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AID HANDBOOK INDEX

Preface

This index, an updated version to the one issued in October 1990, includes
changes and updates to all the AID Handbooks that occurred from August 1990
through August 1991.

The underlying approach to the index construction has been the same, i.e.,
with series of thirty three handbooks considered as a single entity whose
topics may appear in one, or more than one, of the component volumes.
Synonyms, near synonyms, and other ambiguities are avoided and the topical
entry words and phrases have meaning for users who may not be intimately
acquainted with the content of specific handbooks.

UNDERSTANDING THE CITATIONS

The standard codes and messages that appear throughout the index, and their
exceptions, are defined in this section. It is recommended that all users
read this section before using the index.

LOCATION CITATIONS

The location citations are grouped in the following patterns:

) Handbook number, colon, Chapter number, Paragraph letter, and further
breakdown where needed.

The abbreviations such as App. for Appendix; Att. for Attachment; and Supp.
for Supplement are also included in the citations wherever necessary.

Special cases and cross reference messages are described below. An example of
the format used is as following:

AID Financed Export Opportunities 1B:23A2a(3); 15:10C1a(1)

"AID Financed Export Opportunities" is located in Handbook No. 1B, Chapter 23,
Section A2a(3); and Handbook 15, Chapter 10, Section Cla(l).

SPECIAL CASES

Although majority of the location citations follow the pattern described
above, there are these exceptions:

o In some of the Handbooks, a majority of the text is reprinted
from the Foreign Affairs Manual (FAM). A1l FAM citations are
marked by a '#' sign before the section number.

o In Handbook 22, citations from the Federal Travel Regulations
within Chapter 10, will be preceeded by a '§' sign before the
section number.



o All citations to the Federal Acquisition Regulation (FAR) are
lTisted as FAR (section number).

o Handbook supplements that are basically separate volumes are
cited as, 1B: (Procurement Policy) and 3S: (Project Officer's
Guidebooks and AID Evaluation Handbook).

o In Handbooks which ¢ontain both parts as well as chapters, the
Roman numeral Part number is separated from the Arabic Chapter
number by a dash (-). For example: 21-1:2A8, a citation to
Chapter 2 of Part I of Handbook 21.

o The AID Handbooks follow the Alphanumeric System for indexing
with the exception of Handbook 11. To accommodate the many
subsections, Handbook 11 is organized numerically. The
following key will assist in accurate interpretation of the
indexing procedure for Handbook 11:

Contract agreement approval 11:2.3.8.6

"Contract agreement approval" is located in Handbook 11, Chapter
2, Section 3, para 8 and subparagraph 6. In the body of the
Text, the Chapter number 1s dropped and the section number is
the first number indicated in the citation. In Chapter 2 of
Handbook 11 the above citation is listed as 3.8.6.

o In Handbook 14 citations reflect sections as they appear in
Title 48, chapter 7 of the FAR. Some of those citations will
refer to appendices. An example of the format used in
appendices is as following:

Sick Leave 14:App.D11.5¢b)

The term "Sick Leave" is located in Handbook 14,
Appendix D, Section 11, and paragraph 5(b).

CROSS REFERENCES

These references provide direction for selection of index terms:-

A 'see' reference points from an unused term to the one that is
used.

'x' is the reverse of see (do not bother to look) and provides a
guide to terms that are not used in the index.

'see also' points to the terms that are closely related.

SELECTING THE MOST USEFUL HANDBOOK

Many entries in the index will appear with location citations pointing to more
than one handbook. The attached one-sentence descriptions of the contents of
each Handbook will assist in selecting the most appropriate handbook(s) from
the citations given in the Master Index.
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Introduction

The AID Handbooks are the Agency's primary medium for directive materials --
policy, regulations, procedures, and guidance. The Handbooks incorporate the
Administrator's Policy Determinations, AID Regulations, and Uniform Foreign
Affairs Regulations. They prescribe AID policies and procedures not just for
the Agency itself, but for participating agencies, contractors, institutions,
grantees, cooperating countries, and others acting on behalf of or in
collaboration with AID.

Handbook 1 Policy
Agency Policy Papers and Policy Determinations on
major topical aspects of AID activities.

Handbook 1B  Procurement Policy
Policies on the procurement of AID-financed
commodities and services.

Handbook 2 Bu i
AID and Federal budget cycle. Guidance for special
program aspects.

Handbook 3 Project Assistance
Development, implementation, evaluation, and
management of the total project process.

Handbook 3S  Project Assistance - Supplements
Consists of the Project Officer's Guidebooks and
AID Evaluation Handbook. Project Officer's
Guidebooks contain detailed guidance for project
managers for Management of Direct AID Contracts,
Grants, and Cooperative Agreements; and Host
Country Contracting. The AID Evaluation Handbook
represents AID Program Design and Evaluation
Methodology Report No. 7 with detailed guidelines
for project monitoring systems and procedures.

Handbook 4 Nonproject Assistance
Management of AID programs falling outside the

normal "project" definition.

Handbook 5 Delegations of Authority
A collection of the delegations of authority for
all Offices and Bureaus within the Agency.

Handbook 6 Security

Security requirements for personnel and security
programs for AID/W and Overseas.



Handbook 7

Handbook 8

Handbook 9

Handbook

Handbook

Handbook

Handbook

Handbook

Handbook

Handbook

Handbook

Handbook

Handbook

10

11

12

13

14

15

16

17

18

19

Housing Guaranties
A special AID program aimed at upgrading housing stock in less

developed countries (LDC). .

Foreign Disaster Assistance
AID assistance to countries coping with either natural or

man-made disasters.

Food for Peace, Title II

AID's role in implementing Agricultural Trade Development and
Assistance Act of 1954, (PL 480, Titles I, II, and IID)

Participant Training
Projects in which the objective is developing skills of host

country nationals.

Country Contracting
Regulations for implementation of contracts between host

countries and suppliers.

Use of Federal Agencies
Role of other U.S. Government agencies in implementation of

AID projects.

Grants
Projects financed through grants and other instruments to

non-profit implementing agencies.

AID Procurement Requlations
Federal and AID Acquisition Regulations.

AID Financed Commodities
AID commodity procurement procedures meeting statutory

requirements as defined in Handbook 1B.

Reserved

AID Organizational Handbook
Organizational statements, functions, and procedures for

AID/Washington offices and bureaus, catagories of AID overseas
organizations, committee management, and management ‘
improvement programs.

Information Services
Procedures for collection and dissemination of AID related
information, including AID codes and the Geographic Code Book.

Financial Management
Obligation and accounting procedures for managing fiscal and
financial operations by AID/W and Missions.
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Handbook 20
Handbook 21-1
Handbook 21
Supplement A
Handbook 21-I1

Handbook 22

Handbook 23

Handbook 24

Handbook 25

" Handbook 26

Handbook 27

Handbook 28

Handbook 29

Handbook 30

Office Services
Management of AID/W facilities, property and personal property.

Communications Management
Formats, procedures, and services for all types of
correspondence within the Agency.

Executive Communications »
Guidance for secretarial and professional personnel who
prepare communications for the Office of the Administrator.

Records Management
Records management guidance in the proper maintenance and
disposition of official files.

Travel and Transportation
Travel procedures and policies for AID personnel and
transportation of their personal effects.

Overseas Support
Operation and management of AID overseas facilities.

Personnel Policy
Agency wide policies related to responsibilities and standards
of conduct.

Employment and Promotion
Recruitment, assignment and evaluation of direct hire of AID
personnel except foreign nationals.

Position Classification, Pay and Allowances
Position description procedures and all aspects of pay and
allowances for Civil Service and Foreign Service Personnel.

Attendance and Leave
Policies for hours of duty and paid and unpaid leave.

Training and Staff Development
Long and short term professional development programs for
Civil Service and Foreign Service Personnel.

Employee Relations and Benefits

Fringe benefits, such as insurance, incentive awards, and
grievance procedures for Civil Service and Foreign Service
Personnel.

Separation and Disciplinary Actions

Voluntary and involuntary separation from the service,
including retirement, selection and other disciplinary actions.



Handbook 31 Reserved

Handbook 32 Personnel Actions, Records, and Reports .

Records required for personnel folders and files. Procedures
and instructions for RAMPS and SPARS.

Handbook 33 Overseas Position Management
Position descriptions and codes for mission staff members.
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Trans. Memo. No.

Effective Date Page No.

AID HANDBOOK Index September 1991 Index-1
Abandonment of position 30:1A
Abbreviated PID
see Add-on projects
Abortion Equipment/Services
see Family Planning Services
Absence without official leave (AWOL) 27:7#472
Academic Studies Committee
long term training 28:9D4
Account titles/Accounting codes 19:4C2; 19:Att.4A; 19:5C5
Accounting Glossary 19:Supp.A
Accounting procedures
accounts receivable 19:7D3a
accrual base accounting 19:1F
BPC ledger transactions 19:9B; 19:10P
cash transfers 19:10N
commodity transfers 19:Att.7AIII
cost accounting 19:1M
country financed technical services 19:10I; 19:Att.10F
disaster assistance 8:4E; 19:108
excess property 19:104
foreign currency accounting 19:117; 19:5
general fund 19:4C2
health and accident insurance 19:10M
medical expenses 19:7D5c¢; 19:10D
nonproject assistance 19:5E5; 19:10K; 19:10N
participant training programs 19:10J
payroll 19:1Q
project assistance 19:5E4; 19:8E
Project Accounting Information System 19:8E; 19:9F
property accounting 19:119; 19:15
receipt accounts 19:4C
receivables 19:115
self-help programs 19:Att.7AV; 19:10L
Title I PL 480 programs 19:5E1h; 19:5F




Effective Déte

Trans. Memo. No.

Page No.

Index-2 September 1991 HI: 9 AID HANDBOOK Index
Accounting Procedures (continued)

Title II (PL 480) programs t ' 19:Att.7A

trust fund
uncollectable accounts

unidentified remittances
unliquidated balances

Accounting standards
Acquired Immune Deficiency Syndrome (AIDS)

Acquisition regulations
non-expendable personal property

Acting personnel
Mission Directors

Action Memorandum (project authorization)

Acts
Buy America Act
Case-Zablocki Act
Defense Base Act insurance
Economy Act
Exemptions from Leave Act
Federal Managers Financial
Integrity Act
Freedom of Information Act
Paperwork Reduction Act
Privacy Act
‘Privacy Act Information Request
Prompt Payment Act

Add-on projects
x Abbreviated PID

Address
overseas
styles

Administrative

matters
offset

Administratively controlled correspondence

19:4C3; 19:5H2

19:6C3b(9); 19:7D2e(4); 19:7D5e;
19:7E7¢c

19:4B3a(5)

19:2M

13:App.4C2; 13:App.4D2; 19:1D
29:6

14:ALL
13:172f

24:8
3:5B81; 3:App.5C

14:725.1;, FAR25.1
3:6H3; 3:App.6G
18:11B; 13:1H3
12:1A2b

27:9; 27:9#480

19:App.1D3c

FAR24.2; 14:724.2; 18-111:10C
14:701.105; 18-V:4I1; 18-V:Att.4B
FAR24.1; 18-I1I:12
18-III:12L1b(2)c

19:App.IC

3:2E4b

21-1:App.9C
21-1:6

14:704
19:7D4b(2); 19:Att.78B6f,;
19:Att.7D

21-I:115
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Trans. Memo. No.
AID HANDBOOK Index HI:9

Effective Date Page No.
September 1991 Index-3

Administratively Determined Personnel
position, grade and pay rates
procedures and responsibilities '
reinstatement rights
separation of (AD) employees

Administrator, Functions of the

ADP Equipment
budgeting
data availability
hardware/software standardization
procurement
program funded
security
systems development

Address
overseas
styles

Advance of funds

applicability
bonds
Federal Reserve Letter of Credit

LOC-TFCS
statutory authority
treasury check advances

Advance obligations
see Forward funding

Adverse Action Procedures
Advertising
construction contracts
costs

waivers
see also CBD notices

25:12

25:12E
25:12D
25:121
25:12H

17:5

18-V:1B2¢
18-V:1B2d
18-V:1B2b
23:14C2
18-V:1B5
18-V:1B2e
18-V:1B2¢

21~-1:App.9C
21-1:6

1B:15B1c(6); 1B:15E.1.e5 11:1.3.6.
11:3.3.10.3Ce); 14:732.4; FAR32.4;
19:3K; 22:Ex.4A

14:732.403

14:728.105-1

3:App.3I1e(2); 13:App.4cC;
13:App.5B

1B:15C1d{1); 19:3K6

14:732.401

1B:15C1d(2); 1B:15E3a,
3S:Supp.3A-ITIH; 13:106; 13:App.4C;
13:5C; 19:3K5

5;

6:2K; 30:6

1B:12C3b; 3B:IVE; 3B:VIA3:; 3B:VIBZ;
11:1.2.5; 11:2.2.4; 11:Att.3C; FAR5;
FAR14; 14:705.207

3S:Supp.3B-VFla; 11:2.2.4; FAR36.3
11:App.4A2.2-1

11:1.2.5.3; 11:2.2.4.2




Page No. Effective Date Trans. Memo. No.
Index-4 September 1991 HI:9 AID HANDBOOK Index
Advisory Committee Management
(AID Regulation No. 14) . 17:40
Affirmative Action
see Equal employment opportunity
AFGE . 24:4G2a
x American Federation of Govt. Employees
Africa Bureau 17:23
AFSA - _ 24:4H2a
X American Foreign Service Association
After-hours studies 28:7
Agency for International Development
see AID
~ x Executive Agency
Agreements
AID/AFGE 24:Att.4B
basic 1B:12B21; FAR16.7
bilateral projects 3:6C; 3:6F
cash transfer 4:4A5
combined loan and grant 3:App.6A-3
commodity import 4:4A2; 4:App.4A; 4:App.4B
cooperative 1B:16B; 13:6
Food for Peace 9:Ex.C
general 12:1A3
grant 13:1
housing guaranty 7:5D2
individual activity 19:10L3b(2); 19:Att.10L
joint AID/State administrative services 23:App.3B
loans 3:App.6A-3; 7:5D; 19:6C
~ local currency project 9:11A3b
Participating Agency Service 12:1A4
projects v 3:6
purchase of real estate 23:App.5A#740
sales (PL 480) » 9:4F5
special administrative support 19:11E3
Agricultural Export Development (PD 15) 1:11.A4
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Trans. Memo. No. Effective Date Page No.

AID HANDBOOK Index HI:9 September 1991 Index-5
AID
organization . 17:ALL
policies ' 1:ALL
regulations (1ist) 18-1:Att.68B
stationery 21-1:1J; 21:1-2A2
X Agency for International Development; Executive Agency
AID's Academic Publication Policy 14:App.1I
AID Acquisition Regulation
see AIDAR
AID emblem 15:9G; 15:App.9A
AID Financed Export Opportunities 1B:23A2a(3)
AID Office of Small and Disadvantaged
Business Utilization 14:719.271-2
AID Operations Manual for Participating
Agencies 12:App.A
AID owned property 19:119
accounting 19:15
disposition of 23:App.5A#780
management (overseas) 23:5
real property 19:15C
sale of 19:1I9F; 19:10C; 19:15I5;
23:App.5A#780
stockpiles 19:15G

AID Participant Emergency Contact Information 10:28
AID Procurement Information Bulletin 1B:23A2a(2)

AID Regulation No.l 15:App.A
(Rules and Procedures Applicable to
Commodity Transactions Financed by AID)

AID Regulation No.2 3:App.4E
(Overseas Shipments of Supplies by
Voluntary Nonprofit Relief Agencies)

AID Regulation No.3 3:App.4C
(Registration of Agencies for Voluntary
Foreign AID)




“Page No. Effect1Ve Date Trans. Memo. No. | ‘ -
Index-6 | September 1991 ’ HI:9 AID HANDBOOK  Index L
AID Regulation No.8 15:App.12A

(Suppliers of Commodities and Commodity-
related Services ineligible for AID Financing)

AID Regulation No.11 9:App.C
(Transfer of Food Commodities for Use of
Disaster Relief and Econ. Devel.)

AID Regulation No.12 18-II1:Att.11B
(Public Information) ' .
AID Regulation No.13 19:Att.7C

(Collection of Civil Claims by AID)

AID Regulation No.14 17:4D0
(Advisory Committee Management)

AID Regulation No.15 18-111:App.12B
(Privacy Act of 1974)

AID Regulations

Participating Agencies . 12:App.A

AIDAR 14:ALL

X AID Acquisition Regulation

AIDAR
Appendices 14:701.376-3
code Arrangement 14:701.373
deviations 14:701.4
definition 14:702.170-1
‘notices 14:701.376-2

~_ publication 14:701.374

AID/AFGE agreement 24:Att.4B

~ AIDS

see Acquired Immune Deficiency Syndrome

AID/H executive personnel 25:13
compensation 26:5B6; 26:Att.5B
employment status 25:13F
functional responsibilities 25:13G

see also Civil Service personnel
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AID HANDBOOK Index

HI:9

Trans. Memo. No.

Effective Date
September 1991

Page No.
Index-7

AID/W management responsibilities
bill collection procedures
billing procedures '
Bureau for Management
cargo preference
disaster assistance
financial management
foreign currency accounting
hours of duty
internal financial controls
loan financial management
nonproject assistance
obligation procedures
participant training programs
passports
procurement responsibilities
project implementation
reduction in force
Title II (PL 480) programs

AID/W organization
charts

AID/W training plan (IDI)

Air transportation
availability standards
business class
first class
foreign flag airlines
grants
rest allowances

Alcoholism and Drug Abuse
Allottee Codes/Designation

Allotment of salary
charitable contributions
FSN personnel
savings accounts
savings bonds
termination
union dues

X Deductions

x Salary deduction

see also Payroll deductions

18-

19:
26:
26
26:
26:

24.

:10A5; 15:7B3
:7TES

:7E1¢a)

:18

:10A5; 15:7B3
:1F; 8:App.A#066
:ALL

:5L

01

:10; 19:App.1D
:6C +
:App.1A

22

1

:5H

:10E4c; 14:701.6
:8B6

:Supp.2A; 30:2C12
:2B4b

; 17:11; 17:App.1

1 I
22, 17:3
5

:7C; FAR47.4; 15:2D4; 22:7A4a
:7C1d; 11:2.2.11.4

:3C1(b)

:3C1¢a); 22:7A4a(1)
:App.9A#135.5

:App.4C

:7A6; 22:App.9A#133.4

:App.8A#695

V:App.D

1Q6; 26:7; 26:Att.7D#556
7H5

11C2

7H3
TH7; 26:Att.7C#554

171G

418; 26:7H4




Effective Date |
September 1991

Page No.
Index-8

Trans. Memo. No.

AID HANDBOOK Index

Allowable costs

direct costs
grants

indirect costs
subcontract costs

Allowable personal expenses
additional consumables
baggage allowances
dependent training
layettes
storage (personal effects)
training programs
transportation of personal effects

Allowances
advanced allowances

cost of living allowances
danger pay allowance

domestic relocation allowance
educational allowance

foreign transfer allowance
~grants

home service transfer allowance
1iving quarters allowance
‘maintenance

participant training allowances
per diem allowances

post differential

relocation

representation allowance
separate maintenance allowance
subsistence allowance
temporary lodging allowance
travel allowances

use of privately owned motor vehicle
x Differentials

11:4.2; 13:App.4Cl1; 13:App.4DI1;
FAR31.2; 19:1M

11:4.3; 11:App.4A3

13:App.4C1; 13:App.4DI1

11:4.4; 11:App.4A4

11:4.2.6

22:App.9A#162.3
22:App.9A#147
28:2; 28:Att.2A
22:App.9A#147.3
22:App.9A#172
28:7E; 28:Att.7A
22:App.9A#161

11:App.4A3; 13:App.4C; 26:13
19:14C; 19:14D; 19:Att.14E;
22:108302

26:13F2

14:App.D11; 26:13F7; 26:App.13A#330
22:App.9A#148.6; 26:13F21
14:752.7028(f); 26:13F11

19:14D; 26:13F8; 26:App.13A#315
13:App.4C

26:13F9; 26:App.13A#314.6-2
14:App.D11; 19:14C2; 26:13F3
10:Att.8A; 10:11B5; 10:11C;
10:Att. 11D

10:Att.8A; 10:11; 10:Att.11D
22:6B; 22:App.9A#150
11:4A3.2-3b; 26:13F6; 26:App.13A#370
22:108302

26:13F13; 26:App.13A#347
26:13F10; 26:App.13A#314.4
22:6C; 22:App.9A#157

26:13F2; 22:108302-5

14:App.D11; 22:6; 22:App.9A#141;
22:108301-4.6; 22:12

14:App.D11; 22:App.9A#145
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Trans. Memo.

No. Effective Date Page No.

AID HANDBOOK Index HI:9 September 1991 Index-9
Allowances, Participant Trainees 10:11

academic training 10:11B3

host country contributions ! v 10:118B2

maintenance 10:11B5; 10:11C

ownership of items 10:11F

professional society membership 10:11E

program close-out 10:11G

supplemental

Amendment procedures
commodity import agreement
commodity procurement instruction
contract agreements

grant agreements
Invitation for Bids
obligations
passports
personnel folders
position classification
project agreements
project assistance completion date
project authorization
Title IT (PL 480) programs
travel authorization
upward adjustment

see also Project modifications

American Family Members
personnel folders

American Federation of Government Employees
see AFGE

American flag transportation
see U.S. flag transportation

American Foreign Service Association
see AFSA

American Schools and Hospitals Abroad
see ASHA Grants

10:Att.11E; 10:Att. 11EC(D)

4:3D
4:5C5; 4:Att.1,App.5A
3S:Supp.3B-VIIL;
FAR43; FAR50.3
3S:Supp.3A-IIID2F; 13:1P
11:2.3.7.3
19:2H
22:5C
18-11I:12L; 32:1E4
26:1N
3:App.6H; 3:13D5
3:13D6¢
3:5; 3:App.5E; 3:13D4
9:7N1
22:3E2; 22:App.9A#121
19:2J

32:1F




Page No. Effective Date Trans. Memo. No.

Index-10 September 1991 HI:9 AID HANDBOOK = Index .
Analyses
Administrative Analysis . . 3:3C6; 3:App.3G
Economic Analysis of Projects 3:3C4; 3:App.3E
Energy Use and Production in Projects 3:3C7; 3:App.30
Environmental Considerations 8:3C8 .
Financial Analysis 3:3C3; 3: App.BD
Gender Considerations 3:3C9; 3:App.3P
Project Analysis 3:3E2c(7)
Social Soundness Analysis 3:3C5; 3:App.3F
Special Projects 3:3C10 v
Technical Analysis 3:3C2; 3:App.3C ‘
Annual budget submission (ABS)
see Budgeting
Annual Estimate of Requirements (PL 480) 9:6C2d; 9:Ex.E
Annual leave 27:3
accumulation 27:3#431.6
advanced 27:3G; 27:3#432.6
application 27:3E; 27:3#432.4
cancellation 27:3J
executive personnel 27:3F ‘
forfeited 27:3K
granting authority : 27:3#432.3
in lieu of other leave 27:3#431.1
Tump sum payment for annual leave 26:11
part-time personnel 27:3#431.2
restoration of forfeited annual leave 27:3k
scheduled annual leave 27:3E
separation from the service 27:3#432.8; 27:10#493
sick leave 27:4#443.4
without pay 27:7#471.6
Annual ratings
see Performance evaluation ratings
APO/FPO numbers
see Military postal facilities
Appeals
class discrimination complaints 24:App.5BXV
disputes 3S:Supp.3B-VIIT; FAR33

individual discrimination complaints 24:App.5A
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AID HANDBOOK

Trans. Memo.
Index HI:9

No. Effective Date
September 1991

Page No.
Index-11

involuntary separation (disability)
performance evaluation rating
position classification

reduction in force

separation for cause

Appointments
contracting officers
Foreign Service personnel
Civil Service personnel
noncritical-sensitive positions
participating agency personnel
resident hire personnel
selection
Senior Foreign Service personnel

Appraisal boards

Appraisal of Applicants Promotion Potential

Approaches to the Policy Dialogue

Approval
cash transfers
commodity import agreements
contract agreements

contractor salaries
eligibility of commodities
invitation for bids

loan agreements

new records systems
non-competitive procurement
nonproject assistance

payment vouchers

request for technical proposal
travel authorization

Architect/Engineer Questionnaire
Armored Vehicles

Army Holdup List

see Contractor Indebted to the United States

30:4B10

30:7C

26:1M; 30:7G
,» 30:2C12

30:7H

14:701.603-70
25:35

25: 11

6:1H4
12:1C2c

25:34
14:701.603
25:38F

25:40J
25:40K
1:1.8

4:8D
4:4A4
3S:Supp.3B-II1D; 3S:Supp.3B-IVM;
3S:Supp.3B-VIIA11; 3S:Supp.3B-VG;
11:1.3.2; 11:2.3.8.6
14:App.G
15:2C4
11:2.3.4; 11:3.3.5
19:6C2b
18-V:Att.4A; 18-V:5G
3S:Supp.3A-11IB3; 15:4C2d
4:3A
19:3H2; 19:App.3A
3S:Supp.3B-1IVGI
22:3D

11:Att.1B
6:12




Page No. Effective Date Trans. Memo. No.

