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NOT E

Throughout t~is Handbook, masculine pronouns are to be
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directive (HB 18, Part I, 2E) of 12/30/75 on the

avoidance of sex-biased language.
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CHAPTER 1

FUNCTIONS OF THE MISSION EXECUTIVE OFFICER

1A. Introduction

1. The Executive Officer of an AID mission is responsible for the
administrative management activities of the mission. In this capacity,
he/she also provides advice and guidance on management and support
services required for effective mission administration. The Executive
Officer is responsible for developing plans for administrative support
functions which are provided to accommodate program operations. He/she
develops and interprets management policies and procedures, reviews
program documents for management implications, provides support
services, and assists in the formulation of operating expense budgets.
Functional units which may be located in an Executive Office include
personnel, general services, security, safety, supply management,
contracting services, leasing, travel, automatic data processing,
communications and records, management analysis, and communications
resources. The scope of functions which may be assigned to an Executive
Office are determined primarily by the size, diversity, and complexity
of the mission, as well as the degree of development in the host country.

2. While the duties of the Executive Officer cover a wide range of
functions, actual duties performed will vary depending upon the post and
services available from the embassy and other sources.

lB. Functional Responsibilities

The Executive Officer is responsible to the Mission Director for
providing managerial guidance and directions in the following functional
areas:

1. Program Planning

a. Participates in the formulation of mission policies on program
development, implementation, and evaluation.

b. Devises appropriate organizational structure and manpower
requirements for both American and local personnel.
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c. Reviews mission development assistance projects for their
management support requirements and participates in the design of the
administrative/logistical component of project designs.

d. Collaborates with responsible mission officials in developing
manpower needs and logistical support requirements within budgetary
limitations.

•

2. Budgetary Planning

a. Assists in supervising the development of an operating expense •
budget in coordination with the Controller.

b. Collaborates with Program and Technical Offices in the
formulation of the Annual Budget Submission (ABS).

c. Directs the administration of current support budgets ensuring
prompt obligation of funds.

3. Management Analysis and Planning

a. Develops and prescribes appropriate internal management
systems and policies.

b. Interprets AID management regulations, and directs their
application to facilitate the provision of management support.

c. Plans and directs the continuous evaluation of mission
organization, staffing, and services to ensure effective maximum use of
material and human resources.

d. Establishes and maintains a directives system for internal
issuance of policies, procedures, and notices to mission personnel.

4. Personnel Management

a. Plans and directs the personnel management of the mission for
both American and foreign national employees.

b. Collaborates with mission officials in the proper placement of
personnel and recommends action to ensure maximum use of personnel.

•

•
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c. Counsels employees and their families on a wide range of
subjects including education, equal opportunity, career development,
onward assignments, and employee relations.

d. Plans and conducts orientation for new employees and their
famil i es.

e. Advises on and develops programs and activities concerned with
employee services such as commissaries, social and recreational
activities, etc.

5. Administrative Services

a. Supervises the Executive Office staff and directs the
mission's administrative management operation.

b. Plans and directs the mission's personal property acquisition,
management, and disposal programs, and develops standards for issuing,
using, and controlling the personal property of the mission.

c. Plans and directs the real property acquisition, management,
and disposal program.

6. Contract Management

Mission Directors (or Principal AID Officers at post) have limited
contracting authority, in accordance with the AID Acquisition
Regulations (AIDAR). Most Executive Officers also have personal
warrants of acquisition (i.e., contracting) authority issued by the
Procurement Executive. Within these delegated authorities, the
Executive Officer exercises the contracting and/or purchasing functions
in accordance with the AID Acquisition Regulations (AIDAR) (48 C.F.R.
Chapter 7) and Federal Acquisition Regulations (FAR) (48 C.F.R.
Chapter 1).

7. Embassy Administrative Support

a. Represents the mission in the development and administration
of the embassy's Foreign Affairs Administrative Support (FAAS)
Agreement, and any other support agreements or budgets which impact on
the mission. (FA/B/SB and Mission Controller are also involved in
establishing FAAS levels.)
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b. Monitors and ensures that the type, level, and charges for

services conform with support agreements and AID regulations.

8. Administrative Support to Contractors

The support relationship between the mission and contractors shall
normally be spelled out in the provisions of the contract. Therefore,
it is essential that the Executive Officer be familiar with the support
provisions of all contracts in force at the mission. In each case, the
Executive Officer is expected to provide gUidance and advice to the •
contractor in arranging support services.

lC. Combination of Functions

Depending upon the organizational structure and the diversity of
operations within any given mission, the Mission Director may delegate
additional responsibility to the Executive Officer, viz:

1. Security and Safety

a. Responsibility for administering the mission's security
program under the gUidance of the U.S. Embassy or Regional Security
Officer.

b. Serves as Unit Security Officer for the mission.

c. Serves as Unit Safety Officer.

2. Mission Controller and Execut1ve Officer Functions

•
a. AID Mission Controller and Executive Officer functions

represent separate and distinct professional skills. Each profession
requires specially trained and experienced personnel. Except as noted
in item b. below, Mission Controller and Executive Officer functions
shall not be combined.

b. In special circumstances: (1) of a temporary nature where AID •
is starting up or phasing out of a mission, or (2) in a very small field
organization where there is clearly not a requirement for a full-time
American Controller and a full-time American Executive Officer, the
possibility of a combined Controller/Executive Officer function shall be
considered along with alternative possibilities for providing such
services off-site or through TDY assistance. If the mission believes

•
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that one American Officer should have both Controller and Executive
Officer responsibilities, the mission submits its recommendation to the
appropriate AID/W geographic bureau, which shall determine approval with
the concurrence of the Associate Administrator for Finance and
Administration (AA/FA).

3. Program Functions

Depending upon the organizational structure of the mission and
magnitude of the program, the Mission Director may assign responsibility
for the procurement of program commodities and supplies to the Executive
Officer.

10. Relation of Executive Office To Financial Management

The Executive Officer and the Controller maintain close coordination
between their two offices. Generally, the Executive Officer has the
primary responsibility for coordinating the formulation of the Operating
Expenses budget, working closely with the Controller for financial
guidance. In all instances, the budget is to be reviewed and cleared by
the Controller. In addition, the Controller is responsible for advising
the Executive Officer of the status of funds.

IE. Relation of Executive Officer to Joint Administrative Services
Organization (JAO)

In countries where the administrative services of U.S. Government
agencies have been combined, the Executive Officer is responsible for
maintaining liaison with the JAO and for monitoring the quality and
quantity of services provided as agreed upon between the agencies. The
liaison activities may also include advice and gUidance in technical
activities, as well as to provide assistance in establishing policies
and procedures to ensure maximum conformity with uniform standards and
procedures. In addition to these liaison activities, the Executive
Officer participates in any evaluations conducted on the post's JAO
operations and reports to the AID Director the conclusions and findings
of such an evaluation. The Executive Officer also has primary
responsibility for advising the Mission Director of any major problems
which might surface concerning daily JAO operations.
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ATTACHMENT IA

170
POST REPORTS

Benin: 2/87

Bureau of African Affairs (AF)

174 APPLICABILITY

175 ANNUAL REVIEW AND INTERIM
CHANGE

March 31
June 30
September 30
December 31

ARA posts
EAP posts
EUR posts
NEA and AF posts

175.2 Report of Annual Review
When the annual review is completed. according to the

schedule contained in section 175.1, the Chief of the diplo
matic mission will submit a report to the Department of State
(FAIM/PS) by operations memorandum (copy of transmittal
operations memorandum to appropriate regional bureau ex
ecutive director's officel. SUbject: AINF. as follows:

a. Complete Revision

A complete revision IS submitted by memorandum to the
Department (FAIM,PS) no later than 3 years from the last
complete reVision date regardless of any partral revisions or
interim changes which may nave been Submitted during thIS
period. Regional bureaus will insure that posts under their
jUrisdiction comply with this requirement. Complete revisions
are to be submitted according to the following schedule for
the years 1985-88 and thereafter In 3-year intervals during
the appropriate month set forth below.

c. USIA

The Foreign Service Personnel Division (M/PF) maintains
the current reports and other information about posts.

A post report describes local conditions. admlnistraliOn.
and life at each post within a country where State. AID. and
USIA employees are assigned. Information on various posts
within the jurisdiction of the Embassy IS incorporated Into the
Embassy report by means of brief. separate sectIOns con·
talnlng baSIC information on each subordinate post or geo
graphically separate office.

175.1 Annual Review
Each post completes an annual comprehenSive review of

its post report. This review. which Includes reexamination of
the adequacy of all aspects of the report. is in addition to the
continuing appraisal that the post gives to the adequacy and
currency of the post report throughout the year. These annu
al reviews are to be completed according to the fOllowing
schedule:

Each post conducts a continuing review of its post report
.to insure that an adequate and current post report eXists at
all times.

172 PURPOSE
The purpose of a post report IS to help onent all newly as

signed employees and to furnish employees and their families
with informatiOn they need to know before arriving at post.
Post reports also aid in strengthening recruitment activities
and assisting in numerous other official Intraagency and in
teragency activities. Data on Consulates General. Consu!
ates. and special offices are combined With or made a
separate section of the supervisory embassy or miSSion re
port (see Appendix A. PART III). A post report also serves
as a general Information booklet on government affairs in
vanous countries.

173 RESPONSIBILITIES

173.1 Chief of the Diplomatic Mission
The chief of tt'le diplomatic mission is responsible for: (1)

the preparation and submission of comprehenSive post re
ports covering each place where employees are assigned:
(2) keeping these reports current by appropriate reviews.
supplements. or new reports. as necessary; and (3) insuring
that post reports reflect agency poliCies such as equal em
ployment opportunities and private-person status of
spouses. (See 3 FAM 011.)

173.2 Washington Offices
a. State

The Publishing Services Division (FAIM/PS) edits, types or
contracts typesetting. and prints the reports, and controls
the format. distribution list. and distribution. Each regional
bureau maintains a supply of reports on posts Within its area.
The Supenntendent of Documents of the Government Pnnt
ing Office maintains a supply of post reports for general sale
to the public.

b. AID/W

The Office of Management Operations, PublIcations and
AudiolVisual Arts Division (SER/MO/PAV), maintains a sup
ply of current post reports and distributes them to requesting
offices.

The Office of Personnel Management. Personnel Opera
tions Overseas (PM/PO/OS), also maintains a limited supply
of mission reports.

171 REQUIREMENTS
(TLGEN-232 8-21-85)
(Umform State/AID/USIA)

These instructions set forth standards and specify proce
dures for the preparation, issuance. and periodic review of
post reports. Post reports are official statements which must
be complete. accurate. and timely if they are to be useful re
flections of local conditions and activities. A post report is
regUlarly required from all U.S. Embassies or Missions.
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Botswana: 1/85
Brunet: 10/85
Burkina Faso: 10/87
Burundi: 2/86
Cameroon: 4/86
Cape Verde: 4/85
Central African Republic: 2/86
Chad: 9/85
Congo-Brazzaville: 6/85
Djibouti: 1;85
Equatorial Guinea: 12/85
Ethiopia: 8,87
Gabon: 1:85
The Gambia: 11 :87
Ghana: 8·86
GUinea: 1;85
GUlnea·Blssau: 3/85
Ivory Coast: 1'85
Kenya: 8:88
Lesotho: 1,85
Llbena: 12'87
MalawI: 10/87
Madagascar: 4/85
Mali: 1:85
Mauritania: 4 88
Mauritius: 11/87
Mozambique: 6.85
Niger: 6:88
~4Igena: 8:87
Hwar.da: 11 86
Senegal: 8:88
Seycneiles: 2 86
~,erra Leone: 7,88
:~vmaha. I ~ .85
Sul,;tn Alllca: 8·85
Sudan: 4 86
SwaZiland. li85
Tanzama: 3i87
Togo: 7:88
Uganda: 1i85
Zaire: 7i86
ZambIa: 9185
ZimbaDwe: 8i88

Bureau of Inter-American Affairs (ARA)

Antigua and Barbuda: 10/85
~r3entlna: 788
a..r,amas: 7'88
Barbados: 11;86
gelize: 3:86
801i1l1a: 7!88
BraZil: 7/88
Chile: 7/88
Colombia: 1185
Costa Rica: 118'7
Cuba: 7/86
Dominican Republic: 6/86
EcuadO/': 10/85
EJ Salvador: 2/86
Grenada: 2/88

Guatemala: 1/85
Guyana: 2/86
Haiti: 4/86
Honduras: 7/86
Jamaica: 7/88
Martinique: 4/87
Mexico: 6/87
Netherlands Anlr/les: 4/86
Nicaragua: 11/86
Panama: 9/87
Paraguay: 7/88
Peru: 8/88
Sunname: B/88
T~lnldad and Tobago: 4:86
Uruguay: 11:85
Venezuela: 8;87

Bureau of East Asian and Pacific Affairs (EAP)

Australia: 4'85
Burma: 2,'85
People's Republic of China: 1185
Fiji: 7,'88
Hong Kong: 1!85
Indonesia: 8i88
Japan: 8i88
Korea: 8!85
Laos: 187
Malaysia 5:86
Nauru: 1 85
Np.w Zealand: 2 85
Papua New Guinea: 1.85
Philippines: 8:88
Singapore: 5.86
Thailand: 2,87
Western Samoa: 1/85

Bureau of European Affairs (EUR)

Austna: 7i88
Belgium: 6/86
Bermuda: li85
Bulgaria: 3i85
Canada: 8i88
Cyprus: 5i87
Czechoslovakia: 7:88
Denmark: 5:87
Finland: 11 '85
France: 7'88
Geneva: 1/85
German Democratic Republic: 1185
Federal Republic 01 Germany: 7/85.
Greece: 8/88
The HolY See:. 12/85
Hungary: 2187
Iceland: 9/88
Italy: 4/86
Ireland: 9/85
Luxembourg: 7/88
Malta: 7/88
Netherlands: 8/88

•

•

•

•

•
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Norway: 8/88
Poland: 6/86
Portugal: 8/85
Romania: 6/86
Spain: 12/86
Sweden: 12/86

. Switzerland: 7/88
Turkey: 10/85
USSR: 7/86
United Kingdom: 11/85
USUN: 6/87
Yugoslavia: 8/88

Bureau of Near Eastern and South Asian Affairs (NEA)

Afghanistan: 1/85
Algeria: 8/87
Bahrain: 5/86
Bangladesh: 8/88
Egypt: 12/85
India: 1/87
Iraq: 1/85
Israel: 12/85
Jerusalem: 10/86
Jordan: 9/88
Kuwait: 2.'87
Lebanon: 1/85
Morocco: 8/88
Nepal: 12/87
Oman: 7/88
Pakistan: 10/86
Qatar: 10/86
Saudi Arabia: 7!86
Sri Lanka and the Maldives: 8/86
Syria: 8/85
Tunisia: 1/85
United Arab Emirates: 1/85
Yemen: 7/85

b. Partial Revision

A partial revision is submitted by memorandum to the De
partment (FAIM/PS) accompanied by appropriate serially
numbered supplements to the sections and pages of the ex
isting post reports.

c. Submission of Negative Report

If a revision is unnecessary, a negative report should be
submitted to the Department (FAIM/PS) and a copy sent to
the appropriate regional bureau executive director's office.

175.3 Interim Changes
The embassy or mission initiates action to have appropri

ate amendments or additions made to the post report as sig
nificant changes occur locally which affect the accuracy or
completeness of the post report. These changes may be sub
mitted at any time. This is done. for example. to indicate the
establishment of a school or commissary, for the redesigna
tion of the post from "unlimited" to "limited" for AID employ
ees' household effects. weight allowances, etc.• or to reflect
changes in quarters availabilities, hotel accommodations, or
living costs.

Interim changes to the post report are issued as serially
numbered supplements to specific sections or pages of the
existing report. They are transmitted to the Department
(FAIM/PS) with appropriate explanation by operations mem
orandum.

176 PREPARATION

176.1
General Guidelines

The post report should be designed to meet the program
requirements of the agencies at the post for orientation. re
cruitment. pUblicity. and other purposes. The post report
should provide information appropriate to new employees
and their families so that they may make necessary family
arrangements. and bring appropriate clothing. furniture. and
other personal effects. It should also give guidance and pro
cedures to be followed in traveling to post. especially in ac- .
cordance with the Fly America Act. and upon first arnval.

At posts having substantial AID miSSions. the post report
should provide additional and more extensive Information
about the post and the country in ger.eral. because a large
proportion of AID personnel are recruited for assignment
specifically to the post. The post report, therefore, serves
AID as an essential recruitment tool to assure that the pro
spective employee receives an adequate picture of the condi
tions under which the employee will be working.

Appendix A to these instructions provides guides for maxI
mum coverage of each SUbject. Limit the content of each re
port to relevant facts of sufficient usefulness to warrant
inclusion.

176.2' Content
The style and tone of the report are important. A subjective

remark on local customs, an inappropriate tone. or undue
emphasis on the purely negative aspects of life abroad could
impair our public relations and damage the foreign relations
of the United States. An unduly pessimistic report. moreover.
may make recruitment of competent personnel difficult. A
straightforward factual account is desired. Short sentences
and paragraphs are preferable. Reporting officers should
avoid qualified sentences. If a qualifier is necessary. it should
be written as a separate sentence. Reporting officers should
also try to emphasize the more positive, challenging. and in
teresting aspects of service at their posts. They should, in
general. avoid loaded and offensive words and phrases. such
as extreme. excessive. scorChing, caste system. and so on.

Subjective comments on local customs, the policies of the
host government. or the way it deals with its own citizens
should not be included. However, information on local cus
toms which is pertinent to social behavior should be included.

A descriptive introductory section increases the effective
ness of the post report. This preface precedes PART I of the
report and is itself unnumbered.

Make no attempt to gloss over the inadequacies and hard
ships that exist; on the other hand, since the report is used.
among other purposes, as part of recruiting materials. do not
write it as a justification for a"hardship differential." Keep
to a minimum reference to allowances or prices that are sub·
ject to frequent changes.
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La Paz - 2
Lima - 2
Lisbon - 2
London - 3
Madrid· 3
Manila - 2
Mexico. D.F. - 3
Monrovia - 2
Montevideo - 2
Moscow· 2
Nairobi - 2
New Delhi - 2
Oslo - 2
Ottawa - 2
Ouagadougou - 2
Panama - 2
Paris· 2
Port-au-Prince - 2
Pretoria· 2
Quito - 2
Rabat· 2
Rangoon - 2
Rio de Janeiro - 2

177 REPRODUCTION AND
DISTRIBUTION

177.1 Reproduction
Post reports are reproduced at WaShington by FAIM/PS

lor internal usage and for overseas posts, and are sold by
the U.S. Government Printing Office for public consumption.

Negatives and photographs are liled by FAIM/PS to laclli
tate reproduction of additional copies.

177.2 Distribution
FAIM/PS maintains stocks of all post reports and distrib-

utes reports as follows: •
a. Five copies to originating post. unless post has re

quested additional copies.
b. If there is an AID mission at the initiating post. two

copies direct to the AID mission.
c. To AIOIW, SERiMO/PAV: 250 copies. SER/MO/PAV

shall establish. with clearance from PM/PO/OS. such auto
matic distribution within AIDIW as appears appropriate.

To AID/W Training Center, PMIWTC: 2 copies of all post
reports and all subsequent revisions.

d. To other agencies in Washington. other Departmental
offices (OPR/FMAS/ESC. A/ALS. M/DGP/FSI, regional bu
reaus. etc.), and the fOllowing selected repository posts
abroad: 400 copies.

(1) Originating Post

Embassy - 5 copies each.
SubOrdinate posts - 2 copies each.

(2) Repository Distribution

Abijan - 1
Accra - 1
Addis Ababa - 3
Ankara - 2
Asuncion - 2
Athens - 2
Baghdad - 1_
Bamako - 1
BangkOk - 2
Beirut - 3
Belgrade· 2
Bern· 2
Bogota - 2
Bonn - 3
Brasilia - 3
Brussels -.e
Bucharest - 2
Buenos Aires - 2
Cairo - 3
Canberra - 3
Caracas - 3
Copenhagen - 2
Dacca - 2

Page No. Effective Date Trans. Memo. No.
lA-4 as indicated 23:79 AID HANDBOOK 23

Incorporate into the report any information which is perti
nent to each of the three agencies. For example. if AID does
anything differently from the Department or USIA regarding
housing. use of official cars, commissary. etc.• it should be
noted.

The post is encouraged to draw upon and to incorporate
into the post report. as much as possible. the views and spe
cial competencies of personnel at the post. For example. de
pendent social committees. where they exist. and if they wish
to participate. may be able tc make valuable contributions
to the preparation of the report. Since post reports are also
made available to other agencies and their personnel. their
review of the draft report, especially about conditions which
affect them. is advantageous. The viewpoints 01 unmarried
employees at the post should also be considered.

176.3 Format
The post report conforms to the "Standard Outline for

Post Reports,"' as set forth ,n Appendix A. A post must re
Quest prior WaShington approval from (FAIM/PS) in order to
depart from the prescribed format. Typesetting and design
shall conform to The Graphics Standards Manual for the De
partment.

a. The post report text is submitted typewritten on plain
bond paper. and double-spaced to facilitate editing and final
preparation in FAIM/PS. If possible. a Wang diskette can
also be submItted to facilitate setting type electronically.

b. A city map is included. showing location of embassy,
AID. and USIA buildings. points and places of interest to U.S.
personnel and tourists, skeleton street patterns, and other
outstanding physical and urban features. Posts will supply
these data by marking up commercial city maps or by other
convenient means. Final cartography is prepared in the De
partment.

c. Photographs should be submitted from each post.
possibly updating photographs with each complete revision.
They should be 8" x 10", glossy photographs. Negatives can
be submitted if suitable processing is not available at post.
Photographs should include exterior views. as appropriate,
of the AID mission. USIA. and embassy; available housing;
educational. recreational. and other social-use facilities; and
also scenes which are typical and representative of the coun
try. NOTE.-Include an appropriate horizontal photo
graph for the front cover.

d. The date of the post report is clearly shown on the cov
er. Any supplements thereto are also clearly dated and care
fully identified with the post report which is supplemented.
including its pertinent sections or pages.

e. An official statement, as follows. is prominently shown
on the inside front cover of each post report:

"This is the official post report prepared by the post.
The information contained herein is directed to official
U.S. Govemment employees and their families. Any
other informatiori conceming the facts as set forth
herein is to be regarded as unofficial information."
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End Uniform State/AID/USIA Regulations.

Dakar· 2
Freetown· 2
Hague. The - 2
Hong Kong - 2
Islamabad • 3
Jakarta - 2
Jidda· 2

Rome· 2
San Salvador • 2
Santiago· 2
Santo Domingo - 2
Seoul· 2
Tegucigalpa • 2
Tokyo· 2

Kabul· 2
Kinshasa - 2
Kuala Lumpur • 2
Kuwait· 2
Lagos - 2

Tunis· 2
Vienna· 2
Warsaw· 2
Yaounde· 2

178 and 179 (Unassigned)

....... ~/
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. .'
STANDARD OUTLINE FOR POST REPORTS

PREFACE

PART I • THE HOST COUNTRY

A. Area, Geography, and Climate
B. Population
C. Public Institution
D. Arts, Science, and Education
E. Commerce and Industry
F. Transportation
G. Communications
H. Health and Medicine
I. Employment for Spouses and Dependents

PART II • AMERICAN EMBASSY

•

•A. [Name of PosfCity]
B. The Post and its Administration
C. Housing
D. Food
E. Clothing
F. Supplies and Services
G. Religious Activities
H. Education
l. Recreation and Social Ufe
J. Official Functions
K. Special Information •PART III • OTHER POSTS OR OFFICES WITHIN THE HOST COUNTRY

PART IV • NOTES FOR TRAVELERS

A. Getting to the Post
B. Customs, Duties, and Passage
C. Firearms and Ammunition
D. Currency, Banking, and Weights and Measures
E. Taxes, Exchange, and Sale of Property
F. Recommended Reading and Viewing
G. Local Holidays •

. ""'- ....
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PREFACE

qive a short desaiption (one or more paragraphs) of the
most interesting, challenging, and positive aspects of life
and service at the post and in the area

PART I • THE HOST COUNTRY

A. AREA, GEOGRAPHY, and CLIMATE

Give explanation of physical nature of country overall and
at major posts including altitudes, topography, terrain,
vegetation, seasons, temperatures (mean and extremes),
humidity, rainfall, winds. dust, pests, natural hazards; indio
cate effect of "Iimate in such ways. for example, as causing
mildew or fostering unusual diseases. etc.

B. POPULATION

This includes totals. distribution, language(s) and dialects,
religion(s), ethnic-tribal-national groupings and communities,
identifiable social and economic groupings, customs, habits.
mores, and other items. Where appropriate,. the relation·
ships connecting these items may be briefly explored
(predominant or "state" religion vs. minority ones, etc.).
Give some background into traditions, customs, and prac
tices which are significant in the country; explain the effects
of these patterns concerning food, family, and other intraso
cial relationships.

C. PUBLIC INSTITUTIONS

Describe briefly the governmental and social organization
of the country. Comment, when appropriate and feasible. on
the principal legislative, executive, and judicial organs, legal
system; political parties; political organizations of the coun
try; semi- or quasi-public, social. philanthropic. financial. or
commercial organizations, such as Red Cross. Red Cres
cent. youth organizations, etc.

D. ARTS, SCIENCE, AND EDUCATION

Mention mainstreams of intellectual•. educational. techno
logical. and artistic life of the host country.

E. COMMERCE AND INDUSTRY

Describe national economic patterns. including aspects
which might affect employees. Give brief account of major
industries. chief imports and exports, and principal trading
partners. regional· economic orientation, such as participa
tion in trading blocks; market characteristics. such as extent
of barters. etc.: special development programs underway.
such as 5-year plans, dams, etc.; local attitudes toward
property ownership and investment; labor organizations and
labor-management relations. etc. In preparing this informa-

. tion, be sure that the amount of coverage is adapted to the
needs for which the report will be used (see section 176.1).

F. TRANSPORTATION

1. Automobiles

Emphasize matters encountered by U.S. Government
employees; for example, automobile usage, registration and
licensing, shipping, personal car vs. officially available or
commercially available transport. condition of roads most
freguently used and traffic patterns, advantages of some
makes vs. others, or of certain types of accessories (tropical
radiator, export kit, etc.), grade, types, and cost of fuel
available and whether embassy employees receive a dis
count price, maintenance. spare parts. restrictions on pur
chasing and resale, insurance requirements with ideas
conceming desirable types and extent of coverage and
available carriers. Indicate whether rental vehicles are
available in the post city.

2. Local

Describe the local transportation, including: taxi. commut
er, intracity and intercity transport (i.e., pedicab, automobile,
train, omnibus.railroad). Give comparative costs, adequacy,
tipping customs, local practices regarding paint or color of
official vehicles (fire and police departments, etc.).

3. Regional

Describe railroad and air transport between countries and
within country, all-weather motor-vehicle roads, left·hand vs.
right-hand driving pattern. road conditions. etc.

G. COMMUNICATIONS

1. Telephone and Telegraph

Give characteristics including adequacy and availability of
telephone, telegraph, cable, and wireless communications
locally. Indicate approximate rates and costs for both
internal and external usage.

2. Mall and Pouch

Provide rates, schedules, etc., on postal and pouch
facilities and services. Indicate if APO or FPO privileges are
available. approximate transit time for mail and parcel post
of various classifications by surface and air. Give most
desirable form and method for international mail. (for
example, international mail. APO mail, or pOUCh), proper
form for addressing correspondence, and any other perti
nent information.

3. Radio and TV

Describe, if appropriate. characteristics of radio and
television broadcasting received locally. Indicate whether
programming is in black and white or in color. Indicate
Sources, quality. and variety of coverage, types of program
ming. number of hours each week available, number of
channels used regularty. Also cover local availability of
receiving sets and comparative costs. -.
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B. THE. POST AND ITS
ADMINISTRATION

PART II • AMERICAN EMBASSY

In support of State/AID/USIA policy to consider the
employment of spouses or dependents in posts abroad,
describe employment opportunities for them in the U.S.
Mission. including kinds of positions normally available,
qualification requirements, pre-employment tests required, if
any, medical and security requirements. and action, if any, to
take regarding appointment before departure for post.
Describe. in general, other employment opportunities at the
post inclUding appropriate employment in the local econo
my.

A. [NAME OF POST CITY]

conditions or ailments (give consideration to the special
needs of children. pregnant women, etc.).

Give here also an explanation of any significant American
mission (e.g., embassy, USAID mission, etc.). Include a brief
historical resume of the AID plus precedecessor mission,
and the tie-in with other American missions (such as
diplomatic, military, etc.). Also give location office(s), de
tailed. addresses; how telephone number is listed; how
reached upon arrival if traveler is not met; transportation
from "dock" (adequacy of local transport, etc.). If employee
enters country at other than most usual point, what arrange
ments are made at port of entry or points en route, what
transportation is available (any special consideration).

Give a brief, general introduction to the administration of
the post. InclUde information on the organizational structure
of various agencies and the titles of the principal officials.
Describe administrative functions with which the employee
should be initially familiar..InclUde information on the Family
Uaison Office, if one has been established at post. Do not
include material already set forth in foregoing sections of the
post report, but give some details of method~ of payment for
various categories of employees, housing placement, medi
cal support, duty hours. administrative workweek, arrange
ment for greeting new employees at airport or port of entry.
and orientation at mission.

Include description of city, where located. and its main·
features (capital city, etc.). A map should also be included
showing embassy location, major intersections and points of
interest (see section 176.3b).

. I. EMPLOYMENT FOR SPOUSES AND
DEPENDENTS

Z EAM lZO
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Explain the type and exten.t of medical facilities provided
as a feature of post administration. Indicate degree of
medical services available at each major and minor subpost.
Identify and describe other medical facilities considered
adequate by Western standards, inclUding facilities of other
U.S. Gr-vernment agencies which are accessible to State,
USIA, and AID personnel and dependents. (Outline basis on
which available, including basis for contract personnel,
tourists, etc.) Indicate nature of facility (clinic, pharmacy,
laboratory, institutional infirmary, hospital, facilities for handi
capped dependents, etc.), capacities. extent of medical care
available (first aid, general practice, surgery. etc.), range of
medical specialization. dentists, ophthalmologists, obstetri
cians, etc. Comment on adequacy of these locally available
facilities and services, and suggest alternative facilities in
other countries, if pertinent.

1. Medical Facilities

2. Community Health

Comment C;1n any pertinent health and public sanitation
programs of interest to U.S. Government personnel. For
example. identify any active efforts to control health haz
ards, etc., and indicate degree of success; extent of sewage
disposal and treatment facilities and activities (indicate costs
if on private-commercial basis only); pest and vermin control
effectiveness; facilities for water purification; food container
sterilization; food and beverage adulteration; standard con·
trol measures, etc. Describe what programs may be current·
Iy underway, or successfully completed, which deal with the
public health problem.

3. Preventive Measures

Indicate, if pertinent, the nature of serious, prevalent,
endemic diseases and hazards in host country generally and
at various specific posts; for example, snakes, animal·bome
diseases, insect-bome diseases, contagious diseases com·
monly experienced or likely to occur in epidemic form;
problems caused by climatic or topographic extremes such
as heat, humidity, altitude, etc. Give attention to the various
activities U.S. Govemment personnel may be involved in at
work, at home, traveling, or in recreational institutions.

Indicate the measures which must be taken to guard
against the possible dangers, inclUding, for example, the
need to boil milk or water, whether water or milk is potable,
special treatment or handling of meat and fresh vegetables,
recommended immunizations, drugs,· and sundry items
which should be brought along or may be obtained locally,
any special medical or therapeutic treatment which should
be taken prior to arrival for specific problematic physical

4. Newspapers, Magazines, Books, and
Technical Journals

Give availability of local periodicals or international edi·
tions of U.S. or worldwide periodicals. Comment on advis
ability of subscribing to U.S. periodicals and book clubs via
regular mail. Provide information on availability of English.
language books and bookstores.

H. HEALTH AND MEDICINE
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C. HOUSING

1. Temporary Quarters

Give names of available hotels. boarding houses, pen
sions. transient quarters. Give costs of room and meals.
Explain if a "staff house" is operated.

2. Permanent Housing

Describe nature. adequacy, and availability of pennanent
housing. whether provided by U.S. Government or local
authorities or available through private lease; mention type
of housing available. whether houses or apartments. do not
indicate home addresses for any housing; method of
assignments; availability and costs of "extras" such as
guard, elevator, janitor service; necessity of sharing quar
ters; other co lditions of local housing market Indicate.
when possible, the average wait for permanent quarters.

3. Furrotshlngs

Give detailed list of any furniture and furnishings provided.
Explain if furniture. appliances. and other household equip
ment should be brought to post to supplement that which is
supplied. If furniture and furnishings are not provided,
describe most suitable types that employees should bring
with them (for example. "rattan most suitable; hardwood will
do, soft. temperature-zone wood is prey to tennites"; etc.).
Specify any undue influences of climate; special precautions
to be taken; any items which must be brought in, in order to
set up housekeeping; whether ready-made curtains/drapes
or only curtain/drape material is best to import; size and
type of standard window; whether items common to other
areas are unnecessary or unusable (for example, large rugs
unsuitable because of high temperature. or because avail
able houses have unusually small rooms).

4. Utilities and Equipment

Give availability of running water (hot and cold); baths.
toilets; lighting accessories. available fuels; heating acces
sories; cooking facilities; refrigeration; telephone; electric
power (voltage. cycle. alternating or direct current, depend
ability. other characteristics); any transformer requirements;
source (for example. if provided by post); appliances
available locally or which must be imported; any special
equipment and appliance items that should be brought
along; equipment and appliances normally usable in other
areas of the world which cannot be used at this post (for
example, automatic washers. electric dryers. air-condition
erSt if applicable).

D. FOOD
Describe. by comparison with normal American experi

ences. the availability, variety. seasonal limitations, etc.• of
basic and baby foods; necessity, if any, to import foods;
desirability of maintaining individual gardens. Identify foods
that should be brought along at time of initial entry; presence
of commissaries and/or PXs; and group-purchasing ar
rangements; rationing; U.S. Government cafeterias (whether
available to all personnel or only certain groups), etc.
Indicate cost of joining cooperative commissary.

E. CLOTHING

Desaibe briefly local tastes and standards. Identify cus
tomary attire and seasonality, including specific require
ments, taboos, or especially unsuitable items; locally procur
able items, inclUding children's shoes and whether Ameri
can-type last; necessity for formal wear including require
ments by various categories of employees, particularly for a
female ambassador or any female senior officer; items
which should be brought to the post or which can be
acquired locally.

F. SUPPLIES AND SERVICES

1. ·Supplles

Ust available toiletries. cosmetics, feminine personal
supplies. tobacco items, home medicines, drugs, common
household needs; any other conveniences commonly used
foc housekeeping, household repairs. or entertaining. etc.,
not obtainable locally (for example. cleaning equipment,
water softeners, shower curtains, closet fittings, glue or
other adhesives for repairs, clothespins, napkins, other
entertainment accessories, etc.); and if price of items is·
comparable to the United States.

2. Basic Services

Explain the availability and adequacy of tailoring, dress
making, shoe repairing, dry cleaning. laundries, beauty and
barber shops, radio and automobile repair, and kindred
facilities and community services.

3. Domestic Help

Give availability, types (cooks, drivers, maids, etc.), spe
cial needs for, or customary use by, all categories and levels
of U.S. government personnel; advisability of hiring host
country or third-country nationals; wages arld maintenance
expenses; local customs and laws that must be respected
with respect to serv8nts; employer's liability, host govern
ment social security, and taxes.

G. RELIGIOUS ACTIVITIES

Indicate available places of worship for various faiths
common in America: make-up of congregations: language(s)
of services (especially those in English).

H. EDUCATION

1. Dependent Education

Describe educational facilities for.school-age dependents
at all levels whether "at post," or "away from post" The
information should constitute an adequate survey of the
education situation from all aspects, as follows:

L At Post

Identify existing and projected schools and indicate with
respect to them: accessibility, Ievel(s), age groups accepted,
language(s) of instruction, curriculums, aVailability of and
any requirements for transportation, number of children
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4. Social Activities

Enumerate the types of available entertainment facilities.
Include such items as stage and film theaters; concerts;
opera; recitals; in-person audience opportunities at broad
casting stations; pageants; festivals: fairs; public. "state."
and other ceremonies; and special guidelines concerning
photography, etiquette requirements, etc., which Americans
should observe in connection with these activities.

use of animals in hunting. (See PART IV. paragraph C
concerning guns and ammunition.)

2. Touring and Outdoor Activities

Give names. types of attractions, and such other appropri
ate data as population. distance from post(s), etc.: explain
whether these attractions offer change of scene. relief from
climate, or other features of special interest; include travel
time, means of travel, approximate cost of travel. and
accommodations and costs, if available. Give the name of
the rest and recuperation post, if one has been designated.

Give the full range of readily accessible recreational
advantages. Comment on hunting. fishing, camping, boating.
mountain climbing. ocean or lake bathing, sightseeing. snow
and water skiing. visiting museums, botanical gardens.
zoological and "preserve" parks, playgrounds. and any
other organized activities.

3. Entertainment

a. Among Americans

Describe post-sponsored and other opportunities for
social and nonofficial contact in the American community.
Include dependent social committees. American-sponsored
social and fraternal organizations, any facilities offered for
their use, etc. Indicate what is available in this area for all
levels and for each group of U.S. Government personnel,
including both adults and children. such as, organized
dances, historical-archeological societies, local branches or
committees of literary or other study organizations. and
scouting groups.

b. International Contacts

Enumerate opportunities for meeting host country nation
als and nationals of other friendly countries. Mention all
available avenues for contributing voluntary time. skills, and
effort to charttable and other acceptable activities designed
to aid the host country and advance American relations with
the nationals of that country.
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attending, existence of boarding facilities, tuition and related
costs, description of facilities (athletic, etc.). source of
enrollment (for example, Americans only. internal communi
ty generally, host country students. etc.), explanation of
extracurricular activities and instructor-parent-type organiza
tions, description of school calendar (holidays. etc.), grading
system, accreditation. etc. Include some comment on the
adequacy of the overall "educational situation" and individu
al facilities (laboratories. libraries, etc.).

b. Away From Post

Identify the availability of accessible and desirable educa
tional facilities "away from post." Specify other post reports
which describe them. if applicable. Cover the same types of
information required under section 176.1. plus the following:
distance from post, available mode of travel (including
necessa. y transfer points en route). whether boarding
facilities are available for boys or girls or both, approximate
costs involved and whether an educational allowance is
provided. provisions for holiday periods, etc.

2. Special Educational Opportunities

Indicate here any specially available educational facilities,
and whether they are intended for school-age dependents
or adults. Include such iteMS as colleges and accreditation
for college-age dependents. private tutoring, instruction in
the arts (music, dance, etc.), special training in crafts,

.hobbies. sports, other sills (horsemanship, gardening. pow-
er-equipment handling, etc.), and any opportunities especial
ly related to the culture of the host country. Identify any
adult-education institutions available to personnel and ex
plain "degree" programs offered. and other pertinent related
information, such as admission delays and waiting list, if
applicable. Identify any institutions that have programs and
instruction for handicapped children and/or adults.

3. Post Orientation Program

Briefly describe program for orienting newcomers to host
country and activities. Include such items as the program's
relationship to U.S. Government objectives and to existing
conditions in host country, the "objective" of the orientation
program, its length, method of organization, instructors,
techniques, extem to which nonadults are included, per
spective as to its history, any local "color," incidents
illuminating its effectiveness, and so forth. Indicate host
country language training programs if U.S. GovernmeDt
sponsored and whether available for dependents.

I. RECREATION AND SOCIAL LIFE

1. Sports

Indicate opportunities available for participation or instruc
tion in the various individual group and spectator sports.
Enumerate national or major sports which are popular in
host country; some indication of competitive tournaments,
athletic associations, explorer societies, etc., especially
those which are open to U.S. Government employees.
Specify the availability of any necessary equipment and the
comparative costs. Mention any restrictions on attire, and

J. OFFICIAL FUNCTIONS.
1. Nature of Functions

Describe briefly what is expected of personnel at the
various official and semi official functions at post, including
those of the American mission, other U.S. agencies. the
host country government. and other governments. Describe
dress, social conduct, correspondence, and protocol (inVOlv
ing appropriate-level officials) applicable at post. These
factors should be clarified for all levels of State, AID. and
USIA personnel and dependents (adult and children).

•
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2. Standards of Social Conduct

Describe' briefly the extent to which State, AID, and USIA
personnel and their dependents are expected to take part in
various social affairs; whether procedures such as use of
calling cards and courtesy calls are followed at post; local
availability of cards, which local events are "must" affairs;
types of functions (official and semiofficial: to be expected
(frequency, occasions, etc.); type of dress acceptable.

K. SPECIAL INFORMATION

Include in this section pertinent information not called for
in any of the other sections of the post report which should
nervertheless be highlighted. Include special information of
interest to nor-Foreign Service personnel. (for example,
Washington office personnel on local TOY, military person
nel, contract J:' 3rsonnel, other agency personnel, consul·
tants and experts, dependents traveling at own expenses,
etc,), and any other essential information such as restric·
tions on movements within host country, particularty haze
ards.

PART III • OTHER POST. OR OFFICES
WITHIN THE HOST
COUNTRY

This section should include the kind of information called
for in PART II of the outline. The description should be
limited to the center in which the post is located, and the
post itself. Information about the host country and other
centers should appear elsewhere in the main report.

The outline for PART II should be generally followed by
the data presented in condensed form. If information about
a particular subject, such as clothing, is the same, cross
reference the Information to the Embassy section of the
report. If information about a particular SUbJect, such as
those found in PARTS I or IV, differs, add the pertinent
information to the Special Information section (see PART II,
paragraph K.)

r

PART IV • NOTE FOR TRAVELERS

A. GETTING TO THE POST

Give information of special interest about travel and
transportation while en route to post, especially pertaining to
the Fly-America Act include: suggestions as to particular
items of baggage or effects which should or should not be
brought along (for example, clothing, etc., in accompanying
baggage, unaccompanied airfreight, surface freight), usual
shipping times and necessary 'shipping "addresses (surface
and air), information about conditions en route (weather,
currency needs, stopovers, etc.), and any.others which post
feels are pertinent

B. CUSTOMS, DUTIES, AND PASSAGE·

1. Customs and Duties

Give information on' local entry and exit regulations.
Describe any special requirements with particular attention
to various categories of employees, such as staff employ·
ees, holders of diplomatic passports, etc. Where necessary,
comment on transit through neighboring countries. Cite
regUlations on unaccompanied baggage and effects with
reference to special charRes, quotas, waivers, or exemp
tions; special restrictions on automobiles. such as age an
engine size and type (e.g., diesel), color, model. value,
origin, weight, etc. Indicate any restrictions on mail service,
such as prohibited items of food, liquor. etc. Describe
restrictions on importation and export of currency, traveler's
checks, or other instruments. Where necessary, indicate any
differences between initial and subsequent entries in con·
nection with travel of persons or transportation of baggage.

2. Passage

Identify any special requirements, rules, regulations, etc.,
which apply to the passage of persons and their personal
accompanying baggage and/or vehicle on the various kinds
of occasions when personnel must cross the frontier,
including visas, passports, inoculations, health require·
ments, political tests, and authorizes license plates on
automobiles.

3. Pets

Give quarantine requirements for pets. Identify the partic
ular document(s) which pets must have to enter the country;
method of transportation into the country; regulations con
ceming housing in hotels or apartments; host country
regulations on pets; availability of kennels.

C. FIREARMS AND AMMUNITION

Only nonautomatic and semiautomatic firearms may be
brought to posts when authorized by the chief of mission.
Mention any host country limitations and list firearms the
Chief of Mission has determined may be shipped to the host
country. Include calibers of pistols and rifles and guages of
shotguns (with barrels 1B inches or longer), as well as the
quantity of each kind of ammunition (not to exceed a total of
1,000 rounds) that may be brought for these firearms.

Include appropriate suggestions on how the employee
might arrange for handling of separate Shipments when
necessary. Since conditions related to importing firearms
and ammunition may often change following publication of a
post report, include a proviso that the employee must
consult with the regional bureau concemed, or with the post
administrative office, before making a final decision to ship
any arms or ammunition. (5ee·10 FAM 750, Appendix A, and
6 FAM 168.5 for employee responsibility.)
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D. CURRENCY, BANKING, AND
WEIGHTS AND MEASURES

Describe the currency in use, the rate of exchange, and
whether it is a floating rate of exchange; other types of
currency which are acceptable; types of currency that
should be brought along. Describe the system of weights
and measures, particularly any special system which is uses
at post.'

E. TAXES, EXCHANGE, AND SALE OF
PROPERTY

1. Restrictions

Describe the local requirements or exemptions there from
which the newcomer may encounter, such as automobile or
hunting licensing, compulsory insurance, auto-use (road)
tax, registrations and taxes or exercises on the resale of
autombbiles or other personal property, etc. Summarize the
post's regulations on the importation and sale of personal
property, including automobiles.

2. Facilities

Describe the nature and adequacy of local banking and
exchange facilities, use of checking and "draft" procedures.
purchase and acceptability of traveler's checks, and any
other financing "tips."

F. RECOMMENDED READING AND
VIEWING

Ust important reference works, films, etc., in which
newcomers may find more detailed information about the
host country or places of interest within it. These should
include books, articles in periodicals and journals. mono
graphs. issuances of the host country government or of a
U.S. Federal agency, film, etc. CAre should be exercised
that the items listed be authoritative and not be a 'source of
embarrassment, politically or otherwise.

G. LOCAL HOLIDAYS
Ust holidays on which local facilities are closed. Indicate

whether it is best for personnel to arrange travel plans to
avoid arriving during such local holidays.

