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CHAPTER 4
SUBJECT FILES
General

Subject files consist of general file materials of incoming originals and outgoing
record (yellow) copies of letters, memoranda, telegrams, reports and materials
involving a wide variety of subjects. They bring together documents relating to the
same subject so that information can be easily found. The subject categories
chosen as filing guides for A.I.D. reflect the organization, policies, programs, and
functions of the Agency. A.I.D. subject files are arranged according to the Subject
Outlines shown in Chapter 4, Appendix 4A.

1. Subject Files Qutlines

Each subject outline has an alpha-numeric file group code, which provides
primary and secondary breakdowns for subject file materials. These codes are
subdivided into secondary breakdowns for more precise identification of subject
content. Individual offices may subdivide subject categories further into tertiary
or third levels of breakdown. Additions of new subject headings to the Subject
Outlines may be authorized by the Agency Records Management Officer. Send
requests for changes in subject categories to the Records Management Officer.

2. Index to Subject Files

In addition to the Subject Outlines shown in Appendix 4A, this handbook
contains an alphabetical Index to Subject Outlines (Appendix 4B). The first
column of the Index ("Subject” column) lists in alphabetic order each of the topics
contained in the subject outline, along with synonyms and other terms under
which information might be sought. The second column opposite these terms
lists for each subject entry the file code symbol under which papers on that
subject will be filed.

Setting Up Subject Files

1. File Group Codes

Primary subject categories have 3-letter file codes and are subdivided into
secondary breakdowns. For example, the general topic
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"Agriculture” (one of the basic subjects) has a file group code of "AGR." "Crop
Production," a subdivision of "Agriculture,” is identified by the file group code
"AGR 4." See figure 4-1. The Subject Outlines cover subdivisions to the
secondary level only. Individual offices may create tertiary level divisions. An
example of a tertiary level file group code is HLS 7-1 in figure 4-3.

> FILING CODES
>
>
>
> Example Filing Code
>
>
>
> General Subject of Agriculture AGR
>
>
>
>
>
> Specific documents on AGR 4
>
> Cr op P r odwuwction
>
>
>
>
>
>
>
Figure 4-1

Use only the chapters in the Subject Outlines that pertain to your office.
Set up a folder with a primary subject file group code for papers that don't fit into
any of the secondary subjects or that relate to two or more of the secondary
subjects. This makes cross-referencing between subdivisions within a primary
subject unnecessary. If a paper involves more than one secondary topic in a
primary subject file group, file it at the next higher classification level. Use
secondary and tertiary breakdowns only if the primary subject has been used and



there is a need to file 10 or more documents.
2. Folders

a. Use the standard A.l.D. Kraft file folders, square cut, scored to
indicate label position.
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b. For rarely used subjects it may be necessary to prepare only a
primary folder. All documents on the primary subject area will then be filed in this
folder. The primary folder can be subdivided into secondary file group codes, as
volume increases or user need dictates.

3. Labels

a. Use pressure sensitive labels for subjectfiles. Yellow-banded labels
are required for official files. Working files, when kept, are labeled with
green-banded labels.

b. Type the file group code and title on the label directly below the
colored band. Type them exactly as shown in the Subject Outlines in Appendix
A. Subject files are cut off and started anew each fiscal year. Type the fiscal year
in the lower right corner. See figure 4-2.

>
> PLACEMENT OF FILING CODES ON LABEL
>
>
> EDU EDUCATION
>
> FY XX
>
>
>
> EDU 3 CURRICULUM DEVELOPMENT
>
> FY XX
>
>
> >
Figure 4-2
4. Positions of Labels on Folders

VVVVVVVVVVYVVYVYVYV

The A.L.D. filing system provides for standard placement of labels on folders. The

primary label is placed in the left position, secondary label in the center position and
tertiary label in the right position. See figure 4-3.
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5.  Subject Expansion Files

a. Subject expansion files consist of all subject breakdowns given by an A.I.D.
office beyond the categorizations taken from the Subject Outlines in Appendix 4A. These
can include further subject breakdowns, such as the example "Winter Wheat" in figure 4-4.
Expansion files may also include files broken down by country or numerical scheme, as
well as by activities, organizations or events, such as "Farm Fair, Brazil" in figure 4-4. The
Description of Records in the Subject Outlines may be used to provide guidelines for
expanding classification.

POSITIONS OF LABELS ON FOLDERS

FIGURE 4-3
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b. The basic requirements for subject expansion filing (figure 4-4) are:

(1) Show the file group code and title of the subject breakdown, on the
top line of the file labels.

(2) Show the expanded heading, such as number, country, subject
breakdown, or event, in parentheses on the second line. The expanded heading identifies
a further subdivision of the main subject breakdown.

Figure 4-4

6. Cutting-Off Subiject Files

All subject files are cut off at the end of the fiscal year. Following this practice will
create "blocks" of files by fiscal year which facilitates research and later disposition.
Subject files are generally kept for the current year plus two prior fiscal years, although
some subject files are kept longer. Consult the Records Disposition Schedule in this
handbook for specific retention periods.

Depending on available filing equipment, the cut-off file folders may be filed behind
the current fiscal year subject files or moved to separate cabinets.
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Classifying Documents to Be Placed in Subject Files

1. Marking

Mark papers for subject files in the upper right corner with the appropriate file codes
from your office files plan. See figure 4-5. Chapter 2 provides guidance for the preparation
of the files plan. When marking a category that has not yet been included in the files plan,
consult the Subject Outlines in Appendix 4A.

2. Sorting

Separate official file documents from working file papers. Keep case file documents
separate from materials for the subject files.

3. Assembling

Assemble all the papers to be filed within each primary file group code. Then,
within each primary file group code, assemble all the papers to be filed within each
secondary or expanded file group code. Then file the papers chronologically within each
subject breakdown. Place the latest date on top. Related papers should be stapled or
otherwise fastened together.



FIG. 4-5



INTRODUCTION

SUBJECT OUTLINES

The Subject Outlines provide the information needed to organize and correctly label
official subject files. Even though subject files comprise roughly only twenty percent of all Agency
files (see chapters 2 & 4 of this handbook), a knowledge of the Subject Outlines is indispensable
in establishing and maintaining these files.

The Subject Outlines are made up of subject file codes (e.g. EDU 12, PRC 4, ADM
8) with file classification captions such as Health Education, Administrative Management, etc.,
followed by a narrative description for each code and classification. Together, these comprise a
system that provides offices with a smooth and efficient means of filing and retrieving information.

How then are the Subject Outlines used to select the proper subject codes and
classifications? To illustrate, suppose the record to be filed is the minutes of a U.S.A.l.D. meeting
on weed control. The user peruses the Table of Contents to the Subject Outlines and selects the
major subject area most likely to contain the topic, in this case Agriculture. Reading through the
narrative descriptions leads to the file code and classification that encompasses weed
control--AGR 4 Crop Production.

Future papers dealing with the same subject will be filed together in that folder. The
file code AGR 4 will distinguish it from papers dealing with other agricultural subjects (e.g., AGR
2, AGR 6), all of which are grouped under the parent classification--AGR Agriculture.

Together, the files in the AGR group constitute a separate entity from the files in the
other major subject groups such as BUD (Budget) or PER (Personnel), providing for an orderly
division of subjects within the office filing system.

An alternate means of finding the subject file code is to use the Index to the Subject
Outlines. In the example on weeds, looking under "Weed Control" would have led directly to AGR
4. Even looking under the entry "Meetings" would have led eventually to AGR 4, since the entry
advises to look under the appropriate subject.



As mentioned in the introduction to this handbook, the Subject Outlines are no
longer tied to retention periods for the categories used, as they were in the previous edition of
Handbook 21. Instead, retention periods are addressed separately in the Records Disposition
Schedule (Appendix 6A-6C).

Another feature that is new to this edition is the streamlined coding scheme,
allowing individual offices more freedom in developing codes that suit their particular needs.
Previously, categories were broken down to a third level, with subject codes such as HLS 9-7 and
FPC 2-1 representing subdivisions in the larger categories. That function has now been relegated
to individual offices. For example, an office dealing with energy programs could subdivide the
category SCT 21 Energy into SCT 21-1 for Geothermal Energy, SCT 21-2 for Solar Energy and so
on, arbitrarily, to best reflect the energy subjects of interest to that particular office.

In general, offices will select a few major subject codes that pertain to the program
functions of the office, such as Food for Peace (FPC), Loans, Guaranties and Private Enterprise
(LGP), Transportation (TRP). In addition to subject codes that reflect the program functions of the
office, almost all offices will have codes and classifications for files dealing with general
administrative office matters such as Administrative Management (ADM), Personnel (PER), and
Budget (BUD).

The new Subject Outlines and Index should constitute a tool that is easy to use, and
be a welcome aid in establishing and maintaining office subject files.
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SUBJECT OUTLINES

ADMINISTRATIVE MANAGEMENT
Instructions
Use for material on the organization, functions, management, and emergency planning
of the Agency; administration coordination and relations with other Federal agencies and
with cooperative service organizations of host governments.
Includes paperwork, automation, and other management systems and programs.
Material concerning specific administrative areas and where pertinent, program areas,

should be filed under appropriate subject classification, such as BUDGET, FISCAL
ACCOUNTING, PERSONNEL, etc.

FILE
CLASSIFICATION DESCRIPTION OF RECORDS
ADM ADMINISTRATIVE Material documenting Agency management
MANAGEMENT techniques, concepts, and proposals, which is
too comprehensive to be filed under one of the
secondary breakdowns in this classification
category.
ADM 1 GENERAL POLICY Overall policy and plans for the
AND PLANS administrative management of the Agency.

Some subjects which may be filed here include:

- management improvement programs
- cost reduction programs

- management systems plans

- feasibility and workload studies



ADM 2

ADM 3

ADM 4

ADM 5

ADM 6

ADM 7

FILE
CLASSIFICATION

GENERAL REPORTS
AND STATISTICS

MEETINGS AND
CONFERENCES

AUTOMATION

(Reserved)

ORGANIZATION AND
FUNCTIONS

INSPECTIONS

DESCRIPTION OF RECORDS

Reports and statistics which are too

general to file under a more specific subject.
Includes periodic administrative reports, reports
submitted by A.1.D. to Office of Management and
Budget, and related feeder reports, analyses, and
data. Subdivide by reporting unit, project control
number, or title of report, if volume warrants.

Material regarding meetings and conferences
which cannot be filed under a more specific
subject. Subdivide by name, date, and location of
meeting or conference, if volume warrants.

General correspondence, reports studies,
planning, and training material regarding
automation and its use in the agency; includes
information systems, systems policy and
procedure, systems training, and word
processing.

History and background of the Agency and

its offices, organizational charts, reorganization
plans, and functional assignments. Includes
opening and closing of offices and the
coordination of functions within and between
agencies. Subdivide by name of office,
U.S.A.l.D., or agency if volume warrants.

Documentation which reflects policy, objectives,
and guidelines for general administrative
inspections, audits, and operational surveys.
Includes field trips of personnel for briefing
purposes. File inspections of specific functions
under appropriate subject.



FILE
CLASSIFICATION

ADM 8

ADM 9

PAPERWORK
MANAGEMENT

DOCUMENT AND INFOR-
MATION SECURITY

DESCRIPTION OF RECORDS

Papers documenting general plans and
programs to reduce paperwork management
systems and standards on creation, maintenance,
use, and disposition of records; and the concept,
design, and implementation of information
management and retrieval systems. File material
pertaining to a specific paperwork function under
the appropriate subject heading.

Files may consist of the following:

Policy and planning papers regarding
development, review, and approval of any series
of A.I.D. directives.

Standards to simplify and speed the handling of
mail and telegrams, Agency and Non-Agency.
(Cont'd)

Correspondence and report files on
communications administration and operations.

Standards and systems for organizing,
maintaining, and disposing of files.

Feasibility studies to examine prospects for
automation or data processing.

Systems and procedures for protecting and
controlling documents and information. Includes
manuals, directives, plans, and reports reflecting
policies and procedures developed in the
administration and direction of the security
program.



FILE

CLASSIFICATION

ADM 10

EMERGENCY PLANNING

DESCRIPTION OF RECORDS

Correspondence regarding administration and
operation of the Agency's emergency planning
program. Papers documenting A.1.D. policy and
planning, and coordination with other agencies
in the emergency planning program. Subdivide
specific emergency planning programs if volume
warrants.



AGR

AGR 1

AGR 2

AGR 3

AGRICULTURE

Instructions

This category is designed for all material regarding agriculture, including papers reflecting
agricultural conditions or problems in cooperating countries; technical aspects of
agriculture; and policy, procedures, and methods of implementing agricultural programs.

FILE
CLASSIFICATION

AGRICULTURE

AGRICULTURAL
COLLEGES AND
UNIVERSITIES

AGRICULTURAL
ECONOMICS

COOPERATIVES AND
CREDIT

DESCRIPTION OF RECORDS

Data regarding agricultural technical aid aspects
of the Foreign Aid program, including program
purpose and concept, decisions or conditions
affecting the course of its conduct, and planning,
development, and implementation of agricultural
programs and use of natural resources in
cooperating countries.

Correspondence, reports, evaluative

and planning material regarding

agricultural colleges and univer- sities in
cooperating countries and their relations to A.1.D.
program support and implementation. Includes
experimental and research activities undertaken
in connection with these institutions.

Correspondence, reports, and

evaluative and planning material regarding
agricultural economics, farm management,
marketing, distribution and warehousing of
unprocessed agricultural products.

Correspondence, reports, and
evaluative material regarding agricultural
cooperatives and credit.



AGR 4

AGR 5

AGR 6

AGR 7

AGR 8

FILE
CLASSIFICATION

CROP PRODUCTION

EXTENSION

FARMS

FISHERIES

FORESTRY

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative and
planning material regarding crop and grain
production; seed improvement; improvement of
planting stock; agricultural use of radioactive
material; narcotics; and weeds, diseases, and
pests, affecting crop production.

Correspondence, reports, and evaluative and
planning material regarding development of the
agricultural extension programs; experiment
stations; development of home economics,
agricultural workshop, agricultural youth club
programs; farm buildings; farm mechanization.

Correspondence, reports, and evaluative
material regarding farms, farm buildings, and
farm mechanization.

Correspondence, reports, and evaluative and
planning material regarding fisheries, and
aquaculture.

Correspondence, reports, and evaluative and
planning material regarding reforestation,
deforestation, desert- ification, land capability,
watershed protection and woodlots.



AGR 9

AGR 10

AGR 11

AGR 12

FILE
CLASSIFICATION

LAND

LIVESTOCK AND
POULTRY

RESEARCH

FOOD SUPPLY

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative and
planning material regarding land used for
agricultural purposes; land distribution, including
settlement, tenure, and reform programs; flood
control; irrigation, drainage, and reclamation;
range management and related water
development activities; soil conservation
including soil surveys, analyses, and fertilization.

Correspondence, reports, and
evaluative and planning material regarding
livestock and poultry improvement.

Agricultural research activities not classifiable
under another subdivision of this outline.

Correspondence, reports, and evaluative and
planning material regarding national and world
food reserves, problems, shortages, and
requirements.



BUD

BUD 1

BUD 2

BUDGET

Instructions

This category covers all phases of the Agency's budget activities; guidelines for and
preparation of budget requests; review and revision of these requests; preparation of the
Agency's submission to the Office of Management and Budget; preparation and
presentation of the detailed Agency budget request to the Congress, and hearings before
Congressional appropriations committees; copies and analyses of proposed approp-
riations bills and amendments, and the approved legislation; apportionment of the
Agency's appropriated funds by the Office of Management and Budget, and administration

of the approved budget.

Where itis useful to distinguish material regarding foreign currencies from those regarding
dollars, case file within this category, adding "(FC)" to the established code.

FILE
CLASSIFICATION

BUDGET

ANNUAL BUDGET
SUBMISSION

OFFICE OF
MANAGEMENT AND
BUDGET (OMB) REQUEST

DESCRIPTION OF RECORDS

Documentation of A.l.D. policy and procedures
governing budget administration, and reflecting
policy decisions affecting expenditures for
Agency Programs.

Annual budget submission by each

overseas post and each A.l.D./W organization
entity. Includes instructions, assumptions, and
guidelines for preparation, the budget request
itself, supporting papers, and related
communications.

Consolidated Agency submission to OMB.
Includes supplementary schedules,
exhibits, and special data for OMB review.



FILE
CLASSIFICATION

BUD 3 CONGRESSIONAL
PRESENTATION

BUD 4 TENTATIVE PROGRAM
LEVEL

BUD 5 OPERATIONAL YEAR
FUNDING PLAN

DESCRIPTION OF RECORDS

Documents the preparation of the

detailed Agency budget request and its
presentation to Congress, including
supplementary schedules, exhibits, daily
transcripts of hearings before Congressional
committees, copies and analyses of proposed
appropriation bills and amendments thereto,
position papers on proposed legislation and
appropriation acts, and requests for
supplemental appropriations.

Correspondence between A.l.D./W and
overseas posts, and related data, supporting
tentative program level.

Operating Year Budget (OYB) and

Annual Administrative Funding Plan; and review
and revision of these documents. Case file by
country, region, or A.l.D./W organizational unit
and/or by month or quarter if volume warrants.

Includes documentation of distribution by the
Office of Management and Budget of Agency
appropriation and other funds available under
legislative authorities. Requests for and
establishment of allotments to regional bureaus,
headquarters, offices, and overseas posts for
each activity;

Statement of Funds Available for Obligation,
furnished A.I.D. offices as planning device for
controlling expenditures;

Requests for, establishment of, and control of
numerical authorization of staffing levels.
Includes employment limitations.



Instructions

* Democracy and Governance

This category is designed for materials regarding elections and political processes, civil
society, governance and decentralization, and rules of law and human rights in cooperating
countries; Agency programs in development and administration of democratic institutions,
technical aspects of democracy and governance area; and Agency policies, procedures and
methods and methodologies to support, sustain and encourage democratic development.

FILE CLASSIFICATION
*DEM DEMOCRACY AND
GOVERNANCE

*DEM 1 ELECTIONS AND
POLITICAL PROCESSES

*DEM 2 RULES OF LAW (Justice)

DESCRIPTION OF RECORDS

Correspondence, reports and
evaluative and planning material
regarding democracy institutions,
human rights and lawful
governance, including program
purpose and concept and
decisions or conditions affecting
the course of its conduct, NOT
FILED IN INDIVIDUAL PROJECT
OR STRATEGIC OBJECTIVE CASE
FILES.

Correspondence, reports, evaluative

and planning material regarding programs for
improving function and organization of the
executive branches, judicial branches and
the legislative branch of cooperating country
governments; also, election planning and
administration, political party development;
domestic/international monitoring, voter
education; and women's political
participation process.

Correspondence, reports, evaluative and
planning material regarding programs for
improving: legal reform; administration of



*DEM 3

*DEM 4

*DEM 5

*DEM 6

*DEM 7

GOVERNANCE

HUMAN RIGHTS

CIVIL SOCIETY

INFORMATION MEDIA

CIVIC EDUCATION

justice; and citizen's access to justice.
Related to due process, equal access and
constitutional guarantees.

General materials including correspondence
regarding governance support: constitutions
and legislative modernization; anti-corruption
initiatives; decentralization, and transparency
in government, local capacity-building;
civil-military relations, and public
development and implementation.

Correspondence, studies, reports, evaluative
and planning material regarding human rights
issues, protection, and respect for human
rights; supported institutions that advocate
respect for human rights, and human rights
education.

Correspondence, reports and evaluation and
planning material to provide support in
cooperating countries regarding civic society
such as civic groups, labor organizations,
business groups and other non-governmental
advocacy groups.

General material, reports and
correspondence regarding independent
media (TV,radio, press)including information
on censorship, legal constraints, frequency
auctions, technology and political reporting.

Correspondence, reports, and planning
materials regarding civic educations to
promote civic values and debate.



ECONOMIC AND FINANCIAL AFFAIRS

Instructions

This category covers basic economic and financial data and its analysis, and groups
material on which the long-range assistance requirements of cooperating countries and
regions are estimated and Agency assistance programs developed.

EXCEPT: Material which properly furnishes background information inrecognized areas
of Agency technical assistance programs (i.e., sector analysis), which is filed
in the appropriate functional primary category. See AGR, EDU, HLS, IND,
PUB, SOC, and TRP.

FILE
CLASSIFICATION DESCRIPTION OF RECORDS
ECF ECONOMIC AND Material regarding plans, proposals,

FINANCIAL AFFAIRS and stated purposes of the collection and analysis
of data on economic factors in aid-recipient
countries.

ECF 1 BANKING AND General correspondence, statistical

CREDIT and other data and its analysis, regarding central,
state and other government banking operations.
Includes credit portfolios, loans, deposits,
discounts and rediscounts, currency issuance,
circulation, and commercial banking and credit
operations in cooperating countries. Also
statements of legal reserve requirements, reserve
reports, time and sight deposits, and discounts on
commercial and other paper.

ECF 2 COOPERATING COUNTRY Material regarding cooperating country

central government case flow statements,
revenues and expenditures, debt accumulation,
and short-term supplier credits.



FILE
CLASSIFICATION

ECF 2 COOPERATING COUNTRY
BUDGETS (Cont)

ECF 3 ECONOMIC ANALYSIS

ECF 4 INTERNATIONAL
TRADE

DESCRIPTION OF RECORDS

Material regarding cooperating country central
government budgets, and individual ministerial
(departmental) budgets. Case file and arrange
alphabetically by name of ministry or
department. Includes material on debt
accumulation and burden.

Documentation regarding review, assessment
and/or summary of overall economic situation.
Includes retail and wholesale price indicators,
budget and import data, foreign exchange tax
results, cost of living index, trends in
construction activity, reports of gross national
product, consumption and production analyses,
population, and other economic indications.

Statistics and reports summarizing
foreign trade of cooperating countries. Includes
trade agreements.

Reports of capital movements, military offset
programs, balance of payments reports, reports
of trade with other countries, relations with
various common market groups, import quotas,
blocked currencies, barter and bilateral trade,
restrictions on trade, reports of foreign exchange
reserves, free and restricted currency holdings,
contraband activities and smuggling rings, and
their effects on local economy.



EDUCATION

Instructions

This category is designed for all material regarding education in cooperating countries;
Agency programs in the development and administration of educational institutions,
systems, and methods; material on technical aspects of education; and Agency policy,
procedures, and methods of implementing programs in this field.

FILE
CLASSIFICATION DESCRIPTION OF RECORDS
EDU EDUCATION Correspondence, reports, and evaluative and

planning material regarding educational
technical aid aspects of the Foreign Aid
Program, including program purpose and
concept, and decisions or conditions affecting
the course of its conduct; and planning and
development of educational programs in
cooperating countries.

EDU 1 ADULT Correspondence, reports, and evaluative and planning material regarding
literacy tests, eligibility criteria for assistance to schools and elements of
school budgets.

EDU 2 EDUCATION INSTITUTES Case file documentation of U.S. support of
individual American-sponsored schools.
EDU 3 CURRICULUM Correspondence, reports, and evaluative
DEVELOPMENT and planning material regarding curriculum

development and samples of teaching
materials designed for schools at various
levels.

EDU 4 ELEMENTARY Correspondence, reports, and evaluative and
planning material regarding planning,
development, and conduct of elementary
education programs.



EDU 5

EDU 6

EDU 7

EDU 8

EDU 9

EDU 10

FILE
CLASSIFICATION

FELLOWSHIPS

HIGHER EDUCATION

LIBRARY OPERATION

PROFESSIONAL

EDUCATION

SCHOOL FACILITIES

SECONDARY

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative and
planning material regarding the availability of
fellowships and scholarships in schools in
cooperating countries.

Correspondence, reports, and evaluative and
planning material regarding development and
conduct of programs at college and university
level.

Correspondence, reports, and evaluative and
planning material regarding library operation in
cooperating countries.

Correspondence, reports, and evaluative

and planning material regarding devel- opment
and conduct of educational programs at the
professional level. Case file by type of
profession if volume warrants.

Correspondence, reports, and evaluative and
planning material regarding existing schools,
need for additional school facilities, school
administration, and school construction in
cooperating countries.

Correspondence, reports, and evaluative and
planning material regarding development and
conduct of programs to improve secondary
education in cooperating countries.



EDU 11

EDU 12

EDU 13

FILE
CLASSIFICATION

TEACHING METHODS AND
MEDIA

VOCATIONAL
TRAINING

ENGLISH LANGUAGE

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative

and planning material regarding teach- ing
methods and media not included in project
files. Includes audiovisual aids, radio and
television, lecture material, textbooks, and
other teaching media.

Correspondence, reports, and evaluative

and planning material regarding devel- opment
and conduct of programs to improve vocational
education in cooper- ating countries.

Correspondence, reports, and evaluative and
planning material regarding development and
conduct of programs for teaching English as a
second language.



FISCAL ACCOUNTING & AUDIT

Instructions

This category groups together material regarding the collection, disbursement, and
accounting for Agency funds; the operation of accounting and fiscal reporting systems;
accounting procedures for special programs; audit, management inspection, and
investigation of Agency operations; payroll operations and allied functions of a fiscal

nature.

A file station which needs to distinguish records of foreign currency transactions from
transactions in dollars may case file within any secondary or tertiary subdivision of this
category, adding "(FC)" to the established code.

FILE
CLASSIFICATION

FIS FISCAL, ACCOUNTING
AND AUDIT

FIS1 ACCRUAL
ACCOUNTING

FIS 2 APPROPRIATION-ALLOT-
MENT ACCOUNTING

DESCRIPTION OF RECORDS

Correspondence or subject files maintained

by operating units responsible for account- ing,
pertaining to their internal operations and
administration.

Accounting manuals, procedures, and
related communications.

Material regarding accounting activities, reflecting
discussion, adjustment, or particulars of specific
accounts or accounting systems.

Material regarding administrative, project and
nonproject expenses, representing supporting
documentation for accrued liability reporting
requirements.

Allotment records, showing status of
obligations and allotments under each authorized
appropriation.



FIS 2

FIS 3

FILE
CLASSIFICATION

APPROPRIATION
ALLOTMENT (Cont)

AUDIT AND INSPECTION

DESCRIPTION OF RECORDS

Periodic reports on the status of

appropriation accounts and appor- tionments,
Advice of Charge Files, papers documenting
administrative reservations.

Liquidated obligations files, consisting of travel
and transportation requests, requests for
purchase, purchase orders, and other
administrative obligations, and Obligation copies
of program documents such as procurement
authorizations, foreign currency authorizations,
transfer authorizations, procurement
authorizations/ requisitions, project
implementation orders, technical assistance
authorizations amendments, and related
correspondence.

Administrative correspondence, reports, and
other data regarding voucher preparation and
management and related accounting and
disbursing operations:

Maintain individual disbursement vouchers as a
separate case file group by Bureau voucher or
schedule number.

Planning papers and communications which
document policies and procedures under which
the Agency's audit program is operated.

Procedures for conduct of end-use checks on
commodities financed under Agency programs.



FIS 3

FIS 4

FIS 5

FIS6

FIS 7

FIS 8

FIS9

FIS 10

FIS 11

FILE
CLASSIFICATION

AUDIT AND INSPECTION

BANK FINANCING

BILLING AND
COLLECTION

BONDING OF EMPLOYEES

CLAIMS

CODES

COST ACCOUNTING

DISBURSING

GENERAL LEDGER
ACCOUNTING

DESCRIPTION OF RECORDS

Documentation for individual audits should be
case filed.

Material regarding letter of commitment
financing of Agency commodity transactions,
technical service contracts and loans.

Specific loans or grants are case filed.

Documentation regarding billing and
collection, and the availability, collection,
custody, and deposit of funds.

Federal personnel surety bond files.

Correspondence and memoranda expressing
policy or guidance in handling of claims.

Case file individual claims.

Notices and communications establishing
allotment and appropriation symbols, and object
classification codes.

Copies of cost accounting reports and related
supporting papers. Ledgers, forms, and
machine records used to accumulate data for
use in cost reports.

