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8-69-00 PURPOSE AND SCOPE

This Chapter prescribes a Standard Administrative Code for use throughout
the Department of Health, Education, and Welfare. The Administrative Code
is designed to be concise, easy to remember, easy to say and write, and
reasonably visually decodable. In addition, it shows the position of a
unit in the organizational structure.

8-69-10 OVERVIEW OF THE ADMINISTRATIVE CODE

A concise statement of what makes up the Standard Administrative Code is
as follows:

1. The code consists of a combination of alphabetical and numeric
characters; the total cannot exceed eleven characters or eleven
columns.

2. The number of characters required to completely identify a
particular organizational element depends on the place of a
given organization in the organizational hierarchy.

For example, the Office of General Counsel in the Office of
the Secretary would be coded with two alpha characters "AG."
The first letter, "A" denotes the Office of the Secretary
and the "G" denotes the Office of the General Counsel, a
prime unit of the Office of the Secretary.

An organization at a lower 'level would have a longer Code. For
example, HSMB would denote H Public Health Service; S Health
Services Administration; M Bureau of Medical Services; and B
Division of Hospitals and Clinics. Thus, the Code is hierarchical,
because it portrays the place of an organization in the organizational
structure.

3. The code is structured so that all eleven columns have the
potential.for both alphabetical and numeric characters. However,
initially Columns l-3 inclusive will specify alphabetical
characters (except where a number is used In Column 3 to denote
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a regional office).' Columns'4-11  will contain numeric/alpha
characters.

4. Each of the eleven columns is a discrete Code element except
in the single instance in which two columns are paired to denote
a given organizational element.

The code can be used to identify-any individual activity, even
though there may be many of the same type. For example, HEW
has 150 PHS Health Units under its jurisdiction. Each Unit
can be separately identified. If the various.units cannot be
identified using a single column, then two columns are used.
This is discussed in detail in 8-69-20-H-3.

5. Certain alphabetical and numeric characters are used for special
purposes as described in 8-69-20, Technical Instructions for Code
Application.

8-69-20 TECHNICAL INSTRUCTIONS FOR CODE APPLICATIONS

A. The Code is made up of two parts: Columns l-3 and Columns 4-11.

1. Columns 1, 2, and 3 will specify alphabetical characters except
as specified in F below. All letters are available for use in
these columns, except "I," "0," and "2" which is written as
54. "I" and "0" are not used to avoid confusion with numbers.
Z serves a special function as explained below.

2. Columns 4 to 11 inclusive may contain alphabetical and numeric
characters, subject to the following restrict4ons:

a. All letters except I and 0 are available for use in these
columns. F and Z are available only for special uses as
noted below.

b . Numbers l-9 inclusive likewise are available in these
columns. Numeric zero, which is written 8, is used only
for special purposes as described below.

c. Numbers are used first and then letters, except as specifically
noted.

B. Certain letters, numbers, and characters when they are placed in
certain columns are used for specified purposes. The following table
shows the specific reservations for Principal Operating Components
(POCs) in Column 1;and specifies other special uses and reservations:

A- Cal. 1 - Office of the Secretary
A- Cols. 2 and 3 - Office of the head of an organization where the

size and complexity require such breakout.

TN-79.1 (l/31/79)
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D- Cal. 1 - Office of Human Development Services (OHDS)
D- Cols. 2 and 3 denote Office of PRO, POC Regional Commissioner,

or POC Regional Administrator
E- Cal. 1 - Education Division
F- Cal. 1 - Health Care Financing Administration
F- Cols. 4-11 - Denotes a Field organization (See paragraph

8-69-20H)
H- Cal. 1 - Public Health Service
I- Do not use anywhere
O- Do not use anywhere
S- Cal. 1 - Social Security Administration
X- Col. 3 or 4 Region X, Seattle
Y- Cols. 2 or 3 - As required, denotes HEW-affiliated organization,

e.g. EEYl  (National Council on Quality of Education)
5.5 - Do not use anywhere as alpha character. Use only in Cols. 4-11

to signal that the following two columns are to be used as a pair
to describe multiple offices of a similar type, e.g., SSA
District Offices (See 8-69-20H.3).