•

•

•

•

•
. / ,.
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~ 136.1

PART 136-PERSONAL PROPERTY
DISPOSITION AT POSTS ABROAD

Sec.
136.1 Purpose.
136.2 Authority.
136.3 Definitions.
136.4 Restrictions on dispositions or per·

sonal property.
136.5 Chief or mission policies. ,rules or

procedures.
136.6 Contractors.

AUTHORITY: 22 U.S.C. 4341.
SOURCE: 53 FR 23188. June 20. 1988 <Inter·

1m>. and 54 FR 37308. Sept. 8. 1989 U1nal>.
unless otherwise noted.

§ 13&.1 Purpose.

The primary purpose of these regu·
lations is to ensure that employees
and members of their families do not
profit personally from sales or other
transactions with persons who are not
themselves entitled to exemption from
import restrictions. duties. or taxes.

§ 136.2 Authority.

Section 303(a) of the State Depart
ment Basic Authorities Act of 1956 au
thorizes the Secretary of State to issue
regulations to carry out t.he purposes
of Title III of that Act.

§ 136.3 Definitions.

(a> Basis of an item shall include the
initial price paid (or retail value at the
time of acql!isition if acquired by gift>.
inland and overseas transportation
costs (if not reimbursed by the United
States Government>. shipping insur
ance. taxes. customs fees. duties or
other charges. and capital improve
ments. but shall not include insurance
on an item while in use or storage.
maintenance. repair or related costs.
or financing charges.

(b> Charitable contribution means a
contribution or gift as defined in sec
tion 170(c> of the Internal Revenue
Code. or other similar contribution or
gift to a bona fide charitable foreign
entity as determined pursuant to poli
cies. rules or procedures issued by the
chief of mission pursuant to § 136.5(b).
. (c) Chief of mission has the meaning

given such term by section 102(e) of

22 CFR Ch. I (4-1-90 Editjon)

the Foreign Service Act of 1980. (22
U.S.C.2902(3).

(d) Contractor means: (1) An individ
ual employed by personal services con
tract pursunnt to section 2(~> of the
State Department Basic Authorities
Act of 1956 <-22·U.S.C. 2669(t» pursu
ant to section 636(a)(3> of the Foreign
Assistance Act of. 1961 (22 U.S.C.
2396(a)(3». or pursuant to any other
similar authority including; In the case
of an organization performing services
under such authority. an individual in
volved in the performance of such
service: and (2) any other individual or
firm that enjoys exemptions from
import limitations. customs duties or
taxes on personal property from a for·
eign country in connection with per·
formance oC a contract for goods or
services when such· contract is with
the United States Government or an
agency or instrumentality thereof or
when such contract is directly fi·
nanced by grant assistance from the
United States Government or an
agency or instrumentality thereof and
the individual or firm is a party to the
contract. a subcontractor. or an em
ployee of a contractor or subcontrac·
tor.

Ce) Employee means an individual
who is under the jurisdiction of a chief
of mission to a foreign country as pro
vided under:section 207 of the Foreign
Service Act of. .1980. (22 U.S.C. 3927)
and who is-

(1) An employee as defined by sec·
tion 2105 of title 5. United States
Code:

(2) An officer or employee of the
United States Postal Service or of the
Postal Rate Commission:

(3) A member of a uniformed service
who is not under the command of an
area military commander. or

(4) An expert or consultant as au
thorized pursuant to section 3109 of
title 5. United States Code. with the
United States or any agency. depart
ment. or establishment thereof: but is
not a national or permanent resident
of the foreign country in which em·
ployed.

(f) Family member means any
member of the family of an employee
who is entitled to exemption from
import limitation. customs duties. or
taxes which would otherwise apply by
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virtue of his or her status as a depend·
ent or member of the household of the
employee.

(g) Foreign country means any coun
try or territory. excluding the United
States. the Commonwealth of Puerto
Rico, the Commonwealth of the
Northern Mariana Islands, the Trust
Territory of the Pacific Islands, Amer
ican Samoa. Guam. the Virgin Islands,
and other territories and possessions
of the United States.

(h) Except as otherwise provided by
a chief of mission in policies. rules or
procedures issued pursuant to
§ 136.5(b), an item shall be deemed of
"minimal value" if its acquisition cost
in U.S. dollars (or retail value if re
ceived as a gift) is within the limit de
termined by the Administrator of
General Services for "minimal value"
of foreign gifts under 5 U.S.C. 7342,
currently $180. For purposes of deter
mining "minimal value," all constitu
tent parts of components of an audio
or visual system. automobile, boat,
computer system, or other integrated
machine, system or item of equipment
must be valued as a single item even if
acquired separately, except that spare
or superseded parts (e.g., an old set of
tires that has been replaced on vehi
cle) may be valued as separate items.

(i) Personalpropertll means any item
of personal property, including auto
mobiles, computers, boats. audio and
video equipment and any other items
acquired for personal use. except that
items properly determined to be of
"minimal value" shall not be subject
to limitations on disposition except for
purposes of § 136.4(d) or as prescribed
in policies. rules or procedures issued
by a chief of mission.

(j) Profit means any proceeds (in
cluding cash and other valuable con
sideration but not including amounts
of such proceeds given as charitable
contributions) for the sale, disposition
or assignment of personal property in
excess of the basis for such property.

§ 136.4 Restrictions on dispositions of per
Ronal proputy.

(a) An employee or family member
shall not sell, assign or otherwise dis
pose of personal property within a for
eign country except with the prior
written approval of the chief of mis-

sian or designee. except where the cat
egory of dispositions has been author
ized to be undertaken without prior
written approval in policies. rules or
procedures issued by the chief of mis
sion (cf. § 136.5(b)(I».

(b) An employee or family member
shall not retain any profit from the
sale, assignment or other disposition
within a foreign country of personal
property that was imported into or
purchased in that foreign country and
that. by virtue of the official status of
the employee, was exempt from
import restrictions. customs duties. or
taxes which would otherwise apply.
when such sale, assignment or other
disposition is made to persons not enti
tled to exemptions from import re
strictions, duties. or taxes. An employ
ee or family member shall not profit
from an indirect disposition to persons
not entitled to such exemptions. such
as sale through a third country diplo
mat acting as a middleman. where the
employee or family member knows or
should know that the property is
being acquired by the third party for
resale to persons not entitled to ex
emptions. except that this restriction
shall not apply to sales of personal
property to official agencies of the for
eign country in accordance with the
laws or regulations of that country.

(c) Profits obtained from disposi
tions of personal property by an em
ployee or familY member that cannot
be retained under paragraph (b) of
this section including any interest
earned by the employee or family
member on such profits. shall be dis
posed of within 90 days of receipt by
contribution or gift as defined in sec
tion l'lO(c) of the Internal Revenue
Code or by other similar contribution
or gift to a bona fide charitable for
eign entity as designated by the chief
of mission pursuant to i 136.5(b)( 11 )
of this part.

(d) Except as authorized in advance
by the chief of mission on a case-by
case basis, no employee or family
member shall sell. assign or otherwise
dispose of personal property within a
foreign country that was not acquired
for bona {ide personal use. There shall
be a presumption that property that is
new, unused or held by the employer
or family member in unusual or com-

•

•

•

•

•
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mercial quantities was not acquired
for bona fide personal use. For pur
poses of thIs subsection. there Is no ex
emption for Items of minimal value
§ 136.3(h».

(e) No employee or family member
shall Import, sell, assign or otherwise
dispose of personal property within a
foreign country In a manner that vio
lates the law or regulations of that
country or governing International
law.

(f) Violations of therestrktions or
requirements of paragraphs (a)
through (e) of this section shall be
grounds for disciplinary actions
against the employee In accordance
with the employing agency's proce
dures and regulations. Employees
shall be responsible for ensuring com
pliance with these regulations by
family members.

(g) For purposes of computing prof
its on personal property dispositions
subject to these regulations, where ac
quisition and disposition of the prop
erty were transacted In different cur
rencies, proceeds received and costs In
curred In a foreign currency shall be
valued in United States dollars at the
time of receipt or payment at the rate
of exchange that was in effect for re
verse accommodation exchanges at
U.S. missions at the time of such re
ceipt or payment. Where property was
acquired and sold In the same curren
cy, no conversion is required.

§ 136.5 Chief of mission policies, rules or
procedures.

(a) Each chief of mission shall estab
lish a procedure under whlc}'! employ
ees may request approval for the sale
of personal property and for conver
sion of proceeds of such sale from
local currency into U.S. dollars, if ap
plicable. This procedure may be modi
fied to meet local conditions. but must
produce a documentary record to be
held by the post of the following:

(1) The employee's signed request
for permission to sell personal proper
ty, and, if applicable, to convert local
currency proceeds to U.S. dollars:

(2) A description of each Item of per
sonal property having more than mini
mal ·value, and the cost basis and
actual sales price for each Item:

(3) All profits received and whether
profit is retainable;

(4) Donation to charities or other
authorized recipients of non-retaina
ble profits:

(5) Approvals to sell and. if applica
ble, to exchange proceeds. with any re
strictions or refusals of the employee's
request noted, signed by the chief of
mission or designee: and

(6) For privately owned vehicle
transactions, data on purchaser and
statement that customs requirements
have been met and title has been
transferred or arranged with an agent
identified on document.

(b) In order to ensure that due ac
count is taken of local conditions, In
cluding applicable laws, markets, ex
change rate factors, and accommoda
tion exchange facllltles, the chief of
mission to each foreign country Is au
thorized to establish pollcles. rules,
and procedures governing the disposi
tion of personal property by employ
ees and family members in that coun
try under the chief of mission's Juris
diction. Policies, rules and procedures
issued by the chief of mission sha.ll be
consistent with the general restric
tions set forth in § 136.4 and may in
clude at least the following:

(1) Identification of categories of dis
positions (e.g., sales of minimal value
items) that may be made without prior
written approval:

(2) Identification of categories of in
dividuals or entities to whom sales of
personal property can be made with
out restrictions on profits (e.g., other
employees, third country diplomats),
individuals or entities to whom sales
can be made but profits not retained,
and individuals or entities to whom
sales may not be made:

(3) Requirements to report the total
estimated and actual proceeds for all
minimal value items, even if such
items are otherwise exempted from
limitations on profits of sale:

(4) Categories of items of personal
property excluded from restrictions on
disposition because generally exempt
from taxation and Import duties under
local law:

(5) More restrictive definition of
"minimal value" (see § 136.3(h) of this
part);
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(6) Limitations on manner of disposi
tion (e.g.. restrictions on advertising or
yard sales);

(7) Limitations on total proceeds
that may be generated by dispositions
of personal property, Including limita
tions on proceeds from disposition of
"minimal value" items;

(8) Limitations on total profits that
may be generated by dispositions of
personal property. including IImlta·
tlons on profits from dispositions of
"minimal value" items;

(9) Limitations on total proceeds
from dispositions of personal property
that may be converted Into dollars by
reverse accommodation exchange;

(10) Limitations on the timing and
number of reverse accommodation ex
changes permitted for proceeds of dis
positions of personal property (e.g.•
only in last six months of tour and no
more than two exchange conversions);

(11) Designation of bona fide chari·
table foreign entities to whom an em
ployee or family member may donate
profits that cannot be retained under
these regulations. .

(12) Designation of post officials au·
thorlzed to approve on behalf of chief
of mission employee requests for per
mission to sell personal property and
requests to convert local currency pro·
ceeds of sale to U.S. dollars by reverse
accommodation exchange.

(c) All policies, rules, and procedures
that are issued by the chief of mission
pursuant to paragraphs (a) and (b) of
this section shall be announced by
notice circulated to all affected mis·
slon employees and copies of all such
policies, rules and procedures shall be
made readily accessible to all affected
employees and family members.

(d) Violations of restrictions or reo
qulrements establfshed by a chief of
mission in polfcies, rules. or proce·
dures Issued by a chief of mission pur·
suant to paragraphs (a) and (b) of this
section shall be grounds for dlsclpll·
nary actions against the employee In
accordance with the employing agen·
cy's procedures and regulations. Em
ployees shall ensure compliance by
family members with polfcles, rules or
procedures issued by the chief of mls·
slon.

§ 136.6 Contractors.
To the extent that contractors enjoy

importation or tax privileges In a for
eign country because of their contrac
tual relationship to the United States
Government. contracting agencies
shall Include provisions in their con·
tracts that require the contractors to
observe the requirements of these reg·
ulatlons and all policies. rUles. and
procedures Issued by the chief of mis
sion In that foreign country.

, I

(EOO. of Provision)

•

•

•

•

•
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CHAPTER 2

OPENING A USAID MISSION

2A. Introduction

This Chapter sets forth guidelines for personnel engaged in opening a
new USAID mission. These guidelines are intended to help assure fast,
positive action for the Opening Team and to help inspire confidence in
this effort on the part of the cooperating government. This Chapter
also covers the administrative duties incident to establishment of a
USAID mission following the negotiation of bilateral agreements,
determination of the types of programs to be implemented, and written
approval by the Administrator, AID, to open a USAID mission.

2B. The USAID Mission Opening Team

1. Composition

a. The Opening Team will consist of an experienced Executive
Officer, an IG/SEC representative and, when necessary, a Controller. In
the interest of economy and efficiency, the Executive Officer should be
made available from a nearby USAID mission if staffing and workload
permit; otherwise from AID/W. The IG/SEC representative shall determine
security requirements early in the planning stage.

b. The Office of Overseas Management Support (FA/OMS) is
responsible, in coordination with the appropriate geographic bureau and
the Office of Human Resources Development Management (HRDM), for
designating the Executive Officer for the Opening Team. FA/OMS should
be advised of any special requirements in order to determine the
experience, background, or skills required of the prospective Executive
Officer.

2. Administrative Actions Prior to Departing AID/W

When it has been decided to establish a USAID mission in a country,
the appropriate geographic bureau will complete the following
administrative actions prior to the Opening Team's departure:

a. Consult the post report and discuss with the Department of
State the characteristics and conditions particular to the cooperating
country, including embassy facilities in providing support and services
to meet AID's needs. In particular, these discussions should include
such requirements as utilities, space (both office and residential),
equipment and supplies. It is AID policy to operate and control its own
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2B2a •administrative support services overseas and the Opening Team should
strive to achieve this economically and early. However, if it is
determined through discussions with the Post Management Officer in the
Executive Director's office in the appropriate geographical bureau of
the Department of State, that particular services are best provided at
post by the embassy, a preliminary agreement is developed and the
embassy is advised by the bureau Executive Director of its obligations
in advance of the Opening Team's arrival.

b. Arrange for an allotment of operating expense funds to the new
USAID mission.

c. Arrange for the financial management activities to cover all
identified fiscal requirements. Depending upon the nature of the
country program, appoint a USAID Controller or a Regional Controller to
perform the required financial management functions.

d. Arrange with the Department of State to use the services of
the embassy Cashier. If this is not feasible, appoint a Principal
Cashier and an alternate. Explain duties and responsibilities and give
instructions on records and reports to the Cashier.

e. Obtain instructions for managing and installing the operating
expense (OE) budget.

f. Consult with the Office of Information Resources Management,
Telecommunications, Computer Operations Division (FA/IRM/TCO) on cable,
telefax, and other communications support services. Consult with the
Office of Administrative Services, Information Support Services Division
(FA/AS/ISS) on diplomatic pouch schedule, mailing list, and commercial
courier services.

g. Issue an AID General Notice regarding the opening of a new
USAID mission and include the address, method of communicating, pouch
schedule, APO information, etc.

•

•

h. Initiate the procurement and shipment of office equipment such •
as computers, printers, typewriters, copiers, calculators and office
supplies. Include for procurement a basic supply of all commonly used
AID forms (refer to AID Handbook 18, Appendix A, or the AID Forms
Catalog), non-AID forms (e.g., SF 1169 - United States Government
Transportation Request, SF 1103 - U.S. Government Bill of Lading,
OF 347-0rder for Supplies or Services, etc.), stationery, dictionaries,
biographic registers, Standardized Government Regulations, and AID

•
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Handbooks. These and all other required equipment and supplies are
ordered on form AID 5-7, Supplies/Equipment/Services Requisition.
Submit requisitions to FA/AS/PP with appropriate USAID mission fiscal
data for procurement and shipment to post.

i. Determine motor vehicle requirements and procure directly from
the vendor (see Handbook 23, Chapter 6).

j. Determine the availability of surplus equipment within the
area from other USAID missions and u.S. Government agencies.

k. Issue all necessary directives and authorities required for
the new operation. In particular, delegations of authority, personnel
ceilings and current allotments, appropriation symbols and amounts
should be issued.

2C. Initial Administrative Responsibilities at the USAID Mission

1. Embassy Contacts

Upon arrival at post the Executive Officer should contact the
embassy Administrative Officer and Regional Security Officer and hold
discussions on administrative and security support. These discussions
should cover support the embassy is capable of providing temporarily and
those administrative requirements that are peculiar to the need of AID.
These discussions should include the following:

a. The reason AID is there, the type of program proposed and the
number and categories (i.e., FSN and U.S. direct-hire, Personal Services
Contractors) of personnel to be assigned and recruited.

b. The methods under which the embassy operates, and its
relationship with the host government.

(1) Attitude of the host government and possible support that
can be expected.

(2) Availability of resources on the local economy (i.e.,
personnel and commodities).

(3) Availability of residential units, (U.S. Government
leasing versus Living Quarters Allowance).
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(4) Interim support, if required, that the embassy can
provide in areas such as:

(a) Space: Office and/or Residential.

(b) Transportation.

(c) Building maintenance.

(d) Custodial/General Service functions.

(e) Local personnel administration.

(f) Communications, files and messenger service.

(g) Security support, e.g., guards, storage of
classified materials, etc.

(h) Host country requirements and practices involving
currency exchange, import and customs regulations, tax exemption, etc.

(i) Host country processes and requirements for
notification and accounting of AID-financed commodity imports.

(j) Development and installation of an accounting system
for the USAID mission in accordance with the requirements of AID HB 19,
Financial Management.

c. Other U.S. Government and international agencies active in the
country; their purpose and program relationships of each.

d. Arrangements for introduction and appointments with
appropriate representatives of other U.S. Government, international and
host government entities.

e. When the above steps have been accomplished, proceed with
actions necessary to activate a USAID mission.

2. Host Government Contacts

The objectives of these meetings are to:

a. Establish a working relationship to effect implementation
actions between the host government and the USAID mission.

•

•

•

•

•
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b. Determine the extent to which the host government can provide
support for the program, such as, housing, transportation, supplies and
equipment, maintenance, etc.

c. Identify problem areas that may require resolutions. For
example: Consider any special import or tax laws which could impact on
the quality and timing of USAID logistical support, or any special
currency regulations which the new USAID mission might encounter.

3. Other Contacts

Other U.S. Government agencies may be operating in the area. The
Opening Team should establish rapport with these agencies and use
whatever mutual support services are available through these agencies
and, in turn, extend any services that the USAID mission is able to
provide. For example, the U.S. Information Service (USIS) might provide
communications media. Contacts may also be made with other donors and
with international and private sector organizations to determine the
possibility of mutual cooperation in achieving the developmental
objectives of the host country.

4. Housing

a. Regulations limit an employee's temporary lodging allowance to
three months after the date of first arrival at post; therefore, housing
arrangements for permanent USAID mission personnel shall be given top
priority.

b. It is AID preferred policy that employees lease their own
quarters and be reimbursed in accordance with the provisions of the
Standardized Regulations. Where it is not feasible for employees to
rent privately (scarcity of adequate housing, long-term advance rental
payment requirements, etc.), the USAID mission will provide
government-leased housing.

c. The Opening Team will determine whether the employee can lease
adequately furnished quarters or whether unusual conditions at post
warrant the need of U.S. Government-leased housing and the provision of
residential furnishings.



Page No. Effective Date Trans. Memo. No.
2-6 April 3, 1989 23:79 AID HANDBOOK 23

2C •5. Office Space

•7. Vehicle Procurement and Interim Transportation Arrangements

a. The embassy can be helpful in locating office space. If U.S.
Government-owned realty is not available, office space should be
leased. Security waivers, if required, must be approved prior to
entering into any lease. (Prior AID/W approval is required for an
advance of rent exceeding 18 months as well as for the purchase or
construction of office space). The Opening Team must adhere to security
guidelines on office buildings.

b. Arrangements should be made, if possible, for the host •
government to provide office space for program-funded personnel. This
has the advantage of placing the AID technician and his counterpart in
close proximity to one another and reduces expenditures.

6. Cleaning and Custodial Services

a. Cleaning and custodial services for office space may be
provided for in the lease or through contract arrangements. Direct-hire
personnel should not be used in this capacity.

b. The custodial and maintenance responsibilities for U.S.
Government-held residential properties are set forth in HB 23, Chapter
5, Appendix SA (6 FAM 700).

a. All non-project type vehicles to be titled to the U.S.
Government, including Participating Agency vehicles, are to be ordered
directly through the vendor (see HB 23, Chapter 6). FA/OMS and
FA/AS/PP/AP will assist with the purchase of American-made vehicles when
requested by USAID missions. All project vehicles to be titled to the
cooperating government are to be procured in accordance with procedures
dealing with project commodity procurement.

b. Until the vehicles arrive at post, arrangements for interim
transportation should be made. The Opening Team may:

(1) Arrange with the embassy to share in its motor pool.

(2) Seek assistance from other U.S. Government agencies in
•

the area.

•
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(3) Request the host government to provide transportation.

(4) Contract for the transportation.

8. Records Management

Arrange for a bar-lock safe and restricted area for safeguarding
classified material. Until this is done, it will be necessary to rely
upon the embassy to secure classified material.

9. Property Records System

Establish a property records system to reflect the receipt and
control of USAID mission property in accordance with HB 23, Chapter 4,
Appendix 4A (6 FAM 224.3).

10. Foreign Service National (FSNl Personnel

a. General

Initially, FSN staff recruitment, processing, and hiring
should be done by or with the cooperation of the embassy Personnel
Officer and Regional Security Officer.

b. Administrative FSNs

It is recommended that direct employment of FSN personnel be
held to a minimum practicable level. Administrative support operations,
i.e., guard, cleaning and custodial services may be carried out by third
party contract or non-personal services contract rather than by
direct-hire employees, whenever practicable.

c. Project/Program FSNs

Every effort shall be made to have the host government finance
the employment of necessary FSNs for project/program operations from its
own resources or counterpart funds. The terms of the bilateral
agreement will govern.
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2C •11. Financial Management

a. Generally, only operating expense (DE) funds will be involved
at the outset. Accounts will have to be opened for these funds and
plans developed for handling program funds.

b. Some of the actions which should be taken in relative but not
absolute order of priority are as follows:

(1) Establish a set of allotment accounts and record initial
advices of allotment.

(2) Prepare a USAID mission operating budget and establish
sub-allotments for operating expenses (DE).

(a) Recommend to the Mission Director the designation of
an authority to approve obligation of funds.

(b) Establish an internal system for pre-validation of
obligations.

(3) Establish and record obligations for the payment of
salaries and allowances to USAID mission American and Foreign National
staff as required.

(4) Arrange with the embassy or regional Disbursing Officer
for disbursing, voucher certifying, and payrolling services. Where
arrangements cannot be made with the Department of State, draw funds for
petty cash and have a Principal Cashier designated.

(5) Install a system for reporting and recording time and
attendance of USAID mission employees.

(6) Advise the Mission Director and Ambassador on fiscal
requirements for the establishment of bilateral and project agreements,
procurement authorizations, and other phases of the programming process.

12. Automation Systems

The appropriate FA/IRM/CLS client analyst should be consulted as to
the automation systems that may be useful for post operations and to
determine the appropriate hardware and software required to support
those systems.

•

•

•

•
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CHAPTER 3

COMBINED ADMINISTRATIVE SUPPORT

This chapter consists solely of two documents:

1. The Uniform State/AID/USICA Regulations, 2 FAM 125, "Basic
Principles for Overseas Combined Administrative Support Services"
(Appendix 3A).

2. The "Interagency Agreement between the Department of State and the
Agency for International Development Governing the Establishment
and Operation of Joint Administrative Services" dated June 28, 1979
(Appendix 3B).

The above documents are the governing directives for AID participation in
combined support services.
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APPEND IX 3A

120
UNIFORMITY AMONG THE AGENCIES

121 POUCY
(TL:GEN-262; 10-5-89)
(Unlfotm State/AlD/USIA)

a. Uniformity It) the treatment of overseas pers0n
nel and In overseas administrative practices Is a ma
jor goal of the Department of State, the Agency for
international Development (AID), and the UnIted
StatflS information Agency (USIA).

b. Achievement of uniformity neceaaltates rec0g

nition of each Agency's responsibilities and differing
IeolaJatlve, policy, and organlzatloneJ restrIctJona.

122 RESPONSIBILITIES
(TL:GEN-262: 10-5-89)
(Uniform State/AID/USIA)

AQenc/es al8 raponslble for uniformity In Wash
Ington and In the field.

122.1 Washington
(TL:GEN-262; 10-5-89)
(Uniform Staf./AID/US/A)

a. The Washington offices of State, AlD, and USIA
are responsible for issuing regulations on uniform
administrative practices among the three Agencies
(and others, such as the Peace Corps, Department
of Defense. etc., whenever feasible).

b. A Joint Regulations Board, composed of the
Chief, Directives Branch, Department of State, who
Is chairperson, and one representative each from
AID and USIA, administers the uniform regulations
program under direction of the senior administrative
officers of the three Agencies.

122.2 Field
(TL:GEN-262,' 10-5-89)
(Uniform Sfafe/AID/USIA)

a, The President's letter of September 23, 1981
(see 1 FAM 013.2), places on the ambassador the
responsibility • .to oversee the operation of all United
States Government programs and activities· In the
ambassador's country of assignment.

b. Therefore, after consultation with heads of
other Agency missions, the ambassador:

(1) Issues uniform local rules and practices to
Implement effectively the uniform regulations issued
by Washington; or

(2) On administrative matters not covered by uni
form regulations from Washington, issues uniform
local rules subject to law and to the policies anc:I
regulations, If any, separately prescribed by either
of the three Agencies' headquarters.

c. DIfflcuIUes In adopting uniform local rules anc:I
practices because of differences In the Agencies'
policies or program requirements should be re
ported to Washington with suggestions for develop
ment of uniform regulatlona.

d. In drafting messages to Washington on sub
jects InvoMng unlfonn regulations, drafting officers
should collaborate with counterparts In other Agen
cies wfth a view to making the message uniform.

123 and 124 Unassigned

125 BASIC PRINCIPLES FOR
OVERSEAS COMBINED
ADMINISTRATIVE SUPPORT
SERVICES

125.1 General
(TL:GEN-262; 10-5-89)
(Uniform Stafe/AIDIUS/A)

a. Under the direction of the ambassador, who Is
responsible for the supervision and coordination of
all activities of the United States diplomatic mission
In the country of the ambassador's assignment. the
Department of State, the Agency for Intemational
Development, the United States Information Agency,
and other U.S. Government Agencies participate,
where practical, in joint arrangements to provide re
quired levels of administrative support services to
their Pftrsonnel assigned overseas.

b. Administrative support at diplomatic missions Is
normally provided by the Department of State. How
ever. at specific missions where another Agency
may be in the best position to provide certain admin
istrative support services to other Agencies, such an
Agency with Washington approval may be delegated
responsibility for providing these services.



•
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125.5 Funding
(TL:GEN-262; 10-5-89)
(Uniform St.te/AID/USIA)

Reimbursement to the administering Agency for
all combined support arrangements will be made in
accordance with the provisions of the Foreign Affairs
Administrative Support System (including funding for
cross-servicing arrangements) • Each Agency di·
rectly funds costs from Its own allotments for goods
and services required solely for the USB of that
Agency. In this connection. funding of cross-servic
ing agreements may be handled at post directly be
tween the Agencies concerned.

125.6 Staffing
(TL:GEN-94; 8-1~7)

(Un/form St.te/AID/USIA)
Since the competence of key personnel is the rna·

jar factor in the success of any combined support

125.4 Approval
(TL:GEN-94; 8-16-67)
(Unllotm St.te/AID/USIA)

Approval authority for entering Into joint servictng
agreements depends upor:l the method employed.
Under -Indlvldual/functlonai- eross-serviclng. chiefs
of Agency missions are authorized to enter Into ar
rangements under the criteria specified In section
125.2. When the degree of service obtained from
one other Agency at post meets the level described
as -total support. - or when formal JAO's are estab
lished. Washington approval Is required.

b. Under these circumstances. the administrative
element of the eeMced Agenr:f maintains a simple
contractual relationship with the servicing Agency•

125.3-2 Total Support
(TL:GEN-262i 1D-5-89)
(Uniform State/AiD/USIA)

When essentially aI administrative support func
tions (excluding the AID mission controller function)
are performed by one Agency for two or more other
major Agencies at post. these services are man.
aged by a Joint administrative office (JAO).

(1) Where the capacity of the servicing Agency
enables It to provide the service:

(2) Where the acquiring AgenCy does not have
and does not wish to develop the capability neces
sary to provide essential support of this nature; and

(3) When the servicing Agency can prcMde ade
quate service at lower cost.

2 FAM 120
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125.2-2 capability
(TL:GEN-262; 10-5-89)
(Uniform Stat.,AlDIUSIA)

NormaUy. the Agency In the best position. In
terms of auppon personnel at the mission. should
provide administrative aervIcea to other Agencies.
When full consolidation Is not practJcal. croaa-serv
king whtch results In economy or Improved services
Is encouraged.

125.2-3 Economy
(TL:GEN-262; 10-5-89)
(Un/form State/AID/US/A)

Combined services should result In savings to the
U.S. Govemment when It Is poaaIbIe to:

(1) Reduce or combine staffs. whether supervi
sory or nonsupervlsory. U.S. or local national;

(2) Eliminate duplicate facilities. such as ware
houses. motor pools. office space. or printing
plants; or

(3) Combine the management of .xpendabl. and
nonexpendab/e supplies. Nonexpendable supplies
and equipment will continue to be purchased by and
carried on the Inventory of the using Agency.

125.3-1 IndivIdual Functions
(TL:GEN-262; 10-5-89)
(Uniform St.t./AlDIUSIA)

a. Service may be acquired by one Agency from
another Agency at post for any individual service:

125.3 Methods
(TL:GEN-262,' 10-5-89)
(Uniform State/AID/USIA)

There are two basic methods of combining .dm/n
Istratlve support arrangements.

125.2 Crlterla/Guldellnea
(TL:GEN-262i 10-5-89)
(Uniform Stat.,AlD/USIA)

Comblned seMclng Is encouraged when the crI
tetla that follow are or wtn be met to the eatJafaetlon
of potential participating AgencIes.

125.2-1 Effectiveness
(TL:GEN-262i 10-5-89)
(Uniform Stat.,AlD/USIA)

AU admInJsttrltlve aupport arrangementa wtn pr0

vide an eesentIaIleveI of eeMce rendered In a man
ner which Is responsive to the needs of the 88tVIced
Agencies.
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organization. qualified individuals are selected with
out regard to parent Aoenr:t and, as appropriate,
may be detailed or ualgned to the Agency providing
the support service on a ntlmbursable baaIs. AssIgn
ments of key IndMduaIa to JAO positions wID be
cleared by the Wuhlngton reg&onal management.
executfve, or admInlattatlve offlce of eppropriate
Agencies.

125.7 Regulatlon8
(TL:GEN-262: tD-5-89J
(Unlfonn State/AID/USIA)

Major Agencies paltlclpatJng In combined edmln/s
tratlve 8Upport arrangements will attempt to enlarge
the body of uniform regulations which govern the
provision of these seMces. Where an Agency has
special legislative authortty or restrictions not applI
cable to other Agencies. the regulation will rec0g

nize variations In suppan.

125.8 Washington Backstopping
(TL:GEN-262; 10-5-89)
(Uniform State/AiDIUS/A)

a. Major Agenclaa participating In combined ad
mln/strtJtlve support arrangements will designate c0

ordinators at the Washington level to whom prob
lems relating to joint servicing can be referred. Spe
cifically:

(1) A single Individual will be designated In such
Agencies to resolve problems of agency-wide sig
nificance that may arise: and

(2) Single representatives. at the regional man
agement or administrative office level. will be desig
nated to respond to operational requirements.

b. A list of Agency representatives will be pre
pared and maintained by the Office of the Under
Secretary for Management In State and made avail
able to the Agencies Involved.

c. Responsibility for leadership and coordination
of Washington backstopping will rest with the appro
priate regional Assistant Secretary of the Depan-

ment of State. In conformity with the prtnclpJes of
NSAM-341 of March 2. 1988.

125.9 Performance Review

125.9-1 Operations
(TL:GEN-262; 10-ugJ
(Uniform State/AiD/USlAJ

AD Agenclea concerned In combined adtnIn/$tra
tlve support arrangements wi! periodically appraise
and review the performance of combined service or
ganizations. PartIcular attention wID be paid to the
identification of problem areas and the·development
of mechanlama to Improve the service. PrImary re
sponsibility for the maintenance of satisfactory serv
Ice Is vested In the office of the appropriate regional
Assistant secretary of the Department of State.

125.9-2 Staff
(TL:GEN-262; 10-5-89)
(Uniform State/AID/USIA)

Supervisors will rate subor'dlnatu In combined
support a"anoements accordlno to the standards
end on the ratlno forms used by the subordlnata'
parent Af1IJncles. The ambassador or deputy chief of
mission (OCM) will rate the JAO chief. When the
OCM Is the rating officer, the ambassador willed es
reviewing oNIcer. The head of each serviced A(Jency
will provide the ambessador or OCM with an advisory
report to assist In preparing the evaluation. With the
exception of AID employeu, such an advisory report
by the rated member's parent Af1IJncy will also be In
clUded as an attachment to the evaluetlon. AID pro
cedures do not permit the use of attachments to the
EER. However, written cornments on special acts or
special performance by AID employees, above and
beyond those normally treated as evaluation- factors
In the yearly EER, may be forwarded for review and
possible Inclusion In the employee's evaluation folder
as a seperete exhibit.

126 through 129 Unassigned
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APPENDIX 3B

INTERAGENCY AGREEMENT
BETWEEN

THE DEPARTMENT OF STATE
AND

THE AGENCY FOR INTERNATIONAL DEVELOPMENT
GOVERNING THE ESTABLISHMENT AND OPERATION

OF
JOINT ADMINISTRATIVE SERVICES

I. PURPOSE

"Basic Principles for Overseas Combined Administrative Support Services,
"2 FAM 125, calls upon the foreign affairs agencies and other U.S. agencies to
participate, where practical, in joint arrangements to provide required levels
of administrative support services to their personnel assigned overseas. The
FAM encourages combined servicing when criteria as to effectiveness and
economy can be met and includes the further gUideline that when full
consolidation is not practical, cross-servicing among agencies which results
in economy or improved services is encouraged. The purpose of this agreement
is to set forth agreed procedures governing the establishment and operation of
Joint Administrative Offices (JAOs) in circumstances in which full
consolidation is deemed practical, effective and economical.

II. POST PROPOSALS FOR ESTABLISHING A JAO

To enable the Department and AID to evaluate th~ merits of proposals by
Chiefs of Missions and AID Principal Officers for the establishment of JAOs,
field posts will prepare a JAO draft agreement using the gUidelines furnished
below:

A. The provisions of 2 FAM 125 and Department Airgram A-768 of
February 15, 1977, should be followed. If a deviation is considered
necessary, it should be explained and justified. A JAO shall cover only
common administrative support services. AID program functions including
procurement of program commodities and services and the AID Mission
Controller function are excluded unless authorized by State and AID on
an exception basis.

B. Each function and subfunction set forth in 4 FAM 130 should be
identified in the draft agreement as to whether or not the JAO will
provide these specific services to AID contract and PASA personnel, as
well as AID direct-hire personnel. As necessary, special or limited
support arrangements should be briefly explained, e.g., specific
arrangements to provide support to AID employees in locations where
State has no representation. A definitive statement should be included
as to whether the JAO will provide· the following services to AID: (1)
maintenance of household furniture and equipment issued to AID occupied
houses; (2) maintenance of quarters; (3) customs clearance; (4)



•

•acquisition and utilization of motor vehicles including AID special
purpose vehicles; (5) accountability for and reporting of AID expendable
and non-expendable property; (6) accountability for and managing of real
property as indicated in Paragraph IV D.; and (7)
requisitioning/accounting for expendable supplies.

C. If the JAO is to provide administrative support services to
AID-Financed personnel (whether AID direct-hire, AID contract, or PASA
employees) outside the capital city, the type and extent of the services
should be covered in sufficient detail to assure mutual understanding.
If the JAO is unable to provide support to such employees, this fact
should be spelled out. The Post's Proposal should then include the
recommendation that an AID Management Officer position be established as
part of the AID staff. The duties to be performed separately and
exclusively for AID by this officer as well as the interface with JAO
operations should be clearly defined so as to preclude duplication of
functions performed in the JAO.

D. A recommended staffing pattern for American and local positions
should be submitted. Each position should be designated either as CORE
or DAS. Any special staffing arrangement desired should be specified.

E. The Inter-Agency Council for Consolidated Operations (IACCO) will
consider and decide upon field proposals to establish new JAOs and would
be the mechanism to resolve any major policy issues emanating from this •
agreement.

Page No. Effecthe Date Trans. Memo. No.
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III. ASSISTANCE AND IMPLEMENTATION

Joint State/AID Washington Administrative Management Assistant Teams
(AMAT) will be formed through working group initiatives to assist JAOs through
TDY in the following areas:

A. Inventory training and the maintenance of inventories of
non-expendable furniture and equipment of all agencies to facilitate
acquisition, inventory recordkeeping, sale and utilization of proceeds
from such material.

B. Post operating procedures and regulations.

C. Implementing a Merit Promotion System for local national employees
of all U.S. Government agencies at the Post where such a system does not
now exist.

•
D. Determining in the field the feasibility of establ'lshing a JAO and,
where necessary, assisting the Post in the initial implementation of a
Washington approved JAO.

•
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E. Providing prompt assistance with the implementation of Section 401
of the Foreign Relations Act, FY-1979 (employment of dependents)
particularly at those Posts where the availability of trained host
country personnel is limited.

F. Providing TOY assignments to fill crucial vacancies on a timely
basis.

G. Any other special problems peculiar to providing administrative
services.

IV. OPERATING PRINCIPLES

A. Resources made available to the Department and AID (and other
agencies as the case may be) will be used to support Joint
Administrative Offices, and neither State nor AID will be required to
supplement each other's share of positions, funds and material required
to support the joint operation.

B. The governing principles of the FAAS system as set forth in 4 FAM
100 and State Airgram A-1761, dated March 21, 1976, as amended, are part
of this agreement. It is further agreed that where an increase in AID
activities is the primary or sole cause for the need for additional U.S.
and/or Foreign National personnel in a JAO, AID may detail to the JAO
direct-hire Americans, Third Country Nationals, and Host Country
Nationals as appropriate. State positions will be established for these
personnel under FAAS procedures as DAS Special Staff. In these cases,
State will initially fund the Post assignment costs. These costs will
include travel, housing, furnishings, and other costs related to support
at Post, but exclude salary and benefit costs paid directly by AID. AID
will subsequently fully reimburse State for the costs incurred during
the remaining part of the current fiscal year, plus one additional full
year. Thereafter, all DAS costs will be shared by all agencies at Post,
except State, according to the established DAS funding procedures.

Finally, when AID's activities are reduced in scope or the program in phased
out, AID may reduce its personnel contribution to the JAO in proportion to its
remaining activities, upon arrival of the Council.

C. Bureau level management will handle the day-to-day operational
requirements which need not be referred to the Inter-Agency Council on
Administrative Support. Responsibilities of these Bureaus shall
include, but not be limited to the following:

1. Providing coordinated long range support planning.

2. Arranging timely personnel assignments to positions delineated
in Paragraph IV H.
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3. Determining appropriate levels and funding of vehicles and
equipment for JAOs.

4. Responding to file queries and complaints on support levels,
FAAS budgeting, etc.

5. Insuring compliance with pertinent regulations, GAO
gUidelines, etc.

6. Developing, or reviewing proposed new JAO agreements, and
approving amendments to existing agreements within the principles
of this general inter-agency accord. Questions and problems that
the Bureau level management cannot resolve will be submitted to a
senior level officer in each agency for resolution as outlined in 2
FAM 125.8(1) who may refer the issue to the Inter-Agency Council on
Administrative Support.

D. The JAO will assume AID's real property responsibilities wherever
practicable per the recent State/AID agreement in principle to have a
single real property manager at each Mission. The acquisition and
management of residential property will be in accordance with the
policies and standards set forth in Airgram 1093, dated April 5, 1979.
The accounting for AID's real property will be in accordance with
Handbook 19 of the AID Directives system.

E. The Department of State will continue to be responsible for the
regular inspection of JAOs and the provision of reports thereon to AID.
THe responsibility for the audit of JAOs utilizing substantial AID
resources will be shared jointly by the Inspector General of the
Department of State and the Auditor General of AID within the gUidelines
set forth in this paragraph. On an annual or other periodic basis, as
determined by the Inspector General in coordination with the Auditor
General, a schedule of audits of JAOs will be prepared by the IG and
AG. Final approval of the schedule so prepared will rest with the
Inspector General. The audit reviews so scheduled will be carried out
by joint AG/IG audit teams, normally with equal representation and sized
to the scope of the audit task. The audit schedule will assign specific
responsibility for the conduct of each audit review from preparation of
plan, through execution of the audit itself to and including preparation
and issuance of the report to either IG or AG or both as mutually agreed
to. The reports issued will be joint reports of the IG and AG; be
reproduced by the Department of.State; and distributed within the
Department of State and AID in accordance with the respective
requirements and regulations of each agency. The Inspector General will
oversee the compliance process for the recommendations in the audit
reports in accordance with standard Department of State practices.

F. Prior to assignment to JAOs, State and AID personnel will be given
appropriate consultation and/or training to familiarize them with all
applicable State and AID policies, regulations and procedures.

•

•

•

•

•
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G. To provide an appropriate level of administrative servlclng for AID
all factors such as the level and complexity of the AID program and the
size of the AID Mission will be given full recognition by the Department
in the job classification of all JAO American positions.

H. The Department of State through its Office of Personnel and the
Agency for International Development through its Office of Personnel,
and in close consultation with appropriate geographic bureaus in both
agencies, will assign personnel from both the Department and AID to the
Administrative Positions listed in Paragraph 7 below in accordance with
the following arrangements and procedures:

1. Candidates from both the Department of State and AID will be
considered for the positions listed at the appropriate time when the
positions become available for reassignment. Ordinarily, this would be
six to nine months in advance of the rotation date of the incumbent.

2. In anticipation of a position's becoming available for
reassignment, the appropriate regional bureaus of the Department and AID
will consult for the purpose of arriving at a joint recommendation to
their respective Offices of Personnel concerning whether a State or AID
person is to be assigned to the position. Such recommendations to the
two Offices of Personnel will be supported by discussion of relevant
factors bearing on the choice.

3. The Office of Personnel in the Department of State, upon receipt of
the recommendations of the respective regional bureaus and, where
appropriate, of the Office of Personnel of AID, will make the final
assignment in accordance with existing procedures followed by the Office
of Foreign Service Career Development and Assignments.

4. AID personnel selected for the position listed or for any others
which may be added in the future will be assigned under normal AID
Assignment Board processes on a reimbursab'le detail to the Department of
State.

5. Personnel presently serving in the positions listed in IV.H.7.
below will complete the tours of duty which were previously scheduled
for them unless a need for curtailment is determined by either agency in
accordance with its existing procedures. Tours of duty for personnel
assigned in the future of these positions will be made in accordance
with the tour of duty policy in effect for the position by the
Department of AID for its respective employees.

6. To facilitate orderly manpower planning on requirements and
staffing for these listed positions, and also to regularize the
documentation procedures by which assignments of personnel from the
respective agencies are made, a joint State/AID mechanism will be made
in accordance with the tour of duty policy in effect for the position by
the Department or AID for its respective employees.
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6. To facilitate orderly manpower planning on requirements and
staffing for these listed positions, and also to regularize the
documentation procedures by which assignments of personnel from the
respective agencies are made, a joint State/AID mechanism will be
developed immediately upon the signature of this agreement to permit the
orderly approval of assignments.

7. The administrative positions available to qualified U.S. Direct
Hire candidates of State and AID at posts where there is JAO shall be
the following:

(a) Administrative Officer
(b) Deputy Administrative Officer
(c) Supervisory General Services Officer
(d) General Services Officer
(e) Assistant General Services Officer
(f) Personnel Officer
(g) Assistant Personnel Officer
(h) Budget and Fiscal Officer

•

•
/s/

John M. Thomas
Assistant Secretary
Bureau of Administration
Department of State

6/28/79
(Date)

/s/
D. G. MacDonald
Assistant Administrator
Bureau of Program and

Management Services
Agency for International

6/28/79
(Date)

Development •

•

•
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CHAPTER 4

OVERSEAS PERSONAL PROPERTY MANAGEMENT

This chapter consists solely of the Uniform State/AID/USIA/Commerce/Agr;culture,
6 FAM 220, Overseas Personal Property Management. The Uniform Regul ations
(Appendix 4A) are the governing directives for USAID management of personal
property abroad.

'\-
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220
PERSONAL PROPERTY MANAGEMENT

221 GENERAL POLICY AND
PROCEDURES

221.1 Purpose
(TL:GS-21; 6-4-93)
(Uniform State/AlDIUSIA/
CommercelAgriculture)

These regulations prescribe policy. principles, re
sponsibilities. and related requirements for manage
ment. accountability, utilization, maintenance, and dis
posal of all personal propeny controlled by an overseas
establishment of State. AID, USIA, Commerce. or
Agriculture.