Index-12 Septembei‘ 1991 HI:9 AID HANDBOOK Index .
Arrival and departure notices 10:1611; 10:Att.16A; 32:Supp.1C
ASHA grants 1B:16A; 3:App.4F

x American Schools and Hospitals Abroad
Asia and Near East, Bureau for 17:22

Assignment Board
see Foreign Service Personnel Assignment Board

Assignment procedures .
failure to accept 30:5D
Foreign Service personnel 25:31
IDI trainees 28:5
participating agency personnel 12:1C2b
temporary duty 25:35G1
Assistance coordination offices 17:33

Assistance to Support Agricultural
Export Development 1:1I.A4

Audiovisual services
see AV services

‘Audits
grant management 13:1L2h
internal audit 9:14; 17:34; 19:103
PL 480 programs 9:14 .
project assistance 3:7E2; 3:12C5
response ‘ 14:App . H
see also Contracts audit _
Author offices _ 18-1:2C1; 18-1:Att.2A
Authority, Waivers 1B:7B4b; 1B:8D

Automatic Data Processing
see ADP equipment

Automobiles
see Motor vehicles

Automotive Fleets 23:6E
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Trans. Memo. No.

Effective Date Page No.
September 1991 Index-13

AV services
x Audiovisual services

Authorization for Examination and/or
Treatment Form (CA-16)

Awards
Administrative Achievement
certificates
commi ttee
eligibility
Honor Awards
Incentive Award
Length of Service Awards
1ist
payment of
Performance Awards
Safe Driving Awards
Secretary of the Year

. Backstop codes

Baggage allowance
stoppage in transition
unaccompanied baggage

Balance of payment analysis

Basic education
see Education programs

Bellmon Requirement
Beneficiaries

Benefits
employee
fringe
health
resident hire personnel
retirement

18-I11:6; 20:1B4

33:

22

22:

22

29:

29:

29:
25:
25:

:1.Att.K

:Att.5A3#642
:Att.5A3#642.4c
:Att.5A3#642.7d(3)
:5F5

:5B
:Att.5A3#642.
:Cir29-5
:Att.5A3#642.
:Att.5A5
:Att.5A3#643.
:Att.5A3#642.
:Att.5A3#642.
:Att.5A3#642.

~ N

SHUsLps

Att.A

tApp.9A#147; 22:7A7; 22:108301-5
10§301-5 v
:App.9A#147.2

:3B3

(4E2
2C3; 29:App.2A; 29:App.2B;

ALL

1

App.7K#696

34

2G8; 30:3; 30:4




BIFAD/S

Statement of Functions
X Board for International Food and
Agricultural Development Support Staff.

Bilateral assistance instruments
nonproject assistance
cash transfers
grants
loans
agreements
co-financing
combined loan and grant agreements
~grants (sample format)
joint financing
loans (sample format)
relending
x Funding

Page No. Effective Date Trans. Memo. No. .
Index-14 September 1991 HI:9 AID HANDBOOK Index ‘
B/Gs; all information related to
~ - " Borrower/Grantees is listed under ,the ,
~entries for Country contracting or Host countries.
Bids
- amendment procedures 11:2.3.7.3
approvals 11:3.3:6.9.1; 11:2.3.4
bonds 3S:Supp.3B-VE; 11:2.3.6.3.3b;
11:3.3.10. l(c) FAR28.1
competitive 1B:12B2b; 1B: 12C3a; 3S:Supp.3B-VIA;
11:3.3.6; 15:3B3a ‘
costs 14:731.771 ,
evaluation 11:Att.1G; 11:Att.1H; 11:2.3.8.4;
11:3.3.6.7
instructions to bidders 11:2.4.2; 11:Att.2J3; 11:Att.3H
invitation 3S:Supp.3B-VIAS; 11:2.3.6; 11:2.4;
: 11:1.3.5.1; 11: 3 3.6.3; FAR14.2
prebid conference 3S:Supp.3B-VF6; - 3S: Supp 3B-VIAG;
: 11:2.3.7.2
preparation 11:2.3.6; 11:3.3.6.3
quotations 3S:Supp.3B-VIB; 11:3.3.8.2.4;
FAR15.4 ‘II,
sample bid schedule 11:Att.3J
sample cover letter 11:Att.3G
sealed 14:714
two-stage bidding 3S:Supp.3B-VIA7; 11:2.3.6.6.1;

11:3.3.7; FAR14.5

17:7
17:7

:App.4A; 9:6

:App.4B; 7:App.5B; 9:4; 9:5
:6C; 3:6F

:App.3BC2

:App.6A-3

:App.6A-2

:App.3BC2(1)

:App.6A-1

:App.3BC3

W W W WL WL S
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Trans. Memo. No. Effective Date Page No.
AID HANDBOOK Index HI:9 September 1991 Index-15
Bill of Lading 22:App.9A#162.4
Bi1l of Quantities ' 11:2.4.4
sample format 11:Att.2L
Billing
administrative offset 19:7D4b(2); 19:Att.7D
collection procedures 19:7
documents 15:4C4a; 19:7D2a; 19:7E2
interoffice transactions 19:7D5a ,
Tocal currency transactions 19:7D5b
mission prgm. management responsibilities 19:7D2
offices 19:7E1a
offices (list) 19:Att.7F
paying office 12:1Blc
Biographical data
Contracting Officers 14:752.7001
Board for International Food and
Development/Support Staff
see BIFAD/S
Board of Review and Apbeals 30:7H5
Bonded warehouses 15:2B4
Bonding 1B:14; 3S:Supp.3B-VE; 11:2.3.6.3.1(a);
11:3.3.10; 13:1H1; 14:728.1; FAR28.1
bid bonds 3S:Supp.3B-VE; 11:3.3.10.3b
insurance 14:728

payment bonds
performance bonds

sample forms
surety bonds
Books and training materials

Borrower/Grantee contracts
see Country contracting

Boycotts
see Restrictive trade practices

:3.3.10.3d; 11:Att.3M; 14:728.105-1
:Supp.3B-VL; 11:2.3.6.3.3c;
:3.3.10.3¢c; 11:3.4.1.6.23;

:Att.3M; FAR28.1

:Att.2M

:2.3.6.3.2; FAR28.2

:11D; 28:7¢




Page. No. ;Effectjve Date Trans. ﬁemo. No. ,
Index-16 September 1991 HI:9 AID HANDBOOK  Index .

BPC ledger transactions 19:98; 19:10pP

Brand named supplies
see Procurement, proprietary

Budgeting v
annual budget submission 7:4A2; 7:6D
mission operation 19:8A2
participant training programs 10:1
worksheet v 10:10 .
Budget worksheet, Participant Training 10:10
- conformation cable 10:Att.108
lTiving maintenance allowance 10:10D4
Building maintenance services 20:4E; 23:App.5A#T16
Bureaus
Africa 17:23
Asia and Near East 17:22
External Affairs 17:11
- Food for Peace and Voluntary Assistance 17:19
Management 17:18
Program and Policy Coordination 17:17
Private Enterprise 1:1.C; 17:21; 18-IV:3D15
Science and Technology 17:20
Buy America Act ' 14:725.1; FAR25.1
" Trade Agreement Act Balance of Payment v
Program 14:752.225-9
- C -
Cables
see Communications, telegrams
Career Advancement Program (CAP) 28:11
Career development and Evaluation Records
FS members 32:1G14; 32:Supp.iA
CS personnel 32:Supp.1A

Career Development Officer 28:9F8
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Trans. Memo. No.

Effective Date Page No.

AID HANDBOOK  Index HI:9 September 1991 | Index-17
Cargo Insurance | 14:752.228-9
Cargo preference ! * 1B:10; 11:3.2.7
13:App.4D; 15:7
AID/W management responsibilities 1B:10A5; 15:7B3
exceptions 1B:10A4
grants 13:App.4C
host country responsibilities 1B:10A6; 4:5C9; 11:3.2.7.1; 15:7B
legal authority 1B:10B
penalties for non compliance 1B:10A7; 15:7E
see also AID Regulation No.i;
Ocean transportation
Case ‘
files 21-1IT1:2A2a; 21-11:5
studies 1:VI
Case-Zablocki Act 3:6H3; 3:App.6G
Cash management procedures 3S:Supp.3B-App.F; 19:111; 19:116;
19:App.1B; 19:7D4c(4)
depositories 13:103
discounts 19:3E; 19:App.1B
grants 8:4G6; 8:App.A#063
imprest funds : 19:131
late payments 19:3F
Cash transfers 4:8; 8:4G6
accounting procedures 19: 10N
agreements 4:4A5
Assistance 1:1V.B3I
processing procedures 4:8E
CBD notices 11:1.4.1.1; 11:1.4.2.2; FARS5.2;
14:705.207
sample format 11:Att.1IM; 11:Att.2B; 11:Att.3C
see also Advertising
CDIE 3S:Supp.3C.4.2.2

Center for Development Information and Evaluation
See CDIE
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Index-18

_Effective Date
September 1991

Trans. Memo. No.

HI:9

AID HANDBOOK

Index

Charge D' Affair's Pay
eligibility requirements
President's Appointee
“temporary transfer

Chartered transportation

Chief of Mission

Child feeding programs
maternal and child health
schoo] feeding projects

Citizenship requirements

- Civil defense

see National emergencies

Civil Service personnel

. AID/W executive personnel

- appointment

“authorities and references
citizenship requirements
compensation .
details
disciplinary action
grievance procedures
labor-management relations
merit promotion '
part-time employment
performance evaluation

position classification standards

pre-appointment certification
probationary period
recruitment

reduction in force
reemployment

reinstatement

responsibilities

restoration

retirement

security clearance

Selective Service Registration
seperation from service during

26

26:Att.2A#228.1-3

26

26
1B:
8:

25:

:2J; 26:Att.2A

:Att.2A#228.2
:Att.2A#164.2

9:10B
9:
9

10B1
110D

1F

21 25: 11

:Supp.11A; 25:13

:11C
:1C
:1F
13
13
16

:3

:4G; 24:Att.4A
116
2

:39J; 25:2233
K2

tAtt.1A

:11E8; 25:Supp.11B
11

:2C12; 30:Supp.2A
:11C1g
:11Cle

:1D

:11Cth
14
:11E4
(1E

7E; 15:2D5; 22:7A4b
3; 8:App.A#062
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Trans. Memo. No.
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Page No.

see also

probationary period
temporary

transfer x

30:
25:
25:

X

Effective Date

September 1991 Index-19
Supp.2C
11C1c
11C1f

Executive personnel; Foreign Service personnel; FSN personnel

Claims

AID personnel
assignment
damage claims

employee indebtedness
general average claims
host country agencies
interest on claims
loss

non-project assistance
payable

personal effects
processing procedures
project assistance
pursuit of claims
refund claims
reporting

review
suppliers/contractors

tort claims
traumatic injury
uninsured shipments
waivers

Class discrimination complaints

appeals

complaint investigation
corrective action
discrimination decisions
hearings procedures
processing procedures

Classification

authority for secret classification
codes

Foreign Service Position

guide

1B:
19:

24C; 9:8
7D2d(3)

FAR32.8

9:
23:
19:
19:
1B:
1B:

App.F10; 15:5C6; 22:App.9A#164;
App.10A#317

Att.7B; 19:7D2e(3); 19:7D5e

12C

24C1c; 9:8D; 19:7D2; 19:7E3h(2)
24C1d; 19:Att.7E

:8D

:8D2

:App.10A#317

:App.9A#£164; 23:10

:5C6a(2)

:8D1

:24Cle; 9:8D; 19:7E4
:24Cla; 19:7D2d(8); 19:7D5d
:8C1; 9:Ex.1; 15:5C5

:6C2; 9:8C2; 19:7E4; 23:App.10A#315
:24C1b; 9:8E; 9:App.F;

FAR32.6; FAR33; 19:Att.7E

:11; 23:15

:1.Att.C; 29:1.Att.1
:8D3

:24C4

:App.5B
:App.
:App.
:App.
:App.
:App.
:App.5B

SBXV
5BVIII
5BXIV
5BXII
5BX

:Att.3A

:11C; 3:Att.A
:A11

:Att.D




_Page- No. Effectiye'Date Trans. Memo. No.

Index-20 September 1991 - HI:9 '|AID HANDBOOK Index : ‘
levels 21-1:111
_policy 18-II1:11
position ¢ 1 26:1; 33:Al1
‘responsibility 21-1:113
review 18-1I1:11
security 21:1-111; 21:1-2B15
standards ' 33:Att.A
Classified
correspondence 21:1; 32:5; 21-1:3A5; 21-1:10A5
tnformation within industry 14:704.4
Clearances
communications/correspondence 21-1:2B15; 21-1:3B14; 21-1:5B;
' - 21-1:10D18¢; 21-1:3B14
handbook changes 18-1:4B .
new record systems : 18-111:120. 18-V:4H1; 18-V:412;
18-V:Att.4C »

speaking, writing, teaching activities 24:Att.2E
- see also Approval; Security

Closeout procedures

contract agreements 3S:Supp.3A-IIC2H; 3S:Supp.3B-VIIX
cooperative agreements 13:1Q .
grant agreements 13:1Q; 3S:Supp.3A-IIID2N

loan repayment 19:6C3b(5)(d)

project agreements 3:14D2

| see also Deobligation;
Project completion

Closing a mission
see Misston closing

Code Agreement, AIDAR 14:701.373

Code of Ethics for Government Service 24 :Att.2A

Codes
Accounting 19:4C2; 19:Att.4A; 19:5C5
Allottee/Designation 18-V:App.D
Backstop 33:Att.A .
Book s 18-V:App.D
Classification Codes 19:11C; 33:Att.A
Currency 18-V:App.D, Table 2
Foreign Language Codes 28:Att.4D
Geographic Code Book 18-V:App.D
Multiuse Structured 18-V:App.D, Table 1la
Occupational Codes 33:Att.A

Race and National Origin Identification 32:1G7
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Effective Date
September 1991

Page No.
Index-21

Co-financing

Collaborative Assistance projects

Collaborative Research Support Program Grants

Collection of Civil Claims by AID
(Regulation No. 13)

Commerce Business Daily
See CBD Notices

Combined loan and grant agreements
standard provisions

Commercial Activities
cost comparison decisions
government furnished facilities
other Federal agencies
preferential procurement programs
performance periods
Standard Cost Factors

Commercial suppliers
Private sector procurement

Commingling of foreign aid

Commodity
abortion equipment/services
agreements
agricultural
AID emblem
AID financed
application requirements
approval under import programs
arrival and disposition
componentry requirements
credit corp. (CCO)
custom made
damage claims
delivery services

direct reimbursement procedures

1B:
13:

19:

:IV.F; 3:App.38B2

12B2e(2); 13:6E; 14:App.F
4B1g(3)

Att.7C

:App.6D
:App.6C

145

1457
:45F9
:45B4
:45B3
:Att.45A
:45F3

:5D1; 1B:13Alc; 14:731.2; FAR31.2 x

:9; 4:5C9d

:4D4; 13:App.4C; 15:6B

:3D; 4:4; 4:App.4A; 4:App.4B
:4C1

*App.9A

:ALL

:App.9B

:2C4; 15:App.2C

:10

:4C2a(4); 1B:5Blc; 15:2B3b
:4C3; 19:5F2c

:App .A#201.25

tApp.F10

:7; 11:2.2.5.6; 11:3.2.6.4; 15:2D;
:App .A#201.13

:2C4(b>




Page No. Effective Date Trans. Memo. No.
Index-22 September 1991 AID HANDBOOK Index
eligibility 15:2; 15:App.A#201.11
host countries 9:5C
import programs . . 1B:4Al1c; 1B:13A; 4:1B1; 4:5C; 9:11;
15:3B
1B:5D6; 1B:6C; 11:2.2.6;

ineligible suppliers (AID Reg. 8)

inspection services
listing

loans

local cost financing
‘marking requirements

misuse of

nationality requirements
nonprofit organization suppliers
orders

packaging

payment and reimbursement
pricing standards/limitations
procurement agents
procurement instruction (CPI)
prohibitions :
related services

restricted

rules and procedures (AID Reg. 1)
services/prices

sources

shipments

specifications

Status Report

suppliers

transfer authorization

unfit commodities
uninsured shipments
- See also Transportation of Commodities

Communication
AID overseas mailing addresses
classification levels
clearances
correspondence types

" FAR9.4; 15:App.12A;

13:App.4C; 13:App.4D; 15:2C6
15:4D3g
1B:4A; 15:2C2; 15:App.B
4:App.4B
1B:18A2; 13:App.4C
1B:22; 9:7H3; 11:2.2.11.6; .
11:3.2.13.5; 15:9F
19:7D2d(2)(c); 19:7D2e(7)
15:2B3
1B:5D2; 13:App.4C, FAR31.7
3S:Supp.3B-VIIF; 9:7B
9:7G
15:App.A#201.50
1B:17A3; 1B:17A4
15:3C4; 15:4
4:5C5
15:2B5
1B:5B1d; 13:App.4C; 15:2A .
1B:4C; 11z3.2.5.2, 13:1U8; 13:App.4C;
14:717.70; 15:2C7
15:App.A
1B:17; 15:2D; 15:App.A#201.63-64
15:App.A#201.72(b) (2)
15:2B4
FAR10
9:7L3a; 9:Ex.G
1B:5; 1B:6; 11:1.2.6; 11:1.2.7;
11:3.2.8; 13:App.4C; 13:App.4D;
15:2E; 15:App.A#201.31
9:6E1; 9:7B2; 9:Ex.A; 9:Att.7AIII;
9:9D2 l'l'
9:7F
15:8D3
21-1:ALL
21-1:App.9C; 21-1:9H
21-1:111
21-1:2B15; 21-1:3B14; 21-1:10D18
21-1:1F




Trans. Memo. No. Effective Date Page No.

AID HANDBOOK Index HI:9 September 1991 Index-23
development communications (PD 10) 1:11.1

disaster cables 8:App.F

distribution 21-1:2B16; 21-1:10D15
forms of address ) ., 21-1:6B

leave 27 :App.2A#421.5

letter 21-1:2

mailing methods 21-1:9B; 21-1:9C; 21-1:9D; 21-1:9F;

13:App.4C

memorandum 21-1:3

reply times 21-1:1H

Review Board 18-111:13

signatures 21-1:2B11

style manual 21-1:6A

telegrams 21-1:1E3; 21-1:10A, D, E
travel services 22:10§301-6

types 21-1:1E

Compensation

AID/W executive personnel 26:5B6; 26:Att.5B

Civil Service personnel (GS) 26:3

claims 29:1.Att.G

consultants and experts 25:141

contractor personnel FAR31.2; 14:731.205-6; 25:141
executive personnel 25:131; 25:39L

Foreign Service personnel 26:2; 25:45K

holiday pay 26:App.8A#233

Teave 26:App.8A#232.6

missing persons 26:12

non-employee ' 19:App.1G

obligation procedures 19:2F1a

overtime 26:App.8A#232

OWCP Forms (1ist) 29:1N

personal services 14:731.205-6; 14:App.D11.4
premium pay 26:8; 26:App.8A#230
prevailing wage rate employees 26:4

salary overpayment 26:Att.7F#557.4

senior FS 25:38G

step increases 26:213

temporary assignment 25:22M

travel time 26:App.8A#231.5-2
unemployment 29:App.71#693

Workers' Compensation Program 29:1

Compensatory time see Overtime




Page No. Effective Date frdns.‘Memo. No.

Index-24 September 1991 HI:9 AID HANDBOOK Index .
Competition advocates 14:706.3; 14:706.5
Competltive bids ‘ x : 1B:12C3a; 3S:Supp.3B—VIA; 11:3.3.6
construction contracts 1B:12C3a(2); 3S:Supp.3B-VA; 11:2.2.3
negotiation , 1B:12B2¢; 3S:Supp.3B-IVB;

3S:Supp.3B-VB; 7:5C1; 11:1.2.4.1.1;
11:2.2.3.2; 11:2.3.9

procedures 11:3.2.2.3; 15:App.A#201.22
waivers 1B:12C4; 3S:Supp.3B-IVD; 11:1.2.4.2;
11:3.2.2.6
Complaint .
class dlscrimlnation 24:App.5B
examiner 24:App.5AIXA
file _ : 24:Att.5A
investigation - 24:App.5B
Complements/personnel 25:18
Componentry requirements' 1B:4C2a(4); 1B:5Blc
Computer systems . 18-V:1
security regulations 18-III:12M .
Conce5510nal sales -
see Title I (PL 480) programs
Conditions precedent 3:6F1; 3:App.11B; 4:5C2b(2); 19:6C2f
Conference facilities ' 20:4F; 20:8D
Confidential
funds 19:12A
statement of financial interest 24:2D2
Conflict of interest FAR3; FAR9.5
improper business practices 14:703 .
organizational 14:709.5
post-employment restrictions 24:2F; 24:Att.2K; 24:Att.2L
procurement agents 15:4C3e
Congressional
correspondence 18-II:1E; 21-1I:5
delegations 18-11:3
information 18:11
inquiries 18-1II:1
notification 3:5I; 3:App.5B
VIP visitors 18-1I:3

witness 18-I1:2
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Trans. Memo. No. Effective Date Page No.

AID HANDBOOK Index HI:9 September 1991 Index-25

Consortium grants 3:4B5e(8)(b)

Construction contracts ' ' 3S:Supp.3B-V; 11:2; 13:1H1; FAR36
advertising 3S:Supp.3B-VFla; 11:2.2.4; FAR36.3;
architect-engineer Contracts 14:736
bid bonds 3S:Supp.3B-VE; 11:2.3.6.3.3b; FAR28.1
bid evaluation 11:2.3.8.4
civil engineering 11:Att.2R
competitive bids 1B:12B2b; 1B:12C3a(2)(b);

3S:Supp.3B-VA; 11:2.2.3

consulting engineer 11:2.3.1; 14:736.6; FAR36.6
contract clauses 11:2.2.11; 11:Att.2S; FAR36.5
contract conditions 11:2.4.7; 11:Att.2R, Att.2S
contract preparation 11:2.3.2
Instructions to Bidders 11:2.4.2
Invitation for Bids 11:2.4
local firms 1B:5D5; 11:2.2.5.2.1e
payment bonds 11:2.3.6.3.3d
performance bonds 11:2.3.6.3.3c
prebid conference 3S:Supp.3B-VF6; 11:2.3.7.2
prequalification 3S:Supp.3B-VF1; 11:2.3.5
processing procedures 3S:Supp.3B-VF; 11:2.3.2
sample contract 11:Att.2S
technical specifications 11:2.4.8
Consultants 12:1C2m; 14:737.2; FAR37.2;
25:14
AID/H 25:14E4
conditions of employment 25:14H; 26:Att.5C
country contracting 3S:Supp.3B-11G
engineers 3S:Supp.3B-VC; 11:Att.1B; 11:2.3.1;
14:736.6; FAR36.6 ‘
overseas 25:14E3
project monitoring 3:11E2c
request for employment 25:Att.14A
self help programs 9:4E3
services 14:737
waiver of compensation 25:Att.14B
Consumer reporting agencies 19:7E3f
Contingent fees, liabilities 14:703.4; 19:1J3
Continuation of completed project 1:111.A2; 3:14C
cert. of ability to maintain project 3:App.3L

X Recurrent costs




Page No. EffectlveiDate Trans. Memo. No.
Index-26 September 1991 HI:9 AID HANDBOOK Index .
Continuing resolutions 19:2K
Contraceptives l ‘ 15:6B
see also Family planning. equipment
Contracts
abstract 11:Att. 3B

administration
advertising

agreements
amendment procedures

approval

audit

award

bid evaluation
CBD notices
certificate
checklist
clauses

closeout procedures
commercial organizations
competitive bids

competitive negotiation
considerations
construction contracts
consulting services
cost estimates

cost principles and procedures

3S:Supp.3A-IIC2; 11:1.3.7; 11:2.3.10;
11:3.3.12; FAR42; 14:742

1B:12C3b; 3S:Supp.3B-IVE;
3S:Supp.3B-VIA3; 3S:Supp.3B-VIB2;
11:1.2.5; 11:3.2.3; FAR5; FARI4
11:1.3; 14:705.207

3S:Supp.3A-IIC; 14:750.7106-2;
14:750.7106-3; 14:750.7109; FAR43;
FAR50.3

3S:Supp.3B-I11D; 3S:Supp.3B-IVM;
3S:Supp.3B-VG; 3S:Supp.3B-VIAll;
11:2.3.8.6; 11:2.3.8.7

1B:24B; 3S:Supp.3A-IIC2S;
3S:Supp.3B-VII,V; 11:4.1.3; 11:App.4B
3S:Supp.3A-11B6; 3S:Supp.3B-VIA10;
11:2.3.8; 11:3.3.8.7;

FAR14.4

11:Att.1G; 11:Att.TH; 11:3.3.5.7
11:1.4.1.1; 11:1.4.2.2; 14:705.207
11:Att. 1L

3S:Supp.3B-App.H

3S:Supp.3B-IVK; 11:1.4.3; 11:2.2.11;
11:Att.2S; 11:3.2.13; 11:Att.3N;
FAR36.5; 14:728.313; 14:704.404
14:752.7; FARS2

3S:Supp.3A-IIC2W; 3S:Supp.3B-VIIX
14:731.2

1B:12B2b; 1B:12C3a; 11:2.2; 11:3.3.5;
FAR14

1B:12B2¢c; 3S:Supp.3B-IVB;
3S:Supp.3B-VB; 7:5C1; 11:1.2.4.1.1;
11:2.2.3.2; 11:2.3.9

15:4C3

11:2.4.7; 11:Att.2R

14:737

3S:Supp.3A-App.D; 3S:Supp.3B-IVJI;
11:1.3.5.2; 11:Att.1G

14:731




AID HANDBOOK Index

Trans. Memo. No.