Numbers
l-9 - Use in Cols. 4-11

0 - Do not use as a number. Use only in Cols. 4-11 as left digit
in two columns used in pairs to delineate the first 31 units
in a series of similar units

- (hyphen) - _ -_ ---,71~ finJv to denote  the 2ks2ric2  of an organizational
unit at a given level in the hierarchy and as a place
holder. Codes containing - (hyphen) will list before
codes containing alpha or numerics.' For example,
EES-1 lists before EESl.

c. The criteria for determining whether "F" is appropriately used in
columns 4-11 or whether a unit is treated as a Headquarters unit
are as follows: Headquarters is any organizational element regardless
of physical location, whose functions, responsibilities, clientele, or
authority extend nationwide (not geographically limited to a particular
area). For example, the Center for Disease Control in Atlanta, Georgia
is a headquarters organization of the Public Health Service. The
Health Services Administration in Rockville, Maryland, is a head-
quarters organization. The organization of the Indian Health Service
in Rockville, Maryland likewise is a headquarters unit for that
program bureau. The Indian Health Area Office in Albuquerque, on
the other hand, in its entirety, is a field organization.
Organizations which are recognized as elements of the Principal
Operating Component headquarters of the Social Security Administration
in Baltimore are treated as Headquarters organizations. Likewise, the
Bureau of Hearings and Appeals organization in Arlington, Virginia is
a Headquarters organization. Hearings and Appeals units scattered
throughout the country are field units.
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It, ~~&+#.Y~ative  Cod-e Qplication  for Office of the Secretary and_.._..  ._
$3mJp.aJ  Operating Components

3. The Office of the Secretary and Principal Operating Components
of the Department and their offices are depicted by a single-
J,etter  code, as follows:

A Of&kc. of the Secretary
D O%RS.ce  of H-n Development Services
E Education Division
F Bcalth Care  Financing AdminAstration
S So&al Security Administration
H PubJ.ic  H&J.th Service

1IC The n~zt'smbord&nate element is assigned a single letter in the
nccond  co1umn The second letter in combination with the code for
princIpaJ  operating component identifies a particular subordinate
osganP%ationaJ,  element 0 For example:

*DA Office of Human Development Services,
OffLce  of the Assistant Secretary

DC Office of Human Developmeat  Services,
Adm&nistratdon on Aging

ES Public Health Services  Health
Services Adtiistration

EE EducatAon  D2vision,  Office of Education

*Use letter "A" in the second and third columns to depict the
office of the head of the organization , where size and complexity
warrant such breakout.

.3rJ !Fhe n-t succeeding organizational element to the above is assigned
a 8-e letter in the third coluum, The third letter in combination
with the two alpha characters described above delineates this
organizational element. For example:

EE Office 0f'Education
EEW Bureau of Occupational and Adult Education
HS Health Services Administration
HSM Bureau of Medical Services

4 . The next eubordinate  element is assigned a number or letter in
column 4. This number in combination with the foregoing
identifies this organization. For example:

EEW Bureau-of Occupational and Adult Education
EWV Division of Vocational and Technical Education

- - ._ _ . - . ‘. -
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5. The next succeeding organizational element is assigned a number
or letter in Column 5. This number in combination with the
foregoing identifies this unit. For example:

EEWV Division of Vocational and Technical Education
EEWV2  Post Secondary and Adult Occupational Branch

6. The next organizational element is assigned a number or letter
in Column 6. This number in combination with the foregoing
identifies this unit. For example:

EEW Bureau of Occupational and Adult Education
EEWV Division of Vocational and Technical Education
EEWV2 Post Secondary and Adult Occupational Branch 21
EEWV21 Older Workers Retaining Section*

*(hypothetical units for illustrative purposes).

7. The process of adding a numeric/alpha indicator for each
succeeding subordinate organization should be followed to
denote the lowest duly constituted level. The entire code
designation will not exceed the eleven columns set aside for
the code field.

E. Administrative Code Application to the Office of the Secretary

1. The immediate office of the Secretary, the office of the Under
Secretary, and the offices of the assistant secretaries are
depicted by a double-letter code, as follows:

AA Office of the Secretary (Immediate Office)
AB Office of the Under Secretary
AE Office of Assistant Secretary for Planning and Evaluation
AF Office of the Inspector General
AG Office of General Counsel
AH Office of Assistant Secretary for Personnel Administration
AL Office of Assistant Secretary for Legislation
AM Office,of  the Assistant Secretary for Management and Budget
AlJ Office of Public Affairs'

2. Certain other Office of the Secretary offices reporting to the
Secretary are assigned a double-letter code similarly as follows:

AT Office for Civil Rights
AW U.S. Office of Consumer Affairs
AX Office of Executive Secretariat

3. The codes denoting the next succeeding level consist of three
alpha characters. For example:

AG Office of General Counsel
AGC Division of Business and Administrative Law

TN-79.1 (I/31/79)



,4. In the event of further Sub-division8  of the elements in 3 above,
the codes will be constituted as shown in D4, 5, 6, and 7 above.