221.2 Authority
(TL:GS-21; ~-4-93)

(Uniform StateIAlDIUS/A/
Commerce/Agriculture)

Authorities for these regulations are contained in 22
;.S.C. 2656 and 2258. in the General Accounting Of

fice Policy and Procedures Manual for Guidance of
Federal Agencies, Title 2, Chapters I, 2, 3, 4, and Ap
pendices I and II; the Federal Propeny and Adminis
trative Services Act of 1949, as amended; 31 U.S.C.,
Chapter 35, Subchapter II, Subsections 3512(a) and
(b); 40 U.S.C., Chapter ·10, Subchapter II, Subsec
tions 481(c), 483(b) and (c), 484(c) and Subchapter
III. Section 511 and Subsection 514(b).

221.3 Statement of Policy
(TL:GS-21; 6-4-93)
(Uniform State/AlDIUSIA/
Commerce/Agriculture)

It is the policy of the U.S. Government to obtain
maximum use of all propeny in its possession through
efficient requirement planning, accountability, utiliza
tion, maintenance, and disposal procedures. Unless
otherwise provided for in these regulations, use of U.S.
Government propeny for personal reasons is prohib
ited. Within available resources, each overseas estab
lishment shall develop propeny management proce
dures in sufficient detail to ensure proper care, control,
:ld accountability of Govemment-owned personal

propeny. Such procedures shall be established within
the scope of this regulation.

221.4 Assistance/Clarification of
RegUlations and
Authorization of Exceptions

(TL:GS-21; 6-4-93)
(Uniform State/AlDlUSIAI
Commerce/Agriculture)

a. In general. requests for interpretation or clarifica
tion of these regulations or requests ror exceptions to
the regulations shall be directed to the parent agency.
Requests for exceptions must be supponed by written
justification from the overseas establishment and will
be subject to parent agency approval before action is
taken at post.

.b. State Only: Requests for clarification of or ex
ception to these regulations shall be directed to Chief,
Propeny Management Branch (A/OPRIST/S/PM).

c. AID Only: Requests for clarification of or excep
tions to these regulations must be directed to FA/OMS.

221.5 Definitions
(TL:GS-21; 6-4-93)
(Uniform State/AlDIUSIA/
Commerce/Agriculture)

The following definitions apply to the regulations in
6 FAM 220 and 6 FAH-l 220.

(1) Accountable Property:
(a) State Only: Nonexpendable personal proper

ty, in use, with an invoice cost of S500 or more; ex
pendable 'and nonexpendable personal propeny in
stock inventory, regardless of cost; nonexpendable res
idence furniture and equipment, regardless of cost; se
rial numbered equipment with an invoiCe cost of $100
or more; and leased or loaned p\'openy regardless of
cost.

(b) AID Only: All nonexpendable propeny; all
serially-numbered equipment; and expendable stock
inventory.

(2) Accountable Property Officer (APO): The
accountable propeny officer is an officer or employee
designated in writing by the propeny management offi
cer with responsibility for day-to-day propeny activi
ties (see section 221.6-2).



Page No. Effective Date Trans. Memo. No. AID Handbook 23,

4A-2 as indicated 23:82 App. 4A

6 FAM 220

(3) Acquisition Cost:
(a) The acquisition COSt of personal propeny is the

total of the amount paid to the vendor (invoice COSt)
plus any transportation charges: handling and storage
costs: labor and other direct or indirect production "
costs (for goods produced or constructed): and outside
services for designs, plans, or specifications, billed from
sources other than the vendor.

(b) AID Only: See section 225.1-lc which applies
when recording acquisition cost.

(4) Administrative Property: Basic common-use
furniture, furnishings, and equipment (including resi
dence propeny) usually available through normal sup
ply channels (e.g., desks, chairs, office machines, so
fas, beds, refrigerators, etc.).

(5) Aisle: Any passageway within a storage area.
(6) APO: See definition for Accountable Propeny

Officer.
(7) Battery Charging Space: That space utilized

as a charging area for storage batteries of electric-pow
ered materials handling equipment. Includes area for
parking equipment for battery charging purposes.

(8) Bill of Lading: A receipt listing goods shipped
that is signed by the agent of the owner of a ship or
issued by a common carrier.

(9) Bin Storage: The storage of supply items which
are generally small. have a fast turnover, and are issued
in less than full canon quantities.

(10) Board of Survey: A board to review cases in
volving lost, stolen, or damaged 'government propeny
(see section 226.5-2).

(11) Bulk Storage: Storage in warehouse of any
large quantity of supplies usually in original containers
which are not appropriate for pallet rack or bin storing.

(12) Capitalized Personal Property: Nonexpend-'
able personal propeny that has an invoice cost of
S5,000 or more and an estimated service life of 2 years
or longer which must be capitalized and reponed in the
Agency's financial statements.
, (13) Concealed Damage: Damage which is not evi

dent at the time of delivery but is discovered after the
package/canon is opened and the contents examined.

(14) Cubic Meter Storage: Net storage space (in
square meters) multiplied by the unobstructed stacking
height permitted by safety regulations/restrictions in a
panicular storage area.

(15) Cupboard Stocks: Cupboard stocks are ex
pendable supplies located in office supply cabinets. etc.
(not in a secure supply room), which are maintained
to meet immediate normal requirements -- usually not

to exceed a 3D-day period. Pans are not included in
the cupboard stock category.

(6) Expendable Personal Property: Propen
which. when put in use, is consumed, loses its identity,
or becomes an integral pan of another item of proper
ty. Examples are: office supplies. automobile tires. ma
chine pans. and desk trays.

(17) Floor Load Rating: Weight that can safely be
supponed by a floor, expressed in kilograms per square
meter of floor space.

(18) Foreign Affairs Administrative Support
(FAAS): The FAAS program is the mechanism for
providing administrative services which are a common
requirement of U.S. Government agencies oversea~

FAAS provides a method of determining administra
tive suppon costs and distributing them among sup
poned agencies (see 4 FAM Appendix B).

(19) Foreign Excess Personal Property: Propeny
located in a foreign country, under the control of a
Federal agency. no longer needed locally, and deter
mined by the head of the agency that it is no longer
required by 'the agency elsewhere. Overseas establish
ments are not to use the word "surplus" on disposal
documents because this term is reserved for GSA use.

(20) Forklift Truck: A type of materials handling
equipment which is designed to pick up, carry, and
stack unit loads of materials. .

(21) Hazardous Property: Material consisting of
explosives, flammables, corrosives. combustibles. oxi
dizers. poisons. toxics, sources of ionizing radiation or
radiant energy, biologicals and radiologicals, magnet
ics, and compressed gasses, which because of their na
ture, are dangerous to store or handle and present real
or potential hazards to life and/or propeny.

(22) Honeycombing: The storing or withdrawing of
supplies in a manner which results in vacant space that
is not usable for storage of other items.

(23) Inspection: Examination and testing of sup
plies and services to determine whether the supplies
and services conform to contract requirements.

(24) Inventory: A physical count performed to de
termine the on hand quantity of an item or group of
items.

(25) Invoice Cost: The invoice cost of personal
propeny is the total of the amount paid to the vendor
(including related costs such as transportation or instal
lation, if billed by the vendor).

(26) Loading Platform: A flat surface to facilitate
loading or unloading, usually erected alongside a ware
house at the approximate level of a truck floor.

(27) Locator System: A record which shows the ex
act location of supplies stored within a storage activity.

•

•

•

•

•
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(28) Materials Handling Equipment: Such items
'\s forklift trucks, towing tractors. warehousing indus
.131 cranes, straddle-carry trucks, pallet trucks, plat

form trucks. and conveyor systems. used in storage and
handling operations.

(29) Nonexpendable Personal Property: Propeny
which is complete in itself. does not lose its identity or
become a component pan of another item when used.
and is of a durable nature with anticipated useful life
of over 2 years. Examples are furniture. office ma
chines. ADP equipment. and communications equip
ment.

(30) Overseas Establishments: Offices of U.S.
Jovernment agencies located overseas.

(31) Pallet: A low ponabIe platform of wood. met
al. or fiberboard which facilitates the act of moving,
storing. and transporting of supplies as a unit.

(32) Pallet Racks: Storage aids which provide a
suppon for pallets that are independent of lower loads.
They are used where the material to be stored is not
strong enough to suppon the superimposed load. is ir
regular in shape. is too small for bulk storage. or too
large for bin storage.

(33) Pallet Support Sets: Intended to form box
type pallets when assembled onto flat wood pallets, to
allow for stacking of pallets containing irregularly
.;haped commodities that are susceptible to crushing.

(34) Palletizing: The placement and securing.
when necessary. of units or containers on pallets.

(35) Parent Agency:
(a) General: The agency of the U.S. Government

to which the overseas establishment reports and from
which it is supponed.

(b) AID Only: USAID missions and offices or oth
er entities repon directly to AIDIW: AIDIW denotes
the headquaners operations AID.

(c) USIA Only: USIS country offices and other
installations repon directly to USIA. Washington.

(36) PDO: See definition for Propeny Disposal Offi
cer.

(37) Personal Property:
(a) Personal propeny has a characteristic of mobil

ity. It includes such items as vehicles. furniture, equip
ment. supplies. appliances. and machinery. It refers to
aU propeny not otherwise classified as land. land im
provement. buildings. and structures which are normal
ly referred to as real propeny or realty.

(b) Prefabricated movable structures such as But
ler-type warehouses. Quonset huts. house trailers (with
or without undercarriages). which. while in use. are
classified as real propeny. may be reclassified as per
sonal propeny for disposal or use elsewhere. Missions

having such propeny shall submit Real Estate Manage
ment System (REMS) Form 001 .

(38) Pilferable Property: Propeny that must be
protected because of its ready resale value or personal
utility.

(39) PMO: See definition for Propeny Manage
ment Officer.

(40) Program Property:
(a) State Only: Specialized propeny associated

with a unique program where the overall management
and technical expertise is controlled by a single bureau
or agency. and which is generally funded by that bureau
or agency (e.g.• motor vehicles,communications equip
ment. and security equipment).

(b) USIS Only: See MOA IV 950.

(41) Property Disposal Officer (PDO): The prop
eny disposal officer is responsible for the disposal 0'

unneeded propeny (see section 221.6-3).
(42) Property Management Officer (PMO

Functional responsibility for propeny managemen'
inherent in the positions of the administrative off
or USAID executive officer. The propeny manage'
officer is responsible for all functions of propeny
agement and is authorized to delegate to othe. v •.:o •

citizen officers responsibility for day-ta-day propeny
activities (see section 221.6-1).

(43) Receiving Area: Area used for checking and
. inspecting incoming material.

(44) Receiving Clerk: The individual(s) designated
in writing to receive and inspect propeny for the post.

(45) Reconciliation: Action taken to rectify discre
pancies between the physical inventory and propeny
records.

(46) Replacement Property: Replacement proper
ty is any personal propeny for which there is a continu
ing need on a worldwide basis by the parent agency
such as: office furniture and equipment; household
furniture. furnishings. and equipment; motor vehicles
and automotive parts; tires; and any other propeny
having a continued general use. The proceeds of sale
for replacement propeny are used to purchase similar
propeny. Replacement propeny is not declared excess
by the post except as noted in section 227.1-2.

(47) Rewarehousing: Relocation of supplies and
equipment within the same storage facility to improve
access or use of space.

(48) Salvage: Personal propeny that has some value
in excess of its basic material content. but which is in
such condition that it has no reasonable prospect of
use and its .repair or rehabilitation is impractical.



c. Vacating any delegated position for these fu.r.
tions automatically causes responsibility to reven to
propeny management officer.
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a. The propeny management officer must be a U.S.
citizen. Functional responsibility for propeny manaf •
ment is inherent in the positions of the administrati~...
officer. or the USAID executive officer. Therefore. the
head of the overseas establishment shall designate. in
writing. the incumbent of one of those positions to
serve as propeny management officer (PMO). At small
posts not having these positions. the principal officer
will serve as the propeny management officer.

b. The propeny management officer is responsible
for all functions of propeny management and is autho-
rized to delegate to other U.S. citizen officers. prefer-
ably members of the PMO's staf£. responsibility for the
following propeny management day-to-day aCtivitie....

(1) Ordering;
(2) Receiving;
(3) Storage;
(4) Utilization;
(5) Accountability;
(6) Standardization;
(7) Maintenance and repair;
(8) Inventorying;
(9) Disposal; and
(10) Settling disputes about propeny control.

6 FAM 220

(49) Scrap: Material that has no value except for
its basic material content.

(50) Security: Protection of supplies against theft.
sabotage. or other malicious acts.

(51) Sensitive Property: Material which requires
a high degree of protection and control due to statutory
requirements or regulations; items which are of high
value; items which are highly technical.

(52) Shared Warehouse: A warehouse occupied by
two or more Departmental organizations or agencies.
The warehouse is clearly divided among owning agen
cies and propeny is not commingled.

(53) Stack: A quantity of supplies stored venically.
occupying approximately one pallet space on the floor.
utilizing the necessary storage aid to assure stability
(i.e .• pallet loads of supplies placed on the other to
form a "stack").

(54) Sticker: A wooden stick or strip placed be
tween boards of plywood sheets stacked in piles to has
ten drying and reduce warping - also cal1ed "crosser".

(55) StOCk Control Clerk: The individual assigned
to post supply action receipts and issues to the stock
control records.

(56) Stock Control Records: Propeny records
which identify the kind and quantity of expendable and
nonexpendable propeny in the warehouse available for
issue to post activities.

(57) Stock Items: Material stored to meet future
requirements and routinely replenished as quantities
are depleted.

(58) Storage Aids: Devices. accessories. equip
ment. and materials used to facilitate the storage and
handling of materials. and which are designed specifi
cally to provide a means of storage which will permit
the greatest utilization of storage space with a minimum
of handling and the maximum of accessibility.

(59) Tally: To list or check off (as a cargo) by item.
(60) Trust Fund Property (AID Only): Any prop

eny purchased with trust funds. Title to this propeny
is vested in the name of the host government and may
be used only for AID related activities.

221.6 Responsibilities
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA!
Commerce /Agriculture)

a. The Director of the Office of Supply and Trans
portation (AlOPRlST) for State and the Director of
Overseas Management Suppon (FA/OMS) for AID
are the designated agency propeny management offi
cers and have been delegated responsibility for:

(1) The formulation of policies and procedures
which will foster effective and efficient utilization of
personal propeny through the prevention of 10
waste, unauthorized or improper use. and unwarranteu
accumulation of propeny;

(2) The establishment of controls to ensure that in
ventory. accountability records and maintenance re
cords are properly maintained; and

(3) Periodic review and surveillance of the propeny
control systems implemented by overseas posts.

b. So that personnel involved in propeny manage
ment functions at posts are ful1y aware of their responsi
bilities. the head of the establishment shall ensure th
propeny management responSibilities are included I.

the job and work requirements of those employees.
State rating and reviewing officers wil1 address these
responsibilities as pan of the normal EER process.

221.6-1 . Property Management Officer
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA!
CommerceIAgriculture)

•

•
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221.6-2 Accountable Property Officer
(TL:GS-21; 6-4-93)
(Uniform State/AiDIUSIA/
Commerce/Agriculture)

a. The accountable propeny officer (APO) must be
a U.S. citizen direct-hire employee designated in writ
ing by the propeny management officer. If the duties
include APO responsibilities for other agencies (e.g.,
keeping propeny records. taking and reconciling physi
cal inventory, preparing agency-specific reports, and
signing Propeny Survey Reports) the propeny manage
ment officer must notify the APO of these responsibili-
'es via memorandum.

b. At a small post not having a general services offi
cer to serve as APO, the propeny management officer
may retain APO operational responsibilities.

c. Notwithstanding designation restrictions in the
paragraph a above, in extreme circumstances. designa
tion of a U.S. citizen contractor or FSN general ser
vices specialist to serve as accountable propeny officer.
under the direct supervision of the administrative offi
cer or executive officer, is sometimes permissible at
small posts. However, any such exception requires writ
ten approval of AlOPRlST/S/PM for State and FA/
OMS for AID. Requests for exceptions must include

, d complete explanation of the circumstances involved,
an explanation of the duties to be performed by the
employee to be designated, the employee's employ
ment status, and a statement confirming that the em
ployee will repon directly to the propeny management
officer or the USAID executive officer, as appropriate.

d. The accountable propeny officer is responsible
for:

(1) The custody. care, and safekeeping of all prop
eny under control of the post;

(2) The maintenance of all required propeny re
cords;

(3) The accomplishment and reconciliation of
physical inventories and the certification of inventory
reports;

(4) The preparation of survey reports of shortages
or damages and the forwarding of such reports to the
propeny management officer for approval or referral
to the Propeny Survey Board;

(5) The preparation of propeny repons required by
the parent agency;

(6) The approval of requisitions for procurement
of personal propeny.

(7) The conduct and documentation of periodic
: utilization surveys to insure that propeny is correctly

assigned and cared for, and to identify unneeded prop
eny for reassignment or return to stock.;

(8) The conduct and documentation of periodic.
unannounced spot counts of expendable and nonex
pendable propeny in warehouses to verify propeny re
cords. Discrepancies between propeny records and
physical counts must be reconciled (see 6 FAH-1
226.4-2).

(9) The periodic review of cupboard stock issues;
and

(10) The supervision and training of personnel to
whom the aforementioned duties are delegated.

221.6-3 Property Disposal Officer
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. The designated propeny disposal officer (PDO)
must be a U.S. citizen officer designated in writing by
the propeny management officer and shall be an offi
cial other than the accountable propeny officer. It is
desirable, but not mandatory, that the propeny dispos
al officer also have propeny management and supply
management experience.

b. Although the propeny disposal officer is generally
responsible for the activities indicated below, in situa
tions where it is not possible for the propeny disposal
officer to become generally involved with routine ad
ministrative detail (e.g., preparation of disposal docu
ments, making arrangements for sales, etc.), the prop
eny management officer may delegate responsibility for
these actions to the accountable propeny officer, ex
cept in those instances where an exception has been
granted and the accountable propeny officer is not a
U.S. citizen direct-hire employee· (see ·6 FAH-1
221.6-2). For internal control purposes, and to satisfy
separation of duties requirements. however, the prop
eny disposal officer must be a witness to key disposal
activities, such as those on sale day (e.g., cash pay
ments and the issuing of bills of sale), and must ensure
that proper disposal related entries are made on the
Form OF-132, Propeny Disposal Authorization and
Survey Repon.

c. At a small post where it is not possible to designate
a propeny disposal officer or where the accountable
propeny officer is not a U.S. citizen direct-hire em
ployee, propeny disposal officer responsibilities remain
with the propeny management officer.

d. Generally, the propeny disposal officer is respon
sible for:

(1) Selecting the most advantageous method of dis
posal of personal propeny as authorized by the com
pleted Form OF-132, Propeny Disposal Authorization
and Survey Repon, or AID Form 5073, AID Disposal
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Record, for AID missions. in accordance with these
regulations;

(2) Developing written internal procedures for the
various methods of disposal;

(3) The maintenance and distribution of pertinent
records and liaison with related activities. particularly
fiscal and property records sections;

(4) The execution of bills of sale or other docu
ments which may be necessary to transfer title of the
property;

(5) Adherence to local laws and tax regulations;
(6) Securing property during the sale process and

effecting prompt removal after disposal;
(7) Insuring correct deposit of sales proceeds; and
(8) The training and supervision of personnel to

whom the aforementioned duties are delegated.

221.6-4 USAID Controller
(TL:GS-2J; 6-4-93)
(AID Only)

The USAID controller is responsible for the estab
lishment of procedures required to provide U.S. dollar
monetary accounting control for nonexpendable AID
owned property pursuant to regulations covered in AID
HB 19, Financial Management Handbook. Establish
ment of these procedures requires close coordination
with the property management officer.

221.6-5 USAID Regional Inspector
General

(TL:GS-21; 6-4-93)
(AID Only)

(2) Determining specifications and quantities of se- •
curity property reqUired based on inspection and analy·
sis of individual posts;

(3) Submitting requisitions for procurement of se
curity property;

(4) Receiving security property at the IG/SEC ware
house where it is stored until distributed overseas;

(5) Conducting appropriate inspection and bench
testing of equipment prior to shipment overseas;

(6) Notifying overseas missions via telegram when
security property shipments have been initiated;

(7) Authorizing the redistribution and disposal of
security property inclUding installed security property •
which retains its integrity, e.g., vault doors;

(8) Ensuring that proceeds of the sale of IG-owne..
property are deposited in the IG Proceeds of Sale Bud
get Account; and

(9) Maintaining the database on all security proper
ty purchased with IG appropriated funds or Depart
ment of State funds earmarked for AID.

221.6-7 Regional Housing and Urban
Development Offices (RHUDO)

(TL:GS-21; 6-4-93)

(AID Only) •

The directors of Regional Housing and Urban Devi
opment (RHUDO) Offices approve acquisitions of
Housing Investment Guarantee (HG)-funded office
and residential furniture and equipment; approve dis
posals; and ensure that proceeds of the sale of HG
funded property are returned to the Housing Invest
ment Guarantee fund.

221.6-9 Offices Separately Funded
From AID

(TL:GS-2J; 6-4-93)

~m~n •
. Senior offices of RHUDO or any other office (ex-

cluding RIG) at post separately-funded from AID may

The USAID Regional Inspector General approves
the acquisition of IG-funded personal property and
submits an annual inventory report of IG-funded items
through IG/AD~ to FAlOMS for entry into the Over
seas Property Management (IG account) database.

221.6-6 AIDnG/SEC/PS
(TL:GS-21; 6-4-93)
(AID Only)

The Assistant Inspector General, AIG/SEC, serves
as the Property Management Officer for security prop
erty issued to overseas posts; however, the USAID Ex
ecutive Officer is accountable for security property in
Slock or in use at pOSl. Responsibilities of AIG/SEC in
clude:

(1) Approving the acquisition of security property
funded with IG appropriated funds or Department of
State funds earmarked for AID use;

221.6-8 Office of Foreign Disaster
Assistance

(TL:GS-21: 6-4-93)
(AID Only)

Property acquired with disaster assistance funds ~

AID personal property. The Office of Foreign Disaster
Assistance is responsible for its procurement. storage.
management, accountability. and release from stock
piles. Regulations governing disaster assistance proper
ty are contained in HB 8, Disaster Assistance. and HB
19, Chapter 15G., Financial Management.

•
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b. Evidence of noncompliance with propeny-regula
tions, as determined by any of these monitoring ac
tions. will be brought to the attention of the Agency
Propeny Management Officer. Director, Office of Sup
ply and Transponation (AlOPRlST).

221.8-2 Compliance Enforcement
(TL:GS-2J; 6-4-93)
(State Only)

a. Notification to Post of Noncompliance: The
Agency Propeny Management Officer, Director, Of·
fice of Supply and Transponation (A/OPRlST) shall
notify post propeny management officers of any in
stance of noncompliance detected through the moni
toring process. Upon receipt of this notice, the propeny
management officer must initiate immediate remedial

221.8-1 Compliance Monitoring
(TL:GS-2J; 6-4-93)
(State Only)

a. Compliance with these regulations shall be moni
tored through the means stated below:

(1) Regulations Compliance Repon (Pan B of
Form FS-582, Propeny Management Repon): An an
nual repon of compliance with regulations must be sub
mitted by each Foreign Service post (see section
229.1);

(2) Vulnerability Assessments: Posts shall include
propeny management in periodic vulnerability asses
sments as directed by the Department's Management
Control Program Coordinator (FMP/FM/PAE);

(3) Inventory Certification (Pan A of Form
FS-582, Propeny Management Repon): An annual
Certification of Inventory Reconciliation must be sub
mitted by each Foreign Service post (see section
229.1) ;

(4) On-site Propeny Management Review: Period
ic post visits shall be made by the Propeny Manage
ment Branch (A/OPRIST/S/PM) to review propeny
management activities and assess compliance with
propeny management regulations;

(5) Office of the Inspector General Reports: Dur
ing Office of Inspector General scheduled visits, when
propeny management is being reviewed, confirmation
of the validity of the Certification of Inventory Recon
ciliation and the most recent vulnerability assessment
are often pan of the review.

authorize commingling. common-issue, and single ac
count records of household and/or office furnishings
ith those of the USAID mission at post. providing that

such an agreement is in writing and is signed by the
USAID propeny management officer and the senior
officer of the separately-funded agency at post. RIG
propeny is not funded through AID; therefore, all AID
RIG propeny must be identified, marked, and re
corded separately from OE-funded propeny.

221.6-10 Employee
(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Each employee, including contract employees, is re
sponsible for the proper care, custody, and effective
utilization of Government propeny issued for the em
ployee's use, and may be held financially liable for the
propeny if it is stolen, damaged, lost, or destroyed as
a result of negligence. improper use, or willful action
on the employee's pan. A written repon is required
of any loss. damage, theft, or destruction of propeny
within 15 days after the fact is known (see 6 FAH-l
"26.5).

221.7 Separation of Duties
(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

A sound internal control system must ensure that no
:ne individual is in the position to control all aspects

of any transaction affecting the receipt, storage. or dis
position of expendable or nonexpendable personal
propeny. The separation of key functions and duties
is a prime means of ensuring this; however, circum
stances sometimes prevent management from achieving
complete separation. In these instances, it is imponant
that other internal controls be implemented. There
fore, in the absence of desired separation, the account
able propeny officer shall conduct and document man
agement reviews at least twice a year. Duties which are

:> be separated whenever possible are procurement,
receiving, payment, propeny recordkeeping, and con
duct of physical inventories (see 6 FAH-l 221.7).

221.8 Compliance With Property
Management Regulations
for State Only
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action. and. within 60 days. repon actions taken to the
agency propeny management officer. A copy of the re
pon of action taken shall also be sent by the post to
the executive director of the regional bureau or 10. as
appropriate. If the repon is not received in A/OPRIST
within 60 days. the post is subject to penalties stated
in paragraph c below.

b. Notification to Management of Noncompliance:
(1) Copies of the A/OPRIST notifications of non

compliance to post propeny management officers shall
be sent to the regional or 10 bureau executive director,
as appropriate; and

(2) Repeated or serious inStances of noncom
pliance. failure to take remedial action. or false cenifi
cation to either the annual regulation compliance ques
tionnaire or the Certification of Inventory Reconcilia
tion. shall be referred to the Director General (M/
DGP) by the Assistant Secretary for Administration for
appropriate disciplinary action.

c. The following are penalties for noncompliance:
(1) Posts which fail to fulfill their requirements un·

der these regulations shall be subject to the withdrawal
of funds (object class 3100) for the acquisition of non
expendable personal propeny. until deficiencies are
corrected; and

(2) Individuals who fail to fulfill their responsibili
ties under these regulations or falsely cenify either the
annual propeny regulation compliance questionnaire
or the Certification of Inventory Reconciliation may be
subject to administrative action as described in 3 FAM
762.

222.2 Property Analysis and •
Management

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

To achieve efficient operations. it is essential that
propeny be on hand when required. Therefore. the im
mediate and long-range planning shall include the re
quirements for new or replacement propeny. The prop
eny management officer shall be kept fully informed
of proposed program and staffing needs. In tum. the
propeny management officer is responsible for verify- •
ing the analysis of needs directly with the responsibll
operating officers. These coordinated propeny require-
ment determinations provide the basis for the budget
estimates.

222.3 Replacement Program
(TL:GS-21: 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Replacement standards. which predict the life span
on nonexpendable propeny items. shall be the basis •
for an orderly, balanced cycle of propeny replacement .
(see 6 FAH-l 222.3). Items which have reached their
estimated average life span shall be inspected to see
if replacement is actually necessary. Repair histories
shall be reviewed periodically to ensure that items are
replaced before repair costs become excessive. When
planning replacement requirements. discontinued pro
grams or reduced staffing that make replacement un
necessary shall also be considered.

222 REQUIREMEN1·S PLANNING
AND UTILIZATION

222.4

222.5

Reserved

Use Standards •
222.1 AcqUisition Policy

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce /Agriculture)

It is the objective of the U.S. Government that prop
eny acquisition be limited to the quantity and quality
necessary for effective and efficient operations. Proper
ty shall not be acquired unless a bona fide need exists.

222.5-1 Exceptions
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. State Exceptions: Requests for exceptions to
these standards must be made in writing to the Agency
Propeny Management Officer. Director. Office of Sup
ply and Transponation (A/OPRlST).

b. AID Exceptions: Requests for exceptions to •
these standards must be made in writing and directed
to the Director. FA/OMS.
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222.5-2 Office Furniture
(TL:GS-2/; 6-4-93)
(Uniform State/A1D/USIAI
Commerce/Agriculture)

a. Office furniture shall be limited to the least ex
pensive furniture that meets minimum requirements.
and shall not be upgraded solely for appearance or de
cor.

b. Executive. middle-management. and general use
office furniture. comparable to class A. B. and C office
furniture on GSA supply schedules. shall normally be
assigned as follows: executive furniture for officers
grade FS-1 and above. middle management for offi
cers in grades Fs-i and 3. and general office furniture
for all other employees. Furniture not assigned in ac
cordance with these standards shall be reassigned be
fore additional or replacement furniture is acquired.

c. The quantity of furniture shall be the minimum
necessary to meet requirements. Unneeded office fur
niture shall be reponed to the accountable propeny of
ficer for re-use or disposal.

222.5-3 Typewriters
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Posts shall acquire the lowest cost typewriters
which meet minimum requirements. Electronic type
writers with specialized features shall be acquired only
if they are the lowest priced available, or if those fea
tures are needed to perform the required work.

b. Typewriters which not used regularly shall be
shared to the extent practical by providing common
use typing workstations. Unneeded typewriters shall be
reponed to the accountable propeny officer for re-use
or disposal.

222.6 Replacement Standards
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. General: The minimum replacement standards
for equipment and furniture, in paragraphs b through
f below, shall be followed by overseas establishments
whenever possible. They may be modified or adjusted
to reflect local conditions which may affect life expec
tancy such as excessive sand or dust, temperature ex
uemes, high humidity, power fluctuations, etc. Consid
eration may also be given to the availability, cost, and

quality of local repair facilities. If variance from the
standards is necessary. a policy memorandum explain
ing the circumstances and reasons for the change. and
containing alternative standards to be used, shall be
maintained on file in the propeny office.

b. Electrically operated office machines such as
typewriters, adding machines. and desk calculators
(excluding the electronic type) under 12 years of age,
or manually operated office machines under 15 years
shall not be replaced unless:

(1) The estimated one-time repair or overhaul cost
of a machine under 8 years of age exceeds SO percent
of the replacement cost for a comparable new model,
,without regard to trade-in or sale value; or

(2) The estimated one-time repair or overhaul cost
of a machine 8 years of age and over exceeds 25 per
cent of the replacement cost for a comparable new
model. without regard to trade-in or sale value.

c. Electronic office machines such as calculators, .
accounting machines. cash registers. and dictating
equipment (excluding word processors and other ADP
equipment), may be replaced after the expiration of
the warranty period if the estimated one-time repair
cost exceeds 80 percent of the replacement cost of a
comparable new model.

d. Notwithstanding the limitations prescribed above,
office machines may be replaced under the following
conditions, provided a written justification supporting

.such replacement is retained in the procurement files:
(1) There there is a continuing history of break

downs with a corresponding loss of productivity through
downtime;

(2) When the cumulative repair costs on a machine
appear to be excessive, based on the personal knowl
edge of the machine operator or supervisor and as indi
cated by repair records. However, the fact that a ma
chine accrues repair costs equal to the acquisition cost
is not necessarily indicative of the current condition of
a machine. For example, a substantial repair expendi
ture included in the cumulative cost may actually have
resulted in restoring the machine to as good as new con
dition. While cumulative repair cost suggests an area
for investigation, it should not be used as the principal
factor in the repair/replacement decision making pro
cess;

(3) When repair parts are not available causing a
machine to be out of service for an excessive amount
of time; or

(4) When a machine lacks essential features re
quired in the performance of a panicular task which
is continuing in nature, and other suitable machines are
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not available.

e. Items in good working condition shall be retained
even though standards permit replacement, provided
that they can continue to be used or operated without
excessive maintenance cost or substantial reduction on
trade-in value.

f. Where adequate local repair facilities are avail
able, furniture (office. howehold, and quarters) shall
not be replaced unless the estimated local cost of repair
or rehabilitation.including transportation costs. ex
ceeds 7S percent of the cost of a new item of the same
type and class (the cost is to be based on the prices
of similar items in the GSA Supply Catalog. applicable
Federal Supply Schedules, or the lowest available mar
ket price). An exception is made when the rehabilita
tion at 7S percent or less of the cost of a new item would
not extend the item's useful life for a period compatible
with the cost of rehabilitation.

222.7-1 Responsibility

(A) Property Management Officer
(TL:GS-21; 6-4-93)
(Uniform State/AIDIUSIAJ
Commerce/Agriculture)

c

The property management officer shall conduct a
propeny utilization program to ensure maximum utili
zation of propeny, and to ensure that every effort is
made to eliminate waste, misuse. or abuse of property.

(B) Accountable Property Officer
(TL:GS-21; 6-4-93)
(Uniform State/AIDIUSIA/
Commerce/Agriculture)

The accountable property officer shall conduct and
document periodic surveys to assure care and maxi
mum use of propeny, to ensure that propeny is used
for official or authorized purposes only, and to identify
propeny for reassignment within the organization or for
return to the warehouse as excess. These surveys shall
be accomplished at least semiannually and documented
by a memorandum for the me indicating findings and
actions taken.

(C) Employee Responsibility
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce /Agriculture)

a. Each employee is responsible for the proper care
and effective utilization of Government property issued
for the employee's use, and for promptly bringing to

•

•

•

•

•

c. To prevent excessive repair costs, propeny main
tenance records shall be reviewed annually and repair
information analyzed to identify trouble-prone items
which should be disposed of.

(B) Repair
(TL:GS-21; 6-4-93)
(Uniform State/AIDIUSIAI
Commerce/Agriculture)

a. The accountable property officer shall ensure that
a system is established to document requests for repair
of personal propeny and to capture repair data neces
sary for updating maintenance records (see 6 FAH-l
224.6-9). At posts using the Nonexpendable Propeny

the attention of proper personnel the need for service
or repair. The employee shall immediately notify the
accountable propeny officer of any theft or damage Of

property.
b. Employees to whom propeny is assigned shall en

sure that office repairmen are authorized to remove
propeny from the building for repairs. before releasing
propeny to them. Employees shall inform office super
visors when it is necessary for the property to be re
moved. so that a propeny pass can be obtained (see
6 FAH-l 224.7).

222.7-2 Preventive Maintenance and
Repair

(A) Preventive Maintenance
(TL:GS-21; 6-4-93)
(Uniform State/A1D/USIAI
Commerce/Agriculture)

a. Machines and appliances shall be cared for in ac
cordance with the manufacturer's recommendations.
Generally, scheduled preventive maintenance shall be
performed on air conditioners. appliances. heating
units, office machines. etc., by either contracting for
this service or developing in-house maintenance capa
bility (see 6 FAH-l 222.7-2).

b. In some cases, depending on the type. age, and
condition of the equipment, it may be more cost effec
tive to arrange servicing on a per-call basis. The deter
mination as to whether equipment is to be serviced by
use of maintenance contracts or per-call arrangements
shall be made after comparing relative costs affecting
specific types of equipment based on the following con
siderations:

(1) Standard of performance required;
(2) Degree of reliability needed;
(3) Daily use (heavy or light) and operator's care

of machine; and
(4) Age and performance record of machine.

Utilization222.7
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Application, the cost of repairs (other than normal pre
ventive maintenance) to all propeny items shall be re
'corded in the maintenance records. At posts using
propeny cards, repairs to serial numbered equipment
shall be recorded on the maintenance record on the
reverse side of Form OF-129, Individual Propeny Re
cord Card. Maintenance Records shall be reviewed an
nually and repair information analyzed, to identify
trouble-prone items which should be disposed of.

b. When it is ne~essary to have the repair wor-k done
by a commercial repairman, authorization to place the
request with a commercial source shall be restricted to
an individual authorized in writing by the maintenance
officer or the accountable propeny officer, as appropri
ate.

222.7-3 Loan of Property
(TL:GS-2I; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. General: Nonexpendable Property is used pri
marily by the purchasing agency and shall be carried
on that agency's inventory. Propeny may be loaned to
other U.S. Government agencies, to U.S. Government
employees, to commissary/mess/recreational facilities,
and to American-sponsored overseas schools to meet
temporary emergency requirements (AID loans to em
ployee-operated facilities must comply with regulations
contained in AID HB 23, Chapter 8, and in 6 FAM
subchapter 510). AlI loans shall be properly docu
mented and must be approved by the propeny manage
ment officer (State, see 6 FAH-l 222.7-3). Loans of
more than 90 days also require the approval of the head
of the owning agency at the overseas establishment. A
definite loan period shall be established, and loans,
generally, shall not exceed 90 days. All loans shall be
promptly reviewed at the end of the loan period and,
if a loan extension is requested, it shall require the
same approval process as the original loan request. Em
ployees, including contract personnel, may be held fi
nancially liable for loaned propeny if it is stolen, dam
aged, lost, or destroyed as a result of negligence, im
proper use, or willful action on the pan of the recipient.
Loans to other agencies shall be documented in a mem
orandum of understanding under which the borrowing
agency agrees to reimburse the lending agency for loss
of or damage to the loaned propeny. The return of
propeny on loan to an employee must be verified dur
ing the pre-depanure clearance process.

b. AID Only: See HB 23, Chapter 8, and 6 FAM
510 on this subject.

c. For AID or AlD/iG Property: The principal of
ficer or RIG/A shall authorize loans ofpropeny to oth
er agencies in excess of 90 days. RIG/A shall authorize
loans of security equipment; the AID principal officer
shall authorize loans of other AID propeny.

d. USIA Only: Loans of USIA propeny shall be
in accordance with MOA IV 950.

e. New propeny shall not be bought while similar
propeny is on loan.

222.7-4 Privately-Owned Property
(TL:GS-2I ; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. The loan of private propeny to the U.S. Govern
ment for use is not prohibited; however, when it is ad
ministratively determined by the post to be clearly in
the interest ofthe U.S. Government. the loan must be
formalized, setting fonh the responsibilities of the Gov
ernment and the lender. The Government's responsi
bility may not go funher than ordinary protection and
upkeep. If the owner requires insurance as a condition
of the loan, the post should seek advice from the appro
priate parent agency.

b. The post has accountability responsibility for such
propeny and shall maintain propeny records, and shall
conduct and reconcile physical inventories in accor
dance with regulation.

223 RECEIPT AND STORAGE OF
PROPERTY

223.1 General
(TL:GS-2I; 6-4-93)
(Uniform State/AIDIUSIA/
Commerce/Agriculture)

a. All propeny delivered to post shall be inspected
promptly as to quantity, quality, and condition, and to
ensure that the propeny is in accordance with the terms
and specifications of the acquisition document.

b. An employee shall be designated, in writing, to
serve as receiving clerk, and the accountable propeny
officer shall issue detailed written procedures covering
receiving, inspection, and reporting discrepancies.

223.2 Receiving Areas
(TL:GS-2I; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

To the extent feasible, the receiving activities of each
overseas establishment shall be centralized. However,
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the designation of a central receiving area does not pre
clude receiving and inspection at other areas when ad
vantageous to the Government. When sub-receiving
areas are designated, written operating procedures shall
include a method of informing the central receiving
area of all receipts in order to facilitate central control
of propeny received.

223.3 Receiving Responsibility
(TL:GS-2I; 6-4-93)
(Uniform State/AID/USIAI
Commerce /Agriculture)

The receiving clerk is responsible for the receipt and
inspection of all propeny and the preparation and dis
tribution of receiving repons in accordance with written
internal procedures. If assignment of a full-time receiv
ing clerk to a sub-receiving area is not possible or prac
tical. an employee should be designated to perform the
pan-time duties (see 6 FAH-1 223.3-2). Persons re
sponsible for procurement or payment shall not serve
as receiving personnel.

223.4 Receiving Files
(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Pending order files of all acquisition documents shall
be established at each receiving area and the propeny
management officer shall make certain that written
procedures ensure that all receiving areas are provided
with copies of acquisition documents. Centralized com
pleted receiving files shall be established at the central
receiving area (see 6 FAH-1 223.4).

223.5 Receiving Action
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. Prior to signing for delivery, the receiving clerk
shall physically check each shipment against the incom
ing transportation documents to verify receipt of the
correct number of pieces and to inspect for external
damage. As soon as possible after delivery has been
made. the propeny shall be checked against the acqui
sition document.

b. Form OF-127. Receiving and Inspection Repon.
shall be promptly prepared and distributed for aU re
ceipts. However. when the total quantity of an order
for expendable supplies is received in a single delivery.
the acquisition document may be signed and dated.

and used in lieu of the receiving report. When a sub-re- •
ceiving area has been eStablished. the individual as-
signed to perform receiving duties at the sub-receivinr
area will prepare and sign the Form OF-127. Receiving
reports must be prepared in English. the item cost must
be indicated in U.S. currency. and the report must be
signed by the individual who receives and inspects the
shipment (see 6 FAH-1 223.5). Any damage or other
discrepancies shall be noted on the OF-127.

223.6 Post-Receiving Actions
(TL:GS-21; 6-4-93)
(Uniform State/AJDIUSIA/ •
Commerce/Agriculture)

Shipment discrepancies shall be documented and.
if appropriate. a claim,filed (see 6 FAH-1 223.6). The
decision to file a claim shall be based on whether the
administrative costs for such an action are commensu
rate with the value received. Because of the Prompt
Payment Act, action on discrepancies shall be prompt.

223.7 Warehousing and Storage
of Property

(TL:GS-21; 6-4-93) •
(Uniform State/AID/USIAI
Commerce /Agriculture)

The property management officer shall establish
conditions to provide for an efficient. secure, and eco
nomical warehousing operation. Where it is necessary
to store and warehouse property at the overseas estab
lishment, the property management officer shall imple
ment an efficient and economical warehousing program
with written procedures for handling and storage of
property. Special consideration shall be given to the fol-

lowing: •
(1) Secure and/or controlled areas shall be pro-

vided for storing expensive equipment and supplies
subject to theft or deterioration;

(2) In a joint warehousing operation, care shall be
taken to identify the property belonging to different
agencies;

(3) Firebreak wall and isolated storage shall be pro
vided for highly flammable materials, such as paints
and fuels;

(4) Proper shelving and/or rack is used for expend-
able and nonexpendable property;

(5) Proper materials handling equipment is used;
(6) The building shall be properly ventilated; and •
(7) Proper overall security and safety procedures

are established (see 6 FAH-1 223.7-6 and 223.7-7).
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224 CONTROL OF PERSONAL
PROPERTY

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

The property management officer must establish
procedures which reasonably assure that all personal
property for which an overseas establishment is respon
sible is controlled as prescribed in this regulation.

224.1 Accountability
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Accountability is that control exercised through re
cordkeeping. Property accountable records shall be
maintained on expendable and nonexpendable stock
inventory and on nonexpendable property in use which
meets the accountability criteria prescribed in this regu
lation.

224.1-1 Criteria for Accountability
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. State Only: Property records shall be maintained
on all nonexpendable personal property (for defmition.
see section 221.S(29» in use with an invoice cost (for
definition. see section 221.S(2S» of $SOO or more.
Maintenance of records on property with an invoice
cost under $SOO is optional. However. records for the
following types of property must be maintained regard
less of cost:

(1) Expendable property in stock (except cupboard
stock. which is not subject to accountability record
keeping, see section 221.S (IS», regardless of cost, in
cluding: office supplies, building or vehicle spare parts
and supplies, and bulk fuels;

(2) Nonexpendable property in stock, regardless of
cost;

(3) Returned property being held in the warehouse
pending its final disposition and any expendable or
nonexpendable non-stock storage (property that is
held in the warehouse, generally, for a specific office
or program and is not part of the general-issue stock
program);

(4) Nonexpendable residence furniture and equip
ment;

(S) SeriaIly-numbered equipment with an invoice
cost of $100 or more;

(6) All leased property;

(7) Property on loan to another agency; and
(8) Property which is sensitive by nature. That is.

items which are attractive for personal use and. there
fore. susceptible to theft or misuse,

b. AID Only: Records must be kept on all nonex
pendable property, on all serially-numbered equip
ment. and on expendable stock inventory. This proper
ty will be inventoried and reponed to AID Washington
annually.

224.1-2 Program Property
(TL:GS-21; 6-4-93)

I (Uniform State/AID/USIA/
Commerce/Agriculture)

a. Specialized propeny which is funded and con·
troIled by a headquarters office. bureau. or agency is
accounted for in accordance with these regulations by
the funding organization.

b. State Only:
(1) When program property is centralIy accounted

for and COntrolled by a headquarters of£ice or bureau,
the property management officer shall designate an of
ficer with custodial responsibility for such property at
post. Custodial responsibility for security and commu
nications equipment is inherent in the role of the secu
rity officer and communications officer. Program prop
erty must be inventoried annually. and the results rec
onciled with property records. The custodial officer
shall be responsible for the conduct of physical invento
ry at the post, and for coordinating reconciliation with
the controlling office or bureau. If supplemental prop
erty records are maintained at the local level, those re
cords must also be reconciled and must agree 'with the
central property records. Issues and transfers must be
documented. Inventory shortages and reports of lost,
damaged, or stolen property must be thoroughly docu
mented and reported on Form OF-132, Property Dis
posal Authorization and Survey Report.

(2) Disposal of program property shall be made in
accordance with regulation and be properly docu
mented and approved by appropriate management lev
els.

c. USIS Program Property: See MOA IV 9S0.
d. AID Only:
(1) Unless otherwise governed by the Trust Fund

Agreement, all nonexpendable property purchased
with trust funds shall be controlled the same as AID
owned property, except that the property is marked to
show that it is trust fund property, and separate ac·'
countability records are kept;
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(2) U.S. Government propeny in the hands of an
AID contractor'is controlled and maintained in accor
dance with the provisions of the contract or as specified
and approved by the contracting officer. When AID
contracts are terminated and USAID is to pick up ac
countability. a receiving repon shall be made and the
items posted to the USAID accountability records. See
section 227.1-7 for AID contractor propeny.