HI:9

data sources
defaults
disputes

distribution of signed agreements
documentation

educationatl institutions
entities

financing

forms

host country agencies
individual contractors
information Bulletin
invitation for bids
methods

metric system

mode s
modifications

monitoring
nationality of emplioyees
negotiated contracts

negotiation

nonprofit organizations
notification

officer

penalties for non-compliance

personal services abroad
prebid conference
precedent

preparation

prequalification

processing procedures
procurement process
procurement services
progress reports
proposal evaluation

Effective Date Page No.
September 1991 Index-27
18-1IV:3E2
FAR49.4

11:1.2.12.7; 11:1.4.3.27;
11:2.4.7.2.2e(2); 11:2.4.7.2.2e.3h;
11:3.4.1.6.15;

3S:Supp.3B-1IVM

1B:24B; 3:8C3(4)(f); 3A:Supp3A-1IC2H;
3S:Supp3A-IIC2Q; 3S:Supp.3B-VIIQ;
FAR4.8

14:731.3

3:7B9; 3:8B4d

14:732

14:753.1; FARS3

11:1 1.5.3

11:1.Ann.A

20:Att.8D

3S:Supp.3B-VIA5; 11:1.3.5.1; FARI4.2
11:2.2; 14:717

11:2.2.7.2

1B:12; 3:App.3H

FAR43; 14:750.7106-2; 14:750.7106-3;
14:750.7109

3S:Supp.3B-VII; 3S:Supp.3B-App.G
1B:5D7

1B:12B2g; 3S:Supp.3B-VIB; 7:5C1;
11:3.2.2.3; FAR15

3S:Supp.3A-TIIB5; 3S:Supp.3B-IVJ;
7:5D; 11:1.3.5.3; 14:715; FAR15
1B:5D2; 14:731.7

11:2.3.8.8

3S:Supp.3A-11B5; FAR1.6
3S:Supp.3A-1IC2N; 3S:Supp.3B-VIIU;
FAR49.4; 19:App.1C5f

14:App.D

3S:Supp.3B-VIAb

3:6F1; 3:App.11B

3S:Supp.3B-ALL; 11:1.3.5; 11:2.3.6;
11:3; FAR 14

3S:Supp.3B-IVF; 3S:Supp.3B-VIA4;
11:1.3.3

11:1.3

14:App.A

15:4C

3S:Supp.3B-VIIM; 3S:Supp.3B-VIIQ
3S:Supp.3B-IVH; 11:1.3.4.4;




Page No. Effective Date Trans. Memo. No.

Index-28 September 1991 HI:9 AID HANDBOOK Index
14:715.608; FAR15.6

PVOs 3:App.4B

request for quotations
request for technical proposal

sample

scope of work
signatures

site visits

small business
standard provisions
statistical report
subcontractor approval
suspensions

synopsis of proposed actions
terminations

waivers

Contract types

basic agreements
civil engineering
cost plus fixed fee contracts

cost reimbursement contracts
country contracting

direct contracts
fixed price contracts

X lump sum contracts
follow-on contracts
indefinite delivery contracts
indefinite quantity

informal commitments

letter contracts

Tump sum contracts

negotiated contracts

personal services contracts
prohibited contracts

R and D contracts
selection criteria

3S:Supp.3B-VIB; 11:3.3.8.2.4; 11:3.4;
FAR15.4

3S:Supp.3B-IVG; 11:1.3.4.1;
11:1.4.2.1; FAR15.4

11:1.5

15:4D

11:1.3.5.5.3; 11:2.3.8.9; FAR4.1

- 35:Supp.3B-VIIN

14:719.271-6

3S:Supp.3B-App.D; 14:752.2; FAR52.2
32:4G

FAR44.2

FAR12.5

14:705.2

11:1.3.6.6.7; 14:749; FAR49; 23:13H
3S:Supp.3A-1IC2T

1B:12B2h; 3S:Supp.3B-IV; 11:1.3.1;
11:3.3.3; FAR16; 15:4C5

1B:12B21; FAR16.7

11:Att.2R

3S:Supp.3B-VD; FAR:16.3;

15:4C5b

11:1.3.1.2; FAR16.3; 14:716.3
1B:1A1; 1B:24B; 3:8L3c(4);
3S:Supp.3B-ALL; 11:ALL

1B:12B; 3:8C3c(5); 3S:Supp.3A-II;
14:App.D; 15:3C5

3S:Supp.3B-1VG3; 11:1.3.1.4; FAR16.2;
15:4C5ha

3S:Supp.3B-IVC; 11:1.2.4.1.2
FAR16.5

15:4C5d

14:750.7106-4

FAR16.6

3S:Supp.3B-10G

1B:12B2g; 3S:Supp.3B-VIB; 7:5C1;
11:2.3.2; 11:3.2.2.3; FAR1S
14:App.D5

1B:12C1c; 3S:Supp.3B-IVG3; 11:1.2.9;

11:2.2.8; 11:3.2.10
FAR35
3S:Supp.3B-IVG3; 3S:Supp.3B-VD;




Trans. Memo. No.

AID HANDBOOK Index

HI:9

Effective Date
September 1991

Page No.
Index-29

-

single source contracts

special methods

11:1.3.1; 11:2.3.3; 11:3.3.4; FAR16.1

1B:12C4; 3S:Supp.3B-IVD;
3S:Supp.3B-VB2; 11:1.2.4.2;
11:2.2.3.3; 11:3.2.2.6
14:717

time rate contracts 3S:Supp.3B-IVG3; 11:1.3.1.3; FAR16.6

turnkey contracts 3S:Supp.3B-VD; 11:2.3.1.2
Contractor

agreement with AID 11:Att. 1L

compensation FAR31.2

cost proposal 11:4.7.3

data sources 18-1IV:3E1

equal employment opportunity 11:1.4.3.39; FAR22.8

indebted to the United States 19:Att.7DF3

individual 11:1.Ann.A

invoice and contract abstract 11:AtE.TL

logistical support

Mission relationships
nationality restrictions

occupational safety and health
orientation programs
performance evaluation report
personnel

3S:Supp.3B-IVJ4; 3S:Supp.3B-VIIH;
11:1.4.3.21

14:752.7013

1B:5C; 1B:5D; 11:1.2.6; 11:2.2.5;
11:3.2.6.3; 13:App.4C; 13:App.4D;
FAR22.3

14:App.D; 28:3E

3S:Supp. 3A-1IC2U

1B:5D7; 1B:6D2; 3S:Supp.3B-IVI3;
11:1.4.3; 14:752.7027

qualifications 14:709

salary approvals 14:731.371

security briefing 6:2L

security clearance extension 6:21

security clearance reinvestigation 6:2J

selection criteria 3S:Supp.3B-IVI; 11:1.3.4;
11:Att.1D;
FAR9.1

Contributions

annuities
charitable organizations
international organizations

30:3G; 30:Supp.3C#671.4; 30:4A9
26:7H5
1B:16C

Controller (AID/W) 3:8B5e; 19:1C3

22:6A; 22:6C3a
22:6B3

CONUS
standard maximum per diem




Page No. Effective.Date Trans. Memo. No.
Index-30 September 1991 HI:9 AID HANDBOOK  Index ‘
Conversion
local currency sales . v 9:4C7
U.S. dollars to foreign currency 14:752.7010
Cooley loans | 19:51

Cooperative agreements

amendments

closeout procedures

collaborative assistance projects
extensions

legal authority

policy statements

processing procedures

selection criteria

standard provisions

Cooperating Country National (CCN)

Coordination between AID and other donors

Correspondence

addresses

administratively controlled
classified

Congressional

executive

letters

memorandums

reply time

Telegrams

White House

Cost

contract preparation estimates
locai cost finances
matching grants

of living allowances/increases
overruns see Upward adjustments

1B:16B; 1B:25E3;
3S:Supp.3A-11IB4; 13:6
3S:Supp.3A-IIID2F
13:1Q

1B:12B2e(2); 13:6E
3S:Supp.3A-ITID2F
13:6A

13:1B3; 13:6D
3S:Supp.3A-IIIC; 13:6G
13:6C

13:6H

14:702.170-5

4:2C; 8:3I; 8:App.D9; 9:2A;
18-1v:3D2

21-1:1F

21-1:6B

21-1:115

21-1:11
18-I1:1E; 21-1:5
21:Supp.A; 21-1:1E2
21-1:2

21-1:3

21-1:1H

21-1:10

21-1:5

3S:Supp.3A-App.D; 3S:Supp.3B-IVJ1;
11:1.3.5.2; 11:Att.1G

1B:18; 13:App.4C; 14:752.7017;
19:5A2d

3:4B5e(5)(b); 13:1K; 13:4J;
13:App.4D

26:13F5; 30:Supp.3C#673.11




Trans. Memo. No. Effective Date Page No.

AID HANDBOOK Index HI:9 September 199} Index-31
percentage of actual cost reimbursement 3:App.3JD3
personnel compensation 11:App.4A3.2-1
plus fixed fee contracts _ 3S:Supp.3B-VD; 11:2.3.3.4; FAR16.3
principles for non-profit organizdations 14:731.770
project factors estimates 3:2D3f; 3:3B4b; 3:App.3B
reimbursement contracts 11:1.3.1.2; FAR16.3; 14:716.301
reimbursement percentage 3:App.33D3

Costing principles 11:4; 13:1IX; 13:App.4C; FAR3I]

allowable costs 11:4.2; 13:App.4C; 19:1M
cost analysis 11:4.7
direct costs 11:1.3.5.2.2; 11:4.3; 11:App.4A3

indirect costs
overhead costs

participant training
project design development
unallowable costs

see also Accounting, costs

Counseling services

participant training

Counterpart funds

Country contracting

AID Role

construction contracts
consultation

contract preparation
contractor personnel
definitions

delegations of authority
equipment/material procurement
financing methods

host country capabilities

host country responsibilities
policy statements

prof. & tech. services procurement
project documentation

x Borrower/Grantee contracts
x Procurement by B/G

Country financed technical services

accounting procedures
Section 607 programs
Section 661 programs

11:

:1.3.5.2.3; 11:4.4
:Supp.3B-IVJ2; 13:App.4C;
:App.4D

:App.4D

:3B4b; 3:App.3B

4.5; 11:App.4A2; FAR42.8

10:27; 13:App.4D

19:
19:
19:
19:

:5A3f; 19:5C6b; 19:5G

:12C; 1B:15B; 3:8C3c(4);
:Supp.3B:ALL; T1:ALL
:3.1.2

:Supp.3B-V; 11:2

:Supp. 3B-11G

:1.2; 11:2.3; 11:3.2
:1.4.3.7

:1.1.5

:Supp.3B-II1ID

:Supp.3B-VI; 11:3

:15B

:Supp.3B-11B; 3S:Supp.3B-App.A
:6F1

:12C

:Supp.3B-1V; 11:1

:24A; 1B:24B; 3:8C3c(4)(f)

Att.10D

10I; 19:Att.10F

10I4; 19:Att.101

10I7; 19:Att.10E; 19:Att.10I




Page No. Effective Date
Index-32 September 1991

Trans. Memo. No.

AID HANDBOOK Index

Country level organization (AID)

Country Training Plan Qutline

CPM
see Critical path method

Credit
bureaus
intermediate institutions

procurement policy

Creditable service
extra service credit
unhealthy posts
unused sick leave

Crisis management
see Emergencies at missions

Cross references (AID files)

Cross sectoral policies
environmental impact
human resources development
narcotics
PVOs
recurrent costs
science and technology
women in development

Cuban assets control
Currency
conversion
excess of foreign
local programs
use offset

Customs regulations

17:App.2; 17:App.3; 17:30
10:Exh.3A-1

19:7E3f

18:10D(2)>; 3:4B9; 3:App.4A;
11:1.1.1¢c;

11:3.1.1b

1B:19

30:4A8

30:3F

30:3F2; 30:Supp.3C#671.5
30:3F3; 30:Supp.3C#671.5-15

21:11

I

:Ann.AIV-11

:Ann.AIV-2; 1:Apn.AIV-3
III.C7

:III.C3

:IIT.A2

:Ann.AIV-8; 1:Ann.AIV-9
:111.B2

1B:6B1; 15:2B5

13:App.4C; 14:752.7010
FAR 25.3; 19:5M5

1:IV.B1; 3:4B8; 9:4C7; 9:11;
9:11A3b; 9:11J; 19:5
9:Att.5C; 19:5G7

FAR25.6




Trans. Memo. No. Effective Date Page No.
AID HANDBOOK Index HI:9 September 1991 Index-33
-D -
Danger pay allowance 26:13F17
DAST
see Disaster Assistance Survey Team
Data
coding 18-V:3
elements 18-V:2
management 18:ALL
Death
AID employee 22:App.9A#126.5-1; 29:2C
benefits 29:1G3
gratuity 29:App.7H#692
family member 22:App.9A#126.5-5; 29:2C5
supervisor's report 29:1.Att.H
Deauthorization 3:5F2
Debt collection 19:7; 19:Att.7B6; 19:7E3e;

Act

administrative offset
agencies

payroll deduction

Decorations from foreign governments

Deductions
see Allotment of salary

Delegations of authority
country contracting
disaster assistance
grants
loan financial management
PL 480 programs
reduction in force
travel authorization

Delivery service eligibility
air transportation
general transportation
ocean transportation

see also Eligibility of delivery services

19:
19:
19:
19:

7E3e
Att.7B6f
7E3g
Att.7B6

24:Att.2D

5:ALL

:Supp.3B-1I11ID
8:2B; 8:5B

:1D; 13:5C

:6B

9:1B; 9:App.B
:Supp.2A

:3B; 22:App.9A#121

:2D; 15:5E2
;204
:2D6
:2D3

19:7E3g




Page No. Effective Date Trans. Memo. No.
Index-34 September 1991 HI:9 AID HANDBOOK Index .

Demotion without cause
see Reduction in grade , .

Deobligation 3:5F2; 3:13D8; 19:2M; 19:2N; 19:6C2j
see_also Closeout procedures

Departure Notice System 10:1612; 32:Supp.1C
Dependents
care/training grant 28:2
certification 10:Att.15A
participants 10:15
status 32:Supp.1B
training 28:2; 28:Att.2A
travel 27:5E; 22:App.9A#126;
22 :App.9A#H126
Deposit fund 19:4B3
Depreciation 19:119g
Despatch and demurrage : 1B:7H
Detail to/from/within AID 25:3; 25:21
international organizations 25:44; 27:10#496
disposition of leave balances 27:10; 27:10#498
Development Communications (PD 10) 1:1I1.1
Development Funds for Africa 1B:21E
Development information services 18-1V:2
Differentials and Allowances 14:752.7028
Diplomatic
passports 22:5B2 '
pouch 13:App.4C; 21-1:9G
consular status 25:41D
Direct contracts 1B:12B; 1B:15E; 1B:25E1; 3:8C3c(5);
3S:Supp.3A-II; 19:31
contract audit 3S:Supp.3A-TIL2S
financing methods 1B:15E ‘
policy statements 1B:12B2; 1B:12C
project documentation 3S:Supp.3A-1IC2H; 3S:Supp.3A-1IC20

see also Procurement by AID/W




AID HANDBOOK Index

Trans. Memo. No.

HI:9

Effective Date Page No.
September 1991 Index-35

Direct deposit of net pay

Direct hire appointments

direct hire foreign national employment

(FNER)

Directives system

AID Handbooks and author responsibilities

FAMs (list)

Handbooks

issuance request

joint issuances

notices

Policy Determinations (list)
regulations

sections (1ist)
supplementary issuances

Directory Listings

Disability
continuation of pay
involuntary separation
partial :
retirement
termination of payment
total

Disadvantaged enterprise

Disaster assessment
determination

disaster assistance survey team (DAST)

food and agriculture
health and sanitation
host country capabilities
infrastructure
logistics and management
preparedness
shelter

see also Disaster assistance

26:7H2

32:4F; 32:Att.4C

18:1
18-1
18-1
18-1
18-1
18-1

18-1
18-1
18-1

21:1-

:Att.2A
:Att.6D
22
:Att.aD
:6C
18-1:
18-1:
:6B _

:Att.eD; 18-I:Att.oF; 18-I:Att.6G
:Att.6E

6D
6A

81

29:1G3 :
29:1D3; 29:1.Att.E; 29:1.Att.J

30:2;

30:Supp.3C#672.3; 30:4B6

29:1G3b
30:3E4; 30:Supp.3C#672.1; 30:4B5

29:1.

Att.F

29:1G3a

14:726.201; 14:752.226-1

Co GO OO0 OO0 OO 00 OO0 Co O

:3H; 8:App.E; 8:App.F3
:3F; 8:App.F1; 8:App.F2
:3H3; 8:App.G

:App.E1

:1F6; 8:App.EII

:3H4; 8:App.D3

:App.EV

:App.EIV

:3C; 8:App.A#061.4

8:App.EIII




Page No. Effective Date Trans. . No. -

Index-36 September 1991 HI:9 AID HANDBOOK  Index .
Disaster assistance :ALL

accounting procedures ' :4E; 19:108B

AID/W management responsib1]1ties :1F; 8:App.A#066 -

Ambassador responsibilities :App.G2

authority (DAA) :3G

cables :App.F

Chief of Mission :3; 8:App.A#062

delegations of authority :2B; 8:5B

disbursement procedures :3G; 8:4G

DOD :1H1; 8:App.B

donations of goods and services :3G5; 8:5F3

embassy emergency operations checklist :App.G

funding :1E; 8:3G; 8:4

host country capabilities :3H4; 8:App.D3

international assistance :1vV-D

International Disaster Assistance Account :1E; 8:4D1; 8:App.A#063

international organizations
legal authority
Mission Disaster Relief Officer

mission progm. management responsibilities

obligation procedures

Office of Foreign Disaster Assistance

‘other U.S. government agencies

PHS

policy statements

procurement standards

relief plan

reporting requirements

resources

sample cables

state operations center

stockpiles

summary report

Survey Team (DAST)

technical information services

voluntary agencies/volunteers
X Foreign Disaster Assistance

Disbursement procedures
delayed
disaster assistance
due dates
housing guaranty programs
purchase orders

see also Payment processes

11

OO0 WOOOIT—COOODLOO — OO0 0 A

:3.3.10.2;
3:
8:

19:
7:

:App.D4; 8:1J); 8:App.A#066.8
:2; 8:App.A#061.5

:3D

:3; 8:App.D7
:APP.A#063
:1F; 8:5B2;
:1G; 8:1H; 8:5E

:App.C

:IV.D; 8:1C; 8:App.A#061
:21A; 8:5

:3E; 8:App.D

:3J; 8:App.F4; 8:App.F5
:1F; 8:App.A#066

17:15

App.F

:1G5; 8.App.A#966.3
:3G5; 19:15G
:App.F5

:3H3; 8:App.G

18-
8:

IV:308
11; 8:5G; 8:App.A#966.7

19:113; 19:6C2g; 23:14F3
14D1

3G; 8:4G

3D; 19:App.1C

5F

FAR13.5
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Trans. Memo. No.

HI:9

Effective Date
September 1991

Page No.
Index-37

Disciplinary action
admonishment
offenses and penalties
reprimand
separation for cause
suspension
Disclosure of personal information
Discontinued service
Discrimination
class
handicap
individual
Disincentives

Disputes

x Contract disputes

DIU

x Development Information Utilization

x Office of Development Information and

Utilization
Diverted shipments

Documentation
contract
country contracting
direct contracts
grant management
local currency programs
non project assistance
obligation
participant training programs
payment

records management

self help programs

Title II(PL 480) programs

Title IIICPL 480) programs
x Project documentation

30:5; 30:6

30:Att.5A#764; 30:6H1
30:Att.6A; 30:Att.6B
30:Att.5A#765; 30:6F2

30:5D; 30:Att.5A#767;
30:Att.5B#622.10; 30:Supp.2C;
30:Att.5A#766

18-II1:12J
30:3E2; 30:Supp.3C#672.4; 30:4A7c

24:5

24:App.5B; 24:App.5BXII; 24:Att.5A
24:Att.5B; 24:App.5C

24:App.5A; 24:App.5AXI; 24:Att.5A

9:Att.5AIVA

3S:Supp.3A-1IC2D; 3S:Supp.3B-VIIT;
11:1.2.12.7; 11:1.4.3.27;
11:3.4.1.6.15; 13:1S; 13:App.4C;
13:App.4D; 14:733; FAR33

3:App.1A; 3:App.2B; 18-1V:2B2

9.7C

FAR4.8
1B:24B; 3:8C3c(4)(f)
3S:Supp.3A-IIC2H
13:1I; 13:1V; 13:4E; 13:5J
9:11A8; 9:11B8; 19:5D
4:ALL
19:2C
10:1
11:1.3.6.6; 11:2.3.6.4.2; 11:3.2.11;
19:3G

21:11

9:4E3

9:7K

9:Att.5AV; 9:Att.5AVI




progress and evaluation reports

23:

Page No. Effective Date Trans. Memo. No.
Index-38 September 1991 HI:9 AID HANDBOOK  Index
DOD .
disaster assistance . . 8:1H1; 8:App.B
procurement sources 15:5D
Dollar funded quarterly project report 19:9D
Domestic
FAAS budgets 19:11E2f
relocation allowance 22:App.9A#148.6; 26:13F21
travel (Participant trainees) 10:16F .
Donation program
see Title II(PL 480) program
Donations of goods and services 8:3G5; 8:5F3; 11:App.4A4.6; 19:App.4A
Downgrading
see Reduction in grade
Dual-funded loan and grant projects 3:App.6A-3
Duty officers 17:6A7; 20:10
Duty Status Report 29:1.Att.L .
- E -
Economic _
analysis 3:3C4; 3:App.3E; 4:2E; 4:3B; 7:4A8(b)
balance of payments analysis 4:3B3
considerations 3:2D3b; 4:2E
social data (sources) 18-1V:3B
‘Education programs
basic education 1:II.H; 9:10C2 .
overseas 23:App.9A#610
participant training programs 1:1I.K; 10:ALL
technical information services 18-1V:3D4
training programs (AID personnel) 28:ALL
~vocational education 1:1I.H
Educational institutions
facility reporting requirements 23:App.9A#620
financial and program reports 23:App.9A#624
indirect cost rates 14:731.370
overseas school questionnaire - 23:App.9A#622

App.9A#624.2
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EEOC (Equal Employment Opportunity Counselor) 24:5F6

EEO (Equal Employment Opportuni
AID personnel
clearance procedures
clearance requirements
contractor personnel
counselors
grantees
legal authority
See also Nondiscrimination

Electronic Records Disposition

Elementary and Secondary Education Overseas
Overseas School Programs

see also

Emergencies
commodity transfers
communications

contact information (participant trainees)

disaster relief
evacuation plans
food programs

ty)