F. Administrative Code Application to Regional Offices

. 1. The Standard Administrative Code for the Office of the Principal
Regional Official would be expressed as stated below. The first
two letters of the Code will be AD, and the total code will be
as follows:

AD1 - Office of the Principal Regional Official, Region I (Boston)
A - Office,of the Secretary
D - Office of Principal Regional Official
1 - (in 3rd position) Region I. This is the only instance where

a number  is used in the first three columns.

.

2. Offices repqrting to the Principal Regional Official are denoted
by a letter in the fourth column. For example:

AD4H Office of Congressional and Intergovernmental Affairs,
Region IV (Atlanta)

3. Within each region, the Standard Administrative Code denoting the
next succeeding element consists of the initial portion as shown
above followed by a single numeric/alpha character. For example:

AD4H3  .Office  of State OperetiOcs  under the OffiCCa  Of'
Congressional and Intergovernmental Affairs in Atlanta

4. The next succeeding element to the element shown above is
assigned a number in the next column. For example:

AD4831 Division of State Plans under the Office of State
Operations under the Office of Congressional and
Intergovernmental Affairs in Atlanta

G . Administrative Code Applications to Offices of Regional Commissioners
and Admid8tratOr8

1. The Standard Administrative*Code for the regional administrators
associated with the principal operating components, would be
expressed as stated below. The first letter of the Code will be
the POC designator, followed by the letter "D" and then the
specific Regional office designator 'in the next column, as
follows:

F Health Care Financing Administration
D Office of Regional Administrator8
5 Region V (Chicago)

TN-79.1  (l/31/79)
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2. Subordinate units would be coded as in F2, 3, and 4 above.

H. Aduinistrative Code Applications to Field

1. Organizations located  outside parent organization headquarters
and not within the purview of an Office of the Principal Regional
Official should be coded to reflect the line hierarchical
position of the organization within the parent organization.

2. A special provision has been made for coding field activities.
The letter 'F' is inserted in columns 4-11 of.the point which
divides the.national headquarters organization from the field
organization. "F" should not be used in columns 4-11 for any
other purpose.

The succeeding columns, however many are necessary, will be used
to identify the field organization and its internal structure.
For example:

H Public Health Service
'HS Health Services Administration
BSN Indian Health Service
HSNF Field
HSNF7 Phoenix Area Office
HSNF75 Colorado River Service Unit
HSNF753 PHS Indian Hospital, Parker, Arizona
HSNF7532 Administrative Services Branch
HSNF75321 Housekeeping and Transportation Section

3. The Code can be used to identify any individual activity, even
though there may be many of the same type. For example, if there
are 30 outpatient clinics and if a single column has a potential
of 31 separate, identifiable codes, each such clinic can be
identified individually in a single column.

If there is a need to identify more organizational elements than
can be identified by a single column , two columns are paired to
identify each organizational element. A 0 zero is placed in the
left column and in the right column numbers one through nine and
letters A through Y (except 'IF," "I," "0,"  and "2") are inserted
for the first 31 activities. The first would be 61; the second
02, etc. The 32nd is designated 1 in the left column and 1 in
the right column. The 33rd is designated 1 in the left column
and 2 in the right column etc. Two columns thus paired provide
for 961 possible discrete code assignments.

To signal that two columns are being paired as described above,
a "g" is placed  in the column immediately to the left of the
paired columns. For example, 201, Z02.

TN-79.1 (l/31/79)
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8-69-30 RESPONSIBILITIES

A. HEW Management and.Budget  Office

1. The Division of Organizational Analysis (DOA), Office of the
Secretary (OS), is responsible for the establishment and
maintenance of the HEW Standard Administrative Code System
and will provide advice and assistance to the Administrative
Code Control Officers on problems of determining and applying
the Code. Also, it will assign and control the Code Assign-
ments in Columns 1, 2, and 3.

2. The Office of Personnel (OP), Assistant Secretary for Personnel
Administration, is responsible for maintaining a central registry
of Standard Administrative Codes and publishing listings of
updated Code information on a regular basis.

B. Principal Operating Components (POC)  and Staff Offices

1.

2.

The head of each POC and main subordinate elements thereof,
and the DCA, Assistant Secretary for Management and Budget
(ASMB),  for the OS will designate an Administrative Code
Control Officer who will be responsible for the establishment
and maintenance of the organization's Standard Administrative
Codes and the distribution of Code listings. The ASMB (DOA)
will be notified of the names of these officers and their
alternates.