224.1-3 AOPlWord Processing
EqUipment

(TL:GS-21; 6-4-93)
(Uniform State/AID/uSIAI
Commerce /Agriculture)

ADP and word processing equipment used to process
and store only unclassified information. regardless of
funding source. shall be considered administrative
propeny and shall be accounted for on post propeny
records.

(1) AID for AID-owned:
(2) HG or country symbol for host government

owned: and
(3) IG for AID Inspector General propeny.

e. Project propeny retained in the custody of
USAID shall be appropriately identified as belonging
to the host government. In countries where host gov
ernment regulations conflict with this premise. appro
priate determination of marking propeny and account
ing for propeny must be codified in post operating pro
cedures.

224.2-3 USIA Only
(TL:GS-21; 6-4-93)
(USIA Only)

Overseas nonexpendable program propeny will con
tinue to be recorded and identified in accordance with
MOA IV 950.

•

•

224.2-2 'AID Only
(TL:GS-21; 6-4-93)
(AID Only) .

a. All propeny purchased with operating expenses
shall be marked AID.

b. Propeny purchased with trust funds is titled to the
host government and must be identified with the letter
ing T.F.

c. Propeny purchased with IG funds shall be
marked IG.

d. Contractors shall mark propeny which is financed
by AID or host government to distinguish it from their
own in the following way:

224.2-1 General
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. All nonexpendable propeny shall be marked. as
soon as possible after receipt. to indicate ownership by
the agency which funded the purchase (see 6 FAH-l
223.6).

b. State Only: Overseas establishments using the
Nonexpendable Propeny Application (NEPA) shaH
immediately label nonexpendable propeny (except
propeny recorded in a group record me) with a proper
ty number and shall prepare a NEPA Receiving Work
sheet (see 6 FAH-1 223.6).

224.2 Ownership and
Identification

224.3 -Property Records
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. Propeny records shall be maintained for the pur
poses of propeny accountability. stock control. and re
cording repair coSts. Stock control records must be
kept on all expendable and nonexpendable propeny
in stock. At posts wing NEPA. all repair work orders
must be recorded in the "Maintenance Records" and,
at poSts wing propeny cards, appliance and machine
repair work orders must be posted to the "Maintenance
Record" on the reverse side of the Individual Propeny
Record Card (Form OF-129). The propeny manage·
ment officer mwt see that procedures are in place to
ensure that copies of action documents are forwarded
to the propeny records office upon completion of the
action.

b. It is possible to we reliable propeny records to
develop reasonable repair and replacement cost esti
mates and to serve as a basis for internal propeny reas
signments to assure optimum utilization.

224.3-1 Approved Property Record
Systems

(TL:GS-21: 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. State Only: There are three record systems ap
proved by the Depanment for the accountability of

•

•

•
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- Government-owned nonexpendable personal proper
ty: (1) Nonexpendable Propeny Application (NEPA);
(2) A manual card record system; and (3) AVIS for
the motor vehicle program. Instructions for use of
NEPA can be found in the NEPA User Manual. The
property card system (see 6 FAH 224.3-1) will contin
ue to be used until NEPA is implemented at post.

b. AID Only: USAID missions are encouraged to
implement the Nonexpendable Propeny Management
(NXP) System. USAID missions requiring guidance on
this or other approved systems should request assis
tance from FA/IRM through FA/OMS. Automated re
cord systems other than those approved by AID/W
must be authorizep by FA/OMS prior to installation
and use. Functional modifications to existing approved
systems also require FA/OMS approval. In granting ap
proval. FA/OMS will specify which elements of the au
tomated systems are mandatory and which are option
al. Missions not using an approved automation system
will use the manual card system.

c. USIA Nonexpendable Program Property: See
MOA IV 950.

d. Motor Vehicle Records:
(1) State Only: See section 228.7-1(A);
(2) AID Only: The basic record for motor vehicles

is Form AID-5-197. Motor Vehicle Record Card. In
structions on the use of this form are covered in AID's
Motor Vehicle Guidelines (see AID Handbook 23.
Chapter 6) and on the back of the form; and

(3) USIA Only: See MOA IV 960.

e. Automated propeny record systems:
(1) At posts where automated propeny record sys

tems are used. the accountable propeny officer must
ensure that backup records are available in case of
equipment failure. In the absence of magnetic media
backup. posts should print out a composite nonexpend
able propeny repon each month. Supporting docu
ments such as receiving reports and disposal documents
shall be kept in a pending file with current backup files
or reports until the next backup is recorded or printed.
after which they may be removed to permanent files;

(2) Automated propeny record systems shall be as
signed access codes to ensure that entry to procure
ment. receiving. payment. propeny record update, in
ventory. and disposal system components is limited to
property management personnel designated by the
property management officer; and

(3) Posts convening to an automated propeny re
cord system for the first time shall retain manual re
cords until completion of the first inventory reconcilia
tion.

224.4 Personal Custody Records
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Specialty propeny issued to an employee for his or
her exclusive use. in the performance of official duties.
(such as a briefcase, hand-held communicator. or a
tool kit) is handled under a "chargeout" procedure.
Such propeny is documented on Form FS-584. Non
expendable Propeny Transaction, and a .. charge out
file" is maintained until the propeny is returned. Em
ployees, including contract personnel, may be held fi
nancially liable if such propeny is stolen, damaged.
lost. or destroyed while in the employee's custody as
a result of their negligence. improper use. or willful ac
tion. The return of any items issued for personal use
shall be verified during the pre-depanure clearance
process.

224.5 SupplylEquipment Support
(TL:GS-21; 6-4-93)
(Uniform State/AlDIUSIAI
Commerce/Agriculture)

The propeny management officer shall ensure that
procedures are in place to:

(1) Maintain conuol of stock inventory to assure
that the total investment is kept to a minimum consis
tent with its needs;

(2) Establish adequate safeguards and conuols to
assure that supplies are issued for official use only.
Where appropriate. this will include' identirication of
individuals authorized to requisition or draw supplies
from centers and cupboard stocks;

(3) Require approval of stock replenishment orders
by the accountable propeny officer;

(4) Require that. prior to the procurement of any
items not stocked by the post. or prior to the submission
of stock replenishment orders. excess propeny at post.
and notices of excess propeny available from other
posts in the geographic area. are screened to determine
whether the items can be supplied from either of these
sources;

(5) Cupboard stocks shall not include items which
are attractive for personal use. such as dictionaries or
pen sets; and

(6) Require that:
(a) Spare parts in stock be treated as expendable

propeny and maintained on stock conuol records;
(b) A requisition is used to issue parts for vehicles

or other equipment;

,.
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(c) Where applicable, the used parts are turned in
when the new parts are issued;

(d) Unsalvageable used pans are disposed of by sale
as scrap when sufficient accumulation warrants dispos
al; and

(e) Usable parts are added to stock control records
for reissue.

ever. this requirement may be waived by the property
management officer when local conditions make it im
practical or unnecessary. such as at very small post'

225 PROPERTY COST
ACCOUNTING

•

c. AID Only: Exceptions occur only when the fol
lowing prevails:

(1) If transportation charges are included in the
billing from the vendor, the full amount (property cost
and transportation) is considered as the property value •
for posting to the property records. In these instances
if there is more than one item in the shipment, th.
transportation charges are distributed on an equitable
basis. When, in an individual case, proration of trans
.portation charges would be time-consuming or costly,
such proration may be disregarded on OF-128, Com-
posite Property Record Card, or on OF-129, Individu-
al Property Record Card, and on the general ledger ac-
counts. with notification of such determination being
provided to the USAID controller and the accountable
property officer. In these particular cases. due weight
is given to the dollar amount of the transportation
charges involved. If there are separate billings from th •
carrier, the transportation charges are not added to the
property records;

225.1-1 Property Acquired Through
Purchase

(TL:GS-21: 6-4-93)
(Uni/orm StatelAlDIUSIAI
Commerce /Agriculture)

a. The acquisition cost of personal property shall be
recorded on property records in U.S. currency. except
under AID trust fund accounts which may be recorded
in local currency. When documentation is missing or
incomplete. property value will be determined by the
accountable property officer.

b. Nonexpendable personal property that is ac
quired by purchase shall be recorded on the property
records at full cost, including the following:

(1) Amounts paid to vendors;
(2) Transportation charges;
(3) Handling and storage costs;
(4) Labor and other direct or indirect production

costs (for goods produced or constructed); and
(5) Outside services for designs. plans, or specifica

tions.

224.6 Internal Requisitioning
Procedures

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA I
Commerce/Agriculture)

a. The accountable property officer shall ensure that
effective internal requisitioning and issuing procedures
are established and enforced (see 6 FAH-l 224.6).
Minimally, these procedures must ensure that:

(1) Requisitions, signed by authorized personnel.
are used to request services. expendable and nonex
pendable property. and returns to stock, and to debit
or credit stock control and property accountability re
cords;

(2) The accountable property officer approves all
requests for items issued from stock, or for procure
ment action;

(3) The residence occupant must sign requests for
residential personal property, and the occupant or oc
cupant's designee must sign for receipt of such proper
ty;

(4) A responsible officer in an office receiving
propeny must sign for receipt of office personal proper
ty;

(5) Copies of completed requisitions must be main
tained on file to support stock control and propertyac
countability records.

b. The requisitioning system shall also provide a pro
cedure for ensuring that necessary repair data and cost
information are obtained for the property maintenance
records.

224.7 Authorization to Remove
Property from Bulldlngs

(TL:GS-21; 6-4-93)
(Uniform StateIAID/USIAI
Commerce/Agriculture)

The name of an individual removing property from
a U.S. Government building and the description of the
propeny being removed shall be documented and the

'removal authorized by the accountable property officer
or a designated employee (see 6 FAH-l 224.7). How-

225.1 Recording Property Cost

•

•
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b. AID Only: Exceptions apply when conditions
prevail as stated in paragraph c under section 225.1-1.

mulated depreciation equal to the amount it would
have recorded if it had originally acquired the propeny.

b. Program propeny for which accountability has not
been delegated will be capitalized by the program office
and reponed to MlFMP/FO/OAC/GAD. in accor
dance with regulations in section 229.4 (for example.
motor vehicles funded by the Motor Vehicle Program).

225.1-4 Acquisitions Involving a
Trade-In Allowance

(TL:GS-21; 6-4-93)
(Uniform State/A1D/USIAI
Commerce/Agriculture)

a. The cost of propeny acquired as a result of trade
ins shall be recorded at the lesser of:

(1) The cash paid and/or liability incurred plus the
net book value of the trade-in propeny; or

(2) The amount that the purchase price would have
been without trade-in.

Capitalization and General
Ledger Accounting For
State and AID

225.2

225.2-1 Capitalized Personal Property
(TL:GS-21; 6-4-93)
(Uniform State/AID)

a. General:
(1) Nonexpendable personal propeny having an in

voice cost (see section 221.5(25), invoice cost defini
tion) of S5.000 or more and an estimated service life

. of 2 years or longer is considered capitalized propeny
and must be reconciled with the General Ledger. The
total acquisition cost (see section 221.5(3). acquisition
cost definition). not just the invoice cost. shall be re
corded, depreciated. and reponed to the General Led
ger as required in section 229.4.

(2) Personal propeny shall be capitalized at the
time that the propeny is picked up on the propeny re
cords. Overseas establishments will capitalize only that
propeny for which they are accountable.

(3) When initially recording capitalized personal
propeny which was previously acquired. the fair market
value of the propeny at the date acqUired shall be esti
mated from available records or evidence, if the acqui
sition cost is not known.

225.1-3 Property Acquired at No Cost
Through Transfer or Donation

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. If the propeny has been depreciated. the propeny
shall be recorded at the transferor's depreciated value•.
even if the transferor has a different depreciation
policy. If the depreciated value is under S5000. the
propeny is considered to be non-capitalized propeny
and shall not be depreciated funher by the transferee.
The propeny is. however. still subject to accountability
regulations (see section 224.1).

b. If the transferor has not recorded depreciation.
the propeny shall be recorded at the transferor's origi
nal book value. The transferee shall then record accu-

d. Cost is to be recorded net of purchase discounts
taken. Purchase discounts lost and late payment penal
ties are not to be included in the acquisition cost.

e. When the COSt of an item cannot be determined
from existing records. estimate the fair market value
at the time acquired.

(2) In cases when payment precedes receipt of
goods, a copy of such payment data is forwarded by
the USAID controller to the office maintaining the
propeny record cards. Upon receipt of the goods. the
value indicated on the payment document is trans
ferred to the receiving document and used as the basis
for recording the same propeny value to both propeny
record cards and general ledger accounts, and to effect
transfer of controls from the goods-in-transit account
to the inventory account; and

(3) All packing charges. separately identified as
such. are excluded from propeny records and are not
added to the propeny values.

225.1-2 Recording Cost at Fair Market
Value

(TL:GS-21; 6-4-93)
(Uniform State/A1D/USIAI
Commerce /Agriculture)

Donated propeny shall be recorded on propeny re
cords at fair market value. including transponation
charges or other costs connected with placing the prop
eny in use. Fair market value of an asset is the mone
tary value that an agency could reasonably expect to
receive for the asset in a current sale between a willing
buyer and a willing seller. other than in a forced or liq
uidation sale.
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c. AID OE capitalized propeny is reponed to AID/
W. FA/FM/CARD for depreciation. in accordance
with regulations in section 229.4.

d. Capitalization of ADP Software: ADP software
(programs. routines. or subroutines). with an expected
useful life of 2 years or greater. purchased from outsi~e

the agency with an invoice cost of $5,000 or more, shall
be capitalized propeny. ADP software which is devel·
oped within the Agency by direct-hire or contract em·
ployees shall be capitalized if the expected useful life
is 2 years or greater and the cost of direct-hire or con
tractual services exceeds $5,000, excluding software
maintenance costs. The cost of subsequent program
modification shall be added to the depreciated capital
ized value and, where appropriate. the expected useful
life shall be adjusted. Accountability for ADP software
developed within the agency will be the responSibility
of the organization which developed the software.

e. Capitalized Leases: Leased propeny, which
would have been capitalized if purchased, shall be capi
talized at the full amount to be paid during the life of
the lease if the lease agreement is essentially equivalent
to an installment purchase of property.

f. Depreciation of Capitalized Personal Propeny:
While most property acquisitions are accounted for as
operating expenses, capitalized personal property is de
preciated to account for the cost of ownership over the
period of its useful life, and to give an accurate account
of an agency's financial worth. See 6 FAH-l 225.2 for
procedures on depreciating capitalized personal prop
erty.

225.2-2 Grouped Property Capitalization
(TL:GS-21; 6-4-93)
(Uniform State/AID)

Reserved for inclusion of regulations on this subject
at a later time.

225.2-3 Coordination of Property and
Fiscal Accounting Records for
AID Only

(TL:GS-21; 6-4-93)
(AID Only)

a. Property records and fiscal accounting records
must reflect identical values. To achieve this, it is essen
tial that transactions affecting the value and/or status
of accountable property must be reflected in the prop
eny and fiscal accounting records concurrently (see the
fIScal regulations dealing with this subject in the Hand
book on Financial Management).

b. At the end of each quarter, the accountable prop
eny officer shall verify the total dollar value reflected

on the composite propeny records with the general led- •
ger propeny account.

c. At the end of each fiscal year, a Propeny Invento
ry Certification and Trial Balance Statement (U-754/1
Report) on nonexpendable and real propeny, as of
September 30, shall be submitted to AIDIW. The origi
nal is forwarded by the USAID controller to AIDIW.
Attention: FA/FM/CARD. The U-754/1 (with a list
ing of capitalized propeny) is due to FA/FM/CARD
by October 15 of each calendar year (see Exhibit
22S.2-3b).

226 PHYSICAL INVENTORY AND •
RECONCILIATION

226.1 General
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Comme~ceIA8riculture)

a. Physical inventory of residence furniture. furnish
ings. and equipment in use shall be taken at the time
of change of occupancy (see 6 FAH-l H-226.3), and
the inventory shall be immediately reconciled with the •
Residential Custodial File. Physical inventory of all oth-
er personal property. including expendable and nonex-
pendable propeny in warehouse stock, medical sup-
plies, and drugs, building supplies. and vehicle repair
and maintenance pans and supplies shall be taken an-
nually (see 6 FAH-l H-226.2). and shall be immedi-
ately reconciled with the property records. At the time
of this annual reconciliation, tallies made from the resi-
dential custodial files are to be reconciled with the
propeny records at posts using property cards.

b. Interim inventories or spot checks shall be made
when the property management officer considers it •
necessary.

c. State Only:
(1) Those posts which are categorized as Special

Embassy Program posts (SEP) and Special Consulate
Program posts (SCP) shall conduct these inventories
biennially on even numbered years. Taking the inven
tory on odd numbered years also is optional.

(2) Upon completion of the reconciliation, the ac
countable property officer shall prepare a certification
of inventory reconciliation (Part A of Form FS-582.
Propeny Management Repon). The report is signed by
the accountable propeny officer and the propeny man-
agement officer. and is retained on file until the re- •
mainder of the FS-582 is completed and submitted,
in accordance with regulations in section 229.1.
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d. USIA Only: Inventory listings of USIS' program
propeny and cenification are submitted in accordance
with provisions of MOA IV 950.

226.2 Annual Physical Inventory
(TL:GS-21: 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. To minimize the disruptive influence on the office
routine. the scheduled dates of the physical inventory
shall be announced in advance so that offices are ex
pecting the inventory teams.

b. The accountable propeny offi~er shall ensure that
an inventory supervisor is assigned to control and coor
dinate inventory activities.

c. The individual responsible for propeny records
maintenance should not participate in the physical in
ventory count (see section 221.7). The inventory team
members are jointly responsible for making an actual
physical verification check of each nonexpendable
propeny item.

d. Although a "blind" inventory is to be taken (i.e.,
the count is made without reference to any previous
inventory, propeny records, or other listing of proper
ty), when taking the inventory with a scanner, posts
using NEPA may take along the Inventory Listing By
Location Repon. However, the accountable propeny
officer shall question any manual entry to the scanner.

e. It is recommended that the systems manager par
ticipate in the inventory of ADP equipment.

f. A physical inventory and reconciliation file con
taining the physical inventory worksheetS and spread
sheets (manual inventories). a copy of any Form
OF-127 covering inventory overages. a copy of any
Form OF-132 covering inventory shortages. the inven
tory log sheets (Form FS-587). a copy of the cenificate
of inventory reconciliation. and. for posts using NEPA,
a copy of the Automatic Adjustment Repon. the Com
prehensive Repon. the Visual Repon. and the Invento
ry Number Repon. must be kept in the propeny office
for three years.

226.3 Residence Furniture and
Equipment

(TL:GS-21: 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. A separate inventory file shall be created for each
residence. and the physical inventory of propeny as
signed to the residence shall be taken at the time of

change of occupancy (State and USIA, see section
777.1 for additional inventorying and reponing re
quirementS necessary for FBO purposes). The invento
ry must be signed by all panies panicipating in the
count and shall be immediately reconciled with the in
ventory on file forthat residence (see 6 FAH-1 226.3).
After reconciliation has taken place, the signed original
is retained in the residence inventory file and a copy
is given to the occupant. Signed documents for all sub
sequent transactions shall be maintained in this file to
debit or credit the original inventory.

b. The residence inventory file is maintained until
the resident departs. It is then placed in the inactive
files (along with a copy of any Form OF-132, Propeny
D~posal Authorization and Survey Repon, that may
have been prepared to repon missing or damaged prop
eny) and kept for three years.

c. AID Only:
(1) Forward to FA/OMS one copy of the inventory

of AID-owned household furnishings and equipment
of the mission director, AID representative, or AID af
fairs officer upon: (a) His or her occupancy of a resi
dence. and (b) His or her subsequent move from this
residence (see Exhibit 226.3c). Submit the inventory
to FA/OMS by no later than thiny days from the arrival
or depanure of the AID principal officer at post. Fur
nishings authorized for mission directors, AID repre
sentatives, and AID affairs officers are specified in HB
23, Chapter 5, and in 6 FAM section 771.5-1: .,

(2) An annual cenification not exceeding the
534,000 representational item limitation level shall be
pouched to FA/OMS by November 10 of each calen
dar year.

d. When the residence is inventoried for an outgoing
occupant. the following statement shall be included on
the inventory listing and signed and dated by the ac
countable propeny officer (if possible liability for dam
ages exists. the cenification shall remain unsigned until
all problems have been resolved): .. I cenHy that all
items listed in this inventory have been returned in
good condition and that any determinations of the
propeny management officer or a Propeny Survey
Board have been complied \vith. The occupant in this
residence is hereby relieved of responsibility for the
propeny in the residence".

e. When the residence is inventoried for an incom
ing occupant. the following statement shall be included
on the inventory listing and signed and dated by the
occupant: "1 acknowledge receipt of the propeny
listed in this inventory. Except for normal "wear and
tear" and circumstances beyond my control. 1 accept
financial responsibility for damage or loss of propeny
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caused by me or members of my household. It is under
stood that the extent of my liability damages or lost
propeny will be determined by the propeny manage
ment officer or a Propeny Survey Board".

NOTE: The inventory shall be taken and the above
statement signed within thiny days of the arrival of the
occupant.

f. If the residence inventory reveals shortages or
damages other than normal wear and tear. such shon
ages or damages are payable by the occupant. Shon
ages and damages shall be reponed on Form OF-132.
Propeny Disposal Authorization and Survey Repon
(see 6 FAH-1 226.5). The occupant is not relieved
of responsibility until the results of the pending survey
action have been completed and the accountable prop
eny officer has accepted responsibility for the results
of the inventory and reconciliation.

226.4 Reconciling the Annual
Inventory

(TL:GS-21: 6-4-93)
(Uniform Slate/AlD/USIAI
Commerce/Agriculture)

a. When discrepancies are found between the physi
cal inventory count and the propeny records balances
which are not traceable to errors in recordkeeping. im
mediate action shall be taken to resolve the discrepan
cies (see 6 FAH-1 226.4).

b. Action to resolve discrepancies applies to resi
dence inventories. annual expendable and nonexpend
able inventories. and "SPOt check" inventories.

c. Inventory overages must be documented and re
corded in the propeny records (see 6 FAH-1
226.4-3(A». INVENTORY OVERAGES DO NOT
OFFSET INVENTORY SHORTAGES.

d. The accountable propeny officer shall repon all
inventory shortages to the propeny management officer
on Form OF-132, Propeny Disposal Authorization
and Survey Repon. In cases involving inventory shon
age where the dollar value does not exceed one percent
of the total inventory value, the propeny management
officer shall make decisions and take apPFopriate ac
tions. Such actions must be documented in the Proper
ty Survey Repon. When the value of the shortage ex
ceeds one percent. or when fraud or theft is indicated.
the propeny management o[ficer shall refer the Proper
ty Survey Repon to the Propeny Survey Board (see 6
FAH-l 226.4-3(B».

e. AID Only:
(1) In addition to preparing OF-132 for shortages

as detailed above. complete AID Form 5-73. Forward

one copy of Form OF-l32 and twO copies of Form •
AID 5-73 to the USAID controller.

(2) Missions are to provide a copy of their none"
pendable propeny inventories to FA/OMS by Noven.
ber 15 of each calendar year. RIG and trust-funded
propeny shall be identified as separate categories: this
is also applicable to RHUDO unless the POst has a writ
ten exception for RHUDO. Attach to the inventory a
copy of the U-754/1 repon sent to FA/FM/CARD.
The values of the nonexpendable inventory and the
U-754/l repon must be identical or accompanied with
an explanation as to why they differ.

(3) Regarding the adjustment of inventory value. •
the dollar value shown on the propeny records shall
be reconciled with the dollar value on the USAID con
troller's general ledger accounts. After such reconcilia-
tion, the propeny records are adjusted to reflect any
overage or shonage. The USAID controller makes cor
responding adjustments in the general ledger accounts
to reflect the current value of the propeny account.

f. USIA .only: When reconciling action is com
plete. the budget and fiscal officer and MIADP - the
Propeny Staff are notified of current propeny value.

g. After all reconciling action has been accom-
plished and approval received from the propeny man- •
agement officer. the new inventory quantities must be
posted to the expendable and nonexpendable propen)'
records (see 6 FAH-1 226.4-4), before the Inventory
Certification may be signed.

226.5 Reporting Lost, Stolen, or
Damaged Property

(TL:GS-21; 6-4-93)
(Uniform Slate/AID/USIA/
Commerce/Agricullure)

a. Appropriate action is necessary to document the •
circumstances under which government-owned ex·
pendable or nonexpendable personal propeny is lost.
damaged. or stolen. Accountable propeny officers are
required to request relief of responsibility for such
propeny by initiating proper documentation (see 6
FAH-1 226.5).

b. The propeny management officer or the Propeny
Survey Board. as appropriate. will adjudicate reponed
instances of loss. theft. damage. or destrUction or Gov
ernment-owned expendable and nonexpendable per
sonal propeny. Findings and decisions serve to relieve
the accountable propeny o((jcer of accountability for.
the propeny. and to establish whether employees are
personally liable for damaged or missing propeny. If
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it is determined that the damage resulted Crom'careless
ness. negligence. or other fault of an employee. that
'employee may be required to pay the cost of repairing
or replacing the propeny.

c. If damaged propeny has funher usefulness after
justifiable repairs or reconditioning, the propeny man·
agement officer or the Propeny Survey Board, as ap
propriate. may determine that the propeny be contino
ued in service. If it is determined that the propeny be
disposed of by abandonment or destruction, such prop
eny will be turned over to the propeny disposal officer
and disposed of in accordance with section 227 (see
6 FAH-l H-227).

(A) Accountable Property Officer Action
(TL:GS-2J; 6-4-93)
(Uniform State/AlDIUSIAI
Commerce/Agriculture)

Within fifteen days of the discovery of propeny loss,
theft. destruction. or damage. the accountable propeny
officer will prepare Form OF-132. Propeny Disposal
Authorization and Survey Repon, and forward the pre
pared form to the propeny management officer (see
6 FAH-l 226.5-1). A delay of over 15 days will be
regarded as being without justification. unless the cause
for the delay is fully and adequately explained by the
accountable propeny officer and made pan of the case
record.

(8) Property Management Officer Action
(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIAI
Commerce /Agriculture)

a. In cases where the acquisition cost of the propeny
involved does not exceed $500. the propeny manage
ment officer shall make a determination of employee
liability. If the employee contests the propeny manage
ment officer's decision, the propeny management offi
cer shall refer the case to the Propeny Survey Board.
The propeny management officer shall refer all reports
on propeny in excess of $500 to the Propeny Survey
Board.

b. In cases involving inventory shonage where the
dollar value does not exceed one percent of the total
inventory value. the propeny management officer shall
authorize inventory adjustments when satisfied that ef
fons to reconcile the inventory have been reasonable
and sufficient. When the shonage exceeds one percent
or when theft or fraud is suspected. the propeny man
agement officer shall refer the repon to the Propeny
Survey Board (see 6 FAH-l 226.4-3).

226.5-1 Implementation

c. The propeny management officer shall refer re
ports of loss, theft. damage. or destruction of program
propeny, or that which is caused by a civil disturbance
and acts of God (eanhquakes. typhoons, etc.), to the
Propeny Survey Board. regardless of the dollar value.

226.5-2 Property Survey Board
(TL:GS-2 J; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. The Survey Board adjudicates reponed instances
of loss, damage. or destruction of Government-owned
expendable and nonexpendable personal propeny re
ferred by the propeny management officer.

b. Propeny Survey Board Composition:
(1) State and USIS: The heads oC Foreign Service

posts shall designate in writing a Propeny Survey Board
consisting of a chairperson, secretary, and a third mem
ber, with provisions for alternates. Neither the propeny
management officer (nor a member of the propeny
management officer's stafO, the accountable propeny
oCficer (nor a member oC the accountable propeny offi·
cer's staff), an individual involved in a survey action.
nor the immediate supervisor of an individual involved
in a survey action shall be a member of the survey
board. If any member is thus ineligible, the board
chairperson shall appoint an alternate replacement for
that panicular survey action. .

(2) AID Only: At posts where AID manages its
own propeny and does not panicipate in FAAS in this
category, the principal AID officer shall designate a
board of survey consisting of AID U.S. direct-hire full
time Foreign Service employees.

c. For Terminated AID Overseas Missions: The
Director, FA/OMS, shall have authority to appoint a
survey board to handle matters involving propeny ac
countability of terminated AID overseas missions. The
subject board is convened in AID/W.

d. State Only: A copy of survey reports about miss
ing propeny shall be forwarded to the Agency Propeny
Management Officer. A/OPR/ST.

226.5-3 Employee LIability
(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIAI
Commerce /Agriculture)

a. Employees will not be held financially liable for
loss. damage. or destruction attributable to inexpen
use. inadequate supervision. or inherent defects in the
propeny.
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b. For damaged property, the employee will not be
required to pay an amount in excess of the cost of re
pairs (including shipment to and from the place of re
pair), or the estimated coSt of repairs if the property
is not repaired.

c. The amount of liability for missing or destroyed
property is based on the depreciated value of the item,
with a minimum liability level set at ten percent of the
acquisition cost of item (see 6 FAH-1 226.5-3(A».

d. When action on a property survey report is com
plete, the property management officer shall ensure
that fully completed copies of Form OF-132 are for
warded to:

(1) An employee held liable for lost or damaged
property, accompanied by a demand for payment. Pay
ment of such a billing does not convey title of the prop
erty;

(2) An employee involved in a survey report action
but cleared of any liability;

(3) An employee, other than the employee respon
sible for the damage or loss, who has signed Form
FS-S84, Nonexpendable Propeny Transaction, cover
ing propeny on loan.

226.5-4 Employee Appeal
(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIA!
Commerce /Agriculture)

a. State Only: If the employee contests the decision
of the property management officer or the Propeny
Survey Board. the decision shall be reviewed by the
chief of mission whose determination shall be fmal.

b. AID Only: If the employee contests the decision
of the property management officer or the Propeny
Survey Board, the report is forwarded to the AID prin
cipal officer, whose decision is final. AID principal offi
cers may appeal the Propeny Survey Board's decision
to AIDIW, FNOMS. whose decision is final. For AID
missions that have been terminated, the employee's ap
peal is directed to the Director, FA/OMS, whose deci
sion shall be final.

c. USIS Only: If the employee contests the decision
of the property management officer or the Property
Survey Board. as appropriate, the repon is forwarded
to the General Counsel (GC), USIA. whose decision
is final. A written appeal must be filed with the General
Counsel within 30 calendar days from the date of notifi
cation by the Board of Survey, and, if possible. prior
to the employee's departure from post.

226.5-5 Re1mbursement by Employee
(TL:GS-21; 6-4-93)
(Uniform State/AJDIUSIA/
Commerce/Agriculture)

a. If an employee (including contract personnel) is
held liable for the loss, damage, or destruction of Gov
ernment-owned personal propeny, reimbursement
shall be secured before the employee's depanure from
post (see 6 FAH-1 226.5-5).

b. Reimbursement shall be made to the account of
the agency that owned the propeny. For State Only:
Deposit funds to the appropriate 19F3845 Proceeds
Account.

c. If the employee is held liable and the employee
still does not consent to reimburse the Government or
has. in the meantime, departed post, the case will be
forwarded to M/FMP for collection of debt in accor
dance with 4 FAM.

d. State Only: Reimbursement may be made in
cash or by check payable to the Depanment of State
(see 6 FAH-1 226.5-3(C».

e. USIS Only: If the employee is held liable and
the employee still does not consent to reimburse the
government or has, in the meantime, depaned post,
the case will be forwarded to the Financial Operations
Division (M/CF) for collection of debt.

227 DISPOSAL OF PERSONAL
PROPERTY

227.1 General

227.1-1 Policy
(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Personal propeny scheduled for disposal by Foreign
Service posts shall be disposed of in such a manner as
to be:

(1) Consonant with U.S. foreign policy;
(2) Consistent with applicable local laws and cus

toms; and
(3) In conformity with existing treaties or agree

ments.

227.1-2 Classification of Unneeded
Property

(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIA!
Commerce/Agriculture)

a. Personal propeny scheduled for disposal by For
eign Service pOSts is either classified as replacement

•

•

•

•

•
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propeny or as foreign excess propeny (s~e section
221.5, Definitions).

b. Propeny which is sold for replacement is not con
sidered "excess", since such an action merely repre
sents the conversion of an asset as whole or pan pay
ment for a new item of similar propeny. Replacement
propeny is either redistributed to other posts of the par
ent agency, transferred to another agency, or sold and
the sale proceeds used for the procurement of similar
propeny. For reponing proceeds of sale, State activities
should refer to 4 FAM 324.4. Proceeds of sale for
USAID propeny must be deposited to: Budget Clear
ing Account 72F3845, Proceeds from Sales of Personal
Propeny, Agency for International Development.

c. When an agency declares personal propeny to be
foreign excess. it underlines the fact that there is no
projected need by the owning agency for such propeny.
Therefore, this property is not needed for redistribu
tion and will not be sold for replacement purposes.

227.1-3 Limitations on Classification as
Foreign Excess

(TL:GS-21: 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. State Only: See 10 FAM 740.
b. AID Only: Propeny may not be classified as for

eign excess without written approval of FA/OMS.

227.1-4 Security Inspection
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce /Agriculture)

a. Prior to the removal of unneeded propeny from
offices for return to the warehouse, the propeny must
be cleared of any classified information and Form
FS-586, Tum-In Propeny Inspection Cenification,
must be completed.

b. It is the responsibility of the employee to whom
the propeny is assigned to remove all classified infor
mation from the propeny. The employee shall examine
desks, tables, loose cushions on sofas and chairs, book
cases, safe-files, filing cabinets, and any other propeny
with shelves or drawers (drawers must be removed dur
ing the examination and areas behind and underneath
the drawers examined), to ensure that they are empty
of any classified material. The employee shall also clear
typewriters, word processing, and ADP equipment of
any ribbons or sensitive information stored in memory
banks or magnetic media (information systems security
officer or the systems manager shall assist where re
quired). The employee shall then prepare Form

FS-586 and sign the "CLASSIFIED INFORMATION
REMOVAL" ponion of the form.

c. In the absence of the employee or where com
mon-use propeny is involved, the unit supervisor shall
assign an employee to make the initial examination.

d. After the employee has completed the examina
tion and has signed the FS-586, the unit supervisor
shall inspect the propeny to verify that it is clear of clas
sified information, and then shall sign the "INSPEC
TION" ponion of the FS-586. The completed FS-586
shall then be forwarded to the general services office
where it will remain on file attached to the completed
copy of the propeny tum-in document.

e. The security officer shall reset combinations to
factory standards 50-25-50 for safe-files and
10-20-30 for padlocks used with bar-lock cabinets.

f. Arrangements for removal of the propeny shall
not be made until the actions cited above have taken
place.

227.1-5 Disposal of Program Property
(TL:GS-21; 6-4-93)
(Uniform State/AIDIUSIAI
Commerce/Agriculture)

Program propeny, such as motor vehicles, security
equipment, and communications equipment, shall not
be disposed of without specific authorization from the
controlling office, bureau, or agency (State Only: See
section 228.8 for disposal of motor vehicles).

227.1-6 Disposal of Trust Fund Property
for AID Only

(TL:GS-21; 6-4-93)
(AID.Only) .,

Normally, the disposal of trust fund propeny shall
be in accordance with the terms and conditions of the
Trust Fund Agreement. In the absence of a trust agree
ment. the disposal of trust fund propeny shall be in ac
cordance with the procedures of this regulation:

(1) Return the propeny to the host government. ob
tain a receipt. and adjust the propeny records; or

(2) The sale of trust fund propeny must be autho
rized by the Trust Fund Agreement, or host govern
ment permission must be obtained. In the absence of
approval and if propeny is not returned. the propeny
is sold and the proceeds are deposited in the trust fund
account. Separate documentation is always used.

227.1-7 AID-Owned Contract Property
(TL:GS-21; 6-4-93)
(AID Only)

a. If the project agreement provides that AID will
retain title to specified equipment or propeny financed
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227.2-1 Reporting Unneeded Property
(TL:GS-21; 6-4-93)
(Uniform State/A1D/USIAI
Commerce/Agriculture)

Personal property that is no longer needed by an of
fice is reported to the general services office for reas-

under the project. AID may retain use of AID-titled
project property. The senior AID representative may
determine to continue use of AID-titled project prop
erty within a like project activity that is a follow-on
project. i.e., phase I or phase II of a project activity.
When the AID titled property is no longer used by AID
projects. proper disposal procedures will be followed.

b. U.S. Government-owne~ property in custody of
a terminating contractor shaH be disposed of in accor
dance with the terms of the contract.

227.1-9 Disposal of Property Acquired
by Means Other Than New
Procurement

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Replacement property acquired by means other than
new procurement may not be sold or exchanged until
one year from the date of transfer without prior approv
al from the parent agency.

227.1-8 Disposal of AID Personal
Property to Non-U.S.
Government Agencies

(TL:GS-21.. 6-4-93)
(AID Only)

Disposal of AID personal property by donation can
be made to organizations qualified to receive assistance
under Section 607(a) of the Foreign Assistance Act of
1961. as amended (friendly countries. international or
ganiutions. the American National Red Cross. and vol
untary agencies). provided that AID/W approves the
disposal of property as foreign excess. and a Section
607 (a) determination has been executed for the recipi
ent in accordance with Chapter 7. Direct Acquisition
Program. of Handbook 16. Excess Property. A request
for disposal of AID-owned property under a Section
607(a) determination shall be addressed to FA/OMS.
Attention: Overseas Property Management.

227.3 Methods of Disposal
(TL:GS-21; 6-4-93)
(Uniform State/A1D/USIAI •
Commerce /Asriculture)

a. All property disposals must be documented on
Form OF-132. Property Disposal Authoriution and
Survey Report. and must be subjected to a formal dis·
posal process. Necessary approvals must be obtained
and appropriate disposal methods determined (see 6
FAH-l 227). Separate reports are prepared for ex'
pendable and nonexpendable property.

b. There are six acceptable methods of property dis
posal. and the disposal shall be in the following order
of preference:

(1). Redistribution to establishments within the par- •
ent agency;

(2) Transfer to another agency or commissary/
mess/recreational facUity;

(3) Sale/exchange;
(4) Grant-in-aid or project contribution (AID

only);
(5) Donation; and
(6) Abandonment/deStrUction.

c. In determining the method of disposition most
beneficial to the U.S. Government, consideration must

be given to the following: •
(1) Condition of the property;
(2) New and present value;

signment to other offices. return to the warehouse. or •
other disposition. Such property returns shall be docu-
mented (see 6 FAH-l 224.6-8) and the property must
be inspected for classified information (see section
227.1-4).

227.2-2 Screening Unneeded Property
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

If returned to warehouse/storage. the property shall •
be inspected and a decision shall be made regarding
final disposition. as:

(1) Redistribution within the parent agency;
(2) Transfer to another agency;
(3) Return to stock as is;
(4) Rehabilitation and return to stock; or
(5) Disposal.

Implementation227.2
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(3) Bona fide need by other overs"eas poSts of the
parent agency (taking into consideration the cost of
norage. packing and shipping. and other related prob
lems);

(4) Local sales interest and value;
(5) Other U.S. Government agency needs and will

ingness to purchase; and
(6) AID Only: Host government and project

needs.

227.3-1 Redistribution of Replacement
Property

(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Redistribution is the primary method of disposing
of replacement propeny because it provides for imme
diate availability to another part of the parent agency.
To serve this purpose. "the following factS must prevail:

(1) The property shall be in good or excellent con
dition; and

(2) The cost of packing and shipping must be eco
nomically compatible with the cost of new property.

b. State and USIA Only: If the property disposal
- officer (PDO) determines that property is appropriate

for redistribution the PDO shall notify the other estab
lishments of the parent agency within the geographic
area (see 6 FAH-l 227.3-1). Redistribution shall be
made on a first-come-first-served basis.

c. AID Only: If the PDO determines that property
is appropriate for redistribution to nearby posts (as in
section 227.3-1). the PDO shall notify AIDIW. FA/
OMS. of this decision. FA/OMS will notify posts within
the geographical area. or worldwide. of the availability
of property for redistribution. and will allow for a
30-day or earlier response. depending on the disposing
mission's urgency to remove the property. FA/OMS
will notify the missions selected to receive available
property. AID/W, FA/OMS, makes the final determi·
nation on competing requests for redistribution proper·
ty.

d. Redistribution to establishments of the parent
agency will be made without reimbursement. except
that the receiving establishment shall pay for packing.
transportation. and any other costs incident to the
transaction.

e. All redistribution actions shall be documented.

227.3-2 Transfer of Property to Another
Government Agency or to
Commissary/Mess/Recreational
Facilities or American
Sponsored Overseas Schools

(A) Transfer to Other U.S. Government
Agencies
(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. When no response is received to offers of proper
ty to other posts within the geographic area, other U.S.
Government agencies at the post location shall be noti·
fied of the availability of the property. Property can be
transferred providing:

(1) The requesting agency certifies that a bona fide
need exists for an authorized program;

(2) Property is to be used to enhance or further pro
gram objectives and is not being acquired for immedi
ate resale;

(3) The receiving agency pays packing. shipping.
and all other costs incident to the transfer;

(4) The supply of excess expendable property shall
not exceed a 2-year supply; and

(5) When spare parts are acquired. the supply shall
not exceed the life expectancy of the equipment to be
supported;

b. Transfer of replacement property shall be made
upon such terms as shall be agreed to by the U.S. Gov
ernment agencies at the overseas location. However.
agencies offering property for transfer for further utili
zation within the Government shall not in any case re
qUire reimbursement of an amount greater than the
best estimate of the gross proceeds if the property were
to be sold on a competitive basis. or the dollar value
offered on a trade-in basis. In no case will reimburse
ment exceed the item cost plus transportation and
freight forwarding cost. The funds are to be deposited
in accordance with agency instructions for purchasing
similar items. The receiving establishment will bear any
costs incident to transfer. including packing and trans·
portation.

c. All transfer actions shall be documented.
d. Property which has been declared foreign excess

shall be made available to other agencies at the post
location as first consideration to assure full utilization
of personal property prior to sale. A requesting agency
receives the foreign excess property on a nonreimburs·
able basis.
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e. AID Only:
(1) The propeny management officer shall obtain

AID/W. FA/OMS approval for disposal of personal
propeny as foreign excess. The request shall state the
reasons and requirement of the requesting agency.

(2) When foreign excess propeny is available. and
before returning it to the United States. consideration
shall be given for its use under provisions of sections
214(b) and 607 ofthe Foreign Assistance Act of 1961,
as amended. First preference shall be given to situs
country before notification of its availability is made to
other AID missions.

f. If foreign excess propeny is not required by other
Government agencies at the post for authorized pro
grams, the propeny management officer will determine
whether it would be in the interest of the United States
to return the propeny to the United States for funher
Federal use or donation (FPMR 101-43.S). The quan
tity must be substantial and consideration shall be given
to whether transportation and accessorial costs would
make return of the propeny a cost-effective action.
Authorization must be granted by the parent agency
prior to any return action. The post shall provide the
parent agency with full description, quantities, value.
age. and condition of the propeny.

(B) Transfer to Commissary/Mess/Recreational
Facilities or American-Sponsored Overseas
Schools (State Only)
(TL:GS-2J; 6-4-93)
(State Only)

a. Transfer of unneeded (replacement or foreign ex
cess) property may be made at no cost to commissary/
mess/recreational facilities or to American sponsored
overseas schools. providing that the receiving activity
shall certify that a bona fide need for the property exists
and that it is not being acquired for resale. All transfers
shall be documented and shall require the approval of
the propeny management officer (see 6 FAH-l
227.3-2(B».

b. If the acquisition cost of the propeny transferred
exceeds U.S. dollars 2.000 or if the propeny is new
and unused. the approval of the executive director of
the regional bureau or 10. as appropriate. is required.

227.3-3 Sale or Exchange •
(TL:GS-2J; 6-4-93)
(Uniform StatelAlDIUSfAi
Commerce/Agriculture) .

a. The types of sales used are sealed bid. spot bid.
auction, and negotiated (see 6 FAH-l 227.3-3).

b. With the exception of negotiated sale, all sales
must be competitive.

c. Only personal propeny authorized for disposal on
Form OF-I32. Propeny Disposal Authorization and
Survey Repon. may be sold.

d. Except where the nature or condition of the prop-
eny does not permit. or when local conditions prohibit. •
advenising shall be used for all types of sales.

e. All sales must be conducted in a systematic man
ner to achieve total control in all phases.

f. The distinction between foreign excess propeny
and replacement propeny must always be maintained.

g. The propeny disposal officer must be a witness
to key disposal activities on sale day (e.g.• cash pay
ments and issuing bills of sale) and must ensure that
proper disposal related entries are made on the Form
OF-l32 (see section 221.6-3).

h. The propeny disposal officer shall arrange. with
the Financial Management Officer. for a cashier to be •
at the sale location on sale day to accept payment from
buyers and to return deposits to unsuccessful bidders
on sealed-bid sales. Only certified forms of payment
(cash. cenified checks. etc.) will be accepted.

i. When the sale is a sealed-bid sale. a locked bid
box shall be used for deposit of bids until the an
nounced bid-opening time. The bid box shall be se
cured in a safe during nonworking hours. and the bid
box key shall be secured separately.

j. Expenses incurred in connection with the sale
may be paid from the proceeds. and only the net pro
ceeds deposited. Expenses which may be deducted in-
clude advenising. auctioneer fees, custom fees, duties. •
taxes. commercial transportation. casual labor. and
equipment rentals. Expenses which may not be de-
ducted include regular salary or overtime payments to
contract or direct-hire employees of the U.S. Govern-
meiu (see 4 FAM 324.4-2).

k. Sales documents shall forbid the importation of
such propeny into the United States unless the Secre-
tary of Agriculture (in the case of any agricultural com-
modity) or the Secretary of Commerce (in the case of
any other commodity) determines that its importation
will relieve domestic shortages or will otherwise be
beneficial to the U.S. economy. The purchasers shall •
also pay any customs duties. local taxes. or other
charges imposed by the foreign government concerned.
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and shall furnish copies of receipts eviden~ing such
payments prior to the release of the propeny.