Guidelines for personnel taken hostage

hazardous weather
hazardous working conditions
health and welfare items
hostile action

illness

injury

inventory

locator cards

Medical Expenses

missing persons

missions

operating records
operations checklist
records protection
travel

11:3.4.1.6.29; 17:14; 24:5
14:722.8; FAR22.8; 24:1F3
14:722.870-3

14:722.870-2

1B:6E1; 11:1.4.3.39; FAR22.8
24:App.5AI11

13:1W; 13:App.4C; 13:App.4aD
24:5D

21-1I1:App.6C
23:App.9A#610

27:6
9:9D2
8:App.D7; 8:App.F; 21-1:9F2a;
23:App.12A#182

10:28

8:1D1; 8:App.A#061.3
22:App.9A#H125; 23:12C; 23:12D
9:9 ,

23:App.12B#623

27:6D

27:6E; 27:6#465.3m
21-1:9F2A; 23:App.12A#182
23:App.12B

29:1Att.B

29:1Att.A

21-11:7Att.1

29:2D; 29:2E; 29:App.2F
28:10

23:12N

23:12

21-11:7H

8:App.G

21:1I; 23:12M

22:9K; 22:App.9A#128.7
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Employee

accountability clearance for |
AID ethics program

conflict of interest

decorations from foreign governments
disclosure of personal information
financial disclosure

garnishment of pay

gifts from foreign governments
health and safety regulations
indebtedness

leave

locator records/services

long term training

medical services overseas
organizations

overseas school program

political activity

post-employment restrictions
records see Personal records
Relations and Benefits

relatives

reporting loss or damage

reporting of crimes

residence C(home leave)
responsibilities

return of government property
separation/transfer

services overseas

speaking, writing teaching activities
standards of conduct

suggestion program

Employee Operated Services and Facilities
Abroad

bonding

central funds

Constitution and Bylaws

Department of State Assistance
Employee Association Charters
Financial Management

insurance

lTocation on U.S.Government Property
operating funds

AID HANDBOOK  Index ‘

24:2B

FAR3.1;.24:2F; 24:Att.2K; 24:Att.2L
24:Att.2D

18-I11:123

19:7D2e(3)>; 19:7D5e

27:3

29:2; 32:1G10

28:9F9

3S:Supp.3B-App.C

23:App.8A#530; 24:4G; 24:4H
9

24:Att.2G
24:2F; 24:Att.2M

29:1 -
25:11E6; 25:11E7
20:7G8

24:Att.2F

. 32:Supp.1B
2

19:14B2

19:14B; 19:Att.14D
12:1C6a; 23:App.8A
24:Att.2E
30:Att.5B
29:Att.5A4

23:App.8A#530
23:App.8A#526.1
23:App.8A#514
23:App.8A#524.2
23:App.8A#522
23:App.8A#515.1
23:App.8A#527
23:App.8A#526.2
23:App.8A#525.5
23:App.8A#523
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Employee Operated Services and Facilities
Abroad (continued)

policy ' ' 23:App.8A#525
principal officer responsibilities 23:App.BA#520
procurement of merchandise 23:App.8A#525.4
reorganization and liquidation 23:App.8A#529
video club and video taped movies 23:App.8A#525.8
Employment 25:A11
AID/H executive personnel 25:13F
citizenship requirements 25:1F; 25:11E3
consultants ' 25:14H
Cooperating Country Nationals (CCNs) 14:722.170
employee relatives 25:11E7
excepted positions 25:11C2
medical clearance 25:11E5; 28:10
minimum age requirements 25:11E2
Participants 10:29
requirements 25:11
restrictions (post employment) 24:2F; 24:Att.2K; 24:Att.2L
security clearance 25:11E4
Third Country Nationals (TCNs)
Energy usage analysis 3:3C7; 3:App.30
technical information services 18-1v:3D
English Language Training and Testing 10:12
advisory service of OIT 10:12F
ALI/GU EPT 10:Supp.12A
testing and training report 10:Att.12A
TOEFL 10:12B2
Entertaining in the U.S. 19:12B
Environmental and natural resources 1:11.M
impact 1:II.L; V:Ann.AIV-11;

3:2D3h; 3:App.2D; 3:3C8; 7:4A7

Equal employment opportunity

see EEO
Escrow accounts 7:5G; 7:App.5G
Ethics program 24:2B
Code of Ethics for Govt. Service 24:Att.2A
Evacuation .
allowances 14:752.7028(1)
plans 22:App.9A#H125

travel , 22 :App.9A#H125
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Evaluation
Annual -Plan , , 3:12H; 3S:Supp.3C.3.3.3;
3S:Supp.3C.App.C
Board 14:736.602-2
Civil Service Personnel 25:15; 25:Att.15A
executive summary . - 3S:Supp.3C.App.B
folders 32:1E3; 32:Supp.A
foreign service employees 25:40
forms and instructions 25:Supp.40A
grievances and complaints 25:40N
management 25:Supp.11B; Att.A
methods 3S:Supp.3C.3.3.5
officer (projects) 3:12E2c
pay adjustment 25:40L
planning (projects) 3:App.3K
probation 25:11E8
project evaluation:handbook 3:12; 3S:Supp.3C
promotions 25:40K; 25:Supp.40C
reporting requirements 3:12G; 25:40H
reports (projects) 3:12G ’
review panels 25:401
scope of work 3S:Supp.3C.3.5
Selection and Performance Standard Boards 25:40J
summary 3:12F; 3S:Supp.3C.App.D
Exceptions
cargo preference 1B:10A7
Civil Service grievance system 29:3
feasibility studies 3:4B10
Freedom of Information Act 18-III:Att.12C
Housing Guaranty programs 3:4B3; 7:ALL
local currency programs . 3:4B8
Privacy Act 18-111:121
project authorization 3:5G
publications review 18-111:13B; 20:Att.1C
small projects 3:4B2; 3:App.12C3
standard projects 3:4
travel allowances 22:3C; 22:9A#121.1-4
See also Waivers
Excess property 13:App.4C; 13:App.4D; FARS8.1
accounting procedures 19:10H

X Government property

Exchange Rate Policy Guide 1:VII-6
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Exchange Visitor (IAP 66A)
certificate of eligibility

Excused absence
see Administrative leave

Executive agency
see AID

Executive personnel
classification
compensation
conditions of appointment
development program
financial disclosure report
leave
pay rates
performance rating
promotions
recruitment

Executive Secretary (ES)
Exemptions from Leave Act
Expendable property

Expenditure accounts
deposit fund

private sector revolving fund

revolving fund

trust fund expenditures
unidentified remittances
working fund

Export packing

Extension
home leave
service time

Extra service credit
military retirement waiver
unhealthy posts
unused sick leave

10:

24C3

:13H
:131
:Att.13A
16

:2D1
:3C4
:Att.5B
:13K
:13M
:13D

:6; 21:App.AIIl; 21-1:1E2
:9; 27;9#480
:15E

:4B

:4B3
:App.4B
14B2
:4B4
:4B3a(5)
:4B1

:4D3e; 15:App.5B; 22:App.9A#H162;
:App.9A#168.2

:5D; 27:App.5A
:3E3a

:3F

:Supp.3C#671.5

:13F19; 30:3F2

:3F3; 30:Supp.3C#671.5-15
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= F -

FAAS (Foreign affairs admin. support) 19:11A; 19:Att.11A; 19:Att.11B; 23:3
domestic budgets 19:11E2f '
overseas budgets 19:11E2e

Facsmile transmission systems 20:12H4

Factor evaluation system 26:1P

FAM sections (1ist) 18-1:6C; 18:1-Att.6D; 18-I:Att.6F;

18-T:Att.6G

x Foreign Affairs Manual; Joint regulations

Family planning and population assistance 14:752.7016
equipment/services 1:11.D; 1B:4D4; 13:App.4C;
13:App.4D; 15:6B
x Contraceptives
x Abortion Equipment/Services

FAO World Food Programs
See HWorld Food Programs

FAR

[Federal Acquisition Regulation (FAR) has been
published separately from the AID Handbook
series and includes an extensive index.
References to FAR are made throughout

this Master Index. The FAR index itself
should be consulted for further detail.]

Feasibility studies 3:4B10

Federal :
Acquisition Regulation System 14:701
agencies 12:ALL
Cash Transaction Report 13:App.1B; 19:Ex.3-3
Employees Group Life Insurance 29:App.2C; 29:App.7J#694
Employees Health Benefits Program 29:App.7K#696
Funds Report 19:Exh.3-10
income tax withholding _ 26:7H8; 26:Att.7E#553
Labor Relations Authority 24:4G2b

Managers Financial Integrity Act 19:App.1DI1c
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Federal (continued)

Reserve Letter of Credit - 3:App.3I1e(2); 13:App.4cC;
. . 13:App.5B; 19:3K6; 19:Ex.3-5
state and local taxes 14:752.229-70
supply schedules FAR8.4; FAR38; 15:5B2b
telecommunications system 21-1:8F2 ‘
Travel Regulations : 22:10
FEDSTRIP FAR51.1
Feeding programs 9:10
child feeding programs 9:10B1
school feeding projects 9:10D
Fees to U.S. agencies , 7:5H; 11:1.3.5.2.4; 11:4.6; ]5;5F
FEGLI
see Federal Employees Group Life Insurance
Fertilizers _ 18:4C7; 15:6D
payment methods 15:6D3
procurement methods 15:6D2

FICA see Social Security Tax

FIDIC 11:Att.2R

Files 21-11:2
AID Record Depository 21-11:6E3
classified material 21-II:1H
cross references 21-11:3A14
equipment and supplies 21-11:2B
maintenance 21-I1:3
retired files 21-11:6C)
storage 21-1II:6H
subject classification 21-11:4C
subject files 21-11:4

Financial
AID/W operating expenses . 19:2
analysis (projects) 3:3C3; 4:3B4
BPC ledger transactions 19:98
cash management procedures 19:App.18B
co-financing 1:IVF
Confidential Statement of Interest 24:2D2

controls (internal) 19:App.1D; 19:10
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Financial (continued)

country contracting ' t 1B:15B

data sources 18-1V:3Eb6

direct contracts 1B:15E

disclosure ' 24:2D -
flash reports . 19:9C; 19:9F4; 19:Att.9D
general ledger trial balance 19:9E; 19:Att.9J
grant management 13:1L

grants N 1B:15C; 13:4G; 19:2E]
housing guaranty programs 7:6

interoffice transactions 19:7D5a

loan financial management 19:6E

loan management _ - 19:6

management 19:ALL

Market Development 1:1I1.A

methods 1B:15

mission operation 19:8; 19:9
nonproject assistance : 4:App.5A; 4:8ES

Participating Agency Service Agreement 12;183c; 12:1B4
Program Financing Arrangments with -

Independent Organizations (PD 16) 1:111.C9
project management 3:8C3d; 3S:Supp.3B-App.F
quarterly project reports 19:9D
reporting requirements 13:1M; 19:1N; 19:9F
status report 13:1M2a; 13:App.1l1A
systems inventory o 19:App.1E
transfer of management responsibility 19:100
viability 3:App.3D
vulnerability assessment 19:App.1D6

FIPS standards 18-V:2B3

Flag Eligibility - Ocean Transportation 15:2D3

Fixed Price Contracts
see Contract types

Flash reports 19:9C; 19:9F4; 19:Att.9D
Flexitime schedules 27:1D
Food Aid

PL 480 Title II for Emergency or

Refugee Relief (PD 11) , - 1:1V.B2

Subcommittee Working Group 9:2A1
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Food and agriculture
development
disaster assessment
food and agriculture development
PL 480 programs
pricing policy
Title XII

Food for Development Program
see Title III (PL 480) programs

Food for Peace Program
see Title II (PL 480) programs

Food for Work programs

Foreign Affairs Admin. Support
see FAAS

Foreign Affairs Manual
see FAM sections

Foreign assets control
Cuban assets control
Iranian assets control
prohibited countries

Foreign Assistance Act

Foreign currency
accounting
AID/W management responsibility
availability
categories
counterpart funds
deviations
excess
general ledger
internal financial controls
local cost financing
local currency transactions
mission prgm. management responsibilities
transfer authorization

Foreign disaster assistance
see Disaster assistance

:ITI.A; 9:ALL
:App.EI
:II.A; 9:ALL
:IV.B; 9:ALL
II.A1

(IV.G

——— o —

" 9:10C

1B:6B; 15:2B5
1B:6B1; 15:2B5
1B:6B1

1B:6B1b; FAR25.7

14:702.170-7

19:117; 19:5
19:5L

19:5A; 19:5B8
19:5A3

19:5A3f; 19:5C6b; 19:5G
19:5D2j
FAR25.3; 19:5M5
19:5C2; 19:5E2
19:5J

19:5A2d

19:5D4

19:5D

19:5E1e
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Foreign flag travel/transportation 22:App.9A#134.2

' Foreign language requirements '
see Language requirements

Foreign language training
see Language training

Foreign National Employment Report 32:Att.4C; 32:4F
(FNER)

Foreign national personnel
see FSN personnel

Foreign service executive personnel
see Senior foreign service personnel

Foreign service personnel

arrival and departure notice 32:Supp.5B
assignment 25:36

career appointment : 25:35G3
comparability increase in salary 26:211
compensation 26:2; 29:App.4A#665.2; 25:45K
duties of principal officer 23:App.8A#520
employee services overseas 23:App.8A
evaluation folders 32:1E3; 32:Supp.l1A
foreign service retirement 30:3 :
foreign service travel 22:9

grade classification 33:Att.C

grievance _ 29:4

initial assignment 25:36G1

initial pay rates 26:2H

intermittent employment 25:2H
labor-management relations 24:4H

labor relations board 24:4H2b

Timited appointment 25:35G2

minimum age requirements 25:1G; 25:11k2
official mail 21-1:9F8

overseas return certificate 32:Supp.5C

pay plan codes _ 26:2G2

Performance Appraisal Board 25:40J

performance evaluation 25:40

personal mail 21-1:9F

personne] actions 32:21
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Foreign service personnel (continued)

personnel records 29:App.4A#663.4d
position classification guide ' *33:A1
post differential 11:4A3.3b; 26:App.13A#370; 26:13F6
recruitment 25:1A
reduction in force 30:2C12
reemployment rights 25:32; 25:32G
residence and dependence report 32:Exh.1B; 32:Supp.5A
residency/travel forms 32:5
retirement files 32:1G8
standards of conduct 30:Att.5B
step increases 26:213
tax liabilities 23:App.8A#540
titles and codes by backstop 33:Att.A
travel 22:9
U.S. flag transportation 22:9C; 22:Cir.App.9A
See also Senior Foreign Service
Foreign Transfer Allowance 19:14D; 26:13F8; 26:App.13A#315
Forestry
technical information services 18-1V:3D9
Forms
cancellation of 18-V:5H
catalog 18:App.A
contracts 11:Att.31
management 18-V:5; 18:App.A
new records systems 18-V:5G
prescription 14:753.2
procurement 14:753.107; 18-V:51
Forward funding 19:2E
x Advance obligation
Free ports 15:2B4
Freedom of Information Act FAR24.2; 14:724.2; 18-111:10C
exceptions 18-III1:10H
processing procedures 18-II11:10E
FSN personnel 3FAM900
allotment of salary 26:7C2
comparability increase in pay 26:211
official personnel folders 32:1F; 32:Supp.l1A
payroll in local currency 19:Att.4H
separation from the service 19:14B7

X Local employees; Overseas employees;
Foreign national personnel
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Fund accounts 7:6C1; 19:4

continuing resolutions l . 19:2K

control 19:1G; 19:App.1A

counterpart funds 19:5A3f; 19:5C6b; 19:5G

deposit fund 19:4B3

expenditure accounts 19:48

forward funding 19:2E

general fund receipts 19:4C2

imprest FAR13.4; 19:114; 19:13C; 19:13E5;

‘ 19:13H

receipt accounts 19:4C .

reserved funds 19:2K

revolving fund - 19:4B2

trust fund 19:4B4; 19:4C3; 19:5H2

unidentified remittances 19:4B3a(5)

working fund 19:4B1
Funding ;
see Program implementation instruments
Funerals 27:6#465.31; 27:6#465.3n; 27:6#466

Furlough ‘

see Leave without pay

-G -
Gambling equipment
see Luxury goods
Garnishment 26:71
Gender considerations 3:3C9; 3:App.3P _
General average .
claims 19:12C; 22:App.9A#184.1
insurance 1B:11A1c; 9:8F; 15:8G; 15:8G4; 15:8G2
General Counsel 17:10
General ledger 19:1H
Accounting and Reporting System (GLARS) 19:6B2a(1)
accounts receivable 19:7D3a
foreign currency accounting 19:5C2; 19:5E2
property accounting 19:15H

trial balance 19:9E; 19:Att.9J
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General Provisions
Personal Services Abroad
U.S. Citizen or U.S. Resident Alien
Cooperating Country National

General Services Administration
see GSA

Geographic
bureaus
codes

source requirements

Gifts from foreign governments

Glossaries
see Terminology

Government agencies _
federal, state and local subdivisions
facilities and personnel
owned organizations

printing office see GPO
property reporting requirements
return of government property

GPO (Government Printing Office)

Grant
agreements

amendments

closeout procedures
CRSP grants

duval funded projects
extension

financed contracts

14:App.D11
14:App.J11

3S:
11:

2225 17:23; 17:24

:Att.TA; 11:Att.2A; 11:Att.3A;
:App.D, Att.AII

:4C2; 1B:5; 4:5B3; 11:2.2.5.5;
:3.2.6; 13:1U8; 14:725.7; 15:2B;

:Att.2D

tALL; 15:5F
:702.170-8
:752.7008

:5D3; 11:1.2.6.2.3;
:2.2.5.2.4.a(2)

1752.245-70
:14B2a

:5E

‘App.6A-2; 3:App.6A-4; 3:App.6E;
:Supp.3A-III; 3S:Supp.3A-IIID2F;
:Supp.3A-IIID2L; 13:1B3; 13:1E;
:1P; 13:App.4A

:Supp.3A-I1ID2F; 13:App.4C12;
:App.4DT1

:Supp.3A-I1ID2N; 13:1Q

:App.1G

:App.6A.3

Supp.3A-IIID2F
2.6.4.3(b)
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- Grant (continued)
ineligible counteries

Mandatory Standard Provisions °

notices

operational Program Grants
optional standard provisions
processing procedures
program development

refund

revision of budget

standard provisions
termination and suspension
university strengthening

Grant management
accounting standards
allowable costs
ASHA
audits

consortium

cooperative agreements
delegations of authority
disputes '
documentation

financial management
financing methods

grant agreements

grant management

grant types

grantees

legal authority
management support services
officer ' .
policy statements
procurement policy
project monitoring
revision of grant budget
special grant programs
specific support
suspensions

terminations

types

:App.4C7; 13:App.4D7
:App.4C; 13:App.4D
:App.4C13; 13:App.4D12
;4B5e(5)(a); 3:App.4B; 13:4B1(e)
tApp.4C; 13:App.4D
:Supp. 3A-IIIC

14B1(c)

:App.4C3; 13:App.4D3
:App.4C4; App.4D4
:App.6C; 13:1U4; 13:5G
:App.4C5; 13:App.4D5
:App.1G; 13:4B1g(2)

:Supp.3A-IIID; 13:1B3; 13:41
:App.4C2; 13:App.4D; 19:1MI1
:App.4C1; 13:App.4D1

:16A; 3:App.4F

:1L2h; 13:App.1F; 13:App.4C2;
:App4D2

:4B5e(8) (b)

16

:1D; 13:5C

:App.4C6; 13:App.4D6
:Supp.3A-IIID2I; 13:IV; 13:4E
(1L

:15C; 13:4G, 19:2E1; 13:App.4D
:App.6A-2; 13:1B3; 13:App.4A
:Supp.3A-IIID; 13:1B2b '
:App.1G; 13:48

:4D

:1B1

:4B5e(8) (a)

:Supp.3A-I1ID1; 3S:Supp.3A-App.B
:1B

:16; 13:1U; 13:App.4C; 13:App.4D
:Supp.3A-IIID2; 13:1N
:App.4C4; 13:App.4D4

:1E; 13:App.1G

:Supp.3A-I11B2; 13:4B

:1R4; 13:App.4C5; 13:App.4D5
:1R; 13:App.4D5

14 13:48B
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Grantees 13:4D
debarment 13:App.4C8; 13:App.4D8

equal employment opportunity
institutions of higher education
international organizations
non-discrimination

non-U.S. grantees

personnel policy

PVOs

selection criteria

Title III grants

U.S. grantees

U.S. Officials Not to Benefit

Grievance

access to board records
appeals

Civil Service system
decisions

examiner

Foreign Service system
freedom of action

FSN Personnel

hearing procedures
informal procedures
records

review

right to a representation

GSA (General Service Administration)

amendment procedures
billing procedures
ordering procedures
payment

procurement
procurement agents
procurement forms
procurement sources
regional office
status reports
stores stock
surcharge

Guaranties

1B:6D3; 13:1H

3:App.4F; 13:App.1G

1B:16C; 3S:Supp.3A-IIIB3; 13:5
13:App.4C9

13:App.4D

13:App.4C; 13:App.4D

1B:16B; 13:App.1G; 13:4Ble
13:1B2; 13:App.1G; 13:4D; 13:5E
13:4B1(g)

13:App.4C

13:App.4C10; 13:App.4D9

29:App.4A#663.6

29:App . 4A#668; 32:1G9

29:3

29:314; 29:App.4A#666.5
:3F

29:4

29:App.4A#663.4a
26:2K

29:31

29:312; 29:App.4A#666
29:App.4A#663.6
29:3G; 29:App.4A#668
29:App.4A#663.4b

15:58B
15:5C4c¢
15:5C4
15:5C3
15:5C4
15:5

15:4
15:5C3
FAR8.4; 15:5B
15:App.5D
15:5CS
15:5B2a
15:5B1

1B:14; 11:2.3.6.3.4; 11:3.4.1.6.23
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Index-54 September 1991 HI:9 AID HANDBOOK Index ‘
Guest House Facilities overseas 23:17

eligibility to use . ) 23:17B

finances ' 23:17H

lodging rates 23:17G

operating Instructions 23:171

- H-

Handbooks 18:1

author offices 18:1-2C1; 18:1-Att.2A

changes 18:1-2F

Circulars 18:1-5

clearances 18:1-4B; 18:1-Att.4B

distribution 18:1-4N

format 18:1-3

maintenance 18:1-2C; 18:1-4; 18:I-Att.2A

transmittal memorandum 18:1- 2C2b 18:I-Att.2C
Handicap ‘

data 32:1G6

discrimination complaints 24:App.5C

employees 24:5

medical disability 32:1G6

reasonable accommodation 24:App.5CIV

request for reasonable accommodation 24:Att.5B
Hazardous weather/working conditions 27:6D; 27:6E; 27:6#465.3m
See also Danger Pay Allowance '
Head of the agency 14:702.170-9
Head of contracting activity 14:702.170-10; 14:719.271-4
Health and accident coverage 10:25

AID participant trainees 14:752.7018

AID personnel 27:7C; 29:1K3

claims

contract administrator
counselor

death of participant

Double Coverage by Educational
Institutions

enrollment

:25J; 10:Att.25A
125K
125G
1251

:25F
:25E




=
,

Trans. Memo.
AID HANDBOOK Index HI:9

No.

Effective Date Page No.
September 1991 Index~55

Health and accident coverage (continued)
FSN personnel
incapacitated participant
individual rights as research subjects
institutions
Timitations and exclusions
optional life insurance
participant coverage
participant trainees
policy
repatriation of terminal and
submission of claims

Health and nutrition programs
feeding programs
technical information services
x Nutrition

Health and sanitation
disaster assessment

Hearing procedures
Civil Service grievance system
class discrimination complaints
Hearing, Reconsideration or Appeal
individual discrimination complaints
separation for cause

Holiday
legal
Tocal
pay

Home hospitality and community programs

for participant trainees
National Association for Foreign Student
Affairs
National Council for International
Visitors

Host country

10:
10:
10:

210

:25H

:App.4D

:25F

:25D

:1K3

:25C: 10:Supp.25A
:App.4C; 13:App.4D
:25A

2253

I1.C; 1:1I1.F; 9:10
:10B

IV:3D10; 18-IV:3D12

:II.G; 9:10C3
:1F6; 8:App.EII

:31

:App. 5BX
:11
:App.5AIX
:App.5A#767

:1G; 27:App.1A#414
:App.3A#433.3; 27:App.6A#465.3]
:App.8A#233

21
21C2; 10:21D2
21CT; 10:21D1

NOTE: This term “"Host country" is used for locating all references to B/Gs,

Cooperating Countries, Recipients, etc.
agencies
cargo preference
commodity import procedures
consultation

1

:1.1.5.3; 15:3C3
1B:
9:
3S:

10A6; 4:5C9b; 11:3.2.7; 15:7D
7E
Supp.3B-IIG; 9:4E3




Page No. Effective Date Trans. Memo. No.