Correspondence between A.l1.D./W and
overseas offices, giving guidance and
explanation on disbursement matters.

Records used as posting and control media,
subsidiary to the general and allotment ledgers,
and not otherwise provided for in this schedule.



FIS12

FIS 13

FIS 14

FILE
CLASSIFICATION

PAYROLL PROCEDURES

REPORTS

SPECIAL PROGRAMS
ACCOUNTING

DESCRIPTION OF RECORDS

General correspondence files pertaining to routine
matters of administration and operation,
preparations and processing of payrolls.

Case file payroll actions and arrange
alphabetically, as best suits users' needs

General documentation of the policies and
procedures governing the Agency's financial
reporting program.

Case file by individual reports.

Documentation of Agency policy governing
accounting procedures for the special programs
administered. Programs in this file include: Cash
grants, counterpart funds, investment guaranties,
loans and trust funds. Case file as necessary.



FPC

FPC 1

FPC 2

FOOD FOR PEACE

Instructions

Use for papers on Agency programs to furnish available agricultural commodities to
developing countries by sale, grant, or donation as authorized under the Agricultural Trade
Development and Assistance Act of 1954, as amended, and the Food for Peace Act of

1966 (Public Law 480).

FILE
CLASSIFICATION

FOOD FOR PEACE

COMMODITIES

FAMINE RELIEF
AND OTHER
ASSISTANCE

DESCRIPTION OF RECORDS

Records documenting the development of
Standards, policies; procedures and the
coordination of special programs under Title 1, I,
lll, and IV of P.L. 480; and program coordination
with other agencies.

Selection criteria for designation of types and
guantities of surplus agricultural commodities
available for sale, grant, or donation under P.L.
480. Subdivide by name of commodity, if
volume warrants.

General correspondence relating to

grants of surplus food under Title 11,

Famine Relief, and other assistance, direct to
host government, and including such topics as
grants in connection with urgent or extraordinary
needs (e.g., natural disasters such as floods,
earthquakes) and emergency programs and
grant assistance to needy peoples in
underdeveloped countries which includes
refugee and child feeding, school Ilunch
programs, and payment-in-kind in connection
with development projects. Case file by
program when volume warrants.



FPC 3

FPC 4

FPC5

FPC 6

FPC 7

FILE
CLASSIFICATION

FOREIGN CURRENCY
SALES

INTERAGENCY STAFF
COMMITTEE ON P.L. 480

LONG TERM SUPPLY
CONTRACTS

VOLUNTARY AGENCY
PROGRAM

BARTER AND EXCHANGE

DESCRIPTION OF RECORDS

Policy and procedural materials governing
the sale of surplus agricultral commodities for
foreign currencies, under Title 1.

Case file each sales agreement.

Materials documenting the purpose,
organization, and objectives of the Interagency
Staff Committee on P.L. 480.

Policy and procedural materials governing

sales of surplus agricultural commaodities for long
term dollar credits or for convertible foreign
currencies under Title IV.

Case file each long term supply contract.

Records regarding donations of

agricultural commodities under Title 11l to needy
peoples for school lunch programs, refugee and
child feeding, and for urgent or extraordinary relief
needs, conducted by nonprofit voluntary agencies.

Food for Peace program related material
concerning Advisory Committee on Foreign Aid.

Papers on the barter or exchange of agricultural
commodities for strategic material and other
goods and equipment needed by the United
States.

Case file by name of strategic material or
equipment, if volume warrants.



GRS

GRS 1

GRS 2

GRS 3

GRS 4

GENERAL SERVICES

Instructions

This category groups together records relating to internal service operations; acquisition,
allocation, and administration of both office and residential space; building maintenance;
safety and protection; administration and accountability for supplies and equipment; motor
pool operation and maintenance; library, printing, reproduction, and distrib- ution services
provided for Agency internal operating purposes.

FILE

CLASSIFICATION DESCRIPTION OF RECORDS

GENERAL SERVICES Material documenting the framework of design
concept and operating functions of the division
responsible for space and property management.

BUILDING SERVICES General correspondence relating to the provision
of basic services for government-owned or leased
buildings. Includes policy and procedures for
obtaining maintenance, telephone, security and
cleaning services. Case file by individual service
area as needed.

EQUIPMENT AND General documentation regarding

SUPPLIES administration of and accountability for supplies
and equipment, including loss, theft, and
destruction and disposal by condemnation, sale
or transfer. Case file sale of surplus property.

LIBRARY SERVICE General correspondence regarding operation of
A.l.D. owned libraries.

MOTOR POOL General correspondence documenting policy

OPERATION and procedure for acquisition, use maintenance

and disposition of government- owned vehicles.
Case files for individual vehicles should be used
as necessary.



GRS 5

GRS 6

FILE
CLASSIFICATION

REPRODUCTION AND
DISTRIBUTION
SERVICES

SPACE

DESCRIPTION OF RECORDS

Files of printing and distribution unit
regarding administration and operation of
the office.

Material regarding space standards and
arrangements; allocation, utilization, occupancy,
and release of space; building plans and related
records; agency ownership, custody, or rental of
office space, and maintenance and repair of
both individual office residential units.

Maintain case files for each individual building or
residence owned or leased.



HLS

HLS 1

HEALTH AND SANITATION

Instructions

This category is designed for material regarding health and sanitation in cooperating
countries; Agency activities in the administration and conduct of medical and public health
programs; family planning, population, and technical aspects of public health, medicine,
and sanitation; and Agency policy, procedures, and methods of implementing programs

in these fields.

FILE
CLASSIFICATION

HEALTH AND SANITATION

DEVELOPMENT OF
HEALTH PERSONNEL

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluation and
planning material regarding health and
sanitation technical aid aspects of the foreign
aid program, correspondence, reports, and
planning material relating to multilateral funding
of Health and Sanitation programs and projects
in host countries, including program purposes
and concept and decision or conditions affecting
the course of its conduct.

Correspondence, reports, and evaluation

and planning material regarding health and
sanitation training of nationals of cooperating
countries; administration and operation of
medical, nursing, and health schools in
cooperating countries.

Case file by name of school as needed.



HLS 2

HLS 3

HLS 4

HLS 5

HLS 6

FILE
CLASSIFICATION

DISEASES

HEALTH EDUCATION

HEALTH FACILITIES

NURSING

NUTRITION

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative and
planning material regarding the detection,
spread, and treatment of diseases and chronic
health conditions in cooperating countries.
Includes emergency medical activities; medical
uses of atomic energy and drugs; and research
into diagnosis, control, treatment, and
eradication of diseases, including drug
addiction.

Correspondence, reports, and evaluative and
planning material regarding activities for
promotion of modern sanitation and disease
prevention and control practices among
populations of cooperating countries.

Correspondence, reports, and evaluative and
planning material regarding health centers,
hospitals, clinics, laboratories, pharmacies,
dispensaries, and mobile units in cooperating
countries.

Correspondence, reports,and evaluative and
planning material regarding the quality and
adequacy of nursing services in cooperating
countries.

Correspondence, reports, and evaluative and
planning material regarding nutrition in
cooperating countries. Includes programs to
combat malnutrition, improve food, etc. File
material concerning the overall nutrition program
in this category. Use individual tertiary
breakdowns for material regarding specific
phases of the program.



FILE
CLASSIFICATION

HLS 7 SANITATION

HLS 8 RESEARCH

HLS 9 POPULATION AND FAMILY
PLANNING

DESCRIPTION OF RECORDS

Correspondence, reports,and evaluative and
planning material regarding all aspects of
environmental sanitation, sanitary engineering,
and inspection activities. Use tertiary
breakdowns for specific areas such as: design,
construction, and engineering management of
rural and urban community water supply
systems, including water pollution and
purification.

Industrial hygiene conditions in cooperating
countries, and programs for their improvement.

Control of insects and rodents that affect heath
conditions in cooperating countries.
Correspondence, reports, and evaluative
material regarding health and sanitation
research that cannot be filed under another
breakdown in this outline.

Includes periodic summaries of basic vital
statistics used to support or verify findings
relative to health and sanitation research in
cooperating countries.

Correspondence, reports, and evaluative
material regarding birth control and family
planning as means of coping with too rapid
population growth, and related demographic
studies.

Case file by area of activity as volume warrants.



IND

IND 1

IND 2

IND 3

INDUSTRIAL DEVELOPMENT

Instructions

This category groups together material regarding industrial conditions in cooperating
countries; their potential for development; technical and managerial aspects of industrial
development; procedures, policy, and methods of implementing industrial programs and

projects.

FILE
CLASSIFICATION

INDUSTRIAL DEVELOPMENT

AERIAL PHOTOGRAPHY
AND MAPPING

COOPERATIVES AND
CREDIT

ENGINEERING

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative and
planning material regarding industrial technical
aid aspects of the foreign aid program, including
program purpose and concept, and decisions or
conditions affecting the course of its conduct.
Includes mechanization of industries in
cooperating countries.

Correspondence, reports, and evaluative
and planning material regarding map making
and related ground and aerial surveys.

Correspondence, reports, and evaluative

and planning material regarding developement
of cooperatives and credit in cooperating
countries. Includes industrial development
banks and cottage industries.

Correspondence, reports, and evaluative and
planning material regarding architecture, and
engineering development programs in
cooperating countries, which are not classifiable
under other outlines.



IND 4

IND 4

IND 5

IND 6

IND 7

FILE
CLASSIFICATION

INDUSTRIAL MANAGEMENT
AND CONTROLS

INDUSTRIAL MANAGEMENT
AND CONTROLS (Cont)

MANUFACTURING AND
PROCESSING

MARKETING AND
DISTRIBUTION

MINING

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative

and planning material regarding methods of
establishing ownership, management practices,
business ethics, corruption, profit-sharing,
business failures, bankruptcy, etc. Includes
government ownership or control of business
and industry and the expropriation or
confiscation of national or foreign-owned
industry or property and restitution or
compensation by the takeover government.

Subdivide by type of industry or by name
of company if volume warrants.

Correspondence, reports, and evaluative

and planning material regarding manufacture of
electrical equipment, forest products, meat
processing, manufacture of textiles, milling,
machinery reproduction and fabrication of
metals. Includes fertilizer production and
supply. Arrange alphabetically by type of
industry where volume warrants.

Material covering trade fairs and

marketing and distribution of processed dairy
products, agricultural and forest products, in
cooperating countries. Includes export
promotion.

Correspondence, reports, and evaluative and
planning material regarding ore exploration,
development, refining, and smelting; and oil
exploration, extracting, and refining in
cooperating countries. Case file by type of
industry if volume warrants.



IND 8

IND 9

IND 10

IND 11

IND 12

IND 13

IND 14

FILE
CLASSIFICATION

NUCLEAR ENERGY

POWER

PRODUCTIVITY

RESEARCH

SERVICE INDUSTRIES

TELECOMMUNICATIONS

ENERGY DEVELOPMENT
AND PRODUCTION

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative and
planning material regarding the use of
nuclear energy for industrial purposes in
cooperating countries.

Correspondence, reports, and evaluative and
planning material regarding developmentand
planning for power production, distribution,
operation, and management in cooperating
countries. Include utilities.

Technical information on industrial
productivity, including statistics, indices, and
measurements, and concepts and
techniques.

Communications regarding A.1.D. policy,
procedures, and operational guidelines for
industrial research. Limited to activities not
classifiable under other secondary or tertiary
subdivisions of this outline. Includes
industrial standards.

Correspondence, reports, and evaluative and
planning material regarding service industries
in  cooperating countries. Includes
maintenance and repair industries;
development and economic growth of tourism
as an industry; and warehousing and storage
facilities. Case file by type of industry if
volume warrants.

Correspondence, reports, and evaluative and
planning material regarding
telecommunications programs in cooperating
countries. Includes radio, telephone, and
telegraph.

Correspondence, reports, and evaluative
and planning material regarding the specific
development of various types of energy;



facilities used to produce energy for industrial
and domestic consumption; construction,
availability, and utilization of facilities; energy
producing programs.



INF

INF 1

INF 2

INF 3

INFORMATION AND MASS COMMUNICATIONS

Instructions

Material regarding dissemination of information on Agency operations; liaison with news
media; arrangement of speaking engagements; clearance of speeches and articles for
publication; preparation of periodic reports to the Congress; and dissemination of
important news developments to Agency officials. Includes material regarding the
application of audiovisual and other mass-communication techniques in support of Agency
technical assistance programs, both in the development of technical publications and
other training materials, and of media for mass communications in cooperating countries.

FILE
CLASSIFICATION

INFORMATION AND MASS
COMMUNICATIONS

AUDIOVISUAL MATERIAL

BRIEFING MATERIAL

COMMUNICATIONS
RESOURCES CENTERS

DESCRIPTION OF RECORDS

Material reflecting A.1.D. information
policy in the United States and in cooperating
countries.

Material regarding techniques of production,
utilization of available indigenous material,
analysis of effectiveness of various media;
design of emblems and letterheads; exhibits
displayed publicly to explain or promote A.1.D.
objectives; publicity activities of A.l.D.; and
production and use of films.

Case file where volume warrants.

Correspondence brief files prepared for the
Administrator and/or Assistant
Administrators; general briefing material
prepared by overseas offices; reference files
maintained by press officers.

Information services project case files
of Communications Resources Centers.



INF 4

INF 5

INF 5

INF 6

INF 7

FILE
CLASSIFICATION

INQUIRIES, TRANSMITTALS
ACKNOWLEDGEMENTS

PRESS, RADIO,
AND TELEVISION

PRESS, RADIO,
AND TELEVISION

PUBLIC INFORMATION
PROGRAMS

PUBLICATIONS

DESCRIPTION OF RECORDS

Acknowledgements, requests for and
transmittals of publications, photographs,
literature, etc., either within A.1.D. or to/from
the public.

Correspondence and reports documenting
the use of press, radio, and television in
support of Agency programs in cooperating
countries, and in disseminating information
about the program to the public.

Transcripts of press conferences held by
major Agency officials.

Case files of clippings of feature stories on
A.1.D. programs or personalities.

Home town news story releases on Agency
personnel.

Papers which document the establishment

and conduct of programs to disseminate
information to the populace of other
countries, and such programs as Freedom Of
Information, and Privacy Act; all
correspondence, reports, policy, and other
data relating to the above.

Papers documenting development,
clearance, and control of Agency information
publications for general public consumption;
programs to provide books and other
publications to developing countries and to
assist in developing and expanding local
writing, printing, publishing, and distribution
capabilities and resources.



INF 8

FILE
CLASSIFICATION

SPECIAL EVENTS

DESCRIPTION OF RECORDS

Coverage of ceremonies, anniversaries,
awards, and official social affairs, which
involve the Administrator or high A.I.D.
officials, or include officials or guests from
foreign countries.

Speeches on the subject of foreign aid made
by A.LLD. officials to foreign or U.S.
audiences.



LEG

LEG1

LEG 2

LEGISLATIVE AND LEGAL

Instructions

Use this category for material regarding legislation of interest to the Agency; legal
opinions, and determinations made pursuant to such legislation; relations with the
Congress and its Committees, and Congressional hearings and investigations relating to
Agency activities; economic and technical assistance agreements with cooperating
countries, and agreements with participating agencies; executive orders; and similar

subjects of legal nature.

FILE
CLASSIFICATION

LEGISLATIVE AND LEGAL

AGREEMENTS

CONGRESSIONAL
RELATIONS

DESCRIPTION OF RECORDS

Material regarding the basic organization and
responsibilities of legislative and legal advisory
service to the Agency.

Material regarding procedures, objectives, and
conditions for entering of agreements between
A.1.D. and other parties, including agreements
negotiated and administered by overseas
posts.

Case file agreements between United States
and cooperating countries, representing the
basis for Agency development assistance
programs.

General material regarding Congressional
liaison activities, including correspondence
with the Congress, both Committees and
individual members, involving statements of
policy and explanation of policy decisions,
administrative action, and special research and
compilation.



LEG 2

LEG 3

LEG 4

LEGS

LEG 6

LEG 7

FILE
CLASSIFICATION

CONGRESSIONAL
RELATIONS (Cont)

(RESERVED)

DETERMINATIONS

EXECUTIVE ORDERS

FOREIGN ASSISTANCE
ACT

LEGAL OPINIONS
AND DECISIONS

DESCRIPTION OF RECORDS

Correspondence with individual
Congressmen is filed in accordance with the
subject content of the communi- cations, and
cross-referenced to case files arranged
alphabetically by nhame of Congressman.

General correspondence regarding evaluation
of specific program proposals as required by
the Agency, enabling appropriations and other
legislative acts, and decisions that their
implementation is consistent with criteria
established in such legislation.

Case file formal Determinations and supporting
papers. Executive Orders (signed by the
President of the United States) which affect
A.I.D. program or administrative operations and
responsibilities, maintained by the Office of
General Counsel.

Proposal, presentation, and analysis of
legislation (and amendments thereto)
establishing or affecting the foreign assistance
program, A.l.D., and the policy guidelines
under which it operates. Includes exhibits and
supplementary documentation which supports
legislative proposals.

Files of requests by A.I.D. offices for

legal opinions on laws and Executive Orders,
and replies to such requests by the General
Counsel or Regional Counsels. File individual
requests and opinions in accordance with
subject content.



LEG 8

LEG 9

LEG 10

FILE
CLASSIFICATION

LEGAL SEALS

LEGISLATION, U.S.
(Other than Agency)

PATENTS

DESCRIPTION OF RECORDS

One example of each authorized legal seal or
other device used in A.1.D./W, or overseas posts
for identifying legally certified papers.

Legislative review files containing copies

of bills and laws, draft proposals and staff
comments on proposed, existing, or revised
legislation. Where volume warrants, case file
papers regarding a specific law and arrange
alphabetically by title of law, or numerically.

Material regarding trademarks, trade names,
copyrights, etc., and the infringement or violation
of rights, book privacy, etc., not made a part of
claim files. Subdivide by type if volume
warrants.



LOANS, GUARANTIES, AND PRIVATE ENTERPRISE
Instructions
This category is designed for material regarding the financing of development
assistance programs through loans and private invest- ment, and the Agency's

investment guaranty program.

FILE
CLASSIFICATION DESCRIPTION OF RECORDS

LGP LOANS, GUARANTIES, Material regarding concepts, objectives,
AND PRIVATE and explanation of policies in Agency's
ENTERPRISE loan, investment guaranty, or promotion of
private enterprise programs.

LGP 1 INVESTMENT General correspondence regarding
GUARANTIES investment guaranties, including material
regarding both extended and specific risk
coverage, and investment guaranty ceiling.

Procedures and guidelines governing the
negotiation and approval of investment
guaranty agreements with other countries.

Case file country agreements files.

Case file individual investment guaranty
contracts and arrange alphabetically by name
of contractor, or by contract number, as best
suits users' needs.

LGP 2 LOANS Material documenting the concept, objectives,
and goals of the Agency loan program.

Procedures and guidelines covering
negotiation, renegotiation, financial analysis,
etc., of loan agreements, including standard
language development for use in loan
agreements.

Case file by type of loan when volume
warrants.






LGP 3

FILE
CLASSIFICATION

PRIVATE ENTERPRISE

DESCRIPTION OF RECORDS

Material documenting the concept, proposals,
and implementation of Agency activities
designed to enlist nongovern- mental resources
into economic development activities in
cooperating countries. Includes U.S. investment
incentives; studies of the development potential
of geographic area; and analyses of laws,
regulations, and attitudes in cooperating
countries which affect the prospects of attracting
private capital to those countries including such
specifics as tax exemptions and other
incentives.



OCM

ORGANIZATIONS, COMMITTEES, AND MEETINGS

Instructions

Use for material which cannot be filed under a specific subject in any other outline in this
Handbook. Folder labels must clearly indicate the technical area involved (e.g.,
OCM--Family Planning FY XX) or the specific organization, committee, or meeting
documented (e.g., OCM-- President's Committee on Population Growth, FY XX).

FILE
CLASSIFICATION DESCRIPTION OF RECORDS
ORGANIZATIONS, Substantive A.l.D.-related material
COMMITTEES AND prepared by, for, or about organizations,
MEETINGS committees or meetings in which A.l.D.is

involved or which are involved in A.l.D.
programs.



PER

PER 1

PER 2

PERSONNEL

Instructions

This category covers all phases of personnel administration, including position
classification and standards; recruitment, appointment, placement and separation of
employees; employee-management relations and necessary personnel services;
orientation and training of employees; evaluation, promotion and incentive programs; and

conditions of employment.

Separate files may be maintained for material regarding local and third country national
employees, using any portion of this category, by inserting the letters "LOC" or "TCN" after
"PER" in the code, as appropriate. For example: salary scales for American employees
are classified PER 3; for local employees, PER LOC 3; and for third country national

employees, PER TCN 3.

FILE
CLASSIFICATION

PERSONNEL

ATTENDANCE AND
LEAVE

AWARDS AND
INCENTIVES

DESCRIPTION OF RECORDS

Material regarding the administration and
operation of personnel functions in A.1.D. offices,
not otherwise provided for in this schedule.

General material regarding attendance and
leave, including annual, home, military, court, and
sick leave, extended hours and compensatory
time procedures; and tours of duty and temporary
duty (TDY).

Criteria, activities, and procedures

governing the recognition of superior
performance, length of service, creative effort,
etc.; papers regarding determination of eligibility,
selection, and ceremonies for various honor
awards. Includes letters of commendation,
Agency meritorious service citation, distinguished
public service, and Presidential awards.



PER3

PER 4

PER 5

PER 6

PER 7

FILE
CLASSIFICATION

COMPENSATION

CONDUCT AND
DISCIPLINE

DEPENDENT
EDUCATION

DIPLOMATIC RANK
AND TITLE

EMPLOYEE
MANAGEMENT
RELATIONS

DESCRIPTION OF RECORDS

Regulatory and procedural papers covering salary
and wage scales, overtime, night and holiday pay,

periodic and longevity step increases, and related

correspondence.

Allotment of pay, U.S. savings bonds;
Government life, and hospital and medical
insurance; withholding taxes; and final salary
clearances.

Regulations, procedures, and general

material on conflict of interest, insubord- ination,
prohibited political activity, sale or barter of
personal property abroad, local -currency
transactions of employees, acceptance of gifts or
decorations, legal offenses of employees, etc.;
and related disciplinary action such as official
reprimand and suspension.

Material regarding assistance to schools
organized at overseas posts for the educa- tion of
dependents of employees; education allowances
and educational travel.

Material regarding policy on privileges
and immunities extended to Agency employees
by cooperating country governments.

Material regarding employee unions and

similar organizations, and their activities;
consultation with employees by management on
personnel and other management matters; and
handling grievances and appeals. File specific
types of grievances and appeals under
appropriate subject in outline.



PER 8

PER 9

FILE
CLASSIFICATION

EMPLOYEE SERVICES

EMPLOYMENT

DESCRIPTION OF RECORDS

Material regarding activities of, or services to,
employees. Includes commissaries, post
exchanges (PX), and similar facilities; charitable
civic and other similar contributory efforts and
annual drives; and employee welfare
organizations, such as recreation associations
and credit unions.

Material regarding initial appointment,
reinstatement, preemployment after break in
service, or conversion, without break in service,
between Civil Service and Foreign Service rolls;
and employment of retired annuitants.

Includes administration of personal services
contract employees; policy and procedures to
insure against discrimination in employment on
basis of race, sex, creed, national origin, etc.,
and the detail of employees within the Agency,
between the Agency and other Government
agencies and international organizations;
transfer, promotion, rotation and assignment of
employees; exercise of reemployment rights;
assignment system procedures; and nomination
of employees to Foreign Service posts.

When volume warrants, establish case files for
type of appointment (e.g., competitive service,
excepted service, executive appointment,
Foreign Service, Presidential appointment,
resident staff, and temporary appointments).



PER 10

PER 11

PER 12

PER 13

FILE
CLASSIFICATION

EVALUATION

HEALTH

INSURANCE

ORIENTATION
AND TRAINING

DESCRIPTION OF RECORDS

Guidelines and standards, with related
background and comment, used in appraisal and
evaluation of classes of A.l.D. employees for
promotion. Includes probationary ratings,
performance measurement and ratings,
completion of assignment reporting and related
appeal procedures.

Material regarding preemployment and other
medical examinations, medical clearances and
waivers; immunization and treatment of foreign
service employees and dependents (including
care in U.S. Government operated hospital); first
aid and other health room services; medical
evacuation of foreign service employees.

Policy and procedural material on employee
insurance, including special issuances regarding
coverage, terms, eligibility, or conditions related to
any kind of employee insurance recognized or
administered by the Agency.

Material documenting the concept and

detailed content of employee development
programs, including description of courses,
sponsors, sample schedule of classes, classroom
work, conferences, workshops, supervised
practice, etc., by this Agency or other agencies or
educational institutions, etc. When volume
warrants, case file and arrange alphabetically by
type of training program or name of training
agency or institution.



PER 14

PER 15

PER 16

PER 17

PER 18

PER 19

FILE
CLASSIFICATION

PERSONAL STATUS

POSITION
CLASSIFICATION

RETIREMENT

SECURITY

SEPARATION

STAFFING

DESCRIPTION OF RECORDS

General material concerning Agency policies
and procedures relative to the personal status
(as opposed to employment status) of
employees. Include such items as biographic
data on marriage, divorce, name change and
dependency status, present position or
assignment, etc.

General material regarding administration,
CSC decisions affecting classification work,
classification standards problems, activity
reports, and general memoranda. Includes
procedures for appeals to AID/W and Civil
Service Commission.

Material regarding personnel retirement,
including correspondence between personnel
offices and FS employees on routine inquiries
and assistance regarding retirement.

Correspondence files regarding administration
and operation of routine personnel security
matters, including investigation and clearance
procedures covering loyalty, security and
suitability of Agency employees and their
dependents; and applicants for employment.
Includes fingerprinting and ID cards.

General correspondence regarding Agency
policy and procedures covering employee
resignation, separation for cause (removal),
death, and departure under special legislative
and other authorities, such as Selection-Out;
and reduction-in- force (RIF).

General material regarding authorized staffing
levels and personnel strength.



PROCUREMENT AND CONTRACTING

Instructions

This category covers policy, procedures, regulations, and operations regarding
procurement of commodities, services, and supplies for Agency assistance programs and
for administrative needs.

FILE
CLASSIFICATION DESCRIPTION OF RECORDS

PRC PROCUREMENT AND Correspondence, reports, and evaluative
CONTRACTING and planning material regarding the development
of procurement standards, policies, and
procedures.

PRC1 AUTHORIZATION General correspondence regarding authorizations.
Agreements and related papers reflecting
procurement relationships with other U.S.
Government agencies.

Includes procurement authorization control;
designation of private or public agencies to
implement procurement transactions and special
procedures governing purchasing activities of
each; and procedures for preparation and use of
procurement documents such as procurement
authorizations, project implementation orders,
and purchase orders.

PRC 2 COMMODITIES General correspondence and memoranda
regarding designation of commodities by code,
and use of or adjustment to codes. Commaodity
procurement controls.

Arrival accounting, damage and shortage
procedures; commodity import processing.



FILE
CLASSIFICATION

PRC 3 CONTRACTS (Cont'd)

PRC 3

PRC 4

PRC 5

PRC 6

PRC 7

CONTRACTS

DOCUMENTATION

INSURANCE

MARKING
REQUIREMENTS

SHIPPING
SERVICE

DESCRIPTION OF RECORDS

Source limitations in commodity procure-
ment, including "buy American" policy; and
ownership of commodities financed under
A.l.D. programs.

Policy and procedural material governing
contracts. Includes standard provisions
established for inclusion in all con- tracts;
responsibilities of contract representatives;
preparation of invit- ation to bid, and assuring
availability to all bidders; lists of acceptable
bidders and routine inquiries and requests for
placement on bid lists; background,
capabilities, and eligibility of contractors;
contract negotiation and award.

Case file papers regarding awarding of specific
contracts.

General material regarding papers required to
fully document procurement transactions.

Material regarding insurance financed under
Agency procurement programs, including
general average contributions.

