ICA ) e INF 1-5
INFORMATION:

Activities (general) FE— PR, INF

Compromise of I ... CR 16

Fxchange (yemeval) . ________ -INF ¢

Freedom of _ " srssEsesssssuss< I Tk

Libraries & Centers ______________ _____ ___. LIB

Management SR S 3 ' { ¢ {1}

Media: (Sre also nrpcﬂﬁs media)

General _._____ ___ _ ___ ______________INF 71
Motion pnctuns P MV, MVF, MVP
Press & Publications _________ ___ __ P, PB, PPB
Radio . _ ___ . _____ R, REC, RF, RIO, RP
Televigion e .MV, MVF, MVP

Psychological operations . ___ . . ____ ... P8Y

Public relations (ageney) oo o PR

Public requests for cmmmecrmmeemeeeem=-=-PR 13

Seecurity . - smms s Emmssnns e 18

Storage & retrieval __________ __________ORG 10

INFORMATIONAL MEDIA: (See alvo specific madia)
General - _INF 7

INJURY (of employees) . . ---PER 14-12
INNOCULATIONS (agrney employees) ____PER 14-8

INQUIRIES: (Use aupprop, subj.)
Cradit I = 7 | 2 | % ¥ {
Public .. e PR 13
INSPECTION: (Use approp. subj.)
Administyative (generad) oo ORG 1i
Bilgs. & grounds (ageney) . vevnoeee .- PG 9

Contracts (meterinls & services) . . . .. . PRC 18
Inspection Corps .~ . vvineceoecee.-.ORG 11

Interval audit (fimaneial) . ... ST FMGT 11
Qe riby SUPVOYS . e e 8Y 22
Technical, radio:
Engineer & construet. ________ . ----REC "7
Operations e - | B |
Vehicles (agency) ) S .VEH 11-2
INSTALLATIONS, RADIO mree e = -..-RIO
INSTITUTE OV INTVBNATIONAL
EDUCATION (11E) Ep— _EDX

INSTITUTES. INSTITUTIONS, (llm apyra;. wubj.)

Cultural P TR o || T S| N |
Fidueational -EDU 3, 9; P'DX 3, 3
Collogre & umiv, afiliation _. ... _._ _EDX 23-1
H.8.-sponsored schools abroad - .. ... _EDU 9-5
Boglish Language (U$ICA) _ _____ ____ . EDU 10
Foreign Serviee Institute (Other then
adminintratiim) ISR o &

INSTYRAVCTIONSK (1/se approp, subj.)
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(INDEX p.13)

INSURANCE:
Agency employees:
Hospitalization & medical . —____ PER 14-7
Household/personal effects ... - SHW 8
| 57 (- SR SR SO PER 156-7
Travel _..c.csesswssseimmestosmsnt e s me TRV 7
Agency vehicles ______________ S PS., VEH 7
Exchange grantees . _________ —_——o___ EDX 28-7
Bahiblts e ccsam e e EXK 17

INTELLECTUAL PROPERTY:
Copyrights (agency program materials) See approp.
media subjects.
INTER-AMERICAN CULTURAL COUNCIL __CUL 3

INTER-AMERICAN NETWORK (radio) ______ R 64
INTERESTED PARTY MESSAGES

(acct’g) — o e eeeeeem ACC 23-17
INTERFERENCE: (Use approp. subj.)

Freedom of information _______ __________ INF 7-1

Information media (general) _____ __________ INF 7

Radi0 —ovmeccrosasmssrsvsamraunssdoss RF 10-3
INTERIOR DECORATION (govt. bldgs.) . ____ BG 8
INTERNAL AUDIT (financial) - - _____ FMGT 11
INTERNATIONAL:

Agreements (Use approp. subj.)

Broadcasting service —_______ R, REC, RF, RIO, RP

Conferences. Corgresses. (Use approp. subj.)
Cooperation (Use approp. subj.)

Information program (general) ______________ INF
Motion picture & TV Service ______ MV, MVF, MVP
Organizations (Use approp. subj.)

Press & Pusigeavsons SErviae (PCM/P)eceaeap, PPB
Space Communications (info, prog.) - ____ SPC
Treaties (Use approp. subj.)

INTERNEES. INTERNMENT. (enemy officials)._EP 9

INTERNS (agency trainees) _______ - PER 9
INTERPRETING:
Agency service ____________________________ FSV 4
For exchange grantees __. ____________ EDX 28-6
INTERVIEWS: (Use approp. subj.)
Press with agency personnel _____________. PR 11-3
Private persons with agency personnel ________ PR 7
INTRODUCTION (letters of) oo __ PR 7
INVENTORY:
Cryptographic materials .. __ eeeaa--..CR 7-11
Equipment & supplies . — )|
Exhibit components _ . ciiceee----EXH 11-3
Film prints S R ————— MVF 19-1
Records . .. ____ CR 11-1
TS documents ___ _____ ___________________ CR 16-2
INVESTIGATION: (Usec approp. subj.)
Agency personnel (security) . _________ PER 16
Congressional (general) ___ _______________ LEG 8
INVESTIGATIVE PROCEDURES .____________ SY 14
INVITATIONS:
To bid (econtracts) _____ . __ PRC 17
To speak:
Before publicgroups . . - __ . ________. __PR 6
All other T VRN ;. | i |
Other than to spoak (soc ml rh ) S PR 5

INVOICES:
Courier - CR 3-i
) 3.1 1), (S S SN CR 3-
Shipping & Warehousing - ___________ -----SHW 13
IONOSPHERE, ARTIFICIAL ______. ____. ___ SPC 14
IONOSPHERIC PROPAGATION (radio) ______ RF 18
IRREGULATORY REPORTS (radio) . ... ___ RIO 2-4
ISSUANCE OF KEYS (agency bldgs.) -.___.BG 16-12
I88UANCES SYSTEM (agency) - . .________ CR 19
ITINERARIES: o
Exhibits (distribution & placement) _____ EXH 13-2
Govt, travelers _________________________ TRV 154
J
JAMMING:
Information media (general) . _______ INF 7-1

Radio frequency - _ . _______________ __ RE 10-2
JANAP (Joint Army, Navy, Air Force
Program.)

JANITORIAL .SEI!VICI" ......... I BG 10—1
JOB DESCRIPTIONS _____ _______._..__._.PEL 18 i#
JOB ORDERS _ . .. Iy < { 41 | | ‘_\;_
JOURNAL VOUC HM{S ........................ CC 4 2
JOURNALISTS: &
Agency public relations, role in . eeeen-=--PR 11 =&
Foreign:! «-scosumesssapeninmmssnnenesasss carab 6
Leader exchange grantees _____.___.__ EDX 2i, 1.
Information program, rolein ___ ___ __________ Ps
Visits of (other than as grantees) . . _______ P -1
JURY DUTY (absence for) o _____ PER 8
KEY PERSONNEIL DIRECTORY . ___. _____ PER 2-4
KEYS & LOCKS:
As security equipment ___________________ BG 16-6
Key issuance __ _______________________ BG 16-12
LABELING (Ageney shipments) . - ______SHW 11
LABELS, FOLDER (records) ... - -——- -CR 13-1
LABOR MATTERS:
Radio instailation affairs . ... .. _ ... __.___RIO 64
Effect on Agency shipments _..__________ SHW 18-1
LABORATORY SERVICES:
Motion pictures & TV _ _______  _____ ____ MVF 15
Pictures (pholos) —---cocooconscamasssssssa PIX 10
LAND:
Acquisition:
For govt. bldgs. (I).S.) - o . BG 6
For Agency radio installations _______ .--REC 14
Govt.-owned ((/.S.)
Real property accounting _________ _______ ACC 10
Site preparation & conservation
(radio mstallations) - _. ___ _. .. -. -REC 16
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LANDSCAPING:

Govt. BlAES. - oo s S asS s S R e S BG 7

Radio installations (agemcy) - - - REC 16-9
LANGUAGE:

Rights—(Sec RIGHTS)

Services (Agency) - comcvmeen- 8V 4

interpreting oo IR ——————FSV 4
For exchange grantees ____ ... EDX 28-6
Translating ... D 4
Testing (cmployee proficiency) . ... PER 134
English language program . ... EDU 10-7

Training:

English - . .. e ... EDU 10
TFor exchange grantees - _ ... ____._____ EDX 28-2
Ry U.S. professors abroad __ _.EDX 19-5
Foreign:
For government personiwi - .__ . ... PER 9
LANERS:

Space communiecation applications ... _8PC 13
LATERAL ENTRY (into FS) . .- PER 13%-2
LAWS, STATUTES, ETC. (Use approp. subj.)
LEADER GRANTS, FOREIGN:

Multinational _. . .. e EDX 21

National . DN | ; ; 4 |
LEAFLET A(‘TIVITY

Prycliological opevations ... __..__.__P8Y 12
LEAVLETS (as publications) . ... PB 29-6
LEASESN:

Ruildings & yreunds (I/N. government) .- _BG 6-2

Laud for radio installations —__ .. . ... REC 14
LEAYE O AB.SI',N('F‘ (v'm.ployre; ........... PER 8
LECTOURS (VOA) e e e emwe = PR 14
LECTURE PROGRAM . ..--CUL 12
LECTURER EXCHANGE PROGRAM,

Foreign i Lt e - BDX 13

U.S, eeeeemiieeen - --EDX 19
LECTURES (at o.rmhﬂa} JURI——— )3 € (i |
LEDGER:

Allotment e e o R ACC 7

Distribution Y L 6. O " S

Goneral - .. osoccasavesscsun semmssRmaena AT ¢
LEGAL:

Affairs (goeneral) oo oo e - LBG

Opinions & interpretations .
LEGATIGNS, US.:

Construction & maintenance . ! o | A

Ovganization & administeation . . . R A
LEGISLATIVE:

-LEG 10, or approp. 8ubj.