1. Personal propeny shall not be offered or sold on
credit.

m. With the exception of individuals who initiate, au
thorize. or directly control the sale of Government
propeny (Le., propeny management officers, account
able propeny officers. or propeny disposal officers),
or anyone acting on their behalf, U.S. citizen em
ployees and their relatives may panicipate in competi
tive, publicly advenised sales of propeny authorized for
disposal. provided the employee cenifies in writing:

(1) That the propertx is for the employee's personal
use;

(2) That the employee will not sell the propeny dur
ing the employee's tour at the post except to another
U.S. Government citizen employee who will make a
similar written cenification; and

(3) That if, at the end of the employee's tour, the
employee sells such propeny to persons not having duo
ty-free privileges, the employee will cenify in writing
to the propeny disposal officer that local taxes and oth
er obligations have been satisfied.

n. With the exception of individuals directly in
volved in selecting items to be disposed of, or immedi
ately involved in the preparations for or conduct of the
sale, or anyone acting on their behalf, Foreign National
employees, personal service contractors, employees of
contractors, and their relatives. are authorized to par
ticipate in publicly advertised, competitive bid sales.
However, a successful bidder must cenify that the
propeny is for his or her personal use and must pay
local customs duty and any taxes due.

o. The principal officer at post may withhold the sale
of propeny to all U.S. citizen employees if, in the prin
cipal officer's judgment it is not in the interest of the
Government.

p. If foreign excess propeny is not disposed of by
transfer, it may be sold (see 10 FAM 740 regarding
limitations on foreign excess), if this method is in the
best interest of the U.S. Government. The proceeds
from sale of any foreign excess personal propenYl when
sold abroad, are deposited in the Treasury as miscella
neous receipts.

q. If replacement propeny cannot be redistributed
or transferred, it may be sold or exchanged. as ex
plained below:

(1) The propeny may be sold and the proceeds
from sale used for the acquisition of similar propeny,
either by the selling establishment or by the parent

agency, on a worldwide basis (State, see 4 FAM
324.4);

(2) The USIA may not retain proceeds of sale at
post;

(3) Proceeds of sale are returned to AID's Miscel
laneous General Account; or

(4) The propeny may be exchanged in whole or in
panial payment for similar items.

r. Risk of Loss: Unless otherwise provided in the
invitation, the Government will be responsible for prop
eny subsequent to its being available for inspection and
prior to its removal. Any loss. damage. or destruction
occurring during such a period will be adjusted by the
propeny disposal officer to the extent it was not caused
directly or indirectly by the purchaser or the purchas
er's agent or employees.

s. Negotiated Sale: Propeny may be sold on a nego
tiated basis if the estimated fair market value of the
propeny is S1000 or less, and if at least two attempts
to sell the property competitively were unsuccessful ei
ther because there were no bidders or because the bids
were unreasonable (prior bidders must have the oppor
tunity to submit offers on the negotiated sale). In cer
tain circumstances, the S1,000 fair market value limita
tion may be waived. Requests for waivers may be sub
mitted to AJOPRIST/S/PM for State or to FA/OMS for
AID. Large quantities may not be divided to meet the
S1,000 limit. Negotiated sales are also permitted when
an emergency exists which does not allow sufficient
time to advertise a competitive sale. This method of
sale is used only in special circumstances and requires
written justification from the propeny disposal officer
and approval by the propeny management officer.

NOTE: Propeny shall not be sold to U S. Govern
ment employees or their relatives or government con
tractors or their relatives on a negotiated basis.

t. Salvage or Scrap:
(1) Salvage means personal propeny that has some

value in excess of its basic material content but which
is in such condition that it has no reasonable prospect
of use as a unit, and its repair or rehabilitation is im
practicable.

(2) Scrap means personal propeny that has no val
ue except for its basic material content.

(3) Authority is delegated to Foreign Service posts
to dispose of salvage or scrap material. Examples in
clude scrap lumber and paper, odds and ends of pipe,
wire, metal. etc., broken furniture, and torn furnish
ings. Proceeds from sale of such material shall be de
posited in the Treasury as miscellaneous receipts. using
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the appropriate agency account number.

u. If replacement property cannot be redistributed
or transferred, it may be exchanged in whole or in par
tial payment for similar items.

227.3-4 Project Contribution or
Grant-In-Aid (AID Only)

(A) Property Transfer - General
(TL:GS-21; 6-4-93)
(AID Only)

a. Transfer of U.S. Government personal property
(where title is with USAID. and/or custody is with a
PASA group or a contractor), to the cooperating gov
ernment may be accomplished in one of two ways: by
project contribution or grant-in-aid;

b. Property transferred to a ministry or agency under
project contribution must be a commodity item aligned
with a particular project. Transfer of any U.S. Govern
ment property under grant-in-aid must also be to a
designated ministry or agency of the host government
and transfers should clearly be defined for official pur
pose, such as carrying out the broad objectives of the
country program. Written requests for transfer of prop
erty by either method must be indicated by an official
agency of the host government and sent to the USAID
Director stating the requirements. purposes, and objec
tives. The Director will sign the bilateral transfer agree
ment based upon staff clearance and signatures pres
ented on clearance copy (see Exhibits 227.3-4(B) and
227.3-4(C»;

c. Propeny aged or worn to a condition of liability
shall not be transferred to the cooperating government
except in a particular circumstance, such as when the
local government desires, sponsors, or approves a pro
gram of technical, mechanical, or electrical training;
USAID may then transfer worn vehicles, refrigerators,
typewriters, air conditioners, etc., to assist in such
training programs. Host government sanction is neces
sary because such rehabilitated equipment would nor
mally be subject to customs duties and taxes; therefore,
final utilization or disposition by the local training group
should be clearly established and understood in ad
vance.

d. Administrative management notes:
(1) Grant-in-aid propeny shall be assessed in dol

lars at fair market value or depreciated value. This
amount may be used as an offset credit to the country
program if USAID considers it feasible and prudent;

(2) Forms OF-132 and AID 5-73 are completed •
to account for required adjustments to acquisition costs
on property records and fiscal account records;

(3) Propeny transferred shall be on an as-is-wher
e-is basis;

(4) USAID shall not employ either transfer method
as a convenient or expeditious device for property dis
posal:

(5) USAID officers must refrain from intimating
commitment of propeny prior to internal discussion
and approval; and

(6) Normally and logically, property must be on
USAID's records in order to effect a grant or contribu- •
tion to the host government. However, this administra-·
tive procedure is sometimes unrealistic; for example,
when U.S. Government propeny in custody of a con-
tractor (that is, not on USAID's propeny records) is
to be transferred to the host government. These trans-
fers may be done directly by USAID without debiting
and immediately crediting USAID records for the sake
of formality. However, in such cases, total documenta-
tion must be recorded to satisfy any future audit.
Another example would be when property is located
at a distant project site and continued use there is
planned.

(B) Project Contribution •
(TL:GS-21; 6-4-93)
(AID Only)

When the responsible officers of USAID and the
cooperating government have agreed to the transfer of
U.S. Government propeny to a specific project, the
transaction shall be documented as follows:

(1) The assigned transfer agreements list propeny
to be transferred. The transfer agreement shall consti
tute an addendum to the Project Agreement (see Ex-

hibit 227.3-4(8»; •
(2) A" fair market value" assessment of the proper~

ty in dollars shall be shown on the addendum. This dol
lar value is informational for the purpose of audit and
propeny accountability;

(3) It is not necessary to include the total value in
the financial plan, nor does a PIOte need to be pre
pared:

(4) If commodities are applied to a new project, it
may be appropriate to assess the fair market value total
against the project. The propeny agreement shall be
adjusted accordingly; and

(5) One copy of the transaction should be for· •
warded to the respective AIDtW regional bureau's pro-
gram office for appropriate action and information.
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(C) Grant-In-Aid
(TL:GS-21; 6-4-93)
(AID Only)

a. Upon receipt of a request for personal propeny
under grant-in-aid from a ministry or agency of the
cooperating government. the USAID director shall:

(1) Order inquiry into availability of propeny for
transfer;

(2) Determine the merit of the declared purpose;
and

(3) Approve or reject the request.

b. If approved, the format shown in Exhibit
227.3-4(C) may be used.

227.3-5 Donation
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. If personal propeny cannot be disposed of by re
distribution. transfer. or sale. and has little or no com
mercial value. or if the cost of handling and storage
would exceed the estimated proceeds of sale. it may
be considered for donation by the holding agency...No
commercial value" means that the propeny has no
market value either for the purpose for which it was
originally intended. or for use as an entity for any other
purpose.

b. Propeny may only be donated to nonprofit educa
tional. public health. welfare. charitable. scientific. lit
erary institutions. and international bodies in which the
United States participates located in the country in
which the propeny is situated. First consideration shall
be given to those institutions which are organized under
the laws of the United States. or any of its subdivisions;
those institutions which are supponed in whole or in
pan by taxes of the United States or any of its political
subdivisions; or those which are exempt from taxation
3S a nonprofit organization. The donee shall pay all
transponation and accessorial costs.

227.3-6 Abandonment or Destruction
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Disposal of propeny by destruction or abandonment
is executed as a last reson; that is. all disposal possibili
ties, including donation and sale as scrap, have been
exhausted. The propeny disposal officer must docu
ment effons to dispose of the propeny by all other dis
posal options indicated in this section. The destruction
or abandonment of the propeny shall be witnessed by

an employee other than the accountable propenyoffi
cer or the propeny disposal officer, and a cenificate
of destruction or abandonment shall be prepared and
signed (see 6 FAH-l 227.3-6). Destruction or aban
donment shall be performed so as not to litter any pub
lic or private real propeny nor cause any dispute or liti
gation and shall be done in a healthful and safe man
ner. As much as possible. identification as propeny of
the U.S. Government shall be removed before propeny
is abandoned.

227.4 Disposal of Flags, Seals,
Insignia, Etc.

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Obsolete or unserviceable seals. signs, insignia. door
plates. and rubber or wax stamps bearing the seal of
the United States shall be completely mutilated to pre
clude reuse by unauthorized persons. Insofar as practi
cable. such objects shall be destroyed by burning. Flags
which are no longer a fit symbol for display shall be
destroyed by burning. Impressions or seals placed upon
items (for example, furniture. vehicles, or stationery).
shall be removed or obliterated before disposal is
made.

227.5 Protective Custody
Property

(TL:GS-21.· 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Propeny left by U.S. Government agencies or quasi
governmental agencies (for example. American Red
Cross, etc.). in possession of the diplomatic mission ei
ther on an informal basis or under documented protec
tive custody arrangements. shall not be disposed of
without specific authorization from the owning agency,
unless representatives are available who have the au
thority to approve in writing the disposition of their per
sonal propeny.

227.6 Disposition of Other
Agency Property

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Sometimes personal propeny of another agency is
authorized to be disposed of as replacement or foreign
excess and the owning agency does not have facilities
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•

•

•

•

REPORTING REQUIREMENTS229

229.1 Property Management
Report for State Only

(TL:GS-21; 6-4-93)
(State Only)

a. The Propeny Management Repon, Form FS-582
(see Exhibit 229.1), mUSl be signed by the accountable
propeny officer and the propeny management officer,
and the original submitted to AlOPRIST/S/PM, by No
vember 1 of each year. Special Embassy Program POSts
(SEP) and Special Consulate Program posts (SCP)
shall submit the repon biennially on even numbered
years. Submission of the repon on odd numbered years
also is optional. Because the certification of inventory
reconciliation is a pan of the repon, a copy of the re
pon shall be retained in the Physical Inventory and
Reconciliation file for three years (see 6 FAH-l
226.2-5).

b. The signatures at the bottom of Pan A of the re
pon acknowledge that: (1) The responses to the state
ments in the Regulations Compliance Repon (Pan B)
are true; and (2) That sections 221.8-2 and 226 have
been read apd. understood. This information is in
cluded to prevent anyone from unwittingly making a
false certification. Making a certification which one
knows or has reason to know is false may result in ad
ministrative disciplinary action.

NOTE: A negative response in the Compliance Re
pon means that the post is not in total compliance with
propeny management regulations. If any of the re
sponses in the Compliance Repon are negative, the
Propeny Management Repon must be accompanied by
a memorandum stating what corrective action has been
initiated, and including a date by which the post will
be in full compliance with propeny management regu
lations. The post must subsequently send a followup

for disposal. In such ca~es. posts shall assist in the dis
posal of the propeny, provided authority is furnished
in writing by the agenc) concerned. Proceeds from the
sale (less handling costs) will be deposited in the appro
priate agency's account.

227~7 Cannibalization of
Nonexpendable P"~"'- '

(TL:GS-21; 6-4-93)
(Uniform State/AlDIUSIA/
Commerce/Agriculture)

a. Cannibalization of nonexpe
permissible under cenain circum
meaningful. thorough, and formal,
ization is employed.

b. The act of cannibalization she
ample, a vehicle would be dismanth
pans and components such as d.
fenders. headlights, g~nerators, bu
pump assemblies, shock absorbers,
etc., for stock. The us~less items are!
tifications for permitting cannibalizat

(1) Rehabilitation of the unit is cit
cal because of the condition, projectel
age;

(2) Disposal by sale, redistributic
grant-in-aid is impractical due to coni
potential, unfavorable local circumstan
pensive packing or awkward shipping I

(3) Value and condition of useful pa
nents are high enough to justify time al
tract them for repair of working equipl

.'
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memorandum by the projected compliance date, con
firming that the post is in total compliance with regula

)ns.

c. Embassies which maintain propeny records for
constituent posts, and are including those posts in the
cenification of inventory reconciliation and sale ex
change pans of the repon. must specify the name of
each post included. If constituent posts are performing
any of the propeny duties indicated on the regulations
compliance pan of the repon. which are not being per
formed by the Embassy on behalf of the constituent
post, those posts must submit a separate repon address-
18 that pan only.

d. The designated accountable officer for drugs and
any other propeny under the control of the health unit
shall provide the propeny management officer with a
inventory cenification for such propeny. for submis
sion to A/OPR/ST/S/PM along with the post's annual
inventory cenification. If a post does not have a health
unit or has no such propeny at post, the propeny man
agement officer must state this on the post's annual cer
tification.

e. If the November 1 deadline cannot be met, writ
ten requests for permission to submit late repons are
·0 be submitted to A10PRlST/S/PM prior to November
£ and must include a justification for the delay and a
date by which the repon will be submitted. Permission
for a delay in reponing will be granted only for compel
ling reasons.

f. Object Class 3100 funds may be withheld from
those posts which fail to submit the Propeny Manage
ment Repon, until the repon is submitted.

g. The Propeny Management Repon, Form
FS-S82, is available from the Forms Facsimile Hand
book. The FS-S82 is divided into the following three
pans so that information needed for three different re
quirements can be reponed:

(1) Pan"A" certifies that the physical inventory of
personal propeny was taken and reconciled within the
fiscal year. Before certifying, the accountable propeny
officer and the propeny management officer must
verify that:

(a) A physical inventory was taken as required by
regulation (see certification statement in Pan A of
Form FS-S82); and

(b) That inventory results have been reconciled
with the propeny records, that Form OF-132, Propeny
Disposal Authorization and Survey Repon. listing any
Jnresolved inventory shonages, has been submitted in
accordance with regulation, that the propeny manage
ment officer or the Propeny Survey Board, as appropri-

ate, has authorized any necessary adjustments to the
propeny records. and that the results of the inventory
have been posted to the propeny records.

(2) Pan "B" confirms that a variety of propeny ac
tions, required by 6 FAM, are being accomplished in
accordance with regulations. Individuals responsible
for noncompliance with regulation will be subject to ad
ministrative action.

(3) Pan tIC" is a repon of sale/exchange activity
conducted dunng the fiscal year, and is required by the
General Services Administration. Official vehicles are
reponed under another reponing procedure and are
not to be included on this repon. Also:

(a) Posts using NEPA are to submit the sale/ex
change repon, which is produced by the system. in lieu
of pan C of the Propeny Management Repon:

(b) Posts using propeny cards will complete Pan C:
(c) The first column in Pan C is used to identify

the Federal Supply Classification (FSC) code for each
group in which replacement propeny was sold or ex
changed during the fiscal year. The classification
groups are listed on the back of the FS-S82;

(d) The second column is used to record the total
acquisition cost, in U.S. dollars, of State replacement
propeny sold within each FSC group during the fiscal
year;

(e) The third column is used to record the pro
ceeds, in U.S. dollars. of State replacement propeny
sold within each FSC group during the fiscal year;

(0 The fourth column is used to record, in U.S.
dollars, the acquisition cost of State replacement prop
eny within each FSC group which was exchanged with
vendors in panial or whole payment for similar replace
ment items during the fIScal year; and

(g) The fifth column is used to record, in U.S. dol
lars, the exchange or trade-in allowance of State re
placement propeny exchanged within each FSC group
during the fiscal year.

229.2 SalelExchange Reporting
for USIS Only

(TL:GS-21; 6-4-93)
(USIS Only)

State activities reponing for USIS should repon as
follows: FSC group dollar acquisition cost totals cover
ing the sale or exchange disposal of USIS administra
tive propeny under inventory control of the post are
to be reponed by a separate memorandum. Reponing
for USIS propeny is limited to FSC groups 41, 71, and
74.
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229.4

229.3 SalelExchange Reporting
for USAID Only

(TL:GS-21; 6-4-93)
(AID Only)

The AID reports are compiled in Washington by FAI
OMS from data previously submitted by the USAID
or by the Embassy administrative office on AID's Prop
eny Disposal Record. AID Form 5-73.

Report of Capitalized
Personal Property

229.4-1 State Only
(TL:GS-21; 6-4-93)
(State Only)

The depreciated value of capitalized assets on hand
at the end of each fiscal year must be reponed to MI
FMP/FOIOCNGAD within 15 workdays following the
end of the fiscal year. The depreciation of capitalized
personal propeny begins the first fiscal year after the
item is put into use. Until the propeny is issued and
depreciation begins, the propeny is reponed at the ac
quisition cost. A copy of the repon is to be forwarded
to the budget and fiscal oUicer. (See section 22S.2-tf.)

(A) NEPA
(TL:GS-21; 6-4-93)
(State Only)

Submit the Capitalized Propeny Repon produced by
the system.

(9) Manual
(TL:GS-21; 6-4-93)
(State Only)

The repon is to be submitted in the following format
(see Exhibit 229.4-1(B»:

(1) A separate repon must be submitted for each
allotment which funded the purchase of capitalized
personal propeny;

(2) Repon the following monetary data, giving a to
tal amount for each category (see 6 FAH-l
225.2-2(0»:

(a) Appropriation;
(b) Current period depreciation; and

(c) Accumulated depreciation.

(3) Repon separately. by category. the acquisitic
cost of new items acquired during the fiscal year;

(4) Repon separately. by category, the total acquisi
tion cost and accumulated depreciation for any item
sold. transferred, or otherwise disposed of during the
fiscal year;

(5) Repon the acquisition cost of non-depreciable.
capitalized propeny. If this figure has been adjusted
during the reponing period (e.g., due to a current ap
praisal), then the net adjustment is reponed as a sepa
rate figure; and

(6) Repon an aggregate total net value of fully de
preciated propeny which is still in use.

229.4-2 AID Only
(TL:GS-21; 6-4-93)
(AlD Only)

a. USAID shall submit, as an attachment to the an'
nual U-75411 Propeny Repon (see section 225.2-3c),
a listing of capitalized propeny (as defined in section
225.2-1a), other than vehicles and computer hardware
and software. to FNOMS. The listing of vehicles will
be prepared by FNOMS, and the listing of computer
hardware and software will be prepared by FA/IRM for
submission to FAlFM/CARD by October 15 of ead
calendar year.

b. The list shall include description, serial number
(if applicable), acquisition cost. date of acquisition. es
timated life span, and estimated salvage value. The list
must be summarized by totaling the acquisition costs
of all of the items on the list. and by computing the
overall aggregate average age of these items. The total
of the acqUisition costs and the compound aggregate
average age must be included on the list.

c. The reponed capitalized propeny, as well as other
nonexpendable propeny, will have been reconciled
with the USAID Controller's records at acquisition
cost, and will reflect identical values.

d. FNFM/CARD, upon receipt of the capitalized
propeny lists from USAID missions and AID/W of
fices, will calculate the depreciation cost of the proper
ty for recording in their propeny ledgers. Once proper
ty is depreciated, it is recognized that the acquisition
value of USAID propeny reflected in USAID's Con
troller records will not match the depreciated propeny
value listed in AIDIW financial records.

•

•

•

•

•
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APPENDIX A
EXHIBITS

Title 6 FAM Section
AID-Owned and Controlled Non-Expendable and

Real Propeny Repon : 225.2-3b

Clearance Requirements for Miscellaneous Supplies
and Services , , 216.5

Propeny Management Repon 229.1

Repon of Capitalized Personal Propeny 229.4-1(B)

Sample Residence Inventory List (AID Only) 226.3c

Suggested Grant-In-Aid Format .. " , 227.3-4(C)

Suggested Project Contribution Format '" , .. , 227.3-4(B)
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Exhibit 225.2-3b
AID-Owned and Controlled Non-Expendable and Real Property Report

, .

•
AID-OWNED and -CONTROLLED PROPERTY

Report Control Symbol U-754/1USAID _

ACCOUNT
NUMBER TITLE

A. GENERAL LEDGER TRIAL BALANCE 1/
8S of September 30. 19_

DEBIT

S
CREDIT

S •
1601
1702
1703
1704
1705

1706

1707

1708

1709

1710
1711
1712
1713
1801
1802
1803
1804
1805
1806
2152
3015
3016
3017
4013
4014
4015
5115
5125
6012
6153

Expendable Property-Supplies, Parts, etc.
Office Furniture & Furnishings
Motor Vehicles
Living Quarters - Furniture & Furnishings
Nonexpendable Property - Excluding Motor

Vehicles - Held by Grantees
Nonexpendable Property - Motor Vehicles 

Held by Contractors
Nonexpendable Property - Excluding Motor

Vehicles - Held by Grantees
Nonexpendable Property - Motor Vehicles 

Held by Grantees
Nonexpendable Property - Not Elsewhere

Classified
Property in Transit
Deferred Predelivery Charges - Nonexpendable Property
Disaster Assistance Stockpile Property
Nonexpendable Property - ADP Equipment
Land
Buildings - Permanent
Buildings - Temporary
Leasehold Improvements
Structures and Facilities
Construction in Progress
Accounts Payable - AID-Owned Property
AID-Owned Property - Transferred & Sold
Sales and Transfers of AID-Owned Property
Issues - Disaster Relief Stockpile Property
Property Write-ofts Reports of Survey
Property Adjustments
Expendable Property and Supplies-Issued & Used
Invested Capital
Donated Capital
AID-Controlled (Non-AID Owned) Nonexpendable Property
Property Owned by Others in AID Custody

TOTALS S

•

•

•
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AID-Owned and Controlled Non-Expendable and Real Property Report,
continued

B. PROPERTY INVENTORY CERTIFICATION

I certify that this trial balance reflects the balances shown in the General
Ledger Accounts maintained at this installation and that the above indicated
inventory account balances are in agreement with the detailed property
records maintained at this installation. except as follows: ~I

Mission Controller ~I

I certify that a physical inventory was taken of all AID-owned NXP and real
property in the Mission's custody. as required by regulation. The inventory
has been verified with the property records and all overages and shortages
reconciled or surveyed, or otherwise accounted for as of _

Mission Director (or)
Property Management Officer

C. SUPPLEMENTAL INFORMATION 51

Value of Expendable Material and
Supplies

(Not included in the General Ledger)
as of September 10. 19_ $ _

4/
Amount of Prepaid Rents

as of September 30. 19_ $ _

1/ List only accounts that have balances.

2/ Delete: "Except as follows" if not applicable

31 Chief. Financial Management/Accounting Division (FM/A) for AID/W.

41 See Paragraph 15E3d and Attachment 158. Account 1601 description.

61 Not application to Disaster Assistance Stockpile Property

Attachments: Nonexpendable property list and property inventory
certification statement required by H8 23, Ch. 4.
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Exhibit 226.3c •Sample Residence Inventory List
(AID Only)

PAGE _ OF _ PAGES

Residence Inventory List DATE:
Furniture, Furnishings, and Equipment

CITY COUNTRY

21 HB 23, CHAPTER SA, SECnoN 770
a/HB 23. CHAPTER 40'. SECTION 228.3 11 COUNTRY NO. •UNIT

YEAR OF ACOUl-
ITEM CONT FSI ACOUl- smON TOTAL REMARKS
NO. NO. NO. DESCRIPTION COHO SITION OTY. COST COST FUNDS
~I 51 II II II III JgI 111 121 UI

~I OBJECT CLASS ll1.

LIVING ROOM

1. 3740 71 Sofa. 3 Cushions - Drex.l e 76 2 $2110.00 $1l00.00 1

2. 3210 71 Chair. Win, - Dr.xel e 76 3 100.00 300.00 1

3. 3210 71 Chair. Ana - Dr.xel e 711 4 100.00 400.00 1

4. 3270 71 Chest. Hall - Drexel e 78 1 711.00 711.00 1

ll. 3840 71 Tabl•• End - Drex.l e 711 2 1l0.00 100.00 1

pINING ROOM

II. 31100 71 Tabl•• Dininl (w/two leaves) e 78 1 200.00 200.00 1 •7. 32110 71 Chair. Wood w/ara. (dinin,) e 711 2 40.00 10.00 1

I. 32110 71 Chair. wood w/o anas (dininl) e 711 II 30.00 110.00 1

a. 31110 71 Cabin.t. China. - w/Ilass e 711 1 3110.00 3110.00 1
door. - Dr.xel

10. 3140 71 Buff.t e 78 1 300.00 300.00 1

, STUpY OR OFFICE ROOM

11. ono 71 Desk. wood (object class 310) e 711 1 400.00 400.00 1

12. 04110 71 Chair. Rotar7 (obj.ct class 711 1 2110.00 2110.00 1

310) e
13. 31100 71 Laap. Tabl. (ceraaic) e 711 1 40.00 40.00 1

14. 3810 71 RUI e 711 1 1211.00 1211.00 1

1&. 3840 71 Tabl•• End - wood e 78 1 411.00 411.00 1

VERANDA CclQ;sed) •a. 3730 71 Sofa (••tal) e 711 1 230.00 230.00 1

17. 32110 71 Chair (••tal) e 711 4 40.00 1110.00 1

11. 31&0 71 Table. coffee (••tal) e 711 1 Ill.OO Ill.OO 1

la. 3IllO 71 Tabl•• End (••tal) e 711 2 40.00 10.00 1

MASTD BEDROOM CBEPRooM 11)

20. 3010 71 BedfrUl•• Sinde e 711 2 10.00 ao.oo 1

21. 3&40 72 ..attr•••• Double e 711 1 a:l.oo all.OO 1

22. 3270 71 Ch.st. Wood. & Drawer. e 711 1 1211.00 1211.00 1

23. 34&4 71 H.adboard. Double e 711 1 7:l.00 7&.00 1

24. 3210 71 Chair. Bedroo. e 711 2 711.00 1110.00 1

2&. 3120 71 Table. Nirht e 711 2 &0.00 100,00 1

TOTAL PACE: s. IO!! 00 '4 11M 00

•
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Sample Residence Inventory List (For AID Only), continued

PAGE _ OF _ PAGES

Residence Inventory List DATE:
Furniture. Furnishings. and Equipment

CITY COUNTRY

2/ H8 23. CHAPTER SA, SECTION 770
i:l/HB 23. CHAPTER ..... SECTION 226.3 JI COUNTRY NO.

UNIT
YEAR OF ACQUI-

ITEM CONT FSI ACQUI- SITION TOTAL REMARKS
NO. NO. NO. OESCRIPTION COND SinON QTY. COST COST FUNDS
~I 51 II II III III JgI JJI .121 ,UI

~I OBJECT CLASS .3..ll PACE-l-CARRIED FORWARD

$4.1105.00

BEDROOM '2

211. 3010 71 Bed!rame. Single C 77 2 100.00 200.00 1
27. 3:130 72 Mattress. Bed - Single C 77 2 100.00 200.00 1
28. 3270 71 Chest. :I Drawers C 77 4 100.00 100.00 1
29. 3210 71 Chair, Bedrooll C 77 2 :10.00 100.00 1
30. :1999 99 Drapes. 4 Panels (green) C 77 4ea. :10.00 200.00 1

BEDROOM '3

31. (yACANT NO FURNITURE)

32.
33.
34.
3:1.

BEDROOM U

311. (yACANT NO FURNITURt)

37.
38.
39.
40.

BEDROOM ,:1 !UStD AS A C;W:ST BtDROOM)

41. 3010 71 Bed!ralle. Single C 77 2 100.00 200.00 1
42. 3020 71 Bed!ralle. Single C 77 1 100.00 100.00 1
43. 30110 72 Bedspring. Twin C 77 2 :10.00 100.00 1
44. 3:130 72 Mattress, Bed. Twin C 77 2 7:1.00 1:10.00 1
4:1. 3270 71 chest. :I Drawers C 77 1 1:10.00 1:10.00 1

HALlWAY UPSTAIRS)

411. 31180 72 Rug. Runner C 77 1 100.00 100.00 1
47. 3130 71 Bookcase. Wood - Household C 77 1 200.00 200.00 1

KITCHtN

O. 31:1:1 71 cabinet. Kitchen (not C

I

77 1 200.00 200.00 1
attached to wall permanently)

49. 3840 71 Table, Wood - Local C 77 2 20.00 20.00 1

TOTAL PACE TWO: S8 :17:1.00 S6 62:1 00
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Sample Residence Inventory List (For AID Only), continued •
PAGE _ OF _ PAGES

Residence Inventory List DATE:
Furniture, Furnishings, and Equipment

CITY COUNTRY

2J HB 23, CHAPTER SA, SECTION 770
a/HB 23, CHAPTER 4A, SECTION 226.:- 11 COUNTRY NO.

UNIT
YEAR OF ACQUI-

•ITEM CONT FSI ACQUI- SITION TOTAL REMARKS
NO. NO. NO. DESCRIPTION CONO smON QTY. COST COST FUNDS
41 iiI (II II II III llll 111 121 .1.31

MI OBJECT CLASS Ul. PAeE-2....CAKKIED FOKWAXO

$8,825.00

LAUNDRY

SO. 3UO 71 Table. Wood - Local Ci 77 1 20.00 20.00 1

CooKINC UTENSILS (npn-electric>

Sl. SUll 1111 Baking Sheet e 77 2 3.00 8.00 1
S2. Sllllll 1111 Bowl. Kixing e 77 1 4.00 4.00 1
S3. SIlU llll Ladle e 77 1 S.OO S.OO 1
S4. Sllllll llll Pan. Bake e 77 2 S.OO 10.00 1
SS. Sllllll llll Sharpener. Knife Ci 77 1 S.OO &.00 1

•SII. Sllllll llll spatula e 77 1 S.OO S.OO 1
S7. Sllllll llll Teakettle Ci 77 1 10.00 10.00 1

......., ~DV '"n,,_
sa. Sllllll llll Knife. Cook'. Ci 77 1 10.00 10.00 1
Sll. SUll U Butcher. steel e 77 1 S.OO S.OO 1
110. Sllllll llll Knife, Bonine Ci 77 4 S.OO 20.00 1
111. SllU U Knife. Bread, Serrated Edge e 77 1 10.00 10.00 1
112. SUll lie Knife, Keat Slicing Ci 77 1 10.00 10.00 1

KITCHEN APPLIANCES ELECTRIC

113 • 3120 73 Blender/Mixer. Ci 77 1 110.00 110.00 1
84. nllo 73 Coffee Maker. SO or aore cups e 77 1 SO.OO 50.00 1
liS. 3&70 73 Toalter. 4-slice Ci 77 1 SO.OO SO.OO 1
l1li. Sllllll U Waffle Iron/Cirill Ci 77 1 SO.OO 50.00 1
117. 34110 73 Food ••ner Ci 77 1 75.00 7S.00 1

DINNER SET. CHINAl •lIa. 3330 73 china Set w/aervice pieces e 77 24 700.00 1
1Ill. 3330 73 Teacupa (extra) Ci 77 311 100.00 1
70. 3330 73 Dessert Platel (extra) e 77 311 100.00 1

FLAnARt sa SILYERPLAU.
.(stete , pf piecos per setting>

71- 3410 73 One .et of Silverplated C 77 1 7S0.00 750.00 1
Flatware "Englilh Crown"

TOTAL PACE THREE: sa 8S0 00 sa IlBO DD

•
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Sample Residence Inventory List (For AID Only), continued

PAGE _ OF _ PAGES

Residence Inventory List OATE:
Furniture, Furnishings, and Equipment

CITY COUNTRY

21 HB 23, CHAPTER SA, SECTION 770
iJ/HB 2a, CHAPTER 4.1'., SECTION 226.3 11 COUNTRY NO.

UNIT
YEAR OF ACQUI-

rrEM CONT FSI ACQUI- SITION TOTAl. REMARKS
NO. NO. NO. DESCRIPTION CONO SJTlON QTY. COST COST FUNOS
~I 51 II ZI II iiI lDI 111 121 .111

~I OBJECT CLASS 3.ll PACE~CARRIED rORWARD

$8.680.00

CLASSWARE SET UNCRESUp 1
crystal and glassware luncrested
gr gther commercial
state , of pieces per setting and
bQw may $ctting$

72. 34~0 73 Cocktail Olasses C 77 110 60.00 1
73. 34~0 73 Hirhball Olasses C 77 110 120.00 1
74. 34~0 73 salt & Pepper shakers, Class C 77 4 pcs 40.00 1
7:1. 34~0 73 Water Pitcher, Olass C 77 1 10.00 1

LINENS TABLE

711. ~1I1l11 1111 Tablecloth (linen) C 77 2 40.00 80.00 1
77. ~1I1111 IIIl Napkins, Cloth C 77 24 1.00 24.00 1
78. ~1I1111 1111 Tablecloth, Bridee, ./napkins C 77 8 10.00 80.00 1

BEp ANp BATH LINENS
(for guest bedrogm and bathrgol only)

711. ~1I1111 1111 Sheets, Sinll. (cotton) 0 77 II .a ~.OO 30.00 1
80. ~1I1111 1111 Pillow Cases (cotton) 0 77 II .a ~.OO 30.00 1
11. ~1I1111 IIIl Blankets. Wool (non-electric) 0 77 4 .a 20.00 80.00 1
82. ~lIl11l 1111 Towels. Bath, Larre 0 77 II ea 10.00 110.00 1

EOUma:NI

83. 31140 41 Refrirerator. ·Ser." 4~II:17:1 0 77 1 4~O.00 4~0.00 1
84. 3440 41 Freezer. ·Ser.· 234~34~ 0 77 1 ~OO.OO ~OO.OO 1
I~. 33110 3~ Dryer. Elec. , ·Ser. " 3344~434 0 77 1 2~0.00 2~0.00 1
Ill. 31100 711 Vacuum cleaner. ·Ser." 117/58 0 77 1 7~.00 7/5.00 1
87. 8140 III Transfoner, 2~OW, ·Ser •• 770 0 77 2 ~O.OO 100.00 1

IHSTALLtP EOUIPMtNI

88. 11020 41 Air conditioner, ·Ser •• 3344/5 0 77 10 400.00 4000.00 1
Ill. 34110 4~ Hot .ater Heater. 1I0del 4~1I 0 77 1 200.00 200.00 1
110. 1I11~0 41 ran, ceilinl. ·Ser." ~1I7 0 77 1 80.00 80.00 1

TOTAL PAGE rOUR: $14 SRR 00 $14,94R op
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DATE

G. Remarks

•

•

•

•

300.00
200.00

8S0.00

TOTAL
COST
.1%/

$14.848.00

$15 449 00

100.00
SO.OO

1150.00

PACE _ OF _ PAGES

UNIT
ACQUI
SITION
COST
111

11 COUNTRY NO. _

OATE: _

1

PACE-J-CARRIEO FORWARD

77

67
117

YEAR OF
ACQUI-

CONe SITION QTY.
II III Jill

DESCRIPTION
ZI

Residence Inventory List
Furniture, Furnishings, and Equipment

COUNTRY

21 HI 23. CHAPTER SA. SECTION no
a/HB 23. C~ER ..... SECTION 226.3

U/ OBJECT CLASS .3.ll

H. I certify that all Iteml relected on the Inventory of Household Furniture, Furnllhlngs. and
Equipment of the date Ihown above have been returned In good condition (or that the
determinations and recommendations of the Survey Board have been complied With) and
that the responsible person who.e name appear. above I. hereby relieved or re.ponslblllty
of .ald houlehold furniture. furnllhlngs. and equipment.

ITEM CONT FSI
NO. NO. NO.
ff fil III

PROpERTY WADE AVAILABLE BY LANDLORp

Ill. 3740 71 ISota. 3 Cushion (local lIade) IP
112. 3210 71 Chair. Ara (local lIade) P

PROPERTY WADE AVAILABLE BY EMBASSY

113. 7410 sa Radio. security C
Not counted in inyentory

INVENTORIED BY:

SIGNATURE__~ _

SIGNATURE _

DATE ~__

151 P. I acknowledge receipt of household furniture, furnl.hlng., and appliance. as lilted herein.
Except for normal depreciation. and clrcumstancel beyond my control, I accept financial
responsIbility for damage or 10li of property caused by me or members of my houlehold.
It Is understood that the extent of my liability for damages or lost property will be determined
by a Survey Board.
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Sample ResIdence Inventory List (For AID Only), continued

Residence Inventory List
Furniture. Furnishings. and Equipment

Value of furniture, furnishings, and equipment In USAID Director. and AID Representatives residence
as of DATE: Per~ PAGE INVENTORY ATTACHED.

4 a80 00

8 105 00

3 all. 00

15 449 00

11 ll1R 00

PROPERTY
A1D-OWNED

or
LEASE No. _

DATE: _

COUNTRY NO. _

COUNTRYCITY

NAME:

(HB 23. CHAPTEA SA, Secllon 7701
(HB 23. CHAPTER ..... Secllon 226.31

ADDRESS: _

A. FURNITURE 56 220 00

B. CARPETING 220 00

C. APPLIANCES 280,00

D. EQUIPMENT 1 375 00

E. OTHER FURNISHINGS(lncludlng expendable Items)
(AID Directors and Representatives only)

1. CHINAWARE Roo,Do
2. GLASSWARE 230 Do

3. SILVERPLATE, FLATWARE 750 00

4. KITCHENWARE 100. 00

6. LINENS, BED 200 00
(Guelt bed/bathroom only)

G. LINENS, TABLE 114 00
(Representational only)

7. DRAPES/UPHOLSTERY 200 00

8. LANDLORD PROPERTY 5Qo,Oo
I. STATE OR OTHER AGENCY ~.

TOTAL

F. INSTALLED EQUIPMENT (lee Items 88 thru 10 page 4)
(Not Included In limitation per section no HB 23)

GRAND TOTAL

• This is a .ecurity radio, not counted in overall total.
(.ee ite. 83, pale ~)
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Sample Residence Inventory List (For AID Only), continued

INSTRUCTIONS

1. Country number: Enter country number here. I.e.

•

3. HB 23, Chapt.r 4A. SecUon 226.3 Is to be used when taking Inv.ntory for Mission em
ploy••••

2. HB 23. Chapter 5, SecUon no II to be uled when taking an Inventory for the Mission
Dlr.ctor. AID Repr.sentaUve, or D.puty Director.

Quatemala - 520

Phlllppln.s - 482

Kenya - 615

Egypt - 263

•4. 11em Number - Number all11ems num.rlcally, starting with number 1.

5. Control Number - Take from the wNonexp.ndabl. Prop.rty DescrlpUon and Con1rol
Number Qulde."

6. FSI Number - Tak. the Fed.ral Supply Indicator number from the F.d.ral Supply Cata
log: thl. number Is also reflect.d In the "Nonexpendabl. Proper1y Description and Control
Numb.r Qulde...

7. D.,crlptlon - Enter th. description of the 11em as It appears In the "Nonexp.ndable
Prop.rty De.crlpllon and Control Number Guide...

8. Condition Cod.s: Numb.r 1-9 and I.tters X and S. S•• attach••d Prop.rty Condition
Cod.s.

8. Y.ar of Acquisition - Enter la.t two digit. 01 cal.ndar y.ar. I•••• 110 for 11190.

10. Quantity - Ent.r total numb.r of 11ems.

11. UnIt AcqulslUon Cost - Ent.r the cost of on. Item.

12. Total Co.t - Column. 10 and 11.

13. Remarkl - Funds - En1.r type of fundI us.d to purcha.e It.m(.). I••••

Valid Codes

1. AID Fund.d (operaUng exp.nse.)
2. Trult Fund.d (host-country fund.d)
3. Contract Fund.d (orlglnat.d by a PIOIT normally)
4. PASA Fund.d (funded by anoth.r U.S. Government Agency
5. ProJ.ct Fund.d (originated by a PIO/C normally)
6. Other (none of the abov.): could b. State, P.ace CorpI, etc.

14. Object aa••

310 - Offlc. Furniture. Equipment. and Furnishings
311 - Hous.hold Furniture. Equipment, and Furnishings
318 - Other

15. F. Writ. or type name of employe. whole Inventory Is taken and obtain slgnatur••
G. Not. damage.
H. Writ. or type name of Accountabl. Property Officer and obtaIn algnatur••

•

•

•
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Exhibit 227.3-4(B)
Suggested Project Contribution Format

Project Contribution

In addition to the AID dollar-financed commodities shown in the Project

agreement -----'lTltlrnlli~ana==-:::"IlUiribii=::;'I)~----- dated _

between the Government of ----""7N;;o;r.;;r----- and the Agency
(COIKltry)

represented by the Director of USAID to ------r.:=INT'"----' the
(countrYl

title to the property listed below is hereby transferred to the Ministry

(Agency) of for the express purpose of

advancing objectives set forth in the Project Agreement.

OsAb Property FJanagement 6thClef'

USAD COntrol...

Total
CostUnit

Unit
COltQuantityDescription

USAD PfOill'am 6RIC«

UsAD kCOUlilibi. P1'operty 6111Clef'

(date)

blrllClor

Accepted by:

Item Number

Ministry 0' _

To be shown only on clearance copies.
/

I

"
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Exhibit 227.3-4(C)
Suggested Grant-In-Aid Format •

Agency for International Development. represented by the Director of USAID

Grant-In-Aid

•

•

•

•

Total
CostUnit

Director

Unit
CostQuantityDescription

to ---"""'Tl'ICdUh"'""mU97T"j----' hereby makes a grant-in-aid and transfers

For purposes of implementing the cooperative program and to improve the

capability or capacity of _

title for the property listed below to the Ministry of _

OSAlb 15iogram Ofhc:er

USAIO Control..,

Accepted by:

Item Number

Ministry of _

----,__~==<r.T"-- in the -----"'7;;:;]:;r.,;=~----' the(Iilue:e-uld-wora., (mlnl.lry 01)

To be shown only on clearance copies.
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Exhibit 229.1
Property Management Report

U.S. DEPARTMENT OF STATE

PROPERTY MANAGEMENT REPORT

Submit completed cople. to: AJOPR/ST/S/PM by November 1.

PART A - CERTifiCATION OF INVENTORY RECONCIUATION FOR FOREIGN SERVICE POSTS
(6 FAM 220)

I certify that a ph)"ic:al invcntory was talcen of penonal property in the custody of _
. during FISCal Year __ : that it included an accountable. noo-residential furniture. furnishings, and

equIpment. botb eJPCndable and nonexpendable invcntory in Itock. and bousebold furniture. furnuhings. aDd equip
ment in tbose residences 'Which changed occupants during the reporting period; that ilM:ntory results have been recon
ciled with the property records; diJcrepancies have been documented and record adjUSlmelllJ
authoriz.cd; and that iDvcntory records have been adjusted and are now currenl

I certify that my responses to the statements in the Property Regulations Compliance Report below are true.

I further certify that I have read and understood property management regulations in 6 FAM 221.8-2 alld 226.

TYIHd or Prin~d NaIM

Si

PART B - REGULATIONS COMPLIANCE REPORT

Dalt

1. The property management officer (6 FAM 221.6-1). account
able property officer (6 FAM 221.6-2. disposal officer (6 FAM
221.6-3). and receiving cleric (6 FAM 223.1) han: been desig
nated in wri tillg.
DYES DNo

2. Separationofduties is maiDtained for the functions ofprocure
mellt. receiving. payment. property records maintenance. con
duct of physica1 inventories, and disposal; or. in tbe absence of
aeparation of these functiollS. other internal controis are used and
docwnented.(6 FAM 221,7).
DYES DNo

3. The accoWltable property officer condUClJ and documenlJ pe
riodic utilization surveys to ensure that property is correctly as
signed and wed and to identify unneeded property, (6 FAM
221.6-2(7).
DYES CI NO

4. Where adequate local repair facilities are available. furniture
is not replaced unIea the cost of repair aceeds 75 percent of the
cost ofa new item ofthe same type and class or unlcssluch repairs
MluJd not utend the item'l useful life for a period compatible
with the COlt of rehabilitation, (6 FAM 222.6f).

DYES DNO

S. The repain. other than routiDe maintenance. performed on
aeriaUy-numbered personal propertyare recorded in the proper
ty records. (6 FAM 222.7-2b).

DYES DNO

6. Receiving and inspection procedures are carried out in accor
dance with 6 FAM 223.

DYES DNO
7. Records ofaccountable nooapendable property iD the custody
of the post are maintained on eitber the Department'l manual
property cards system or on the automated Nonapendable Prop
erty Application (NEPA). (6 FAM 224.3-1).