Correspondence regarding design of
emblems, labels, and symbols used to
publicize and identify Agency activities.
Waivers of marking requirements, not
otherwise case filed.

Correspondence, reports, and evaluative

and planning material regarding procedures,
policies, and operations associated with the
transportation of commodities financed under
Agency programs.



FILE
CLASSIFICATION

PRC 7 SHIPPING
SERVICE (Cont)

PRC 8 TRIANGULAR
TRANSACTIONS

PRC 9 U.S. GOVERNMENT-
OWNED PROPERTY

PRC 10 PRIVATELY DONATED
PROPERTY

DESCRIPTION OF RECORDS

File material regarding a specific

commodity transaction, with other papers
documenting the transaction, and arrange by
commodity document number.

Papers documenting background, origin,
procedures, and policies of triangular trade
program.

Policies, procedures, and criteria for
acquiring and using U.S. Government-owned
excess property in Agency programs.

Agreements with cooperating countries,
international organizations, and nonprofit relief
agencies for utilization of domestic excess

property.

Case files concerning acquisition by host
countries and voluntary agencies.

General material on property privately
donated for use in development assistance
programs. Includes Agency conditions of
acceptance.



PRM

PRM 1

PROGRAM DEVELOPMENT, EVALUATION, AND RESEARCH

Instructions

This category concerns the substantive development of Agency programs, as
distinguished from financial planning and management of program activities associated
with formulation and administration of the Agency budget. It includes policy and
procedural guidelines which provide the basis for detailed program planning; criteria for
selection of the type of assistance most appropriate to the needs of a cooperating country
or area; research into new techniques for economic and social development; evaluation
of program effectiveness; and information on assistance programs in developing nations
by other countries, other U.S. Government agencies, and international organization.

EXCEPT: Project Files. Establish a case file to provide complete documentation for
each project and arrange as prescribed in Chapter 5 of this handbook.

FILE
CLASSIFICATION DESCRIPTION OF RECORDS

PROGRAM DEVELOPMENT,  Correspondence, reports, and evaluative

EVALUATION, AND and planning material regarding program

RESEARCH feasibility, development and approval, not filed in
individual project files.

COUNTRY ACTIVITIES Policy, procedural, and guidance material
governing the development of AID programs for
cooperating countries, and schedules of
submission. Includes correspondence between
AID/W and overseas offices regarding formulation
and coordination of technical aid programs in
underdeveloped countries; analysis of problems
in identifiable regions within cooperating
countries, and proposals for program activities;
country program assistance plans; Country
Assistance Strategy Statement (CASS);
Long-range Assistance Strategy Statement
(LASS); planning documents; project, sector or
goal plans. Case file by country or activity as
volume warrants.



PRM 2

PRM 3

PRM 4

FILE
CLASSIFICATION

INTER-REGIONAL

REGIONAL
ACTIVITIES

PROGRAM EVALUATION

DESCRIPTION OF RECORDS

Correspondence and memoranda relating to
formulation and coordination of technical aid
programs in designated geographic regions which
have broader geographic scope than is
encompassed by established regional concepts.
Includes statements of purpose, scope, and
objectives of inter-regional technical aid activities;
requests and approval of substantive program
activities, applicable to interregional programs
and statements of organization and technical
application as related to interregional activities.

Correspondence relating to general

program and backstopping activity extending
beyond the geographic limits of a given country,
but within regional boundaries established by the
Agency (Africa, Asia, Latin America). Includes
formal statements of purpose, scope, and
objectives of regionally administered technical aid
activities; regional program plans, appraisals, and
evaluative documents; and project, sector, or goal
plans.

General material regarding policies and
procedures for review and assessment of
methods of providing assistance and appraisal of
effectiveness of Agency programs.

Case file individual evaluations.



FILE
CLASSIFICATION

PRM 5 PROGRAM METHODS

PRM 6 PROGRAM RESEARCH

PRM 7 OTHER ASSISTANCE
PROGRAMS

DESCRIPTION OF RECORDS

General material regarding methodology and
types of programs; criteria for deter- mining the
method of financing and the administration of
capital assistance projects; policy and
procedural material regarding selection of
program assistance as an Agency method of
providing nonproject assistance and selection of
technical assistance as a method of program
implementation.

Correspondence regarding overall activities in
the exploration of new methods of program
implementation. File material documenting
individual research projects under appropriate
subject.

Correspondence, memoranda, minutes of
meetings, studies, and position
papers regarding A.I.D. participation
or interest in reviewing programs and
coordinating Agency and U.S.
position before international
organizations and cooperating
committees. Includes arrangements
and conditions for consortium
agreements or multilateral financing
of foreign aid activities; foreign
assistance and A.l.D. liaison with
such organi- zations; programs of UN
and its affiliated organizations;
foreign assistance activities of other
U.S. Government agencies, and
other nations; student exchange and
U.S. Exchange programs;
Grants-in-Kind and Grants-in-Aid files
and related papers; and background
information on overseas activities of
foundations, educational institutions,
nonprofit voluntary agencies, etc.



FILE
CLASSIFICATION DESCRIPTION OF RECORDS

PRM 7 OTHER ASSISTANCE Case file by name of organization or
PROGRAMS country as need and volume dictate.



PUBLIC ADMINISTRATION
Instructions

Use for papers on public administration, including Agency policy, procedures and methods
of implementing and coordinating public administration programs in cooperating countries.

FILE
CLASSIFICATION DESCRIPTION OF RECORDS
PUB PUBLIC Correspondence, reports, and evaluative
ADMINISTRATION and planning material regarding public
administration technical aid aspects of the foreign
aid program, including program purpose and
concept and decisions or conditions affecting the
course of its conduct.
PUB 1 ADMINISTRATIVE Correspondence reports, and evaluative
SERVICES and planning material regarding office
management; paperwork management
assistance to cooperating country governments
and assistance in supply management.
PUB 2 BUDGETING AND Correspondence, reports, and evaluative
FINANCE and planning material regarding promotion of

budget and finance management programs;
better accounting and audit operations;
administration and management of cooper- ating
country government banking, currency and credit
activities, bank examination systems, monetary
reform, currency control and stabili- zation,
development plans and overall economic policies;
and procedures for budget formulation and
administration.



PUB 3

PUB 4

PUB 5

PUB 6

PUB 7

PUB 8

FILE
CLASSIFICATION

GOVERNMENT
ORGANIZATION AND
FUNCTIONS

(Reserved)

PUBLIC PERSONNEL
ADMINISTRATION

(Reserved)

SCHOOLS OF PUBLIC
ADMINISTRATION

STATISTICAL
METHODS AND
ACTIVITIES statistical

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative

and planning material regarding programs

for improved function and organization of the
executive branches of cooperating country
governments, including ministries, agencies,
government corporations, central/ provincial/local
government relations; judicial branches; and the
legislative branch.

Papers regarding programs for the

improvement of public personnel admin- istration
in cooperating countries, including recruitment
and testing, class- fification, pay, personnel
legislation, and civil service training and activities.

Papers regarding programs for the

improvement or establishment of schools of
public administration, and institutes and schools
of business administration, in cooperating
countries.

Papers regarding programs for the
improvement of cooperating countries'

methods and activities, including strengthening of

organization and procedures for collection, analysis, and publication of

statistical data.



SCIENCE AND TECHNOLOGY

Instructions

Use this category for material concerning science and technology programs, technical
assistance activities employing applied science and engineering methodologies to
advance economic and social development; assistance to host countries in acquiring
modern technologies, capabilities, and expertise; host country science and technology
policy, programs, and operations.

FILE
CLASSIFICATION DESCRIPTION OF RECORDS

SCT GENERAL POLICY, Correspondence, memoranda, reports, and

PLANS, AND PROGRAMS studies regarding the formulation and approval of
the scientific and technology programs and their
coordination with the other A.I.D. programs.

SCT1 NARRATIVE AND General science and technology reports and
STATISTICAL REPORTS statistical documents not filed under more

specific subject headings. Includes annual
narrative and statistical reports.

SCT 2 ORGANIZATIONS, General organizational items not filed
COMMITTEES, AND under more specific file subjects. Includes
MEETINGS agenda and minutes of A.I.D./S&T staff meetings.

Subdivide by name of organi- zation or committee
(e.g., White House Advisor, National Bureau of
Standards, World Bank, etc.).

SCT3 RESEARCH General correspondence, evaluative material, and

other data on research centers and laboratories.

Case file scientific and technical research reports
and related data.



SCT 4

SCT5

SCT6

SCT7

SCT 8

SCT9

SCT 10

SCT11

FILE
CLASSIFICATION

SCIENCE AND
ENGINEERING

NATIONAL SCIENCE
POLICY

SCIENTIFIC AND
TECHNICAL
INFORMATION

TECHNOLOGY
TRANSFER

NATURAL RESOURCES

MARINE SCIENCE

AND FISHERIES

FORESTRY

PUBLIC WORKS
TECHNOLOGY

DESCRIPTION OF RECORDS

General correspondence and routine
evaluative and administrative material for policy,
plans, and programs on science and engineering.

General correspondence relating to host
country policy, plans, and programs for science
and technology utilization for country
development.

Material regarding cooperating country
requirements for scientific information,

data, reports, publications, information exchange;
acquisition, processing and use of technical
information, facilities and skills.

Material on assistance to cooperating

countries in adopting modern technologies, which
cannot be filed under a specific technical
assistance category.

Correspondence and memoranda of a general
nature on natural resources in cooperating
countries.

Correspondence, memoranda, reports, studies,
and other data on marine science and fisheries
policies, plans, and programs.

Correspondence, memoranda, reports, studies
and other data on host country programs for more
effective management and use of forestry
resources.

Correspondence, memoranda, reports, studies
and other data on assistance in reducing building
and construction materials.



SCT 12

SCT 13

SCT 14

SCT 15

SCT 16

SCT 17

SCT 18

FILE
CLASSIFICATION

HOUSING TECHNOLOGY

COMPUTER
TECHNOLOGY

COMMUNICATIONS
TECHNOLOGY

TRANSPORTATION
TECHNOLOGY

INDUSTRIAL
TECHNOLOGY

REMOTE SENSING

ENVIRONMENT

DESCRIPTION OF RECORDS

Correspondence, memoranda, reports, studies
and other data on innovative approaches to
reducing costs; improving performance and
utilizing local materials and labor in the
construction of housing and related com- munity
buildings in developing countries.

Reports, correspondence, and surveys on
applications of computer technology to
cooperating country development needs,
computer data processing systems; investment,
manpower and training requirements.

Reports and studies on low-cost tele-
communications requirements; radio and
television systems; educational applications;
communications satellites.

Reports and studies of efforts of
cooperating countries to expand transportation
technology.

Correspondence and memoranda on attempts
by cooperating countries to expand industrial
base, small-scale industry, etc.

Correspondence, memoranda, reports, studies,
and other data on the Earth Resource Survey
Programs.

Correspondence, memoranda, reports, studies
and other data on control and abatement of earth,
water, and air pollution; assessing undersirable
effects of modern technologies on the
environmental safeguards. Includes papers and
documents concerning short-term and long-term
resource management as well as papers
providing information on A.l.D.'s environmental
programs and policies.



FILE
CLASSIFICATION

SCT 19 EDUCATION AND
UNIVERSITY
ORIENTATION

SCT 20 ENERGY

SCT 21 LAWS, REGULATIONS,
AND AGREEMENTS

DESCRIPTION OF RECORDS

Studies and surveys on encouraging more
effective orientation of university,

science and engineering programs to
development needs in lesser developed countries.

Policy or procedural, planning, and guidance
material governing the development of energy
programs and projects in under- developed
countries. Includes general research and
development on geothermal, low power, nuclear,
and solar energy, as well as materials dealing
with alternative forms of energy, such as bio-gas,
bio-mass, hydro-power, and photovoltaic
technology.

Case file by individual name of project or form of
energy if volume warrants.

Reports and studies on legislative programs
on legal matters pertaining to science and
technology.



SOC

SOC1

SOC 2

SOCIAL AND INSTITUTIONAL DEVELOPMENT

Instructions

This category is designed for all material regarding the social structure and cultural
patterns of cooperating countries and activities among local populations to initiate and
implement self-help development programs. Includes background information and A.1.D.
policy, procedures and operations in implementing programs in the fields of community
development, cooperative organization and management, housing, labor affairs, and

social welfare.

FILE

CLASSIFICATION

SOCIAL AND
INSTITUTIONAL
DEVELOPMENT

COMMUNITY
DEVELOPMENT

COOPERATIVES

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative and
planning material regarding social and
institutional development technical aid aspects of
the Foreign Service program, including program
purpose and concept, and decisions or conditions
affecting the course of its conduct.

Correspondence, reports, and evaluative and
planning material regarding Agency programs for
raising living standards and promoting political
stability at the community or village level, and
involving participation of local populations in
planning and implementing self-help
undertakings. Includes: financial markets,
alternative strategies, and methodologies.

Correspondence, reports, and evaluative and
planning material regarding development and
promotion of cooperatives. Material regarding
specific cooperative organizations may be
case-filed and arranged alphabetically by name of
organization if volume warrants.



FILE
CLASSIFICATION

SOC 3 CULTURAL AND
SOCIALFACTORS

SOC4 HOUSING AND
URBAN DEVELOPMENT

SOC5 LABOR

DESCRIPTION OF RECORDS

Correspondence, reports and evaluative and
planning material regarding racial, tribal and caste
relationships; analyses of ethnic groups and other
sociological and anthro- pological studies.
Includes customs, manners, art, culture, and
religion.

Correspondence, reports, and evaluative and
planning material regarding housing and urban
development, housing design, facilities and
specifications; self-help housing construction and
utilization, availability and utilization of building
materials, and construction of buildings; condition
or extent of cooperative housing; housing finance,
management of savings and loan associations,
and mortgage insurance; housing and urban
development programs; village and city planning,
finance, labor markets, migration, and workers
particip- ation in development.

Correspondence, reports, and evaluative and
planning material regarding labor development.
Includes cooperating country government
attitudes and policies and makeup of labor forces;
labor information programs; industrial relations;
enforcement of labor standards; availability of
skilled and unskilled laborers; utilization of
training, projections of future require- ments, and
distribution of manpower; disability, retirement,
and unemployment insurance programs; trade
union admin- istration; techniques of collective
bargaining; union-sponsored activities.



SOC6

SOC7

SOC 8

FILE
CLASSIFICATION

SOCIAL SERVICES

WOMEN-IN-DEVELOPMENT

DISASTER ASSISTANCE

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative and
planning material regarding social services,
including maternal and child care, group work,
community service organizations, vocational
rehabilitation, and programs for relief of refugees
and migrants.

Programs and projects reflecting the role and
function of women in less developed countries.
Strategies for benefiting women; sex
disaggregated data collection; gender-specific
social soundness analysis and/or economic
analysis; programs where special efforts are
required due to cultural conditions; funding less
developed country women for training.

Concerns natural and man-made disasters on a
world-wide basis. For example, matters
concerning earthquake reconstruction, refugee
assistance, delivery of life- support goods and
services when and where needed and
enhancement of recovery by rehabilitation
programs.



TRG

TRG 1

TRG2

TRG 3

TRAINING

Instructions

This category covers Agency activities, policies, and procedures related to the training of

cooperating-country nationals,

including selection of participants, planning and

implementation of their training courses, follow-up to assure optimum utilization of training
and evaluations of the training program as a whole.

Maintain case files of participant or training projects as a separate file group, arranged
alphabetically by name of participant or by project number.

FILE
CLASSIFICATION

TRAINING

ALLOWANCES

AREA OF TRAINING

CONFERENCE
ATTENDANCE

DESCRIPTION OF RECORDS

Substantive policy, planning, program and
evaluative material documenting the development
of methods and procedures for implementation of
the participant training program.

Routine administrative and evaluative
correspondence regarding any phase of
participant training program.

Material regarding training allowances for
expenses, maintenance, books, travel,
equipment, and supplies.

Correspondence and reports relating to policy anc
procedures on third-country training and host
country training, including information and
evaluation of facilities.

Papers regarding policy on training in the United
States.

Papers regarding conferences attended by
participants in connection with training programs,
indicating number in attendance, dates, places,
and itineraries.



TRG 4

TRG 5

TRG 6

TRG 7

TRG 8

TRG 9

FILE
CLASSIFICATION

COURSES

DURATION

EVALUATION

FACILITIES

FOLLOW-UP OF
PARTICIPANTS

PROCESSING

DESCRIPTION OF RECORDS

Material describing training courses available to
participants, including prospectuses.

If volume warrants, case file by technical activity
covered by the courses.

Papers regarding length of training programs and
guidelines on desired starting and terminal dates.

Reports and studies used to evaluate
effectiveness of training methods and techniques
in specific fields of activity, country, or overall
participant training program. Case file by
individual evalua- tion study or project if volume
warrants.

Liaison and strengthening of relationships with
organizations that provide training, hospitality,
community activity, or services to participants.

Case file by individual facilities, as needed.

Correspondence and related material

regarding methods to assure continuing contact
with participants after training to develop
maximum potential of individual participants.

Policy, procedures, and guidance papers
regarding processing of individual participants.

Papers regarding policy, procedures, and
guidance in preparation and use of PIO/P's.



TRG 9

TRG 10

TRG11

TRG12

TRG 13

FILE
CLASSIFICATION

PROCESSING

TRAINING NOTICES

SELECTION

SPONSORS

TRAINING AIDS

DESCRIPTION OF RECORDS

Mission predeparture briefing, port of entry and
reception procedures, and orientation in country
of training; participant and dependent travel,
purchases, ownership and operation of
automobiles, interpreter services, insurance,
waiver of visa requirements, and handling of
illness and death cases.

Participant Training Directories, newsletters, and
other issuances prepared for use of participants,
S&T/IT, and other A.1.D. staff.

Policy and procedural papers regarding criteria for
selection of participants, including security
clearances, academic requirements, etc.

Material regarding training of cooperating- country
nationals under other than direct Agency
administration and/or financing. Includes training
arranged or administered by the Agency but
financed from other sources.

Examples of training aids developed by the
Agency, including books, translations,
audiovisual, and other training media.



TRP

TRP 1

TRP 2

TRP 3

TRP 4

TRP 5

TRANSPORTATION

Instructions

This category groups together material regarding transportation systems in cooperating
countries; existing transportation facilities or problems; technical aspects of air and
surface transportation; and procedures, policies, and methods of implementing Agency
capital and technical assistance programs in this field of activity.

FILE
CLASSIFICATION

TRANSPORTATION

AIR TRANSPORT

HIGHWAYS

INLAND WATERWAYS

PORTS AND HARBORS

RAILROADS

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative and
planning material regarding transportation
technical aid aspects of the foreign aid program,
including program purpose and concept, and
decisions or conditions affecting the course of its
conduct.

Correspondence, reports, and evaluative and
planning material regarding air transport
development; airline operation, maintenance, and
safety; and air navigation systems and
meteorological services of cooperating countries.

Correspondence, reports, and evaluative and
planning material regarding highways systems;
the adequacy and quality of highway construction
and maintenance; and motor transport systems in
cooperating countries.

Correspondence, reports, and evaluative and
planning material regarding inland waterways in
cooperating countries.

Correspondence, reports, and evaluative and
planning material regarding ports and harbors;
handling of cargo, port storage and warehousing
facilities; and dock facilities.

Correspondence, reports, and evaluative and
planning material regarding cooperating country
railroads; their construction and maintenance;
operation, and rail signal systems.






TRP 6

FILE
CLASSIFICATION

SHIP OPERATIONS

DESCRIPTION OF RECORDS

Correspondence, reports, and evaluative
and planning material regarding
operation of ships, sea navigational aids,
and maritime facilities in cooperating
countries. Includes reports of volume
carried.



TRAVEL

Instructions

Policy, procedures, operations, and regulations regarding travel of Agency, participating
agency and contract personnel and their dependents; movement of personal and
household effects of such travelers; and Congressional and other travelers whose visit is
concerned with, or of interest to, this Agency.

FILE
CLASSIFICATION DESCRIPTION OF RECORDS

TRV TRAVEL General policy and procedural material
regarding travel of Agency, participating agency,
and contract.

TRV 1 ALLOWANCES Material furnishing information and
interpretations of policy regarding monetary
allowances for travel expenses, including per
diem and mileage rates.

TRV 2 AUTHORIZATION General correspondence and reports regarding
travel authorizations (travel orders). File travel
orders of individual travelers in employees' travel
folder.

TRV 3 CARRIERS Informational and procedural material regarding
carriers, including services, rates, routes, and
schedules. Includes air, ships, bus and ralil
carriers.

TRV 4 DEPENDENTS Material regarding interpretation and explanation
of policy, procedures, and operations governing
travel of dependents, including advance home
leave travel.

TRV 5 PASSPORTS Passport files, including copies of completed
forms used for application, issuances, renewal,
etc., and related correspondence. Includes
visas.



TRV 6

TRV 7

FILE
CLASSIFICATION

EFFECTS

TRAVELERS

DESCRIPTION OF RECORDS

Material regarding transport of effects, including
interpretation or explanation of policy and
procedures. Covers packing and crating,
insurance, shipment, and storage and personal
household effects, baggage and vehicles.

Generally, material regarding effects of
individual travelers is filed in employee's travel
folder.

Name files (travel folders) consisting of
passenger transportation records pertaining to
reimbursement to indivi- duals, copies of travel
orders, per diem vouchers, travel requests, hotel
and trip reservations, and other supporting
papers regarding official travel of officers,
employees, contract personnel, and
dependents, including papers regarding
shipment of automobiles, baggage, and effects.

Arrange alphabetically by name of traveler.



ABSENCE & LEAVE ... ........
ABSENTEE VOTING .. .........

ACADEMIC REQUIREMENTS FOR
PARTICIPANTS. . ...........

ACCESS TO:
Records............

Executive privilege . ..

ACCIDENTS:

Agency employees .......

Vehicles:
Agency ...........

ACCOMMODATION EXCHANGE . ......

ACCOUNTABILITY:

Equipment & supplies .. ...

Funds.............
Property, real ........
Vehicles ...........

ACCOUNTING:
Accrual . ...........
Allotment . ..........
Cashgrants..........
Codes.............
Commodity arrival . ... ...

Cooperative service . . .. ..

Cost .............
General ledger ........
Loans.............
Obligation ..........
As a public administration
activity . . . ......
Revolving fund ........

Special programs .......

Trustfunds . .........

>

PER 1

PER 8

TRG 11

ADM 9
LEG 2

PER 11

GRS 4

FIS 10

GRS 2
FIS 2

GRS 6
GRS 2

FIS1
FIS 2
FIS 14
FIS 8
PRC 2
FIS 14
FIS9
FIS 11
FIS 14
FIS 2

PUB 2
FIS 14
FIS 14
FIS 14



ACCOUNTS:
Current............
National ...........
Payable............
Receivable ..........

ACCRUAL ACCOUNTING ......

FIS1
ECF 3
FIS 10
FIS 5

ACCRUED LIABILITIES . . .......

ACTIVITIES (use approp. subj.)
ADDRESSES:
Employee (home & next-of
Mailing . ...........

ADMINISTRATION:

-kin) .
GRS 5

Agency (use approp. subj.). . .

Hospital ........... HLS 4
Joint Administrative Offices. .
Public ............ PUB
School ............ EDU 9
ADMINISTRATIVE:
Aircraft:
Accountability ....... GRS 2
Procurement......... PRC
Audit of vouchers . .. .. .. FIS 3
Budget ............ BUD
Equipment & supplies:
Accountability ....... GRS 2
Procurement......... PRC
Inspections . . ........ ADM 7
Reports:
Periodic (general) ... .. ADM 2
Specific functions (use
approp. subj.)
Reservations of Funds . . . ..
Supplies ........... GRS 2
Support:
Accounting & audit . . ...
General policy & plans . ..
Reimbursement est. &
agreements ........ BUD

Services performed by
missions for employees

FIS1

FIS1

PER 8

ADM

ADM 6

FIS 2

FIS
ADM 6



of contractors



ADOPTIONS (by Agency employees) . . . PER 14

ADULT EDUCATION . .......... EDU 1
Labor union programs . . ... SOC5
ADVANCE HOME LEAVE TRAVEL . .. ... TRV 4
ADVANCES:
Cash ............. FIS 10
Travel ............ TRV 1
ADVERTISING:
Employee opportunities . . .. PER 9
Proposed procurement . . ... PRC 3
Trade development . ... ... IND 6
ADVICE OF ALLOTMENT ......... BUD 5
ADVICE OF CHARGE .......... FIS 2
ADVICE OF LOAN APPROVAL . ...... LGP (B)

ADVISORY ASSISTANCE:
Economic & technical
(use approp. subj.)

ADVISORY COMMITTEE ON

VOLUNTARY FOREIGN AID . . ... PRM 7;
FPC 6
AERIAL:
Mapping . ........... IND 1
Navigation systems ...... TRP 1
Photography . ......... IND 1
Surveys . ........... IND 1

AERONAUTICAL EQUIPMENT:
Civilian ........... TRP 1

AFTER HOURS ENTRY & DEPARTURE
(govt. bldgs.) ........ GRS 1

AGENCY:
Organization & functions . .. ADM 6
Relations with other agencies:



Administrative ....... ADM 6
Specific (use approp. subj.)



AGENT CASHIERS ........... FIS 10

AGENTS:
Procurement.......... PRC 1
Sales, Commissions . .....

AGREEMENTS: (use approp. subj.)
Administrative support . ...

Bilateral:
Economic & technical
assistance ........ LEG 1
Economic assistance . . . ...
Interagency . ......... LEG 1

Investment guaranty . . . . ..
Labor-management .......
Loan ............. LGP 2
Terms & Conditions . . ...
Participating agency .. ...

PL-480 Sales ......... FPC 3,5
Program ........... LEG 1
Project (ProAgs & Cooperative
service) . ........ PRM 1
Technical assistance .. ...
Trade ............. ECF 4
With other U.S. Govt. agencies.
AGRICULTURE ............. AGR
AGRICULTURAL:
BIFAD............. AGR
Colleges:

Agency contracts with. . .
In participating countries

AGRICULTURAL: (Cont'd)
Commodities & crops:

Production........
Disposal under PL 480. . .

(See SURPLUS AGRICULTURAL

COMMODITIES)
Cooperatives . . .. ...
Credit banking . . . . ..
Creditloans.......
Deforestation. . .. ...

PRC 1

LEG 1

LEG 1

LGP 1
SOC5

LGP 20
LEG 1

LEG 1

LEG 1

PRC 3
AGR 1

AGR 4, 10
FPC

AGR 3
AGR 3
AGR 3
AGR 8



Development. . ...... AGR 2
Economics. ........ AGR 2



AGRICULTURAL: (Contd)

Engineering. . ... ... AGR
Extension. ........ AGR 5
Products, distribution and
marketing:
Processed . .. ... IND 6
Unprocessed . . . .. AGR 2
Research:
Colleges. ... ... AGR 1
General . ...... AGR 11
Specific (use approp. subj.)
Resources. .. ...... AGR
Statistics . . . ... .. AGR 2
Training courses . . . . . TRG 4
Universities . . ... .. AGR 1
Use of atomic & nuclear ener. . AGR 4
Youth programs ........ AGR 5

AID:
To American sponsored schools
abroad.......... EDU 2
Economic & technical
(use approp. subj.)
Tying (restricting procurement
source to donor country) . PRC 2

AIDED SELF-HELP (use approp. subj.)

Housing............ SOC4
AlR:
Pollution & contamination:
As health problem. . . .. HLS 2
Transportaion:
Civil (systems). . . ... TRP 1
Travel (Agency-financed):
Employees. ... ... .. TRV 3
Participants . . . . . .. TRG 9
AIRCRAFT
Administrative, Agency. . . .. GRS 2
Cooperating Country . . . . .. TRP 1

AIRGRAM PREPARATION ... ...... ADM 8



AIRPORTS



ALIENS:
As Agency employees (FSL) . . .

ALLIANCE FOR PROGRESS . .......