Aifairs (agerey) B LEG

Program (vageney) e venmmeve 495G 1
LETTERS:

Anonyvinous, bhogping, erank, ote, . . __ PR T4

Correspondene
Anadysiz & disiriba oo
Management
Of inbrodhiretion . i
LAAYISUON . (Ve v nrop, subj.)
Witk other Pederial ageneios
Groups 7 & F)

wee = swmwsws Ok 4
i e OR R
5 o PR 7

AT | 1
i e e P 63

LIBRARIES: (cont'd)

o7 Y S —— - ' ||

General . __. 5 B o A e R e i Lin

Publications procunmn& (mw; ........ -F8Y ¢

Reference («goney) oo cmeeee e T8V b

UBICA e LB
LIBRARY:

Collections . o —— LIB 1%

Services (ngeney) .
LACENSE PLATES:

THERT— |

Ageney vehieles o L .. VEH 1:1-5

Ewploye: vehicles abroad . . ___._ PER 164
LICENSES:

Agency chauffeurs _ e VEH 11

Employee drivers overseas —e--emmee-aen= PER 1

Forei,n print sales (film&) «eeomeececame MVF 13-3
LICENSING THEATRES .. o eeeee MVF ¢-1
LIFE INSURANCE (employec) oo ecanea- PER 15-7
LIMOUSINE SERVICE (provided

Lo o ) R s S TRV 156-4

LINES, TRANSPORTATION

(See TRANSPORTATION)

IQUIDATED ORLIGATIONS ... ... .......ACC "
LIP-SYNC (flms & TV) oo e . -..MVF 15
LISTENING (See AUDIENCE)

LISTS (Use approp. subj.)
LITERACY:

Hducational level = . _ ..

Motion picture audience

Radio audience s

PSS, )| )3
- ----MVP 11
ceme-=-RP 11-1

TV audionee .. . . cccscvcomsnns nouwisa MVP 11
LITERATURE: : .
Ag fine art . ecemren o -no UL 182

Use of oopyrmht«'d in m{

prog. -—._..-. ..PPR 12; BKS 12; PB 12; P 12
LITIGATION (agency) .__.LEG 13 or approp. subj.
LIVING ALLOWANCES (employees) - PER 11-1
LOADING (govt. shipments - comececeeae SHW 12
LOANS: (U/se approp. subj.)

Bocks:
Library proceduras .. ... .cocoamcacuna. . LiBb 1%
Progrile . oo veremmcmee- - .- .-BKS3
Bouipment & supplies (ageney) .. .. .- -E8 7-3

BaPBR oo immbnniimne s somammmres s -EXH 42

Film (info. prog ) .. ccoccccaee— ccenmee~ MVP 13-5
LOCal: (Use approp, subj.)

Deuogitories 5

ployees, FS

Transportation B 3 Saimam 1 e TRV 12

Wage Rates tomployers) - ..--PER 11-5
LOCATOR SERVICES (ageucy employres) PER 16~14
LOCKS (SNee KEYS & LOCKS)
LODGING ALLOWANCE (iomporary; -..-PER 11—}
LOGY {eovirol of elixs. does,) . .. cee oe.wR 16-2
LOSS OF:

Real property (egeacy) . o _...BG 20

Shipmenia (ageney) 2 e - -=-SHW 14
LOUD-SI'EAKER AC"IVIT\' (pnychulovw‘l

OPOYRMONA) i v co rassms e sssse-<PBY 18
TOW-PRICED BOOKN . . ... __._....BKS

Nougovernmeats! el SR s T L e PR 6 LOYALTY CHECKS:
LIBRARIES. Agency employees ... _. . . __ __:_PER 16
Binationa' - PRRPOP-POR i . - Name ehock proccdures, ebe. . o..._.. __.__8Y 10
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(INDEX o

MARRIAGE (of employees) _______ . ________ PER 19

« M MASERS:

) - Space communication applications ____ _____. SPC 13
MACERATORS (ageney) . cizeee-=---BG 16-b MASS COMMUNICATION MEDIA _____ _____ INF 7
MAGAZINES: (See also specific media)

Agency use, ote.: MASTER CONTROL (radio) :

Articles re . .- c:i.  sesccscosesvcmsos PR 11 Engineering & construction ______._. _._ REC 2
Library mervices ___ .. . oemaeao- FSV & 470 ¢ UL S S S RIO 22
Publicationa procurement: MAY DAY CELEBRATIONS __ . ___________ CUL ¢
Administrative aspect _____ ___________ FSV 8 MECHANIZATION: (Use approp. subj.)
Exchange agreements _________._ PPB 4; PB 4 Communications & records
Information program: operations (Ggency) -———— oo ORG 10
Availability in Binational & USICA Data processing _ ... oo FSV 3
. ctrs. & librs, ____________________ . LIB Financial transactions (agency) --—-.__. . FMGT 14
: Distribution (general) _____ ____ CUL 9-7; PB 13 MEDALS (cmployee awards) — - ________._ PER 6
Magazines & reprints _ _____ ______________ P 24-8 MEDIA, INIFORMATION: (Use approp. aubj.
Periodicals ____._ ... ____._.___.___PB; PB 29-3 or medin)
Presentation program .. - __.___._____CUL 9-7 Foreign reactions . __ — —-----INF 13
Subscriptions for returned grantees -_EDX 29— Habits (andience) . .. . ... _ . __INF T-4
MAILL FACILITIES & SERVICES (agency) - ...CR 3 Mass exposure patterns iemeeeewe---- -INF 7-0
MAILING LISTS: Multi-media projects _. ... __. ... INF 7-6, 7-3

General N S CR 3-17 Status & program reports - - _._. ..._INF 7-2

Ridders e - --2ee.-——-PRC 6-1 MEDICAL:

BRooks - s - —w.--  ---BKS 131 Care (employees) o aeehE .-.-. .PER 14

Pictures (p"ﬂ’"\) - .PIX 13-1 Centers, regional (m;nll‘u) - .. .- PER 14-5

Publications (magazine) . .. ---PB 141 Deposits for dependents - ACC 23-19
MAINTENANCE (ageney) : (l’x-' approp, gubj.) Fxaminations (employees) . . . . PER 14-4

Buildings & grounds .. i mmmee——— --BG 10 Facilities (ageney) ) __PER 14-G

Cryptographic materials ... __________ CR 7-10 Insurance (employees) iemmei wewmne. PER 14-7

Equipment (general) S - S ES 10 Services (cmployees) S ——— i )] . U

Radio installations ... . _________________RIO 14 Supplies (agency use) - ___ PER 14-10

" Records e CR 11 Treatment (employces) .. ... __..___PER 14-%

\7 Telecommunications - - - ——————___ CR 7-10 MEETINGS: (Use approp. subj.)

Telephones . ________________________________ CR 8 Administrative Officers ___ . __________ ORG 3-:

Vehicles _____ _______ _________________. VEH 10 Chiefs of Mission _____________ APPSO ORG 3-2

Wireless telecom. - _______________________ CR 7-10 Committees. Commissions. (Use approp. subj.)
MALARIA S = = e e A PER 14-8 Cultural Affairs Officers - oo cmemee UL 3
MANAGEMENT: (Use approp. subj.) International organizations (Use approp. suéj.)

Improvement (ageney) - ________ ORG 10 Principal Officers ___ __ _______._——______ORG 8-&

Information . ORG 10 Public Affairs Officers _. - ooome e ORG 8-4

Programs (general) . ... __________ORG 10 Public & private groups (for agency

Records, Paperwork =~ ___ . ___. _ CR 10, 17 thru 20 pub. relations) . . .. __.._.PR -3

Surveys . S e SeSsGE ORG 9 SEAl . ... o - e scsmce e ORG 3-3
MANPOWER (age nr”) iiieiiieeeee —eeeee-PER  MEMBERSHIP (lUse approp. subj. for int'l, org.,
MANUAL O OPERATIONS & conf., ele.)

ADMINISTRATION (MOA) .. .__ . __._CR 1Y In overseas libraries & ctrs. _ __ . . -—-..--LIB 12
MANUALS: (Ulse approp. subj.) MEMORIALS & MONUMENTS:

System (ageney) : i et CR 19 As cultural property .. ____. ... .. ..CUL 10-2
MANUSCRIPTS (of booky) v —..--BKS 17 Presidential libraries - _ . __ ... - -——...-_-LIB
MAPS. MAPPING: MESSAGE CENTERS (agency) —-. .. -——..--CR 3-5

lr::zicsn:“I:.lllﬂ(i‘:qc:{\"' program) . ______ 19 I“J(Ll‘;j MESSENGER SERVICE _____.____.__ __..._CR 34

Procurenient ofs T METEOROLOGICAL SURVEYS

Administr;nivp ZlSpP(‘t __________________ FSV 8 (‘ﬂllh() en-'""ﬂcr) = ““"‘""""‘""REC 14-3

Psychological operations _____  ____________ PSY 17 MICROFILMING:

MARINE CORPS GUARDS: Of communications & records (agency)--CR 11-2, 14

Assignment, transfer,ete. .. ______________ ___PER As information storage & retrieval

Duty roster _ . _____________ ORG 6 technique __. ... . _________________ CR 14, 11-2

Protection of U.S. govt. bldgs. abroad __.__ _BG 18 As reproduction service . ______ ___________ FSV 6
MARKING: MICROWAVE SYSTEMS (radio) :

Motor vehicles (ageney) . VEH 9 Engineering & construction ____. . ___ __ . .REC 25

':"{'IN‘".\' (ageney) ES 7 Installation operations - . .. .. . __ --RIO 25

““ Shipments (agency) - SHW 11 MILEAGE RATES (govervment) _._._TRV 8
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MILITARY: %
Attaches (U.S.) g
Agency relations with ORG 1, 4
Personnel matters PER NAME CHECKS:
Leave (cmployees) _ PR PER 8 Employees _____________________________ --PEK i6
Postal serviees ___ o CR 33 General __ . SY 10
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Techuical e RF 10, 10-8 Colamns - ——— - oo P 2é-y
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Publi~ relations ase _____________________ PR 81 e .
Tratning WSe .o meee PER 9-10 Media ... .. . -----------------—---------}:
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MOTOR VEHICLES: (See awo MOBILE UNITH) Press _ SRS S £
Ageney: oo VEH Rado __ . ___. SRS - | ) .
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OBLIGATIONS (allotment accounting) - ._____ACC 7
OFIICE:
Fistablishment, veorg., ete. i ems wmme ORG: 8
Furniture, equipment & supplies:
Personal property accounting - .____. _._ _ACC 9
Procurement I T . | - -
Property \rcountahxhty ___________________ ES 7
Hours srsEEEeE GReses. swerenesesORG 12
Inspection e ORG 11
Instructi ns o e s e O G 12
OFFICERS, FOREIGN SERVICE ____________.__PER
OFF-LINE FEEDS (radio) __________________ RP 25
OLYMPIC GAMES - oo msnmsrommmmms CUL 15-1
OPENING OF POST wconnoneccocicanmamnns ORG 8
OPERA _____ CUL 14
As cultural presentation __________________ CUL 16
OPERATING EXPENSES:
Budget estimates ____________________________ BUD
Commercial vouchering ___________________ ACC 18
Expense accounting ________________________ ACC 8
OPERATIONS (admin. & program)
(Usc approp. subj.)
OPERATOR’S PERMITS (for agency
oehicles) ceeeiieiimeeceee- .—---VEH 11-6
OPINIONS: ({7se approp. xubjm'!)
Foreign info. media _ . _. . _____________INF 13
Image of US. __ . ________. ____. ____. __INF 12-3
Image of other countries . _______________ INF 124
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Radio programs __________________________ RP 838
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Purchase _________________________________ PRC 9
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Charts ____ e ORG 8
ORGANIZATIONS (Usec approp. subj.)
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Agency personnel . __. . si & sssems s==PEBR 9
Exchange grantees .--.-..-EDX 28-1

OTHER AGENCY ICEI,ATI()N\ (Use approp. subj.)