Index-56 September 1991 HI:9

AID HANDBOOK - Index

Host country (continued)
continuing operation of completed pyoject
country contracting
disaster assistance resources
housing guaranty programs
human resources development
PL 480 programs
procurement responsibilities
project design analysis
project evaluation
project implementation
self help measures
taxes

Host Government Emp. Salary Supp.
Hostile action

Hours of duty
basic work week
flexitime schedules
irregular basic work week
legal holidays
part-time personnel

Housing Guaranty
agreements
budgeting
escrow accounts
fund accounts
host country responsibilities
legal authority
loan terms
loans
policy statements
procurement policy
procurement procedures
processing procedures
program financial management
programs
project design development
project evaluation
project implementation
project monitoring
reporting requirements
sample formats

00 W W W W WY — ~J00 WU —

—

:IIT.A2; 3:14C
:Supp.3B-1IB; 3S:Supp.3B-App.A
:3H4; 8:App.D3
:App.5SE

:Ann.AIV-3

*4E3; 9:5D3
:App.9C4a; 4:5C9
:3C6

112D

:App.3G3; 3:8C2
*4E; 9:App.E
:18A1c; 11:1.4.3.20

:VII-7

:App.12A#180; 27:App.6A#467

1

:1C

:1D

:le

11G; 27:App.1A#414
:1F; 27:App.1A#413.3-3

—_—
SNNNWSNONSNSNOSNSN NSNS N

:App.5B
14A2; 7:6D
:5G; App.5G
6C

:App.5E

:3A

:6A

:9D1

:3B

:21G

14

:4A

:6

:21F; 3:4B3; 7:ALL; 19:Att.6A
14

:App.12C

:5; 7:App.5D
:6C

:6A

7:App.5B




AID HANDBOOK

Index

Trans. Memo.
HI:9

No.

Effective Date
September 1991

Page No.
Index-57

Human resources development

educational programs
individual rights as research subjects
rural development
urban development

women in development

Human Rights (PD 12)

IAP 66A

Identification Cards

degree of access/privilege

eligibility

expiration date

loss of

IDI programs (International Development

Intern Program)

allowable personal expenses
assignment procedures

review panel files
selection criteria

trainees
training plans

Implementing AID Privatization Objectives

(PD 14)

Import
Tistings
shelf items

Incidental services

policy
waivers

see also Commodity related services

Income tax
federal

obligations (cash awards)

state/local
withholding

—
— e — (p) D —

1B:
1B:

1B:
1 2E1
15:

26:
29:
26:
26:

:Ann.AIV-3

:10C2; 10:ALL
:App.4D

:VI; 18-1V:3D16
:II.P; 18-1IV:3D11
:111.B2

:II1.B1

:24C3

:5G

:5G2
:5G1
:5G5
:5G6

5

5P

+5M

:1G14d

:5H

:5

:5I; 28:Att.5A

:IIT.AS

23A2a(1)
18A4; 1B:19A3c

13B; 11:3.4.1.6.26; 15:2E

2E2

7TH8; 26:Att.7E#553

Att.5A3#643.4d
JH6; 26:Att.7B
7




Page No. Effective Date Trans. Memo. No.

-Index-58 September 1991 HI:9

AID HANDBOOK  Index

Indefinite delivery contracts
overhead costs

Indigenous goods
x Local products

Indirect cost
noneducational institutions
overhead costs
rates

unallowable costs
Indus Basin Development Fund

Information services
AID code book
AID directives system
congressional information
development information services
economic and social data
forms management
Geographic Code Book
information sources
Tibrary services :
management information sources
participant training
program planning assistance
public information
records management
reports management
security program
sources
technical information services

Injury
on duty
supervisor's report of accident
vocational rehabilitation of employee
Inland transportation

Inspection services

FAR16.5; 14:716.5

~ 35:Supp.3B-1IVJ2

1B:18A3: 1B:19A3c

14:742.770
3S:Supp.3B-1IVJ2; 11:4.4.4;

11:1.3.5.2.3; 11:4.4; 11:App.4Ad;

14:731.370
11:4.5

1B:21G

18:ALL
18:App.D
18:1
18:11
18-1V:2
18-1V:3B
18-V:5; 18:App.A
18-V:App.D
18-IV:3
18-1V:1
18-IV:3D3; 18-1V:3E
13:App.4D
18-1V:3C
18: 111
21:11
18-V:4
6:3
18-1V:3
18-1V:3D

27:6#465.3d; 29:1.Att.A
20:Att.11F; 23:App.7A#617
29:1G5

1B:71; 9:7E3

15:4D3g




Trans. Memo. No.

AID HANDBOOK Index HI:9

Effective Date
September 1991

Page No.
Index-59

Inspector General, Statement of Functions

Institution .
development
grants
procurement sources

X Universities

Insurance
AID personnel
Defense Base Act insurance
Federal Employees Group Life Insurance
FSN personnel
general average
1iability to Third Persons
losses, claims, and proceeds
marine insurance
motor vehicles
nondiscrimination
non-project Assistance
payments
private social insurance
worker compensation insurance

Intangible Property

Integrated Management Information System
Xx Management information system

Interagency
agreements
committees
mail
security clearance

Intra-agency
coordination
mail

Interest
claims
payments (loans)
penalties

Internal Review of PL 480 Title II
programs checklist

17:8

1:1.D
3:App.4F; 13:App.1G; 13:4B1(b)
1B:12B2e; FAR31.3

29:1K3

1B:11B; 13:1H3

29:App.7J#694

28:10

1B:11A1c; 9:8F; 15:8G

14:752.228-7

15:8D

1B:11A; 11:2.2.5.6d; 13:App.4C; 15:8
23:App.6A

1B:11A1b; 1B:5Ble; 15:8E

15:8B1

1B:11A1d

28:10

11:2.2.11.5; 14:728.3; FAR28.3; 29:1K3

13:179
19:1E

12:1A3

7:41; 17:App.6
21-1:3B4b

6:1H1

14:750.7110-2
21-1:9C2c; 21-1:9C4

1B:24C1d; 19:Att.7E
19:6C3b(5)
19:6C3b(5)(c); 19:App.1C5f

9:Att.14A




Page No. Effective Date Trans. Memo. No.
Index-60 September 1991 H1:9 AID HANDBOOK Index .
International

AID Payments with Waivers ) 10:16D1

baggage 10:16D4

cost shared by host government 10:16E

economy class 10:16D3 -

funded by AID 10:16D

layovers 10:16D6

redeemable coupons 10:7D

research centers 1B:5D2; 1B:12B2e; 13:App.1G

training, office of Int'l 17:13:

travel 10:16B .
U.S. Flag carriers 10:16D2

Haivers of Host Government funding 10:16C

International Development Intern Programs

see IDI programs

International Disaster Assistance Account

International organization
AID contributions
disaster assistance resources
grantees
grants
list
x Public International Organizations

Interpreter and Escort Services for
Participants

policy

responsibility

Inventory
AID owned property
emergency operating records
Invoices

Iranian assets control

Job description code
see Position description

1B:

1B:
3S:

10:
10:
10:

19:1

21-I1:7Att.
11:Att.3B

:1J;. 8:App.A#066.8; 8:App.D4

:IV.D; 8:1E; 8:4D1; 8:App.A#063

16C

16C; 3S:Supp.3A-IIIB3; 13:5
Supp.3A-I1IB3; 13:5

tAtt.21A-A1

23
23A
23C

I9h; 19:15J; 23:App.4dA#226

1B:6B1




Trans. Memo. No. Effective Date Page No.
AID HANDBOOK Index HI:9 September 1991 Index-61

Joint AID/State administrative services

agreement ‘ 23:App.3B

Joint Country Awards Committee
employee suggestions 29:Att.5A3#642.6d
program responsibilities at posts abroad 29:Att.5A3#643.1b(2)
reporting requirements 29:Att.5A3#643.6d(1)

Joint regulations
see FAM Sections

Jury service 27 :App.6A#462.2
- L -
Labor Laws for Government Acquisition 14:722
Labor-management rélations 24:4
Civil Service personnel 24:4G; 24:Att.4A
employee organizations 24:4G1; 24:4H1
Federal Labor Relations Authority 24:4G2b
Foreign Service personnel 24:4H
mission operations 24:415
policy statements 14:722.1; 24:4B
unfair labor practices 24:416
union rights and duties 24:4]2
Land Tenure (PD 13) 1:11.A2
Language
designated positions 28:4G
foreign language tests 28:41; 28:Att.4B
incentive programs 28:4D5; 28:4L3(b); 28:Att.4A
Modern Language Aptitude Test 28:4D6; 28:41
performance evaluation 28:4L
requirements 28:4E
training 28:4
x Foreign language training
Latin America and the Caribbean Bureau 17:24
Law enforcement
employees 30:4B2
equipment 1B:4D3

X Police equipment




Page No. Effective Date Trans. Memo. No.
Index-62 September 1991 HI:9 AID HANDBOOK Index ’
Leased property
office space 23:Cir.5
overseas ' 23:App.SA#720
policy statement 23:App.5A#721
residential quarters 23:Cir.5
see also Real property leasing
Leave 14:752.7031; 27:ALL
absence without official leave 27:App.7A#472
abuse of sick leave 27:4#446
account records 32:1G2 .
accrual computations 27:App.2A#821.6; 27:App.5A#453
27:App.3A#431.1;27:App.dA#442;
27:App.5A#453
administrative leave 27:6
advance annual leave 27:3G; 27:3#432.5
advance sick leave 27:4C; 27:4#443.5
annual leave 14:App.D11.5; 27:3; 27:App.3A#430;
27 :App.3A#433
communications 27:App.2A#421.5
compensatory leave 26:8E2; 26:App.8A#232.6
controlier overseas posts 27:11F7
dependent travel 22:Cir.App.9A; 22:App.9A#132.2-2; .
27:5E
disposition of leave balances 27:10
donor application 27:1114
eligibility 27 :App.5A#454.1
exemptions from Leave Act 27:9; 27:App.9A#480
extension 27:5D
funerals 27:6#465.3n; 27:6#466
hazardous working conditions 27:6E; 27:6#465.3m
holidays 14:App.D11.5(c); 27:3#433.3;
27:6#465.3]
27:1G; 27:App.1A#414
home 14:App.D11.5Cc); 27:5; 27:App.5A#450
hostile action 27:6#467 .
illness related to work 29:1Att.B
injury on duty 27:6#465.3d; 29:1Att.A
jury service 27:App.6A#462.2
lump sum payment for annual leave 26:11; 27:3M
Timitations 27:11G
legal authority 27:App.5A#451.2
maternity 27 :App.6A#463
military service 14:App.D11.5Ce); 27:6C;
27:App.6A#461




AID HANDBOOK = Index

Trans. Memo. No.

HI:9

Effective Date Page No.
September 1991 Index-63

Leave (continued)

Office of Personnel Management

paid

1

packing/unpacking personal effects
parental and family responsibilities

Payroll Office
policies

procedures

purchase

recipient application

restoration of forfieted annual

separation from service
sick

tandem couples

transfer program
transit time Teave
union functions

union representation functions

unused sick leave
voting
without pay
witness service
See_also General Provisions

Legal advisor

Legal

restraints see Statutory requirements

services overseas
Legislative Affairs, Office of
Letter of commitment to

contract clauses

supplier/contractor

U.S. bank

Letter of credit

contract clauses

Federal Reserve Letter of Credit

LOC-TFCS

23:
17

14:

1B:
1

1B:
14:

1B:
13:

1B:

:11F1
23 27:4; 27:5; 27:6

6F; 27:6#465.3p
2¢

‘11F8

:11E

111

1 1K2

:Att.11A

:3K; 27:App.2A#421.7

:App.5A#456.2

:752.7031(b); 14:App.D11.5(b); 27:4

:5C

11

:App.6A#464

:419

166G

:3F3; 30:Supp.3C#671.5-15
16#465.3k

:5C; 27:7; 27:App.7A#470; 30:Att.2E;
:App.6A#462.3

:8B5f

16
12

732.406-70-4

:15B1b(2); 3:App.3Ilc; 4:5C4c;
:App.5C2; 11:1.3.6.3;. 11:3.3.11.1.3

15B1b(3); 3:App.3I1d; 4:5C4a;

:App.5C1; 11:1.3.6.4;
:3.3.11.1.4

1581b(4); 1B:15E3b; 13:App.4C;
732.406-70; 19:Ex.3-5

:732.406-70-4

15C1; 3:App.3Ile(2);
App.5B; 14:752.232-70; 19:3K6;

:Ex.3-5

15CTd(1); 13:105




Page No. Effective Date Trans. Memo. No.
Index-64 September 1991 HI:9 AID HANDBOOK  Index .
Liabilities 14:728.307-2; 19:1J
contingent liabilities ‘ : 19:133
Liaison Functions and Responsibilities |
Office of Procurement 12:1Bla
Library services 18-1IV:1
Life insurance 29:1K3

part-time career employment

Loans
accounting information system (LAIS)
agreements
AID/W management responsibilities
approval
archives
commodity import
Cooley
delinquencies
disbursement procedures
dual funded projects
financial management
forgiveness
General Ledger Accounting and Reporting
housing guaranty
notice of payment due
penalties for non-compliance
PL 480 Title I Terms (PD 9)
relending
repayment
sale of loan maturities
standard provisions
status documentation
termination or modification
terms

LOC-TFCS
x Treasury Financial Communications System
Letter of Credit

25267 .

19:6B2a(2); 19:6C2c; 19:8E4b
3:App.6A; 7:5D; 19:6C2
19:6C

19:6C2b

19:6C3b(12)

4:App.4B

19:51

19:6C3b(6)

7:6; 19:6C2g
3:App.6A-3

19:6

9:Att.5C; 19:5G7
19:6B2a(1)

7:5; 7:6A

19:6C3a(2); 19:6D2d
19:6C2e

1:V.A1; 9:3B; 9:4B
3:App.3BC3

7:5D5; 7:App.5F; 19:6C3
19:6C3b(10)

3:App.6A-1

19:6E

15:App . A#201.45
3:App.6A-1; 7:6A; 9:4B; 19:6C3b(4) ‘

1B:15C1d(1); 13:105




Trans. Memo. No. Effective Date Page No.

AID HANDBOOK Index HI:9 September 1991 Index-65

Local currency transactions 19:1M10

accounting procedures 19:5E

billing procedures ‘ " 19:7D5b

cash transfer agreements 4:4A5 .

commodity import programs 9:11 r

currency conversion 13:App-.4C

payroll in local currency 19:Att.14H

programming PL 480 (PD 5) 1:1V.B1

x Foreign currency transactions

Local employees
see FSN personnel

Local products
see Indigenous goods

Lock/Combinations 6:5H

Lodgings plus per diem rates 22:6AC1); 22:683&(4);'22:10§301—7.6
computation within CONUS 22:108§301-7.5
deviations : 22:108301-7.10

Logical framework matrix 3:1B5

Loss or damage to effects 22:App.9A#164

Lump sum contracts
see Contract type, fixed price contracts

Luxury goods 1B:4D5
x Gambling equipment

LWOP
see Leave without pay

- M-
Mail
address for AID/H 21-1:9B2
incoming 21-1:98B
lists 18-II1:12R; 18-IV:2C3g
outgoing 21-1:9D
overseas mailing addresses 21-1:App.9C
pouches 21-1:9G

procedures 21-1:9




Page No. ‘EffectiyeiDate Trans. Memo. No.

-Index-66 September 1991 HI:9 |AID HANDBOOK Index
Maintenance
’ building services , , 20:4E; 23:App.5A#714
physical security 6:8
Malaria control equipment 15:6C
Management
consultant questionnaire 11:Att.1S
contract data sources 18:1V-3E2
financial data sources _ 18:IV-3E6
information sources 18:1v-3D3; 18:IV-3E
participant Training Programs 10:2C5
rights and duties 24:413
Support Services Grants 3:4B5e(8)(a)
Management Improvement Programs 17:v

see also Commercial Activities

Mandatory Standard Provisions

non-U.S. nongovernmental grantees 13:App.4D
U.S. nongovernmental grantees 13:App.4C
MARAD regulations 1B: 10A5

X Maritime administration

Maritime Administration
see MARAD regulations

Marriage to an alien 6:2H5; 12:1C4f
MDRO
see Mission Disaster Relief Officer
Medical
benefits ' 29:1G1; 29:App.7F
clearance 10:13; 25:11E5; 29:139; 28:10
disability 32:1G6
expenses (AID employees) 19:7D5c; 19:10D; 19:Att.10A
see also Health and accident coverage
facilities abroad 29:App.7F#685.4-1
services overseas 3S:Supp.3B-App.C
supplies and equipment 29:App.7A#687
travel 29:App.7F#686

Memoranda 21-1:3




Trans. Memo. No. Effective Date Page No.
AID HANDBOOK Index HI:9 September 1991 Index-67

Mental health services
see Counseling services

Merit promotion 25:16
Civil Service personnel 25:16
IDI trainees 28:5K
policy statements 25:16F

X Promotion

Methods of payment
see Payment, financing methods

Microenterprise Development Progm. Guidelines 1:III.C.10

(PD 17)
Micrographics 20:12H2
Military
equipment 1B:4D1
postal facilities 21-1:9D04
X APO/FPO numbers
retirement waiver 30:Supp.3C#671.4-2
service leave 27:6C; 27:App.6A#461
Minimum age requirements 25:1G; 25:11E2
Minority business assistance | 1B:23A2¢c(3); 14:719; FAR19.8

Misconduct and disciplinary action
see Offenses and penalties

Missing persons 23:12N; 26:12
Mission 14:702.170-11
administrative procurement 23:14
AID/H task force 23:13C
Allotment Accounting System 19:8B
bill collection procedures 19:7D4
billing procedures 19:7D2
budget 19:8A2
cashiers 19:7D1d; 19:13E
closing 23:13
commodity import procedures 19:Att.10Q

congressional/VIP visitors 18-11:3




Page No. Effective Date Trans. Memo. No.

Index~68 September 1991 HI:9

AID HANDBOOK Index

Mission (continued)
controller . )
disaster assistance
disaster relief officer
executive officer
financial management activities
financial reporting requirements
foretgn currency accounting
issued waivers
labor-management relations
legal services overseas
loan financial management
motor vehicle management
non-project assistance
occupational safety and health
opening
operating expenses
operation
orientation
overseas security
participant training activities
participant training programs
passports
personal property (disposal abandonment)
personnel activities
procurement responsibilities
project evaluation
project implementation
project officer responsibilities
property management
records closeout
review (annual)
supply and procurement activities
Title IT (PL 480) programs

Mission staff
Cashier
Chief
Controller
Disaster Relief Officer
Executive Officer
participant trainees
Property Management Officer

Mixed credits (PD 2)

19:
:3; 8:App.A#062
19:
:3D
23:
10:
23:

:7D1a; 19:8A
:3; 8:App.D7
:3D

|

:8; 23:13G
:5K; 19:8A3; 19:8E5; 19:9
:5D

:5D10e(2)
1415

:16

16D

:6

14A4

tApp.7A

2

:8B3b(2); 19:11D; 19:11F
:ALL

:3E

.7

:13M

:3

151

:131

:13F

:3A2; 3:App.9C4a
1282

:8B5

23

:15B1; 23:4; 23:5
:13L

:Att.1A#173

:13H

:2B4c; 9:7

01d; 19:13
7D1a; 19:8A
1

3D1
App.4A#222.2

(IV.E




Trans. Memo. No. Effective Date Page No.

AID HANDBOOK Index HI:9 September 1991 Index-69
Mobilization payments 1B:15B1c(5)
Modern Language Aptitude Test ‘ » 28:4D6; 28:41
Motor vehicles 1B:4C2; 11:2.2.5.5; 22:App.9A#165.6
accidents 20:11F2; 20:Att.11B; 23:61I;
acquisition 23:6G
allowable personal expenses 22:App.9A#145.4
categories 23:6C4
classification 23:Exh.60
control 23:App.6A#228.3
dispatch analysis 23:6J11
disposition ' 23:6M; 23:App.6A#228.8
foreign made : 23:6G4
Form 5-197 23:6J10; 23:Exh.6F
fuel consumption 23:Exh.61
geographic source requirements 1B:4C2; 11:2.2.5.5
insurance 23:6H; 23:App.6A#228.4
maintenance 23:6L; 23:App.6A#228.12
management 23:6
official transportation 23:6D
oil consumption 23:Exh.6J
pools : 23:6F; 23:App.6A#228.3-1
privately owned - 22:App.9A#165
reconditioned equipment 15:6E
records 23:6J); 23:App.6A#228.7; 23:Exh.6F
replacement - _ 23:6G1; 23:App.6A#228.9-1
safe driving awards 23:6K
sale of 23:Att.1B
security 23:App.6A#228.13
spare parts 23:Exh.6B
standardization 23:6G2
statutory authority 23:App.6A#228.1-1
storage 22:App.9A#174
transit time leave 27:App.6A#464.2
transportation 22:App.9A#165.2; 22:App.9A#H167
U.S. manufactured 23:6G5
use 22:7A4d; 22:App.9A#145
watvers 1B:4C2d; 15:2B6; 22:App.9A#165.9-1

Multicountry program offices/services 17:31; 17:32




Pége No. Effective Date

Index-70

Trans. Memo. No.
September 1991 HI:9

AID HANDBOOK Index

Narcotics (PD 1)
National Agency Check and Inquiries

National Association for Foreign Student's
Affairs

National Council of International Visitors

National emergencies
x Civil defense

News media contacts
home town newspapers
news releases

Nondiscrimination
federally assisted programs
see also EEO

Non-project assistance
accounting procedures
AID/W management responsibilities
cash transfer agreements
checklist
commodity import programs
direct contracts
documentation
economic analysis
financing methods
incidental services

mission progm. management responsibilities

obligation procedures

prior review of proposed sales
procurement policy

Program Assistance Approval Document
project authorization

selection criteria

statutory checklist

terminations

Title I (PL 480) programs

Non-record material

1:1I1.C7
6:1C19

10:21C2; 10:21D2
10:21C1; 10:21D1

20:3E

18-111:4; 18-1II:5
18-111:7
18-111:5

13:1H

1B:4E1b.4.b; 1B:11Ale.4.b; 4:ALL .
19:5E5; 19:10K; 19:10N; 19:Att.10Q
4:App.1A

4:4A5; 19:10N
4:App.3A(2)

4:1B1; 4:4; 4:5C; 15:3B
19:31

4:5C9%e

4:2E; 4:3B

4:5C4

1B:13B

4:4A4

4:4; 19:21

1B:4B '

1B:13; 4:5C5; 15:3B

4:3B

4:3A

4:2A

4:App.3A

4:5C2c; 15:1

4:1B2; 4:4A6

21-II:1F2




Trans. Memo. No. Effective Date Page No.

AID HANDBOOK Index

September 1991 Index-71

Non-returnee (participant trainees)
Notices

Nutrition
see Health and nutrition programs

Obligation procedures
deobligation
disaster assistance
documentation
liquidation

Miscellaneous Obligation Document

non-project assistance
operating expenses
policy statements
project assistance
upward adjustments

Occupational
claims for compensation
safety and health
supervisor's report of accident

Offenses and penalties

X Misconduct and disciplinary action

Office
AID stationery
facsimile transmission systems
filing equipment and supplies
furnishings and equipment
micrographics
space
typewriters
word processing systems

Office of

Foreign Disaster Assistance (OFDA)

International Training

Public Affairs

Small & Disadvantaged Business
Utilization

10:33; 19:1035h
18:1-6D

19:2

19:2M; 19:2N; 19:6C2j
8:APP.A#063
19:2C

19:2M; 19:20
19:2F1i

4:4; 19:2H
19:2F
19:1G3b
19:2G

19:2H

29:1.Att.D; 29:1.Att.I
FAR22.3; FAR23; 20:3; 23:App.7A
20:Att.11F; 23:App.T7A#617

30:Att.6A; 30:Att.6B

21-1:1J

20:12H4

21-11:28B

20:Att.6A; 20:7; 20:12
20:12H2

20:6; 23:Cir.23-5
21-1:7B

20:12H3; 20:Att.12A

8:1F; 8:5B2; 17:15
17:13

17:13; 18-111:2
1B:23; 17:9




Page No. Effective Date Trans. Memo. No.

Index-72 | September 1991 | HI:9

AID HANDBOOK  Index

OMB approval
Paperwork reduction act

OMB. Circular
A-76
A-110
A-123
A-125

On-call status

Operating expenses
administrative procurement
compensation
foreign affairs administrative support
mission operation
travel obligations

Operating Principles, PA Personnel
Optional Standard Provisions-

non-U.S. nongovernmental Grantees
U.S. nongovrnmental grantees

'i Orientation programs

AID/W

dependents

mission
participant trainees

Outlay Report and Request for Reimbursement
for Construction Programs

Overburdened posts/travel advisory

Overhead costs and rates
grants

Overseas
administrative officer
advisory council
Agency for International Development (AID)
assistance
contractor support

3S

23:
:App.9A#618

:App.3A; 23:App.9A#617.2-1
:App.9A#614

:App.C

23
23
14

:2F; 19:11

:2Fle

2F1a

:11E; 19:Att.11B
:8B3b(2); 19:11D; 19:11F
:2F1c

:App.4D
:App.4C

:701.105; 15:App.A#201.03

:1B3a
:App.4F
:App.1D3b
:App.1C2

:App.8A#237

:1C

:3
:3D
12
<3k
:20

:App.1E
tEx.3C

:Supp.3B-1IVJ2; 13:App.4C; 13:App.4D.