ALLOCATIONS .. ........... BUD 5
ALLOTMENT:
Accounting .......... FIS 2
Adviceof........... BUD 5
Offunds ........... BUD 5
Of pay by employees . . . . ..
Symbols . ........... FIS 8
ALLOWANCES:
Agency employees:
Costof living . . . ...

Education (dependents) . .
Post differential. . . . .
Quarters & temp. lodging .

Representation . . . . ..

Separation........

Travel .......... TRV 1
Participants. . . ....... TRG 1

ALTERNATIVE ENERGY..........

AMERICAN-SPONSORED SCHOOLS
ABROAD. ............ EDU 2

AMERICAN STATES, ORG. OF (OAS)
(For specific programs, use
approp. subj.)

AMORTIZATION, LOANS . . .......

ANALYSIS:
Economic............ ECF 3
Editorial Opinion .. ... .. INF 5
News.............. INF 5
Price............. FIS 3

PER

PRM 7

PER 3

PER 3
PER 5
PER 3
PER 3
PER 3
PER 3

SCT 21

LGP 20

AGR 10



ANNUAL.:
Agency budget submission. . ..
Estimate of voluntary agency
requirements.......

ANNUITIES . . ............ PER 16

ANTHROPOLOGICAL STUDIES
(of ethnic groups). ... ...

ANTIBIOTICS:
Manufacture . .. ....... IND 5
Medicinal use:
Personnel Health program .
Treatment & prevention of
disease .......
Procurement.......... PRC

APO FACILITIES (Agency privilege) . .

APPEALS, PERSONNEL (procedures) . ..
Discrimination in employment. .
Performance ratings . . . . ..
Position classification . . . .
Separation actions .. ....

APPLICATIONS:

Employment .......... PER 9
Investment guaranty . . . . ..
Loan ............. LGP 2

APPOINTMENTS:
Agency employees .......

APPORTIONMENT ............ BUD 5

APPRAISALS (employees
performance) ......... PER 10

APPRENTICE TRAINING . ... .....

APPROPRIATION:
Accounting .......... FIS 2
Act ... BUD 3

Symbols . ........... FIS 8

BUD 1

FPC 6

SOC 3

PER 11

HLS 2

ADM 8
PER 7
PER 9
PER 10

PER 15
PER 18

LGP 1

PER 9

SOC5






APPROVAL.:
Country programs .......
PRM 1
Implementation approval
documents (IAD) .....

APTITUDE TESTING:
Agency employee applicants . .
In education ......... EDU
AQUACULTURE . ............ AGR 7

ARBITRATION, LABOR DISPUTES . .. ..
ARCHITECTURE (Use approp. subj.) ..

AREA(S):
Freetrade .......... ECF 4
Of training (participants) . .

ARRIVAL.:
Accounting, commodities . . . .
Travel notices:
Employees & visitors . . .
Participants . . . . . ..

ARRIVAL & DEPARTURE NOTICES:
Re individual employees
(See PER instr. A)

reporting requirements. . . . .

ASSIGNMENTS:

Personnel ........... PER 9

Space............. GRS 6

Communist bloc:
Economic.........

Economic & technical (general).
(for specific programs, use
approp. subj.)

ASYLUM POLICY:
Refugees ........... SOC 6

ATOMIC & NUCLEAR ENERGY:
Agriculturaluses . . .. ... AGR 4

BUD 4

BUD 4

PER 9

SOC5

IND 3

TRG 2

PRC 2

TRV 7
TRG 9

PER 9

PRM 7
PRM



Development.......... IND 8



ATOMIC & NUCLEAR ENERGY: (Cont'd)
Medicaluses ......... HLS 2
Power generation .......

ATTENDANCE AND LEAVE ........

ATTORNEY GENERAL (decisions &

opinions) . . ......... LEG 7
AUDIO-VISUAL.:
Centers............ INF 3
Materials . .. ........ INF 1
AUDITS:
Contract ........... FIS 3
Cooperative services and joint
funds .......... FIS 3
General Accounting Office . . .
Independent . . ........ FIS 3
Internal ........... FIS 3
Reports. ........... FIS 3
Self ............. FIS 3
Site ............. FIS 3
Voluntary Agency programs . . .
Vouchers ........... FIS 3

AUTHORITY, DELEGATIONS OF ... ...
(For specific delegations, use
approp. subj.)

AUTHORIZATION:
Agents, commodity
procurement .......
Foreign currency (FCA) . ...
Legislation (FAA) . ......

Loan ............. LGP 2
Overtime ........... PER 1
Procurement.......... PRC 1
Purchase ........... PRC 1
Signature . . ......... ADM 6
Travel ............ TRV 2
AUTOMATION:
Agency Use (general) .....
Agricultural . ........ AGR 6

Industrial .......... IND

IND 9

PER 1

FIS 3

FIS 3

ADM 6

PRC 1
PRC 1
LEG 6

ADM 1






AUTOMATION: (Cont'd)
Effects on labor. . ...
Information systems, Systems
policy and procedures, Systems
training . ........ ADM 8
Equipment management &
control, word processing .

AUTOMOTIVE VEHICLES & EQUIPMENT
(See MOTOR VEHICLES)

AVIATION:
Civil ............. TRP 1
*  Civil Education........ DEM 7
*  Civil Society ......... DEM 5
AWARDS:
Agency personnel .......
Contract ........... PRC 3

BACKGROUND PAPERS (use approp. subj.)
BAGGAGE ALLOWANCES .........

BALANCE OF PAYMENTS (U.S. &

other countries) ....... ECF 4

Restrictions to relieve U.S.
dollar flow:
Procurement source . . . .
Shipping (U.S. Flagship) .
Travel (U.S. Flagship) . .
Other (use approp. subj.)

BANKRUPTCY (business) ........

BANKS & BANKING . ..........
Agricultural credit . . . . .. AGR 3
Commercial & private . . ...
Development (Use approp.

subj.)or ........ LGP 2

Financing of Agency

SOC5

ADM 8

PER 2

TRV 6

PRC 2
PRC 7
TRV 3
IND 4
ECF1

ECF1



transactions . ... ...
Government .......... ECF1
Industrial Development . . ..
International institutions . .
Participation in Agency loan

transactions . ... ...
Public administration

Programsin .......

FIS 4

IND 2
PRM 7

LGP 2

PUB 2



BARGAINING, COLLECTIVE
Labor/Management .......
Trade union techniques in . . .

BARTER:
International trade . . . . .. ECF 4
Of personal property by
overseas personnel . . ..
Under PL-480 .........

BASE METALS . ............ IND 7

BATTLE ACT (trade
restrictions) . . ....... ECF 4

BIBLIOGRAPHIES (use approp.
subjyor........... GRS 3

BIDS ... ... .. ... PRC 3

BILATERAL AGREEMENTS:
Economic & technical
assistance . .......

BILLING . .............. FIS5

BILLS OF LADING:
Commodities, equipment &
supplies.........
Employee effects .......

BIO-GAS ............... SCT 21
BIO-MASS .............. SCT 21

BIOGRAPHIC DATA:
Agency personnel (preparation
ofy ........... PER 9
Congress (U.S.) members of ..
Participants (preparation of) .

BIRTHCONTROL ............ HLS 9

BLACK LISTS:
Procurement agents . .....

SOC5
SOC5

PER 4
FPC 7

LEG 1

PRC 4
TRV 6

LEG 2
TRG 9

PRC 1






BLACK MARKET:
Agency employee transactions .
Currency ........... ECF 4
Operations (general) . . ...

BLOC ASSISTANCE:
Economic & technical:

General .........
Specific (use approp.
subj.)
BLOCKADE:
Economic ........... ECF 4

BLOCKED CURRENCIES .........

BONDS:
Performance bid . . ... ...
Savings:
Drives.......... PER 8
Payroll deductions for . .

BOOK ALLOWANCES (participants) . ..
BOOK EXCHANGE, U.S..........
BOOKPIRACY ............. LEG 10
BOOK PROGRAM ............
BOOKS:
Country program . . . ... ..
Economicdata.........

Use in Agency program
(use approp. subj.)

BRIDGES:
Highway ............ TRP 2
Railway ............ TRP 5

BROADCASTING:
Commercial .......... IND 13
Information.......... INF 5

PER 4

ECF 3

PRM 7

ECF 4

PRC 3

FIS 12

TRG 1

PRM 7

INF 7

PRM 1
ECF 3

INF 2






BUDGET:
Agency (including gold

budget) ......... BUD
Country ............ ECF 2
Participant training
coursesin .....

Support, Cash Transfer . . ..
Support, Shared
Administrative . . . . ..

BUDGET, OFFICE OF MANAGEMENT AND
(Agency submission &

hearings) ........
BUILDING:
Guards ............ GRS 1
Maintenance & repair . . ...
Materials:
Manufacture .......
Procurement .......
Use, Availability . ...
Design, Methods . . ...
Protection .......... GRS 1
Safety ............ GRS 1
Security ........... GRS 1
Services ........... GRS 1
Space............. GRS 6
BUILDINGS, FARM .. ......... AGR 6
BUSINESS:
Activities of Agency
employees ........
Cycles ............ ECF 3
Ethics ............ IND 4
Expropriation . ... ..... IND 4
Risk guaranty . .....
General ............ IND
Restrictive Practices.. . . ..
Volunteers .......... LGP 3

BUY AMERICAN ............ PRC 2

TRG 4
PRM 5

BUD 5

BUD 2

GRS 1
IND 5
PRC 2

SOC 4
SCT 13

PER 4

LGP 1

IND 4



CABLEGRAM PREPARATION .. ... ...

CABLES:
Agency communication
(preparation) . .....

CAMPAIGNS (fund raising) ......

CANALS:
Inland waterways . ......

CANDIDATES:
Agency employment applicants. .
Participants ......... TRG 11

CAPITAL:
Assistance .......... PRM 5
Equipment (procurement) . . . .
Movements (flight of) . . ...

CARDS,ID.............. PER 17
CAREER DEVELOPMENT .........

CARGO:
Handling & storage in
ports .......... TRP 4
Shipment of Agency-financed
commodities .......

CARGOES, DISTRESSED (Agency
end-use observation) .. ...

CARRIERS:

Shipping ........... PRC 7

Travel . ........... TRV 3
CARTELS............... IND 4
CARTOGRAPHY ............. IND 1
CASH:

Advances ........... FIS 10

Awards to employees . . .. ..

(@)

ADM 8

ADM 8

PER 8

TRP 3

PER 9

PRC

ECF 4

PER 13

PRC 7

FIS 3

PER 2



Grant accounting ....... FIS 14
Transfers . .......... PRM 5



CASHIERS, AGENT . ..........
CASTE RELATIONSHIPS ... ... ...

CEILINGS:
Budget ............ BUD 5
Investment guaranties . . . ..
Personnel ........... BUD 5

CENSUS:
Reception (participant) . . ..
Refugee ............ SOC 6

CENTRAL AMERICAN COMMON
MARKET ............ ECF 4

CERTIFICATES (use approp. subj.)
Of participant achievement . .
Suppliers . .......... PRC 4
CERTIFICATION, SECTION 1311.....
CERTIFYING OFFICERS . ........
CHARGE, ADVICEOF . .........

CHARGE TRANSACTIONS, GSA
RETAIL STORE .........

CHARITIES:
Employee drives . . ... ...
Social services . ... .... SOC 6
Under PL480 .........

CHARTER OF AIRCRAFT (by Agency) . . .

CHARTS, ORGANIZATION ........
CHAUFFEURS (Agency) . ........
CHILD:

Care, social service .. ...
Feeding under PL 480 .. ...

FIS 10

SOC 3

LGP 1

TRG 9

TRG 8

FIS 2

FIS 3

FIS 2

PRC 1

PER 8

FPC 2

PRC

ADM 6

GRS 4

SOC 6

FPC 2
FPC 6






CHILDREN:
Adoption by employees . . . ..
Education of FS dependents . .

Social Services .. ...... SOC 6
CHOLERA . .............. HLS 2
CITIZENSHIP REQUIREMENTS,

PERSONNEL ........
CITY PLANNING .. .......... SOC 4
CIVIL:
Aviation ........... TRP 1
Service:
Appointments (Agency
employees) .. ...
Examinations . . .. ...
Public personnel
administration . ..
Retirement .. ... ...
CLAIMS:

Commodity insurance . . . ...

Employees:

Accident . ........
Evacuation. .......
Insurance ........
Tort. .......... FIS7

Investment guarantee .. ...
Participant insurance . . . ..

CLASS STRUCTURE . ..........

CLASSIFICATION:

Codes:

Fiscal .......... FIS 8
Records .........
Position ........... PER 15
Security ........... ADM 9

Voucher............ FIS 2

CLASSIFIED DOCUMENTS ........
Control . ........... ADM 9
Storage . ........... ADM 9

PER 14
PER 5

PER 17

PER 9
PER 9

PUB 5
PER 16
PRC 5
PER 11
FIS 7
PER 12

FIS 7
TRG 9

SOC 3

ADM 8

ADM 9



CLAY REPORT



CLEARANCE:
Correspondence ........
Final Salary ......... PER 3
Flight:
Non-military aircraft . .
Medical:
Employees ........
Participants . . . . . ..
Publications (Agency) . . . ..
Radio & TV programs (Agency) .
Security:
Employees ........
Participants . . . . . ..
Slum ............. SOC 4
Speeches (by Agency
employees) . .......
White House (of employees) . .

CLIMATE, INVESTMENT . ........

CLINICS, MEDICAL .......... HLS 4(p
Agencyuse .......... PER 11
CLIPPINGS:
General ............ INF 5

Specific (use approp. subj.)

CLOSING OF MISSIONS & OFFICES . . ..

CLOUD SEEDING .. .......... SCT9
CLUBS:
Employee ........... PER 8
Youth:

Agricultural (4-H etc.) .
Non-agricultural . . . ..

COAL & COKE MINING .........

COASTAL RESOURCES MANAGEMENT .. ..

CODE OF ETHICS (personnel) .. ...

ADM 8

TRP 1
PER 11
TRG 11
INF 7
INF 5
PER 17
TRG 11
INF 9
PER 9

LGP 3

ADM 6

AGR 5
SOC 6

IND 7

SCT 19

PER 4



CODES: (use approp. subj.)

Commodity . . ......... PRC 2

Fiscal classification . . . ..

Language (personnel aptitude
classification) .. ...

Object classification . . . . .

Occupational ......... PER 15

Records classification . . ..

CODIFICATION OF LAWS ........

COLLECTION TRANSACTIONS
(fiscal) ........... FIS5

COLLECTIVE BARGAINING (labor-
management) . .........
Trade union techniques in . . .

COLLECTIVES (see COOPERATIVES)

COLLEGE FACILITIES .........

COLLEGES:
Academic ........... EDU 6
Agricultural . ........ AGR 1
Contracts with ... ... .. RC 3
Medical ............ HLS 1
COLOMBO PLAN ............ PRM 7
COMMENDATIONS:

(use approp. subj.)

Agency employees .......

Participants ......... TRG 8
COMMERCE, FOREIGN . .........
COMMERCIAL BANKING .........

COMMINGLING OF PROGRAMS
(U.S. & Communist bloc) . . ..

COMMISSARIES:
Employee privileges (Agency) .

FIS 8

PER 13
FIS 8

ADM 8

PUB 3

SOC5
SOC5

EDU 9

PER 2

ECF 4

ECF1

PRM 7

PER 18






COMMISSIONS (use approp. subj.)

Agents ............ PRC 1
COMMITMENT, LETTER OF

(procedures) ......... FIS 4
COMMITTEES: (use approp.

subj.) ... OCM

Congressional . ........

Travel .......... TRV 7

COMMODITIES:

Manuafacturing, processing . .
Marketing & distribution . . .
Agricultural, under PL 480 . .

COMMODITY:
Assistance (as program
method) .........

Procurement:
Authorization .. ....
Bank financing . . . . ..
Documentation ... ...
Eligibility for Agency
financing . .. ...
Labeling, marking . ...
Ownership ........
Source requirements . ..
Untying source
restrictions . ...
Shipments........... PRC 7
U.S. flagship requirements

COMMON MARKETS ...........

COMMUNICATIONS:

Agency ............ ADM 8,
Congressional ......
Industry ........... IND 13
Mass ............. INF
Media, training courses . . ..
* Information Media. ...... DEM 6

Resources centers . . . .. ..
Technology .......... SCT 15

LEG 2

IND 5
IND 6
FPC

PRM 5

PRC 1
FIS 4

PRC 4
PRC 2
PRC 6
PRC 2
PRC 2
PRC 2
PRC 7

ECF 4

LEG 2

TRG 4

INF 3






COMMUNIST BLOC:
Activities (use approp. subj.)

Assistance:
Economic & technical . . .
Propaganda .......... INF 6
COMMUNITY:

Development..........
Alternative strategies . .
Financial markets . ...
Methodologies . .. ...
Training courses . . . ..

Planning ........... SOC4

Schools abroad (for dependents
of FS employees) . . ...

Water supply ......... HLS 7

COMPENSATION:
Agency personnel .......
Federal Employees Compensa-
tion Act ......
Unemployment .........
Workmen's............ SOC 5

COMPENSATORY TIME ... .......

COMPETITIVE SERVICE
APPOINTMENTS .........

COMPLETION OF ASSIGNMENT
REPORTING ...........

COMPTROLLER GENERAL DECISIONS:
General ............ LEG 7
Specific (use approp. subj.)

COMPULSORY:

CONCILIATION:
Labor-management disputes . . .

CONDEMNATION (property) . ......

PRM 7

SOC1
SOC1
SOC1
SOC1
TRG 4

PER 5

PER 3

PER 11

SOC5

PER 1

PER 9

PER 10

SCT 14

SOC5

GRS 2






CONDOLENCES:
Congress, members of .. ...

CONDUCT, EMPLOYEE ... .......

CONFEREE ACTIONS (of Congressional
appropriation committees) . . .

CONFERENCES: (use approp.

subj.) ... oLl OCM
Employee development . . ...
Mission director . ...... ADM 3
Participant attendance . . ..
Press............. INF 5

CONFISCATION (of industry or
property) . .......... IND 4
Risk guaranty . ........ LGP 1

CONFLICT:
Ofinterest.......... PER 4

CONGRESS:
Agency relations with . . . ..
Reports to:
General comprehensive . .
Specific (use approp. subj.)
Fund utilization

(Sec. 634d) . . ...
CONGRESSIONAL:
Committees .......... LEG 2
Hearings:
Appropriation legislation:
House ........
Senate .......
Authorizing legislation:
House ..........
Senate..........
Inquiries (use approp. subj.) .
Investigations ........ LEG 2
Presentation ......... BUD 3

Relations. Liaison. ... ..
Travel (Agency-financed) . ..

LEG 2

PER 4

BUD 3

PER 13

TRG 3

LEG 2

INF 7

BUD 5

BUD 3
BUD 3

LEG 6
LEG 6
LEG 2

LEG 2
TRV 7



CONSERVATION ............ SCT 19

CONSOLIDATED ADMINISTRATION
(Of State/A.1.D.JUSIA) . ...

CONSORTIUM ARRANGEMENTS:
General ............ PRM 7

CONSTITUTIONAL LAW:
Of U.S., affecting Agency . . .

CONSTRUCTION:
Airports & landing fields . . .
Dams:
Irrigation, drainage, &
reclamation . . . ..
Multipurpose . . . . . ..
Power ..........
Highways ........... TRP 2
Hospitals . . . ........ HLS 4
Housing............ SOC4
As Industry .......
Methods, materials, design ..
Ports & harbors . .. ... ..
Railroads . . ......... TRP 5
School facilities . . . .. .. EDU 9
Sewer systems .. .......
Telecommunications systems . .
Trends (as economic indicator)
Water systems . ........

CONSULAR:
Invoices ........... PRC 4

CONSULTANTS:

Employment ..........

Work of (use approp. subj.)
CONSULTATION, PERSONNEL . . .....
CONSUMER COOPERATIVES . .......

CONSUMPTION, POWER
(as economic indicator) . . . .

ADM 6

LEG 9

TRP 1

AGR 9
SCT9
IND 9

IND 12
SCT 13
TRP 4

HLS 7
IND 13
EFC 3
HLS 7

PER 9

PER 9

IND 2

ECF 3



CONTAMINATION:
Health aspect (air, food, water)

CONTINGENCY:
Fund: (Agency)
Accounting . .......
Budgeting ........

CONTINUING RESOLUTION .. ... ...
CONTRABAND ............. ECF 4

CONTRACTOR-SPONSORED
PARTICIPANT TRAINING . ....

CONTRACTORS . ............ PRC 3
CONTRACTS .. ............ PRC 3
Auditsof . . ......... FIS 3

Authorization documents . . . .
Bank financing of . . . . . ..
Bids ............. PRC 3
Employees of contractors . ..
Investment guaranty . . . . ..
Long-term supply (under

PL480) .........
Personal service .......
Selection panel . ....... PRC 3
Standard provisions . . . . ..
Technical services (Agency hire)
University .......... PRC 3

CONTRIBUTIONS:
Agency accounting:
Host country . ... ...
To other assistance

programs......
Employee ........... PER 8
CONTROL:
Birth............. HLS 9
Communications ........
Customs............ ECF 4
Directives .......... ADM 8

Diseases & epidemics .. ...
Exports & imports (other

HLS 2

FIS 14
BUD 5

BUD 5

TRG 12

PRC 1
FIS 4

PRC 3
LGP 1

FPC5
PER 9

PRC 3
PRC 3

FIS 14

FIS 14

ADM 8

HLS 2



ECF 4



Forms............. ADM 8
Pest: (insects, rodents, etc.)

Animal ..........

Crop........... AGR 4

Sanitation aspect . ...
Records............ ADM 8
Reports............ ADM 8
Trade ............. ECF 4
Weed ............. AGR 4

CONVENTIONS (use approp. subj.)

CONVERSION, CURRENCY
(see CURRENCY)

CONVERTIBILITY, CURRENCY
(see CURRENCY)

CONVERTIBLE DEBENTURES
(Agency loan provisions) ...

COOPERATION, INTERNATIONAL.:
(use approp. subj.)
Economic ........... ECF 4
Assistance programs . ..

COOPERATIVE ADVISORY
COMMITTEE ...........
COOPERATIVE SERVICES:
Accounting .......... FIS 14
Agreements .......... PRM 1
Audit, internal . .. ... .. FIS 3

Organization & functions . ..

COOPERATIVES: (use approp. subj.)

Agricultural . ........ AGR 3
Employee ........... PER 8
General ............ SOC 2
Housing............ SOC4
Industrial .......... IND 2

Labor............. SOC5

COORDINATION: (use approp. subj.)
Agency with other Federal
Agencies .........

AGR 10

HLS 7

LCP 20

PRM 7

SOC 2

ADM 6

ADM 6






COORDINATING COMMITTEE ON

DEVELOPMENT FINANCING . . . ..

COPYRIGHTS ............. LEG 10
CORRESPONDENCE
Control . ........... ADM 8
Handbooks . .......... ADM 8
Management ..........
Preparation.......... ADM 8
CORRUPTION:
Business ........... IND 4

COSTACCOUNTING . ..........
COST OF LIVING:
Allowances .......... PER 3
Index (economic indicator) . .

COST REDUCTION & MANAGEMENT
IMPROVEMENT . .........

COTTAGE INDUSTRY ..........

COUNTERFEITING:
Economic aspect . . ......

COUNTERPART FUNDS:

Accounting .......... FIS 14
Budgeting........... BUD
Uses of (use approp. subj.)
COUNTRY:
Agreements:
Economic & technical

assistance .. ...
Assistance prgram (CAP) . ...
Auditreports . . ....... FIS 3
Books............. PRM 1

Briefing books & papers . . ..
Congressional hearings:
Appropriation bills .
Authorizing bills . .
Program(s) ........
Approval ......

LGP 2

ADM 8

FIS9

ECF 3

ADM 1

IND 2

ECF1

LEG 1
PRM 1

INF 2

BUD 3, 3
LEG 6, 6
PRM 1
BUD 4



PRM 1



Guidelines .. ... ...
Implementation plans . . .
Long-Range Assistance
Strategy (LAS) ..

COURSES:
Participant training . . ...
Personnel training .. ....
School curriculum . . . .. ..

COURTLEAVE............. PER 1
CREDIT:
Agricultural . ........ AGR 3
Industrial .......... IND 2

Inquiries (agency personnel) .
Intermediate credit institutions:

Agency loan participation

Non-Agency loans . . . ..
Military, toward retirement . .
Portfolios (banking) .. ...
Sales:

Long-term dollar credits

(PL480) ......

Unions:

As cooperative banks . . .

Federal .........

Labor .......... SOC5

CRIMES: (use approp. subj.)
Agency employees .......

CRITICAL MATERIALS:
Agency procurement from .

CRITICISM, AGENCY PROGRAM:
Congressional . ........
Specific programs & policies

(use approp. subj.)

CROPS:
Diseases, pests & weeds . . . .
Pestcontrol ......... AGR 4
Production .......... AGR 4

PRM 1
PRM 1

PRM 1

TRG 4

PER 13
EDU 3

PER 8

LGP 2
LGP 2
PER 16
ECF1

FPC5

ECF1
PER 8

PER 4

PRC 9

LEG 2

AGR 4



CULTURAL:
Exchange program .......

CULTURAL ORG., U.N. EDUC.,
SCIENTIFIC & (UNESCO). . . ..

CULTURE (national) ......... SOC 3
CURRENCY:
Blocked . ........... ECF 4

CURRENCY: (Cont'd)
Counterfeit:
Economic aspect ... ..
Convertibility. Conversion . .
Guaranty against non-
convertibility . . .
Devaluation.......... ECF 4
Exchange:

Employees accommodation .

Rates ..........
Excess ............ ECF 4
Foreign:

U.S. - owned:

Accounting for . ..
Uses (use approp.
subj.)or.....
Local (see Foreign)

CURRENT ECONOMIC REPORTING
PROGRAM (CERP):
General reports . . . ... .. ECF 3
Specific (use approp. subj.)

CUSTOMS:
Administration & control of . .
Clearance:
Commodities, equipment &
supplies (Agency) . .
Household/personal effects
(employee) .. ...
Duties ............ ECF 4
Religions & social . ... ..
Unions ............ ECF 4

PRM 7

PRM 7

ECF1
ECF 4

LGP 1

FIS 10
ECF 4

FIS (FC)

PRM 5

ECF 4

PRC 2
TRV 6

SOC 3



DAC (Development Advisory

Committee) .......... PRM 7
DAIRY:
Farming............ AGR 10
Products:
Marketing & distribution:
Processed . . . ..
Unprocessed . . . .
U.S. surplus (PL 480)
DAMAGE:
Shipments:
Commodity ........
Employee effects . . . ..
DAMS:
Flood control . .. ... ... AGR 9
Irrigation .......... AGR 9
Power............. IND 9
Multipurpose ......... SCT9
DATA:
Biographic:
Books, economic . .......
Processing:
Application to:
Agency operatons ..
Industry ......
DEATH:
Employees . .......... PER 18
Participants ......... TRG 9
Statistics (population) . . . .
DEBT ............... ECF 2
DECENTRALIZATION:
Records............ ADM 8
DECISIONS:
Legal ............. LEG 7

Record of (Agency directive) .

w)

IND 6
AGR 2
FPC

PRC 2
TRV 6

ECF 3

ADM 1
IND (p.

ECF 3

ADM 8






DECLASSIFICATION & DECONTROL
(of classified material) . ..

DECORATIONS:
Agency employees .......

DEDUCTIONS:
Payroll .. .......... FIS 12
Salary ............ PER 3

DEFORESTATION ............
DEGREES, HONORARY:

Agency employee awards . . ..
DEFORESTATION ............
DELEGATIONS OF

AUTHORITY:

General ............ ADM 6

Specific (use approp. subj.)
DELIVERY PERIODS (commodities) . . .

DEMOGRAPHY ............. ECF 3

*DEMOCRACY AND GOVERANCE .. ...