Administentive support (poliey) . __ __ ORG 4
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Fiscal trmamhon .................. ACC 3

Accounting SEEE SEAEEEE SR ACC 14
Reimbursement estimates __ . ___________. BUD 4

Consolidated administration . .__  _________ ORG 1-2

Coordination:

GeNerAl = ¢ ciscnvesoiccm e e ORG 1
Special programs (Use approp. subj.)

Country team ..o o . _______________ 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

P

PACKAGE PROGRAMS (radin) _______. ____. RP 36
PACKETS (info. prog.): (Use approp. subj.)

Rooks . i mem - .-BKS

Cultural .CUL

I’ublications PB 294
PACKING (ageney shipme nlu) R SHW 11
PAINTING:

Exhibits:

Inf. & cult. program - __.. ____ ____.____. . _EXH

As fine art . __ T — .CUI 13-2
PAMPHLETS:

Agency publications .. ____________ _.______ PR 10

Information prog. pubs. _____.________._ PB; PB 29-1
PAN AMERICAN PARLIAMENTARY

ASSOCIATION _________________ LEG 3
PAPERBACK BOOKS _________________________ BKS
PAPERS:

Newspapers (See NEWSPAPERS)

Official (agenecy) - — - . CR

White:

As agency publications - __________________ PR 10

As background studies (Use approp. subj.)
PAPERWORK MANAGEMENT __CR 10, 17 thru 20
PARADES:

Commemorative celebrations . ... ..__.____CUL 6
PARCEL POST _. R ... CR 33
PARKING SPACE (v/unrmmmt) . iee=-- -BG 11
PARKS & RESERVATIONS ... __ _ __..CUL 10-6
PASSENGER RATES & CHARGES

(agency) - o __ 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 aspect _______ ___________.._____ PER 11
PAYING TRANSACTIONS (disbursing) _____ ACC 23
PAYMENTS:

Balance of ____ .. o FN 12

Cash —cuvi: oo ans o 5i5s cnrasssntsmmim-sAGC 238

International .. . . FN 10
PAYROLL (agency) .. cocsnnscnmannaumsmssss ACC 16
PEN PALS (privale cooperation) .. .. ____ PVT 12
PENETRATION (security aspects):

Govt. bldgs. . . _.__ . BRG 16-10

Personnel - eeee-mimmem———-----PER 16-1
PENSIONS:

Agency employeces -ewveviemowee- --. -PER 13-8

Social security (other than for

agency employees) _____________ . ___ __. LAB 16
PEOPLE-TO-PEOPLE PROGRAM __________ --_PVT 6
PER DIEM RATES . e TRV 8
PERFORMANCE:

Bid bonds (contracts) - . o ____ PRC 8

Evaluation (personnel) ___________________ PER 10

Radio installations _________ ________________ RIO 8
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PERFORMING BIGHTS (See BIGHTS)
PURIODICALS (See MAGAZINES)

PERMITS, PARKING ... - - BG 11
PERSONAL:
Effects (agency employecs);
Transportation of - oo e SHW

Property Aeeounting .- —v-ce-coee oo eee - ACC 9

Stalus of agency employees - .. - ... .PER 19
PERKONNEL:

Ageney B i

Ceibags (age m’u} B e . ----BUD 16

Stafling. Complement. e eie -aeeeu-PER 4

PRTITIONS: (Use approp. »nh])
From general publie

PETTY CASH

PHILATELY, hTAUP ('OlolmlNG.

e -PR 13-
---ACC 23-8

Gieneral . o, swE @ ~--CUL 15

Peaple - to-peophe prog, .~ .- -.PYT 6-3
PHOTOGRAPIIC EQUIPMENT:

Generad . ... EB

FLabovalary (/nfo, prag.) . _...PIX 10

Protective use (seenrity aspects) -.. ...BG 18-7

PRHOTOGRAPYR: (I se approp. subj.)

Agrney public relations use . ... . PR 9-3
Requesis for ; e e meee - -me--PR 13

Information pragyam nse;
Acquisiton, prod., distrib, ole. oo eaoenen PIX
Exhibit-display program - - .- cc-vcrmem---BAH
Presenjulion program - - - cccm—meme CUL 9-8
Radio eng. & eonstr. -REC 13, 154, 16-6
Radio installation damage ——. - —cncecwnmvm BiO 9

PHOTOGRAPHY:
ASQEONCY SOYVICe e eomme POV ]

U v ¢ § P ¥
IS R——.- - gy

As a hobhy
Radie engineer. & consir. - ...

Radio instuil. aperations .. .. croans —eme-BiO B
PHYRICAL:

Examinations (cmployees) e mmmemem PER 14-4

Fitness (employees) — o iae commemeb i L~
PHYSICALLY-HANDICAPIPED:

Employinent (by ageney) ... .. e -.-PER 13
PHYSICIANS:

Employment (agenepygd o -cael vcammnm- PER 13

Fxehinge grantees & vistors - . ... BDX

Professionul serviees:
For agency employess - . . .ccocaeee- -k ba 14
PICTUREB(S) : (Use apprep. subj.)

General AT e e A X
Materials | PiX 18
Motion pieiuves s B e MV, MVF, ¥VD
PRAOYME 3 . e s ameaee  SReRReReMERRR Pix
Stories U . & 4 £ =1

CIER CHARGEN f«,..n az;mﬂm) crmeenene - W 12
PILOT MODELS (pamphlets) . .ove - vnnca-w-bip 808
PIRACY
Book SRRSO |- S §:
Space (info. cnsmiiiivaiione JTOTTY ) S |- 3
PLSTOLS (ax wow-nnlitury Krearmad
RTCNEY ROCUTILY PUPPORES - - cm e rmenmoe D 1 Oed

PLACYMENT: feunt’d)

NeWs e e cerccms e ————— & 13
PIetUres - —sciscrnumcramenmsmamseam e Pix 182
PUblieationg .- ssrssarmmerscmmesmninnn P8 133

Radio prog, - e n v BP 18
PLANS. PLANNING. (Us2 approp, subj.)
PLASTIC PLATES . e PIX 184
PlLLAY PRODUCTION

(library & etr, activily) ... oo . LAB 68

PNEIMATIC TUBE STRTEM «eee e CR &&
POBTRY . e e CUL 13-3
POLICE PROVECTION . - e e .. BG 17
POLICY (/se approp,. »udbi.)
POLICY GUIDANCES (ugica)
Genaval ... _ . e ——c————— IN? 1~1
{se also apsirop, lm,lii )
POIATICAL:
Aetivities:
Governmeni employees ;
Authorized . cme-enPWUR 1514
Prohibited . SRR, - 5 O

Advisers (POLAY) . . _ . -_--._-.-._.ORG 1, 4
POIAS, PUBLIC OPINION;

ARENCY .- . _. . e cmecme———— PR 15-2

U. 8, ar forcign country---i\l? 12, or approp. subj.
POPULAR COMMENT (on cpeucy program).-.. . PR 13
PORT (N):

Fees & charges . - o oo R R 8HW 19
Of entry (gov't, shigments) «cecame ceeee-n e SHW 18
POSITION:
Authorization = e ----BUD 18
Deseriptions - - rmr e wrmem-eP BN 18
Papers (Use approp. subj.)
POSET:

Allowsnees o meccmn e nemeemee P BR 11
Budget cstimates
Txehange (PX) priviloges (employees} .. _PER 15-2

Management ... - onmeee ———--ORG 1, 10, 11
Opening, AAoSINg, L. - e cmvmmmecromn omm ORG 8
REPOPES . e e — PER 2-1
Security OMeors _ o ercermm e -8 Y $=2
POSTAGE STAMPE (sals 0f)  camnecmmn = ACC 23-16
POSTAL RERVICES (ageney):
Milla?y - oaene- A CR 33
33 SRR ) J .
POSTERS:
Ageney:
Preporffigl -~ - e cmmmmen e cm - POV 1

Publie reladions U8Q - can cccmeaem—e e PR 9-2
Information program use:
Production, distributien, el «..eoveme- -PIX 196
Exhibit & dispiay progrem — o v cmmm—cmm—e— EXH
Presenistion progrant — - o ommemamvawm- CUL 85
Poychological 0peraticng « e veewcccevevewaPBY 16
POSTING (af radio aeialledioni) «veemaan-~Bae 1§23
PORTS, POREIGN SERVICE ... .. PR, e PR
POTOMAC TABLES _ INY 16
POUCK & COURIER &BRWCE {UB.):
Courier (uccempaniod) --c-coeecmeneonee—Ch &1

H T BN (se apurvey, &uhi.j Poueck (l‘wmmiﬂ) T TIn—— o
Foavhnabiis e ~--—---=Exa 13. lowu (W)
Fiims & TV prog e - MVP 18 Distethution Rysems - oo oemven- REC 20; RIO 20
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POWER (radio) (cont'd)

Engineering & construction ________________ REC 21
Generation systems ______________ REC 20; RIO 20
Installation operations ____________________ RIO 21
PRELIMINARY ESTIMATES (budget)_______ BUD 6

PREMISES, GOVERNMENT (See BUILDINGS &
GROUNDS)

PREMIUM PAY (employee) . .- .. . ___. PER 11-6
PRESENTATION PROGRAM:

Materials 17 177 T2 %) O —. o0

People ... . - T cUL16
PRESERYV ATION :

Cultural property ... ___ _ -.CUL 10-1
PRESIDENTIAL:

Directives. ’roclamations. ({/se approp. subj.)