App.9A#615.1




AID HANDBOOK

Trans. Memo. No.
Index HI:9

Effective Date
September 1991

Page No.
Index-73

Overseas (continued)
cultural affairs officers
educational and cultural exchange -«
employee organizations
FAAS budgets
funds
local guardian program
mailing addresses
objectives
officer 1isting
organization
per diem allowances
policy committee
principal officer responsibilities
recruitment incentives
residential security
school assistance funds
school program
school to school project
security
special education programs
support
telegrams
telephone calls
training plan (IDI)
travel
U.S. flag transportation

Overseas Shipments of Supplies by Voluntary

Nonprofit Relief Agencies (AID Reg. 2)

Overtime
x Compensatory time

PAAD
X Program Assistance Approval Document

PAIP
x Program Assistance Initial Proposal

PAIS
project financial activity report
X Project Accounting Information System

23:App.9A#615.2

» 23:App.9A#617.1-]

23:App.8A#530
19:11E2e
23:App.9A#617
6:14
21-I:App.9C; 21-1:9H
23:App.9A#612
21-1:App.98
17:4; 17:111; 17:30
22:Ex.6B
23:App.9A#613.1
23:App.8A#520
14:731.772(c)
6:13
23:App.9A#617
23:9
23:App.9A#617.4-3
6:7
23:App.9A#617.4
23:ALL
21-1:10A9
21-1:8F4
28:5; 28:Att.5A(1)
22:9
22:App.9A#134

3:App.4E
26:App.8A#232

4:3B; 19:212; 4:App.3B

4:2D

19:8E; 19:9F
19:9F5; 19:Att.9H




Effective Date
September 1991

Page No.
Index-74

Trans. Memo. No.

HI:9

AID HANDBOOK Index

Paperwork Reduction Act (OMB Approval)

PARD -

"~ x Program Assistance Review Document

Participant Data
PASA

distribution of signed agreements

guidelines
Tegal authority
processing procedures

security clearance requirements

x Participating Agency Service Agreements

PASA/RSSA
candidates (certification of)
control/identifier numbers

Parking facilities

Part-time personnel
adverse actions/Grievances
annual leave
civil service
hours of duty
sick leave

Participant trainees
activities report
allowances
arrival notice
arrival services
benefits
certificate of achievement
data form (PDF)
death
dependents
“evaluation
follow-up
health and accident insurance

" language requirements

11
12

12:
12:
12:
1187
1

12

:701.105; 18-V:411(a); 18-V:Att.4B
:2D2(e)

:Att. 1R
tAtt.A; 12:Att.C

1B7
1C; 12:Att.1D
1A2

:11I3
:1B7¢

5

:1F

:2G10

:App.3A#431.2
2

(IF
:App.4A#440

tALL

:Att.358B

:11

116

:19

:Supp.25A

:35D1; 10:Att.35A

:24C4; 10:24E3; 10:Att.24A
1251

115

134

:35

:25; 13:App.4C; 13:App.4D
)




Trans. Memo. No. Effective Date PagevNo.
AID HANDBOOK Index HI:9 September 1991 Index-75

Participant trainees (continued)

maintenance allowances , 10:Att.8A

medical clearance ¢ *10:13

non-returning participant trainees 10:33; 19:1035h

orientation programs 10:20

Participant Passport Leaflet 10:Att.178

return travel 10:16G

selection criteria 10:4E

supplemental allowance rates 10:Att.11E; 10:Att.11ECT)

termination of training 10:32

visa requirements 10:14
Participant training programs 3S:Supp.3A-IIC2F; 3S:Supp.3B-VIIG;

10:ALL

accounting procedures 19:10J

AID/H responsibilities 10:20; 10:3D2

authorization 10:Supp.1A

budgeting 10:5C2; 10:10

community programs 10:21

costs 11:App.4A5; 13:App.4C; 19:10J

counseling services 10:27

extension and transfer 10:30

follow-up activity report 10:Att. 308

home hospitality programs 10:21

legal authority 10:1

mission responsibilities 10:35C1; 10:3D1

monitoring of Participants 10:26

partially financed training 10:7

Policy Determination (PD 8) 1:11.K

policy statements ‘ 10:1B

pre-departure 1list ‘ 10:Att.17A

pre-departure orientation 10:17

program close-out 10:11G

project planning 10:2

reimbursable programs 10:37

responsibilities 10:18

technical information services 18-1V:3D13

Third Country Training (TCT) 10:8B]

training and implementation plan (TIP) 10:9

training information system 10:24
Participating agencies 12:ALL

AID Operations Manual 12:App.A

billing procedures 19:7D2a

legal authority 12:1A2

selection criteria 12:1B2

see also U.S. government agencies




E Page No. Effective Date Trans. Memo. No.

Index-76 September 1991 HI:9 AID HANDBOOK Index
Participating agency - personnel 12:1C
appointment L 12:1C2c
consultants 12:1C2m
Teave 12:1C23; 12:1C2)
meritorious increases 12:1C2f
-nominations 12:1C2b
performance rating 12:1C21
personnel policy 12:1C2
promotions - 12:1C2d
records 12:1C5
security clearance 6:1; 12:1C4
step increases for FC employees 12:1C2e
termination of services 12:1C20
tours of duty 12:1C2h
travel/shipment of effects 12:1C3
Participating Agency Service Agreements 12:1A4
(PASA) ,
~ Passports 22:5
AID/W management responsibilities 22:5G1; 22:5H
amendment procedures 22:5C
diplomatic 22:5B2; 25:41G
lost and stolen 22:5F
mission operation 22:51
new issuances 22:5C2; 22:5H1
non-U.S. 22:5B5
official , 22:5B3
regular ' 22:5B4
requests (sponsoring) letter 22:Exh.5A
surrender of 22:513

transmission of _ _ 22:514

Patent rights

grants 13:App.4C
Pay ‘

adjustment (FSP) 26:21
basic 26:3A
Civil Service personnel 26:Att.5A
comparability increase. 26:211
consultants 26:Att.5C
direct deposit _ 26:7H2

distribution 19:14A




Trans. Memo. No. Effective Date Page No.
AID HANDBOOK Index HI:9 September 1991 Index-77

Pay (continued)

Executive Personnel 26:Att.58B

Foreign Service personnel ¢ 7+ 26:Att.5B

night 26:App.BA#234 _

part-time career employment 25:2G2 b

pay periods (calendar) 26:6

plan codes 26:2G2

premium 26:8

rates 26:5

Senior Executive Service personnel 26:Att.5B

Senior Foreign Service personnel 26:Att.58B

severance 26:10

Sunday 26:App.8A#235

travel 26:App.BA#231.5-2

Payment

advance of funds 1B:15; 1B:15C; 1B:15Ele;
14:732.4; FAR32.4

assignment of claims FAR32.8

bonds 11:2.3.6.3.3d; 11:3.3.10.3d

commodities 15:4E3

certification 19:3H

contractor 4:App.5C2; 11:1.3.6.3

delay disbursement 3:14D1

direct reimbursement 1B:15B1b(1); 3:App.3Ila; 4:5C4d;
11:1.3.6.2; 11:3.3.11.1.2

documentation 11:1.3.6.6, 11:2.3.6.4.2; 11:3.2.11;
14:752.7003; 19:3G; 19:Ex.3

Federal Reserve Letter of Credit 3:App.3I1e(2); 13:105; 13:App.5B;
19:3K6

financing methods 1B8:15; 3:App.3I; 3S:Supp.3A-I1IC20;

FAR32; 19:3, 3S:Supp.3A-IIID2H;
3S:Supp.3B-VIAB; 3S:Supp.3B-App.F

fixed amount reimbursement 1B:20; 3:App.3Jd

interim payments 1B:15B1¢c(4)

invoices 11:Att.3B

letter of commitment to supplier/ 1B:15B1b(2); 3:App.3Ilc; 4:5C4c;

letter of commitment to U.S. bank 1B:15B1b(3); 3:App.3I1d; 4:5C4a;
4:App.5C2; 11:1.3.6.4

letter of credit 1B:15B1b(4)

loan, repayment of 19:6C3

LOC-TFCS 1B:15C1d(1); 13:105

mobilization payments 1B:15B1¢(2)

notice of payment due 19:6C3a(2); 19:6D2d

partial payments 1B:15B1¢c(2)

percentage of actual cost reimbursement 3:App.3JD3




Effective'Date

X Participant Training

Page No. Trans. Memo. No.
Index-78 September 1991 HI:9 AID HANDBOOK Index
Payment (continued)
processes . 1B:15
procurement agents 15:4E2
-Procurement Authorization/Purchase 4:5C4b; 9:4G)1; 9:Ex.B;
progress payments 1B:15B1¢(3); 1B:15E1d; FAR32.5
prompt payment procedures 19:App.1C
time, material and .labor contracts .14:752.232-7
treasury check advances 3S:Supp.3A-IIIH; 13:App.5C; 19:3K6
verification policies 3:3(0)3
vouchers 1B:15B1c(4); 3S:Supp.3A-1IC2M;
3S:Supp.3A-IIID2G; 11:1.3.6.5.1;
11:Att.1K; 19:3H2; 19:App.3A;
. 19:Ex.3-1; 19:Ex.3-7; 19:31
x Methods of payment
Payroll
accounting 19:1Q
advanced pay 19:14E; 19:Att.14]
debt collection 19:Att.7B6
deductions 26:7
direct deposit of net pay 26:7H2
distribution 19:14A
income tax withholding 26:7H6; 26:Att.7E#553.7
local currency 19:Att.14H
non-payroll check distribution 19:14A3
records 19:1Q8; 32:1G3
savings bonds , 19:14A4; 26:7H7; 26:Att.7C#554
Social Security (FICA) tax 26:7H9
- PD 1 1:I11.C7
X Narcotics
PD2 . 1:1I1.E
X Mixed Credit
.. PD 3 1:II.E
~ X Voluntary Srerilization
PD 4 1:1IV.G
X Title XII
PD 5 1:1V.BI1
- X Programming PL 480-Local Currency Generation :
PD 8 1:I1.K




TN
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Trans. Memo. No.

Effective Date
September 1991

Page No.
Index-79

PD 9
X Loan Terms Under PL 480 Title I

PD 10
X Development Communications

PD 11
X Using PL 480 Title II Food Aid for
Emergency or Refugee Relief

PD 12
X Human Rights

PD 13
X Land Tenure

PD 14
X Implementing AID Privatization Objectives

PD 15 _
X Assistance to Support Agricultural
Export Development

PD 16
X Program Financing Arrangements with
Independent Organizations

PD 17
X Microenterprise Development
Program Guidelines

Penalties for non-compliance
cargo preference
competitive bids
contract agreements

loan agreements
marking
Privacy Act
procurement standards
project agreements
visa requirements

x Sanctions; Violations

1:V.Al

1:1I1.1

1:1V.B2

1:1I.B1

1:11.A2

1:III.A5

1:11.A4

1:11I.C9

1:1I1.C10

1B:10A7; 15:7E

1B:12C3b

3S:Supp.3A-IIC2N; 3S:Supp.3B-VIIU;
FAR49.4; 19:App.1C5f

19:6C2e

15:9B

18-111:12G

15:12

1B:24D1d; 3:11G

10:14




Page No. Effective Date Trans. Memo. No.

Index-80 September 1991 HI:9

Pension benefits
Per diem allowances

actual subsistence
agency responsibility
business class
computation

CONUS

disaster areas

excess expenditures
first class

foreign localities
general rules

high rate areas
fllness or injury
interruptions
itemized expenses
lodging plus

maximum per diem rates

mixed travel

non-foreign localities
non-workdays

occasional

overseas travel

reduction

reimbursement limitations
temporary detail
temporary duty in the U.S.
travel outside CONUS

see also Allowances

Performance Awards
Award for Administrative Achievement
Consular Service Award
Diplomatic Courier Award
Director General's Award for Reporting
Equal Employment Opportunity Award
Herbert Salzman Award for Excellence in
Improvement
International Economic Performance
James Clement Dunn Award for Excellence
Luther I. Replogle Award for Management
Secretary of the Year Award
Thomas Morrison Communicator Award

29:
:Att.5A3#642.4f
:Att.5A3#642.4]
29:
:Att.5A3#642 .44

29
29

29:
29;
29:

29
29

AID HANDBOOK Index .

:Supp.3C#673; 30:4

:6B; 22:Ex.6A; 22:Ex.6B; 22:Ex.6C;
:App.9A#150; 22:10§301-7

:6C; 22:App.9A#157; 22:108§301-8
:10§301-7

:3C1(h) .

‘App.9A#157.3 -

:Exh.6C; 22:10§301-7.3¢a)

:10§301-8.3(c) .
:6C1

:3C1Ca); 22:7A4a(1)

:App.9A#153.2; 22:10§301-703(¢)
:10§301-705

tEX.6A; 22:EX.6C; 22:App.9A#157.2
:App.9A#156.5-4

:10§301-7.15

:6C5

:6A(1); 22:6B3a(4); 22:10§301-7.6
:6B3; 22:App.9A#153; 22:10§301-703;
:108§301-8.2¢b)

:6C4; 22:10§301-7.13

:App.9A#153.1; 22:108301-703(b) .
:App.9A#156.5-2

:10§301-8.2(b)

:Ex.6B

:6B4; 22:App.9A#154

:6C3; 22:10§301-8

tApp.9A#156.6

:6B6; 22:App.9A#154.3

:6C3b

Att.5A3#642.4c

Att.5A3#642.4b

Att.5A3#642.4a
Att.5A3#642.4h
Att.5A3#642. 41

:Att.5A3#642.4c
:Att.5A3#642.4d




Trans. Memo. No. Effective Date Page No.

AID HANDBOOK Index HI:9 September 1991 Index-81
PER
see Performance evaluation report ‘ .
Performance evaluation 25:15
appeals 30:7C £
Civil Service personnel 25:15; 25:Att.15A
language training 28:4; 28:Att.4D
participating agency personnel 12:1B6
pay 25:Att.15A; Ch.5
performance management systems 25:Att.15A
ratings 25:Att.15A, Pt.1I
records 32:Supp. 1A
report (PER) 25:Ex.15A
satisfactory performance 26:3B5
standards board 30:Supp.3B3; 32:1Gl4b

x Evaluation procedures

Personal effects

additional consumables 22:App.9A#162.3; 22:App.9A#H161.4
damage claims 22:App.9A#164; 23:App.10A#317
estimated weight 22:App.9A#162.1; 22:App.9A#H161.1-2
high value items 22:App.9A#172(5)

Timits on shipment/storage 22:App.9A#162

packing/unpacking - 27:6F; 27:App.6A#465.3p

storage 22:9G3f(1); 22:App.9A#170
transportation of personal effects 22:9G3; 22:App.9A#160

x Private personal property
X Property management

Personal services contracts 6:2D6; 14:App.D5; 14:App.D6;
14:App.D7
general provisions - 14:App.D11
Personnel
accounting procedures 19:ALL
actions 32:ALL
arrival notice 32:Supp.1C
complements 25:18
contracting (overseas) 14:752.7033
departure notice 32:Supp.1C
disposition of leave balances 27:App. 10A#490

equal employment opportunity 14:722.8; FAR22.8; 24:1B3]




Page No. Effective Date
Index-82 September 1991

Trans. Memo. No.

HI:9

AID HANDBOOK  Index

Personnel {(continued)

evaluation ;

fringe benefits
functional categories
health and accident insurance
language requirements
life insurance
management
notification of (SF-50B)
participating agency personnel
personnel actions
policy
recruitment
report cycle
resident hire
security clearance
security procedures
selection criteria
selection priorities
transfer
visa requirements
see also Foreign Service personnel

Personnel Policy
AID personnel
contractor personnel
employee responsibilities
equal employment opportunity
grantees

~ labor management relations

merit promotion plan

Personnel records
custody and security
disposition
employee data record sheet
grievance appeal records
leave account records
medical records
payroll records
physical protection
RIF records

x Employee records

24:.3

29:1

19:11C

19:10M; 27:7C; 29:1G; 29:1K3
28:4E

29:1K3

17:18C; 24:1F3; 26:1E1
32:212; 32:Ex.2D

12:1C2

32:21

24:ALL

25:1

25:Att.15A

25:34

6:1; 25:11E4

6:1G

25:1; 25:11E
25:Supp.11A-Cl1

19:14B8; 22:App.9A#125.9
22:5E

24:ALL

14:722.8; FAR22.8; 24:1F3
1B:6D2; 11:1.4.3.7

24:2

24:5

1B:6D3; 13:4D; 13:App.4D
24:4

25:16

12:1C5; 32:ALL

18-111:12; 32:1E1; 32:1E3C
21-11:6; 32:1E5; 32:1F2C
32:2F2

32:1G9

32:1G2

32:1G1

19:1Q8; 32:1G3

18-II1:12M

32:1G13
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Trans. Memo. No. Effective Date Page No.

September 1991 Index-83

Personnel types
administrative personnel
Administrator appointed personnel
AID/W executive personnel
Civil Service personnel
consultants
Foreign Service personnel
participating agency personnel
prevailing wage rate employees
Senior Executive service personnel
Senior Foreign Service personnel

PERT

Pesticides
Pharmaceuticals
Phased projects
Photographs

PHS
disaster assistance
X Public Health Service

Physician's Report

PID
approval
processing procedures
review
Title III (PL 480)programs
x Project Identification Document

PIL
x Project Implementation Letter

PIO/C

x Project Implementation Order/Commodity

PIO/P
academic transcripts
alternate participants
amendments

19:11C
25:12
25:13
25:11
25:14
25:35
12:1C
26:4
26:Att.5B
25:38

3:App.9A

1B:4C4

1B:4C3; 14:717.70
3:12C3

18-1I1:8

8:App.C

29:1.Att.M; 29:1.Att.N

3:2; 7:4A6
3:2E9
3:2E
3:2E7
9:Att.5AVA

3:App.8A; 19:Att.8GVI

3:8C3c(5)(e); 15:App.5A

10:6; 10:24C2
10:6D7b
10:6D8
10:6D5




Trans. Memo. No.

Page No. Effective Date
Index-84 September 1991 HI:9 AID HANDBOOK Index
PIO/P (continued)
cost estimates , 10:6D4
forms and instructions 10:Att.5A
forwarding documents 10:6D9
funded/non-funded documents 10:Att.6C
preparation 10:6D3
~supplemental documentation 10:6D7
types 10:6D2
X Project Implementation Order/Participant
PIO/T 3:8C3c(5)(e); 3S:Supp.3A-App.C
X Project Implementation Order/Technical
Services
PL 480 programs 9:ALL
audits 9:14
commodity credit corporation 9:4C3
delegations of authority 9:1B; 9:App.B; 9:9
host country responsibilities 9:4E3; 9:5D3a
legal authority 9:1A
lToans 1:V.Al; 9:3B: 9:4B9; 9:5
operational Plan 9:6B2; 9:Ex.D
policy statement 1:V.Al; 9:3
sales agreements 9:4F5; 19:Att.5K
terminology 9:App.A
text 9:App.B
see also Title I
see also Title II
see also Title III
Police equipment
see Law enforcement equipment
Policy Determinations 1:ALL; 18:I-6A; 18:I-Att.6A
See also PD
Policy Papers 1:ALL
Policy statements
administrative offset 19:Att.7DE
AID directives system 18:1-1
cooperative agreements 13:1B3; 13:6G
country contracting 1B:12C
direct contracts 1B:12B2

disaster assistance

:IV.D; 8:1C; 8:App.A#061
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Policy statements (continued)
food for peace programs
geographic source requirement '
grants
housing guaranty programs
labor management relations
language training
leased property overseas
merit promotion
obligations
personal property management overseas
PL 480 programs
procurement
procurement agents
project assistance
project evaluation
project implementation
project modification
public information
PVOs
Reduction in Force
resident hire personnel
travel advances

Political activity (employees)

Population Assistance
abortion equipment/services
family planning equipment
policy statements
technical information services
voluntary sterilization

Position allocation (ceilings)
RAMPS
X Work-force resource allocation

Position classification
amendment procedures
appeals
Civil Service personnel
Obey Amendment
position reclassification

[ 3

1:Ann.AV-7; 9:3
1B:5A

13:1B

7:3B
24:4B
28:4B
23:App.5A#721
25:16

19:1G3b
23:Att.4A#221
9:3

1B:ALL; 15:2B2
15:4B

3:1

3:12

3:7C1

3:13A3
18-II1:1
1:III.C3; 9:11A
30:2C12
25:34
22:4B1

24:Att.2G

1B:4D4, 13:App.4C

1:1I1.D; 13:App.4C; 15:6B; 13:App.4D
1:11.D, 1:II.E

18-1V:3D14

1:II.E; 13:App.4C

26:1E
32:2H4

26:1

26:1N

26:1M; 30:7G
26:1K2
26:Att.1B
26:1N
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Index-86
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Position description
administrative personnel .
occupational codes
Optional Form 8

x Classification codes; Job description code

Post
differential
employment restrictions
project considerations
reports
unhealthy posts

Pouch Facilities

Prebid conference

Pre-project implementation planning
Prequalification

bank credit letter
construction contracts
questionnaire

Presidential appointees
Prevailing wage rate employees

Price
limitations
policy (food)
standards

Printing services

Principal Officer Responsibilities at Posts

Abroad
communities
Financial Management
monitoring association activities
procurement of merchandise

relation with host government and local

26:
19:
:Att.A

33

26:

1B:
<II.A1
1B:

20:

1H
11C

Att.1A

:4A3.2-3b; 14:App.D; 26:App.13A#370
:2F; 24:Att.2K; 24:Att.2L

1 14E
:Att. 1A#170 ‘

:13F19; 30:3F2
:752.7015

:Supp. 3B-VF6; 3S:Supp.3B-VIA6;
:2.3.7.2

:3B5d; 3:9B; 3:10; 3S:Supp.3B-IIH
:Supp.3B-IVF; 3S:Supp.3B-VIA4;

:1.3.3; 11:3.3.6.2
‘Att.3D .
*Supp.3B-VF1; 11:2.3.5.3

1.4.1.2: 11:Att.2C; 11:Att.3D

:Att.2A#228.2
:4

17A2; 1B:18A6; 15:2C9
17A3; 1B:17A4
1C

:App.8A#520
:App.8A#521.3
1App . 8A#527
:App.8A#521.2
23:

App.8A#525.4
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Privacy Act
AID Regulation No. 15
exceptions .
information request
Tiaison officer
penalties for non compliance
Privacy Liaison officer

Private
enterprise development

personal property See Personal effects
revolving fund

social insurance (FSNs)

transportation

Private Voluntary Organizations see PVOs
Probationary period

Procurement
administrative support
agents
AID direct contracting
AID/H
audit
authorization/purchase requisition
commercial suppliers

commodities for overseas support
commodities from UNICEF
commodity import programs
competitive procedures

conflict of interest
consultants

cost of service

delivery services

deviations

disaster assistance

disclosure of information
documentation

donations of goods and services
eligibility of commodities
eligibility of suppliers

FAR24.1; 18-111:12

18-
18-
18-

II1:App.12B
II1:121
I1T:121.2

18-II1:12E6

18-
18-

1:
17:

19:
31:
22:

25:

3S:
1B:
11:
15:
15:
14:

q:
1B:
14:
23:
15:
15:
15:
15:
14:
15:
15:
14:
1B:
11:
15:
11:
1B:
1B:

II1:12G
ITI:12E6

I.C; 1:II1.A5; 1:IV.B3;
21; 18-IV:3D15

App.4B
#971.3
7A4d

11E8; 25:Supp.11B; 30:Supp.2C

Supp.3A-1IC2E; 14:ALL; 15:ALL
26; 20:8 20:9; 23:14;

3.3.3; 15:3C4; 15:4; 15:App.4A7
4A2b

3C7

App.H

5Ca4b; 9:4G1; 9:Ex.B

5D1; 11:1.2.6.2.1; 13:App.4C;
731.2; FAR31.2

14

6F

4A2¢

6D2

4C3e

737.2; FAR37.2

4C3c

2D; 15:4D3e

701.4; FAR1.4

21A; 8:5

3.3.2

4C4

App.4A4.6; 13:1K5b; 19:App.4A
4; 11:3.2.5; 15:2C

6
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Procurement (continued)
excess property .
executive
export packing
family planning equipment
geographic source requirements

government owned organizations
GPO

grant management

GSA

host country contracting

housing guaranty programs
imported shelf items

indigenous goods

individual contractors
ineligible commodities
ineligible suppliers

inspection and testing
institutions of higher education
intermediate credit institutions
international research centers
joint ventures

Tocal construction firms

medals

me thods

mission operation

model contract

nationality of suppliers
negotiated

non-competitive

nonprofit organization suppliers

non-project assistance

other U.S. government agencies
overseas services

packaging shipment

payment procedures

planning

policy

prof. and tech. services
prohibited countries
project assistance
proprietary procurement

15:
14:
15:
15:
1B:
15:
1B:
15:
1B:

FAR8.4; 15:5B

15:
1B:
1B:
1B:
11:
1B:
1B:
15:
1B:
1B:
1B:
1B:
1B:
29:
15:
23:
15:
11:
15:
3S:
1B:

6H

702.170-13

4D3e

6B

5; 13:1U8; 11:3.2.6; 14:725.7;
2B

5D3; 11:1.2.6.2.3

5E

16; 13:1U

4A2a

21F

18A4; 1B:19A3c

18A3; 1B:19A3c
1.Ann.A

4D; 4:5C7b; 11:3.2.5.3; 15:2C4
5D6; 1B:6C

4D3g

12B2e; FAR31.3

19

5D2; 1B:12B2(e)

5D4; 11:1.2.6.2.4

5D5

Att.5A3#643.2b

4C2

14

App.4A

3.2.6.3.1

6D2b; 15:App.A#201.23
Supp.3A-I1IB3

5D2; 11:1.2.6.2.2; 14:731.7;

FAR31.7

1B:
15:
15:
15:
15:

3:

4:
19:
1B:
3S:
1B:
3S:
1B:
11:

13; 15:3B

3C6

4D3h

4D3e

4E2d

App.3H; 3:App.9C; 3S:Supp.3B-IIE;
5C2b(3); 11:3.3.1; FAR7.1;
Att.8GV

ALL; 13:App.4D; 14:701.377; 15:ALL
Supp.3B-IV; 11:1; 11:1.5

6B1b; FAR25.7

Supp.3B-11C

12C4; 3S:Supp.3B-VIDI1;

3.2.2.5
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Procurement (continued)

purchasing 15:4D3c

PVO grants « + , 1B:16Blb

reimbursable development programs 1B:21C

responsibilities 1B:3; 3:App.9Cda; 14:701; 15:2
responsibilities of importers 15:App.A#201.20

restricted commodities 1B:4C; 11:3.2.5.2; 15:2C
selection criteria 15:4B3

services required 15:4D3

single source contracts 3S:Supp.3B-VID2

small value procurement 1B:19A3a; 3S:Supp.3B-VIC; FARI3
sources 1B:5; 11:1.2.6; FAR31; 15:5
standards 13:App.4C

status reporting 15:4D3j

telephone equipment for admin. use 23:14D1

terminology 1B:2

Title II (PL 480) programs 1B:21D

training 15:4D3k

transportation of commodities FAR47

travel/transportation 13:App.4C; 13:App.4D

vehicles 23:14D2

waivers 1B:4A4; 1B:4C; 3S:Supp.3B-VIIK; 15:2B6

X Purchasing agents
X Requisition of supplies
x Suppliers

Professional Society Memberships 10:31
Program
casn depositories 13:103
cash management procedures 3S:Supp.3B-App.F; 19:111; 19:116;
19:App.1B; 19:7D4c(4)
design 3S:Supp.3C-ALL
deveiopment 1B:21C
factors 3:2D1
financial management 3:8C3d
financial reporting requirements 13:1M; 19:9F
financing with Independent Organizations 1:111.C9
(PD 16)
grant management 13:1L
Housing Guaranty programs 7:6
implementation instruments 1B:25
income 4:3B4; 7:5D5; 7:6B; 9:11B7; 13:1J;
19:1L
insurance 1B:11; 14:728.3; FAR28.3

loan financial management 7:6; 19:6




Page No. Effective Date Trans. Memo. No.