*  Civic Education . ....... DEM 7

*  Civil Society ......... DEM 5

*  Election and Poitical Processes DEM 1
* Governance........... DEM 3

*  Human Rights. ......... DEM 4

* Information Media . ... ... DEM 6

* RulesofLaws......... DEM 2
DEMOTION .............. PER 9

DEOBLIGATION OF FUNDS . ... ....
DEPARTMENTS, FEDERAL
(use approp. subj.)
Organization. Agency relations

DEPARTURE NOTICES:

ADM 9

PER 4

AGR 8

PER 2

AGR 8

PRC 1

HLS 9

FIS 2

ADM 6



Reporting requirements . . ..

Routine travel messages:

Employees & visitors . . .

Participants . . .. ...

DEPENDENCY STATUS,
EMPLOYEES . ..........

PER 9

TRV 7
TRG 9

PER 14



DEPENDENTS (employees):
Education........... PER 5
Emergency evacuation . . ...

DEPENDENTS (employees): (Cont'd)

Medicalcare ......... PER 11
Passports . .......... TRV 5
Travel ............ TRV 7

DESCRIPTION,JOB ..........
DESALINATION ............ SCT9
DESERT ENCROACHMENT .........
DESERTIFICATION . .......... AGR 8
DESIGNATION, ADMINISTRATIVE . . . ..

DESIGNATION OF BENEFICIARY,
EMPLOYEE ...........

DESTRUCTION:
Equipment & supplies .. ...
Records............ ADM 8
DETAIL, EMPLOYEES ..........

DETERMINATIONS:

Legal ............. LEG 4
Policy ............ ADM 8
Presidential ......... LEG 4
Secretarial . ......... LEG 4

DEVALUATION, CURRENCY ........

DEVELOPMENT:
Banks (use approp. subj.) or. .
Career ............ PER 13
Community . . ......... SOC1
Curriculum . ......... EDU 3
Grants (programming) . ....
Housing ............ SOC4

Labor leadership .......
Loans............. LGP 2

ADM 10

PER 15

SCT 19

ADM 9

PER 14

GRS 2

PER 9

ECF 4

LGP 2

PRM

SOC5



Mineral resources . ... ... IND 7
Nuclear energy ........ IND 8
Plans (cooperating countries) . PRM 1
Uban............. SOC4



DEVELOPMENT ASSISTANCE
COMMITTEE (DAC) . .......

DEVELOPMENT LOAN
COMMITTEE (DLC) . .......

DIAGNOSIS, DISEASES . .. ... ...

DIET:
Adequacy ........... HLS 6
DIFFERENTIAL, POST
(allowance) . ......... PER 3
DIPLOMATIC:
Courtesy (to employees) . . ..
Passports . .......... TRV 5
Pouches............ ADM 8
Title &rank ......... PER 6

DIRECT-HIRE PERSONNEL . .......

DIRECTIVES:
Executive orders .......
Management ..........
Others (use approp. subj.)

DIRECTORIES, TELEPHONE .......

DISABILITY:
Employee ........... PER 11
Retirement .. ... ...
Workers insurance programs . .

DISALLOWANCES (voucher claims) . ..

DISASTER RELIEF .. ......... SOC 8
PL-480 Programs . . ... ...

DISASTERS
Drought, Man-made, Natural . .

DISBURSEMENTS . ...........

PRM 7

LGP 2

HLS 2

PER 6

PER 9

LEG 5
ADM 8

GRS 1

PER 16
SOC5

FIS 10

FPC 2,6

SOC 8

FIS 10



DISCIPLINE:
Agency employees .......

DISCRIMINATION:
Dollar ............ ECF 4
Employment (Agency) ... ...
Racial, religions, etc. . . ..
Trade ............. ECF 4

DISEASES & CONDITIONS .. ......

Crops............. AGR 4
Livestock & poultry . . . . ..

DISPATCHING (Agency vehicles) . . ..

DISPENSARIES (Medical) .......
Serving Agency employees . ..

DISPOSAL.:
Employees personal property,
overseas.........
EXxcess property:
Agency..........
Military:
Sewage .......

DISPOSITION, RECORDS ........

DISPUTES:
Labor management .......

DISTRESSED CARGOES (end-use
observations of) ....... FIS 3

DISTRIBUTION:
Communications (Agency) . . ..
Dairy products

Processed ........
Unprocessed .......
Industrial products . . . ...
Land ............. AGR 9
Mail ............. ADM 8
Power............. IND 9

Publications (Agency):
Mailing lists . .....

PER 4

PER 9
SOC 3

HLS 2,
PER 11
AGR 10
GRS 4

HLS 4
PER 11

PER 4
GRS 2
HLS 7

ADM 8

SOC5

ADM 8
IND 6

AGR 2
IND 6

GRS 5



To public ........ INF 4
Within Agency . ..... GRS 5



DISTURBANCES
Racial ............ SOC 3

DIVERSION:
Commodity shipments . . . ...

DIVORCE, EMPLOYEES .........

DOCKS: (port facilities)
Civilian ........... TRP 4

DOCUMENTS:
Classified, handling of . . . .
Obligating .......... FIS 2

DOLLAR:
Credit Sales (PL 480) . . ...
Drain............. ECF 4

DOMESTIC EXCESS PROPERTY,
U.S. GOVERNMENT OWNED
(Agency procurement of) .

DONATED PROPERTY, PRIVATELY .. ...

DONATIONS:
Employee fund raising drives .
Under PL 480 programs . . . ..

Welfare . ........... SOC 6
DOWNGRADING (of classified

material) . . ......... ADM 9
DRAIN, DOLLAR .. .......... EFC 4
DRAINAGE, LAND ........... AGR 9
DREDGING:

Inland waterways . ......
Ports & harbors . .. ... ..

DRIVES (fund-raising, etc.) . . . .. PER 8
DRIVERS LICENSES FOR:

Agency personnel overseas . . .
Agency vehicle operators . ..

PRC 7

PER 14

ADM 9

FPC5

PRC 9

PRC 10

PER 8
FPC 2,6

TRP 3
TRP 4

PER 6
GRS 4



Participants



DROUGHT, NATURAL, MAN-MADE . . ...

DRUGS:
Abuse of (Effects on health) .
Medicaluse .......... HLS 2

DUNE STABILIZATION .........

DURATION, TRAINING PROGRAMS . . ...

DUTIES (export-import) ....... ECF 4
DUTY:
Rosters............ PER 1
Toursof ........... PER 1

EARTHQUAKE RECONSTRUCTION . .. ...

EAST-WEST RELATIONS:

Trade ............. ECF 4
ECOLOGY
General ............ SCT 19
Health Aspect. ... ... .. HLS 7
ECONOMIC:
Analysis ........... ECF 3
Assistance:
Agreements . .......
Programs.........
Conditions .......... ECF
Data Books .......... ECF 3
Integration . . ........ ECF 4
Planning, public administration
aspect..........
Stabilization . ........ ECF 3

ECONOMIC COMMISSION FOR
AFRICA (ECF), UN. ......

[rm

SOC 9
SCT 19

HLS 2

SCT 19

TRG 5

SOC 8

LEG 1
PRM

PUB 2

PRM 7



ECONOMIC COMMISSION FOR ASIA
& THE FAR EAST (ECAFE), U.N.. .

ECONOMIC COMMISSION FOR
EUROPE (ECE), UNN. ......

ECONOMIC COMMISSION FOR LATIN
AMERICA (ECLA), UN. .. ...

ECONOMIC COMMISSION FOR THE
MIDDLE EAST (ECME), U.N. ...

ECONOMIC COOPERATION &
DEVELOPMENT, ORGANIZATION
FOR (OECD)........

ECONOMIC DEFENSE ADVISORY
COMMITTEE (EDAC) .......

ECONOMIC & SOCIAL COUNCIL
(ECOSOC), U.N. (use approp. subj.)

ECONOMICS:
Agricultural . ........ AGR 2
Home ............. AGR 5

ECONOMY, EFFECT OF
SMUGGLING ON .........

EDITORIAL OPINION, ANALYSIS OF . ..

EDUCATION .............. EDU
Adult............. EDU

Labor union sponsored . .

Agricultural . ........ AGR 1

Allowances, employee dependents
Courses for participants . . .

*  Civic Education ........ DEM 7
Dependents of FS employees . .
Elementary .......... EDU 4
Engineering orientation

evaluation........
Fellowships . ......... EDU 5
Health ............ HLS 1
Higher ............ EDU 6

Professional ......... EDU 8

PRM 7

PRM 7

PRM 7

PRM 7

PRM 7

ECF 4

ECF 4

INF 5

SOC5

PER 5
TRG 4

PER 5

SCT 20



Public administration . . . .. PUB 7
Scholarships ......... EDU 5



EDUCATION: (Cont)

School facilities . . . . . .. EDU 9
Science orientation
evaluation........
Secondary . .......... EDU 10
Teacher training ....... EDU 8

Teaching methods .......
Travel, employee dependents . .
Vocational .......... EDU 12

EDUCATIONAL EXCHANGE PROGRAM . ...

EDUCATIONAL PLANNING ........

(Radio & TV)

EFFECTS, EMPLOYEE
(transportation of): .. ... TRV 6

EFFICIENCY:
Ratings, employee . . ... ..

EFTA (EUROPEAN FREE
TRADE ASSOCIATIONS) . .. ...

*ELECTION AND POLITICAL PROCESSES . .

ELECTRIC:

Consumption. .. ... ..
Service, Agency buildings . . .

ELECTRONIC DATA SYSTEMS:
Agencyuse .......... ADM 1
Industrial (manufacture & use)
Research & development . . ..

ELEMENTARY EDUCATION AND
SCHOOLS ............

ELIGIBILITY OF:
Commodities for Agency
financing ........

SCT 20

EDU 11
PER 5

PRM 7

EDU 4

EDU 11

PER 10

ECF 4

DEM 1

ECF 3
GRS 1

IND 5

IND 11

EDU 4

PRC 2



Contractors . .. ....... PRC 3
Loans for Agency financing . . LGP 2
Participants ......... TRG 11

EMBARGO ............... ECF 4



EMBLEMS . .............. INF 1
Marking requirements .. ...

EMERGENCY:
Addresses of employees . . ..
Evacuation (E & E program) ..
Handling of mission records . .
Planning programs . . ... ..
Procurement, mission .. ...
Relief ............ SOC 6
Under PL480.......
Relocation program ... ...

EMPLOYEE SUGGESTION
PROGRAM ............

EMPLOYEES: (see PERSONNEL)
Personnel matters . . ... ..
Travel & transportation . . . .

EMPLOYMENT LIMITATIONS .......

END OF TOUR REPORTS, OF
TECHNICIANS:
(use approp. technical
subject or project)

END USE OBSERVATIONS ........

ENERGY:

Agriculturaluses . . ... .. AGR 4

Forms of:
Alternative . ... ...
Bio-Gas .........
Bio-Mass . ........
Fuelwood .........
Hydropower . . ... ...
New ...........
Photovoltaic technology .
Renewable ........
Solar thermal development

Industrial uses . .. ... .. IND 14

Medicaluses ......... HLS 2

Policy and programs . . . . ..

PRC 6

PER 8
ADM 10
ADM 10
ADM 10
PRC 1

FPC 2,6
ADM 10

PER 2

PER
TRV

BUD 5

FIS 3

SCT 21
SCT 21
SCT 21
SCT 21
SCT 21
SCT 21
SCT 21
SCT 21
SCT 21

SCT 21



Power application . . ... .. IND 9
Research & Development . . .. SCT 21



ENGINEERING, RESEARCH AND

DEVELOPMENT ..........
ENGINEERING USE:

Highway ............ TRP 2
Housing, Urban Development . .
Industrial .......... IND 3
Railroad ........... TRP 5
Sanitary ........... HLS 7
Schools............ EDU 8
Traffic............ SOC4

ENGLISH LANGUAGE:
"As a second language" . ...
Participant, testing & training
Teaching:
In educational institutions

ENVIRONMENT ............. SCT 19
ENVIRONMENTAL PROTECTION . .....

EQUALITY OF EMPLOYMENT
OPPORTUNITY ..........

EQUIPMENT & SUPPLIES:
Agency:
Accountability . . . . ..
Procurement .......
Use of:
Motor vehicles . ..
Paperwork . .. ...
Industrial:
Manufacture .......
Research & development . .

ESTABLISHMENT:
Agency Offices & Missions . . .
Overtime ........... BUD 5

EUROPEAN COMMON MARKET .......

EUROPEAN ECONOMIC COMMUNITY (ECC) . .

SCT5

SOC4

EDU 13
TRG 11

EDU 4,
6, 10

SCT 19

PER 9

GRS 2
PRC

GRS 4
ADM 8

IND 5
IND 11

ADM 6

ECF 4

ECF 4



EUROPEAN FREE TRADE
ASSOCIATION (EFTA) ......

EVACUATION:
Claims ............ FIS 7
Emergency ........... ADM 10
Medical . ........... PER 11
EVALUATION:
Employee performance . .. ..
Panels ............ PER 10
Programs:
General .........

Spcific (use approp. subj.)
EVENTS, SPECIAL . .......... INF 8

EXAMINATIONS:
Agency employees:
Medical .........
Other than medical . . . .
Participant . . .. ...... TRG 11

EXCEPTED SERVICE
APPOINTMENTS .........

EXCEPTIONS, GENERAL ACCOUNTING
OFFICE ............ FIS 3

EXCESS CURRENCY ...........

EXCESS PROPERTY:
Agency ............ GRS
U.S. Government-owned,
Agency procurement of . .

EXCHANGE:
Accommodation.........
Commodities (under PL-480) . .
Cultural ........... PRM 7
Foreign currency (rates) . ..

EXCHANGES, POST (PX):
Agency employee privileges . .

ECF 4

PER 10

PRM 4

PER 11
PER 9

PER 9

ECF 4

PRC 9

FIS 10

FPC 7

ECF 4

PER 8



EXECUTIVES:
Appointments .........
Development..........
Privilege . . ......... LEG 2
Staffing ........... PER 9

EXECUTIVE OFFICER MEETINGS .. ...

EXECUTIVE ORDERS:
Agency directives . . ... ..
Presidential ......... LEG 5

EXEMPTIONS:
Customs:
Employee effects . . . ..
Commodity shipments . ..

EXERCISES:
Relocation (emergency) . ...

EXHIBITS:
Agency ............ INF 1

EXIT INTERVIEW:
Employees . .......... PER 7
Participants ......... TRG 8

EXPENDABLE EQUIPMENT & SUPPLIES . ..

EXPENSE RATIOS, ADMINISTRATIVE
& PROGRAM . ..........

EXPERTS, EMPLOYMENT OF .......
EXPLORATION, MINERALS &OIL . .. ..

EXPORT-IMPORT BANK (EXIM)
LOANS ............. LGP 2

EXPORT LICENSE ...........
EXPORT PROMOTION ..........

EXPORTS ............... ECF 4

PER 9
PER 13

ADM 3

ADM 8

TRV 6

PRC 2

ADM 10

GRS 2

BUD 1

PER 9

IND 7

ECF 4

IND 6



EXPROPRIATION (of industy or

property) . .......... IND 4

Risk guaranty . ........ LGP 1
EXTENDED RISK INVESTMENT GUARANTY .. LGP 1
EXTENSION OF PROCUREMENT

DELIVERY PERIODS ....... PRC 1
EXTENSION:

Courses (Agency employees) .. PER 13

Service, agriculture .. ... AGR 5

E

FABRICATION, METAL ......... IND 5

FACILITIES & SERVICES
(use approp. subj.)

FAIR EMPLOYMENT

PRACTICES ........... PER 9
FAIRS, TRADE ............ IND 6
FAMILY PLANNING .. ......... HLS 9
FAMINE RELIEF:

Social services ... ..... SOC 6

Under PL480 ......... FPC 2,6
FARMERS COOPERATIVES ........ AGR 3
FARM:

Buildings........... AGR 6

Cooperatives ......... AGR 3

Management .......... AGR 2

Mechanization......... AGR 6

Youth Clubs (4H, etc.) . ... AGR 5
FARMING, DAIRY ........... AGR 10

FEASIBILITY STUDIES (Use approp.
subj.)



FEDERAL.:
Agencies:
Relation with other . ..
For specific agency
(use approp. subj.)

CreditUnion ......... PER 8
Employees:
Compensation (accident
benefits) .. .. ..

Health benefit plan . ..
Labor Unions . ... ...
Statistical directory lists

FELLOWSHIPS . ............ EDU 5
FERRIES:

Inland waterway . ... ....
FERTILIZATION . ........... AGR 9
FERTILIZER:

Agriculturaluse ....... AGR 9

Procurement.......... PRC 2

Production/Supply . ... ...

FIELD TRIPS, AGENCY EMPLOYEES:
(Use approp. subj.)
Travel arrangements for . . . .

FIELDS, LANDING (air transport):
Civil............. TRP 1

FIFTY-FIFTY SHIPPING ........

FILE EQUIPMENT:

Accountability ........ GRS 2
Procurement.......... PRC
Security standards . .. ...
Utilization . ......... ADM 8

FILES MANAGEMENT:
Disposition (destruction &
retirement) .......
Maintenance . ......... ADM 8
Surveys & inspection . . ...
System ............ ADM 8

ADM 6

PER 11
PER 12
PER 7
PER 8

TRP 3

IND 5

TRV 7

PRC 7

ADM 9

ADM 8

ADM 8






FILMS, FILM STRIPS ......... INF 1
FINAL SALARY CLEARANCE .......

FINANCE:
Housing............ SOC4
Public administration courses
for participants . . . ..
Public administration aspects .

FINANCIAL.:
Affairs. . .......... ECF
Institutions:
Banking and credit . . . .

FINANCIAL: (Cont'd)
Banks financing Agency
commodity transactions
by letter-of-credit .
Loans:
Non-Agency ........
Participating in Agency
loans........
Plans:
Agency operating year
budget (OYB) ....
Country budgets. . . ...
Reserves, international . . . .
Stabilization . ........ ECF 4

FINGERPRINTING:
Agency employees .......

FIRE PREVENTION:
Government buildings . . ...

FIRES (disaster) .......... SOC 6
FIRST AID TRAINING ......... HLS 3
FISCAL REPORTS:

General & comprehensive . . ..

Specific (use approp. subj.)

FISH & FISHERIES .......... AGR 7

PER 3

TRG 4
PUB 2

ECF1

FIS 4

LGP 2

LGP 2

BUD 5
ECF 2
ECF 4

PER 17

GRS 1

FIS 13



FISHERIES TECHNOLOGY ........

FLAGSHIP REQUIREMENTS:
Agency-financed shipments . . .
Agency-financed travel .. ..

FLASH REPORTS (of obligations) . ..

FLIGHT:
Of capital (movement) . . ...
Clearance:
Non-military . ... ...

FLOOD:
Control . ........... AGR 9
Disasters ........... SOC 6

FOOD:

Marketing & distribution:
Processed ........
Unprocessed .......

Production:
Crops ..........
Fish........... AGR 7
Livestock & poultry . ..

Supply. Shortages ......

FOOD FOR PEACE (PL 480) . .. ....

FORECASTING, WEATHER:

Aerial ............ TRP 1
Marine ............ TRP 6
FOREIGN:

Assistance Act of 1961

(FAA) ..........
Assistance Appropriation

Act ........... BUD 3
Currency:

Authorization (FCA) . ..
Counterpart funds
(accounting) . ...
Exchangerates. ... ..
Sales for (under PL 480) .

SCT 10

PRC 7

TRV 3

FIS 13

ECF 4

TRP 1

IND 6
AGR 2

AGR 4

AGR 10
AGR 12

FPC

LEG 6

PRC 1

FIS 14
ECF 4
FPC 3






FOREIGN: (Cont)

Excess property, U.S. Gov't-
owned (Agency acquisition

of) ........... PRC 9
Exchange ........... ECF 4
Investment:

Agency program to enlist
private enterprise .
Economic aspect ... ..
Guaranties . . ......
Language:
Requirements:
Employees . ... ..
Participants . ...
National (as Agency
employees) . .......
Subsidiaries of U.S.
firms, investment guaranty
of ............ LGP 1
Trade ............. ECF 4
U.S.-owned:
Accounting. Audit . . ..
Uses (use approp. subj.)

FOREST PRODUCTS:
Agency-financed procurement of

Marketing .......... IND 6

Manufacturing or processing . .

Unprocessed . .........
FORESTRY .............. AGR 8
FORESTRY TECHNOLOGY .........
FORM LETTERS ............ ADM 8
FORMS:

Distribution & reproduction . .

Management ..........

FORWARDERS, FREIGHT . ........

FOUNDATIONS, ASSISTANCE
PROGRAMS OF . .........

LGP 3
ECF 3
LGP 1

PER 13
TRG 11

PER(LOC)

FIS (FC)

PRC 2

IND 5
AGR 8

SCT 11

GRS 5
ADM 8

PRC 7

PRM 7






FOUR-HCLUBS ............ AGR 5

FREE:
Entry:

Customs aspect . .. . ...

Privileges (Agency) ...

Commaodity, equip.,
supplies ......

Employees household/
personal effects . .

FREE:
Zones:
Customs .........
FREEDOM OF INFORMATION .......
FRIEGHT FORWARDERS .........

FRONT LINES (issuance of) ... ...

FUELING:
Non-military:
Aircraft......... TRP 1
Vessels .........
FUELWOOD .............. SCT 21

FULLBRIGHT FELLOWSHIPS .......

FUNCTIONS:
Agency ............ ADM 6
Cooperative services (joint
funds, servicios, etc.) .

FUND, FUNDS:
Accountability ........ FIS 2
Accrual accounting . ... ..
Allocation .......... BUD 5
Allotment........... BUD 5
Apportionment . . . ... ...

Appropriation-allotment
accounting........

ECF 4
PER 6

PRC 2

TRV 6

ECF 4

INF 6

PRC 7

PER 8

TRP 4

EDU 5

ADM 6

FIS1

BUD 5

FIS 2



FUNDS, FUNDS: (Cont)

Campaigns. Drives. ... ...
Counterpart accounting . . ..
Obligations. Deobligations.
Reobligations. . . . . ..
Programming .. ........
Special programs .......
Sub-obligations . . ... ...

Trust (accounting) ......
Utilizationof ........ BUD 5
Reports of Congress

(under Sec. 634d) . .

FUNDING PLAN, OPERATIONAL
YEAR (OYB) ..........

FURNISHINGS, FURNITURE:
Agency:
Accountability:
Household . . . ...
Office .......

Procurement & Shipment . .

Employee (shipment) . . .. ..
Manufacture .. ........ IND 5

GAS:
Natural or manufactured . . . .

GENERAL ACCOUNTING OFFICE (GAO):

Audit............. FIS 3
Claims:
General .........
Specific (use approp. subj.)
FIS 3
Inquiries . . ......... FIS 3

GENERAL AGREEMENT ON TARIFFS
& TRADE (GATT) ........

GENERAL:
Average contributions,
insurance ........
Counsel opinions .. .....

(@)

PER 8
FIS 14

FIS 2
BUD 5
FIS 14
FIS 2
FIS 14

BUD 5

BUD 5

GRS 2

GRS 2

PRC
TRV 6

IND 7

FIS7
Formal exceptions

ECF 4

PRC 5
LEG 7



Ledger accounting . . .. ... FIS 11
Services ........... GRS



GENERATION OF POWER . ... ... ..

GEODETIC SURVEYS ..........

GEOLOGICAL SURVEYS .........

GIFTS:

Acceptance of by Agency
Employees ........

GOAL PLAN:

GOLD:

Country program .. ......
Inter-regional programs . . . .
Regional programs . . ... ..

Budget (submission to OMB) . .

Coinage . ........... ECF 1
Controls & barriers . . . . ..
Drain............. ECF 4
Holdings ........... ECF 4
Mining ............ IND 7
Smuggling:

Economic aspect ... ..

GOVERNMENT:

Administration

Public adm. program . ..
Agencies (use approp. subj.)
Banking............ ECF 1
Bills of lading:

Employees effects . ...

Procurement transactions .
Employees (Agency) ......
Property (accountability) . . .

GOVERNMENT LIFE INSURANCE

GRAIN:

(employees) . ......... PER 12
Grading............ AGR 2
Production .......... AGR 4

Storage . ........... AGR 2

IND 9

IND 1

IND 1

PER 4

PRM 1
PRM 2
PRM 3
BUD 2

ECF 4

ECF 4

PUB 3

TRV 6
PRC 4
PER

GRS 2



GRANTS:
Assistance:
Economic and Technical
(programming of) . .
Surplus agricultural
commodities . . . ..

GRANTS-IN-AID,
GRANTS-IN-KIND ........

GRIEVANCES: (use approp. subj.)
Agency employees:
Disciplinary action . ..
Fair employment .. ...
Procedures for handling .

GROSS NATIONAL PRODUCT .......

GROUNDWATER:
Community Supply .......
General ............ SCT9
Irrigation .......... AGR 9

GROUPS:

* Civil Society ......... DEM 5
Ethnic ............ SOC 3
Youth:

Agricultural, 4-H, etc. .
Other non-political

GUARANTIES:
Investment .......... LGP 1
Accounting procedures.. . . ..

GUARDS, BUILDING
(marine, etc.) ........ GRS 1

GUIDE LETTERS ............ ADM 8
GUIDELINES (use approp. subj.)

GUIDES, MAIL ROUTING ........

PRM 1

FPC 2,6

PRM 7

PER 4
PER 9
PER 7
ECF 3

HLS 7

AGR 5
SOC 6

FIS 14

ADM 8



HANDBOOKS: (use approp. subj.)

Audit............. FIS 3

Correspondence ........

Records............ ADM 8
HANDICRAFTS . ............ IND 2
HARBORS ............... TRP 4
HARDSHIP POSTS (differential

allowanceat) ......... PER 3
HATCHACT .............. PER 4
HEALTH:

Affairs. . .......... HLS

Benefit plans. Insurance:
Agency employees . . . ..
Industrial & labor union .
Participants . . . . . ..

Centers............ HLS 4
For Agency employees . . .
Chid............. HLS 5
Courses for participants . . .
Diseases ........... HLS 2
Education........... HLS 3
Facilities .......... HLS 4
Maternal & child nursing . . .
Participants ......... TRG 9
Program............ HLS
Public ............ HLS
Rooms (Agency) ........
Rural ............. HLS 4
units............. HLS 4

HEARINGS: (use approp. subj.)
Agency ............ BUD 1
Bureau of the Budget . . ...
Congressional (Agency):
Appropriation legislation:
House ........
Senate .......
Authorizing legislation:
House ........

T

ADM 8

PER 12
SOC5
TRG 9
PER 11

TRG 4

HLS 5

PER 11

BUD 2

BUD 3
BUD 3

LEG 6



Senate ....... LEG 6



HELICOPTERS:
Civilianuse ......... TRP 1

HIGH SCHOOLS ............ EDU 1

HIGHER EDUCATION ..........

HIGHWAY:
Construction & maintenance: . .
Network . ........... TRP 2
Transportation ........ TRP 2

Motor transport systems .

HIGHWAY CONGRESS, PAN
AMERICAN ...........

HISTORY:
Of Agency ........... ADM 6
Of country:
Cultural aspect . . ...

HOLDINGS:

Fiscal accounting
&auditof.....
Uses (use approp. subj.)

HOLIDAYS:
Employment aspect:
Duty Rosters . ... ...
Leave ..........
Pay ........... PER 3
Local & National:
Cultural . ........
Labor standards .. ...

HOME ECONOMICS ...........
HOME LEAVE ............. PER 1
HONOR AWARDS ............
HONORARY AWARDS:

Agency employees (regulations
re acceptance of foreign).

EDU 6

TRP 2

TRP 2

TRP 2

SOC3

ECF 4

FIS (FC)

PER 1
PER 1
SOC 3
SOC5

AGR 5

PER 2

PER 4






HORTICULTURE ............ AGR

HOSPITAL SHIPS:
Project Hope ......... HLS 4

HOSPITALITY (for participants) . ..

HOSPITALS:
Administration & operation . .
Construction & maintenance . .
Military:
Agencyuse........
Nursing............ HLS 5

HOURS OF WORK:
Agency employees .......
Industrial workers . ... ..