Libraries o e A AL e DB
PRESIDENT'S BITDGFT S -- -. . BUD 10
PRESS:

Associations, Correspondents: __ _____ .. P17, P 6
Agency relations with ___ __ ______ _______ PR 11
Information program, role in _______ ___ P77, P68
Visits __ ____ P7

Censorship ____ ____________________________ P 10

Clipping service ____________________________ P 9-1

Clippings (Use approp. subj.)

Communist _.__________________________ CSM 10-2

Conferences ______________________ PR 11-3; P 3-1

Correspondents ______________________________ Pé6

Coverages __ ___ . ____________________________ P 16

Exchange agreements _______________ e P4

Foreign press reviews ____. __________________ P 2-2

Freedomof _______ _____________________INF 17-1

Information program ____ ______________________ P

Interviews (agency) . . ______ PR 11-3

Loeal ... .. . . . ___ P79

Ma\torlals (hu LIPE) o o s snsssessms sy e P 24
Requests (gencral) - . - _ _ . _________ P 14

Organizations - __ _ __ s smmmmmmeal By T

Passes . _ e PR i

Relations (ageney) PR 11

Releases __ ______ PR 11-2; P 17, or approp. subj.

Summaries - ____ - _______________________ P21
PREVIEWS: (U'sc approp. subject)

Budget _._____________ BUD 6

Exhibits . _____ _______ S E—— EXH 16

Motion pictures .. _______ _____________MVP 13-1

TVoprograms ___ __ ____ _ ___________MVP 13-1
PRICE SCHEDULES, RETAIL ____________ PER 11-9
PRINCIPAL OFFICER (at FS post):

Appointment _ e cceeeee-----PER 13-2

Conferences fmmmeee =i _ORG 3-2

Diplomatic title md <1311 S DU PER 17

PRINCIPAL WITNESS bTA’l‘EMLNT's

(at budget hearings)____ . __. _RUD -1, 11-1, 11-3
PRINT CONTROL, CRIY e oo MVF 19
PRINTING & PUBLISHING:

Agency reproduction service

SO FSV 6
Information program facilities _ ____________ PB 23
PRIORITIES (/se approp, xubj.)
PRIVATE:
Cooperation program (info. & culture) __ . __ PVT
College & univ. affliation ______________ EDX 23-1

PRIVATE: (cont'd)
Individuals, groups & orgs.:

Agency liaison with______ PR 6, 7 or approp. subj.
Vehicles (agency employees):
Shipment overseas ___________..____________ SHW
Use for official local transportation - ____ TRV 12-1
PRIVILEGE:
Executive _._. _ e mmms e as e o - e LEBG 9
Post exchange (I’\) P s mmens == P BR 152

PRIZES (See also AWARDS)

Motion picture & TV festivals - ... ._ __.. MV &1
PROCEDURES: (I/se approp. mh) )
Office . s ..ORG i2
PROCUREMENT:
Building & land:
General o (S BG 4, 6
Radio sites e AlTas --REC 14
KEquipment & supplies . . s i cien-=a=PRC
Vehicles .2 R gt .VEEK &
General - .. ciscssmssesEssessRe s e asH TG
Info. prog. matcrml: (Use approp. subj.)
Publications:
Administrative aspect __________ .__._____FSV 8

Exchange agreements __ . __________________ PB 4
Services ___.__ ... _______. ___PRC or approp. subj.
PRODUCERS:
Assignment schedules:

Motion pictures ___.__ . __ ___ _______MVP 37
Radio . . . USSR 3 . &
Television .. _. R R———— ' '} .~ ]
Commercial (motion piet.) —______ ______. .MV 131
PRODUCTION: (Use approp. subj.)
Books - ... - .. . .- ;oo _--_.BKS
Exhibits __.. .. e vrmmem e ---——-EXH 10
Motion pictures ... ____._ ... . _____ MVP 8
Publications fow s e e PB 20
Radio programs .. .. ... ._.__. .. -.....RP 17
TV programs _ cemcineee ~——--MVP &
PROFESSOR FX('HANGE.
Foreign — A e ==---EDX 13
U.S. kg rmmmmmmaem e —-. --EDX 19
PROGRAM(S) ((/x(‘ approp. subj.)
Centers (radio) ___ oo RP 26
Effectiveness (l/se approp. subj.)
Highlights .. .- --ssscassamsssmavmmms INF 2-2
Policy directives . . . o INF 13
Schedules (radio) _ .____. _ ____. .. ... .RP1

PROGRAM PLANNING BUDGET SYSTEM_RBUD 1-2

PROGRAM REVIEW COMMITTEE __._ ___INF 1-14
PROGRAMMING:
Motion. PIctuTes .- - cocvonesmoms semsmesssmnn MVP
Restrictions on . . _____________.________ MVP 10
Psychological operations - ________________ PSY 16
Radio ___ e e e ST RP
Services (for ¢ .rrhy grantees) .. _..___._._EDX 28
Television S & 4 4

Restrictions on. ‘.;_ ceemeeeemee——--MVP 10
PROJECT PROPOSALS: (Use approp. subj.)
Motion pictures ciieeiimeeeeo-MVP 6-1, 66

Publications EN— -
Radio engincering . _ . N B REC 1-1
PV femwsmes S——————— " G0 S ]
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PROJECTION SERVICEBS (motion picturcs &

TR T | . s m e e i T MV?P 16
PROJECTIONS (budgst) wee oo BUD 6
PROMINENT PERSONS:

Congress (U.8.), members of e LEG 6

Cultural presentation of . CUL 18

Musicians - ee - CUL 14-11

Vigits (Use approp, subj.): )

Medie coverage (Use approp. sbj.)
PROMOTION:
Ageney employees - - oo nne- ~~-PER 13-6

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

Information media programs (l/sc approp. subj.)
PROMOTIONAL KITS (motion plctnw-- s

V) . e o3 SEERER MVP 9-2
I'WAGANDM
Communist .. . e R S b ) C8M 10
Int’l, informatior. program:
el TV ) (USRS | . i

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

FOPGIRRE. : - cvcioovnmisosmesompmmbmaissmw s RF 13
Predictions - - e olerceeeeee-—=-BF 18
5 1o R ROR » | | Al 25 |
PROPERTY :
Aeeountability - . . ___ _________ _____EBT
Aceounting ;
POIGONA] . ooecoc o e v v aE e e e ACC 9
<707\ ISR . { ¢ &2 {1
Aeguisition (radin sites) . .. . REC 14
Agency:
Buildings & lard - oo oo .. ... BG
Equipment & supplies - ... .- ES.

SRS, ) 1} . |
s samemesnn s 10

Vehicles ___ .-
COlrel .. e S s

S

Restitution of-looted - ... CUL 10~-1
EXoME (QIMNCY) scvsnnanuninmmsm smmsnmmmmmms 2812
Protection (radio sites) —- - o oeeere RP 12-4
Real:

Radio sites - - e REC 14

U.8. zov't bidgs & grounds . .__.________ -n-BG

Surplus (Seec EXCESS ahove)

Surveys (ageney employeor) . - oeee. o 8 7-4
PROTECTION: (S¢e also SECURITY )

Of enitural property .. ---e-emee e CYUL 10-1

Of diplomatic & cons. property - .. - ——oov B 17

Of radio sites .. . e e B L4

Of vital records (ageney) - oceemeeeereenn EP 8.2
PROTESTS: ({/se approp. subj.)

Proecurement & Contraeting--. .. . ..._. PRC 1
PRYCHOLOGICAL OPERATIONS _ . AN PEY
PUBLIC:

Attitwdes (general) - INF 12 or apprep. subi.

. St
PR. 1.’9 av appeop. subj.
PR V3o aparop. subj.

Buildings & grounds
Comments e g
h quires
Law: (Une appranp, lub))
Qpinion - . __.__. _....RE I3 on sppwep. subj.
Parks ... .. . comnma QUL 10-5
Records:
As ageney rocords
As cultoen! prenerty - ...

IS
cmmmannnnsaenaGUL 10-5

PUBLIC: (cont'd)
Relations (@gency) - oo e B
PUBLIC AFVAIRS OPFFICER
Appeintment — e PEE 132
Diplomatic title & rank FEB ©?
Meetings & conferences —evemrmm v - ORG &4

Q

" QUALYTY CONTROL (films & videotapes) . MVF 1-

QUARTERS (for ¥'S pevaonnel) . . ______ 3G
AUNOWBRE. <o vv  womsmmbmmmsmens b PER 11~1
ABENMBNE . ovnvoc s armnn s ssrsas PER ..o—-
Conslruction & maintenanee - - .. e ____ '\.
Radio sites _.... ___ ______ .. REC ié

RADIO:

Ageney use:
In public relations . oo PR &
Telecommunicalions Services ... - .o ..___. CRB 7
Comimunist propaganda Wsé - _.___._ CSM 10-1
Contests. Clubs, . _______ .. RP 8-3
As educational medium . _____________ EDU 1
In English teaching oo EDU 10-11
Engineering & construction - - - __.____ REC
RGP : o ccossannsimrm s e B
Engineering & consteuetion - ..o oo oaeeo REL
Operation . e B
FrOQUONCIPE ..o vonommmmum msimmm s mmmmion e BF
{7, T RF 133
Monitoring operations - - cceree e RF W
Programming - - -~ U S— RP
PYORFRMIS - ovovoovmaomnmmaimmenm s ams sisens R®
Relay station operations oo ccacaam e

Stations, Net vo'kp
Svatems (wn-'1/07
RADIO FREN FY H“PE (Rl«l’ S R aT

RADIO IN AMKPZICAN SECTOR

(mn—ﬂ:-ug) R O
S— Y

—

-

(RIAS) v wmmmnmsmnara R, REC, BF, RIQ, RP
RADIO VIBERTY e e eearmmeee e R 82
RADIO LUXEMBOURG o oo R 6-3
RANK (eniployces):

U. 8. diplomatic title & rank policy - - ----ae PER 17
RATES:

Perdiem & miieage .- .. oov o .... TRV 8

Wage:

LOthl eMPIOYERE. <. o cuvnuvsummmn v smas PER 11-56
U.8. govi, empioyecs (Ani€?) -cevvwmeem PER 11-5

RATES & CHARGES:
Freight (Sce Traraporiqiten belsw

Talegraph (agoncy) oo CR 7-7
Telephone (egency) - . oo e CR &%
Transportation:
Ageney rates (general) ... SHW 6-1; TRV 6-1
Household/personal effects
(FS employees) . ceeeee. comemn SHW 6-1

RATINGS, PERFORMANCE - __ PER 10-2
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REACTIONS: (Use approp. subj.)