The head of each POC and the ASMB for the OS will assure
the development and issuance of guidance for the coding in
their respective areas of jurisdiction. In addition, they
will assure that the Standard Administrative Code System is
applied within their respective organizations, both at head-
quarters and in the regions and the field. Administrative
Code listings will denote currently existing and approved
organizational elements. There will be situations in which
obsolete Codes are retained in the Code listing until all
positions are deleted from them. Once a new Code is pre-
scribed for an organization, no personnel or other action
will be taken affecting an employee of the Department and his
rights which utilizes Administrative Codes denoting organiza-
tions which are nonexistent and which have been abolished.

8-69-40 PROCEDURES

A. Assignment and Maintenance of Codes

1. Reorganizations Requiring Office of the Secretary Approval

Upon Secretarial approval of an organizational change, the
affected POC Administrative Code Control Officer will submit



proposed coding changes to the DOA utilizing Form HEW 509A
(Revised) Notice of Administrative Code Revision.

For each organizational change the original and two copies of
a Notice of Administrative Code Revision will be forwarded
to DOA. One copy of the Form will be returned to the POC
Administrative Code Control Officer indicating that the pro-
posed Code changes have been reviewed and approved.

2. Reorganization Not Requiring Office of the Secretary Approval

Notifications of changes in Administrative Codes and titles
should be provided on the notice form and submitted to DOA
immediately after the organization changes have been approved.

3. Deadlines for Forwarding Change Notices

Administrative Code Control Officers should make every effort
to forward Forms promptly to DOA. In order to include all
possible data in a periodic update, Administrative Code Con-
trol Officers should dispatch Forms in time to arrive in the
Employee Systems Center, OP, four days before the end of a pay
period. In order to allow for the review and approval by DOA,
change notices should be submitted to it by Tuesday noon of a
week in which a pay period ends.

4. Retention of Codes

When an organizational change requires the assignment of another
Administrative Code, the former Code will be preserved for at
least two years before it is considered for possible re-use.
Each POC will determine the period of preservation before re-use
to be applied to its Codes.

B. Preparation of Form 509A (Revised) Notice of Administrative Code
Revision

This form is the official source for adding a new Code, deleting
an existing Code or several Codes simultaneously, or changing an
existing Code. A separate entry is required for each organizational
change. Since these forms provide the input to the system, they
should be complete, accurate, and represent the currently approved
organization to eliminate reprocessing as much as possible.

Control Number - Each form will be identified by a control number
consisting of:

POC and Agency Identifier - Use first two column alpha
indicators.



Fiscal Year - Last two digits of the current fiscal year.

Serial Number - Sequentially assigned number of two digits
beginning each.fiscal  year with 01.

Type of Revision - Check appropriate box to indicate the nature
of the organizational change as follows:

Addition
Deletion of a single code*
Change in Organization Title Only
Mass Deletion*

*NOTE: Action to. delete codes pertaining to superseded organizations
should be taken as soon as possible after an 'organization change is
approved. A "deletion" action does not actually drop an administrative
code from the register of administrative codes; rather it serves to
notify management that, not later than 90 days after a change is
approved, all positions should be transferred from the superseded
organization. If, however, all positions still have not been removed,
the organization will continue to be carried in a pending status.

Code Number - This item must be completed as follows:

If entry in type of revision is "Addition,' enter the new Standard
Administrative Code.

If entry is "Deletion - Single Codd'  enter the existing
administrative code to be deleted, eventually.

If entry is "Change Organization Title," enter the Administrative
Code as it currently appears.

If the entry is "Deletion - Mas$  enter the top-level existing
administrative code to be deleted, eventually.

Organization Title - Enter titles in Columns 13-75 inclusive. sixty-
two characters including spaces have been provided for, this item.
Standard abbreviations are to be used as listed in Exhibit x8-69-1.
Titles not included in the Exhibit on Standard Abbreviations will be
written in full unless the title exceeds the characters permitted.
In that event, abbreviate the title and indicate in the Remarks section
the full title of the organization. The words "of" and "the" will be
deleted entirely in organization titlesfor  the purposes of this
Chapter. Use the following guidance:

If the type of revision is "Addition: enter the new organization
title.

If the type of revision is "Deletion - Single Code," it $s not
necessary to enter the existing organization title.

TN-79.1 (l/31/79)
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If the type of revision is "Change Organization Title," enter
the new organization title.

If the type of.revision is "Deletion - Mass," it is not necessary
to enter the existing organization title.

Effective Date - Enter in Columns 76-80 the effective date of the
organization change. Enter the last digit of the current calendar
year, the month (01 through 12) and the day (01 through 31). For
example, if the effective date of an organization was May 12, 1975,
it would be written 50512.