DYES

8. The acquisition cost of peaonal property acquired is being re
corded OG the property records, (6 FAM 225.1-la).

DYES

9 Personal propertywith an iIlvoice lXlSt OYer 5,000dollars is beiDg
capitalized. depreciated. and reported to MIFMPIFOIOACIGAD
in accordanc:e with 6 FAM 225.2 and 229.

DYES

10. Inventory losses are beiDS reported iDaccordauce witb 6 FAM
226.5-lb.

DYES D NO

11. All aalca of penonal property to U.s Government employees
or their dependeolJ have beencompetitive.open to tbe pUblic, and
U.s. citizen employees purchasina Government property han:
made the required 'Written certification, (6 FAM 227.3-3).

DYES DNO

.... F~
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Property Management Report, continued •PART C - SALE EXCHANGE REPORT FOR FISCAL YEAR

PROPERTY SOLD PROPERTY EXCHANGED

FSC ACQUISmON PROCEEDS ACQUISmON EXCHANGE
GROUP COST COST ALLOWANCE,.,

19
20
~

••
~...

51

59
I

Ii

68

TOTAL
NOTE: NEPA SALE EXCHANGE REPORT CAN BE USED IN PLACE OF THIS PAGE

FS-582 6-90 PAGE 2

•

•

•

•
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Property Management Report, continued

FEDERAL SUPPLY CLASSIFICATION GROUPS

No.

10 Weapons 55 Lumber. Millwork. PlywOOd, and Veneer
12 Fire Control Equipment 56 Construction and Building Materials
13 Ammunition and Explosives 58 Communication Equipment
15 Aircraft and Airframe Structural Components 59 Electrical and Electronic Equipment
16 Aircraft Components and Accessories Components
17 Aircraft Launching, Landing & Ground 61 Electrical Wire. and Power & Distribution

Handling EqUipment
19 Ships, Small Craft. Pontoons, and Floating 62 Ughting Fixtures and Lamps

Docks 63 Alarm and Signal Systems
20 Ships and Marine EqUipment 65 Medical, Dental, and Veterinary EqUipment
22 Railway EqUipment & Supplies
23 Motor Vehicles, Trailers, and Cycles 66 Instruments and Laboratory EqUipment
24 Tractors fj7 Photographic Equipment
25 Vehicular EqUipment Components 68 Chemicals and Chemical Products
26 Tires and Tubes 69 Training Aids and Devices
28 Engines, TUrbines, and Components 70 General Purpose Automated Data
29 Engine Accessories Processing Equipment, Software,
30 Mechanical Power Transmission Supplies, & Support EqUipment

EqUipment 71 Furniture
31 Bearings 72 Household & Commercial Furnishings &
32 Woodworking Machinery and Equipment Appliances
34 Metalworking Machinery 73 Food Preparation & Serving Equipment
35 Service and Trade EqUipment 74 Office Machines, Visible Record
36 Special Industry Machinery EqUipment
37 Agricultural Machinery and EqUipment 75 OffIce Supplies and Devices
38 Construction, Mining, excavating and n Musical Instruments, Phonographs, &

Highway Maintenance EqUipment Home-type Radios
39 Materials Handling EqUipment 78 Recreational and Athletic EqUipment
40 Rope, Cable, Chain and Fittings 79 Cleaning Equipment and Supplies
41 Refrigeration and Air Conditioning 80 Brushes, Paints, Scalers & Adhesives

EqUipment 81 Containers, Packaging, and Packing
42 Fire Fighting, Rescue, & Safety EqUipment Supplies
43 Pumps and Compressors 83 Textiles, Leather and Furs
44 Furnace, Steam Plant. and Drying Equipment 84 Clothing and IndMdual EqUipment
45 Plumbing, Heating. and Sanitation Equipment 85 Toiletries
46 Water Purification & Sewage Treatment 87 Agricultural Supplies

Equipment 88 UveAnimals
47 Pipe, TUbing, Hose and Fittings 89 Subsistence
48 Valves 91 Fuels, Lubricants, Oil & Waxes
49 Maintenance and Repair Shop EqUipment 93 Nonmetallic Fabricated Materials
51 Hand Tools . 94 Nonmetallic Crude Materials
52 Measuring Tools 95 Metal Bars, Sheets, and Shapes
53 Hardware and Abrasives 96 Ore, Minerals, and their Primary ProdUcts
54 Prefabricated Structures and Scaffolding 99 Miscellaneous
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Exhibit 229.4-1 (B)
Report of Capitalized Personal Property •

•

•

•

•

NET IlOOKVALUE

~ 1M' ATED DePRECIATION VALUE'

DATE

CURIIEHT PER. D£PAECIATION ACCUMULATED DEPRECIATION

ACQUISITlCN COST (+1-1

u.s. DEPAATIolEHT Cf' STATE

NON-DEPRECIABLE CAPITALIZED PROPERTY

ACQUISITION COST

ACQUISITIONS AND Dlll'OlALll DURING THE OUARTER

REPORT OF CAPITALIZED PERSONAL PROPERTY

ACClUISITION COST

CATEOORY

MICOMPIFOIGAD
TO:

CommunlCallOll& Equlprnen
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APPENDIX B
FORMS

Form 6 FAM Section

Depanment of State Form (DS)-1089, Order-Supplies or Services .. Appendix E DOSAR
Pan 653.303-DST-I089

Depanment of State Form (DS)-1896, Repon of Capitalized
Personal Propeny ., ...............•.......•...•.......... 229.4-1 (B)

Foreign Service Form (FS)-582, Propeny Management Repon 229.1

Optional Form (OF)-128, Composite Propeny Record Card Appendix E DOSAR
Pan 653.302.127

Optional Form (OF)-206, Purchase Order, Receiving Repon and
Voucher Appendix E DOSAR

Pan 653.302.206
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Appendix 4B

STANDARDIZATION POLICY

StandardizatiQn AuthQrity

The authQrity to approve a USAID mission standardization program rests with the
Director, M/FA/OMS, for U.S. Government-titled equipment or the Director,
M/FA/OP, for host country-titled equipment.

StandardizatiQn LimitatiQns

The authority to standardize shall not be used for initial procurement of
equipment and spare parts which ultimately will be standardized for the purpose
of selecting the equipment of certain suppliers; nor shall it be used unless and
until the agency has determined that:

(1) The equipment constitutes technical equipment;

(2) Standardization of such equipment and interchangeability of its parts are
necessary in public interest; and

(3) Negotiation is necessary in special situations or in particular localities
in order to insure required standardizatiQn.

PurpQse of StandardizatiQn

The purpose of a standardization program is to provide posts with equipment more
suitable to lQcal conditions: reduce to a minimum, the varieties and types of
equipment essential to post operations; insure a maximum degree of
interchangeability Qf parts permitting cannibalization Qf equipment when
practical; and to permit development of standard specifications and purchase
documents to insure expeditious purchase and delivery.

Standard PrQgram

Standardization is, the selection of a specific brand(s) of technical equipment
to the exclusion of other brands when it can be established that such actiQn is
necessary in the public interest. Once the facts have been presented, a
determinatiQn is made based Qn a concl usiQn from the facts presented that
specific types(s) of technical equipment are required. Facts must clearly state
cQmpelling reasons why it is necessary, as for example:

(1) A historical review of existing equipment as to maintenance, repairs, and
Qperation records of various makes and mQdel s in use. Thi s is not to be confused
with established replacement standards (see 6 FAM 222.6 in Appendix 4A of HB 23);

(2) In the absence of adequate commercial maintenance facilities, the post shall
determine the mQst suitable make Qf equipment desirable fQr standardizatiQn;

NEW MATERIAL
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(3) Overseas establishments using commercial facilities must assess the
capabilities of those facilities for servicing one or more makes of equipment and
recommend what degree of standardization is desirable;

(4) The analysis shall also take into consideration the terrain, altitude, and
climatic conditions for standardization;

(5) The predominate model of anyone make now in use; or

(6) Other Government agencies with similar makes and models for possible
availability and exchange of parts.

Technical Equipment Standardization

Technical equipment includes, but is not limited to, items of mechanical and
electrical equipment which have parts subject to wear through use. Examples of
items which should be considered for standardization are motor vehicles, office
and shop machines and equipment, household appliances, and other equipment.

Standardization Responsibilities

a. Overseas establishments: Overseas establishments are responsible for the
initiation, adequacy, and continuous review of a standardization program. Effort
shall be made to have a joint standardization program. When a standardization
program has already been put into effect by one overseas establishment, other
establishments should continue using this program, thereby benefiting from the
research which has already been done and the experience of the using agency•

b. Procurement: All procurements made pursuant to the approved standardization
program must be accomplished in accordance with applicable FAR and AIDAR (HB 14)
requirements. USAIDs are reminded that approval of a standardizafion plan is not
authority for missions to procure standardized items without full and open
competition.

If use of other than full and open competition is determined necessary for the
procurement of approved standardized items, including U.S. manufactured vehicles,
missions should normally use the authority in AIDAR 706302-70 (b)(2) (awards of
$250,000 or less by an overseas contracting activity). Two class justifications
have been prepared in AID/W to make it easier for missions to use the authority
in AIDAR 706.302-70 (b)(2). They have been issued under two separate Contract
Information Bulletins (CIBs) as specified below:

o CIB 92-5 dated March 2, 1992, for contracts of $250,000 or 1ess
awarded by an overseas contracting activity, and for personal
service contracts overseas.

o CIB 92-8 dated March 20, 1992 for U.S. manufactured vehicles only
(missions must have an approved vehicle standardization plan from
AID/W, M/FA/OMS, to use this class justification - refer to HB 23,
Chapter 6, Section 6G.2 for guidance on preparing and submission of
standardization plans).

Rarely should procurements be awarded under the authority of FAR 6.302-1 (sole

•

•

•

•

•
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source). This authority is generally not appropriate; the level of justification
required to convincingly demonstrate that only one source is available under a
standardization program, together with other administrative requirements of FAR
6.302-1 make it suitable for use only in extraordinary cases.

(1) When establishing or amending a standardization program, a request must be
made to AID/W, Attention: M/FA/OMS when property is tit1 ed in the U.S.
Government or because AID will maintain or operate the equipment; and Attention:
FA/OP, when property is purchased pursuant to a project agreement and tit1 e rests
with the host government or grantee; and

(2) The request for standardization program on motor vehicles, office machines,
appliances and the like, will require an analysis of the local conditions, and
the request should include:

(a) Astatement of brands to be standardized. Prepare attachment if necessary;
(b) Qualitative justification for the desired brands and models;
(c) Quantitative justification for the desired brands and models;
(d) A statement of continuing need;
(e) A statement of joint effort with other U.S. Government agencies;
(f) A statement of availability of spare parts and maintenance and repair
facilities from local commercial sources or other sources; and
(g) Astatement of necessity for standardization in the public interests (i.e.,
to reduce cost (estimate); improve maintenance (state what is being done); reduce
vehicle down-time (state plan); streamline support activities and personnel (sate
how this will be done); and reduce recordkeeping.

Standardization Period

The approved standardization period shall be for a stated period of time which
bears a reasonable relationship to the life expectancy of the equipment.
Normally, this period shall terminate at the end of six years but is subject to
periodic reviews, and, if conditions warrant, the standardization may be revised
or terminated.
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CHAPTER 5

REAL PROPERTY

MANAGEMENT OVERSEAS

This chapter consists solely of the Uniform State/AID/USICA Regulations, 6 FAM
700, "Office and Residential Quarters Abroad." The Uniform Regulations
(Appendix SA) are the governing directives for AID management of real property
abroad.
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CHAPTER 700
FOREIGN BUILDINGS OPERATIONS

TABLE OF CONTENTS

710 OFFICE OF FOREIGN BIDLDINGS OVERSEAS REAL
PROPERlY PROGRAM ADMINISTRATION
711 Introduction

712 Authority for Issuance

713 Office of Foreign Buildings Operations (AlFBO)
713.1 General
713.2 Organization
713.3 Professional, Technical, and Legal Services (For State Only)

714 Definitions

715 through 719 Unassigned

720 MANAGEMENT OF GOVERNMENT-HELD PROPERlY

721 Responsibility for Management of Government-Held Property

722 Allocation and Utilization of Space
722.1 Office Space
722.2 Residential Space
722.3 Surplus Space
722.4 Costs Arising Due to Displacement From Assigned Functional

or Residential Quarters
722.5 When Other Agencies Occupy Government-Owned or

Long-Term Leasehold Space
722.6 Other Agencies Occupying Short-Term Leased Space
722.7 Substitute Occupancy

723 Government Maintenance of Government-Held Properties
723.1 Repairs, Improvements, and Maintenance of Short-Term

Leased Property
723.2 Maintenance of Government-Owned and Long-Term

Leasehold Property

724 Funding Maintenance and Repair Costs on Government-Held
Properties
724.1 State Department Funding
724.2 AID-Funded Expenses
724.3 USIA-Funded Expenses

725 Government/Occupant Sharing of Custodial and Maintenance
Responsibilities for Governmeilt-Held Properties
725.1 General Policy'
725.2 Official Residences
725.3 Single Family and Duplex Residential Units
725.4 Multiple Residence Units
725.5 Pets and Hobbies In Government-Held Residences
725.6 Surrender of Government-Held Quarters

726 Utilities
726.1 General Guidelines
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727

728

729

726.2 Telephone Service

Taxes and Rates
727:1 Policy
727.2 Prohibition Against Payment of Taxes and Rates
727.3 Exemption From Taxes
727.4 District of Columbia Exemptions: The Major Basis for

Exemptions Through Reciprocity
727.5 Beneficial Rates
727.6 Incidence of Tax

Inspection of Properties by FBO Representatives

Unassigned

730 LEASED SPACE

731 Leasing Policy, Authority, and Limitations
731.1 General Policy and Definitions
731.2 Overseas Leasing Authority
731.3 Limitations on Post Short-Term Leasing Authority

732 General Post Responsibilities
732.1 Security
732.2 Leases for Functional Space
732.3 Local Rent Controls
732.4 Conversion of Housing Programs
732.5 Local Registration of Leases
732.6 Rental Agents
732.7 Furnishing Official Residences

733 Lease Procedures
733.1 Shon-Term Leases
733.2 Long-Term Leases

734 The Lease Agreement
734.1 Drafting a Lease
734.2 Disposition of Lease Documents
734.3 Amendment
734.4 Renegotiation
7~4.5 Notice of Termination

735 through 739 Unassigned

740 ACQUISmON OF REAL PROPERTY BY PURCHASE,
EXCHANGE, GIFT, OR LEASE/PURCHASE

741 Policy and Limitations

742 Preparation of Proposals
742.1 Selection of Real Estate Experts
742.2 Documentation Required for Acquisition Proposals

743 Purchase Requirements
743.1 Preliminary Investigation
743.2 Prepurchase Certification
743.3 Submission of Certificate Following Purchase

744 Purchase Agreement
744.1 Entering into Written Agreement
744.2 Option Agreement
744.3 Purchase Provisions
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744.4 Special Rights

745 Acquisition by Gift

746 Payment

747 Disposition of Purchase Documents

748 AID Acquisition of Property
748.1 Basic Policies
748.2 Requests for Acquisitions

749 Unassigned

750 CONSTRUCTION, IMPROVEMENfS, AND ALTERATIONS OF
U.S. GOVERNMENT-OWNED AND LONG-TERM LEASED
PROPERlY

751 Introduction

752 Categories

753 Approvals and Restrictions
753.1 Post Actions Requiring Prior Washington Approval
753.2 Restrictions

754 AID Funded Major Construction and Capital Improvements
754.1 AID Procedures
754.2 Guidance
754.3 AID Funding and Accounting
754.4 AID Contracts
754.5 AID Director Residence

755 through 759 Unassigned

760 MINOR IMPROVEMENfS AND SPECIAL MAINTENANCE
AND REPAIR PROJECTS

761 Minor Improvements
761.1 Examples of Minor Improvements

762 Special Maintenance and Repair Projects

763 Approval and Funding Requests for Minor Improvement and
Special M&R Projects
763.1 Required Clearances for Special M&R and Minor

Improvement Projects
763.2 Funding for Special M&R a!1d Minor Improvement Projects
763.3 Project Management Assistance
763.4 Emergency Project Assistance

764 Identification and Selection of Major Construction and Capital
Improvement Projects
764.1 Project Initiation

765 Project Development for Major Construction Projects

766 On-Site Supervision of Major Construction and Capital
Improvement Projects
766.1 Project Director Authority
766.2 Project Director Responsibilities
766.3 Project Director Funds

767 Post Administrative Responsibilities for Major Construction and
Capital Improvement Projects
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710
OFFICE OF FOREIGN BUILDINGS OVERSEAS REAL PROPERTY

PROGRAM ADMINISTRATION

711 'INTRODUCTION
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Chapter 700 of 6 FAM covers the acquisition, de-·
sign, construction, furnishing, management, mainte
nance, disposal, and reponing of real propeny overseas
for the Department of State and all Foreign Affairs
agencies represented at posts, except for certain real
property acquired or constructed by the United States
InfO>9lation Agency (in support of the activities set
forth in 22 U.S.C. /471 (3) and 2452 (a) (3)).

712 AUTHORITY FOR ISSUANCE
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

The following laws and orders constitute the authori
ties for the issuance of the regulations contained in 6
FAM 700:

(1) 5 U.S. C. 5912 provides that, under regulations
prescribed by the head of the agency concerned and
approved by the President, civilian officers and em
ployees of the Government who are citizens of the
United States permanently stationed in a foreign coun-
try may be furnished, without cost to them, living quar
ters, including heat, fuel, and light, in Government
owned or rented buildings.

(2) 22 U.S.C. 291 authorizes the Secretary of State
to provide, in Government-owned buildings or in build
ings leased for not more than ten years, living quarters,
heat, light, and household equipment to officers and
employees of the Foreign Service who are United States
citizens.

(3) The Foreign Service Buildings Act of 1926, as
amended (22 U.S.C. 292-302), authorizes the acquisi
tion, purchase, construction, lease, alteration, repair,
and furnishing of premises for use by the diplomatic
and consular establishments of the United States. The
Act also authorizes the supervision, maintenance, and
insurance of such properties, the employment ofarchi
tectural and technical services, the sale or other dispo
sition of such properties, and the acceptance of gifts

and other payments for purposes of carrying out the
Act.

(4) Section 636 (c), of the Foreign Assistance Act of
1961, as amended (22 U.S.C. 2396), provides that
funds, not to exceed $6,000,000, made available for
operating expenses for AID may be used in any fiscal
year (in addition to funds available for such use under
other authorities in this chapter) to construct or other
wise acquire outside the United States:

(a) Essential living quarters, office space, and nec
essary support facilities for use of U.S. Government
personnel carrying out activities authorized by the For
eign Assistance Act; and

(b) Schools (including dormitories and boardingfa
ciUties) and hospitals for use by U.S. personnel and
their dependents carrying out activities authorized by
the Foreign Assistance Act.

(5) Section 636(a) (1) and (10) oft~e Foreign As
sistance Act of 1961, as amended (22 U.S.C. 2396),
provides AID authority:

(a) To lease, for a period not to exceed ten years,
offices, buildings, grounds, and living quarters, and to
make payments therefor in advance; and

(b) To provide maintenance, furnishings, necessary
repairs, improvements, and alterations to properties
owned or rented by the United States Government, or
made available to it outside the United States, and to
provide costs offuel, water, and utilities for such prop
erties.

(6) Sec!ion 804 (10)(11)(12) of the United States
Information and Educational Exchange Act of 1948,
as amended (22 U.S.C. 1474), authorizes the United
States Information Agency:

(a) To lease, for periods not exceeding ten years,
offices, buildings, grounds, and living quarters abroad
for Agency employees, and to make payments therefor
in advance;

(b) .To maintain, improve, and repair properties
used for information activities in foreign countries; and

(c) To furnish fuel and utilities for Government
held property abroad.

(7) The annual appropriations language for the In
ternational Trade Administration and the Bureau of



713.2-1 The Office of Operations and
Post Support (OPS)

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The Office of Operations and Post Support (OPS)
includes the following divisions:

(1) Area Management Division (AM): Formerly
the Operations Division, has these functions:

(a) Serves as A/FBO's primary contact with over
seas posts and as the focal point in planning and man
aging post support;

(b) Coordinates all A/FBO visits to overseas posts;
(c) Identifies major renovation and new construc

tion requirements and forwards this information to the
Planning and Programming Division;

(d) Manages, coordinates, and distributes funds to
posts for maintenance, repair, and minor improve
ments of Government-owned and long-term leased
properties;

(e) Participates with the Planning and Program
ming Division in analyzing facilities requirements, de
veloping post master plans, and developing budget sub
missions and justifications;

(f) Programs and allots A/FBO funds for living
quarters allowances and rental payments for long-term
and short-term leased properties;

(g) Provides liaison with all U.S. G. agencies occu
pying Government-owned or long-term leased proper
ties overseas; and

(h) Inspects overseas facilities to evaluate specific
special project requirements, to advise the post on real
property matters and to assist with emergency prob
lems.

(2) Facilities Maintenance Division (FA C):

713.2 Organization
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

A/FBO is managed by the Deputy Assistant Secre
tary for Foreign Buildings, and has four directorates:
the Office of Operations and Post Support; the Office
ofProgram Execution; the Office of Resource Manage
ment; and the Office of Acquisitions and Planning.

of the Chief of Mission. There are certain exceptions
for some AID facilities which are addressed in later
sections.
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Export Administration of the Department ofCommerce
provides for the "rental ofspace abroad for periods not
exceeding ien years, and expenses of alteration, repair
or improvement". The annual appropriations language
for the United States Travel and Tourism Administra
tion provides for "rental of space abroad for periods
not exceeding five years, and expenses of alteration,
repair, or improvement".

(8) 7 U.S.C. Section 1765 provides that the provi
sions in the annual appropriation acts of the Depart
ment of State facilitating the work of the Foreign Ser
vice of the United States shall be applicable to the acti
vities of the Department of Agriculture overseas.

(9) 7 U.S.C. Section 1765(d) provides that upon
the request of the Secretary of Agriculture, the Secre
tary of State may use the authorities contained in the
Foreign Service Buildings Act of 1926 to acquire sites
and buildings, including living quarters, for the purpose
of eUJlbIJ!hing United States Agricultural Trade Of
fices.

(10) 22 U.S.C. Section 2670(h) authorizes the Sec
retary of State to rent or lease for periods of less than
ten years such offices, buildings, grounds, and living
quarters for the use of the Foreign Agricultural Service
abroad as the Secretary deems necessary, and to make
payments therefor in advance.

713 OFFICE OF FOREIGN
BUILDINGS OPERATIONS
(A/FBO)

713.1 General
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Under the Foreign Service Buildings Act of 1926 (as
amended) the Secretary of State is grante.d the author
ity to acquire, by purchase, construction, or exchange,
sites and buildings in foreign capitals and other foreign
cities; to maintain, repair, improve, and refurbish
these properties; and to dispose of properties that be
come surplus, underutilized, or uneconomical. This au
thority is delegated to the Office of Foreign Buildings
Operations (A/FBO) which acts as the Single Real
Property Manager for non-military U.S. Government
property overseas. The Act also grants the Secretary of
State the authority to provide residential and office
space, and necessary related facilities, to other agen
cies overseas whose employees are under the authority

....J
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(a) Develops policies, standards, and criteria for
the maintenance, repair, and operation of real proper
ty;

(b) Monitors and assists posis with facilities opera
tion and maintenance programs;

(c) Monitors programs and procedures for the
identification, disposal, and elimination of environ
mental hazards including asbestos; and

(d) Assists posts in developing and administering
maintenance and repair services contracts.

(3) Fire Safety and Hazard Control Division (FIR):
(a) Conducts fire and life safety inspections of For

eign Service posts;
(b) Reviews plans for construction/renovation of A /

FBO buildings for compliance with fire and building
codes;

(c) Provides investigations of fires occurring at
~-post; --

(d) Operates a training program in fire risk man
agement, prevention and control;

(e) Promulgates fire and life safety criteria, stan
dards and policies;

(f) Oversees the installation of new fire protection
systems; and

(g) Repairs and maintains existing fire protection
systems.

(4) Interior Design and Furnishings Division
(IDF):

(a) Is responsible for initial and replacement fur
nishings for all Official Residences;

(b) Performs functional space planning and interi
or design for all facilities constructed under A/FBO's
capital program including functional properties, Ma
rine Guard quarters, and residences;

(c) As requested, it provides planning and interior
design assistance on post renovation and rehabilitation
projects;

(d) For Official Residences, IDF is also responsible
for household inventories and provision of flatware,
holloware, glassware, silverware, and kitchenware;
and

(e) Tracks antiques and high value items.

(5) Real Estate Division (RE):
(a) Analyzes current property management policies

and recommends appropriate changes;
(b) Develops housing policy, oversees the housing

program and monitors post compliance with estab
lished property management policies and procedures;

(c) Monitors post housing and leasing practices;

(d) Manages the Real Estate Management Systems
(REMS);

(e) Prepares long-range plans for property acquisi
tion and disposal; and

(f) Reviews surplUs or underutilized properties to
develop plans for rationalizing real property holdings.

(6) Art in Embassies Division (ART):
(a) Manages the Art in Embassies Program (AIEP)

soliciting loans and donations ofAmerican works ofart
from public and private sectors; and

(b) Selects appropriate works of art in cooperation
with Chiefs of Mission, managing the shipping and in
surance of these works ofart and monitoring their care,
condition, and security at post with the assistance of
Embassy personnel.

713.2-2 The Office of Program Execution
(PE)

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The Office ofProgram Execution (PE) is responsible
for most A/FBO capital and noncapital construction
programs. This office includes the following divisions:

(1) Program Management Division (PM):
(a) Coordinates A/FBO major construction and

new building activities, including site acquisition, de
sign, and construction;

(b) Manages the quality assurance program;
(c) Selects and directs contractors; and
(d) Maintains management and project planning

systems.

(2) Buildin~ Design and Engineering Division
(BDE): Is responsible for the technical adequacy and
quality of .all A/FBO architectural and engineering
projects. This Division has six branches:

(a) Engineering support;
(b) Cost engineering;
(c) Architectural;
(d) Civil/structural engineering;
(e) Mechanical engineering; and
(f) Electrical engineering.

(3) Construction Management Division (CM):
(a) Manages new construction and major rehabili

tation projects overseas;
(b) Provides and supervises project directors for

major construction projects; and
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(c) Has five geographic area branches.

(4) Construction Security Management Division
(CSM):

(a) Implements established security policy and
standards for construction projects for new office
buildings (NOBs), major renovations, and project up
grades undertaken on State facilities overseas, and
funds all aspects of Physical Security Upgrade projects;

(b) Manages and coordinates all security related
aspects of design and construction contracts, reviews
overseas diplomatic construction projects for technical
and physical security adequacy, and is responsible for
Construction Security Plans; and

(c) The division ensures that physical and technical
security systems for installation in NOBs, EOBs, and
POBs are designed and installed in compliance with
Bureau of Diplomatic Security standards.

';1!i;=..

713.2-3 The Office of Resource
Management (RMO)

(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The Office of Resource Management (RMO) in
cludes the financial management, policy and program
analysis, information resource management, and ad
ministrative management divisions for A/FBO.

713.2-4 The Office of Acquisitions and
Planning (AP)

(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA/
Cqmmerce/Agriculture)

The Office of Acquisitions and Planning (AP) in
cludes the management of the contracting function for
A/FBO and development of long range planning and
programs. This office includes the following divisions:

(1) Acquisitions Division (AD): Manages construc
tion, A&E and service contracts for A/FBO; reviews
proposed contracts for purchase and lease/purchase of
real property; and maintains A/FBD contract records
and files.

(2) Planning and Programming Division (PPD):
Develops and manages A/FBO long-range plans and
programs, including renovation and replacement offa
cilities. PPD prepares the annual capital program,
which is submitted to OMB and Congress each year.

713.3 Professional, Technical, and
Legal Services (For State
Only)

(TL:GS-l; 8-22-91)
(State Only)

a. A/FBO has authority to employ -architectural
and other expert technical services as may be neces
sary" to carry out its programs under the Foreign Ser-
vice Buildings Act (22 U.S.C. 296). This authority ex- _
tends to retention of legal services, with the concur- .,
rence of the Office of the Legal Adviser, for such out-
of-court activities as legal opinions on matters related
to A/FBO contracts, title transfer services, and other
legal matters pertinent to activities under the Foreign
Service Buildings Act.

b. If an attorney is required to represent the United
States Government in a court action abroad, such re
presentation must be authorized by the Department of
Justice, which will supervise and pay the costs of litiga
tion. Posts abroad seeking authorization to retain an
attorney for litigation or non-litigation services should _
seek authorization according to the procedures con- .,
tained in 2 FAM 283.

714 DEFINITIONS
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

As used in 6 FAM Chapter 700, the following terms
have the meanings indicated below. (For a glossary of
abbreviations, see Exhibit 714.)

(1) Administrative Officer/Counselor: The State _
Department officer responsible for managing all ad- .,
ministratlve and support activities of an overseas post,
except for AID activities under independent adminis-
tration. Responsibilities include management of and
budgeting for realproperty operations. (See Single Real
Property Manager.)

(2) Appliances: Devices or machines not built into
the building structure of residential quarters that sup
plement manual labor and perform a specific task.
Appliances normally include such items as domestic
clothes washers, clothes dryers, ranges, and refrigera
tors.

(3) Building Identification Number: See Property
Identification Number.

(4) Building Operating Expenses (BOE): The ex
penses incident to occupying buildings and grounds, but
not including repair,. improvement, or maintenance
costs. BOE include custodial services, the salaries of
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skilled and unskilled persons on regular appointment or
under personal or non-personal services contracts, th·e
building operating force, gardeners, fuel and utility
costs, janitorial supplies, municipal rates and taxes
(when exemptions cannot be obtained), and fire or
comprehensive insurance on buildings and grounds
(when required by local law). A/FBO funds may not be
expended for these items; BOE is funded by the region
al bureaus.

(5) Contracting Officer: An individual with written
authority of the Department Procurement Executive to
enter into, administer, and terminate contracts includ
ing leases. The Procurement Executive (A/OPE) ap
points all DOS Contracting Officers in conformance
with FAR 1.603-3 and DOSAR 601.603-3.

(6) Designated Housing: Under the Single Real
Property Manager concept, the only designated hous
ing are ./be residences for the Ambassador, Deputy
Chief of Mission, Consul General (when Principal Offi
cer), and Marine Security Guards.

(7) Executive Officer: A term used by some agen
cies to identify the officer charged with responsibilities
for administrative and program support activities.

(8) Equipment: Those items required for safe,
comfortable, and proper habitability ofa residence, in
cluding aJr conditioners, smoke detectors, fire extin
guishers, humidifiers, and dehumidifiers.

(9) FBO Capital Account: The Xl 6XXX allotment
used for acquisition, development, and construction
(including project supervision) for Government-owned
and long-term leased properties. The A/FBO capital
account is not used to fund maintenance and repair
projects.

(10) FBO-Related Activities Account: The Xl 2XXX
allotment used to fund living quarters allowances,
functional programs, maintenance and repair, minor
improvements for long-term leased and Government
owned property, and recurring rental payments on Gov
ernment-held leaseholds.

(I I) Functional Space: All non-residential Govern
ment-held real property,· such as office buildings,
warehouses, garages, and special program space.

(/2) Furnishings: Those items that equip residential
quarters for Jiving, e.g., carpets, draperies or curtains,
lamps, and lighting fixtures.

(13) Furniture: Basic residential furniture, includes
those items listed as "Furniture" in Exhibit 772./- I.

(14) Furniture, Furnishings, Appliances and Equip
ment (FFA&E): Items fhat are routinely or specifically
provided in Government furnished quarters. There are
four major categories of FFA&E:

(a) Basic FFA&E: The minimum set of items nor
mally provided in all Government-furnished residential
quarters (listed in Exhibit 772.1-1);

(b) Supplemental FFA&E: Those items listed in
Exhibit 772.1-1, or others approved by the post and
the Washington parent agencies, which may be pro
vided for residential quarters if posts have sufficient
funding to procure them and if the Post Interagency
Housing Board establishes a joint policy that such
items will be routinely furnished;

(c) Initial FFA&.E: Those items of basic or supple
mental FFA&E provided for new Foreign Service posi
tions (see §771.3-1 for a complete definition); and

(d) Replacement FFA&E: Items ofbasic or supple
mental FFA&E that are not initial FFA&E. (See
§771.3-2.)

(15) Furniture, Furnishings and Equipment
(FF&E): Items placed in offices of Government em
ployc?es, including desks, desk swivel chairs, credenzas,
bookcases, visitors' chairs, carpets, window shades/
draperies/blinds, air conditioners, light fixtures, and
lamps.

(16) Government-Furnished Residential Quarters:
Government-held quarters that are provided with at
least the basic furniture, furnishings, appliances, and
equipment needed for the convenience and use of the
occupant.

(17) Government-Held Real Property: Real proper
ty owned, leased, requisitioned, or otherwise held in
the name of the United States Government by the Sec
retary of State, the Agency for International Develop
ment, or other agencies, as authorized. Real property
leased under living quarters allowances (LQA) is not
included.

(18) Government-Provided Residential Quarters:
Living quarters made available to employees in lieu of
living qua.rters allowances.

(19) Gross Space Measurement: Generally, all
space on all floors within the outside surface of the ex
terior walls. (See Exhibits 723D and F, to be published
at a later date.)

(20) Improvements: Additions or alterations that in
crease the value or change the use of a building or
property and/or significantly improve its utility. They
do not include maintenance, repair, or restoration to
the original condition. Improvements create something
that did not exist before. See Minor Improvements.

(2 J) Joint Administrative Office (JA 0): An office,
usually staffed by representatives of several agencies,
that provides administrative support to all agencies
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represented at a diplomatic or consular post. A JAO is
established upon authority from the agencies' head.
quarters in Washington and upon conclusion of a writ
ten agreement among the participating agencies.

(22) License Agreement: A revocable agreement
that jormalizes the terms of temporary occupancy of
property without creating a leasehold right to occupy
the property for a specified period of time.

(23) Living Quarters Allowance (LQA): An allow
ance intended to cover the average costs of rent and
utilities incurred by American citizen civilian em
ployees living in a foreign area by reason of employ
ment with the U.S. Government. The LQA is available
if Government quarters are not provided. The amount
of the allowance varies by post, employee grade/rank,
and size of family. See Standardized Regulations, Sec
tion 130.

(24) Long-Term lease (LTL): A real property lease
for ten years or longer. It also includes any lease which
was subsequently renewed for a period less than ten
years in which the original lease was a long-term lease.

(25) Maintenance and Repair (M&.R): See Routine
M&R and Special M&R.

(26) Minor Improvements: Alterations to real prop
erty that will increase the value of the property or im
prove or change its utility, and that generally cost less
than $500,000. Some examples of this are room addi
tions, paving (not repaving) for a parking area or road,
and converting storage space to office or other use.

(27) Net Space Measurement: Generally, all usable
space within the interior walls of a built;ling. (See Ex.
hibits 723C and E, to be published at a later date.)

(28) Official Residences (State Only): Residences
occupied by Ambassadors, Deputy Chiefs of Mission,
Consuls General (when Principal Officers), and U.S.
Representatives to U.N. Agencies abroad (when Princi
pal Officers).

(29) Principal Representative: The senior represen
tative ofan agency ofthe U.S. Government attached to
a diplomatic mission overseas.

(30) Property Identification Number (ProplD for
merly BIN): The five-digit number assigned by the
post to each real property unit. (See §792.4(2).)

(31) Real Estate Management Systems (REMS):
Automated and manual information systems designed
to support:

(a) Local planning, operation, and control of Gov
ernment-held real property overseas; and

(b) Management and reporting"requirements of the
Office of Foreign Buildings Operations.

(32) Real Property: A parcel or plot of land and any
structures contained thereon, including, but not limited
to, offices, garages, warehouses, residences, schools,
and recreational facilities.

(33) Routine Maintenance and Repair (M&.R): The
preservation of real property in a sound state. Routine
M&.R includes painting, day-to-day plumbing and elec
trical work, etc. (See Special M&.R.)

(34) Short-Term Lease (STL): A real property lease
for less than ten years. The number of renewals does
not affect the classification of a lease as short-term; a
short-term lease may be renewed for an unlimited
number of times and is still considered a short-term
lease, as long as each lease period is less than ten
years.

(35) Single Real Property Manager (SRPM): A/
FBO is the designated SRPM worldwide. This responsi
bility is delegated to the Administrative Counselor/Of
ficer at each post. This person is responsible for the
acquisition and management ofall officially leased and
Government-owned real property, ex.cept for certain
AID property.

(36) Special Maintenance and Repair (M&R): The·
restoration to original condition, or to a sound state, of
real property or a portion thereof that has deteriorated
or been damaged. (See Routine M&.R.)

(37) Tandem Couple: A married couple with both
individuals assigned by orders to positions at an over
seas post.

(38) Use Agreement: An interagency agreement cov
ering the use by one or more agencies ofall or part ofa
property under short-term lease to another agency.
Normally, United States Government agencies do not
sublease real property to one another. Instead, their
understandings on use of the property, including fund
ing and other responsibilities, are stated in a use agree
ment signed at post by all involved agencies. The use
agreement is administered ih the manner of a short
term lease.

715 through 719 Unassigned
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Glossary of Abbreviations

ACDA Arms Control and Disarmament Agency
AD Acquisitions Division of NFBO
ADM Administrative section
A&E Architectural and Engineering
AGAIT ...........•.................................... Agricultural Attache
AGR ............•..................................... Agricultural Attache or section (USDNFAS)
AIDIW Agency for International Development

(Washington Headquarters)
AIRA Air Attache
ALUSNA ....................•......................... Naval Air Attache
AM ................•..............••.......•.......... Area Management Division of NFBO
AMB .......................•.......................... Ambassador
AlOPE Office of the Procurement Executive
AP ..........................................••........ Acquisitions and Planning Office of NFBO
APO .......................•....•...................... Army Post Office
ARMA Army Attache
ATO ............•...........•......................... Area Telegraphic Office or Agricultural

Trade Office
BCAO Branch Cultural Affairs Officer (USIA)
BDE .......•.......................................... Building Design and Engineering Division of

NFBO
BO ......•..••......................................... Branch office
BOE Building operating expenses
BPAO Branch Public Affairs Officer (USIA)
CAD ~ •.......................... Cultural Affairs Officer (USIA)
CEO ...............•.......•.......................... Cultural Exchange Officer (USIA)
CFE ............................•...................... Conventional Forces in Europe
CG Consul General, Consulate General
CGR Consul General's residence
CHG Charge d'Affaires
CICA ....................•.....••...................... Competition in Contracting Act
CLO .......................•.......................... Community Liaison Officer
CM ...•.........•......•...........•.................. Construction Management Division .of

NFBO
CMC .........................•........................ Community center
CMP Compound
COB ......•..•..•....................•.....•.......... Consulate office building
COM .......•.•.........•......•....................... Chief of Mission
CONS ..•...••....•.•...•.•....•...•.••.......•........ Consul, Consulate, Consular section
COUNS •.....•••..•....••.....•....•.........••......•. Counselor
CPO ........•...•....•..•...•......•..•......•......•... Communications Program Officer
cusr Customs (Treasury)
CWIP ......•..•............•...•.•...••.••..••.••..•.. Construction work in progress
DAD ...............•..••.•.....•.........•............ Defense Attache Office
DAIT •.......................•....•......•...•........ Defense Attache
DCM .......•.........' .........•....................... Deputy Chief of Mission
DCR Deputy Chief of Mission residence
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DEV Development (usually of architectural and
engineering plans or construction projects)

DIA Defense Intelligence Agency
DIR Director
DOSAR Department of State Acquisition Regulations
DPAO ..........•...................................... Deputy Public Affairs Officer (USIA)
DPO Deputy Principal Officer
DS ......••.•.......•....... '..........•................ Bureau of Diplomatic Security
ECON ...........•..................................... Economic section
ECON/COMM ..•............. ~ Economic/commercial section
EMB ••..•..•.•••.•••..•....•......•................... Embassy
EMR ........•....................•.................... Ambassador's residence
ESO ..•.•.•...••••.•...•....................•.......... Engineering Services Officer
EXC .•........•............•........................... Senior level residence
EXO .....•.......•.................................... USAID Executive Officer
FAAS .•.•••.•.•.•....•.••..........••....•............ Foreign Affairs Administrative Support
FAC ..........•....•.•.•.•...•........................ Facilities and Maintenance Division of

AlFBO
FAR ................•.•................................ Federal Acquisition Regulations
FAS ~ .. '.' ~ ' Foreign Agricultural Service

. FBIS' ..•...•.•.....•.............•...................... Foreign Broadcast Information Service
FBO Office of Foreign Buildings Operations
FCS .............................................•..... Foreign Commercial Service (See US&FCS)
FFA&E ..•............................•................ Furniture, furnishings, appliances and

equipment for residences
FF&E Furniture, furnishings and equipment for

offices
FMS ......•...•.......•........... ' Financial Management System
FPO ...................• ~ ..................•........... Fleet Post Office
FSH ..............•.....•.............................• Fire Safety and Hazard Control Division of

AlFBO
GAR .........................................•........ Garage
GO ........•.......•......•........................... Government-owned
GSO •.•••.•••...........•.........•................... General Services Officer
HHE ....•..•.•.•.•.•....••.......•.•......•........... Household effects
IAHB ...•.•••...••••...•..........•....•......•........ Interagency Housing Board
IDF •.................................................. Interior Design and Furnishings Division of

AlFBO
1M ......•.....••.•..•...........•....•................ Office of Information Management
10 ..•......••..................•..•...•.....••........ Information Officer (USIA)
lOB ...••.•.....•.•............••. ~ ..........••.....•.. Independent Office Building
JAO .•........•••.•..•.••••...••....•.•...•..•...•.•... Joint Administrative Office/Officer
LAB •.•.•...••.••••.•..•••.•..••.....•......•.•.....•. Labor Officer/section
LO ••...•••....•.....••.......•••••.•.•..•.•...••....•. Liaison Officer/section
LTL •.. . . • . . . . • • . • . . • . • • . . • . • • • • . • . • . . . . . . . . • . . . • . . • . • . . Long-term lease
LQA ..•••.•.•....••...•...........••....•............. Living quarters allowance
MAAG ..•..•...••.............•..••...•............... Military Assistance Advisory Group
MSQ ........•...•..................................... Marine Security Guard quarters
MI Minor improvements
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f\1ILGP Military group
MLO Military Liaison Officer
MOR Middle level officer residence
M&R Maintenance and Repair
MSR Monthly Status Report
NOB New Office Building
OBC ...................................•.............. Office Building - Chancery
OBX 0 ••••• 0 • 0 •••• 0 • 0 0 0 • 0 0 0 0 0 •••••••••••••• Orfice Building - Annex
OFF 0 0 0 ••••• 00 000 •• 0 0 0 0 0 .0 •• 0 0 • 0 •• 0 ••• 0 •• 0 0 • 0 ••• 0 •••• 0. Office property
OIC .. 0 • 0 •• 0 ' •••••• 00 00 • 0 0 0 0 •• 0 00 0 ••• 00 0 • 0 •• 0 0 0 ••••• 0 00. Officer In Charge
OMC 0 0 • 0 • 0 •••••• 0 • 0 ••• 0 0 0 • 0 •• 0 • 0 0 • 0 ••• 0 •• 0 0 ••••• 0 • 0 0 •• Office, of Military Cooperation
OPS ..... 0 •• 0 0 0 0 • 0 •• 0 0 0 0 0 • 0 0 0 •• 0 0 0 • 0 0 0 0 • 0 0 •• 0 • 0 ••• 0 0 0 0 0 Operations and Post Support Office of

AlFBO
ORE 0 0 • 0 0 ••••••••• 0 •••••• 0 • 0 ••••••• 0 •••• 0 • 0 •• 0 0 • 0 •• 0 •• Official residence expenses
PAO .. 0 0 • 0 ••• 0 0 0 • 0 • 0 •• 0 ••• 0 0 • 0 0 ••••• 0 • 0 ••• 0 • 0 •• 0 0 0 • 0 0 • Public Affairs Officer (USIA)
PCC ... 0 ••• 0 •• 0 • 0 0 0 • 0 •••• 0 •• 0 •••••• 0 • 0 •• 0 ••• 0 • 0 • 0 • 0 • 0 0 • Post Communications Center
PD . 0 • 0 ••••••• 0 • 0 • 0 0 • 0 •• 0 •• 0 0 0 • 0 ••• 0 0 • 0 • 0 0 •• 0 ••••• 0 •• 0 0 Project Director for NFBO construction

projects
PE ... 0 0 0 •• 0 • 0 •••••• 0 0 0 •••• 0 0 0 0 0 •• 0 0 •••••• 0 • 0 •• 0 • 0 0 •••• Program Execution Office of NFBO
PM 0 •••• 0 •• 0 0 • 0 • 0 • 0 •• 0 0 0 ••••• 0 •••• 0 0 0 0 0 0 •••• 0 0 • 0 ••• 0 •• Program Management Division of NFBO
PO . 0 ••• 0 •• 0 •••••• 0 0 0 ••••• 0 0 0 0 0 • 0 • 0 0 ••• 0 • 0 ••• 0 •• 0 0 • 0 0 • 0 Principal Officer
POL. 0 • 0 0 0 •• o. 0 • 0 •• '•• 0 ••• 0 .0 •• 0 •••• 00 ••• 0 • 0 .0 •••• 0 • 0 0 .0' Politicat' Officer/section
POL/LAB .... 0 0 0 •• 0 0 •••• 0 ••••••• 0 0 ••• 0 • 0 0 • 0 •••• 0 •• 0 • 0 0 0 PoliticaVLabor section
POR .. 0 • 0 •••••••••••• 0 •• 00 .0 • 000 •• 0 000 •• 0 • 0 0 ••••••• 0 ••• Principal Officer residence
POV . 0 ••• 0 ••• 0 ••••• 0 ••• 0 • 0 0 0 •• 0 • 0 0 ••••••• 0 • 0 0 0 •• 0 ••• 0 • Privately-owned vehicle
PPD . 0 • 000 •• 0 0 0 0 •• 00 •••• 0 000 0 •• 0 •• 0 0 0 '0 .00 ••• ~ 0 •••• 0 00. Planning and Programming Division of

NFBO
PSO 0 • 0 0 •••••• 0 0 0 • 0 • 0 • 0 0 • 0 0 • 0 0 •••••••••• 0 0 •• 0 •• 0 0 • 0 •••• Post Security Officer
RE .0 •••• 0 o ••• 0 ••••• o •• 0 ••••• 00' ••••••• 0 ••••• 0 ••••• 0 ••• Real Estate Division of NFBO
REHAB .. 0 0 0 ••••• 0 •• 0 •••• 0 0 0 •••• 0 0 0 0 ••• 0 0 ••••• 0 •••• 0 ••• Rehabilitation of buildings and facilities
RELOC .0.0 •• 0 ••• 0 •••••••• 000 ••••• 0 0 •• 0 • 0 •• 0 •• 0 •• 0 ••••• Relocation, e.g., to a new site
REMS .. 0 ••••••••• 0 0 0 •• 0 0 0 •• 0 • 0 • 0 0 0 ••••• 0 0 0 0 • 0 0 •• 0 •• 0 •• Real Estate Management Systems
RENOV . 0 0 • 0 0 • 0 0 •••••••••• 0 0 0 0 • 0 • 0 0 0 ••••••••• 0 • 0 •• 0 • 0 0 • Renovation of existing buildings and facilities
RHUDO 0 0 0 0 0 •••• 0 0 0 • 0 0 • 0 • 0 0 •• 0 0 0 • 0 ••••• 0 •••• 0 ••••• 0 0 0 • Regional Housing and Urban Development

Office
RLA .. 0 •••••••••••• 0 • 0 • 0 0 ••••••••• 0 • 0 •• 0 0 •• 0 ••••• 0 0 • • • Regional Legal AdVisor (AID)
RMO . 0 ••• 0 0 •• 0 ••••• 0 •• 0 0 0 0 •••• 0 0 ••• 0 ••• 0 • 0 • 0 • 0 0 0 • 0 "•• 0 0 Resource Management Office of NFBO,

Regional Medical Officer, Regional Marine
Office

ROC 0 ••••• 0 ••• 0 ••••••• ~ • 0 0 0 0 0 ••• 0 ••• 0 •••• 0 0 0 0 •• 0 0 •• 0 0 • Regional Office of Communications
ROCAP 0 0 ••••••••••• 0 ••• 0 0 0 0 0 0 0 0 0 • 0 • 0 0 0 0 ••••• 0 0 0 0 0 0 0 0 0 • Regional Officer for Central American

Programs
RSO 0 ••• 0 • 0 0 •••• 0 • 0 0 ••••• 0 •• 0 • 0 • 0 •• 0 0 •••••••• 0 0 • 0 •• 0 • • • Regional Security Officer
SCI . 0 • 0 0 •••• 0 •••• 0 •• 0 0 ••• 0 0 0 •• 0 0 • 0 •••• 0 0 • 0 0 • 0 • 0 0 0 0 •• 0 0 Scientific Attache/section
SDA •. 0 • 0 •••••••• 0 •• 0 • 0 •• 0 • 0 0 • 0 • 0 0 • 0 • 0 • 0 ••• 0 •• 0 •••• 0 0 • Staff apartments
S&E 0 0 •••• 0 0 • 0 • 0 • 0 0 •• 0 0 0 0 0 0 • 0 0 0 • ~ 0 0 •• 0 0 0 •• 0 0 ••• 0 0 0 0 • 0 • • Salaries and Expenses allotment
SEO 0 0 0 • 0 •• 0 0 0 0 •• 0 •• 0 0 0 0 •• 0 0 0 0 0 0 0 0 0 ••• 0 0 0 0 0 •• 0 0 0 •••• 0 0 • Security Engineering Officer
SLA .• 0 • 0 • 0 0 0 0 ••• 0 • 0 0 • 0 • 0 0 0 0 0 0 0 0 0 0 0 ; • 0 • 0 0 0 0 0 0 • 0 0 0 ••• 0 0 0 Site lot acreage (improved property with

occupied or unoccupied buildings)
SRPM 0 0 0 0 •••• 0 0 0 0 0 0 • 0 0 0 0 0 • 0 0 0 • 0 0 0 • 0 0 0 •• 0 •• 0 • 0 0 0 • 0 0 0 •• 0 Single Real Propeny Manager
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STD ." Standard Residential Unit
STL Short-term lease
USAID United States Agency for International

Development
USIA United States Information Agency
US&FCS U.S. and Foreign Commercial Service
USINT U.S. Interests Section
USLO U.S. Liaison Office
VAC Unimproved property with no buildings
WHE '0' •••••••••••••••••••••••• Warehouse
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720
MANAGEMENT OF GOVERNMENT-HELD PROPERTY

government, since such property reverts to the host
government.