To events:
Foreign info. media ______ INF 138 or approp. subj.
General reports & surveys —______________ INF 12

To info. media programs (See approp. media prog.)
READERSHIP REPORTS & SURVEYS

BOOKE, —covcainnmm e S R SRS BKS 8-1
Publications __..__. i st e PB 8-3
READING ROOMS (USieA) -—----cccoooeemeee LiB
REAL PROPERTY (agency):
Accounting _ ____________ . _____________ ACC 10
U. S. govt.-owned bldgs. & land - _________ BG, REC
RECEIPTS:
Classified material oo _______ CR 16-2
Cryptographic material __________________ CR 7-11
Disbursements & _ _________________ ACC 23-3, 234
Miscellaneous __ ______________________ ACC 11, 15
Shipping & warehousing - _________________ SHW 13
RECEIVERS (radio)
Engineering & construction . _______________ REC 19
Installation operations _ .. ___ ______________ RIO 19
RECEIVING SYSTEMS (radio)
Engineering & construction _____.. . . _____ REC 19
Installation operations - . _.________._______RIO 19
RECEPTION (radio):
RTT (agency telecommunications) - ... ___ _CR T-14
Reports - .. . . . oo ——.RF 101
RECEPTION CENTERS (for exchange
GYARLOCR) - oo vemnsrminsme s me e EDX 28-3
RECONNAISANCE SURVEYS
(radio construect.) - oo e REC 15-1
RECORDING FACILITIES & SERVICES
(motion picture & TV) —_________________ MVF 15
RECORDINGS:
Agency:
Audio-visual services ____________________ FSV 1
Public relations use - ____________________ PR 9-1
Information & cultural:
Music program _______________________ CUL 14-6
Radio _.__ . RP 22, 23
Televigion -coooncimmmuemssmne s cae MVP 17
RECORDS:
ARONCY o wicnii. wam s A b G TG
Public (as cultural property) - . _CUL 10-5
RECREATION (for agency employees)__. __PER 15-15
RECRUITMENT (agency personnel) . ___ PER 13-7

RECUPERATION (See REST & RECUPERATION
TRAVEL)

REDUCTION-IN-FORCE (personnel) - . ____ PER 4-1
REEMPLOYMENT ___ . PER 13-2
REFERENCE SERVICE (agency records) ... _CR 11-3
REFUNDS ____ . e ACC 17, 11
REGIONAL:
Finance Centers - ___ ____ ___________________ FMGT
Medical Centers ________________________ PER 14-6
Security Officers —..coumieneonannmnecwes SY 6-1
Service Centers (USICA) ——---m———mmmemmmmm PB 23
Supply Centers ccosucsuncovaseamus s case o ES 4

REGISTER, BIOGRAPHIC (State Dept.) .._._PER 2-2
REGISTERS:
After hours entry & departure ____ _ ____BG 16-12
Classified documents _______>_ ___________ CR 16-2

REGISTRATION:
Agency vehieles .....oovvvnnnacucsasa o VEH 1i<$§
Employee training ______________________ PER 9-9

REGULATIONS: (Use approp. subj.)

Directives system __ . ____________ CR 19
REIMBURSEMENT:

Accounting aspect ____________________ ACC 11, 15

Budget aspect ____________________________ BUD 4

REINSTATEMENT e ___ .. PER 18-2
RELATIONS (Use approp. subj.)
RELAY STATION INSTRUCTIONS ¢~adio)__RIO 5-2

RELAY STATION OPERATIONS (#6¢90) —coo___ RIO
RELIABILITY (radi6) — oo RIO 8
RELICS, HISTORICAL _____________________ CUL 10
RELOCATION, EMERGENCY _ o _____ EP 7
REMOTE COVERAGE SERVICES
(Motion picture & TV) - ccooeee . MVF 18
RENTAL OF:
Equipment & supplies (agency) —- - _______ PRC 4
Vehicles — o e o VEH 6
Motion pict. & TV programs - .. ___. ___.__ MVP 13
REORGANIZATION OF: .
Agency, office, post, ete. - ______. __ _______ ORG 8
REPAIRS TO:
Agency cammunications equip. ... _____ CR 7-10
Buildings & grounds (U.S. govi.-owned)______ BG 10
Equipment & supplies (agency) - - ____ ES 10
Vehicles . VEH 10
Radio installations - . c.oucnseccssammsosaaon RIO 14
REPLACEMENT OF:
Equipment & supplies (agency) - - - ___ ES1-2
Vehicles VEH 6
Exhibit cOMPONents —....c.coccussomnmas EXH 11-6

REPORTERS, NEWSPAPER (See JOURNALISTS)
REPORTING REQUIREMENTS (admin.) -_._ORG 2-1

REPORTING SERVICES (agency) —— - F8SV 2
REPORTS: (Use approp. subj.)
To Congress (general) —— . ___________ LEG 2
Post . _______ _________ PER 2-1 or approp. subj.
REPORTS MANAGEMENT oo CRK 17
REPRESENTATION ALLOWANCES ______ PER 11-§

REPRINT RIGHTS (See RIGHTS,

REPRINTS, MAGAZINE (info, 5%0g.) —ceee___ P 248
REPRODUCTION & DISTRIBUTION:
Administrative service _ oo ___ F3V ¢
Information program 8ervice —ceoe oo PB 28

REQUESTS: (Usc approp. subj.)
REQUIREMENTS, REPORTING (admin.) ___ORG 2-1
REQUISITIONS:
Equipment & supplies (agency)
Printing & reproduction — . ____________ F8V 6

Publications production (info. prog.) —_.____ PB 23-8
Services: (Use approp. subj.)
RESEARCH: (Use approp. subj.)

BOOKS ..o oo m s i et o i BKS 11
Info. program (general) —_____________ INF 11
Motion pictures . ._______________ MV 11; MVP 11
Presa .oovvooos snnmmmonmasmensmss s P il
Piablications o oo ceocecrna o PB 11; PPB 11
Radio __ ___ R 7; RF 11; REC 11; RIO 11; RP 11

Space communications
Television

_____________________ SPC 11
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RESEARCH & ANALYSIS (program):
(U se aprop. subj.)
International information program

WUSICA) -« eonoow wmow-m-—— INF 11, 12, 13
RESERVATIONS:
For government tragvelers ______ . TRV 15-4
As public property . e CUL 10-6
RESIGNATION (employees) - PER 13-9
RESOLUTIONS: ( Use approp. subj.)
From general public e PR 13-1
REST & RECUPERATION TRAVEL:
Health aspect - .. __.___ D S PER 14-11

Trave: aspeet _ ... - -vcvcceeecccee——o--TRV 9
RESTAURANTS:

As facility in govt. bldgs. ... .__.._____BG 12
RESTITUTION (of eultural properiy) ... .CUL 10-1
RESTOKATION OF:

Cultural property (e.g., looted art, hisi.

Wilest R L oesm am e i s e CUL 101

T‘umlq (agency hmfm'r! hv Scn:\tv --BUD 11-2, 11-3
KESTRICTED AREAS (within govt, bldgs.) - .BG 16-8
RESTRICTIONS ¢(Sce alxo CONTROL, CENSOESHIP)

Motion preture & TV programming . MVP 10

Publications (Pmpert-expord) ... ... PR 16
RETAH PRICE SCHEDULES

(as baax for determinmg allowances) .- - PER i1-9
RETENTION REGISTERS femployees) . _PER 4-i
RETIKEMENT:

Motion picture prints . .. _ e --MVF 194

Personnc! {amency) .. o cieicmecemme— PER 13-8

Records (ageney) - mveeeveeocecmmm e CR 15-1
RETURNED GRANTEES EDX 29
REVIEW: (/sc approp. subj.;

7o o e ———— | ¢ . R |

Contracts . R . e e i B PRC 20
WEYOQLVING FU'\U NV . |;. i)
RIGHTS & PRIVILEGES (Rcal prep.}

Radin sites __ . _____ e ---REC 14-4
RIGHTS (See also CLEA RANCF‘?)

ATt WOTK - ... ik seweeEssEEsEEEee sesessara R IR 1

Hoolks IO . 1 - T )

BEXhibits o e EXH 12

Motion PIctUres oo e WMVP 12

Photogruphs & pietumes - . cosrrcccsssmsmmes PIX 12

Ealitieal
Voting rights govt. employees ... . _FE% 1514

Press e e ——— g e S s P i2

Press & publications fgen.) _ . _____ PPH 14

Publications - . .. __ .. ___.__.._ PR 12

Radio (prog. mderial) ... .. . .. ._.RP 12

Rental & performanee (mwsfe) __ . CUL 14-9

Telovision material . __________ MVP iz
RIOTS:

amage to wovt. propervty .. _____ ___.. .BG 20
Security Offici~, role in - - covnnit cvsrrane---BY 13
ROADS (at vadio ‘ustailations)

Fngineering & construction ... e -REC 16-3
OSTHRRL:
uty . . e . ORG G

Tring e )
(EELRECS B S LY BT § THE A §.

NE—— X E
IR

ROUTES & SCHEDULES:
Comincreinl earriers:

Houschold/personal effects - oo .. __. SHW 6-2
Personnel (ageney) —veeeeee i: TRV 62
Shipments (agency) . e .. _SAW 5.2
OOBTIEE o siss i s S i) CR &2
ROUTING (of agency communicadions) _ _______. CR 4

RULES & REGULATIONS (Use approp. subj.)