Remarks - If necessary, enter further information to clarify data
furnished in previous items.

Submitted By - Form is to be signed and dated by the designated
Administrative Code Control Officer or alternate.

Approved By - This space is provided for the signature or initials of
the HEW Administrative Code Control Officer and the date.

m-79.1  (l/31/79)



General Administration ORGANIZATION ABBR~XATIONS Exhibit X8-69-I

ACCOUNTS -0------v-w------  ACCTS
ACCOUNTING --------I----  ACcIy:
ACTIVITIES ----------m--s  ACmS
AC'j-xVITy  ------------m---u  ACToy
AC'j'JjARy  --------------------- ACTRY
ADJUDICATION ------------- ADJUD!f
ADJUSTMENTS -----------M--- ADJSms

ADMINISTRATION ---I--------- MIN
ADMINISTRATIVE --se------ )J))fIV
ADMINISTRATOR -.m------------ AD)JINR
ADVISOR ------------I----  m!JSR
AFFAIRS ---------I- ------ -‘m&z
AGm'cy -----------e---m AGNCY
ANALYSIS --------I---------^  AN&s
AEJI)  -------------------oo-  &
ANESTHESIOLrXY ------- ANESTHESLGY
ANTIBIOTICS --------------- ANTIBOT
APPEALS ---b-----------u-  AppLs
APPRAISAL ----------------- @p&
J?&CHITECw -----e--w--- ARCH
ASSEMBLY -----------I-U ASSmy
&SISTQJCE  ------------.---  &S-j-N!:
ASSISTANT -0-.e-----------m-o  ASS'I:
ASSOCIATE ---I------------  ASSOC
ASSOCIATION ------------------- ASSOCN
I\TTOmEy -----0---------------o  ATTy
AUDIO-VISUAL ---------a--  AUJ)VIS
AUDIT -----------------I-  AUDIT
AUDITOR -..---------I--------  AmR
AUTO1%4TIC  DATA PROCESSING ------ ADP

BACTERIOLOGICAL -------- BACTRLGL
BALTIMORE ----M---M----- B&m
BENEFICIARIES ------------se BmCS
BENEFITS ---------w----s,-----  BN'FTS
BILINGUAL ----------I-------  BLN(-&
BIOCHEMISTRY -------I--- BI'JCHmTRy
BIOLOGICAL Y------------O-  BIOLGL
BIOMEDICAL -----------a-  BIOM)CL
BOARD -----v---s  o--s- BD
BoC)~~I;?1G ----B---------B  3-G
BuNCR -----------e----e---  BR
BUDGET --------------------- BGT
BUDGETING -----------------I-  BGTG
BUILDINGS ----------e----  BmS
BUREAU --------------------__I  B,J
BUSINESS -------------I----  BUS

C&,Cm’J”NG  ------------I---  C&Cc

CARDIOVASCULAR ---------- CARDVASC
CAREER --------.w------~--  CR=
u'J'&C)G -0-0-0-0-0-0-0-----  CATLG
cm= ------I------------  cm
CERTIFICATION -0-----o-m--  CER'J-IFN
cHAIRMAN --0----e-0 - -  CHRMN
CAGE,-------------------  mG
CHEMISTRY ------------- CHEMSTRY
CHIEF ------o------------o-  CH
CIVIL ---------------1-----o-  ca
CLAIMS  ----I-------------  (JI&g
CLASSIFIER ---------- CLASSR
CLERK -----------I----  CLK
CLINIC -----------I------  CmC
CLINICAL ---e--s---- CLNCL
CLINICS ------------------ cmcs
COLLAB(JR&T-)R --------w---s-  COLm
C()uTEp&  ----e----------o-  COLuTL
COLLECTION A---------------  COLLR
COLLEGE --------I_--------  C()LL
COMMISSION --------------- COMMSN
COMMISSIONER ------------ COMMSNR
C(-,i.mnEE  --o-u-------------  C().yTE
COMMODITIES ------------I-  CO@f(-jDS
COMMUNICATIONS ----------- COMMUN
COmNIm  --u_-----------  C(-jmTy
COMPENSATION -------------- COMF
CoMp~SAT()Ry ------------a--  COMpTy
COMPLIANCE ------------ COMPLNC
CONGRESSIONAL ------------- CONGRSL
CONSULTANT -e-----------w  CONSLT
CONSULTATION -0---es-0-0--  C()NSLTh'
CONSUMER ------------- CONSMR
COf;LIACT  -0-0-0-------------  C()NTCT
CONTRACTS ---0-0-0-0-0m-o  C(,NTRCTS
CONTROL  ----------e--w-- CONfi
COORDINATION ------------- COON)
CORPORATION -----------I---  c()Rp
COUNCIL ---------..I--------- CNCL
COUNSEL ----------N----o--  ClJSL
COUNTY ------I------------ co
COURT  --------------------I CRT