Index-90 September 1991 AID HANDBOOK Index
Program (continued)

non-project assistance . 4:2

officers 10:3C2; 14:719.271-5

participant training programs 10:3B

payments 1B:15E1d; 1B:15E3c; FAR32.5

planning information sources 18-1V:3C

progress reports 3:11E2a; 3:App.11A; 3S:Supp.3B-VIIM;

3S:Supp.3B-VIIQ

support grants 13:4B1(d)

technical information services 18-1V:3D '
Program Assistance Agreement Abstract 4:App.4D
Program Assistance Approval Document
see PAAD
Program Assistance Initial Proposal
see PAIP
Program Assistance Review Document
see PARD
Program Close Out, Participant Training 10:11G
Program Extension and Transfers of
Participant Trainees 10:30

contractor transfers 10:30C2

extension and program transfers 10:30C1

project transmittal sheet 10:Att.30A
Program implementation instruments 1B:25

cooperative agreements 18:25E3; 3S:Supp.3A-1IIB4; 13:6

direct contracts 1B:25E1; 3S:Supp.3A-11I

grants 1B:25E2; 13:1

indirect program implementation see Bilateral assistance instruments,

Country contracting. .

selection criteria 1B: 25F
x Funding
Programming PL 480 Local Currency
Generations (PD 5) 1:1V.B1
Prohibited countries 1B:6B1b; FAR25.7




Trans. Memo. No. Effective Date Page No.
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Project
accounting procedures
agreements (PROAGS)
amendment procedures
analysis

assistance

audits

authorization

B/G contractors

closeout procedures

commi ttee

commodity procurement methods
completion

conditions

cost estimates

data sheet

development

direct services contracts
documentation

documents (collections)
economic considerations
elements

evaluation

factors

financial plan
Government Agencies
fdentification
implementation

ledger

lTength

local currency programs
management

modification

monitoring

negotiation

non project assistance

19:5E4; 19:8E4a; 19:Att.9E; 19:9F
3:6

3:App.6H; 3:13D5; 3:14D2

3:3C; 3:App.3E; 3:App.3F 3:App.3L;
3:App.30

3:ALL

3:7E2; 3:12C5; 19:7D2d(2)

3:5; 3:App.5D; 4:3A; 7:4B2
15:3C4

3:14D2; 3S:App.3AIIID2N

3:8B5d; 3S:Supp.3B-1G
15:3
3:6D5h; 3:7B7; 3:14D3; 3:App.14A
3:3B5c; 3:5C6; 3:6F1., 3:App.l11B
3:3B4b; 3:App.3B; 3:2D3f

3:App.3A

V:II.1; 3:3; 7:4

15:3C5

1B:24B; 3:8C3c(4)(f); 3A:11C2H;
3A:11C20; 3A:IIID2I; 3B:VIIO; 13:1I;
13:1V; 13:4E; 13:5K; FAR4.8;
18-1V:2C5

3:2D3b

3:3B3

3:12; 3:App.3K; 3S:Supp.3B-VII.7;
3S:Supp.3C

3:2D3

3:App.3B; 3:3C3; 9:9F5; 19:Att.oH
15:3C6

3:2; T:4A1; 3:App.2A

1B:25; 3:3B5; 3:App.3G; 3:7; 3:8;
3:9; 3:App.9B; 3:11F; 3:App.11D;
3:3B4a; 3:10; 3S:Supp.3A-App.C;
3S:Supp.3B-11; 7:5; 9:4G; 9:6E; 9.7,
10:6; 19:8E8; 19:Att.8G

19:5E4b

3:App.1B; 3:3B5b

9:11A8; 9:11B8; 19:5D

3:ALL; 3S:ALL

3:13

3:3B5f; 3:App.3N; 3:11

3:6F1

4:5C9e
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Project (continued)

objectives s v s 4:2D2; 3:3B2
obligation procedures 19:2G

PAIS 19:8E; 19:9F

paper 3:3E; 7:4A8; 9:6C
participant training programs 10:6

f—
f—

payment documentation :1.3.6.6; 11:2.3.6.4.2; 11:3.2.11;

19:3G; 11:Att.3B
payment vouchers 3A:11C2M; 3A:IIID2G; 19:Ex.3-1
penalties for non-compliance 1B:24D1d; 3:11G
PID 22, 3:2E7; 7:4A6; 9:Att.5AVA .
PIL :App.BA; 19:Att.8GVI
PIO/C :8C3c(5)(e); 15:App.5A
PIO/P 10:6; 10:24C2
PIO/T :8L3c(5)(e); 3S:Supp.3A-App.C

policy statements 1

post project considerations :14E
presentation :3E
procurement :App.3H; 3S:Supp.3B-11C

recipient contribution :App.2G; 3:3C6

records management 21:11

reports (quarterly) 19:9D

review (PVOs) :App.4BC .
schedule control :9C2

selection criteria :App. 1A

self help programs 14E3

social development considerations :2D3; 3:App.2C

standard provisions :App.6C

:24D; 3:App.11F; 3S:App.3A-ITID2N
:24D; 3:App.11F; 3S:App.3A-IIID2N
17K

suspensions
terminations
Title II(PL 480) programs

— —
O—WWWWWWWWWWW—=WWWwWwwWwWwOWwWW

Title III(PL 480) programs :Att.5AV; 9:Att.5AVI

Title XII :IV.G; 3:1C5

training 10:2
Project Accounting Information System .
see PAIS

Project Identification Document
see PID

Project Implementation Letter (PIL)
-see PIL

Project Implementation Order/Commodity
see PIO/C




Trans. Memo. No. Effective Date Page No.
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Project Implementation Order/Participant

see PIO/P Co
Project Implementation Order/Technical Services
see PIO/T
Project management 3S:Supp.3A-ALL; 3S:Supp.3B-ALL
accounting procedures 19:8E4a
authorization 3:5; 3:App.5D
closeout procedures 3:14D2
completion 3:14
evaluation 3:12; 3S:Supp.3C-ALL
financial management 3:8C3d; 3S:Supp.3B-App.F
implementation 3:7; 3:8
modification 3:13
monitoring 3:3B5f; 3:App.3N; 3:11; 3:App.11E
schedule control 3:9C3
Project monitoring 3:3B5f; 3:App.3N; 3:11
consultation 3:11E2c
grant management 3S:Supp.3A-I1ID2; 13:1N
Housing Guaranty programs 7:6C
progress reports 3:11E2a; 3:App.11A
Project Implementation Status Report 3:11F
site visits 3:11E2b; 3:App.l11C;
3S:Supp.3B-App.G
Title II (PL 480) programs 9:7M

Project Officer 3:8B5c; 3S:Supp.3A-1II1ID2;
3S:Supp.3A-App.A; 3S:Supp.3B-1E;
3S:Supp.3B-App.B

guidebooks 3S:Supp.3A-ALL; 3S:Supp.3B-ALL

Project Paper (PP)
preparation 3:3E; 7:4A8; 9:6C

Project Performance Tracking Networking Chart  3:App.3N

Promotions
part-time career employment 25:2G5
temporary 25:16H2

see _also Merit promotion

Prompt Payment Act 19:App.1C




Page No. Effective Date Trans. Memo. No.
Index-94 September 1991 HI:9 AID HANDBOOK ~ Index ‘
Property
accounting NN 19:119; 19:15
contractor custody 19:15F
cost accounting 23:App.4A#225
expendable property 19:15E
inventory 19:1I9h; 19:15J
management see personal effects :
nonexpendable property 19:Att.10F
real property 23:5; 23:App.5A#740
receipt and storage 23:App.4A#223
return of government property 19:14B2a .
sale of AID owned property 19:119f; 19:10C; 19:15I5
survey review board 23:App.4A#226.5-3
Property Disposal Officer 23:App.4A#221.6-3
Property Management 13:1T; 13:App.D; 20:7; 23:4; 23:5
acquisition 23:App.4A#222.1
building maintenance services 20:4E; 23:App.5A#714
disposition 23:App.4A#227
intangible property 13:179; 13:App.4C
officer 23:App.4A#221.6-1
option to purchase real property 23:App . 5A#740 ‘
personal property management (AID/W) 20:7
personal property management overseas 20:7; 23:4
policy statement 23:App.4A#221.3
property records 23:App.4A#224.3
real property management overseas 13:173; 23:5
sale of AID owned property 23:App.4A#227.1-5
Proposals
evaluation 3S:Supp.3B-IVH; 11:1.3.4.4;
14:715.608; FAR15.6
operational program grants 3:App.4B, Att.B
Title II(PL 480) programs 9:6C
Title III(PL 480) programs 9:Att.5A
unsolicited proposals 14:715.5; FAR15.5
see also Bid evaluation
Protection of Privacy and Freedom of
Information Act 14:724

Protective clothing

Protests, Disputes and Appeals 14:733

26:Att.14A#242
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Effective Date
September 1991

Page No.
Index-95

Public Health Service see PHS

Public information « 4 18:
access to AID records 18-
AID Regulation No. 12 18-
news media contacts 18-
office of public affairs 17:
official photographs 18~
policy statements 18-
public inquiries 18-

speaking, writing, teaching activities 18-

Public International Organizations
see International Organizations

Publications

communications review board 18-
exceptions 18-
review 18-
services 20:
Publicity 3:
public information 18
Title II (PL 480) programs 9:
Publicizing Contract Actions 14:
Purchase order ‘ 23:

Purchasing agents
see Procurement agents

PVOs 1

AID contacts 3:
grantees 13:
grants 1B:
non-U.S. PVOs 3:
policy statements 13:
procurement policy 1B:
project review 3:
PVO 1ist 3:
PVO registration requirements 3:
technical information services 18-

Title II (PL 480) programs
x Private Voluntary Organizations

111
III:10; 21:11
III:Att.11B
I11:4; 18-1I1I:5
13; 18-III:2
I1I:
III:
II1I:
III:

O —

III:13A

ITI:13B; 20:Att.1C

ITI:13
1

App.6F

(111

7H
705

; 18-II1:Att.A

14G; FAR13.5; 11:Att.3P

:III.C3; 9:11A

App.4B,Att.A
App.1G

16B; 3:4B5; 13:4B1(e)

App.4C,Ann.]
1

16B1b
App.4B
App.4D

:App.4C

IV:3D17

9:6C2; 9:6G; 9:7B2; 9:11A
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Qualified products list

Quality assurance

- R =~
Race and National Origin Identification Code
R and D contracts

_ R and R Travel

X Rest and Recuperation

RAMPS «
X Revised Automated Manpower and Personnel
System o

RDO
see Regional Development Office

Real property
acquisition
AID owned
disposition

leasing

management overseas

office space

overseas ,
residential furnishings and equipment
residential quarters

Reassignment

Receipt accounts
general fund
trust fund
unidentified remittances

Reconditioned equipment
X Used equipment

FAR9.2
15:6C3; FAR46

32:1G7

FAR35

22:91; 29:App.7L#698

32:2

23:App.5A#740

19:15C; 23:App.5A#720
23:App.5A#748

23:Cir.5; 23:App.5A#720
13:173; 23:5; 23:Cir.5;
23:App.5A#720

20:6; 23:Cir.5

23:5

23:Cir.5; 23:App.5A#770
23:Cir.5; 23:App.5A#710

30:Supp.2A5f2h; 25:2H2

19:4C

19:4C2

19:4C3; 19:5H2
19:4B3a(5)"

1B:4C6; 15:6E
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Page No.
Index-97

Records
access to
approval
clearances
custody and confidentiality
depository
disclosure of personal information
disposal schedule
disposition
electronic
file organization
filing equipment and supplies
forms management
Freedom of Information Act
management
motor vehicle records
non-record material
official (grievances)
personnel folders
Privacy Act
protection
reports management
restricted communications
retention standards
retired files
retrieval
rights and interest record
storage

Recreational facilities

Recruitment
civil service personnel
executive personnel
Senior Foreign Service personnel

Recurrent costs
see Continuation of completed project

Reduction in Force
see RIF

Reduction in grade (reclassification)
X Demotion without cause; Downgrading

18:1I1;.21-1II:1H
18-V Att.4A; 18-V:5G

18-111:120; 18-V:4H; 18-V:412;

29:1L
21-11:6C5; 21-I1:6D
18-111:12J

21-11:App.6A, App.6B, App.6C

21-11:6A6
21-11:App.6C

21:11

21-11:2B

18-V:5F

18-1II:10C

21:11

23:6J10; 23:Exh.6F
21-11:3A4; 21-1I:1F2
29:App.4A#663.6
32:1E2

FAR24; 18-III:12
21:1I; 29:1L
18-V:4F
29:App.4A#663.5-1
21-11:6A6
21-11:6Ct; 21-II:6E
21-11:6E; 6F, 6H6
21-11:71

21-11:6H

23:Cir.5

25:1
25:13D
25:38

26:9
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Incentive awards program

Page No. Effective Date »
Index-98 September 1991 AID HANDBOOK Index
Reemployment rights 25:32; 30:2C16
Foreign Service personnel yoe 25:31; 25:32
Reexport of AID Financed Commodities 15:App .A#201.42
Refunds 1B:24C1f; 9:App.F19; 13:App.4C;
R 15:7F; 19:7D5d
annuity payments 30:Supp.3C#673.9; 30:4A13
claims 1B:24Cla; 19:7D2d(8)
Regional
-AID/H 23:11E
bureaus 3:8B6b
conferences 23:11
development office 17:31B; 17:31C
economic development service 17:32B
financial management center 17:32C
housing and urban development office 7:4A; 17:31D
office for Central American programs 17:31E
Registration of Agencies for Voluntary
VForeign AID (AID Regulation No. 3) 3:App.4C
Reimbursement
see Cost
Reinstatement rights 30:7B
Relocation Travel/Transportation 22:108301-1.5; 25:22L
' allowances 26:13
income tax allowances 22:10§302-11
mobile homes 22:108§302-7
storage of effects 22:10§302-8
temporary. quarters 22:10§302-~7
Repackaging 9:7E4
Reporting
catalog 18:App.B
Congress 18-11:4
costs 18-V:Att.4D
crimes 24:Att.2F
disaster assistance 8:3J; 8:App.F4
Form OPM-1465, 29:Att.5A3#643.6d(1)
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Effective Date
September 1991

Page No.
Index-99

Reporting (continued)
Government property
Housing Guaranty programs
IDI programs
illness
joint country awards committee
loss or damage
management
mission operations

operational program grants
paperwork reduction act
reports to Congress
telephone conversations
Title II (PL 480) programs

Representation
allowance
furnishings
travel

Reprimand

Reproduction services
see Printing Services

Requisition of supplies see Procurement
Reserved funds
Residence and Dependency Statement
Residences

furnishings and equipment

quarters

Resignation

Resource Support Service Agreements
see RSSA

Rest and recuperation
see R and R travel

Restrictive trade practices
X Boycotts

14:752.245-70

" 7:6A

28:50
27:4#443.3
29:Att.5A3#643.6d(1)
20:7G8
18-V:4
19:8A3; 19:9; 23:Att.1A#170;
23:App.SA#790
3:App.4BE
18-V:411; 18-V:Att.4B
18-11:4
21-1:3D
9:7L

26:13F13; 26:App.13A#347
23:14C3
22:App.9A#127

30:Att.5A#765; 30:6H1.b

19:2K

32:Supp.1B
23:App.5A#722.2; 26:13F4;
23:Cir.5; 23:App.5A#770
23:Cir.5; 23:App.5A#725.6

30:18; 30:1C

1B:6D1




'Page No. Effective Date
Index-100 September 1991

Trans. Memo. No.

HI:9

AID HANDBOOK Index

Retirement .
beneficiaries '
benefits
computation of annuity

contribution

cost of living increases
creditable service

death benefits

deferred

disability

discontinued service
eligibility for

extension of service time

files

Foreign service

mandatory

optional -

part-time and career employment
refunded annuity payments:
selection out

voluntary contributions to annu

ity

30:3; 30:4

29:App.2B; 30:3I2; 30:Supp.3C#671.7

25:2G8; 30:3; 30:4

30:3I; 30:Supp.3C#671.5-17;

30:Supp.3C#673; 30:4
30:Supp.3C#671.4
30:Supp.3C#673.11

30:3F; 30:Supp.3C#671.5; 30:4A8

30:4A12
30:4A7e; 30:48B4

30:3E4; 30:Supp.3C#672.1; 30:4B5;

30:4B6

30:3E2; 30:Supp.3C#672.4
30:3E; 30:4A7

30:3E3a

32:1G8

30:3

30:3E3

30:4B1

25:2G8

30:Supp.3C#673.9; 30:4A13
30:Supp.38

30:3G; 30:Supp.3C#671.4; 30:4A9

Revised Automated Manpower and Personnel System

see RAMPS

RIF
appeals
Civil Service personnel
Foreign Service personnel
reemployment rights
RIF implementation
RIF notice
retention register
Senior Executive service
X Reduction in Force

Rights and Interest Records

RSSA
processing procedures
standard provisions
x Resources Support Service Agreem

ents

g X=]
N WO

_‘v
W

— —r
—
h

tt.2.1-1e

Lt
. w .
(g Ne] (@]
w >

w
o
.o .o
ORI N N
—

21-1I1:7

12:1B7; 12:Att.D; 12:Att.E
12:185;
12:1C8
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Effective Date Page No.
September 1991 Index-101

Rules and Procedures Applicable to Commodity
Transactions Financed by AID
(AID Regulation No. 1) o

Rural development

Safe Driving Awards
Sahel Relief and Rehabilitation Program

Salary
Agency employees
experts/consultants
host government Employees
retention
Senior Executive Service

Sanctions
see Penalties for non-compliance

Savings
accounts
bonds

Schedule B positions

School
assistance funds
feeding projects
to school projects

Science and technology
advisor
bureau for

Section 607 (excess property) determination
(AID/W)

Section 661 programs

15:

18-

23:
1B:

26

26:
19:

25:

23:
:10D
23:

19:

App.A

IvV:3D16

21E

:Att.5A
26:
VII-7
26:
26:

Att.5C

Att.5B

7TH3; 26:Att.7A
14A4; 26:7H7; 26:Att.7C#554.4

Att.11A

App. 9A#617
Sup. 9A#617.4-3

:Ann.AIV-8; 1:Ann.AIV-9
17:
17:

16
20

11014

10I7; 19:Att.10E; 19:Att.10I




- Page No. Effective Date Trans. Memo. No.
Index-102 September 1991 HI:9 AID HANDBOOK“ﬁ'Ihdex

Sectoral policies 1:11
development communications o 1:1I.1
education programs T1:IT.H; 1:1I1.J
environmental impact 1:II.L
food and agriculture development 1:1I.A
health and nutrition programs 1:11.C; 1:II.F
health and sanitation 1:11.G
population assistance 1:11.D; 1:1II.E
shelter 1:11.S

Security
AID personnel 6:1; 25:11E4

- AID sponsored training 6:18G
AID Washington programs 6:5
awareness and education 6:18
building (Wn. progms.) 6:5F
buildings (maintenance & replacement) 6:8G
classified materials 6:10
clearance _ 6:1 '
communications/correspondence 6:11; 21-1:1I; 21-I:9C2d
computer systems 18-II1:12M
construction and transit 6:15
contractor and contractor personnel 6:2
controller (duties) 6:Att.9A
counterintelligence awareness 6:17
debriefings ' 6:3D2e
diplomatic security anti-terrorism course 6:18F2
direct-hire non-U.S. citizens overseas 6:1G3
emergency situations ' 6:51
evaluation folders 32:Supp.1A
forms 6:2G
FSN and TCN contractors 6:2H2
identification cards 6:5G
inspection and reporting programs 6:22 .
investigation ' 6:1C20; 6:1C21; 6:1C23
locks and combinations 6:5H
non-sensitive positions 6:1C13
office buildings ' 6:8H
officers in AID/Washington 6:17E3
operations 6:10
overseas (local guard program) 6:14
overseas posts 6:7
overseas (residential) 6:13
overseas security agreements 6:7D
participating agency personnel 12:1C4
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Trans. Memo. No.
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Effective Date
September 1991

Page No.
Index-103

Security (continued)
personnel folders
personnel security service '
physical security service
pre-appointment investigations
regulations
reinvestigation
security clearance
selection board files
sensitive contract
training requirements PASA/RSSA employees
training services
USAID staff
USAID wardens
vehicles (armored)
violation Programs
waivers

Security clearance
AID employees
Participating Agency Service Agreement
Program Standards
Resource Support Service Agreement
rejection of applicants
secret clearance
termination
withdrawal (administrative)
waivers of preappointment investigation

Self Help and Local Currency Uses Report

Self-help programs
accounting procedures
consultation
documentation

Seminars
midwinter community
per diem rates

Senior Foreign Service personnel
appointment
compensation
pay rates
procurement executive
promotion within SFS
recruitment

x SFS

32:
(Att.7A.1V
:8

:1J3; 6:2M2
tALL

:1E5

:ALL
:1G14a
:2D8

:18
:Att.7AV
:9ES

19E3

112

+3D3

:1C4g

[F8]
DN Ne  Ne, We W, le, We  J S e We W, Wo , We  We

—

v

—h
O W WO W

10:
10:

25:
25:
25:
26:
14:
25:
25:

[e W e, We,No,No, e, No, Wa Wa,)

1E1; 32:1E3e

:4F5d

:4E; 19:10L
:Att.7AV; 19:10L
:4E3

14E3

22
Att.22A

38

38F

386G

Att.5B
702.170-14
381

38F




Page No. Effective Date ‘Trans. Memo. No. o
Index-104 September 1991 HI:9 AID HANDBOOK Index .
Separation from the service 30:ALL
abandonment of position . 30:1A
appeals 30:4B10; 30:7H
cause 30:5D; 30:Att.5A#767
disability 30:Supp.3C#672.3; 30:4B6;
30:Supp. 3C#672.3-2
disposition of leave balances 27:10; 27:App.3A#432.8;
27:App.10A#492.1; 27:App.4A#444;
27:App.10A#492.2; 30:3F3
employee -accountability 19:14B; 19:Att.14D .
failure to accept assignment 30:5D
FSN personnel 19:14B7
hearing procedures 30:Att.5A#767.9
home leave 27 :App.5A#456.2
involuntary separation 30:2
mandatory separation 30:3E3
post 30:8C
probationary period 30:Att.2.1-1K; 30:Supp.2C
resignation 30:1B
retirement 30:3; 30:4
RIF implementation 30:2
selection out 26:10J; 30:Supp.3B
severance pay 26:10
time-limited appointments 30:2.1e
voluntary separation 30:1
without annuity 30:Supp. 3C#672.5
Service Contracting 14:737
advisory and assistance services 14:737.2
Service credit
intermittent employment 25:2H1
Set-asides FAR19.5
Settiements (financial) 14:749.111; FAR49.6; 15:11E '
Severance pay 26:10

SFS
see Senior Foreign Service

Shared administrative support

see Foreign affairs administrative support




Trans. Memo. No. Effective Date Page No.
AID HANDBOOK Index HI:9 September 1991 Index-105

Shelter 7:ALL

case studies , 1:11.S

disaster assessment 8:App.EIII

sector assessment 7:4A4

strategy 7:4A5
Signatures

communications/correspondence 21-1:2B11

contract agreements
project agreements

Site visits

inspection report
Small business assistance
AID Procurement Information Bulletins

competition requirements
importer listings

office of small & disadvantaged business/

utilization

policies

projects

screening procedures
set-asides

transactions by USAID missions

Social development considerations
Social Security (FICA) tax
Social soundness analysis

Socioeconomic Programs

subcontracting with disadvantaged ent.