S

SABOTAGE (Invelving govt. properiy)...BG 16-8, 20
SAFE DRIVING AWARDS (agency) - _. VEH 13
SAFEGUARDING OF FUNDS ____________ FMGT 10
SAFEHAVEN:

Enemy aliens (E & K program) __ _ _______EP 6—6
SAFES:

As security equipment

Procurement

Utilization standards
SAFETY:

Agency employees B

Bldgs. & grounds (qovl)

¢ emeeee e—.-- .~ BG 18-3
- PRC
o o @ CR 13

e - --PER 14-12

- . .-.BG 13
Radio:

Fngineering & construction ____. - ----REC i
Installation operations __ _____ _________ RIO 15
SALARIES (ageney personnel) . ___ PER 11

SALE(S):
Accounting (income) __ . o .. ACC 15
BOOKS - o e BKS 13
Bldgs. & grounds (govt.) . ool o oma BG 15-3

Fims e _MVPF 8.7
Motor vehicles:

Agency employ=e _ ______________ ____ PER 1564
Government-owned ___ . ____._ R VEH 1%
Proceeds of (excess property) o — oo ES 12-6
Publications _ ... . _ __......PDI %
SCATTER (radie frequency):
Back _ e e emeimsr s cmater i R RE 14
Forward . _. e - e EF I5
SCENERY (molion pieiure & "'Vl ___________ MVF i4
SCHEDULES:
Foxhibite e BXH 132

Frequencies { tclcrom ! R CR 7-13
Mation pictures:
Facilities
Festivais
Production . . ... __._
Showings . . .. .MVP 134
Publications (oveduetion} . ___.. ___.___.PB 20-3

Radio:
Frequencies ... .. SRR 4 2
Produecer’s nmgnment ...................... BpP 17~
POREIRIEE oo oo v mm s e s s s RP '»‘
Records contro! (agency) - oo CR 154
Reporting fadmivasiralive) . ________ ORG °-1
Television:
Facilities . .. oo e i amtommm izl MVE 7
Production e MVP 67
Telecasts ... . . ____.. _ _MVP 13-4
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SCHEDULES: (cont'd) SELECTION OF: (cont'd)
Training (persoanel) ____________________ PER 9-8 Library holdings . ______________________ LIB 13-3
Transportation carriers _._____ SHW 6-2; TRV 6-2 Motion pict. & TV materials - ___________ MVP 6-9
Wages (employeea) _ ____._______________ PER 11-5 Pictures i PIX 9
SCHOLARSHIPS: SELECTION OUT ____ __ ______._ ... _____PER 13-6
College & university: SEMINARS. WORKSHOPS. ..___..._______EDU 13
Employees (agency) ———— - .. cceeee....__PER 9 Employee training .__. _.._...__ __________PER 9
General __. . ... _________ P -EDU 9-3 English teachers ._. .. .. ______ .. ____EDU 10-6
For specific fie qu of study (Use approp. subj.) Library procedures . . _. _ _.___. .__.._._LIB 12-1
Exchange program (Use approp. subj.) - ____ EDX Student lcader grantees I . .. .EDX 10-6
SCHOLARSHIPS, BOARD OF FOREIGN _____ EDX 7 U. S. teachers abroad s s s emlODX 20-4
SCHOOLS: (See also EDUCATION & TRAINING) SENATE (Ageney contacts with) ..  _. .___ __LEG
Approved for exchange visitors _.._.._______EDX 33 SEPARATION:
Community, abroad (for FS dependent Agency employces St _...PER 13-
ehildren) .. -cssscssscnmsmmmsessimussm=BDU 95 Allowance CAR— _PER 11-10
Employee training -._____. . ____..____.___PER 9 SERTALIZATION I{iCllTS (See hl(‘l; TS)
Overseas schools (American) - coe-—-EDU 9-5 SERUMS (medical use by ageney) .. PER 14-8, .4-10
At radio instailations . _..-__RIO 6-1 SERVICE CENTERS, REGIONAL (Ugjci) - - PB 23
U. S.-sponsored, abroad __. _—__ .- ____ _-EDU 9-5 SERVICES, FACILITIES & (Use approp. subj.)
Grants to foreign students to attend ._._EDX 10-5 SETTLEMENTS (contracts) . ... _...__. ..__PRC 13

SCIENCE ATTACHES:
Org. & admin. support _______ _________ ORG 1, 4, 8
Personnel matters ___________________________ PER
Program reporting (Usc approp. subj.)

SCIENTIFIC & CULTURAL ORGANIZATION,
UN EDUCATIONAL (UNESCO)._CUL, EDU, SCI

SCORES, MUSICAL - _____ CUL 14-17
SCREENING(S):

Motion picture & TV: __________________ MVP 13-2
Facilities --ooconconmapanan s MVF 12
Notices .- - - ccscoecsrsosscrarssses MVP 13-2
ROOII - . - voos imims mommem e ammsnesssMVE 12

SCREENING PROCEDURES, SECURITY:
Agency personmel  __ .. ____. __._______PER 16
Name checks (general) o o ___ SY 10
SCRIPTS (info. programs):

Exhibits = 3. 5 secuEEeEEE EXH 10-1

Motion pictures feee-—=—--MVP 16

Radio - . | | L.

Television ... . . ___. MVP 16

SCULPTURE (as ﬁm‘ ml) Ny CUL 13-2
SEATO (radio broadeasting) . - e .__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 ..o cossesmmansriacmsacmasoay CR 7
Documents & information ____ _______________ CR 16
Industrial & institutional . ___ __ _____________ SY 15
Investigative procedures _._ _____.__________ SY 14
Officers s i e AR A Y. O
Personnel (ageney) - .. . . .._________PER 16
Program (general) o . _____.___ _____SY

Radio:

Engineer. & construction . _ -.REC 12

Tnstallations o  ERLS = % . _-._RIO 18
Surveys . . it e e - SY 22
Violations (gene ml) 2 I oL SY 8

SELECTION BOARDS
SELECTION OF':
Books _ ...

-PER 13-6

.BKS 16

SHELTER AREAS (in govl.-owned bldgs.) .. _._BG 13
SHIPMENTS (See SHIPPING)
SHIPPING (agency):

Equipment & supplies . ... _ ______ .. ____ __SHW
Household/personal effects ... ___________ ___SHW
Instructions & procedures ____.___________ SHW 7-1
Notices to field - -vv ciomroe seocvuma e SHW 10
Orders _. _. . _._ . . . ___.______.__._SHW 15
Program materials __._ __ cermmeeeeeeee-—-_.SHW
SHORTAGES:
Funds (ageney accounis) - . . ______ ACC 23-1
Shipments (agenecy) - -..- --_-_SHW 16
SHOWING, MOTION I’ICTURL & TV:.. -..-MVP 13
SICK LEAVE o ..-PER 8
SISTER-CITY AFFIL IA’I’I()N - ... PVT 10
SITE:
Acquisition:
Govt.-owned praperty . BG 6
Radio sites & surveys REC 14

= I'MGT 12
. EXH 10-2

Audits
Kxhibits
Preparation & Conscervation:
Radio sites s & «==:-REC 186
SNACKBARS (in govt. hlcl()u)

SOCIAL ACTIVITIES (employces) —______ PER 15-15
SOIL (radio sites):
Borings & tests . _______ _____________ REC 16-6
Conservation _ e e S S s REC 16-8
SPACE:
Assignment (in goot. bldgs.) _ _______ . ____ BG 11
Communications:
Commercial aspect s wsmasma sae LISk 6
Info. program aspeet - . . ___ --SPC
Scientific aspect _ ' =y = ___SP
SPEAKER SERVICE:
Agenecy 5 - -.PR 6-1
For returned grantees .-EDX 29-5
Lecture program - CUL 12
SPEAKING TOURS (Use approp. subj.)
SPECIAL EVENTS COVERAGE:
Ageney publie velations program PR 11-4
Information program:
Motion pictures -~ MVP 6-8
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SPECIAL EVENTS COVERAGE: (cont'd)

Pre8E . ..ccouss o sssssssssmtnas amasismsn Sa P 16
Radio . ... oo —oveececee....—_RP 36
Still photo SV U— - . T
Television _..MVP 6-8
SPPECUAL MISFIONS:
Organization & admimstration _ ORG
Progrion activities (T/xe aggwrop. subj.)
SPECIALIST RXCHANGE PROGRAM:
Foreign - = s i DX 15
Internatonal thon = — ~____E'))( 16
Muitinational P IR . § ) A |
u.s. . Ty s EDX 22
SPECIFIC ATIO'NQ (Use av 'y
Fquipment ﬂsupphes T PRC 7-4
Bxhibits . __ ... . ______ ___________ _EXH 10-3
Printing . . e PB 23-9
Radio engineer. & constr. . __________ REC 6, 15-3
SPEECH CLEARANCE (agency) - ____ PR 12-1
SPEECHES:
Of agency personnel ____ ___ . ______________ PR i2

Arrangements for ieecmmeee e PR 6-1
Of interest for progranm purposes ((Use approp. subj.)
SPONSORSHIP: (Use approp. swbj.)

Employee trawming . ___ ... ___ _________ PER 9-6
Radio programs . & csscscswassenss RP 24
TV programs __ ceeieeee--—-MVP 13-6
SPORT ANNOUN(‘EMFNTI\ (rmlm) - ---_RP 164
NORTS:
Agency recreation program . __________ PER 156-15
Athletic group presentation .______________ CUL 16
Gemeral . . -.co sesssssasssdssReasEdReaEe CUL 156
STAFE:
Corps., Foreign Serviee __... .. ______ PER
Housing:
Assigniment :
F.S. personnel - .. ___________ PER 15-12
Radio site personnel __________________ REC 14
Construct, & maintenance:
Foreign Service - ._____. e o s BG 7, 10
Radiosites . _ .. ____ REC 14
MRBLINED «ooovis cnnmmmmnnmms e ORG 3-3
Memoranda ({/se a.ppmp subj.)
STAPRFING . PER 4

STAMP COLLECTING (general) .. ____ .. .CUL ib
People-to-peonle prog. _. .. SRR, ..’ - .
STAMPS (snlecof) .. ... .. . ....ACC 23-16
STANDARDS: (Use approp, swby.)
Equipment & supplies:

General s v e T— L |
Urocurement, aspect . PP SIS, . . -
Reecord cquip. uiilization . A — 1 | )
Job S ——————— - 0 {
Procurament & contnclmg cei e o= -PRC 17-1

Radio enniicering & consir: -
NSTANDBY, RADIO:
Installation status- - ... ... _____._...RIO 12
Programe = . . sssssonrensmsssnmmsiamn el RP 15
STANDING tﬁMMI'ITE‘l‘-S (Use approp. subj.)
STATION [DENTIFICATION (radio:

\

routines)

— | - O

STATIONS:
Radio:
Non-USICA . . i e s e s s R | O
USICA engineeriag & constr: .. __..__....____REC