HOUSE OF REPRESENTATIVES:
Agency relations with . . . ..
Hearings:

Appropriation legislation
Authorizing legislation .

HOUSE ORGANS (issuance of) ... ..

HOUSEHOLD:
Effects (shipment of employee)
Furnishings: (Agency)
Accountability . . . . ..

Procurement .......
HOUSING:

Agency employees:

Allowances . .......

Housing assignment . . . .
Aided self-help . . ... ... SOC 4
Census ............ SOC 4
Construction ......... SOC4
Cooperatives . ........ SOC4
Disaster victims ... .... SOC 6
Finance............ SOC4
Participant . . .. ...... TRG 9
Refugees ........... SOC 6
Research & development,

tech.assist.......

TRG 7

HLS 4

HLS 4

PER 11

PER 1

SOC5

LEG 2

BUD 3
LEG 6

PER 8

TRV 6

GRS 2
PRC

PER 3
GRS 6

SOC4



Technology



HUMAN DISEASES .......

HUMAN RIGHTS ............ SOC 3
o DEM 4
HUMAN RESOURCES

(manpower) .......... SOC5
HUSBANDRY, ANIMAL . .........
HURRICANES (disaster) . .......
HYDRAULICS ............. SCT9
HYDRO-ELECTRIC POWER ........
HYDRO-POWER . ............ SCT 21
HYGIENE:

Health educationin......

Industrial .......... HLS 7

IDENTIFICATION:

Agency-financed commodities
(marking requirements) . .

Aircraft:
Civil ........

IDENTIFICATION CARDS (security) . . .

(Agency employees)

Building protection procedures
Employee security aspect . ..

ILLITERACY ............. EDU 1
ILLNESS:
Employees . .......... PER 11
Participants ......... TRG 9
IMMUNITIES:

Employees (Agency)

IMMUNIZATIONS:

HLS 2

AGR 10

SOC6

IND 9

HLS 3

PRC 6

PER 17

GRS 1
PER 17

PER 6



Agency employees ....... PER 11
Participants ......... TRG 9



IMPACT OF AID ON U.S.
ECONOMY:
General ............ ECF 4
Specific (use approp. subj.)

IMPLEMENTATION APPROVAL DOCU-
MENTS (IAD) . .. .......

IMPLEMENTATION PLANS, PROGRAM:

Country . ........... PRM 1
Inter-regional ........ PRM 2
Regional ........... PRM 3
IMPORTS . .............. ECF 4

INCENTIVE AWARDS (employee) . . . ..
INCENTIVES, INVESTMENT .......
INCOME TAX:

Assistance for Agency employees
Participant exemption . . . ..

INCONVERTIBILITY, OF CURRENCY . . ..

Risk Guaranties . . ... ...
INDEBTEDNESS, EMPLOYEES . ......
INDEPENDENT AUDIT ..........

INDEPENDENTLY-FINANCED
PARTICIPANT TRAINING . ....

INDEXES (Cost of living, price,
production) . ......... ECF 3

INDISPENSABLE RECORDS,
RELOCATIONOF .........

INDUSTRIAL:
Accidents, Safety . ... ...
Cooperatives ......... IND 2
Controls ........... IND 4

BUD 4, PRM 1,
PRM 2,
PRM 3

PER 2

LGP 3

PER 8
TRG 9

ECF 4
LGP 1

PER 4

FIS 3

TRG 12

ADM 10

SOC5



Development..........
DevelopmentBanks . . .. ...
Distribution & Marketing . . .
Engineering . ......... IND 3
Hygiene .. .......... HLS 7
Maintenance & repair . . ...

IND
IND 2
IND 6

IND 12



INDUSTRIAL: (Cont)

Management:
Practices ........
Relations with labor . . .
Manufacturing & processing . .

Plants & facilities . . . . .. IND 5
Productivity ......... IND 10
Research ........... IND 11
Technical inquiry service . . .
Technology .......... SCT 17
Wages, hours, working
conditions .. ......
INDUSTRY: . ............. IND
Cottage .. .......... IND 2
Effect of trade agreements on .
Expropriation of: . . ... .. IND 4

Risk guaranties .. ...

Specific (use approp. subj.)
Telecommunications . ... ..
Warehousing & storage . . . ..

INFLATION:
Monetary system . .......
Prices and cost of living . . .

INFORMATION:

Activities (general) ... .. INF
Communications resources centers
Exchange:

General .........

* Information Media . ... ... DEM 6
Management ..........
Media............. INF 5
Psychological operations . ..
Public relations ....... INF 5
Publications ......... INF 7

Requestsfor.......
Systems............ ADM 4
Scientific .......... SCT7
Security ........... ADM 9

Storage & retrieval . . . . ..
Technical (approp. subj.) or .

IND 4
SOC5
IND 5

IND 7

SOC5

ECF 4
LGP 1
IND 13
IND 12

ECF1
ECF 3

INF 3

INF

ADM 1

INF 6

INF 4

ADM 1
SCT7






INJURY:
Agency employees .......
Industrial workers . ... ..

INLAND TRANSPORTATION:
Air ..o TRP 1
Highway ............ TRP 2
Railway ............ TRP 5
Waterway ........... TRP 3

INNER SIX (European Economic
Community) .......... ECF 4

INNOCULATIONS (Agency employees) ..

INQUIRIES:
Congressional . ........
Credit (employee) . ... ...
General Accounting Office . . .

Public (routine) ....... INF 4
INSECT CONTROL:

Animal ............ AGR 10

Crop ............. AGR 4

Sanitation aspect . ... ...

IN-SERVICE TRAINING,
EMPLOYEES...........

INSPECTION (use approp. subj.)
Administrative (general) . ..
Commodities:

Arrival ......... PRC 2

Pre-shipment . . ... ..
Internal audit (financial) . .
Management ..........
Sanitation .......... HLS 7
Security:

Personnel ........

Physical:

PER 11
SOC5

PER 11

LEG 2
PER 8
FIS 3

HLS 7

PER 13

ADM 7

PRC 2
FIS 3
FIS 3

PER 17

Building. Restricted areas GRS 1

Equipment & supplies

... ADM 10



INSTITUTES, INSTITUTIONS
(use approp. subj.)

*  Demcocracy and Governance ... DEM
Educational . ......... EDU 2
Foreign Service Institute
(employee training in) . . PER 13
Intermediate credit (partici-
pating in Agency loans). . LGP 2
INSTITUTION BUILDING (TITLE IX) . . . PRM 6
INSUBORDINATION,
EMPLOYEES ........... PER 4
INSURANCE:
Agency employees:
Hospitalization & medical. PER 12
Household/personal effects TRV 6
Life........... PER 12
Payroll deductions . . .. FIS 12
Travel (emergency) . . .. PER 12
Unemployment . ... ... PER 12
Asbusiness.......... IND 12
Marine (on Agency-financed
commodities) . ... ... PRC 5
Mortgage ........... SOC4
Social programs ... ..... SOC5
Vehicles, Agency-owned . . .. GRS 2
INTEGRATION:
Of AlD/State functions . . .. ADM 6
Economic ........... ECF 4
Racial ............ SOC 3
INTERAGENCY:
Agreements .......... LEG 1
Relations........... ADM 6

INTERAGENCY BOARDS,
COMMITTEES, etc.
(use approp. subj.)

INTER-AMERICAN DEVELOPMENT BANK:
Agency loan
participation. . ... .. LGP 2
Non-Agency loans ....... LGP 2






INTER-AMERICAN ECONOMIC &
SOCIAL COUNCIL ........

INTEREST:
Bank ............. ECF 1
Conflict of (employees) . . ..

INTERIM:
Funding (under Continuing
Resolution). . ... ...

INTERMEDIATE CREDIT INSTITUTIONS
(participating in Agency loans)

INTERN PROGRAM (employees). .. ...

INTERNAL:

INTERNATIONAL:

Agreements (use approp. subj.)

Banks & financial institutions
(general). . .......
Non-Agency loans . . . ..
Participating in Agency

loans........

Organizations (use approp. subj.)
Assistance programs. . . .

Reserves ........... ECF 4

Trade ............. ECF 4

INTERNATIONAL ATOMIC ENERGY
AGENCY (IAEA):
General ............ IND 8
Specific (use approp. subj.)

INTERNATIONAL BANK FOR RECONSTRUC-
TION AND DEVELOPMENT (IBRD):
General ............ PRM 7
Non-Agency loans .......
Participation in Agency loans .

INTERNATIONAL CHILDRENS
EMERGENCY FUND (UNICEF) . . ..

PRM 7

PER 4

BUD 5

LGP 2

PER 13

PRM 7
LGP 2

LGP 2

PRM 7

LGP 2
LGP 2

PRM 7



INTERNATIONAL DEVELOPMENT
ASSOCIATION (IDA):

General ............ PRM 7
Non-Agency loans ....... LGP 2
Participation in Agency

loans........... LGP 2

CORPS............. LGP 3
INTERNATIONAL FINANCE CORPORATION
(IFC):
General ............ PRM 7
Non-Agency loans ....... LGP 2
Participation in Agency
loans........... LGP 2

INTERNATIONAL LABOR ORGANIZATION
(LOY . ..., sSoC s

INTERNATIONAL MONETARY FUND
(IMF) . ... ECF 4

INTERNATIONAL RED CROSS:
(use approp. subj.)
Disaster relief:

Non-Agency ........ SOC 6
Food for Peace Program
(PL480) ...... FPC 2, 6
INTERNATIONAL TELECOMMUNICATIONS
UNION (ITU) . ......... IND 13
INTERNATIONAL TRADE
ORGANIZATION ......... ECF 4
INTERNS:
Government trainees . . . ... PER 13
Medical . ........... HLS 1

INTERPRETING SERVICE,
PARTICIPANT .......... TRG9

INTER-REGIONAL PROGRAMS . ... ... PRM 2



INTERVIEWS:

Applicants for employment . . .
Employee-management.. . .. ..

Participant exit .. ... ..
Press.............

INVENTIONS
(use approp. subj.)
Patents . ...........

INVENTORY:

Agency equipment & supplies . .
Records............ ADM 8

INVESTIGATION:
(use approp. subj.)

Agency personnel (security) . .

Congressional . ........

End-use observations . .. ..

INVESTMENT:
Clmate............
Feasibility studies . . . . ..
Guarantees ..........

Accounting . .......
Agreements . .......
Application. . ... ...

Clams..........
Contracts. . .......
Incentives ..........

Opportunities . . . ... ... LGP 3
Surveys . ........... LGP 3

INVESTORS . .............
INVITATIONS:
Tobid ............
Tospeak ...........

IRRADIATION:

As food preservative ... ..

Health:
Hazard ..........

Treatment of diseases. . .

Medical research .......

Seed & plant improvement . ..

PER 9
PER 7

GRS 2

PER 17
LEG 2
FIS 3

FIS 14
LGP 1
LGP 1
FIS 7

LGP 1

IND 5

HLS 2
HLS 2
HLS 8
AGR 4






IRRIGATION ............. AGR 9

ISOTOPES:
Development.......... IND 8
Medical use:
Research ......
Treatment of diseases

ISSUANCE, CURRENCY .........
ISSUANCE SYSTEM, DIRECTIVES . . ...
ITINERARIES:

Agency-financed travelers . . .
Participants ......... TRG 9

JANAP (Joint Army, Navy, Air/Force
Program) (telecom) ......

JANITORIAL SERVICE ........ GRS 1
JOB:
Descriptions . ........ PER 15
Retention........... PER 9

Series & standards .. ....
JOINT ADMINISTRATIVE OFFICES (JAO).
JOINT FUNDS:

Audit............. FIS 3
Organization and functions . .

JOINT STATE/A.1.D./USIA TASK FORCE

ON UNIFORM REGULATIONS . ...

JURY DUTY (absencefor).......

KENNEDY MEMORIAL LIBRARY
(recordsfor) ......... ADM 8

[

<

HLS 8
HLS 2

ECF1

ADM 8

TRV 7

ADM 8

PER 15

ADM 6

ADM 6

ADM 6

PER 1



LABELLING COMMODITIES . .. ..

LAND CAPABILITY . ..........

LABOR ...
Child.............

Cooperatives .........
Disputes ...........

SOC5

Employment & unemployment . . .

Insurance programs .. ...

Leadership development .. ..

Management relations . ..
Organizations . .. ......
Standards . .. ........
Statistics ..........
Training courses for

participants . . .. ...
Unions. Organizations . ...

Federal employees.

LABOR ORGANIZATION, INTERNATIONAL

(LOY . ...t

LABORATORIES, RESEARCH:
(use approp. subj.)
Atomic Energy . . .......
Agriculture . . ........
Industry ...........
Medical . ...........

LAKES:
Inland waterways . ......

LAND:
Conservation (soil) . . .. ..
Development..........
Distribution .........
Drainage ...........
Irrigation ..........

Reclamation..........
Reform ............

SOC5

AGR 11
IND 11
HLS 2,

=

PRC 6

SOC5

SOC5
SOC5
SOC5
SOC5

TRG 4
SOC5
PER 7

IND 8

4,8

TRP 3

AGR 9
AGR 9



Settlement

Tenure . ..

Use, urban



LANDING:
Aids (air):
Commerical & private . . .
Fields (air):
Commerical & private . . .

LANGUAGE:
Requirements:
Employees. ........
Participants . . ... ..
Training & testing:
Employees. . .......
Participants . . ... ..

LATIN AMERICAN FREE TRADE
AREA FOR SOUTH AMERICA
(LATFSA) ........... ECF 4
LEASES ..., GRS 6

LEAVE OF ABSENCE (employee) . . ...

LEDGER:
Allotment . .......... FIS 2
Disbursement .........
General ............ FIS 11
LEGAL:
Affairs (general) . . ... .. LEG
Decisions . .......... LEG 7
Determinations ........
Opinions ........... LEG 7
Reserve requirements of private
banks...........
* Rules of Law (Justice). . . .. DEM 2
Seals............. LEG 8
LEGISLATION:
Agency:
Congressional presentation
Appropriation bill . . . .
Authorization bill . . . .
OtherU.S. .......... LEG 9

LEGISLATIVE:

TRP 1

TRP 1

PER 15
TRG 11

PER 13
TRG 11

PER 1

FIS 10

LEG 4

ECF1

BUD 3
BUD 3
LEG 6



*

Affairs (Agency) . .

Program (Agency)

Election and Political

Processes .......

.. DEM1

LEG 6



LENGTH OF SERVICE AWARDS
(employees) . ......... PER 2

LETTERS:
Advice of Loan Approval . . ..
Of commitment financing . . . .
Form & guide ......... ADM 8
Preparationof ........ ADM 8

LIABILITIES, ACCRUED ........

LIAISON: (use approp. subj.)
Congressional . ........ LEG 2
With other Federal agencies . .
Press, radio & television . . .

LIBRARY OPERATION:
Agency ............ GRS 3
Cooperating Country . . .. ..

LICENSES:
Aircraft:
Civiian . . ....... TRP 1
Drivers:
Agency chauffeurs. . . ..
Agency overseas personnel.
Participants . . . . . ..
Export-import . . ....... ECF 4
LIFE:

Insurance (employee) .. ...
Mode of (social customs). . . .

LIQUIDATED OBLIGATIONS .......
LIQUIDATION OF MISSIONS . . . . ...

LIST, LISTS:
Export control (EXCON) . ...
Federal statisticians . . . . .
Mailing . ........... GRS 5
Procurement agents . .....
Trade ............. ECF 4

LGP (B)
FIS 4

FIS1

ADM 6
INF 5

EDU 7

GRS 4
PER 8
TRG 9

PER 12
SOC 3

FIS 2

ADM 6
ECF 4
PER 8

PRC 1



LITERACY PROGRAMS . . ........

LIVESTOCK & POULTRY ........

LIVING:
Costof: ........... ECF 3
Allowances (FS personnel)
Standardof . ......... ECF 3
LOAN, LOANS:
Accounting .......... FIS 14
Agreements .......... LGP 2
Terms & conditions . . ..
Agriculture credit ... ... AGR 3
Application, proposal &
authorization ........... LGP 2
Bank ............. ECF 1
Consortia. .......... LGP 2
Cooley (PL 480, Sec. 104e) ..
Eligibility criteria . . . .. LGP 2

Financial institutions
participating in Agency loan
transactions . ... ...
Municipal . . ......... LGP 2
Non-Agency .......... LGP 2
Untying procurement sources
restrictions . . .....

LOCAL:
Currency: (see Foreign currency)
Transactions of employees.
Employees, FS ... ......
Local transportation . . ...
Motor pool service .. ..

LOCATOR SERVICES:
(Agency personnel) ......

LOCKOUTS (labor) .......... SOC5
LOCUST CONTROL ...........

LODGING ALLOWANCE (temporary) . . ..

EDU 1

AGR 10

PER 3

LGP 20

LGP 2

LGP 2

PRC 2

PER 4
PER (LOC)
TRV 3
GRS 4

PER 8

AGR 4

PER 3



LOGS:
Classified document control . .
Mail control (general) .. ..

LONG-RANGE ASSISTANCE STRATEGY

(LAS):

Country . ........... PRM 1

Inter-regional ........ PRM 2

Regional ........... PRM 3
LONG-TERM DOLLAR CREDIT SALES

(PL 480, Title IV) . ... .. FPC5
LONG-TERM SUPPLY CONTRACTS

(PL 480, Title IV) ...... FPC5
LORAN: (radio navigational aid)

Use in:

Civil aviation . . . . ..

Inland waterway
transportation ... ..
Merchant shipping. . . ..

LOSS OF AGENCY EQUIPMENT &
SUPPLIES ........... GRS 2

LUNCH PROGRAM, SCHOOL (PL 480) ...

LWOP LEAVE ............. PER 1

MACHINERY:
Agency:
Accountability . . . . ..
Procurement. ... ....
Use of automated &
mechanized . ....
Production .......... IND 5

MAIL MANAGEMENT . ..........

<

ADM 9
ADM 8

TRP 1

TRP 6
TRP 6

FPC 2,6

GRS 2
PRC

ADM 1, 8

ADM 8



MAILING LISTS . . .......... GRS 5

MAINTENANCE:

Agency:
Building . ........
Equipment & supplies
(general) ... ...
Motor vehicles . . . . ..
Records. .........
Allowance, participants . . . .
Hospital ........... HLS 4
Industries .......... IND 12
Transportation equipment &
facilities:
Aircraft:
Civilian ... ...
Airports & landing fields:
Civilian .. ....
Ports & harbors. . . . ..
Railroads .. ......... TRP 5
Vessels:
Merchant.........
MALARIA . .............. HLS 2
MALNUTRITION ............ HLS 6
MANAGEMENT:
Agency: ............ ADM
Correspondence.. . ....
Directives . . . ... ..
Equipment paperwork. . . .
Files........... ADM 8
Forms...........
Improvement & cost
reduction . .. ...

MANAGEMENT: (Cont'd)

Inspection........
Mail . .......... ADM 8
Paperwork (general). . . .
Reports. . ........
Farm ............. AGR 2
Industrial .......... IND 4

Paperwork (public adm.

GRS 1
GRS 2
GRS 4

ADM 8
TRG 1

TRP 1
TRP 1
TRP 4

TRP 6

ADM 8
ADM 8
ADM 8
ADM 8

ADM 1

FIS 3

ADM 8
ADM 8



PUB 1



MANDATORY RETIREMENT ........
MANNERS & CUSTOMS .. ........

MANPOWER:
Agency:
Authorized staffing
levels .......
Authorization of
ceilings ......
General ............ SOC5

MANUALS: (use approp. subj.)
Directives system .. ... ..

MANUFACTURERS,
MANUFACTURING . ........

MAPS, MAPPING:
Cartography & related
surveying. . .......

MARINE CORPS:
As building guards . ... ..

MARINE INSURANCE

(on Agency-financed procurement).PRC 5

MARINE SCIENCE ........... SCT 10

MARITIME FACILITIES &
OPERATIONS ..........

MARKETING & DISTRIBUTION:
Agricultural products:
Processed. ........
Unprocessed. . ... ...
Industrial products . . . ...

MARKET:
Black:
Agency employee
transaction.......
Currency . ........
Operational (general). . .
Common ............ ECF 4

PER 16

SOC 3

PER 19

BUD 5

ADM 8

IND 5

IND 1

GRS 1

TRP

IND 6
AGR 2
IND 6

PER 4
ECF 4
ECF 3



Research & promotion . .. .. IND 6
Survey ..., IND 6



MARKING:

Emblems (design & use of) . . .

Requirements (Agency-financed

MARRIAGE, AGENCY EMPLOYEES

commodities) . ... ...

MASS COMMUNICATIONS . ........

* Information Media . .. .... DEM 6

MATERIAL (use approp. subj.)

MATERNAL &

Care .

Health

CHILD:

MEASURES (use approp. subj.)

MEAT PROCESSING .. .........

MECHANIZATION:
Agency processes (general) . .

Agricultural . ........ AGR 6

Industrial .......... IND

MEDIATION, LABOR DISPUTES

MEDICAL:
Banks
Care:

Effecton labor. . .. ..

(blood, bone, eye, etc.).

Agency employees. . . . ..
Country programs . . . ..
Participants . . . . . ..
Education & training . . .

Examinations:

Agency employees &
dependents .....
Participants . . .. ...

Facilities:

(hospitals, clinics, etc.)
Agency employees . . . ..
Public and private . . . .

Insurance:

Agency employees.. . . ..
Participants . . ... ..

INF 1

PRC 6

PER 14

INF

IND 5

ADM 1

SOC5

SOC5

HLS 2

PER 11
HLS
TRG 9
HLS 1

PER 11
TRG 11

PER 11

HLS 4

PER 12
TRG 9



Social programs. . . . .. SOC5



MEDICAL: (Cont.)

Research ........... HLS 8
Retirement (employees) . ...
Schools . ........... HLS 1
Treatment:
Agency employees . . . ..
Livestock. . .......
Public & private . . . ..

MEDICINE:
Manufacture . ......... IND 5
Procurement.......... PRC

Treatment of diseases . . . ..

MEDICO .............. HLS 4

MEETINGS (general) ......... OCM
Executive Officer .. ... .. ADM 3
Staff . ............ ADM 3

Other (use approp. subj.)

MEMBERSHIP (use approp. subj. for
int'l. org., conf., etc.)

MERCHANT SHIPS, VESSELS:
Attacks on:
Operations . . ... ...
Transportation of Agency
financed commodities

MERITORIOUS SERVICE CITATION. . ...

MESSENGER SYSTEM ..........

METALS:
Fabrication.......... IND 5
Mining, refining &
smelting.........

METEOROLOGICAL NAVIGATION SERVICES:

Aerial ............ TRP 1
Marine ............ TRP 6

PER 16

PER 11
AGR 10
HLS 2

HLS 2

TRP 6

PRC 7

PER 2

ADM 8

IND 7






MICROFILMING:
As information storage &
retrieval technique. . . .
Equipment:
Management control of. . .
Procurement. .......
Of Agency records . . ... ..

MIDWIFERY ... ........... HLS 5
MIGRANT, REFUGEE
Relief:
Food for Peace Program
(PL480) ......

Other services . . .. ..
MIGRATION .. ............ SOC 4
MILEAGERATES ... ......... TRV 1
MILITARY:

Leave (Agency employee) . . ..
Offset program ........
Postal service (Agency use of
APO, FPO)........
Service
Reduction in force (RIF) .
Retirement .. ...
Salary step increases

MILLS (manufacturing) . ...... IND 5
MINERALS:
Explorations, development &
mining..........

Fabrication & manufacture . . .
MINIMUMWAGES . ...........
MINING ............... IND 7

MINISTERS:
Of religion.......... SOC 3

MINTING (of money) ......... ECF 1

ADM 1
ADM 8

PRC
ADM 8

FPC 2,6
SOC6

PER 1
ECF 4

ADM 8
PER 9

PER 16
PER 3

IND 7
IND 5

SOC5






MINUTES OF UNDERSTANDING
(agreements) ......... LEG 1

MISSION: (Agency)
Aircraft ........... GRS 2
Director conferences . . ...
Emergency evacuation . . ...
Functions........... ADM 6
Housing assignment . ... ..
Opening & closing . . .. ...

Organization ......... ADM 6
Staffing:
Authorization of levels
Ceilings ......

Patterns. Rosters. ...
Telephone & radio facilities .

MOBILE:
Audio-visual units ......
Healthunits ......... HLS 4
Libraries........... EDU 7

MOBILIZATION OF:
Industry ........... IND
Labor & manpower .......

MODE OF LIFE (social customs) . . ..

MONEY:
Counterfeiting ........ ECF 1
As foreign exchange . . .. ..
Monetary systems .......

MONOPOLIES ............. IND 4

MONTHLY ACCOUNTS CURRENT ......

MORTGAGE INSURANCE .........

MOTION PICTURES:
Audio-visual aids . . ... ..
Employee:
Recreation........
Training, Orientation. . .

ADM 3
ADM 10

GRS 6
ADM 6

BUD 5
PER 19
GRS 1

INF 1

SOC5

SOC 3

ECF 4
ECF1

FIS1

SOC4

IND 1

PER 8
PER 13



As teaching method . .. ... EDU 11



MOTORPOOL ............. GRS 4

MOTOR VEHICLES:
Agency ............ GRS 4
Accidents. . .......
Accountability . . . . ..

Despatching & scheduling .

Maintenance. . ... ...
Procurement. ... ....
Useof ............
Agency employee:
Sale or barter overseas. .
Shipmentof........
As highway transportation . . .

MOVEMENT OF:

Capital .. .......... ECF 4
Population .......... ECF 3
Refugees ........... SOC 6
Vessels:
Merchant.........
MOVES, OFFICE .. ... ...... GRS 6

MULTILATERAL:
Agreements (use approp. subj.)
Foreign assistance ......

MUNICIPAL:
Loans............. LGP 2
Planning ........... SOC4

Water systems . ........

NARCOTICS:
Manufacture of ........
Medicinaluse .. ....... HLS 2
NATIONAL:
Accounts ........... ECF 3
Budget ............ ECF 2
Debt ............. ECF 2
Emergency:

Travel control during. . .

=z

GRS 4
GRS 2
GRS 4
GRS 4
GRS 4
PER 4

TRV 6
TRP 2

TRP 6

PRM 7

HLS 7

IND 5

TRV 5



Income



NATIONALIZATION (of industry) . . . .

NATIONALS:
As exchange grantees and
visitors . . .... ... PRM 7
As local Agency employees . ..
As participants . . ... ... TRG

NATURAL RESOURCES
(use approp. subj.)or .. ..

NAVIGATION:
Civilian:
Aircraft . ........ TRP 1
Vessels:
Inland waterways . .
Oceangoing . ....

NAVIGATIONAL.:
Aids (radio):
Use in:
Civil aviation . . .
Inland transportation

Merchant shipping . .

NEGOTIATION OF:
Agreements (use approp. subj.)
Contracts . .......... PRC 3

NETWORKS:
Highway ............ TRP 2
Telecommunications . ... ..

NEWSLETTERS (internal

issuance) . .......... PER 8
NEWS MEDIA ............. INF 5
* Information Media . ...... DEM 6

NEWSPAPERS (see PRESS)

NEXT-OF-KIN INFORMATION
(employee) .......... PER 8

IND 4

PER (LOC)

SCT9

TRP 3
TRP 6

TRP 1

TRP 3

TRP 6

ECF 3

IND 13






NOMINATIONS, EMPLOYMENT . ... ...

NONCONVERTIBILITY OF CURRENCIES:
Investment guarantees against .
Trade barriers . ....... ECF 4

NONPROJECT ASSISTANCE
(commodity) . ......... PRM 5
Commodity procurement. . . ..

NOTE ISSUING AUTHORITY
(Investment guarantee) .. ..

NOTICES:
Agency issuances .......
Of exception (GAO) ......
Participating Agency .. ...

NUCLEAR:
Energy:
Peaceful uses:
General research and
development. . ..
Specific applications (use
approp. subj.)
Agricultural .. ..
Medical:
Research ... ..
Treatment of
diseases. . ..
Power generation . .