TN-76.11 (10/l/76) GENERAL ADMINISTRATId
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DEFENSE  ------------------m.  2zF

DELIUQUENCY -------------- DELQNCY
DEMONSTRATIOR ---------w-e-- I)pIoN
DENT& -------------I-------- Dm'J'J,
DEPARTMENT --w--------w-------  DEPT
DEPARTKENTAL _----------L------  DPTZ,
,,Ep,,m  ------------------------- DEP
DjiJV~OP~lENT  mm-------------m-m.  DTJPMT
DIRECTOR ---------------------- DIR
DISABILITY ------------------ I)ISD
DISADVANTAGED --------------- DISNtJGD
DISBURSE3lENT ----------w--w DISBRSMT
DISSEMINATION ---m---------w- DJ'SMW
DISl'RICT --------------------- DIST
DISTRICT OFFICE -----------s---e  DO
DIVISION ----------------------- DIV
DOCUMEKTATION ------e------m- D()fJfm
DOMESTIC -----------------I---  DMSTC
DRUG  -----------------_----------  DRG

PASTERN  --------------------- ESTm
ECt-JNI)MIC ----------------I---- ECON
EDITOR  --------------------- mm
mITOR&jL  -----------I-------  DT'RL
EDUCATION -I----------------_  E'J)UCpI'
F&DUC‘$TIOka  --------------_-  EDUCNI;
ELECTRIC ACCOUKTING MACHINE ------ EAM
ELECTRONIC DATA PROCESSING ------- EDP
EQfmTARy  ----------------_-  ELMNTy
m=GEMCy  -------------------- mm
mL()yMEEjT  -a-----------------  ,TJ.fpmT
ENFORCI%ENT ------- ------ ENFCMNT
ENGINEER --------------------- ENGR
ENGINEERING ------------------ ENGmG
mTInE)fENT  -------------_  m
ENVIROMfENTAL ------------ ENVRI+m
ESTABLISHMENT ------------- ESTBLT
m&UATION  -------------w--s  mfi
F,X&fINATION  ------------_-em  &j~
EXAMINER  -------------I__-- m
WECUTwE  -I---------------_ m,?C
EXPEDITER -------------I--  MPDTR
m=NS IoN -------mm.----w-m  m,J
nm -----------e-_  FJfw

FACILITIES ------------_-_-  FACLS
FACILITY ---------------e-w FACL
FAMILY  -------------------- FjJ.f
F?ET ____-_--------------_  FED
FELLOWSHIPS _--------_-----  FL\JSPS
FIELD  ------------------------- FLD
FILES -------------------- FILES
FIf&QJCm  ------------------ FINCL
FOREIGN  ---------------w---m  FRGN

GWERAZ,  ----------------------  GNRT,
GOVwE.JT  ---------------u----  GOV’I
GOtJmmAL  a----------------  MVTL

GOVERNMERT EMFLOYEES TRAINING
Am ------------------------- GETA

GROUP -------------------------- GR?
GUARANTEED ------------e-w GURh'm

HANDICAPPED ---------------- lIND,-PD
HEAD ------------------------- HJ)
HEALTH ----------------------- HLTH
HFARIRG ----------------------_  HRG
H~TOL~y ---------..------e  HFJ.fA‘-fLGy
HISTORIAN ----------------m-w  HISTRPU'
H()SPITAI,  ------------------y--  HOSP
HOSPITALS ------ ------ ---- - MoSpS
HOUSEHOLD I--------------  HSEH';D

ILLUSTRATION ---------------- ILLUSR
-uTE --------------I----  ZI\lD
INCENTIVE  ------------I-----  IljCNm
INDUSTRI&  ------c-I----  ---- IhnL
ImUSTRy  ---------------e-  IhJ,s'IRy
INF()~TION  -------------m-w  INFO
INNOVATION ------------- INVTN
INQUIRIES  e------------s---  INQW
INSPECTOR  ------------w---m  INSPR
INST'Il'Ul'E --------------w-  INST
INSTITUTES ---------------- fNSTS
INSTITUTIONAL ------------ INSTNL
INSTITUTIONS -------------- IJ,STfiS
INSTRUCTION --------m.------ INSTRN
INSTRUCTIONAL ------------- INSTRNL
INSURANCE  ------------_  INS
INSURED  --I------------------  INCZJ,
INTEGRATED DATA PROCESSING ------ ID1
INTERGOVERNMENTAL.------ INGOWNL
INTERMEDIATE ----------- INTRMED