USECA installation operalions .. ._ ____._____RIC
Tolevision cee ... MVPF 10
STATISTICAL hl"RVl(‘F}* (aqrnry) -FSV 3-7
STATISTICS (1/se approp, subj.)
STATUES (as enitnral property) . . .-CUL i6-2
STATUS: (Use approp. subj.)
Military service (of employees) _____.______PER 21
Post, change in _. . ______ ______ _________ ORG &
Radio installations ... c.ccocmuomnmnas cuns RIO 12
STATUTES (See LAWS)
STEAMSHIP LINES (agency relations
with) ______. ieeeiieiee-ae_--TRV 6; SHW 6
STEVEDORING ‘agency shipments) ._______SHW i2
STOCK:
CALBIOES i oin o e a s S b s e SR PRC 6-4
Control {equipment & supplies) . . ___ ES 7-1
STORAGE
Equipment & supplies (agency) - o ___ SEW
Facilities (security) .. BG 1é-11
Household/personal effects _ . ____ ____________ SHEW

Consolidated payment for __._______ _ACC 23-20

Space (in govt. bldgs.) . . ___. . _______BG 11
Warehousing - . __ . ______ .. _ ... _._.——___._SHW
STORY:
Picture . _ R — . >, i | S
Text .. ocvne- IR -
STRIKES (cffect on qm't siupments) _. ___ _SHW 1{
STRIKING (of eahibits) ... _____. . ____EXH v
STUDENTS:
Disaffected .. .- . . . _. .. EDUS6
Fducational institutions _. ... _____________ EDU 9
{See also EDUCATION & TRAINING)
Exchange program:
POPGIEN o oo e m e e i EDX 10
¢ fo SRS USSRUR . | ) } b ©
Teen-ager Progrem oo me coicemmm oo EDX 1
YOULN DROETOM oo mmimssms as s EDX 12
STUDIES (Usc approp. subj.)
STUDIOE8)
Radio:
Engineering & consiruction _____ .___ .____ REC 22
Installation operations - ________________ RIO 22
TEIRVISION c v s cmme s e n e e e MVF 13
STUDY GROGUPS (’/s« approp. subj.)
SUBCOMMISSIONS (Use approp. subj.)
SUBPOENAS (served on cgeacy) ———— . oo LEG 11
SURSCRIPTIONS:
Periodical presenlations - . ... _._.__ CUL 9-7
Publications PRSP : ; R 1 s
For returned gran toos TRR—————— 1 ) .| T

SUGGESTIONS, EMPLOYER (Uxe approp. subj.)

Incentive awards program _.__________.____ PER 6

Management Improvement . ______________ GRG 10
SUMMARIES: (Use also approp. subj.)

PIVEE. i R s S e e P 2-1

Publications (Tnble of content) _____________ PB ™
SUPERVISORY TRAINING . (employee) ___.___ PEl
SUPPLIERS (cguipment & supplies) - . _____ PRC o
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SUPPLIES (Sce 8QUIPMENT & SUPPLIES)

SUPPLY CENTERS, REGIONAL _____._________ ES 4
SUPPORT, ADMINISTRATIVE ______ BUD 4; ORG 4
SURPLUS PROPERTY ___ e ES 12
SURRENDER PROGRAM

Psychological operations .__. . ________ PSY 10
SURVEYS: (Use approp. subj.)

Administrative (general) __________________ ORG 9

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

Propertly (agensy) - ES 7-4
Public opinion:
Forelmn .. cscsssssssssssmessammsmmmmae INF 12
NLiBL o ¢ s i e i m S S RS PR 13-2
Radio:
Engineer.-construction ... .. _______ REC 15-1
Engineer.-site acquisition - . _______ REC 14-3
Records management _____________________ CR 10-6
Seeurity - .. e 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 . . __ e PRC 6
ExXHIbits crcacrcmmns e EXH 15
Motion picture:
Facilities & services _ __ __________________ MVF 6
Programs __ . __ e MVP 3
Pictures _ ___ PIX 6
Printing _ . PB 23-6
Publications . .. _________________ ________ PB 6
12T, £ { Y O S RP 6
Television:
Facilities & services ____. ________________ MVF 6
Programs _.___ ______________________.__MVP 3
TALKING PAPERS __.____INF 1-8 or approp. subj.
TAPES:
Music _. . e Bodm B 1 8 i CUL 14-6

Radio programs .
TV programs

NSNS, | §
sewssnnansMVE 17

TARGET GROUPS (info. prog.) . o ____ 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 povt.-owned property) . __ BG 14
TAXIN (official use) TRV 12
TOY (detail of personnel) - ________ _ PER 13-3
TEACHER:
Development program _ . _________________ EDX 14
Exchange program . . . __________ EDX 20
Training (other than under
crchange program) -.. ..-.-EDU 9-3
TEACHERS P Y — EDU 9

TEACHING (See EDUCATION & TRAINING)
TEACHING MATERIALS:

Agency (training) - .. PER 9-10
GENERR] wowcnoesusvnsonan s s EDU 12
Language training _______________ EDU 10-5, 11-1
TEAM(S):
Athletic presentations ____________________ CUL 16
Country _______ o ___ ORG 1-1
Psychological operations ___________________ PSY 7
TECHNICAL:
Information exchange (TIE) _____________ INF 1-7
Inspections (radio) —_______________ REC 7; RIO 7
Monitoring (radio) o __ RF 10
Penetration (of govt. bldgs.) — o ____ BG 16-10
Radio data - -+ semomvmamene s ammms ---REC 11
Specifications & standards (radio) - ___ ____ REC 6

TEEN-AGER PROGRAM ____.______. __..___EDX 11
TELECOMMUNICATIONS:

As educational media —_____________ DU 10-11, 12
Equipment (ageney) - - oo ES
Facilities:
ARONCY' = scumvsmnme Sai i s d S s CR 17
Commercial (agency use) — - _________ CR 7-7
U.S. Govt. (ageney use) — - oo ___ 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 _________________ ?;‘DU 10-11
As entertainment _________________________ CUL 15
Facilities & services - ______ MVF
Information program, role in_______ MV, MVF, MVP
Programming . _______ MVP
Rights -coorevnmnssumnseanemunscsuscss MVP 12
BB . e i omcasmm c MVF 11
Stations. Networks. - ________.___________ MVFEF 10
TELEVISIONGUIDES ___________________ MVP 13-4
TELEX (as agency service) — o o _______ CR 7
TELSTAR:
Information program aspect _____.__________ SPC 6
Scientific aspect . . _ . ________. SP 12-1
TEMPORARY LODGING ALLOWANCE . __PER 11-1
TERMINAL FACILITIES (radio):
Engineering & construction - __________ REC 26
Installation operations - .. -csccmovamnasne RIO 26
TERMINATION OF:
Contraets . ____ PRC 12
Employment —vo-ossespaomraraenrecue 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 _______ R EDU 10-7
Motion picturc & TV programs - _ ... . . __MVP 8
Radio engincering & constr. __.___.. _ __. __REC Y
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TRSTS: (se approp. subi.) TRANSFER: (cont'd)
IFor apeney l'l\lplﬁ)’!‘PS & :mplicantﬂ i JPTR 13-4 Films R o R oy e Y MVF 15.5
Training cmployees e ieii e 2o PER 9-11 Library hol "‘lhfﬁ S s LIB. 188
Reloeation o s mmie e ene - - EP 79 Of office (1o sueeessar) ___ . ______._. --ORG 12
Sail (radio erg. & mmnlr) = -.---.REC 16-6 Records (ngemey) . - . . i e CR 52

TENTBOOKS: TRANSISTORS:

Ax cducational medium i apes p e e <IBINY 12 Fngincering & construetion ... ___ .--REC 24
Toxtbook program _.  BKS (program) Installation operations - _. _._.__. _____ RIO 24

TEXTS., STORY ) . . .____ PR 21 Radio contests ... ... __.._____.._.. __RFB83

THEATRE: TRANSLATING SKERVICE (ageney) _ .. _FSV 42
As amusement i 5.5 e s ree UL 15 TRANSLATIONS:

AN fiive wit _ . CUL 13-1 Book program . . _._____.____ REPSRRRRPIS, . ¢ %
Freilitios N e MVTF 9 PoblieBtiong ... ovmprsosssimhmmi s s P8 17
Group pn\\('n'.ltlonﬂ abroad g e sesrae O L 16 Radio dises . msmmmcccmacmee oo - - RP 23-6
Licensing . . e ___MIVF 9-1 Radio seript - coovvosmmmmmmsecsiancaae RP 214

THEATRICAL RIGHTS _ _______ .__._____MVP1z Radiotapes . . _______.__..____RP 226

THEFTS: TRANSMXSSION ILINES (radio):

Fguipment & supplies (agency) - __ . ES 7-4 E‘ngmeertmz & con_structlon """"""""" REC 17

Vohicles o oo oo VEH 4 Instailation operations _________________ __ RIO 17
Investigation of - . oo SY 12 TRANSMITTERS (radio):

THEMES: :'anir;m-ring & construction _____  _________ I‘;’gg 1
Fxhilits B . ____EXH 1-v nstalliation operations _ - ___________ 18
info. programs (gene HII) - ee-. —-.INF 1-10 TRANSPORTATION:

TITLE: Agency personnel & dependents - - TRV
Deeds (1o govt-owned properly): Freight: SEEEE S --%HW

Ridge. & greomds .. . RGe Waquipment & supplies __ g . .SHW

Vohicles _ VRH G Household/personal effeets __ _. __.SHW
Liigiisaniaatie, & Funk ) - _ _PER 17 Program materials e SHW

N r Lines (rarriers) . . SHW ﬁ TRV 6,

POKENS (local raws mrlulum) G —o==-TR¥ 12 Local (official govt. use) 'TRV 12

" R ; : flicial . onse) ..

”."":,)f(,:,“.l.\-l)lm e REC 14 TRAVEL: (Sev ubuw VISITS) .