NUMBER SERIES
(of field communications) . . .

NUTRITION
Anemia ............ HLS 6
Anthropology ......... HLS 6
Evaluation .......... HLS 6

Food Stamps .. ........
Planning & Policy . ... ...

PER 9

LGP 1

PRC

LGP 10

ADM 8
FIS 3
ADM 8

IND 8

AGR 4
HLS 8
HLS 2
IND 9

ADM 8

HLS 6
HLS 6



OATHS (administration of)
To Agency employees . . . . ..

OBJECT CLASSIFICATION CODES . . . ..

OBLIGATIONS . ............ FIS 2
Section 1311 Certification

(of standard documentation)

OCEANOGRAPHY . ...........

OCCUPATIONAL:
Codes (govt. personnel) . . ..
Deferment under selective service

(@)

PER 9

FIS 8

FIS 2

SCT 9, SCT 10

PER 15

systems (of Agency employees)PER 9

OFFICE:
Establishment, reorg. etc. ..
Furniture, equipment & supplies:
Accountability . . . . ..

Procurement. ... .. ..
Hours............. PER 1
Moves............. GRS 6
Services ........... GRS
Space............. GRS 6

OFFICE OF ECONOMIC COOPERATION

AND DEVELOPMENT (OECD) .. ..

OFFICE OF MANAGEMENT AND

BUDGET ............ BUD 2
OFFICERS:

Certifying .......... FIS 3

Disbursing .......... FIS 10

OFFICIAL PASSPORTS .........

OFFSHORE PROCUREMENT:
Agency ............ PRC 2

OIL (exploration, extraction,
&refining) .......... IND 7

ADM 6

GRS 2
PRC

PRM 7

TRV 5






OLD AGE INSURANCE .. ........

ON-THE-JOB TRAINING:
Agency employees .......
Labor union programs
(apprenticeships). . . ..

Participant facilities .... TRG7
OPENING AGENCY OFFICES

& MISSIONS ..........
OPENING,BIDS . ........... PRC 3

OPERATING YEAR BUDGET (OYB) .. ...

OPERATIONS (admin. & program)
(use approp. subj.)

OPERATORS' PERMITS
(for Agency vehicles) . . . ..

OPINION:
Legal ............. LEG 7
Public (analyses of) .. ...

OPPORTUNITIES:
Employment (Agency) ... ...
Private enterprise . .....

Trade:
Domestic.........
International. . . . ...
ORDERS:
Executive (of the President) .
Manual ............ ADM 8
Purchase ........... PRCC, 1
Travel ............ TRV 2

ORGANIZATION:
Agency ............ ADM 6
Charts ............ ADM 6
Consolidated Administrative
Management Operation (CAMO)
Cooperative & joint services .

SOC5

PER 13

SOC5

ADM 6

BUD 5

GRS 4

INF 5

PER 9
LGP 3
IND 6
ECF 4

LEG 5

ADM 6
ADM 6



Other U.S. Agencies . . .. .. ADM 6



ORGANIZATION FOR ECONOMIC
COOPERATION & DEVELOPMENT

(OECD):
Assistance to less developed

countries. .. ...... PRM 7
Assistace to member

countries. .. ...... ECF 4

ORGANIZATIONS (use approp.

subjyor........... OCM
ORIENTATION:
Employees . .......... PER 13
Participants ......... TRG 9
ORPHANS:
Adoption of by Agency
personnel. .. ...... PER 14
Relief programs:
Food for Peace (PL 480): . FPC 2,6
Social services. . . . .. SOC 6

OUTER SEVEN
(European Free Trade Assn.) . . ECF 4

OVERFLIGHTS:
Authorized aircraft:

Non-military . ... ... TRP 1
OVERPOPULATION ........... ECF 3
Birth control measures . . .. HLS 9
OVERTIME:
Authorization ... ...... PER 1
Budget estimates ....... BUD 5
Compensation ......... PER 3
Payroll procedures . .. ... FIS 12
OWNERSHIP:
Of automobiles by
participants . . ... .. TRG 9
Commodities .. ........ PRC 2
Land ............. AGR 9
Records............ ADM 8

OYB (Operating Year Budget) . . . .. BUD 5






PACKING:
Employee household & personal
effects. .. ....... TRV 6
Lists (Agency procurement
documentation) . .. ...

PACTS (treaties)
(use approp. subj.)

PAN AMERICAN HIGHWAY
CONGRESS ...........

PAN AMERICAN SANITARY
ORGANIZATION (PASO).. . .. ..

PAPERWORK MANAGEMENT:

Agency (general) .......

(For specific programs, use

approp. subj.)

Public administration aspects .
PARKING ............... GRS 6
PARKING SPACE (government) .. ...
PARTICIPANT TRAINING ........

PARTICIPATING AGENCY:

Agreements .......... LEG 1
Allocations . . ........ BUD 5
Notices . ........... ADM 8
Relationships . ... ... .. ADM 6

PASA (Participating Agency
Service Agreements) . . .. ..

PASSES:
Conference, dining rooms, etc.
Personnel security
identification . . . . ..

PASSPORTS:
Agency employees &
Congressional travelers. .

[,

PRC 4

TRP 2

HLS 7

ADM 8

PUB 1

GRS 6

TRG

LEG 1

GRS 6

PER 17

TRV 5



Participants



PATENTS ............... LEG 10
Agency contractor inventions .
Agency employee inventions . .

PAY & ALLOWANCES:
Fiscal aspects:
Payroll. ......... FIS 12
Personnel aspect:
Agency employees.. . . ..

PAYING TRANSACTIONS
(disbursing) ......... FIS 10

PAYMENT-IN-KIND:
Accounting .......... FIS 14
Economic Development
(PL48O) .........

PAYMENTS:
Balanceof .......... ECF 4
Cash:
Agency:
Collections . . . ..
Disbursements . . ..

PAYROLL (Agency) .......... FIS 12
PEACE:
Disturbances of the:
Racialriots . . ... ..
PEACECORPS . ............ PRM 7

PEACEFUL USES OF ATOMIC ENERGY:
Agricultural ......... AGR 4
Industrial development

andresearch.......
Medical . ........... HLS 2,

Power generation . ......

PENSIONS:
Agency employees .......

PRC 3
PER 4

PER 3

FPC 2

FIS 5
FIS 10

SOC 3

IND 8



PEONAGE ............... SOC5

PER DIEM ALLOWANCE:

PERFORMANCE:

Employees .. .......... TRV 1
Participants ......... TRG 1
Bidbonds........... PRC 3

Employee appraisal ... ...
Evaluation panels . ... ...

PERMITS:

Driver (of Agency vehicles) . .

PERSONAL:

Effects (agency employees):
Sale or barter abroad. . .
Transporation of . . . ..

Property (Agency):
Accountability and

administration . ..
Procurement. .. ... ..
Sale contracts ........ PER 9
Status of employees . . .. ..

PERSONNEL:

Agency:
Accidents. . .......
Addresses (home and
next-of-kin) . ...
Adoptions. . .......
Age requirements . . . ..
Appeals:
Procedures for
handling .. ....
Specific types (use
approp. subj.)
Appointments .........

Appraisal . .......... PER 10
Reporting requirements . . ..
Assignment .......... PER 9
Awards ............ PER 2

Biograhic data

(preparation of) . . . ..
Business Activities . . . . ..
Ceilings ........... BUD 5

PER 10
PER 10

GRS 4

PER 4
TRV 6

GRS 2
PRC

PER 14

PER 11
PER 8

PER 14
PER 9, 16

PER 7

PER 9

PER 9

PER 9
PER 4



Citizenship requirements . . . PER 9, 17
Commendations . ........ PER 2



PERSONNEL: (Cont'd)
Completion of assignment

report.......... PER 10
Conduct............ PER 4
Conflict of interest . . ... PER 4
Consultants, employment of .. PER 9
Consultation ......... PER 9

Contract employees,
employment of (personal

services) . ... .. PER 9
Contractors, employees . . .. PRC 3
Dependency status . . . . . .. PER 14
Dependent education . . . . .. PER 5
Designation of beneficiary . . PER 14
Detail ............ PER 9
Development.......... PER 13
Diplomatic rank, title,

privileges and immunities. PER 6
Direct hire (personal

services). . ....... PER 9
Disability .......... PER 11

Retirement........ PER 16
Discipline .......... PER 4
Donations . . ......... PER 8
Effects:

Sale or barter overseas. . PER 4

Transportation . . . . .. TRV 6
Employment .......... PER 9

Consultant and experts . . PER 9
End of tour report

(FS technicians) . . . .. PER 10
Evacuation:

Emergency (E & E). . . .. A
Medical .. ............. PER 11
Evaluation .......... PER 10

Panels.......... PER 10
Grievances:

Procedures for handling. . PER 7

Specific type (use approp. subj.)
Group life insurance .. ... PER 12
Group health benefit plan . . . PER 12
Health ............ PER 11
Household effects,

shipmentof. ....... TRV 6

Housing:



Allowances . ....... PER 3
Assignments. . ...... GRS 6



PERSONNEL: (Cont'd)

Immunizations . ........ PER 11
Incentive Awards ....... PER 2
Inventions, patentson . ... PER 4
Language:
Requirements .. ... .. PER 15
Testing. . ........ PER 9
Training......... PER 13
Leave .. ........... PER 1
Local ............. PER(LOC)
Locator service . .. ... .. PER 8
Management relations . . ... PER 7
Marriage ........... PER 14
Maximum age:
Employment ... ...... PER 9
Mandatory retirement . . . PER 16
Medical:
Claims:
Against Agency. . . . FIS 7
Compensation (Fed. Empl.
Comp. Act) . ... PER 11
Insurance . .. ... PER 12
Examination and care . . . PER 11
Oath of Office ........ PER 9
Office hours ......... PER 1
Orientation . ......... PER 13
Pay and allowances ...... PER 3
Performance . ......... PER 10
Political activity .. .... PER 4
Presidential appointees. . . .. PER 9
Private activities ... ... PER 4
Probationary rating . . . . .. PER 10
Public administration
aspects. ......... PUB 5
Promotion........... PER 9
Recruitment .. ........ PER 9
Reduction-in-force
(RIF). .......... PER 9
Reemployment rights . . . ... PER 9
Reinstatement . .. ... ... PER 9
Relations........... PER 7
Resignations ......... PER 18
Retirement .......... PER 16
Rotation ........... PER 9
Salaries and allowances . . .. PER 3

Security ........... PER 17






PERSONNEL: (Cont'd)

Selecting-out . ........ PER 18
Selection........... PER 9
Separation .......... PER 18
Social Security (OASI):
Coverage ......... PER 12
Retirement........ PER 16
Staffing:
Authorization of levels,
ceilings ...... BUD 5
Patterns, Rosters. . . .. PER 19
Strength . .......... PER
Suggestions . . ........ PER 2
Suspension .......... PER 4
Third-country nationals . . . . PER TCN
Training ........... PER 13
Transfer ........... PER 9
Travel ............ TRV
Unemployment compensation . . . PER 18
Unions ............ PER 7
Vacation schedules ... ... PER 1
PERSONS:
Displaced:
Refugees and migrants
(as social problem) . SOC 6
Prominent (biodata on):
Congress (U.S.) members of LEG 2
PERT (Program Evaluation
Review Technique) . ... ... PRM 4
PESTS, PEST CONTROL:
Animal ............ AGR 10
Crop ............. AGR 4
Sanitation aspect . ... ... HLS 7
PETROLEUM (exploration,
extraction, refining) . . . .. IND 7
Accountability ........... GRS 2
Procurement.......... PRC
PHOTOGRAPHS:
Audiovisualuse .. ... ... INF 1

Routine request for and



transmittal of . . . . .. INF 4



PHOTOGRAPHY:
Mapping and surveying:
Civilian......... IND 1
Reproduction service

(agency) . ........

PHOTOVOLTAIC TECHNOLOGY . ......

PICKETING:
Labor/Ind. disputes . . . . ..

PIPELINES:
Funds obligated, but not
expended .........
Natural gas and petroleum . . .

PL 480 PROGRAM (see surplus
agric. commodities) . . . . ..

PLANS, PLANNING (use approp. subj.)

PLANTING STOCK ........... AGR 4
PLANTS:
Agricultural . ........ AGR 4
Industrial .......... IND 5

Waste Disposal ........
POLICE:
In other facilities. . . .
Of Agency employees. . ..
POLICY (use approp. subj.)

POLICY DETERMINATIONS ... ... ..

POLIO ............... HLS 2
POLITICAL:
Activities:
Government employees . . .
* Election and Political
Processes ........ DEM 6
POLLUTION:

As health hazard (general) . .

GRS 5

SCT 21

SOC5

FIS 2

IND 7

FPC

HLS 7

TRG
PER 13

ADM 8

PER 4

HLS 2



Of water supply . . ...... HLS 7
Environmental Control . . . .. SCT 19



POOR ............... SOC4

POPULATION:
Census-taking techniques . ..
Economic analysis .. ... ...
Growth Control ........

PORTS:

Cargo Handling & Storage Facilities:

Agency Commodities . . ..

General. .........
Charges, Agency Commodities . .
Dock facilities .. .. .. .. TRP 4
Inland waterway . ... ....
Visits:
Merchant vessels.. . . ..
POSITION:
Authorization. ........ BUD 5
Classification ........ PER 15
Descriptions . ........ PER 15
Series & Standards . .....
POSTS:
Allowances .......... PER 3

Exchange (PX):
Privilege for Agency
personnel . .. ...
Reports:
Record copy &
supporting papers . .
Other copies (treat as
library material)

POTABLE WATER SUPPLY ........

POUCH & COURIER SERVICE:
U.S. (Agency use of) .....

POULTRY ............... AGR 10
POWER  ................

Consumption
(as economic indicator). .

PUB 8
ECF 3
HLS 9

PRC 2
TRP 4
PRC 2

TRP 3

TRP 6

PER 15

PER 8

PER

HLS 7

ADM 8

IND 9

ECF 3



PRELIMINARY BUDGET ESTIMATES . ... BUD 1

PRESIDENTIAL:

Appointments ......... PER 9

Awards ............ PER 2

Determinations ........ LEG 4
Battle Act restrictions. . ECF 4

Directives. Proclamations
(use approp. subj.)
Library, John F. Kennedy Memorial

(Agency records for) . . . ADM 8
PRESIDENT'S BUDGET. ......... BUD 2
PRESS:

Clippings:
General.......... INF 5
Specific (use approp. subj.)
Conferences & transcripts ... INF 5
Interviews .......... INF 5
* Information Media .. . ..... DEM 6
Relations (Agency) ...... INF 5
Releases (Agency) . ...... INF 5
PREVENTION:
Accident (see SAFETY)
Flood............. AGR 9
PRICE:
Analysis ........... FIS 3
Index . ............ ECF 3
PRINTING:
Agency reproduction services . GRS 5
As anindustry ........ IND 12
PRIVACYACT ............. INF 6
PRIVATE:
Banking............ ECF 1
Enterprise & investment:

Agency program to enlist . LGP 3

Economic aspects . . . .. ECF 3

Private sector projects. . LGP 3

Investment opportunities . LGP 3






PRIVILEGE:

Executive . .......... LEG 2
Commissary, Post exchange,
(PX)........... PER 8

PRIVILEGES & IMMUNITIES:
Agency employees .......

PROAG (project agreement) . ... ..

PROBATIONARY PERFORMANCE
RATING (employees) ......

PROCEDURES (use approp. subj.)
PROCUREMENT:

Contract:
Procedures . . ...

Documents (procedures) . .

Sources restrictions . . .

PRODUCTION:
Agricultural crops ... ...
Index . ............ ECF 3
Industrial manufacturing . . .
Livestock & poultry . . . . ..
Mineral, petroleum, oil

PROFESSIONAL EDUCATION
& SCHOOLS . ..........

PROFIT SHARING (industry) . . . . ..

PROGRAM:
Agency: (general) ......
Approval . ........

PER 6

PRM 1

PER 10

PRC 3
PRC 1
PRC 2
AGR 4

IND 5
AGR 10

IND 7

ECF 3

EDU 8

IND 4

PRM
BUD 4
PRM 1,
2,3



PROGRAM: (Cont'd)
Commingling (Of U.S.
& Communist) .. ..
Evaluation........
Evaluation Technique
(PERT) .......
Impact:

On recipient countries PRM 4

On U.S. Economy:

General . .. ...

Specific

(use approp. subj.)
PROJECTHOPE ............ HLS 4
PROJECT(S):

Implementation:
Document procedures:

Commodity (PIO/C) . .

Participant (PIO/P) .
Technical services
(PIO/T) . ...
Management improvement . . ..

PROMINENT PERSONS:
Congress (U.S.) members of. . .

PROMOTION:
Agency employees .......
Trade ............. IND 6

PROPAGANDA:
Psychological warfare . . . ..

PROPAGATION, SEED ..........

PROPERTY:
Accountability:
Equipment & supplies . . .
Real........... GRS 6
Donated, privately ......
Excess:
Agency..........

Procurement of by Agency .

Expropriation . .. ...... IND 4
Risk guaranty. . . .. ..

PRM 7
PRM 4

PRM 4

ECF 3

PRC 1
TRG 9

PRC 1

ADM 1

LEG 2

PER 9

INF 6

AGR 4

GRS 2

PRC 10

GRS 2
PRC 9

LGP 1






PROPERTY: (Cont'd)
Land:

PROPOSALS (use approp. subj.)

PROPRIETARY PROCUREMENT ... ....

PROSPECTUSES:
Training courses:
For participants . . . ..
For personnel. ... ...

PROTECTION:
Security:
Building &
restricted areas . .

Documents & information. .

Personnel. . .......

PROTOCOLS (treaties)
(use approp. subj.)

PSYCHOLOGICAL OPERATIONS ......

PUBLIC:
Administration:
Background data for

development of Agency

programs .....
Schools. . ........
Debt ............. ECF 2
* Governance........... DEM 6
Health ............ HLS
Information.......... INF
Inquiries . . ......... INF 4
Laws: (use approp. subj.)

PL480..........
Notice, procurement
transactions . ......

Opinion . ........... INF 5
Press............. INF 5
Service awards ........
Utilities:

AGR 6
AGR 9

PRC 3

TRG 4
PER 13

GRS 1
ADM 9
PER 17

INF 6

PUB 3
PUB 7

FPC

PRC 3

PER 2

IND 9



Telecommunications . . . . IND 13
Transportation . . . . .. TRP



PUBLIC: (Cont'd)

Works:
Agency programs (use
approp. subj.) or .. IND 3
PUBLICATIONS:
Agency:
Book programs. . . . . .. INF 7
Clearance & control. . . . INF 7
Directives . .. ... .. ADM 8
House organs . ... ... PER 8
Library service. . .. .. GRS 3
Procurement of (purchases
&subs.) ...... PRC
Reports:
General &
comprehensive. . INF 7
Specific (use approp. subj.)
Reproduction &
distribution . . GRS 5
Requestfor..... INF 4
Technical (use approp.
subj.) ...... INF 7
Translation programs INF 10
PUBLICITY . ............. INF 5

PURCHASES (See PROCUREMENT)

PX (Post Exchange):

Privilege for employees . . .. PER 8
Q
QUALIFICATIONS, PERSONNEL: ..... PER 15
Examinations:
Civil Service,
Language, etc. . . . PER 9
Medical. . ........ PER 11
QUARANTINE:
Ofanimals .......... AGR 10
Ofpersons .......... HLS 2

Ofplants . .......... AGR 4






QUARTERS:
Allowances .......... PER 3
Assignment .......... GRS 6
Maintenance & repair . . ...

170

RACE RELATIONS:
Agency fair employment practices:
Contracts (Agency-financed) PRC 3
Personnel. .. ......
Social aspect......... SOC 3

RADAR (see NAVIGATIONAL AIDS)

RADIATION:

General ............ IND 8

As a health hazard (atomic
fallout, x-ray, etc.). . .

Irradiation of food (as a
preservative). . .. ...

Medical applications .. ...

Seed and crop improvement . . .

RADIO:
Agency use:
Audio-visual programs:
General . ... ...
Specific (use approp. subj.)
Communications systems . .
In public relations. . . .
Commercial .......... IND 13
As teaching method . ... ..
Navigational systems & aids
(see NAVIGATIONAL AIDS)
Propaganda. Psychological
Warfare. . ........

RADIO FREE EUROPE (RFE) . . ... ..
RADIOACTIVE:

Fallout (as health hazard) ..
Waste disposal problem . . ..

GRS 1

PER 9

HLS 2
IND 5

HLS 2, 8
AGR 4

INF 5

GRS 1
INF 5

EDU 11

INF 6

INF 6

HLS 2
IND 8



RADIOLOGY:
Medical aspect ........
Scientific research . . . ...

RAILROADS, RAILWAYS:
Agency-financed use of:

Shipments. . .......
Travel .......... TRV 3
Systems............ TRP 5
RAINFALL .............. SCT9
RAINMAKING ............. SCT9

RANGE MANAGEMENT ..........

RANK:
Of Agency employees . . . . ..

RATES:
Exchange (foreign currency) . .
Per diem & mileage. . . . . ..
Wage:
Agency employees . . . ..
Labor standards. . . . ..

RATINGS, PERFORMANCE ........
Evaluation panel .......

REACTORS:
Developmentof ........
Peaceful uses (use approp. subj.)
As power source . .......

REAL PROPERTY, ACCOUNTABILITY . . ..

REALLOTMENT (of funds) .. .....
REAPPORTIONMENT (of funds) . .. ..
REASSIGNMENT, EMPLOYEES.. . ... . ..
RECEIPTS:

Classified material . . . . ..
Disbursements . . . ... ...

HLS 2, 8
IND 8

PRC 7

AGR 9

PER 6

ECF 4

TRV 1

PER 3
SOC5

PER 10
PER 10
IND 8
IND 9
GRS 6
BUD 5
BUD 5
PER 9

ADM 9
FIS 10






RECEPTION, PARTICIPANT ....... TRG9

RECESSION, ECONOMIC . .. ... ... ECF 3
RECIPROCAL TRADE .......... ECF 4
RECLAMATION, LAND . ......... AGR 9

RECONSTRUCTION & DEVELOPMENT,
INTERNATIONAL BANK FOR (IBRD):

Non-Agency loans ....... LGP 2
Participation in Agency loan
programs......... LGP 2
RECORD OF DECISIONS ... ...... ADM 8
RECORDS:
Accessto........... ADM 9
Disposition . ......... ADM 8
Emergency evacuation
(E&E).......... ADM 10
Indispensable, relocation
of ............ ADM 10
Management:
Agency.......... ADM 8
Public Administration
aspect ....... PUB 1
Vital . ... ... ADM 10
RECREATION (Agency employees) . . .. PER 8
RECRUITMENT:
Agency personnel ....... PER 9
RECUPERATION

(see REST & RECUPERATION)

RED CROSS, INTERNATIONAL:
Disaster & emergency relief

(Non-Agency) . ...... SOC 6
Participation in Food for
Peace (PL 480) programs. . FPC 2,6

REDUCTION-IN-FORCE
(personnel) . ......... PER 9






REEMPLOYMENT ............ PER 9
REFINERIES, REFINING ........ IND 7
REFORESTATION . ........... AGR 8

REFORM:
Land ............. AGR 9
*  Democracy and Governance.... DEM

REFUGEES:
Relief:
Agency programs:
Food for Peace

(PL480) ..... FPC 2,6
Other Agency programs SOC 6
Non-Agency programs. . . . PRM 7
REFUNDS ............... FIS 5, 12
REGIONAL:
Data books .......... ECF 3
Economic integration . .. .. ECF 4
Programs ........... PRM 3
Supply centers ........ PRC 2
REGIONAL TECHNICAL AIDS
CENTERS (RTAC) ........ INF 10
REGISTRATION:
Motor vehicles (Agency) . . .. GRS 4
Voluntary agencies ...... FPC 6
REGULATION | ............ PRC

REGULATIONS (use approp. subj.)
REHABILITATION:
Refugees ........... SOC 6
Vocational .......... SOC 6

REIMBURSABLE DETAILS,
EMPLOYEES . .......... PER 9

REINSTATEMENT, EMPLOYEES . ..... PER 9






RELATIONS (use approp. subj.)
With other Federal Agencies . .

RELEASE, PRESS ...........

RELIEF, DISASTER
Food for Peace program

(PL480).........
General ............ SOC 6
Non-Agency assistance . . . ..
RELIGION .............. SOC 3
RELIGIOUS:

Discrimination. Freedom . ..

RELOCATION, EMERGENCY ........

REMOTE SENSING TECHNOLOGY . .....

RENEWABLE ENERGY ..........
RE-OBLIGATION, FUNDS ........

REORGANIZATION OF:
Agency ............ ADM 6
Other Federal agencies . ...

REPAIR INDUSTRIES . .........

REPAIRS TO:
Aircraft (civil) ....... TRP 1
Buildings (Agency) . .....
Equipment (Agency) ......
Motor transport equipment . . .
Railway equipment . . ... ..
Vehicles (Agency) .......
Vesssels (merchant) . ... ..

REPORTING REQUIREMENTS
(general) . .......... ADM 8
Specific (use approp. subj.)

ADM 6

INF 5

FPC 2,6

PRM 7

SOC 3

ADM 10
SCT 18
SCT 21

FIS 2

ADM 6

IND 12

GRS 1
GRS 2
TRP 2
TRP 5
GRS 4
TRP 6



REPORTS: (use approp. subj.)
General or comprehensive
(to the Congress or the

public) . ...... INF 7
Periodic administrative &
management .. ....... ADM 2
Post (record copy & supporting
papers).......... PER
REPORTS MANAGEMENT ......... ADM 8
REPRESENTATION:
Allowances .......... PER 3

REPRODUCTION & DISTRIBUTION
(Agency service) ....... GRS 5

REQUESTS: (use approp. subj.)
General inquiries from

the public........ INF 4

REQUISITIONS:

For supplies from stock . . . . GRS 2

For procurement (purchases) . . PRC 1

For reproduction (by Agency) . GRS 5
RESEARCH & DEVELOPMENT:

Agricultural . ........ AGR 11

Aircraft (civilian) . . . . .. TRP 1

Housing ............ SOC4

Industrial .......... IND 11

Market ............ IND 6

Medical . ........... HLS 8

Nuclear energy ........ IND 8

Program............ PRM 6

Scientific .......... SCT 4

Technical (Use approp. subj.)
RESERVES:

International (financial) . . . ECF 4

Manpower:

Civilian......... SOC5
Stocks:

Agency acquisition of. . . PRC 9



RESETTLEMENT:

RESIDENCE:
Allowances (employees) . ...
Assignment of quarters . ...

RESIDENT STAFF APPOINTMENTS .. ...

RESIGNATION (of Agency
employees) .......... PER 18
Earth Resources Survey
Program..........

RESOURCES:
Agricultural . ........ AGR
Human............. SOC5
Land:
Agricultural use . . . ..
General. . ........
Mineral(s):
As industry........
Technology . . ... ...
Mobilization of:
Manpower . ........
Natural (except as above) . . .

REST & RECUPERATION (employees):

Health aspect......... PER 11
Travel aspect......... TRV 2

RESTRICTIONS: (use approp. subj.)
Battle Act (trade) ...... ECF 4
Travel:

Agency employees . . . ..
RETENTION REGISTERS . ........