-.
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nJTEi@JL ---------------we IN=

INTERN&L REVENWE SERVICE -------- IRS
I~~TIO),fi ---I------------  Im
INmU&jL e--------------  IN=
INVESTIGATION --------- INVEST'N
INVESTIGATIVE ----------- INVESTV

JWENILE  ------------m-m  fim

LABOR  - c - - - - - - - s -- - - - - - w  UR
~()~TORIES  --------I------- WS
LLo~TfJRy  - - - - - - - - - - - - - - - - - -  m
LEADER  ------1---------1--  LDR
LEGISLC~TION  ------------- LEGSLTN
LEGISLATIVE ---I---------  LEGSLW
LIAISON .-----------w-w  LIASN
LIBRARY  - - - - - - - - - - - - - - - LBRY
LICENSE -----I------------  LCNS. LITHOGRAFHIC - ---- ----- ---- LITHO
L(Jc& --I------------------  LOC

MANAGEMENT --I-------------  MQfT
MANAGER ------------------ MGR
MANPOWER ---------------L-  &fNpwR
EWNUFACTURXNG ------------s---w  &fFG
MARKeTINS ---------------- =TG
MEDICAL -------------------- pfD(-L
MmICAF\E --------------w-w M'DCR
&fEDICINE  e--------------v  MmCN
MEJTAL --------------------- n
METHODS ---------------v  IfE'J-JDS
MICROBIOLOGY --------- MICROBLGY
MIDDLE -----..-------------  MD
MISCELLANEOUS ------m---w MISC
MONITOR --------I---------  MOmR

NATIONAL ----------v--s--  NAm
h'EUROLOGY --------_-----  NuRLGy
NEUROPSYCHIATRY ------- lXJ3?SYCHI
NON-MEDICAL ---------- NON-MEXL
NORTHEAST -------------L-- NE
'NoRmE;RN ------------------- m
NORTHWEST ------I------  Nhl
NOSOLOGIST --a------  NOSLGST
NURSE ----------I_-----  m
NURSERY --- - - - - - - - w  WRY
NURSING ----- - - - - - - - -  WNG
NUTRITION -------I-----  m=N

OCCUFATIONAL ----I--------  0ccp-I-L
OflICE ------------------------ OFC
()FFfC~ --------w--w--------  OFCR
ONCOL~Y _--------------  ONCLGY
OPERATING -------------- OPE&QG
OPERATIONS ---a-------  (-jpEuNS
OPPORTUNITY ------------- OPPR'~'NY
ORGJ$JI~TION -I------------I  @RG
CRIENTATION --------------- ORNTTN

PATHOLOGICAL ----------- PATHOLOGCL
PATHOLOGY ------------- PATHLGY
pJ,YMmT ------------I---- PmT
PAYMENTS -----I-----.------ PYMTS
PAYROLL -----I_--------  PA'm
p~ON)J~,  -----w-m------  pRS)!L
PHARMACOLOGY --------I PHARMCLGY
PHARMECUTICAL ---------- PHAFMCTL
pmcy  -------------I---  pwacy
PHOTOGRAPHY ---------- PKOTOGY
PHySICAL -----s----------  PHYSL
PWSIC&!&  -----------_Y-- PHYSN
PLANNING -----L__-----------  PuJG
POLICIES ------------------- POLCyS
POLICY  -------------^------  P()LC’I
POLLUTION -------------- POLU TN
POST-ADJUDICATIVE ----- PSTADJDCTV
POST-ENTITLEMENT --------- PSTmm
POST-HOSPlTAL -------I- PSTPHOSP
POSTSECONDARY -----------mm  PSTSCNDY
pp,wrJm  -------I_  - - - -  - - - - -  py,m
pmaTI,,N  ---------I-----  pR=
PUNCIPAZ,  - - - - - - - - - - - - - -  px\TCpL
PROCEDURES --s---w---  PRCDRS
PROCESSING ------------ PROCSNG
PROCUREMENI -----_I--------  PROC
PROFESSIONAL -------- PROFSNL
PROGRAM ---------------- PRQf
PROGRAM CENTER ------------ PC
pR(-J-$&QQ$ING  -------------- pROQ.fG
PROGRAMS --------------w-w PRaS
PROJECT ---v------p PRJT
PROPERTY ------- - - - -  P R O P
PROTECTION ------------- PROTEC
PSYCHIATRY --- - - - - - - - -  psymf
PSYCHOLOGY -------m--w  pSyC,ZGy
PUBLIC ---------------e PUB
PUBLICATION ---------- PUBLICA
PUBLICATIONS I------- PUBLICAS
PUBLIC HEALTH -------- PH
PURCHASXNG - - - - - PURCHG
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~IOux;y --I--c----- RADLGY
RECEIVABLES --m-e--- REWBLS
RECEPTIONIST ------- RECPTNST
RECONCILIATION - - - - - -  R C N C I L N
RECONSIDERkTION - - - -  R R C O N S N
mcoms -s--m-- RCDS
mcmmm  ---m-e- RCRUTMT
REGION - - REGX
REI.N&  ------me--  w
RM;uwTI~ L----B-- REGLN
RZUdTIONS  --- REGLNS
REHABILITATION -- -REHAB
BEpoRT ---v---c-- RPT
JEl'ORTING  - - - - - - RPTG
REPORTS - -  RFTS
R E P R E S E N T A T I V E - - - - - - R E P
REPRESENTATIVES ------------REPS
REQUIREMENTS-------- REQMTS
REsErlRcH  - - - - REscii
RESOURCES y--o-- RESCS
RETARDATION -- - -  RETRDN
mfR=n -m-e---- RETRMT
REVENVE - - -----00 -- REV
REVIEW -I__-Y_--0-0-- mq
RIGHTS -m--m---- RGHTS