722.2-3 Staff Housing
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

a. U.S. Government-owned or long-term leased
staff housing at the post obtained with funds from the
Department'S appropriation, "Acquisition, Operation,

722.2-2 Senior Officer Residences
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

U.S. Government-owned or long-term leased offi
cer residences at the post obtained with funds from the
Department's appropriation, "Acquisition, Operation,
and Maintenance of Buildings Abroad", shall be allo
cated by the principal officer to meet the post's repre
sentation and housing requirements. Residen~es ac
quired or designated for occupancy exclus"ively by per
sonnel of other agencies shall be allocated in accor
dance with the agreement between the Department and
those agencies in Washington; however, the principal
officer may reassign such housing am0r:tg such desig
nated personnel to best meet their varying family and
other circumstances, provided it is agreeable with the
representatives of those agencies.

722.2-1 General Policy
(TL:GS-195; 5-17-74)
(Uniform. State/AID/USIA)

Government-provided residential quarters shall be
allocated among United States citizen employees who
would otherwise be entitled to quarters allowances in
such a manner as to:

(1) Honor the Depanment's commitments on
properties acquired or designated by the Department
for occupancy exclusively by personnel of other agen
cies (e.g.• the USIS PAO residence and the Agriculture
and Defense attache residences);

(2) Fulfill as adequately as possible the needs of
employees and their families; and

(3) Effect the utmost savings in rental and quarters
allowances. Employees who do not choose to occupy
the quarters made available to them may not receive a
quarters allowance.

Residential Space722.2

721 RESPONSIBILITY FOR
MANAGEMENT OF
GOVERNMENT-HELD
PROPERTY

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

722 ALLOCATION AND
UTILIZATION OF SPACE

722.1 Office Space
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

The heads of agency missions shall be responsible for
the management of all United States-held property at
the posts in the custody of their respective agencies,
except where specific responsibility for certain property
may have been assigned to representatives of other
Government agencies. This responsibility includes en
forcing the regulations for the allocation of space and
the oper.ation and maintenance of real propeny.

a. U.S. Government-owned or long-term leased of
fice space obtained with funds from the Department's
appropriation, .. Acquisition, Operation, and Mainte
nance of Buildings Abroad", shall be allocated by the
principal officer of the post in such manner as to best
serve the overall interests of the U.S Government, giv
ing first consideration to the needs of those agencies
whose requirements justified the building initially and
to those agencies whose functions are closely coordi
nated with embassy operations. Any remaining space
shall be allocated in' such a manner as to best serve the
needs of other agencies at the post.

b. The respective agency mission heads are respo~i

ble for the allocation of all other Government-held of
fice space which they control. Agency mission heads
other than State are also responsible for advising the
principal officer of the post, or a designated officer, of
any office space surplus to their needs (see section

. 722.3) at that post, in order to assure opportunity for
other agency missions' use before such space is relin
quished by the United States Government except for
AID controlled property with title vested in the host
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and Maintenance of Buildings Abroad", shall be allo
cated by the principal oencer or a designated represen
tative, giving first consideration to equitably meeting
the needs of State and USIA personnel. Additional
staff housing not needed for personnel of the above
agencies should be distributed to U.S. citizen personnel
of other agencies in such manner as will best serve the
U.S. Government.

b. Where an assignment of a single housing unit is
made to two eligible employees, based upon savings in
quarters allowances, the assignment is considered a
joint assignment, and if one of the assigned employees
vacates the quarters, another employee eligible and
willing to share the quarters must be found within thirty
days or the remaining occupant may be required to va
cate the quarters, if the best interests of the Govern
ment are thus served.

722.2-4 Other Housing
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

The respective agency mission heads are responsible
for the allocation of all other residential space which
they control.

722.2-5 Non-Citizens
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Government-held residential quarters (except for
quarters designated as servant's quarters) shall not be
assigned to persons who are not U.S. citizens.

722.3 Surplus Space
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Agency mission heads are responsible for advising
the principal officer of the post, or a designated officer,
of any office space or housing acquired by or assigned
to their agency which is surplus to their needs at that
post, in order to assure opportunity for use by other
agency missions before such space is relinquished by
the United States Government. The principal officer is
responsible for informing other agencies at the post of
all surplus space and for allocating such space. The
principal officer may establish a committee, representa
tive of the agencies at the post, to advise in making
these allocations. (For disposal of property surplus to
long-range needs, see subchapter 780.)

722.4 Costs Arising Due to
Displacement·From
Assigned Functional or
Residential Quarters

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Whenever it is necessary to move the activities or
personnel of one agency from its assigned functional
space or residential quarters in order to accommodate
the activities or personnel of another agency, all initial
and continuing costs resulting from such displacement
shall be borne by the displacing agency until funds for
the continuing costs can be budgeted by the displaced
agency, but not to exceed the end of the following fiscal
year.

722.5 When Other Agencies
Occupy
Government-Owned or
Long-Term Leasehold
Space

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Other Government agencies occupying Govern
ment-owned (Department or AID) or long-term lease
hold (ten years or more) space shall pay a proportion
ate share of all utilities, operating, and custodial costs,
including costs on hallways, lobbies, elevators, and all
other common-use space. Capital improvements and
repairs (both major and routine) shall be for the ac
count of the agency holding the title or lease, except
that alterations peculiar to the needs of another Gov
ernment agency, and subsequent restoration of space
to its normal usage, shall be for the account of the using
agency; but all such alterations shall first be approved
by the appropriate holding agency. Repairs necessitated
by deliberate acts or negligence shall be the responsibil
ity of the individual involved or the agency occupying
the space, whichever is appropriate in the circum
stances.

722.6 Other Agencies Occupying
Short-Term Leased Space

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Agencies occupying Government short-term leased
space held in the name of other than the head of their
respective agencies shall pay a proportionate share of
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722.7 723.1

all costs connected therewith: rent, utilities, custodial
services, maintenance and repairs (when the lessor is
not contractually responsible), alterations, including
restoration expenses, and other operating costs, as well
as a proportionate share of all other such common-use
space. Such charges, to the extent feasible, shall be
paid directly to the suppliers of goods and services, to
keep reimbursement or administrative support proce
dures to a minimum.

Substitute Occupancy

722.7-1 Occupancy of Principal Officer
Residence

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

a. During the temporary absence of the principal of
ficer, the principal officer's residence shall not be occu
pied by any other officer or employee at the post, un
less such officer or employee is specifically authorized
to do so by the principal officer.

b. When a ·principal officer is transferred and a re
placement has not arrived at the post, the principal offi
cer's residence shall not be occupied by the charge
d'affaires or any officer with representation responsibi
lities, unless specific authorization for such substitute
occupancy is granted by the Department. Subordinate
personnel without representational responsibilities may
be assigned to occupy the premises to assure proper
maintenance. Servants may remain in the residence.
(See Standardized Regulations, Government Civilians,
Foreign Areas, 430 b.)

722.7-2 Occupancy of Other Residential
Quarters

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

If an employee occupying Government residential
quarters other than the principal officer residence is
temporarily absent from the post for an extended peri
od, and no member of the family remains in them,
another employee may be authorized to occupy the
quarters, when practical, and if all agencies directly in
volved at the post are in agreement. If the absent em
ployee has left personally-owned furniture or belong
ings in the quarters, the employee's consent to occu
pancy will be first obtained, unless the post has infor
mation from Washington that the absent employee is
riot likely to return. In the latter case, the administra
tive or general services officer shall take whatever mea
sures are necessary to safeguard the personal belong
ings of the absent employee, including storage at Gov-

ernment expense, not to extend beyond the date of ar
rival at the new post of duty, unless, by reason of lack
of transportation or other emergency,· forwarding of the
effects is impossible.

723 GOVERNMENT MAINTENANCE
OF GOVERNMENT-HELD
PROPERTIES

Repairs, Improvements,
and Maintenance of
Short-Term Leased
Property

723.1-1 Enforcing Lessors'
Responsibilities

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

The head of the respective agency mission shall in
sure that lessors of properties leased by that agency
shall carry out their contractual responsibilities for
maintaining the premises in good repair and tenantable
condition and shall make every effort to persuade the
lessors to make any needed alterations, improvements,
or repairs. The agency head shall also insure that reno
vations, alterations, and repairs that are clearly the les
sor's responsibility under the lease are not accom
plished at lessee's expense (see 6 FAM 736, subpara
graph (17». Items required by the lessee over and
above the lessor's responsibility should be negotiated as
set forth in 6 FAM 736, subparagraph (16). Failing
that, the problem should be referred to Washington
with sufficient detail for analysis and offering guidance
to the post.

723.1-2 Maintenance and Repair
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

The terms of the lease and local law and custom will
generally determine the kind and frequency of mainte
nance services to be provided by the lessor and by the
lessee. Repairs other than those resulting from the act
or negligence of the lessee are, normally, for the ac
count of the lessor. When reasonable and necessary re
pair and maintenance services are not the r~sponsibility

of the lessor under the terms of the lease or local law,
the respective U.S. agency, as lessee, will bear, as re
quired by the lease or local law, reasonable costs in the
same manner and subject to the same conditions as for
Government-owned quarters, excluding capital i~-
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provements. The cost of repairs and maintenance to
short-term leased property will be funded by the using
agency (ies) .

723.2 Maintenance of
Government-Owned and
Long-Term Leasehold
Property

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

In Government-owned and long-term (ten years or
longer) leased properties, the responsibility for the
preservation of each property, to prevent either its de
terioration or diminution of efficiency of use or appear
ance, is vested in the head of the holding agency. The
agency head, or designee, shall make periodic inspec-.
tion to insure that all reasonable precautions are taken
against loss, theft, or damage and that necessary repairs
are scheduled and accomplished in a competent man
ner. In addition, preventive maintenance schedules are
to be established or examined to insure that the fre
quency and completeness of such services are achieving
the objectives sought. Janitorial and other operational
practices influence maintenance to a large extent and
the schedules for operation and maintenance are inter
related economically to accomplish the desired result.
Schedules for the preventive maintenance of the fol
lowing items are required.

723.2-1 Painting Schedules
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

The economically desirable repainting period has
been established as three years for building exteriors
and four years for building interiors. Where possible,
these schedules should be observed, but climatic or
other conditions may justify more or less frequent re
painting. The controlling factor should be the preserva
tion of the property, rather than individual taste as to
color selection.

723.2-2 Heating Plant and Equipment
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Annual cleaning of boilers and flues and distribution
systems, inspection repairs, and adjustments to burn
ers, traps, valves, and lines, when required, should be
undertaken between heating seasons to insure efficient
and satisfactory ·operation of the plans.

723.2-3 Contractual Services
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

a. To the extent possible and practical, from the
standpoint of economy and security, routine mainte
nance and custodial services for office and residential
quarters should be provided by contract rather than by
direct employment of personnel. Such contracts are to
be with responsible firms and provide for the perform
ance of stated services for a fixed fee for an agreed pe
riod of time and not for personal services on a time
basis.

b. Similarly, where post personnel do not possess the
necessary knowledge and skill to maintain various types
of mechanical equipment, e.g., elevators, aircondition
ing and heating units, etc., or where the post does not
have the technical equipment to perform certain spe
cialized services, such as termite or other insect con
trol, a maintenance contract should be entered into
with a qualified fmn or individual. Such contracts
should provide the Government with the right to cancel
on notice of thirty days or less.

724 FUNDING MAINTENANCE AND
REPAIR COSTS ON
GOVERNMENT-HELD
PROPERTIES

724.1 State Department Funding

724.1-1 The Appropriation "Acquisition,
Operation and Maintenance of
Buildings Abroad"

(TL:GS-195i 5-17-74)
(Uniform State/AID/USIA)

a. Maintenance and repair (M&R) costs of Govern
ment-owned and long-term leasehold properties in the
custody of the Department of State, which are not
chargeable to the Government employee occupant (see
section 725), are funded from the appropriation, "Ac
quisition, Operation and Maintenance of Buildings
Abroad" .

b. The Office of Foreign Buildings Operations
(FBO) issues all~tments each year which include annu
al allowances for M&R costs. These allowances a~e

based on the posts' Schedule IV-C estimates, taking
into account the experience of past fiscal years, and the
funds available. If posts consider the allowances to be
insufficient, requests for increases should state the
need for funds, including consequences if the need is
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not satisried. and timing requirements. if significant;
the actual and programmed use of funds in this func
tion code to date in the fiscal year; and the ability of the
post to transfer funds from other FBO allotment codes.
Identify properties by FBO property numbers to the ex
tent feasible.

c. These maintenance and repair allowances cover
all owned or long-term leased properties in the custody
of the Department of State. regardless of what agency
occupies the building. The initial allotment is for rou
tine maintenance and repair; supplemental routine
M&R requirements and Special M&R projects are sep
arately requested by the post and considered. ap
proved. and funded by the Department. (See also sub
chapter 760.)

d. Funds allotted under this appropriation for func
tion code 610 purposes may be used for specific repair
and preservation materials and for labor by repair and
maintenance service fmns or by intermittently
employed labor. The salaries of regular post employees
may not be paid from the FBO allotment unless specifi
cally authorized by the Department. Such regular sala
ries are charged to BOE funds under the Salaries and
Expenses a.llotment. Funds allotted under function
code 610 may not be obligated to accomplish minor
improvements or items which are chargeable to the
S&E allotment. nor may S&E funds be used to supple
ment the function code 610 allotment.

724.1-2 S&E Funded Expenses
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Maintenance and repair costs for short-term leased
properties. to the extent required by the terms of the
lease or by local law and custom. are funded from the
S&E allotments. S&E allotments may not be used to
fund M&R requirements for Government-owned or
long-term leased properties.

724.3 USIA-Funded Expenses
(TL:GS-195; 5-17-74)
(Un{forr.n State/AID/USIA)

Maintenance and repair costs for short-term leased
properties. to the extent required by the terms of the
lease or by local law and custom. are funded from the
USIS GOE allotments. GOE allotments may not be
used to fund M&R requirements for Government
owned or long-term leased properties assigned to
USIS.

725 GOVERNMENT/OCCUPANT
SHARING OF CUSTODIAL AND
MAINTENANCE
RESPONSIBILITIES FOR
GOVERNMENT-HELD
PROPERTIES

725.1 . General Policy
(TL:GS-195; 5-17-74)
(Un{form State/AID/USIA)

The custodial and maintenance responsibilities for
Government-held residential properties. including
grounds. buildings. or installed equipment. are shared
by the occupant and the Government. The heads of
agency missions. or their designees. shall make periodic
inspections of all residential properties under their con
trol. Access to the properties shall be afforded by the
occupants upon reasonable prior notice. Pecuniary li
ability for any loss. damage. or destruction of property
shall be determined in accordance with the procedure
set forth for personal property in 6 FAM subchapter
220. (See also M.O. 541.1 for AID.)

724.2 AID-Funded Expenses
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Various funds may be authorized and used for main-'
tenance and repair costs. Operating expenses funds or
one of the program funded accounts may ~e charged. if
appropriate. Trust funds. if available and if it is agree-

.able with the host government. as well as U.S.-owned
local currency. should also be considered. The USAID
will determine what funds are to be used and should
notify AID/W of its intent.

725.2 Official Residences
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

The Government is responsible for maintenance and
custodial expenses for official residences occupied by
principal agency representatives who have been desig
nated as such by the Secretary of State. The responsibi
lities for other expenses incurred in operating official
residences are set forth in Section 400 of the Standard
ized Regulations (Government Civilians. Foreign
Areas). See also 3 FAM subchapter 350.



6 FAM 720

Page No. Effective Date Trans. Memo. No.

SA-16 as indicated 23:79 AID HANDBOOK 23, App. SA

725.3 Single Family and Duplex
Residential Units

f. The amount of reimbursement authorized shall
be determined by prorating the t~tal expenses for the
total area.

725.4

725.3-1 Responsibilities of the
Government

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

a. If quarters are officially leased. the Government is
responsible for ensuring the lessor's compliance with
any custodial or maintenance and repair provisions of
the lease and for performing such responsibilities as are
placed on the Government by the terms of the lease.

b. If quarters are Government-owned or long-term
leased, and unless otherwise provided in the lease. the
Government is responsible for:

(1) Repair of structural defects (in Government-
owned buildings only);

(2) Repairs due to fair wear and tear;
(3) Repairs due to acts of God;
(4) Repairs of damage not attributed to negligence

of the occupant. occupant's family. servants. em
ployees. or other members ~f occupant's household;
and

(5) Cleaning and airing of vacant residential units
and keeping their exterior grounds in readiness for fu
ture occupancy.

c. If quarters are Government-owned or officially
leased, the Government is responsible for providing
protection, preferably 9n a contract basis, from insur
rection. banditry. attack, or other civil disturbance, if
the chief of mission determines there is a constant dan
ger.

d. In the case of residential units occupied by princi
pal officers, deputy chiefs, and counselors of diplomat
ic missions, USIS public affairs officers, and AID mis
sion directors, the Government is responsible for the
periodic and seasonal care of lawns, gardens, walks.
driveways, and grounds. in recognition of the level of
the occupant's representational obligations, positions,
and rank.

e. In the case of duplex residential units or single
family units occupied by other than those persons spe
cified in the preceding paragraph, the Government is
responsible for the care of only that portion of lawns,
gardens, and open ground area which exceeds 8,000
square feet (exclusive of walks, driveways, and areas
covered by buildings or structures). The head of an
agency mission may authorize reimbursement to the oc
cupant for the added expense of periodic and seasonal
care of the excess portion.

725.3-2 Responsibilities of the
Occupant

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Occupants of single family or duplex residential
quarters are responsible for the cost of routine custodial
services. The post shall issue uniform local rules detail
ing these responsibilities. In general. these rules should
provide for what normally is expected of an occupant
who leases residential quarters in the United States.
e.g., the replacement of light bulbs, faucet washers,
etc.; minor adjustments on household equipment; the
mowing of lawns and the clearance of snow from side
walks; etc.. In addition, the occupant is responsible for
maintaining the residential unit neat and presentable at
all times and for turning it over to a new occupant or to
the Government in clean and liveable condition.

Multiple Residence Units

725.4-1 Responsibilities of the
Government

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

The Government has the same responsibilities for
multiple residential units having three or more units as
for those cited for single family and duplex units in
paragraphs a. b. and c of section 725.3-1. In addition,
the Government is responsible for providing services.
preferably on a contract basis, to facilities used in com
mon by the occupants (e.g.• airconditioning. heating.
building maintenance, and periodic and seasonal care
of lawns, g,ardens. walks, driveways, and exterior
grounds).

725.4-2 Responsibilities of the
occupant

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Occupants of multiple residence units have the same
responsibilities as those cited in section 725.3-2. In ad
dition. whenever a multiple residence unit has lawns,
gardens, walks, driveways, and grounds which are di
vided or arranged for the exclusive use of anyone occu
pant, such facilities shall be cared for as an expense
and responsibility of that occupant. (See paragraph e of
section 725.3-1.) A single family residential unit occu
pied by two or more employees is not considered a mul-



6 FAM 720

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 23, App. SA 23:79 as indicated SA-I7

tiple residence unit; multiple occupancy should not be
confused with multiple residence units.

725.5 Pets and Hobbies in
Government-Held
Residences

the time specified. At the time of the surrender of
premises, the property management officer shall in
spect the premises, preferably with the occupant, and
list any items for which the occupant might be held fi
nancially responsible.

725.5-1 Pets
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

The keeping of pets in Government-held housing
units shall be considered a privilege and not a right.
The head of an agency mission may prohibit pets on
Government-held premises for reasons of nuisance,
health, damage to Government property, infringement
of quiet enjoyment, or other just causes. Damages to
structures, grounds, or furnishings by pets shall not be
construed as normal wear and tear and will be the per
sonal responsibility of the occupant/owner. No alter
ation, renovation, or construction shall be undertaken
on Government-held property for the benefit of pets.

725.5-2 Hobbies
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

The Government, in providing residential units for
its employees, does not desire to restrict the occupant's
right of quiet enjoyment. However, it reserves the right
to prohibit or limit the pursuit of these hobbies which
constitute an abnormal strain or overload on the
grounds, structures, or utility services of the residential
unit and which would constitute an increased operating
or continuing maintenance cost to the Government.

725.6 Surrender of
Government-Held Quarters

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Where an employee occupying Government-held
quarters is separated from the Service or departs from
the post for home leave and transfer or assignment to
another post, the occupant shall be required to surren
der the premises on the last day of duty at the post.
Exceptions to this requirement may be made by the
head of the respective agency mission, as necessary.
When such quarters are assigned to another officer or
employee by the head of the agency mission, the occu
pant shall be required to surrender the premises within

726 UTILITIES

726.1 General Guidelines

726.1-1 Cost Controls
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

It is the responsibility of the head of each agency mis
sion to assure that costs of utilities on Government
held residences are held to reasonable levels. The head
of each agency mission shall take appropriate adminis
trative action to accomplish this, including, where ap
propriate, the establishment of utility ceilings for some
or all of the residential quarters under agency mission
head's control. In order to assure that utilities are held
at reasonable levels and as a basis of establishing a ce.il
ing, costs records for each residential quarters should
be maintained whenever possible and data should be
collected on utilities in comparable private leases. The
principal officer shall take the initiative to assure uni
formity between the agencies at the post in establishing
ceilings or in taking other administrative action.

726.1-2 Allotments to be Charged
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Costs of utilities for State Department-held proper
ties (whether owned or leased) are charged to Building
Operating Expenses under S&E allotments; FBO reim
burses the S&E appropriation for the Department's
share of these costs. USIS utility costs are charged to
the post's GOE. AID utility costs are charged to operat
ing expenses funds, one of the program funds accounts,
or local currency funds, as appropriate.

726.1-3 Cost Comparisons
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

AIDIW may, from time to time, request selected
posts to submit utility cost comparisons with other U.S.
Government agencies and/or with selected seg~ents of
the local market.
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726.2-1 Payment of Initial Installation
Costs

(TL:GS-/95; 5-/7-74)
(Uniform State/AID/USIA)

The post will pay the initial installation cost of tele
phones in Government-held residential quarters. Un
der no circumstances may the post pay for installation
of telephone service in privately-owned or privately
leased quarters.

. 726.2-2 Payment of Continuing Charges
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Except as hereinafter provided, the occupant is re
quired to pay the continuing service charges on tele
phones in Government-held official residential quar
ters. Continuing charges on all telephones required in
the Government-held official residence of the chief of
diplomatic mission, or in the Government-held resi
dence of the charge d'affaires ad interim during periods
in excess of one month of the chief of mission, may be
re.imbursed. provided. however, that no reimburse
ment shall be made for unofficial calls which result in
charges in excess of a minimum or fixed amount. In the
absence of the chief of mission for more than one
month. reimbursement to the charge d'affaires may be
made retroactively to the first day of the chief of mis
sion's absence.

726.2 Telephone Service paid by the post upon a finding by the head of the
agency mission or designee that such action will be
more economical than the payment of removal and
subsequent re-installation charges.

727 TAXES AND RATES

727.1 Policy
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

It is the policy of the Department and the Agencies
to obtain tax exemptions to the fullest extent possible
on tl)eir owned and leased real properties.

727.2 Prohibition Against
Payment of Taxes and
Rates

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

No taxes or rates on U.S. Government-owned or
leased realty. for the conveyance of title to property, or
for the registration of title documents, levied by the lo
cal government or a political subdivision thereof, shall
be paid unless authorized by the parent agency in the
first instance of payment.

726.2-3 Limitation of Service
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

As a general rule. the post will pay the charges for the
installation and removal of only one standard tele
phone instrument in each Government-held residence
and the trunkline serving it. In a large building. or when
required by unusual circumstances. the post may pay
for the installation and removal of more than one in
strument, upon the determination by the head of the
agency mission that additional service is required for
official business, provided that allotments are not ex
ceeded.

727.3 Exemption from Taxes
(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

a. Efforts should be made to obtain exemptions
from taxes and rates on all or any of the following
bases:

(1) By invoking the provisions of treaties. conven
tion, or other formal agreement;

(2) By reciprocity, where applicable; and
(3) By the application of the principle of interna

tional courtesy.

726.2-4 Charges in Unassigned
Quarters

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

When Government-held residential quarters are un
assigned, continuing telephone service charges may be

~. When exemptions are granted. the post should so
report to the Department by Operations Memoran
dum, subject tag: ABLD, indicating the type and
amount of taxes exempted and the basis of the exemp
tion. (AID missions should forward this information to
AIDIW, Attention: MO/OPM.)
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727.4 District of Columbia
Exemptions: The Major
Basis for Exemptions
Through Reciprocity

(TL:GS-195; 5-17-74)
(Uniform State/AID/USIA)

Exemption from taxes on property owned by foreign
governments in t~e District of Columbia, U.S.A., is
governed by Public Law 846 (77th Congress) of De
cember 24, 1942. In general, only the chief of mission
residence and chancery are exempted from payment of
real estate taxes. No taxes are charged on title transfers
on any property acquired by a foreign government for
diplomatic purposes. No charges are levied against for
eign government-owned properties for city street and
gutter improvements.

ercised to avoid such tax being reflected in the pur
chase price, if possible.

727.6-1 Occupier's Tax on Leased
Property

(TL:GS-304; 8-24-82)
(Uniform State/AID/USIA)

The tax structure in some countries places realty
taxes on the occupier rather than on the owner. Ac
cordingly, the Department or Agency, as tenant in offi
cially leased quarters, is liable for the tax in the absence
of exemption. Therefore, in countries where an occupi
er's (tenant's) tax obtains, leases should be drawn to
permit exeinption to the extent possible under section
727.3.

727.6-1 Taxes Reflected in the
Purchase Price

(TL:GS-304; 8-24-82)
(Uniform State/AID/USIA)

In the case of a purchase where the incidence of the
conveyance tax falls upon the seller, care should be ex-

727.5 Beneficial Rates
(TL:GS-304; 8-24-82)
(Uniform State/AID/USIA)

When reporting on taxes assessed against U.S. Gov
ernment-held properties, the post should indicate
whether the assessment is, in whole or in part, for bene
ficial rate, such as water or sewer taxes, refuse removal,
concrete curbs,· or other purposes which directly bene
fit the property.

727.6 Incidence of Tax

728 INSPECTION OF PROPERTIES
. BY FBO REPRESENTATIVES

(TL:GS-304; 8-24-82)
(Uniform State/AID/USIA)

Representatives of the Office of Foreign Buildings
Operations will make periodic technical and adminis- .
trative inspections of Government-held property and
may make recommendations concerning management,
operation, and maintenance practices. FBO represen
tatives, when physically available and when requested,
will also provide technical advice to AID, USIA, mili
tary missions, and other Government agencies.

729 Unassigned
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730
LEASED SPACE

731 LEASING POLICY,
AUTHORITY, AND
LIMITATIONS

731. 1 General Policy and
Definitions

731. 1-1 Living Quarters Allowances
(LQAs)

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Private rental arrangements are funded under liv
ing quarters allowances. By using LQAs, maintenance,
repair, renovation, and improvement costs are elimi
nated, as is the need for post personnel to maintain and
service U.S. Government housing.

b. Posts wishing to change from an LQA program to
a Government leasing program must obtain prior ap
proval from A/FBO and the geographic bureau of the
Department of State, as well as the other offices and
agencies involved.

731.1-2 Short-Term Leases (STLs)
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Short-term leases are for a period of less than ten
years. The number of renewal periods does not change
the designation of a short-term lease, as long as the
basic term of each lease renewal period is less than ten
years.

b. The post may use a short-term lease residential
program when Government-owned and long-term
leased housing is not available on the local market, and
host country laws prohibit individuals from leasing
housing on their own. In other cases, housing meeting
Western standards may not be readily available, and
the post may lease local housing and make certain
preparations for occupancy.

c. When a short-term lease is initially acquired,
posts are authorized to prepare such property for occu
pancy. However, discussions with the lessor should al
ways begin with the presumption that, since any prepa
rations for occupancy will increase the value of the
property, such preparations will be lessor-financed.
The post should not expend S&Efundsfor this purpose

until attempts to have the lessor finance the prepara
tions have been exhausted.

d. Each agency is responsible for the cost of short
term leased space which it occupies. Lease costs of
shared space may be directly charged to each agency,
or reimbursed through FAAS. Lease costs for space
solely occupied by a single agency are directly charged
to that agency.

731.1-3 Long-Term Leases (LTLs)
(TL:GS-1; 8-22-91)
(State and AID Only)

a. Long-term leases are those having basic terms of
ten years or longer. Long-term leases allow the post
better control of lease costs and greater flexibility and
control of maintenance, renovation, and improvement.
All long-term leases should establish fixed rental rates
for the entire term of the lease.

b. Long-term leases are treated as acquisitions for
purposes of programming, authorization, and funding.
They require prior A/FHO or AID/W (MS/OMS) ap
proval, as appropriate.

731.1-4 Purchase of Property
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. U.S. Government-owned property allows the post
stability, flexibility, and cost control. However, large
initial outlays offunds are necessary when the Govern
ment purchases real property, and the benefits ofleas
ing versus purchasing have to be weighed carefully.
Posts wishing to purchase property should contact AI
FBO or AIDIW.

b. The Department of State and the Agency for In
ternational Development are the only agencies autho
rized to buy real property overseas for diplomatic use.

731.1-5 Workplace Parking for
Privately-Owned Vehicles

(TL:GS-1; 8-22-91)
(Uniform Statel4/DIUSIA)

a. The provision of parking for privately-owned ve
hicles (POYs) at the workplace is not a Department ob-

. ligation either in Washington or overseas. Transporta
tion to and from work is the responsibility of the em
ployee. For security reasons, the Department strongly
discourages parking POYs in a government-held facil
ity unless the vehicles can be adequately screened.
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b. If the responsible security officer determines that
screening is not possible, and if the post still wishes to
facilitate employee travel to and from work, other al
ternatives should be considered. The post may either
encourage an employee association to lease off-site
parking for POVs, or may provide, on a reimbursable
basis, home-to-office-to-home transportation for em
ployees. An employee association may charge a fee to
post employees for the use of association-leased park
ing. Such parking facilities should be located at least
100 feet from any U.S. Government office buildings.
The Bureau of Diplomatic Security will consider fund
ing security improvements, including guard services,
lighting, closed circuit televisions, and access controls,
for such parking areas.

731.1-6 Recreational Facilities
(TL;GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. At those posts where recreational facilities for
u.S. Government employees are either nonexistent or
very expensive, consideration may be given to acquiring
such facilities (see §520). If U.S. Government funding
is requested for such facilities, proposals must be ap
proved by the responsible security officer and sub
mitted to A/FBO for technical review and funding con
sideration.

b. Employ.ee Recreation Associations may also ac
quire by lease or purchase recreational facilities with
the approval of the responsible security officer. A/FBO
review of Recreation Association facilities is required
where construction or placement of such facilities is
proposed on U.S. Government-owned or long-term
leased property, or where such construction or place
ment will affect the boundary walls, access, or other
aspect ofneighboring Government-owned or long-term
leased property.

(3) The time period between the execution of the
lease and the estimated occupancy exceeds three
months;

(4) The lease requires an advance payment in ex
cess of 12 months;

(5) The lease isfor ten years or longer, i.e., is not a
short-term lease;

(6) The lease contains a non-standard clause or
otherwise substantially deviates from the model lease in
Exhibit 734.1 (to be published at a later date);

(7) The lease amount cannot be funded from cur
rent post-held allotments;

(8) Funding is by another agency, and that agency
requires prior approval of all leases or renewals, e.g.,
USIA, DOC;

(9) The lease is for other than residential space,
e.g., the lease is for functional space or recreational
purposes;

(10) The post has not previously had a residential
leasing program, or a previous program was discontin
ued and is being re-established;

(11) The lessor has requested off-shore payments;
(12) The lessor will construct or substantially alter

leased premises to Government specifications;
(13) Rents to be paid under the lease will be assigned

to a third party or other creditor, rather than to the
owner; and

(14) The lease isfor housing to be used as temporary
or transient quarters (new and renewal leases).

b. All leases shall be executed by the post contract
ing officer (usually the General Services Officer at each
Foreign Service post), except for certain AID-managed
leases.

c. All leased buildings should conform to local struc
tural, safety, fire, and building codes and/or require
ments.

731.2-1 State
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Contract authority is delegated to the posts to ex
ecute, renew, or amend short-term leases under the
DOSAR. Prior A/FBO and parent agency approval is
required in the following circumstances:

(1) The rental amount is over $25,000 per annum;
(2) The residential space to be leased exceeds the

space standards set forth in §720 (new subchapter to
be published at a later date);

731.2 Overseas Leasing Authority
731.2-2 AID

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. AID/Wdelegates authority to Country Mission Di
rectors of AID, or their designees, to execute, renew,
amend, or assign short-term leases with basic terms
not to exceed ten years. A~D contracting officers are
authorized to execute all leases Jor the AID Mission.
Prior MS/OMS (AID/W) approval is required in the
following circumstances:

(1) The rental amount is over $25,000 per annum;
(2) The residential space to be leased exceeds the

space standards set forth in §720 (new subchapter to
be published at a later date);
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731.3

(3) The time period between the execution of the
lease and the estimated occupancy exceeds three
months;

(4) The lease requires an advance payment i" ex
cess of18 months or, in any case,..not beyond the end of
the next fiscal year, whichever is the shorter period;

(5) .The lease isfor ten years or longer, i.e., is not a
short-term lease;

(6) The lease contains a non-standard clause or
otherwise substantially deviatesfrom the model lease in
Exhibit 734.1 (to be published at a later date);

(7) The lease amount cannot be funded from cur
rent post-held allotments;

(8) The lease is for other than residential space,
e.g., the lease is for functional space or recreational
purposes;

(9) The post has not previously had a residential
leasing program, or a previous program was discontin
ued and is being re-established;

(10) The lessor will construct or substantially alter
leased premises to Government specifications; and

(11) Rents to be paid under the lease will be assigned
to a third party. or other creditor, rather than to the
owner.

b. All leased buildings should conform to local struc
tural, safety, fire, and building codes and/or require
ments.

731.2-3" USIA
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

a. All USIA leases shall be executed by the post con
tracting officer. The authority for USIA leases must be
exercised within the limitations and directives stated in
this subchapter.

b. The maximum lease term for USIA leases is nine
years eleven months. USIA requires prior approval for
all leases irrespective of term. Prior USIA Washington
approval is required for all overseas lease transactions
regardless of cost, except for renewals of less than 20
percent over the original rent and those in which total
rental costs are less than $25,000 per year. Early ter
minations require prior Agency approval.

731.2-4 Department of Commerce
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Prior Department of Commerce, Washington, ap
proval is required for all overseas leases regardless of

cost, except for renewals occurring automatically un
der the initial terms of the lease.

b. All USDDC leases shall be executed by the post
contracting officer. The authority for USDDC leases
must be exercised within the limitations and directives
stated in this subchapter.

731.2-5 Other Agencies
(TL:(}S-I; 8-22-91)
(Uniform State/AID/USIA)

All leases for all other agencies require prior parent
agency approval and shall be executed by the post con
tracting officer following procedures for State leases.

Limitations on Post
Short-Term Leasing
Authority

731.3-1 Leases with Rentals in Excess
of $25,000 per Annum

(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

a. Under 22 U.S. C. 301 and Secretary ofState Dele
gation of Authority No.1 14, dated January 18, 1967,
any short-term (under ten years) lease to be made in
the name of the Secretary of State and requiring an
annual payment in excess of $25,000 must be approved
by the Secretary of State, the Under Secretary fo~

Management, or "the Director of the Office of Foreign
Buildings Operations and reported to Congress. By law,
this approval requirement cannot be delegated to any
other officer.

b. Requests for approval of leases in the name ofthe
Secretary of State that exceed $25,000 a year shall be
submitted to A/FBD in the format shown in Exhibit
731.3-1 (to be published at a later date), with a copy
to the paying agency if other than State.' Requests for
approval ofsuch leases made in the name of the Agency
for International Development for execution by an AID
contracting officer must be submitted in the same for
mat to AID/W, MS/DMS.

c. The same approval requirement also applies to re
newal of such leases. Requests for approval ofrenewals
must be made in the format shown in Exhibit 731.3-1
(to be published at a later date) and received by A/
FBD and the paying agency, ifother than State, at least
one month prior to the advance notification period re
quired by the terms of the lease. During the basic or
renewal term of a residential lease over $25,000 per
year, a change in occupancy may occur without prior
A/FBD and parent agency approval if such assignment
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is within established space standards for the proposed
occupant.

731.3-2 Residential Leases that Exceed
Space Standards

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. In accordance with the established policy, any
lease for residential housing must be within the space
standards set forth iiz Exhibit 723A (to be published at
a later date). These standards apply to all agencies
represented at post. Any leases which exceed the space
standards must have prior A/FBO and parent agency
approval. Leases executed by the AID Contracting Offi
cer which exceed the space standards require prior MS/
OMS (AIDIW) approval.

b. Requests for approval of leases that exceed the
space standards for the occupant shall be directed to
A/FBO and to the appropriate parent agency or to MS/
OMS, as appropriate. The format is the same as that
for requests for approval ofleases costing over $25,000
per annum (see Exhibit 731.3-1, to be published at a
later date). The same approval requirement also ap
plies to renewal of such leases.

c. A/FBO approval of a lease that exceeds 'Space
standards is given for a specific employee and/or fami
ly. If a change in occupancy occurs during the basic or
renewal term of such a lease, prior A/FBO and parent
agency approval is required if the unit is overstandard
for the proposed new occupant. For leases executed by
the AID Contracting Officer, prior MS/OMS approval
is required if the proposed assignment exceeds the
space authorization for the new occupant.

d. If the lease expires during the tour of an em
ployee, the lease may be extended or renewed without
prior Washington approval (if under $25,000 per an
num), but only to the end of that employee's stay at
post. The lease may not be extended beyond the tour of
the current occupant without prior Washington approv
al.

731.3-3 Advance Lease Agreements
(TL:GS-1; 8-22-91)
(Uniform State/AID/US/.'t)

a. Leases for premises under construction, to be
constructed, or in need of additional work prior to oc
cupancy, for which a definite occupancy date has not
been established, or other leases for which the date of

occupancy is more than three months subsequent to the
signing of the lease, require prior A/FBD and parent
agency approval. For leases signed by AID, prior MS/
OMS approval is required.

b. The information needed by Washington parent
agencies will vary depending upon the circumstances.
Posts should contact A/FBD or AID, and the appropri
ate parent agency when such leases are being consid
ered.

731.3-4 Leases with Advance Payments
Greater than 12 Months

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Whenever possible, lease payments should be
made on a monthly or quarterly basis. Advance pay
ments of rent for greater periods should be avoided for
the following reasons:

(l) Lessors have little or no incentive to honor their
obligations under. the lease:

(2) ·In the event of force majeure (i.e., an act of
God, war, etc.), where the premises are left untenant
able through partial or total destruction, it is difficult
or impossible to obtain immediate and satisfactory res
titution ofthe premises or a rebate ofthe unearned por
tion of the rent; or

(3) In the event of currency devaluation (in terms
of the U.S. dollar), the U.S. Government is precluded
from taking advantage of the more favorable exchange
rate.

b. In some cases, advance payments of rent may be
the only means through which a lease may be obtained.
Posts should carefully consider all requests for advance
payment of rents and ensure that the lease contains ad
equate protection of the U.S.G. interests. Advance
payments of rent constitute interest-free loans and les
sors should be induced to grant percentage discounts
equivalent to or greater than the prevailing interest rate
within the country, or other valuable consideration.

c. Posts may execute leases with provision for ad
vance payments without prior A/FBO and parent
agency approval, provided such payments are not more
than 12 months in advance. For AID, payments may be
made up to 18 months in advance or to the end of the
next fiscal year, whichever is the shorter period, with
out prior AID/W approval. Leases providing for ad
vance payment should contain a rebate provision as de
scribed in §734.1 (17).

d. Requests for such advance payments should spec
ify the A/FBO Property Identification Number (Pro
plD, see §792.4(2)), property designation (e.g., OBC,
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COB, RES/EMR, etc., see Exhibit 792.4G, Property
Use Codes),. the amount of the lease, the reason for the
advance payment, and the benefits to be gained by the
U.S. Government from such a payment. Requests
should be directed to A/FBO and the parent agency.
For leases signed by AID, requests should be directed
to MS/OMS.

731.3-5 Leases Containing an Option to
Purchase

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. If advantageous to the U.S.G. and allowable un
der local law, leases may contain an option to pur
chase. Prior A/FBD approval is required if the lease/
purchase or purchase option agreement requires lease
payments in excess ofmarket rental rates or if the pur
chase option clause differs significantly from the sam
ple shown in Exhibit 731.3-5, Clauses to Use in a
Lease With Option to Purchase.

·b. For AID leases, AID Missions must obtain MS/
OMS approval prior to including an option-to-pur
chase clause in leases. AID/W will seek OMB's approv
al of such leases.