TOP SKCRET I\Vn NT()I&Y & CONTROL Accounting & dishursing aspeet - .ACCJ?, 20
PROCEPURES ) T CR 162 Advances (general)  _. . ___ACO 28-13; TRV 8

- \ Of agency personnel . ______________._____.___TRV

PORT CLAIMS (rs.ageney) - o . PER 15-16 Allowances (generad) . .- o—oeooooeeeo-. TRV &

TOUR OF DUTY (al gosl) covsansapranawan PER 1i3-3 Arrangements for:

TOURS. TOUKISTS. (See also VISITS) Exphanze grantces & visitors .. ._ ... _FDX 28-;
Ageney public relations .. . cvcossmmmamasanas PR 14 Other vigitors:

NOA, ToctoniPE < 2. man 5: suamon s amsmsmmss PR 14 CODELS . e LEG 7
Congressionai . .___.._.___... __._______LEGT7 AN others .. ... P TEY
Journalifts . .. cmwccnsmn s p e anul @] A uthorizations (gemeral) ___.___. _____.__ TRV 9
Motion picture & TV personalities ____________ MV 7 Foucational :

Private rooperation - _____ ... ... .PVT 7 Of TS dependents  __. .. .__. e TRV

TRAINING: Grant progoam - .. - ... _EDX 17
(See also K1UCATION & TIl'A’NING) Grants (exehangr proagram) ... o .- EDX
Agency personnel - . S T——— ¢ ] insurance (agency empboyees) - . ... TRV 7
Other than agency wmonm-i {(info. Ordeys (nemeral) . . _._ _TRV S

prog) INI 9, LIB 12-1: MV 9; PPB 9; P8Y 4, R 48 Hest & vecuperation (poliey) - - . .. __PER 14-11

TRANSACTIONS, FISCAd Vouchers:

Other ageney . S SE——— * 0] O] Accounting aspeot T ACC 17, 20
Paving & collecting . R — o] O X Preparation & submission ... .. .__._. TRV 1

TRANSEFER: TRAVELERS (avwistanec to) . ... _._.__. TRV 15
Apency onipoyees TRAVELERS CHECKS __ . ___ i -ACC 2515

Outsrde ageney --o --PER 13-10  TREASURY CHECKS (ucrounting asguct) . ACC 23-9

Transfer pay . alceaea PER 11-11  TRENDS ({/se approp. subj.)

With o speney -~ = PER 13-3  TRISAL CUSTOMS (culturcl aspect) ... _ CUL

Appropeiations (lo another ageney) - BUD 144  TRiS):
Huthings & growwds {govt-owoned) - RBG 154 Field (by agency officials) oo . ORG 7
vy ographie material corsasancc O =11 Travel arrangements _ . ___._____ ___ TRV
Fqupment & sappaes (ageney): Other types (See VINITS)

Norphus property : e e B8 122 Reports . N e S R S e S ORG 7

Vebeles e s 2 iae-.-—=-VEH 15 TROUPRES (in pnyrlmlumcul operations) . _____ PSY 6

—— -
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TRUST FUND (accounting) ——c-cvocsciomncsas ACC 6

Deposit & trust fund record -~ ACC 23-2
TUBES (radio)

As cquipment ItemB| s comsssosrsemnsrser ey ES

[’ngineering & construction —______________ REC 24

Installation Operations ____________________ RIO 24
TURNOVER (perconnel) ___________________ PER 13
TWIN CITY AFFILIATION . ___ PVT 10
UNEMPLOYMENT COMPENSATION

(personnel) .. . PER 11
UNESCO fiiiieeeee.-...._CUL, EDU, SC1
UNHEALTHIFUL POSTS:

Differential allowance at - ______________ PER 11-7

Health & medical services at —_ . _______ PER 14
UNIT SECURITY OFFICERS _ _________ ____ SY 6-3

UNITED STATES: b

Aovesorv Coreiossoan On (NVERMATIONAL
Compmmieavion, CULYURAL AWD EBUCATIONAL
_ Aerains INF1 13
Sponsored schools abroad ___EDU 9-5; EDX 10-5
UNIVERSITIES:

Presentation of materials ______________ __ CUL 9
Role in edueation .__. ________ ___ ________EDU 9-3
Role in exchange of persons program _______ __EDX
Role in training agency personnel ______..__ PPER 9

UNIVERSITY:
Aftiliation program _ .. .
Alumni organizations
(graniee participation in) .
Fdueation

ieimiee - -EDX 23-1

e ———-.--EDX 29-3
__EDU 9-3
Studies program (for agency employees) _. TER 9

UNLIQUIDATED OBLIGATIONS - .__. .. _____ACC 7
UNLOADING (gori. shipments) ... ________ SHW 12
USAGE:
Of commercial radio lines by VOA _____ _____ RP 14
Fxhibits EXH 13
Motion pictures __________________________ MVP 13
NOWE - e b oo e e s e e e e P 13
Pietures __ . __________________________ PIX 13-2
Publications _ __ __________________ ______ PB 13-3
Radio programs & material —________________ RP 13
Television  _________________ ______ MVP 13
USE, ACCESS: (Nee approp. subj.)
Of radio installations  _ .. . _ .. ____ _____RIO 13
Of records i USRS, - g | |2 |
UTILITIES (in gort. bldgs.) o _______. . BG 10-1
UTILIZATION & DISTRIBUTION:
Fquipment & supplies S - 8§ |

Surplus/excess . Y

e mm e 0O 123
Program materials (See media subj.)

Vv

VACANCIES (position) - ___ _____________ PER 4
VACCINES (ageney medical use) __PER 14-8, 14-10
VAULTS (in goet. bldgs.) . ______ BRG 16-11

VEHICLES (Nee MOTOR VEHICLES)
VENDORS (ageney procurement) .. _ PRC 6
(S0 TALENT VENDORS)

VHF SYSTEMS (radio):

Engineering & construetion —______________ REC 25
Instaliation operations ____________________ RIO 25
VIDEO TFAPE(S)? coomeeccmoccne e c e MVP 17
Control & disposition _____________________ MVF 20
Processing & printing - ______________ MVEF 15
VIOLATIONS, SECURITY:
Agency regulations _________________________ SY 3
Cryptographic . ____ . _____ CR 7-12
VISA FEES (accounting) - ________ ACC 23-18
VISAS o v e s s v
For official travelers (agency) ———————______ TRV 13

VISITORS: (Sec alse approp. subj.)
To agency (appointments & inlerviews with)___PR 7

Exchange (program approvals) ————________ EDX 338
Motion picture & TV personalities - __________ MV 7
Travel arrangements __...____________________ TRV
Voluntary (exchange program):
Americans going abroad . _____ . _______ EDX 25
From abroad __________________________ EDX 24
VISITS. MISSIONS: (See also VISITORS)
Agency officials to field — - _____ ORG 7
Congress, members of (CODELS) . _____ LEG 7
Travel arrangements _ o ______ TRV

For visits of special groups (e.g., furm, labor,
science, cte., & media programs, use approp. subj.)
VISUAL MATERIALS (See AUDIO-VISUAL,
PICTURES, MOTION PICTURES & TELEVISION,
POSTERS, ETC.)

VITAL RECORDS PROGRAM _________ __.____ EP 8
VITAL STATISTICS (for emergeney

planning) . ... ... e .. _.__EP 6-2
VOA CORRESPONDENTS ____. . . . ____._ RP 27
YOA LISTENING .. .-:: . .::usemeeas ssvesRP 8-7
VOAWIRES ... . ___. . _ ... __.....RP 381
VOB WIRES _________ . RP 38-2
VOCATIONAL EDUCATION ______________ EDU 94
VOE WIRES: covcocnn 2 svmmumsmmsmsnsonse RP 38-3

VOICE OF AMERICA__________ R, REC, RRF, RIO, RP
VOLUNTARY VISITORS (exchange program)

Americans going abroad __________________ EDX 25

From abroad: ceeswnms summmmsemssanamnamss EDX 24
VOTING RIGHTS (employces) . ______ PER 15-14
VOUCHER(S):

Claims & exceptions —.cowooecoicnccwonace ACC 21
GAO claims : servmsesmssasarmiasns ACC 23-11
Notices of exception _ . ____________ ACC 23-10

Commercial ___._______ . _____ . __________ ACC 18

Examination - . ... ___ __________________ACC 20

Journal _._. SRS | ¢ 0§

Travel Coeneral) sossnesccss somsssnesmsn DRV 13
Accounting aspeet ... - .__._.__ ACC 17. 20
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WAGKE(N): X-KAY:
iades, (loval & domentic) e mie wenePER Vi=h As laboratory service (employess) - ... ... PER 14-8
Senles (gorernment employees) - .. ... PER 11 Use in treatment of employees - ....___. PER 14-3
Schedules (yovernment employees) . ... PER 11-5

WAIVERS:

Medical fageney employees) - ... _PER 144

Printing (pubheations) Ze 45 ..-.PB 23-10 Y
Procurement regulafions ieein--a-PRC 15

Visas (s hange vimiors) e ieeee-- EDX 33-4 . "

WAREHOUSING & STORAGE: - SHW ::::'g::‘l"{"/‘;,;‘tp‘(’:: --------------------- CUL 15
Fapupment & supplies SHW YOUTH: EES ployees) .. ... PER 14-8
Household/personal effects (ageney rmplu'yl'ﬂl) SHW e > b

ommunist
USICA program materials - ... --SHW Festivals )

WAKFARE, PSYCHOLOGICAL . - . s PRY Mowesacth e seeeeeesee CEBM 14-2

WATCHMEN (building) . . ... . BGIT . e e ee o CBM 14~

WATER SUFPLY ’mupu (s ;mlmml foree) e e POL 182
(ridio engineers. & conntruction) ... - REC 16-7 Program ”I" promaote understunding of youth =

WELFARE VUND (employee) .. - ......PER 15-6 UrOUPS MITOQL) o o oeeeocrenv e eraes EDX 12

WHITE PAPERS: Social aspeet - 80C 16
As agency publications . .. eeeeeee PR 10 T Ju::mle dehmucncy ---------------- S0C 8-1
As background studies (Usc approp. subj.) arget group (info. prog.) .- cmmmm e INF 6

WIRELESS: (See nlno TELEGRAPH, TELEPHONE)

File (general malerials on) - v oeameeeeee P19
Serviees & facilities (GPency) - ceeeeeeeeeaae CR 7

WITHDRAWAL (of flms) et MVF 194

WORKING:

Conditions (employees) - ... cooeeeeeceee- PER 13 (NONE)

tronps ({se approp. subj.)
WORKSHOPS: (See also SEMINARS)

Kdicution R —— ¢ | G i }

Libeary procedures e e memeelaB 12-1
WOKLD:

Fairs , eaime s-OUL B

Surveys ( public opinren )

INF ll—l or npmp subj.
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