Solicitation Provisions and
Contract Clauses

SOW
preparation
procurement agents
x Statement of HWork

11:1.3.5.5.3; 11:2.3.8.8; FAR4.1
3:6F2

3:11E2b; 3:App.11C;
3S:Supp.3A-11C2K;
3S:Supp.3B-VIIN
3:App.11C

1B:23; 3S:Supp.3A-IIB1; 13:App.4C;
14:706.302-71; 14:719; 14:752.219-8;
FAR19

1B:23A2a(2)

20:Att.8A; 23:App.14A

1B:23A2a(1)

1B:23; 17:9
14:719.272

3:4B2; 3:App.12C3
14:719.271-6
FAR19.5

23:14F

3:2D3a; 3:App.2C
26:7H9; 29:App.7E#679

3:3C5; 3:App.3F

14:726.000

14:726.301

14:752
3S:Supp.3B-IVG2; 11:Att.1P; 11:Att.1Q

3S:Supp.3A-App.C; T1:Att.IN
15:4D
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Page No.
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Trans. Memo. No.
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SPAR (Form AID 4-153)
see Staffing Pattern vor o

Space Management and Moves
Speaking, writing, teaching activities
Staff development program

Staffing Pattern
SPAR (Form AID 4-153)

Standard provisions
combined loan and grant agreements
contract agreements
cooperative agreements
grant agreements
non-U.S grantees
U.S. grantees
loan agreements
Participating Agency Service Agreements
project agreements

Standards of conduct
Standby duty

State Operations Center
State/]ocal tax withholding

Statement of Employment and Financial
Interests

Statement of HWork
see SOW

Statutory checklist

Statutory requirements
cargo preference
commingling
foreign currency transactions
price limitations
procurement standards
Title II (PL 480) programs
x Legal restraints

20:6
18-I11:9; 18-III:Att.A; 24:Att.2E

- 28:ALL

32:2H; 32:Exh.2A
32:1G14e

3:App.6C -

3S:Supp.3B-App.D; 14:752.2; FAR52.2
13:6H

3:App.6A; 13:1U3; 13:5

13:App.4D ‘

- 13:App.4C

3:App.6A
12:1C7
3:App.6C

30:Att.5B
26:App.8A#236.2
8:1G5; 8:App.A#066.3
26:7H6b; 26:Att.7B

32:1G5

3:App.3M; 4:App.3A; 7:App.5F

1B:10; 11:2.2.5.7; 11:3.2.7; 15:7
1B:9
19:5A2¢

- 1B:17A2; 1B:18A5

1B:4; 1B:5
1B:10A8; 9:6B
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Step increases (Periodic)
Civil Service personnel
Foreign Service personnel
prevailing wage rate employees
x Hithin grade increases

Sterilization
see PD 3 - Voluntary Sterilization

Stockpiles

Storage
facilities
personal effects
privately owned motor vehicle
retired files

Style manual

Subcontracts
approval
costs

Subject files

cross references

file subject classification
outlines :

Supervisor's Report of Accident

Supervisory architect/engineer
see Consultants, engineer

Suppliers
certificate for project commodities
commodities
contractors certificates
eligibility

see also Procurement

Suppliers of Commodities and Commodity-Related

Services Ineligible for AID Financing
(AID Regulation No.8)

Surveillance equipment

32:214b
26:3B

. 26:213

26:4G3

8:3G5; 19:15G

9:7€2; 21-I1:6H; 22:App.9A#H1T73
22:9G3f(1); 22:App.9A#170
22:App.9A#174

21-11:6C]

21-1:6A

13:App.4C; 14:726.3; FAR44
FAR44.2
11:4.2.6

21-11:4
21-11:3A14
21-11:4C
21-11:App.4A

20:Att.11F; 23:App.7A#617

11:Att.3B
15:App.A#201.31
1B:8

1B:6; 15:App.2D

15:App.12A
18:4D2




Page No. Effective Date Trans. Memo. No.

Index-108 September 1991 HI:9 AID HANDBOOK  Index '
Suspensions

contract agreements Lo FAR12.5

grants 13:1R3; 13:App.4C; 13:App.4D

personnel 30:Att.5A#766; 30:6H1.b

project assistance 1B:24D; 3:App.11F

pursuit of claims 19:7E3h

Title II (PL 480) programs 9:7N2

work 11:3.4.1.6.28

.

Tandem couples

domestic relocation allowance 22:App.9A#148.6
home leave 27:5C
x Two career couples
Taxes
state/local witholdings 26:7H6a; 26:Att.78B
social security 26:7H9; 29:App.7E#679
Taxicabs 22:7Ade; 22:8B
TDY
assignments 25:22
consultation 25:14
detail 25:21
per diem 22:6B6
personnel complements 25:18
x Temporary duty
Technical Services from PA's 12:1B
AID Bureaus and Missions 12:1B1b
contracting office " 12:1Bla
paying office : 12:1B1c
Technical information services 18-1v:3D
Bureau for Private Enterprise 18-1V:3D15
disaster assistance 18-1V:3D8
education programs 18-1V:3D4
energy usage analysis 18-1V:3D5
food and agricultural development 18-1IV:3D1
Food for Peace program 18-1V:3D7
forestry _ 18-1IV:3D9
health and nutrition programs 18-1V:3D10; 18-1V:3D12
participant training programs 3S:Supp.3A-IIC2F; Supp.3B-VIIG;

10:ALL; 18-1V:3D13
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Effective Date
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Page No.
Index-109

Technical information services (continued)

population assistance
PVOs

rural development
urban development
women in development

Technical Proposal (RFTP)

Telegrams
AID/HW
approval
commercial

x Cables

Telephone
bills
commercial telephone service
directory 1listings
FTS system
overseas telephone calls

Temporary Appointments
non-professional personnel
resident staff overseas

Temporary duty
see TDY

Tender offer

Tenure
board files

part-time and career employment

Terminations
allotments of salary
appointments
commodities (assistance)
contract agreements
employment
grants
non-project assistance
participant training programs
project assistance
pursuit of claims
settlements
Title II (PL 480) programs

v

y

18-
18-
18-
18-
18-

3S:

18-
21-
21-
21-

19:

21-
21-
21-
21-

6:
6:

11:

32:
25:

19:

IV:3D14
IV:3D17
IV:3D16
IV:D11

Iv:3D18

Supp.3B-IVG; 11:1.3.4.1; FAR15.4

I:6H; 21-I:10
I1:10

I1:10A2B
I:10A12

7D6g; 21-1:8H
I1:8F3

1:81

1:8F2

1:8F4

TH2

TH3

2.4.3; 11:Att.2K

1G14¢
2G3

:7G

:701.603

11

:1.3.6.6.7; 14:749; FAR49; 23:13K
12

:1R4; 13:App.4C; 13:App.4D

:5C2c

:32; 23:13M

:24D; 3:App.11F

TE3i

FARA9. 6

9:

7N3




Page No. Effective Date Trans. Memo. No.
Index-110 September 1991 HI:9 AID HANDBOOK  Index
Terminology '
accounting glossary .. 19:Supp.A
PL 480 programs 9:App.A
procurement terminology 1B:2
travel/transportation 22:2
x Glossaries
‘Third country
nationals 14:702.170-15
training 10:8 _
Time-in-class limitations 25:37 ‘
computing time-in-class 25:371
separation actions 25:373
Time rate contracts 3S:Supp.3B-IVG3b; 11:1.3.1.3; FARI6.6
Title I (PL 480) programs 1:1V.B3; 9:4
accounting procedures 19:5E1h; 19:5F
convertible local currency sales 9:4C7
dollar credit sales 9:4C10
loan terms (PD 9) 1:V.Al
processing procedures 9:4F : ‘
project implementation 9:4G
Section 204 (PL 480) programs 9:11A; 9:Ex.J
x Concessional sales
Title II (PL 480) programs 1B:10A8; 9:7; 9:8
accounting procedures 19:Att.7A
AID/W management responsibilities 9:2B4b
amendment procedures 9:7N1
annual estimate of requirements 9:6C2d; 9:Ex.E
assistance
Bureau for Food for Peace 17:19
changes in commodity orders 9:7C6
claims against host country agencies 9:8D
claims against suppliers/contractors 9:8E; 9:App.F
commodity orders 9:7B
delivery procedures 1B:10A8; 9:7E
documentation 9:7K
emergency food programs 9:9
evaluation study 9:Att.13A




Trans. Memo. No. Effective Date Page No.
AID HANDBOOK Index HI:9 September 1991 Index-111

Food Aid for Emergency or

Refugee Relief (PD 11) 1:1V.B2

food for Peace Agreements 9:Exh.C

food processing/packaging vy 097G
implementation planning 9:6E

internal review 9:Att.14A

local currency program 1:1V.B1

mission progm. management responsibilities 9:2Bd4c; 9:7B2
operational plan 9:6B2; 9:Ex.D
policy statements 1:Ann.AV-7; 9:3
procurement policy 1B:21D

project evaluation 3:App.12C; 9:13C
proposals 9:6C

publicity 9:7H

PVOs 9:6C2; 9:6G; 9:7B2; 9:11A
reporting requirements 9:7L

sale of Title II PL 480 commodities 9:7J2; 9:Att.7AIV
section 204 (PL 480) programs 9:11A

section 206 (PL 480) programs 9:11B

selection procedures 14:715.613-71
suspensions 9:7N2

technical information services 18-1V:3D7
terminations 9:7N3

x Donation program
x Food for Peace Program

Title III (PL 480) programs

currency use offset tt.5C; 19:5G7
documentation tt.5AV; 9:Att.5AVI
eligibility. of host country C

W WYWWYWWOYWYLY
o> >0

implementation planning tt.5AVB
least developed countries pp.A#5AIII
PID Att.5AVA
proposals 9:Att.5A
selection criteria 9:Att.5AIIIB
waivers 9:5D2

x Food for Development Program

Title XII (PD 4) 1:1V.G
activities 14:App.F
collaborative assistance 14:715.613-71
collaborative research support program
design 3:1C5
grants 13:4B1g(3)
selection criteria 13:App.1G; 14:715.613-70

university strengthening grants 13:4B1g(3)




Page No. Effective Date Trans. Memo. No.
Index-112 September 1991 HI:9 AID HANDBOOK Index
Tours of duty
see Assignment procedures «
Trade Development 1:1I1.C4
Training and Development Division (PM/TD) 28:1D1
Training
application for training 28:1G; 28:1J
dependent training 28:2; 28:Att.2A
International Development Intern Programs 28:5J; 28:Att.5A(1); 28:Att.5A(2) .

language training

long term training programs
material

orientation programs
programs (AID staff)
short-term training
supervisory

Transfer of Food Commodities for use of
Disaster Relief and Econ. Devel.
(AID Regulation No. 11)

Transfers
see Personnel transfer

Transit time leave
use of privately owned motor vehicle

Transmittal memorandum
Transportation (See Travel/Transportation)

Transportation modes (personnel)
air transportation
bus travel
chartered transportation
government furnished vehicles
local transportation
motor pools
ocean transportation
official vehicles
privately owned conveyance
public transportation

28:
28:
10:
28:
28:

28:

28:

27:
27:

18-

22:
22
22:
22:
22
22
23:
22:
23:
22:
22:

:App.C

4
Cir.1; 28:9
11D; 28:7E

3

ALL

1E1

8

App.6A#464
App.6A#464.5-2

I:2C2b; 18-I:Att.2C

App.9A#132.1; 22:10-301-2.2
TAda; 22:App.9A#135
8B

TA4b

10§301-2.6
10§301-2.3

6F; 23:App.6A#228.3
App.9A#134

6D; 23:App.6A#228.1
7TA4d; 22:10§301-2.2e
8
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Transportation modes (continued)

steamer accommodation .

special fares

taxicabs

train travel

U.S. Flag Carriers

use of privately owned motor vehicles
x Travel, modes

Transportation of commodities
air transportation
cargo preference

chartered transportation
eligibilitY of delivery services
inland transportation

marine insurance

ocean transportation
procurement standards
U.S. flag transportation

Transportation of personal effects
bill of lading
claims regarding personal effects
customs regulations
estimated weight
export packing
privately owned motor vehicles
processing procedures

Travel/transportation
actual subsistance expense
administrative approval
advance family
advance of funds
agents
AID Overseas Staff
allowance
amendment procedures
authorization

baggage

bus

business class
cancelled reservations
charter

22:108301-3.3(c)
22:10§301-3.4

22:7Ade; 22:10§301-3.1
22:7A4c; 22:108§301-3.3(h)
22:10§301-3.6

22:7A4d; 23:App.6A#228.10

1B:7E; FAR47.4

1B:78; 1B:10; 11:2.2.5.7; 11:3.2.7;
13:App.4C; 15:7

1B:7E

1B:7

1B:71; 9:7E3

1B:11A; 11:2.2.5.6d; 13:App.4C;
15:8

1B:7B; 13:App.4C; FAR47.5; 15:7
13:App.4C; FAR47

1B:7; FAR47; 11:3.2.7.2; 15:1C7

22:9G3; 22:App.9A#160
22:App.9A#162.4; 22:9G5e(1)
23:10

22:App.9A#168.3
22:App.9A#H161.1-2
22:App.9A#168.2; 22:App.9A#H162
22:App.9A#165; 22:App.9A#H167
22:App.9A#H160

22:ALL

22;6C

22:108301-11.6

22:App.9A#126.1

22:4; 22:App.9A#148.7-1
22:App.9A#128.2; 22:108§301-106(e)
22:App.9A#121.3-3

22:6C; 22:App.9A#140; 22:App.9A#157
22:3E2

12:1C3; 22:3; 22:9B; 22:App.9A#121.3;
22:App.9A#129; 22:10§301-1.4
22:App.9A#14]

20:4G3; 22:8B; 22:8Blb

22:3C1(b)

22:App.9A#144

22:7A4b
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Travel/transportation (continued)
children of separated parents . . .
clearances
computation of expenses
conference attendance
contracts
CONUS
cost estimates
costs
delegation of authority
despatch and demurrage
domestic relocation allowance
educational
emergency
employee responsibility
evacuation
exceptions
expenses from private sources
family visitation
Federal Travel Regulations
first class
Foreign Service
Frequent Travel program
high rate areas
home leave
interrupted travel
invitational
legal authority
Tocal
medical
Military Furlough
mixed travel
modes see Transportation
non-allowable expenses
obligations
official
per diem allowances

personnel transfer
privately owned motor vehicle
Procurement standards

R and R

recovery of unused travel advances
refund of expenses

relocation

29:
22:
22:
22:

App.7M#699.8
3H; 22:Ex.3D; 22:7A2
App.9A#145.4
1081.5¢(b) (5)

FAR47.2; FAR4T.3; 22:7A4f

22:
22:
1B:
138
1B:
22:
:App.D; 22:9H; 22:App.9A#125.3

19K; 22:App.9A#128.6; 29:App.7M#699.5
22:
‘App.9A#H125

22

14
22

22

22:
22:
:App.TM#699.4
22:
:3C1Ca); 22:7A4a(1); 22:App.9A#146.4
:9; 22:Cir.App.9A
:108301-1.6(F)
:Exh.6C
:App.9A#125.5; 27:5
:App.9A#133

:3B2; 22:Ex.4B; 22:7B
tApp.9A#180

:8

29

App.6C
10§1.5(d)
7D; 14:731.205-46

7H
App. 9A#148
App.9A#146.5

3C; 22:App.9A#121.3-4
12

10

L9L
:App.9A#125.7
:6C4

:App.9A#142

:2F1c

:App.9A#125; 22:10§301-1.6

:6B; 22:Ex.6A; 22:Ex.6B; 22:Ex.6C;
:App.9A#150; 22:App.9A#154.3-3
:App.9A#125.9

:7A4d; 22:App.9A#145

:App.4C; 13:App.4D; 22:App.9A#128;
:App . 9A#129

:App.D; 22:91; 29:App.7L#698
:7D5d; 22:4B2

:App.TM#699.7

:108301-1.5¢(b)(3); 25:22L
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AID HANDBOOK Index HI:9 September 1991 Index-115
Travel/transportation (continued)
representational 22:App.9A#127
request (AID form 5-8) s oa 22:Exh.3A; 22:Exh.7A
rest period 22:7A6; 22:App.9A#132.4
separation 30:1C
special purpose 22:108301-1.5(b)
taxicab 22:7A4e
temporary duty 22:7; 22:App.9A#125.8
terminology 22:2
train 22:7A4c
transfer 22:App.9A#125.9
transportation contracts 22:7A4F
unaccompanied baggage 14:App.D
U.S. flag freight differential 1B:7F
U.S. Information Agency 22:App.9A#121.2
visitation travel 29:7C14
vouchers 22:11; 22:108§301-11.3
Treasury check advances 1B:15C1d(2); 1B:15E3(a);
3S:Supp.3A-IT1IH; 13:106; 13:App.4C 9:3K5
Tuition Fees
changes 14:752.7021
Two career couples
see Tandem couples
- U -
Unauthorized use of commodities
see Commodities, misuse of
Unhealthy posts 26:13F19; 30:3F2
Uniforms 26:Att.14A%241
Union
dues 24:418; 26:7H4
representation functions 24:419; 27:6G
rights and duties 24:412

United Nations
see World Food Program
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Index—1]6

Trans. Memo. No.

AID HANDBOOK Index

Universities
see Institutions . -

University strengthening grants

Upward adjustments
see also Amendment procedures
x Cost overruns

Urban development

USAID office building
physical security
repair, maintenance and replacement

U.S. Congress
correspondence
delegations
inquiries
notification
reports to
witness

U.S. Department of Agriculture
Commodity Credit Corp. (CCOC)

U.S. dollar appropriation reports
U.S. flag transportation

Foreign Service travel
freight differential
non-availability
requirements

x American flag transportation

U.S. Government Agencies
consultants and experts
contracting entities
disaster assistance resources
general agreements
procurement agents
procurement sources

DOD procurement sources
GPO
GSA

see also Participating agencies

13:App.1G; 13:4B1g(2)
19:2J

1-IT1:P; 18-IV:3D11

21-1:5
18-11:3
18-11:1
3:App.58B
18-11:4
18-11:2

9:2B2; 9:4F3a
9:4C3; 9:6Ela

19:9A

1B:7; 1B:10A4a(3); 11:2.2.5.6(a);
11:3.2.7; FAR47; 15:7C7

22:9C; 22:Cir.App.9A

1B:7F

11:3.2.7.2

15:App.A#201.15

12:ALL; 15:5F

12:1C2m

15:3Cé6

8:1G; 8:1H; 8:5E; 8:App.B; 8:App.C
12:1A3

15:3C6; 15:8C2

4:5C4b; 15:5

15:5D

15:5E

FAR8.4; 15:5B
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U.S. Government Transportation Request 22:App.9A#H127
U.S. Nationals ' 14:702.170-16
U.S. Postal Service 21-1:9C; 21-1:9D
USAIDS

see Entries related to Mission activities

Use of proceeds
see Program income

Used equipment
see Reconditioned equipment

-V -

Vehicle
insurance 23:
replacement Program 23:

x Motor vehicles

Violations

see Penalties for non-compliance

Visa requirements 10:
AID personnel 22:
contractors 10:
dependent visas 10:
entry visas 10:
extensions 10:
IAP 66A 10:
participant trainees 10:
procedures 10:
regulations 10:
sponsor 10:
transfer of sponsorship 10:

Vital Records 21-
AID Committee 21-
automated 21-
emergency operating offices 21-
functions 21-
membership 21-
rights and interests offices 21-

transmittal for safe storage 21-

16H

6G1

14

5E
14E1f
15
14E1
14E2
14B3
14; 13:App.4D
14E
14C
14B2
14E3

I1:7
II:7G1
I1:7G5
I1:7G2a
II:7Glc
I1:7Gla
I1:7G2c
IT:7Att.2




Page No. Effective Date Trans. Memo. No.

Index-118 September 1991 HI:9 AID HANDBOOK Index ‘
Voluntary agencies/Volunteers 8:11; 8:5G; 8:App.A#066.7; 13:1K5a
see also PVOs . .
Voluntary Sterilization (PD 3) 1:1I-E
Voting 27 :App.6A#465.3k; 29:2F; 29:App.2H
Vulnerability assessment 19:App.1D6
Voucher for Purchases and Services 11:Att.3F ‘
- H -
Haivers 3S:Supp.3B-App.E
advertising 1B:12C3b; 11:1.2.5.3
AID/KW issued 1B:5D10e(1); 11:2.5.2.4
allowance, established 10:11H
authority 1B:7B4b; 1B:8D
claims 1B:24C4
competitive bids 1B:12C4; 3S:Supp.3B-IVD; 11:1.2.4.2;
11:3.2.2.6
contract agreements 3S:Supp.3A-TIC2T ‘
disaster assistance 8:5F1a(4); 1B:4C
eligibility of delivery services 1B:7B4; 1B:7C4
eligibility of suppliers 1B:5D10; 11:1.2.6.2.6; 11:2.2.5.2.4
format 10:Att.11B
geographic source requirements 1B:5B4; 11:3.2.6.1.3
government-owned organizations 11:2.2.5.2.4.a(2)
grants 3S:Supp.3A-IIID2L
marking 1B:22D; 11:2.2.11.6; 11:3.2.13.5;
15:9 ;
mission issued 1B:5D10e(2); 11:2.2.5.2.4
motor vehicles 1B:4C2; 22:App.9A#165.9-1
occupational category code 10:Att.11A
office bldg. physical security standards 6:8H ‘
organizational conflict of interest 14:709.503
pre-appointment investigations 6:1J
procurement standards 1B:4A4; 3S:Supp.3B-VIIK; 15:2B6
project authorization 3:5B5
security clearance 12:1C4q
shipment of foreign made vehicles 22:App.9A Pg. 9A-68cC
Title III (PL 480) programs 9:5D2
training in a non-approved third country 10:8D71
travel allowances 22:3C; 22:App.9A#156.7

see also Exceptions




Trans. Memo. No.

Effective Date Page No.

Hork-force resource allocations
see Position allocation

Worker's Compensation Program
insurance

HWorkweek
AID/W
part-time career employment

World Food Program
x FAO HWorld food program

29:
:2.2.11.5; 14:728.3; FAR28.3

27:
25:

AID HANDBOOK Index HI:9 September 1991 Index-119
Harranties 11:3.4.1.6.24
Washington International Center ‘ = 10:20D

other WIC services 10:20D2
programs 10:20D1
registration 10:20D3
Weather modification equipment 1B:4D6
Widows/Widowers/Children
claims for compensation 29:1.Att.G
Within grade increases see Step increases
- Witness service 27:6#462 .3
Women in development 1:I1I1.B2; 18-IV:3D18
project design 3:1C9
Word processing systems 20:12H3; 20:Att.12A
Work Force Reports 32:4
Accounting Reference Chart 32:Att.4A
Contract Personnel Statistics Report 32:4G
direct hire Foreign National
Employment Report (FNER) 32:4F; 32:Att.48B
FTE/Work Year Civilian Employment
Report (SF 113@) 32:4D
staffing at diplomatic missions 32:4E; 32:Att.48

1

1C
2G1

:7M4; 9:12; 9:App.D