RETIREMENT:
Personnel:
Agency..........
Payroll deduction
procedures ... ..
Ofrecords .......... ADM 8

SOC6
PER 3
GRS 6

PER 9

SCT 18

AGR 9
SCT 19

IND 7
SCT9

SOC5
SCT9

TRV 2,5

PER 9

PER 16

FIS 12



Social insurance programs . . . SOC5



REVALUATION, OF CURRENCY ...... ECF 4

REVENUE (of governments) ...... ECF 2
REVOLVING FUND ........... FIS 14
RIFLES:
As non-military firearms:
Manufacture. . . ... .. IND 5
RIGHTS:
Agency employees:
Fair employment. . . ... PER 9
Political. . . ... ... PER 4
Reemployment . ... ... PER 9
Human............. SOC 3
S DEM 4
RIOTS
Labor............. SOC5
Race ............. SOC 3
RIVER BASIN DEVELOPMENT (Use approp.
subjyor........... SCT9
RIVERS:
Inland:
Flood prevention
& control . . . ... AGR 9
Navigation, dredging,
etc. ........ TRP 3
ROADBEDS (railways) ......... TRP 5
ROADS (constr. & maintenance) . . . . TRP 2
ROLLING STOCK . ........... TRP 5
RODENTS:
Agricultural pests . ..... AGR 4, 10
Health aspect......... HLS 7
ROSTERS,DUTY ............ PER 1

ROTATION, PERSONNEL . . ....... PER 9






ROUTING:
Agency mail . ......... ADM 8
Agency telegrams . ......

RTAC (Regional Technical Aids

Centers) ........... INF 10
RUBBER & RUBBER PRODUCTS:

Cultivation . . ........ AGR 8

Manufacture . ......... IND 5

RULES & REGULATIONS
(Use approp. subj.)

*RULES OF LAW. . ........... DEM 2

RUN 13 REPORTS. ...........

RURAL:
Development..........
Electrification ... ... .. IND 9
Health ............ HLS 4
SAFEHAVEN .............. ADM 10
SAFETY:
Agency employees .......
Building ........... GRS 1
Industrial .......... SOC 5
Transportation:
Commercial:
Aviation ......
Highway .......

Inland waterway . . .
Ocean shipping . ..
Railway . ......

SALARIES (Agency personnel) . . . ..

SALE:
Agency property equipment &
supplies.........
Commodities (PL 480) .....

n

ADM 8

FIS 13

SOC1

PER 11

TRP 1
TRP 2
TRP 3
TRP 6
TRP 5

PER 3

GRS 2
FPC 3,5



By employees of personal

property abroad. . . . .. PER 4
Gov't-owned excess property (under

Sec. 607 of FAA of 1961) . PRC 9



SALES:

Agreements (PL 480) ......

Billing and collection . . ..
SALTREPORT .............

SANITARY ORGANIZATION, PAN

AMERICAN (PASO) .. ......

SANITATION:
Health aspect.........

Technical assistance programs:

Agency..........

Non-agency . .......

SATELLITES (space):

Telecommunications aspect . . .

SCHEDULES:
Motor pool ..........
Pay .............

Records disposition . . . . ..

Reporting . . .........
Vacation ...........

SCHOLARSHIPS ............

SCHOOL:
Administration ........

Courses for participants . . .

Construction .........
Facilities ..........
Lunch programs (under

SCHOOLS:
Agricultural . ........
Elementary ..........
Engineering . .........

For employee dependents . . . .

Higher education .......

Labor Union sponsored . . . ..

Medical ............
Nursing............
Professional .........

Public Administration . . . ..

FPC 3,5
FIS 5

HLS 7

HLS 7
PRM 7

IND 13

ADM 8

TRG 4

FPC 2,6

PER 5
EDU 6
SOC5

PUB 7






SCHOOLS: (Cont.)

Public Health . ........ HLS 1

Secondary . .......... EDU 10

Social Workers ........

Trade............. EDU 12
Labor union. .......

U.S. sponsored abroad . . . ..

Vocational .......... EDU 12

SCIENCE, GENERAL ..........

SCIENCE AND TECHNOLOGY (See
Technology) . ......... SCT1

SCIENTIFIC & CULTURAL ORGANIZATION,
UN EDUCATIONAL (UNESCO)
PROGRAMS ...........

SCRAPPING (of vessels)
Merchant ........... TRP 6

SCREENING PROCEDURES, SECURITY:
Agency personnel .......

Participants ......... TRG 11
SEABEDS:

Asresource . ......... SCT 9, 10
SEALS:

Legal ............. LEG 8

SECONDARY EDUCATION &
SCHOOLS ............

SECRETARIAL DETERMINATIONS .....
SECRETARIAT
(use approp. subj. for int'l

org., conf. ect.)

SEADAG (SE Asia Development
Advisory Group) .. ......

SECTIONS: (of legislation)
607 (FAA,1961)........

EDU 8

SOC5
EDU 2

SCT5

PRM 7

PER 17

EDU 10

LEG 4

PRM 7

PRC 9



608 (FAA, 1961)........ PRC 9
634d (FAA, 1961) ....... BUD 5
1311 (Supplemental Appropriations

Act, 1955) certification . FIS 2



SECURITY:
Buildings & restricted

areas........... GRS 1
Document & information . . ..
Participant . . .. ...... TRG 11
Personnel (Agency) ......

Trade control .. ....... ECF 4

Violations (employee) . . . ..
SEED IMPROVEMENT ..........
SEGREGATION (racial) ........

SELECTION:
Out (of personnel) ......
Panel (for contract award) . .
Participants ......... TRG 11

SELF-AUDIT ............. FIS 3
SELF-HELP HOUSING ... .......
SEMINARS (use approp. subj.)

SENATE:
Agency relations with . . . ..
Investigations ........ LEG 2
Hearings:
Appropriation
legislation . . . ..
Authorizing legislation. .

SEPARATION:
Agency employees .......
Allowances .......... PER 3

SERVICE:
Agency employees:
Length of:
Awards .......
Credit .......
Industries . . ... ...

SERVICES (use approp. subj.)

ADM 9

PER 17

PER 17

AGR 4

SOC3

PER 18
PRC 3

SOC4

LEG 2

BUD 3
LEG 6

PER 18

PER 2
PER 16
IND 12






SETTLEMENT, LAND .......... AGR 9

SEWAGE DISPOSAL &

TREATMENT ........... HLS 7
SHARED ADMINISTRATIVE SUPPORT . ... ADM 6
.......... BUD 5
SHELF LISTS (of reitred
records) ........... ADM 8
SHELTER AREAS:
In government buildings . . . . GRS 1
SHIPMENT(S):
Commodities . . ........ PRC 7
Arrival accounting
procedures ... .. PRC 2

SHIPMENT(S): (Cont'd)
Employee effects (allowances,

insurance, etc.) . . ... TRV 6
Records (Agency) ....... ADM 8
U.S. Flag requirements &
waivers. . ........ PRC 7,
.......... TRV 3
SHIPS, VESSELS:
Merchant ........... TRP 6
Agency use for shipment or
travel. .. ... .. PRC 7, TRV 3
Operations (merchant). . . TRP 6
SICKLEAVE ............. PER 1
SINO-SOVIET BLOCK (See COMMUNIST
BLOC)
SIGNATURE, AUTHORIZATION ...... ADM 6
SLOW DOWNS, LABOR .. ........ SOC5
SLUM CLEARANCE ........... SOC 4

SMALL BUSINESS:
Agency procedures for procurement



advertising. . ... ... PRC 3
Developmentof ........ IND 2



SMALLPOX .............. HLS 2

SMUGGLING:
By employees .........
Economic aspect . . ......

SOCIAL:
Activities. Functions:

Agency employees . . . ..
Cultural factors ....... SOC 3
Insurance programs .. ....
Security (Agency employees):

Payroll deductions . . ..

Retirement........
Service . ........... SOC 6

Education & training

For participants . . . ..

For social workers . . . .

SOIL:
Agricultural aspect. . . . ..

SOLAR ENERGY ............ IND 9

SOLAR THERMAL DEVELOPMENT ... ...

SOVIET BLOC (See COMMUNIST BLOC)

SPACE.:
Acquisition &
accountability . . . ...
Assignment .......... GRS 6
Moves............. GRS 6
Outer:
Telecommunications . . . .
SPECIAL:
Events ............ INF 8
Letter of Credit (General) ..
Passports . .......... TRV 5
SPEECHES:
Of Agency personnel (invitation

arrangements,
clearance, etc.) . .
Of interest for program purposes

PER 4
ECF 4

PER 8

SOC5

FIS 12
PER 16

TRG 4

EDU 8

AGR 9

SCT 21

GRS 6

IND 13

FIS 4

INF 9



(use approp. subj.)



SPONSORSHIP (use approp. subj.)

STABILIZATION:

Economic ........... ECF 3
Financial . .......... ECF 4
STAFF MEETINGS ........... ADM 3
STAFFING:
Authorization of levels.
Ceilings......... BUD 5
Authorized levels. Patterns.
Rosters. . ........ PER 19
STANDARD OF LIVING (general) . ... ECF 3

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

Paperwork systems. . . .. ADM 8
Procurement. . ...... PRC
Job ...l PER 15
Labor............. SOC 5
Industrial .......... IND 11
STATISTICAL:
Directory, Federal (personnel
listing) ......... PER 8
Methods:

Agency Application:
As management technique ADM 1
Other (use approp. subj.)

Public administration
aspect. . ...... PUB 8

STATISTICS (use approp. subj.)

STOCKPILING:
Agency procurement from . . . . PRC 9
Revolving fund accounting. FIS 14
STORAGE:
Employees effects . . .. . .. TRV 6
Equipment & Supplies
(Agency) . ........ GRS 6

Farm buildings ........ AGR 6



Port facilities (cargo) . . . . TRP 4
Security facilities . . . . .. ADM 9



STORAGE: (Cont.)

Warehouse space (in Agency
buildings) .. ......
Warehousing (industry) . ...

STRATEGIC:
Materials:
Barter for (under PL 480,
Title 1) .....
Procurement of (Agency). .
Trade control . . ....... ECF 4

STRIKES ............... SOC5
STUDENTS:

Education (general) . . .. ..

Courses for participants .

Exchange program .......
STUDY GROUPS (use approp. subj.)
SUB-ALLOTMENTS ...........
SUB-OBLIGATIONS . ..........
SUBSCRIPTIONS (purchase of) . . . ..

SUBSIDIARIES, FOREIGN (guarantee
contracts for) ........ LGP 1

SUGGESTION PROGRAM,
EMPLOYEE ...........

SUPPLEMENTAL BUDGET REQUESTS . ...

SUPPLIERS' CERTIFICATES .. ... ..

SUPPLIES:
Accountability ........ GRS 2
Procurement.......... PRC
SUPPLY:
Management:
Agency personnel training
in .........

GRS 6
IND 12

FPC 7
PRC 9

EDU
TRG 4
PRM 7

BUD 5

FIS 2

PRC 1

PER 2

BUD 3

PRC 4

PER 13



Courses for participants .
Programs.........

TRG 4
PUB 1



SURPLUS & AVAILABLE:
Agricultural commodities, U.S.-owned:
Disposal under PL 480

(general) . ..... FPC
Avalilability of . . . FPC 1
Barter or exchange . FPC 7
Donations to voluntary

agencies ... .. FPC 6

Advisory Committee on
Voluntary Foreign
Aid....... FPC 6
Annual estimate of requirements
(of voluntary

agencies) . .. FPC 6
Grants to governments . . . .. FPC 2
Disaster & emergency
programs. ..... FPC 2
Welfare programs.. . . .. FPC 2
Sales:
For Foreign currency . . . FPC 3
Agreements ... .. FPC 3
For dollar credits . . . . FPC 5
Agreements ... .. FPC 5
SURPLUS PROPERTY (Agency) . . .... GRS 2
SURVEYING & MAPPING:
Civilian ........... IND 1

SURVEYS: (use approp. subj.)

Geodetic ........... IND 1
Geological .......... SCT9
Investment .......... LGP 3
Market ............ IND 6
Paperwork Management
(general). . ....... ADM 8

of specific functions (use
approp. subj.)
Property inventory . . .. GRS 2
SUSPENSION, EMPLOYEE ........ PER 4

SYMBOLS: (use approp. subj.)
Appropriation & allotment . . . FIS 8

SYSTEMS (use approp. subj.)






TANKERS ............... TRP 6
Use for Agency commodity
shipments. ... .....

TARIFF:
Agency tariff administration
programs.........
Concession, Controls,
Negotiations . . ... ..
Courses for participants . . .

TARIFFS:
Agency exemption from:

Commodity, equipment & supplies

customs clearance . .
Employee effects . . . ..

TARIFFS & TRADE, GENERAL
AGREEMENT ON (GATT). .. ...

TAX:
Exemption:

Employees. ........

Incentives (foreign
investment) . . . ..

Income:
Assistance to Agency

employees . . ...

As source of revenue.

Systems. .........

Withholding (payroll
procedures) . . ...

TAXIS (officialuse) ........ TRV 3

TEACHER TRAINING ..........
Courses for participants . . .

TEACHING METHODS & MEDIA ... ...
TECHNICAL:

Aids ............. INF 7
Assistance:

PRC 7

PUB 2

ECF 4
TRG 4

PRC 2
TRV 6

ECF 4

PER 6
LGP 3
PER 8
ECF 2
PUB 2

FIS 12

EDU 8
TRG 4

EDU 11



As Agency program method . PRM 5



TECHNICAL: (Cont'd)

Agreements .. . . ...

Contracts. ... .....

Non-Agency . ... ..
Inquiry service . .......
Translation programs (RTAC,

INF 7

etc.). .......... INF 10
TECHNOLOGY:

Agriculture . . ........ SCT9
Communications ........
Computer ........... SCT 14
Education........... SCT 20
Energy ............ SCT 21
Engineering . ......... SCT 5
Environmental Protection . ..
Forestry ........... SCT 11
General............ SCT
Housing............ SCT 13
Industrial .......... SCT 17
Information.......... SCT7
Legislation.......... SCT 22
Marine ............ SCT 10
Natural Resources . . . . ...
Policy:

Agency..........

Cooperating Country. . . .

Public Works . .. .. ..

Remote Sensing

Science. . ........

TELEGRAMS, AGENCY, NON-AGENCY .. ..

TELEGRAPH:

Agency system & facilities . .

Public utility

TELEPHONE:

IND 13

Agency facilities & services .

Public utility

TELEVISION:

IND 13

Agency public relations use . .

Commercial

IND 13

LEG
PRC 3
PRM 7

SCT 15

SCT 19

SCT9
SCT1
SCT6
SCT 12
SCT 18
SCT5

ADM 8

ADM 8

GRS 1

INF 5



Educational medium . ..... EDU 11
* Information Media . ... ... DEM 6
Information & propaganda
use............ INF 6



TELSTAR:
As space communications
satellite. . ....... IND 13
As transmission medium for
Int'l Inf. programs. . . .

TEMPORARY:
Appointments. . . .......
Lodging allowance . ... ...

TENURE (Land) ... ......... AGR 9

TERMINATION OF:
Employment. . .........
Offices & Missions (Agency) . .

TESTING. TESTS:
Agency employees & applicants .

Participants. .. ....... TRG 11
Relocation. . ......... ADM 10
TEXTBOOKS

(as educational medium) . . ..
THEFT (of Agency property). . .. ..
THERMO-ELECTRIC POWER . .......

THIRD COUNTRY:

Employees . .......... PER
Training. . .......... TRG 2
TICKETS, TRIP

(Motor pool procedures) . . ..

TIED AID
(procurement source
restricted to
donor country). . ..

TIME & ATTENDANCE RECORDS. . . . ...

INF 6

PER 9
PER 3

BUD 4

PER 18

ADM 6

PER 9, 11

EDU 11
GRS 2

IND 9

GRS 4

PRC 2

PER 1



TITLE, COMMODITY. ..........

TITLE IX, INSTITUTION BUILDING. . ..
TORNADOES .............. SOC 6
TORTCLAIMS . ............ FIS 7

TOUR OF DUTY (at post). ... ....

TOURISM . .............. IND 12
TRADE:
Agreements: ... ....... ECF 4
Barriers & controls . . . . ..
Complaints. . ......... IND 6
Development..........
Domestic. ........... IND 6
Fairs............. IND 6
International . ........ ECF 4
Common market........
Opportunities . ... ..... IND 6
Promotion........... IND 6
Schools . ........... EDU 12
Laborunion......... SOC5
Statistics. . ......... ECF 4
Triangular. . ......... PRC 8
Unions:
Economic Integration. . . . .
Labor............ SOC5

TRADEMARKS. TRADENAMES . ... ...

TRAFFIC:

Engineering . ......... SOC4

TRAINING:

Agency employees. . ... ...

*  Civic Education ........ DEM 7
Nurses. ............ HLS 1
Participants. .. ....... TRG
Teacher............ EDU 8

Trade Union (labor) . . . . ..
Vocational. . ......... EDU 12

PRC 2

PRM 6

PER 1

ECF 4

IND 6

ECF 4

ECF 4

LEG 10

PER 13

SOC5



TRANSFER:
Agency employees. . ... ...
Allocations (to another agency)
Equipment & supplies. . . . ..

Records............ ADM 8
Surplus agric. commodities
(PL480).........

TRANSLATION OF:
Agency correspondence &
documents. ........
Technical books, films, etc . .

TRANSMISSION, POWER . ... .....

TRANSMITTAL OF ROUTINE INFO.,
PHOTOS, PUBLICATIONS. .. ...

TRANSPORTATION:

Agency personnel & effects. . .

Air...ooooo.. TRP 1

Of commodities, equipment &
supplies.........

Highways. ........... TRP 2

Inland waterway . .......

Lines, Agency relations with:

Passenger.......... TRV 3

Shipping. . . ........ TRC 7
Local:

Motor pool service. . . . ..

Public carriers . . . .. .. TRV 3

Motor transport systems . . . .
Network (highway) . . ... ..

Ocean............. TRP 6
Participants & effects. . . ..
Rail. ............. TRP 5
Technology. . ......... SCT 16
TRAVEL.:

Advances............ TRV 1
Allowances:

Employees .. ......... TRV 1

Effects.......... TRV 6

Arrangements for visitors:
Congressional delegations
(CODELS).......... TRV 7

PER 9
BUD 5
GRS 2

PRC 2

ADM 8
INF 10

IND 9

INF 4

TRV

PRC 7

PRC 3

GRS 4

TRP 2
TRP 2

TRG 9



All others



TRAVEL: (Cont.)

Authorizations. .. ... ... TRV 2
Carriers. . .......... TRV 3
Dependents. . ......... TRV
Education.......... PER 5
Employees . .......... TRV
Insurance:
Employee:
Effects.......... TRV 6
Emergency ......... PER 12
Orders. ............ TRV 2
Participant:. . .. ...... TRG 9
Allowances. ....... . TRG1
Rest & recuperation:
Authorization . ....... TRV 2
Regulations, policy, etc. . .
Tourism............ IND 12
Visitors. . .......... TRV 7

Vouchers (procedures) . . . ..
TRAVELERS ... ........... TRV 7

TRIANGULAR TRADE (Transactions) . . .

TRIBAL:
Customs............ SOC 3
TRIP TICKETS, MOTOR POOL
(procedures). ......... GRS 4
TRIPS:

Travel arrangements . . . . ..
Other aspects (use approp. subj.)

TRUCK FARMING . ........... AGR 4

TRUCKING (highway transportation) . .

TRUCKS, MOTOR POOL VEHICLES:
Accountability. . . ...... GRS 2

Operation & maintenance . . ..
Procurement.......... PRC 2

PER 11

FIS 2

PRC 8

TRV

TRP 2

GRS 4



TRUST FUND (accounting) . . . .. ..

TRUST (monopolies). . ........ IND 4
TUBERCULOSIS. ............ HLS 2
TUNNELS & BRIDGES:

Highway ............ TRP 2
TURNOVER:

Labor............. SOC5

TYPHOONS:
Disaster relief (general) . . .
Food for Peace (PL 480). . .

UNDEREMPLOYMENT ...........

UNEMPLOYMENT. ............
Insurance:
Agency employees. . .. ...
Social programs for.. . . ..

UNESCO ASSISTANCE PROGRAMS. . . ...

UNHEALTHFUL POSTS:
Differential allowances . . ..
Health & medical services . ..

UNIFORMS:
Agency employees:
Accountability. Issuance . .

Procurement......... PRC (B)
UNIONS:
Customs............ ECF 4
Government employees. . . . ..
Labor. Trade. ......... SOC5

UNITED GIVERS FUND
(fund raising activities) . . .

FIS 14

PER 9

SOC6
FPC 2,6

SOC5
SOC5

PER 12
SOC5

PRM 7
PER 3

PER 11

GRS 2

PER 7

PER 8



UNITED NATIONS:

Assistance programs . . ..

(or use approp. subj.)

UNIVERSITY:
Contracts . .. ........
Education:
Academic...........
Agricultural. . . ... ...
Engineering . ........
Exchange program. . . ..

Fellowships. Scholarships . .

Medical ...........
Nursing...........
Professional. . . ... ...

Public administration . . .

Public Health . . .. . ...

Science and Engineering

Orientation. . .. ...
Studies program

HLS 1

HLS 1

(for Agency employees) . .

Teachers. . .........

UNLIQUIDATED OBLIGATIONS. .

EDU 8

UNTYING PROCUREMENT SOURCE

RESTRICTIONS. . ... ...

UPGRADING (of classified material). .

URBAN:
Development..........
Cooperative housing . . .

Village & city planning . . .

Finance............

Workers participation
in development . . .

U.S. BOOK EXCHANGE
(USBE). . ..o ..

PRM 7

PRM 7
EDU 5

PUB 7

SCT 20

PER 13

FIS 2

PRC 2
ADM 9
SOC 4
SOC4
SOC4

SOC 4

SOC 4



U.S. FLAGSHIP
REQUIREMENTS:
Shipping. .. ......... PRC 7
Travel. . ........... TRV 3

U.S. GOVERNMENT-OWNED EXCESS PROPERTY:

Disposal:
Agency. ........... GRS 2
Procurement (Agency). . . . .. PRC 9
USE OF:
And access to Agency records. . ADM 9
Government-owned vehicles . . . GRS 4

UTILIZATION OF:
Funds:
Foreign currency (use approp. subj.)
Reports to Congress . . . .. BUD 5
Statement, periodic . . . .. BUD 5
Manpower. . .......... SOC5
Agency personnel. . . .. .. ADM 1
Paperwork equipment . . . . .. ADM 8

VACANCIES (position):
Recruitment tofill . ... .. PER 9
Staffing. ........... PER 19

VACATION SCHEDULES. . ........ PER 1

VACCINES:
Manufacture . .. ....... IND 5
Medical use:
Agency health program . . . . PER 11
Prevention & control
of disease........ HLS 2
Procurement.......... PRC

VECTOR-BORNE DISEASES . . ... ... HLS 2
VEHICLES (see MOTOR VEHICLES)

VENDORS (Agency procurement). . . . . PRC 3



VESSELS (see SHIPS)

VETERANS:
Agency personnel:
Employment. . .........
Retention........... PER 9

VETERINARY MEDICINE & SERVICE . . ..

VILLAGE:

Planning. . .......... SOC4

Water supply. . . ....... HLS 7
VIOLATIONS:

Security. . .......... PER 17
VISAS:

Official Agency travelers . . .

Participants. .. ....... TRG 9
VISITORS. .............. TRV 7

VISUAL MATERIALS. .. ........

VITAL:
Records program .. ... ...
Statistics. . . ........ HLS 8
Economic Analysis of . . .
VOCATIONAL:

Education & training. . . . . .
Labor union programs. . . . .
Rehabilitation. . . ... ... SOC 6

VOLUNTARY AGENCIES:
Non-Agency programs.. . . . ..
Social service. . ...... SOC 6
Participation in Food for Peace
program (PL 480). .......
End use observations. . . . .
Internal audit & management

inspection. . ........ FIS 3
VOLUNTEERS:
Peace Corps.......... PEC

Business. . ......... LP 3

PER 9

AGR 10

TRV 5

INV 1

ADM 10

ECF 3

EDU 12
SOC5

PRM 7

FPC 2,6
FIS 3



Other (use approp. subj.)



VOODOOISM . ............. SOC 3

VOTING:
Agency employees:
Agency assistance

& services. .. ...... PER 8

*  Election and Political
Processes.......... DEM 1
Leave............. PER 1

VOUCHERS (preparation &

procedures) .......... FIS 2
WAGE(S):

Labor............. SOC5

Scales (Agency employees) . . .
WAIVERS:

Commodity:

Marketing requirements. . . .
Procurement source. . . . ..
Shipping (50-50). ... ...

Employees:
Medical . .......... PER 11
Travel (U.S. flagship
requirements) . ....... TRV 3

Other (use approp. subj.)

WALKOUTS & STRIKES. .. .......

WAR:
Damages:
Claims............ FIS7,7
Risk guaranties . ... ...
Debt.............. ECF 2

WAREHOUSING & STORAGE:
Agency Commodities. . ... ..
Agency space. .........

Industry. . .......... IND 12
Port (cargo). . . ....... TRP 4
WARFARE

Economic. . .......... ECF 4

PER 3

PRC 6
PRC 2
PRC 7

SOC5

LGP 1

PRC 2
GRS 6



Psychological



WASTE DISPOSAL. . .......... HLS 7
WATCH LIST (export controls). . . .. ECF 4
WATCHMENT (buildings) .. ...... GRS 1

WATER(S):
Desalinization. .. ... ... SCT9
Drainage. . .......... AGR 9
Irrigation. . . ........ AGR 9
Levels............. SCT9
Navigation:
Merchant:
Inland waterways. . . . .. TRP 3
Ocean........... TRP 6
Pollution:
As health problem . . .. .. HLS 7
Power............. IND 9
Quality improvement . . . . .. SCT 19
Rainfall. ........... SCT9
Reclamation.......... AGR 9
Resources (general) . . . ... SCT9
Supply, community . . . . ... HLS 7
Transportation:
Merchant:
Inland waterway . . . . .. TRP 3
Ocean........... TRP 6

WATERSHED PROTECTION. . ....... AGR 8

WATERWAY(S):
Inland transportation . . . . . TRP 3

WEATHER:
Control . ........... SCT9
Forecasting:
As navigational aid:

Aerial. . ......... TRP 1
Maritime. . . ... .... TRP 6
Modification. . . ....... SCT9
WEED CONTROL. ............ AGR 4
WELFARE:

Agencies (see VOLUNTARY AGENCIES)
Community service



organizations . . . ... SOC 6



WELFARE: (Cont.)

Courses for participants. . . .
Employee Services . ... ...
Food for Peace

programs (PL 480). . ...
Services, Social. . . ... .. SOC 6

WHITE PAPERS (as background studies)
(use approp. subj.)

WHITE HOUSE CLEARANCE
(personnel appointments). . . .

WHO (World Health Organization)
(or use approp. subj.). . ...

WILD-LIFE MANAGEMENT. ........
WIND EROSION. . ........... SCT 19
WITCHCRAFT. . ............ SOC 3
WITHHOLDING TAX:

Employee salary deductions. . .
Payroll procedures. . . . . ..

WOMEN:
Female labor. . ........ SOC5
Statusof . .......... SOC 3

WOMEN-IN-DEVELOPMENT. . .......

WOMEN, INTER-AMERICAN COMMISSION OF .

WORK:

Hours of:
Agency employees. . .. ...
Labor............ SOC5

Measurement, Simplification:
Agency programs . ... ...
Public administration aspect.

Plans............. ADM 1

TRG 4
PER 8

FPC 2,6

PER 9

PRM 7

SEC 19

PER 3
FIS 12

SOC7

SOC 3

PER 1

ADM 1
PUB 1



WORKING:

Conditions:
Agency employees. . . .. .. PER 9
Labor............ SOC5
Groups (use approp. subj.)
WORKMEN'S COMPENSATION. . ...... SOC5
WORLD:
Food supply . ......... AGR 12
Trade ............. ECF 4
WORLD HEALTH ORGANIZATION
(WHO) (or use approp. subj.). . PRM 7
WORLD METEOROLOGICAL ORGANIZATION (WMO)
(or use approp. subj.). . ... PRM 7
X
X-RAY:
Equipment:
Agency procurement. . . . .. PRC (A)
Manufacture . .. ...... IND 5
As laboratory service . . . .. PER 11,
HLS 4
Use in treatment of disease . . PER 11,
HLS 2
Y
YOUTH:
Groups:
Agricultural. . . ... ... AGR 5
Community service &
group work. . ... ... SOC 6
Social aspect......... SOC 6



ZONES:
Free trade. ..

ZONING (community)

DRCD12\50253m1