SAFETY --------a SFTY
S A N I T A T I O N  - - - - - - - - SANTAN
SCHOOL ----W-O- SCHL
SCImCE ----I------ SCNC
scmxcEs -------------5  ScNC$
SCIE3TIFIC - - --- SCINTFC
SEAMY  n--L------- -  SCND
SEthWRY - - -- SECIDY
SE-y -----m--L SECY
SmQN ---U--B--- SECT
SECURITY - - - -  SCURTY
S&IOR  --------F--- SR
SeRVICE ---'---'---.y.w-  sav
S E R V I C E S  - - - - - - - SERVS
SOCIAL ------ - - -  SOCL
SoUTRE4sz -----I-L----  SE
somm -----3_n-s---  STlIILy
SOUmmT  m - - - - m - - - ---- SW
SPAxISii - -_I--- -Go-- sp
SpECm  -----------~SPECL
STAFF'---I--I I_---- sn
STAFFING----- STFG

- _ -. _

ST&JDAiUXQiSIOi - - - - - - - - -  SVZN
ST&WARDS  - - - --v---w STDS
STATION - - - - -  S T A N
S T A T I O N S  - - - - - - - - - STANS
STATiSTICAL ------- - -  S T A T C L
STATISTICS ---- - STAT
STmm ----_I---- STNT
SUBUNIT ---a----- SUBUN
SUGGESTION ---- - SUGG
&mm ---------I  SmR
SUPERVISOR ----- SUPVR
SUPPLEMENuRY-------- SPLTY
S U P P L Y - - - - - - - -  SUPP
SUPPORT -I---- SPRT
SURGERY -e-o----- SURGY
S U R G I C A L  - - - - - - SURGL
SURVEILLANCE - --- SURVLNC
SYSTEM - SYSM
SYSTEMS - - - -  SY!nS

*;Eiwmv-m-0 V!L%
TECHNIcAL----- - - - - - -  TZCI.iXL
TECHNQLOGY ----- - - -  TEtiLGY
TE~COQfUNICATIONS  - - -  TELECC?lS.
TELEGRAFHIC - - - - - ------ TLGRPHC
TapHoE ---_I---s--c_-- l-L?lU
T E L E T Y P E  - - - - ---- TLTYP
TELEVISION ----pe------ n
TERMINATION - - - - - - - - -  TEP:.G
TIMEKEEPING ---- - e - - -  mzG
TRAFFIC - - - - - - - - - - - -  =FC
TRAINING ------o-e-- l'RsG
TRANSPORTATION - - - - - -  TRNSPTH
TRAVEL ----w-e--  -pjL

UNIT - - UNIT
UTILITY - - I _ - - - - - -  mny
UTILIZATION -- -- ZIT1L.N

V A L I D A T I O N  - - - - - - VLDN
V E H I C L E - - - -  VEHCL
m=mARp -N-B--- VET5R-i
VOCATIONAL --I-- - VOCTL
VOLUNTEER -----I------ VOL
voum ----m-P- VCHR

W A R E H O U S E - - - - - - - - - W H S E
W A S H I N G T O N  - - - ---v-'- WAS)i
WELFARE - - -- -  liELFR
WESTERN -I__-----------  WSTIi
W O R K  - - -----I----- #U

XEROX - - - - - I - : XROX
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