731.3-6 Leases Containing Non-Standard
Clauses

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The standard clauses that must be included in Gov
ernment lease agreements are described in §734.1. Ex
cept as authorized by A/FBO (or MS/OMS for leases
signed by AID contracting officers), no leases will con~
tain the following provisions:

(1) The payment by the Lessee (U.S. Government)
of insurance charges on buildings or other appurte
nances to the realty or on personal property, whether
privately or Government-owned;

(2) The assumption by the Lessee of responsibility
for damage occasioned to or by visitors through the use
of halls, stairways, elevators, or other common conve
niences and areas at their disposal;

(3) A lien in favor of the Lessor upon Government
leased propert.y;

(4) The payment of a bonus or premium in connec
tion with the procurement of quarters;

(5) The submission of disputes to boards or panels
for arbitration, or to the jurisdiction of the local courts

(such rights cannot be waived at post without specific
approval from the Department); or

(6) An agreement to indemnify the Lessor from in
juries and damages which occur on the premises.

731.3-7 Leases with Off-Shore Payments
or Payments In Other Than Local
Currency

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Rental payments made to landlords (individuals or
financial institutions) in other than local currency must
be permissible under local law . Any offshore payments
require a waiver from Washington. Information on
waiver request formats is available from A/FBO.

731.3-8 Leases for Space to be
Constructed to Government
Specifications

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Although strongly discouraged, any post proposals to
have a Lessor construct or alter leased or proposed
leased space, must be submitted to A/FBO and the par
ent agency for prior review and approval. For leases
signed by AID, proposals must be submitted to MS/
OMS for prior review and approval. A complete justifi
cation should accompany the request.

731.3-9 Alterati~ns, Improv~ments, and
Repairs to Short-term Leased
Properties

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Missions are authorized, within the limitation of
funds provided for this purpose, to accomplish minor
alterations, . improvements, and repairs (known as
-make-readyn) when a lease is initially acquired or
reassigned, provided structural alterations to the build
ing are not involved. Such make-ready costs may not
exceed $5,000 and are subject to limitations estab
lished by each regional or functional bureau. Make
ready work estimated to exceed the established limita
tion must be submitted to the funding agency in Wash
ingtonfor prior approval. Security improvements, e.g.,
grillwork, installation of solid core doors, etc., are not
considered make-ready costs and are funded by DS.

b. Post funding of make-ready work .~hould be the
laSt resort after all other alternatives have been consid
ered. These include negotiation with the landlord to
perform alterations, assume all or part of the make
ready costs, or agree to a reduction in the rental rate.
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731.3-10 Letters of Intent to Lease
Since the legality of letters of intent varies signifi

cantly from country to country, all letters ofintent must
be submitted to A/FBO for approval before post's is
suance. For leases to be executed by AID, advice
should be requested from MS/OMS.

of the amount required. If payment of rent increases is
required by local law. it is the responsibility o.f the post
to investigate and to retain copies of the appropriate
laws or pertinent extracts therefrom and an original or
certified copy of any pertinent ruling of a local rent
control board or authority.

732 GENERAL POST
RESPONSIBILITIES

732.1 Security
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

New and renewed residential leases, including those
funded by LQAs, must meet security guidelines as es
tablished by the Bureau of Diplomatic Security (DS)
and must be approved by the post security officer. New
and renewed leases for functional space require, in ad
dition, approval by the cognizant parent agency office
of security.

732.2 Leases for Functional Space
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Functional space includes all non-residential
space, such as office, warehouse, motor pool, garage,
and special program space. Property already owned,
leased, or otherwise.controlled by the U.S. Government·
must be considered in meeting requirements for func
tional space before the post undertakes a lease for ad
ditional space.

b. Proposals to lease functional space require prior
Washington approval by the funding agency. In particu
lar, the leasing offunctional space for the installation
of a facility at a new post, the relocation of a major
installation at an-existing post, or the leasing ofshared
space must be approved by all agencies involved. Re
quests should be submitted to A/FBO, the regional bu
reaus, and the parent agencies, describing the reason
the new space is needed, the amount to be funded by
each agency, the physical characteristics of the new
space, and the recommendation of the responsible se
curity officer.

732.3 Local Rent Controls
(TL:GS~1; 8-22-91)
(Uniform State/AID/USIA)

It is U.S. Government policy to invoke the protection
of local rent control laws. since to do otherwise would
raise the question of expending public funds in excess

732.4 Conversion of Housing
Programs

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. The initiation ofa program of Government leasing
for residential quarters where one has not existed be
fore, or the re-establishment of such a program where
one was discontinued, requires A/FBO, regional bu
reau, and other parent agency approval.

b. Posts should submit information on the following
factors when requesting approval for a Government
leasing program: comparative costs of both the present
and proposed housing programs; availability ofsuitable
leased housing; security; employee productivity; em
ployee and family fire protection and life safety; com
fort; and morale.

c. The post is to cite the workload impact on the ad
ministrative staff, including whether or not additional
positions are required, an estimate of the average
amount of staff time that will be spent negotiating and
communicating with landlords, and increased travel
and work ·time of GSO personnel.

d. Establishment of a Government leasing program
requires consideration of whether such quarters will be
Government-furnished. The post should discuss fund
ing of furniture, furnishings, appliances, and equip
ment (FFA&:.E) for new short-term leased living quar
ters with the regional bureau and parent agencies.

732.5 Local Registration of Leases
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

In many countries lease terms are not enforceable by
law unless the lease has been officially registered. Fail
ure of posts to register leases can lead to loss of valu
able contract rights. Posts should register all leases (do
not leave this up to the Lessor) unless the localjurisdic
tion does not provide a registration system or the sys
tem does not result in added protection to the rights of
the U.S. Government. Registration is of utmost impor
tance if the lease contains an option to purchase or a
renewal option extending several years into the future.
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Fees for registration should normally be paid by the
Lessor; however, if this is not feasible, these costs
should be charged to the lease fund.

732.6 Rental Agents
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

Although employment of an agent to obtain a lease is
not prohibited, the policy is to avoid this service and
resulting cost wherever possible. In any case, no fee
shall be paid except to a reputable. licensed and/or ac
credited rental agent and only in accordance with a rec
ognized local practice. verified in advance of engaging
the agent. Fees may be payable in full by the Lessor, by
the Lessee, or divided between the two. Responsibility
for payment of this fee must be determined in advance
and in writing. Rental agents are paid from the same
fund as the basic lease.

732.7 Furnishing Official
Residences

(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

a. Posts proposing new leases for the residence of
the Ambassador, Deputy Chief of Mission, Consul
General (when Principal Officer), and U.S. Represen
tative to a U.N. Agency abroad (when Principal Offi
cer), must seek prior A/FBO approval. Posts should
carefully 'consider these leases since 'the cost'implica
tions of furnishing the new quarters are significant.
They ~ormally require considerable funding for addi
tional furniture, furnishings, and equipment as well as
draperies, carpeting, appliances, and many other un
budgeted costs associated with the move.

b. The post lease request should include a listing of
the required items and estimated cost. In addition, the
post should ensure that the necessary security upgrades
have been approved and funding identified by the Bu
reau of Diplomatic Security.

733 LEASE PROCEDURES

733.1 Short-Term Leases
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Posts should follow the standard contracting pro
cedures contained in 6 FAM Chapter 200. Section 734
outlines the procedures for preparation of lease agree
ments.

b. AID Contracting Officers should follow the stan
dard contracting procedures outlined in the AID Acqui
sition Regulations.

733.2 Long-Term Leases
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Long-term leasing authority (for 10 years or longer)
is provided under the Foreign Service Buildings Act and
is subject to the limitations of the Buildings Program,
which includes AID under Section 636(c). Under the
Single Real Property Manager concept, the Depart
ment ofState signs lease contracts for and manages all
long-term leases for U.S. diplomatic missions, with the
exception ofsome AID leases. Long-term lease propos
als are treated as acquisitions for purposes ofprogram
ming, authorization, and funding, but the contract is
governed by leasing regulations.

733.2-1 When to Consider Long-Term
Leases

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Long-term leases may be desirable under one or
more of the following conditions: '

(1) When the post would normally buy such a prop
erty, but the fee simple title '(full rights of ownership
and transfer in perpetuity) is unobtainable by reason of
constitutional, legal, or regulatory prOhibitions of the
host or municipal government; or' '

(2) When major alterations are required to reconfi
gure property to the needs of the U.S. Government and
the cost will be passed on to the Government, either
directly or through the lease payment.

b. Normally it is in the interest of the U.S. Govern
ment to own or long-term lease chanceries, Ambassa
dors' residences, and Marine Guard quarters because
of the significant modifications required.

733.2-2 Submission of Proposals for
Long-Term Leases

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Proposals for long-term leases must be submitted to
A/FBO or AID (MS/OMS) and should include the in
formation listed below:

(1) The intended purpose of the property and the
need for a long-term lease;

(2) A draft copy of the proposed lease and brief de
scription of any significant deviations from the model
lease (see Exhibit 734.1, to be published at a later date
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A/FBO REMS is maintained in Washington and con
tains detailed information on all U.S. Government
properties worldwide, owned or leased, managed by the
Department of State under the Single Real Property
Manager concept.);

(3) A description of the location of the property, in
cluding address by street and number, if available;

(4) A city map showing the location of the property
in relation to other United States Government and host
country government offices and other important local
buildings;

(5) A map of the neighborhood showing the subject
property;

(6) A statement signed by the responsible security
officer that the use of the property has been approved
by the security officer;

(7) A narrative description of the type ofsurround
ings (e.g., residential, commercial, industrial) and fu
ture outlook for the district;

(9) Building and zoni!1g restrictions pertaining to
the property and to neighboring properties;

(10) A site survey plan with an indicator for true
north; dimensions and azimuths of the boundary lines;
all buildings, walls, roads, and major trees and shrubs;
the area of the site in acres, square meters, or square
feet; adjoining public roads and walks; and location
and disposition of available utilities;

(11) Photographs of exterior and interior of build
ing(s), the site, and the surrounding neighborhood;

(12) Copies of the original architectural, structural,
mechanical, and electrical plans and specifications of
all buildings on the property;

(13) Gross and net space measurements for all
building(s). See, Exhibits 723C through F (to be pub
lished at a later date). For functional space and Offi
cial Representational residences, floor plans at 1/4 or
1/8-inch scale, or metric equivalent, or sketches show
ing dimensions of rooms and locations of doors and
windows should be provided. For functional space,
identify each area by program, personnel, and func
tion. In the case of residential space, note size and use
of all rooms;

(14) A statement describing the age and general con
dition of the building (and grounds, if applicable) and
major building systems, together with a description of
any initial repairs or needed improvements, and wheth
er they are to be done by the Lessor or by the U.S. Gov
ernment. If repairs and improvements are to be funded
by the Government, cost estimates must be provided;

(15) The annual rent in local currency, the U.S. dol
lar equivalent of the rent, and proposed payment
terms;

(16) If the lease is for residential use, a statement
that the property does not exceed the space standards
set forth in Exhibit 723A (to be published at a later
date). If property does exceed the space standards, a
justification must be provided;

(17) A statement signed by the' Chief of Mission/
Principal Officer that the requirement being met by this
lease cannot be satisfied by better use of existing prop
erty at the post; and

(18) If space is completely or partially furnished by
the Lessor, provide justification for providing for this
cost in the lease.

733.2-3 Funding for Long-Term Leases
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Long-term lease costs, including renewal options,
are funded by A/FBO regardless of occupying agency,
except for certain AID properties. Thefunding ofmain
tenance, repair, and improvements to long-term leased
properties is the responsibility ofAIFBO and the lessor.
AID will provide fun ding for all long-term lease proper
ties acquired under Section 636(c).

734 TH.E LEASE AGREEMENT

734.1 Drafting a Lease
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The lease agreement shall match the Standard Lease·
Form in Exhibit 734.1 (to be published at a later date)
as closely as local law, custom, and conditions permit.
Modifications of the Standard Lease may be necessary
to meet the requirements of local law, custom, and the
particular premises, and shall be in accordance with
the follow~ng instructions:

(1) All leases executed within the purview of this
chapter shall be numbered as outlined in Exhibit
792.4E;

(2) The full name of the Lessor shall be included in
the heading of the lease. The full name and full address
of the Lessor shall be recorded in the first clause of the
lease;

(3) The lease shall be executed in the name of "The
Secretary ofState of the United States ofAmerica, act
ing by (name), (title) and (post)," for State and all
other agency leases. For leases signed by AID under
AID authority, the Lessee is "The Agency for Interna
tional· Development";

(4) The premises shall be fully identified and de
scribed as in Article 2 of the Standard Lease. Provide



6 FAM 730

Page No. Effect;ve Date Trans. Memo. No.
SA-28 as indicated 23:79 AID HANDBOOK 23, App. SA

the street address, building name, apartment number,
and the gross space leased. In the case of residential
property, state the number and types of rooms, includ
ing servants' quarters and garage. For multiple unit
leases, state the floor and unit number of each apart
ment;

(5) If the lease is executed by a third party acting
on behalfof the Lessor, two authenticated copies of the
power ofattorney, or other evidence ofauthority to act
on behalf of the Lessor, shall be furnished with the
lease;

(6) The basic term commences at the effective date
of the lease and ends on the date agreed upon, unless
otherwise terminated under the terms of the agree
ment. The lease must be signed and dated by both par
ties;

(7) Where possible and advisable, provision should
be made for options to renew the lease, such options to
include a definite period and rental terms;

(8) Negotiations for termination rights shall be
based on obtaining the best possible termsfor the U.S.
Government, but in no case shall the lease provide for
less than the standard diplomatic escape rights de
scribed in the model lease (see Exhibit 785.5-1A,
Model Leasefor U.S. Government-Owned Properties).
Provision should be made, if possible, for termination
or cancellation of the lease at the option of the lessee.
Leases executed within the framework of .the delega
tion of authority contained in §731.2, and whose basic
term exceeds one year, should include a clause which
Will provide a unilateral right for the lessee to terminate·
the lease at any time upon written notice to the lessor.
On residential leases, posts should consider the advis
ability of adding the right to terminate the lease when
the occupant for whom it was leased is transferred from
the post;

(9) If provision is made in the lease permitting
transfer and assignment of the lease to a third party,·
such provision will include a stipulation that the United
States Government, as transferor, will be relieved of all
obligations under the lease upon consummation of the
transfer, provided such a stipulation is permitted under
local law;

(10) The lease shall clearly specify the services to be
furnished by the Lessor, such as heat, light, power,
sewage disposal, janitorial and custodial services, ele
vator service, toilet facilities, air conditioning, etc. For
office space, the lease shall also specify:

(a) That the Lessor will provide to the·U.S. Govern
ment access to the premises at all times and hours; and

(b) That the Lessor is bound by the terms of the
Vienna Convention and may not enter leased diplomat
ic or consular premises without prior U.S. Government

permission.

(11) Furnishings and/or equipment provided or in
cluded within the leased space should be noted in the
lease. An inventory showing the condition of each item
as -Good", -Fair", or -Poor" and indicating the na
ture of defects, if any, should be annexed to the lease.
Furnishings and equipment included in this lease
should not be removed from the property without writ
ten agreement between the Lessor and Lessee;

(12) Every effort should be made to include provi
sions which place the responsibility for initial make
ready improvements, renovations, alterations, and re
pairs with the Lessor for the Lessor's expense. Particu
larly for residential properties, such preparations are
considered a business expense, funded through normal
rental payments, and should be maintained as landlord
responsibilities. If the landlord is unwilling to under
take such repai~s and improvements, negotiations
should focus on reduction in overall rental costs as an
offset to the lessee (the U.S.G.) undertaking to make
the necessary improvements. Such improvements are
governed by regulations outlined in §731.3-9. If posts
have difficulty negotiating such a provision, guidance
should be sought from A/FBO or MS/OMS (AID/W);

(13) Leases should specify that the lessor is responsi
ble for all maintenance and repair, unless local custom
dictates otherwise. In such cases, the Lessee may ac
cept responsibility for minor maintenance and repair,
but only to the extent provided by the terms of the
lease. In no Case sh~ll the Less~e accept r~sponsibility
for major structural repair and maintenance; this must
be specified as the responsibility of the Lessor;

(14) All leases should provide that the Lessee has
the right to make minor alterations, attach fIXtures, etc.
If the lease terms require prior written permission of
the Lessor, it is necessary that such writlen permission
be obtained prior to any undertaking;

(15) For any alterations (including security up
grades) made to the property, post should request from
the Lessor a waiver from any requirement to restore the
property to its original condition;

(16) The lease shall exempt the Lessee from respon
sibility for repairing damages resulting from ordinary
wear and tear, fire, earthquake, flood, storm, war, civil
disturbance, and other conditions beyond the Lessee's
control, including intentional and/or negligent acts of
the Lessor, his agents, servants, or employees;

(17) When a lease specifies that rent shaH be paid for
more than three months in advance, the lease should
contain a rebate clause as follows: "The Lessor fur
ther agrees to make a pro rata refund of any rent
payments made for periods beyond the date the Les-



6 FAM 730

Trans. Merno. No. Effective Date Page No.
AID HANDBOOK 23, App. SA 23:79 as indicated SA-29

734.2

see surrenders the premises in pursuance of any of
the Lessee's termination rights as contained in this
lease." For functional space where large advance pay
ments are required, effort should be made to obtain a
bank guarantee, surety bond, or the first lien on realty
to assure a pro rata rebate in case the lease is termi
nated before its rent is earned. If a guarantee cannot
be obtained, the reasons for its absence should be ex
plained;

(18) Taxes, assessments, and other charges of a pub
lic nature shall be borne by the Lessor. If prevailing
circumstances require that the ussee pay these
charges directly or reimburse the Lessor separately,
these costs shall in no case exceed the Lessor's actual
costs; and

(19) Lease contracts should normally be paid in lo
cal currency. To the extent possible, the lease colitract
should contain a provision that protects the U.S. Gov
ernment from currency fluctuations by making it clear
that no adjustment in lease payments will be made as a
result of currency revaluations. In some instances, it
may be preferable to denominate the lease in U.S. dol
lars, payable in the equivalent local currency. Dollar
or third-country currency payments are authorized
only in those instances where such payments·are neces
sary to the execution of the lease and are permissible
under local law (see §731.3-7).

Disposition of Lease
Documents

734.2-1 State
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

One copy of the original and related amendments for
all long-term and short-term leases for EMRs, DCRs,
PORs, and all functional (office and warehouse) space
should be submitted to A/FBO. Post is responsible for
retention of all other lease documentation.

734.2-2 AID
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

One signed, original copy of all AID leases (for other
than short-term residential properties) and one copy of

each lease amendment must be forwarded to MS/OMS
(AID/W). Post is responsible for retention of a signed
original of all leases. .

734.2-3 9ther Agencies
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

One copy of all leases and any related amendments
should be provided to the respective agencies for for
warding as noted in §796.

734.3 Amendment
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

Approvals for lease amendments are handled in the
same manner as approvals for the original leases. Ex
hibit 734.3 provides a sample Memorandum of Agree
ment to Amend Lease.

734.4 Renegotiation
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

a. Renegotiation of a lease requires the execution of
a new lease document. U.S. Government contracting
principles prohibit the renegotiation of a valid lease
document unless mandated by local law or unless addi
tional benefit accrues to the Government. One example
of such benefit is ~d~itio,:,a! .or imp,"-oved space.

b. Renegotiated leases shall be assigned new lease
contract numbers, but shall carry the same property
identification numbers. The new lease should identify
the former lease by number and state that it is replac
ing or superseding that contract.

734.5 Notice of Termination
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

Terminations of long-term leases and functional
properties require prior A/FBO andfunding agency ap
proval. All lease termination agreements should follow
the sample as shown in Exhibit 734.5.

735 through 739 Unassigned
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Exhibit 731.3-1
Request for Lease Approval

To Be Provided
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Exhibit 731.3-5
Clauses to Use in a Lease with Option to Purchase

With prior approval from AlFBO or AID, clauses such as the following may be used in a lease with option to
mrchase.

(1)

"The Lessor hereby grants to the Lessee, in consideration of the rental rates agreed to above, a firm option to
purchase in fee simple, absolute and free of all encumbrances, the premises covered by this lease, including
land, improvements and all appurtenances, for the sum of _

(2) (Optional)
"Should the Lessee exercise the aforesaid option to purchase within from the commencement
date of this lease, the Lessor hereby covenants and agrees to allow and accept a reduction from the above-men
tioned purchase price in a sum equaling the total rent paid by the Lessee prior to the date the option to purchase
is ex.ercised by the Lessee, less per annum representing real estate taxes paid by the Lessor."

(3)

"This option to purchase shall continue open and in force for the basic term and optional renewal terms as
granted in this lease. If and when the Lessee exercises the said option to purchase, the Lessor covenants and
agrees to convey to the United States Government an unencumbered fee simple absolute title (complete and
perpetual ownership) to the premises covered by this lease, including the land, improvements and all appurte
nances, by deed with covenant of warranty and covenant against encumbrances, said deed to be registered by
the Le,ssor (Vendor) in accordance ,with the laws of _
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Exhibit 734.1
Sample of Standard Lease

To Be Provided
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Exhibit 734.3
Lease Amendment

MEMORANDUM OF AGREEMENT TO AMEND LEASE

Amendment No. to
Lease No.--------Date _
Post _
PropID _

(1) Reference is made to Lease Number entered into on between _
(Name of Lessor)

Lessor, and the Secretary of State of the United States of America, acting by _
(Name and Title of Officer)

Lessee. for _
(Type of Sp3ce)

lease if any.

at , and amendments to such
(Address)

(2) In consideration of the Lessor providing square feet of additional space, the Lessee hereby agrees to

pay additional rent in the amount of _
(Quarterly. Annually)

(or)

commencing on _
(Dale) (Year)

The Lessor hereby grants permission to the Lessee to install (air-conditioning, grill bars, shelving, kitchen sink.

sanitary facilities, etc.) in the above-mentioned premises, such installations to remain the property of the Lessee,

subject to removal upon termination of the said lease without obligation to restore the premises to original condition.

(or)

Article _ of said lease is hereby amended to provide for maintenance of the premises by the Lessee for

which the rent shall be reduced to annually, effective _
(Dale)

(or)

(Year)

Whereas, Article of said lease now reads u " , it is deemed in the best

interest of both parties that it be changed to read M " as of the date of signing" this

agreement.
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Lease Amendment" - continued

(3) Therefore, it is agreed by and between the Lessor and the Lessee that the referenced lease is hereby

amended as indicated in (2) above, all other provisions of the said lease remaining the same and unchanged.

In witness thereof, the parties have hereunto subscribed their names this day of _
(Month) (Year)

The Secretary of State of the
United States of America, Acting By:

__________________________ LESSEE
(Name and Title)

__________________________ LESSOR
(Name. Title and Address)

Amend as appropriate for use with AID leases.
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Exhibit 734.5
Termination and Acquittance Agreement

TERMINATION AND ACQUITfANCE AGREEMENT

Date----------Post----------Lease No.--------PropID _

(1) Reference is hereby made to lease number.;.." dated and amendments,

State of the United States of America as Lessee, providing for the lease of the following described premises:

(Brief de'Scription of premises with street address)

(2) The lease on the above premises is considered cancelled and terminated effective • and
(Date)

the Lessor hereby acknowledges that the premises (and furnishings) were returned by the Lessee to the Lessor on

, in a condition acceptable to the Lessor, free of any and all claims against the United States
(Date)

Government or any agency, agent or employee thereof.

(3) In witness thereof both the parties have hereunto signed as of the date given below:

(Month)(Post)

DATED AT this day of ,__
(Year)

The Secretary of State of the
United States of America, Acting By:

LESSEE
(Name and Title)

LESSOR
(Name. Title. and Address)

Amend as appropriate for use with AID leases.
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740
ACQUISITION OF REAL PROPERTY BY PURCHASE,

EXCHANGE, GIFT, OR LEASE/PURCHASE

741 POLICY AND LIMITATIONS
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Posts shall not take independent action on real
property acquisition matters. No financial obligations
shall be incurred by posts in preparing acquisition pro
posals, and no commitments shall be made to archi
tects or other local experts without prior A/FBO ap
proval. A/FBO is responsible for overseeing all negoti
ations for the acquisition of real property.

b. AID Only: See §748 for AID 636 (c) acquisition
policies and procedures. When a proposal to acquire
property has been approved by AID/W, the post will
proceed with the acquisition in accordance with § §743
through 747.

742 PREPARATION OF
PROPOSALS

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Proposals for acquisition of a property by purchase,
exchange, long-term lease, or gift must be submitted to
A/FBO for review and comment. Such proposals should
provide a brief description of the planned acquisition.
Post may not incur any expenses in the preparation of
this submission without prior Washington approval.

742.1 Selection of Real Estate
Experts

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Many real property transactions will require the hir
ing of professional real estate experts (i.e., brokers,
agents, consultants, appraisers, etc.) and will require
close coordination with A/FBO. Such experts must
have demonstrated expertise in their field, be duly li
censed, have a sound business reputation and knowl
edge of local laws and customs, and have no related
interest in the project at hand. Contracting for profes
sional services must follow established competition pro
cedures as outlined in FAR Parts 5 and 6. Posts must
coordinate with A/FBO on the selection process and
requirements for services. The final results (including

all pertinent details, fee quotes, and post recommenda
tions) must be submitted to AIFBO for review, approv
al, and funding prior to awarding a contract. No com
mitments may be made to professionals orfirms, or any
financial obligations incurred, without prior A/FBO
approval.

742.1-1 Fees for Professional Services
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Fees for professional real estate services must be for
a fixed amount, i.e., either an hourly rate for a set
number of hours or a flat price for a specifically de
fined task. Fees based on a cost plus percentage are not
authorized as this establishes a conflict of interest. The
only exception to this policy is the use of a percentage
fee when utilizing the services of a real estate agent/
broker for the sale of Government-owned property.
Any fees paid cannot be higher than those established
by local law, custom, or authority.

742.1-2 Selection of Attorneys
(TL:GS-1; 8-22-91)
(Uniform State(AID/USIA)

Because ofthe unique nature ofthe services required
from local attorneys, the competition procedures of the
FAR do not apply; the selection processfor attorneys is
addressed in 2 FAM 283.4. Posts must coordinate re
quests for attorney services with A/FBO, requesting
prior approval and funding. If attorney services are re
quired, posts should identify a local attorney fluent in
English and knowledgeable in real estate matters. The
hourly fee rate and an estimate of the number ofhours
needed for the task should be submitted to A/FBO for
final approval and funding. Upon award of a contract,
posts must monitor the funding cap and request addi
tional hours and funding if necessary.

742.1-3 Selection of Architect, Engineer
and Technical Services

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Selection procedures for these professionals are in
cluded in the FAR Part 36. Posts must coordinate in
advance with A/FBO on the selection and funding for
such services.
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742.2 Documentation Required for
Acquisition Proposals

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

When post is advised of approval in principle of a
proposal, a complete package should be sent to A/FBO
or AID/W, as appropriate, with documentation labeled
in accordance with the numbered clauses below:

(1) Narrative description of the property including:
(a) Lot number, block number, name of subdivi

sion or tract, street and house number;
(b) Total lot area, both in local measure and in the

equivalent number of acres or square meters;
(c) Number of buildings, gross and net space of

each, their ages and condition, cost of initial repairs
and improvements needed (see Exhibits 723C through
F, to be published at a later date, for instructions on
measuring net and gross space);

(d) Type of surroundings (such as residential, com
mercial, industrial) and expected future development
trends of the district;

(e) Building and zoning restrictions pertaining both
to the proposed property and to neighboring properties;
and

(f) Sources and adequacy of heat, power, water,
garbage and sewage disposal facilities, and the rates for
such municipal or private services.

(2) Name and address of present owner;
(3) Justification and cost including:
(a) The purpose ofand need for the property acqui-

sition;
(b) Current rental costs for comparable properties;
(c) Rental cost trends for the past 10 years;
(d) Asking price, if purchase is being considered, .

and lease amount and terms if long-term lease is being
considered; and

(e) Post identification of required improvements,
including those for security, and fire and life safety.

(4) Property appraisal: Two independent apprais
als of the current value of the land and structures
thereon. Appraisals are to be made only with the prior
approval of A/FBD, which will also provide funding;

(5) Facilities assessment: Appraisal by profession
al architect/engineer of the present condition of the
building (s), including architectural treatment, struc
tural system, mechanical/electrical systems, presence
of friable asbestos, quality of construction, and main
tainability of building. The post is to advise A/FBD of
the cost for such appraisals and request funding before

making a commitment to the architect/engineer. For
functional space, an A/FBD team also may visit post to
verify conditions unique to special purpose U.S. Gov-
ernment buildings; .

(6) Plans and sketches including:
(a) Map of the city showing the location of the

property in relation to other U.S. Government proper
ties. to the diplomatic and consular establishments of
other governments, and to the business district and
prime residential areas. with the outlines of the site
marked thereon. The map should also show the public
transportation facilities that are available;

(b) Copies of recorded survey plat or site plan
sketch. showing boundary dimensions, land area of
plot, names and widths of abutting streets. arrow indi
cating true north, and the location of any existing struc
tures on the site in relation to the property boundaries;

(c) Floor plans to scale or dimensioned sketches
showing the size of rooms and location of ingress/egress
systems, including all windows, doors, stairways, and
corridors. Plans should show the proposed allocation
of space by personnel and function (for non-residen
tial space), with a statement as to net space, location of
any existing fire protection systems, and the coverage
and current condition of the systems; and

(d). Architectural drawings, if available, showing
treatment of facades and elevations for all sides of
buildings, as well as all available construction drawings
relatin.$ to the ~uilding including architectural, electri
cal, mechanical, and structural drawings.

(7) Type ofownership: Full legal details on the type
of ownership offered and any and all information on
existing encumbrances (easements, rights of way, host
country restrictions on property ownership, etc.);

(8) Photographs: Photographs of grounds and
buildi~gs showing orientation of buildings on the site
and interior views. Include sufficient views of immedi
ate vicinity to indicate the character of the neighbor
hood;

(9) Certifications including:
(a) Certification of the responsible security officer,

based upon guidelines established by the Bureau of
Diplomatic Security, and estimated cost of needed se
curity upgrades. No funds will be allotted toward the
purchase of real property without this statement;

(b) Certification of the Chief of Mission that the
property requirement cannot be satisfied by better use
of existing property and that the proposed property is
not larger than needed; and
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(c) For AID acquisitions, certification of the prin
cipal AID Officer that the property requirement cannot
be satisfied by the better use of existing property, and
that the proposed property is not larger than needed.

743 PURCHASE REQUIREMENTS

743.1 Preliminary Investigation
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. A/FBO or AID/W will advise post on specific ac
tion to be taken and Washington assistance to be pro
vided. Depending on the type, size, and location of the
property, the following actions may be required:

(1) Post selects a duly licensed, competent, inde
pendent legal expert to investigate the title and draw up
or approve and register the necessary documents in
connection with the purchase (NOTE: In some cases,
post may need to work with an attorney as well as a
notary);

(2) Post selects a duly licensed, competent. inde
pendent engineer. or surveyor to make a land survey
showing existing field conditions and to compare these
with the existing title records in accordance with the
survey requirements found in Exhibit 744.3; and

(3) Post submits to AlFBO or AID/W an estimate
of the fees for services of the local legal expert in land
titles. and of the architect/engineer and/or surveyor;
and provides a justification for the selection of these
experts. Post shall also advise what legal liabilities the
legal expert has under local law for errors the legal ex
pert may make in own certifications.

b. No professional/technical services contract may
be signed until Washington has approved the services
and allotted funds.

743.2 Prepurchase Certification
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. After A/FBO or AID/W has authorized the em
ployment of local experts. the local expert in land titles
shall search the title and formally report in English that
the field verification survey and report by the engineer
or land surveyor has been compared with the existing
title record. and certifies:

(1) That the description of the property in the
agreement of purchase corresponds exactly with the de
scription in valid deeds and prior land surveys in the
offices where conveyances, survey plats. and other in
struments that affect title are officially recorded

(NOTE: If the description differs, post must submit to
A/FBO a report which details .the variances as well as
the points that correspond. ;The report should indicate
the steps necessary to correct the variances, if such
corrections are recommended.);

(2) That the field verification of the existing title re
cords reveals:

(a) No discrepancies in measurement of bound
aries or land areas;

(b)· There are conditions that might adversely affect
the interests of the United States (conditions to be
listed) that do not appear in the abstract of title; or

(c) A comparison of the field survey and title
search uncovers certain exceptions to a clear and unen
cumbered title that do not appear in the present title
record (exceptions to be listed), but the vendor, at ven
dor's expense, has taken or is taking all steps necessary
to clear any noted exceptions, and the proposed legal
instrument of conveyance. as drawn by the local land
title expert, will, under local law and custom, serve as a
document of correction to the erroneous title record.

(3) Whether there are any mortgages, liens,
charges. incidents of tenure, encroachments, reserved
strips of land blocking access to public thoroughfares,
street widening, or public improvement projects pro
posed or pending, or any other encumbrances or de
fects of any kind recognized by the laws of the country
as affecting the title; and

(4) Whether the vendor has a perfect, exclusive,
and unencumbered title' to the property and full power
to convey it to the United States of America. If encum
brances exist, the post shall report to A/FBO or AIDiw
their nature, duration, and plans to lift them.

b. Fees for services of local land title experts will be
funded by A/FBO or AIDIW upon post advice of the
estimated charge. AID Missions will receive funding for
title experts' fees in ·conjunction with the 636(c) funds
allocation.

743.3 Submission of Certificate
Following Purchase

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Upon completion of purchase, the local expert in
land titles shall certify in writing that:

(1) The deed is in the form approved and uni
formly used in the country;

(2) The deed has been filed. recorded. and reg
istered in accordance with local law and the United
States of America is now the legal owner of record; and
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(3) All steps necessary to ensure a perfect, unen
cumbered title on behalf of the United States have
been taken. If A/FBO or AID/W has approved acquisi
tion of an interest in realty with less than a perfect un
encumbered title, post must specify any way in which
the title is less than perfect. In such instances, posts
should also specify whether or not the imperfections
may be remedied and, if so, in what manner.

744 PURCHASE AGREEMENT

744.1 Entering into Written
Agreement

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

When authorized by A/FBO or AID/W to purchase
real property, the post shall prepare a written agree
ment that may consist of a contract of sale or, subject to
local law, an option to purchase on stated terms. All
such agreements must be reviewed and approved by A/
FBO or AID/W prior to execution.

744.2 Option Agreement
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. As an option is a continuing offer, it is often pref
erable. to obtain an option that is valid for a specified
period of time and that contains the proposed terms of
the sale. The period during which an option is in force
provides the Government the opportunity to examine
all aspects of the commitment it would make if the op
tion were exercised.

b. The draft form for an Option to Purchase Real
Property is shown in Exhibit 744.2A. The option should
be drawn before a notary (if available), public official,
or other such person to insure it complies with local
law. Upon approval by A/FBO or AID/W (MS/OMS)
and subsequent execution at post, the option should be
registered, recorded, or officially validated and recog
nized in the locally accepted manner.

c. A draft Notice of Exercise of Option is shown in
Exhibit 744.2B. A notice of exercise of an option
should be sent by registered mail or hand carried to the
owner, who should acknowledge receipt in writing, dat
ing and signing a copy which the post will retain. The
Exercise Option notice is a unilateral action to be taken
by the post. It does not require mutual agreement.

d. Exhibit 744.2C is a draft form of an Affidavit of
Title to real property. This form will serve as a useful

check list of points to be covered. The affidavit of title
should be sworn to before a' person authorized to ad
minister oaths.

744.3 Purchase Provisions
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Whether the agreement to purchase arises out of a
formal contract of sale or out of an option and exercise
of the option, the agreement shall specifically:

(1) Provide for the conveyance of an unencum
bered "fee simple" title, or the nearest equivalent, in
the property to the United States of America, with the
vendor's warranty against any and all persons claiming
title under the vendor's name or in the name of the
vendor's heirs or assigns. Title will be acquired in the
name of the United States of America, whether the
purchasing agency is the Department of State or the
Agency for International Development;

(2) Provide that payment of the purchase price is
conditional upon the receipt of an opinion from a com
petent, disinterested expert to be selected by the post,
certifying to all the points listed in §743;

(3) Include the most complete description of prop
erty possible under local law and custom, which shall
correspond exactly with the description in the valid
conveyance and other instruments affecting title to real
property as they are <:>fficially recorde~, including the
land area, the nature of existing boundaries (e.g.,
walls, streams, streets), the lengths and direction of
boundary Jines, the measurement of angles between
boundary corners, the names of abutting streets and
owners of adjoining property, and, where local regula
tions permit, an attached plan of the property as a part
of the contract. This description, subject to the fmdings
revealed by the search of title and field verification sur
vey, may need amplification or correction in accor
dance with the provisions of §743. It shall include de
scription of any buildings, improvements, and fIXtures
on the property, and an inventory of any furniture, fur
nishings, or equipment included in the sale;

(4) Provide that the sale is subject to completion of
a field verification survey and its acceptance by A/FBD
or MS/OMS, which survey shall be made by a compe
tent, disinterested engineer or surveyor selected by the
post, who is duly authorized to practice in the locality
and who shaH show by certified plat the information
required by Exhibit 744.3, Requirementsfor Boundary
and Building Location Surveys; and

(5) Avoid, except as expressly authorized by A/
FBO or MS/OMS in each case, any provision requiring:
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(a) Payment by the United States Government of
insurance or indemnity charges;

(b) United States Government responsibility for
damages to persons or property on adjoining properties
not owned by the United States Government;

(c) The submission of disputes to boards or panels
for arbitration, or to the jurisdiction of the local courts;

(d) The reversion of the property to the previous
owner without full repayment to the United States if the
United States fails to improve the property within a spe
cified period of time;

(e) The inspection of the property by any person(s)
not in the employ of the United States Government;

(f) Any servitude or easement for public or private
use that does not directly benefit the United States
Government; or

(g) The retention of rights to exploit any mineral or
other resources on or under the property.

744.4 Special Rights
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. If a stream of water runs through the property, the
water rights shall be investigated and legal right to the
permanent flow of water shall be obtained. If necessary
and useful in the jurisdiction, written confirmation is to
be obtained from appropriate local authorities that the
property will not be subject to the extension of any
streets through, or encroachments upon, the property
after its purchase.

b. Any other special rights should be conveyed by
the deed transferring title, if possible, or simultaneously
with the transfer of the basic title.

745 ACQUISITION BY GIFT
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Real property, improvements to' real property,
furniture, furnishings, equipment, stocks, bonds, or
other valuables offered to the United States Govern
ment for purposes of supporting the Government's for
eign buildings and properties program shall be reported
to A/FBO or AID/W(MS/OMS) in detail by memoran
dum or telegram. and shall include the information
specified in §742, or similar information. Such proper
ty shall not be accepted by the post until approved by
A/FBO or MS/OMS.

b. Offer of gifts or bequests to AID should be re
ported to AID/W, Attention: MS/OMS.

c. Gifts may also take the form of personal services
or materials. In all cases, cost invoices or other docu-

ments evidencing the stated value should be forwarded
to A/FBO or MS/OMS and should include the name
and nationality of the donor and proof of ownership of
the proposed gift, as' appropriate.

d. Any conditions pertaining to a gift should be re
ported fully, since a prohibitive condition, or a require
ment to pay additional sums before acceptance, will
preclude acceptance.

e. Authority to accept US&FCS gifts and bequests
resides in US&FCS headquarters, Washington, DC,
US&FCS/OPM 31-20. US&.FCS may not accept gifts of
real property.

746 PAYMENT
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The purchase price and the fees for any other inci
dental expenses, such as payment for water rights, shall
be paid at the time of the transfer of title, unless other
wise authorized by A/FBO or AID. .

747 DISPOSITION OF PURCHASE
DOCUMENTS

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Signed copies of deeds should be certified by the
local recorder or registrar of land records. If the local
law requires that the original documents be retained in
the country where the property is located, two signed
'certified copies shall be sent to A/FBO' or AID~ Such
documents should be forwarded to A/FBO as outlined
in §797.

b. Wherever possible, contracts and deeds shall be
in the English language. If the local law requires these
documents to be executed in the language of the coun
try where the property is located, an accurate transla
tion shall accompany each original and copy.

c. One certified copy of the expert's certificate re
quired by §743.3 shall be attached to the voucher for
payment' for the property.

748 AID ACQUISITION OF
PROPERTY

(TL:GS-1; 8-22-91)
(AID Only)

a. AID construction, purchase. and long-term lease
of real property is authorized under Section 636(c) of
the Foreign Assistance Act of 1961, as amended.

b~ For purposes of this section, the following defini-.
lions apply:



6 FAM 740

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 23, App. SA 23:79 as indicated SA-41

(1) Otherwise acquire: Applies only to purchase
and long-term lease of real property. Section 636(c)
authority does not apply to short-term leased facilities.

(2) Personnel carrying out activities: Applies to di
rect-hire, participating agency, and contractor person
nel hereinafter referred to as -employees". Use offaci
lities by contractor personnel will be determined by the
terms of the contract.

(3) Necessary supporting facilities: Applies to land
and structures that are essential to Mission or program
activities" such as warehouse or garage facilities.

748.1 Basic Policies
(TL:GS-1; 8-22-91)
(AID Only)

a. Conditions for Authorization:
(1) The purchase or construction ofliving quarters,

office space, and necessary supporting facilities will be
authorized under Section 636(c) when an AID Mis
sion's basic requirements cannot be met by short-term
leasing or by use of U.S. or cooperating-country gov
ernment property available to AID. Living quarters, of
fice space, warehouses, and maintenance and utility
facilities will have first priority. Use of Section 636(c)
authority for schools and hospitals will be confined to
facilities primarily necessary to meet AID require
ments;

(2) Personnel and dependents of other U.S. agen
cies will be provided for to the extent that such usage
will not substantially increase the size and cost of the
facility required to meet AID's needs. Facilities con
structed or purchased under this authority will be of a
modest functional type that will meet ~inimum basic
requirements; and

(3) When facilities are constructed on land pro
vided by the government of the cooperating country, ev
ery effort is to be made to obtain written agreement
with the government of the cooperating country that the
facilities will be available for use to the United States
Government free of charge as long as the United States
has need of them.

b. Applicability: Section 636(c) applies to all con
struction, purchase, and long-term leasing that has as
its primary purpose the provision of housing, office, or
other facilities for the use of AID employees.

c. Construction Not Chargeable to Section 636(c):
Facilities and housing that will ultimately become per
manent quarters for the cooperating-country govern
ment staff, even though they may be temporarily occu
pied by AID employees, will NOT be charged to Section
636(c) if they meet all of the following conditions:

(1) They are an integral and necessary part of a
project facility;

(2) They are included in the project or other agree
ment under which AID is furnishing the assistance to
which the housing relates;

(3) They are ofa type and character consistent with
the project facility and other housing in the locality;
and

(4) They are consistent with the reasonable re
quirements of non-U.S. personnel who will ultimately
occupy it in furtherance of the project's objectives.

d. Recreation and Community-Type Facilities: The
construction or purchase of recreational and commu
nity-type facilities will normally be accomplished
through employee efforts, including group financial
contributions. The use of Section 636(c) authority for
such purposes will be approved by the Assistant to the
Administrator for Management Services (AAIMS) only
in extraordinary situations when it is demonstrated
that maximum efforts have been made by the commu
nity itself.

e. School Construction: The provision or improve
ment of school facilities for education of dependent
children will normally be accomplished by assistance
under Section 636(c) to institutions already estab
lished or to be established. Schools will not be con
structed under the authority ofSection 636(c) except in
those places where educational requirements cannot
reasonably be met by any means other than through the
constructiori or purchase" of a ·United ·States Govern
ment facility.

748.2 Requests for Acquisitions
(TL:GS-1: 8-22-91)
(AID Only)

a. AID missions will include their requirements for
programs. under Section" 636(c) in funding requests
which must be fully justified and prepared in accor
dance with §742.2.

b. Final Approval: Following individual approval by
AAIMS, AIDIWand allocation of authority in the OYB
program, AID Missions will submit, upon request, de
tailed prOfessional plans, specifications, and estimated
cost figures to MSIMS for approval prior to contracting
for purchase. When a Mission proposal to acquire
property has been approved by AIDIW, the Mission will
proceed with the acquisition in accordance with § §743
through 747.

749 UNASSIGNED
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Exhibit 744.2A
Option to Purchase Real Property

OPTION TO PURCHASE REAL PROPERlY

For and in consideration of the sum of dollars (or a local cu.rrency equivalent), receipt whereof is hereby
acknowledged, (fill in name(s) of
owner(s) and address(es», hereinafter called the Vendor, for (his, her, its, their) heirs, executors, administrators,
successors, and assignees, grants on this __ day of (Month), (Year), to the United States of
America, acting by , ofthe American Embassy (Consulate) at ' (Location),
hereinafter called the Vendee, the sole right and option for the period of (fill in dates or
specific time period), to purchase the real estate herein described on the terms and conditions herein set forth.

1. The premises to be sold by the exercise of this option are situated in the city of county (etc) of
_____ and state (province, etc.) of ,and described as follows, to wit: (here carefully fill in exact
legal description of premises) together with the appurtenances and easements thereunto, including the buildings and
improvements thereon. The premises to be sold shall be sold to the Vendee in fee simple (complete, absolute and
perpetual ownership)· with covenant of warranty, covenant for peaceful possession and covenant against encum
brances. In this latter connection, the Vendor shall execute an affidavit of title when called upon to do so by the
Vendee [See 6 FAM 744.2(d)).

2. The option price for said property is (fill in sum of currency authorized), and on election to purchase
shall be due and payable by the Vendee to the Vendor at the American Embassy (Consulate) at _
in full, on the date the deed is delivered and accepted by the Vendee and vacant possession is given.

3. Notice of election to purchase hereunder by the Vendee or its assigns s.hall be i~ writing and shall be given to
. the Vendor at before the expiration of this option as provided above.

4. Within fifteen days after notice of election to purchase shall be given to the Vendor by the Vendee or its
assigns, the Vendor agrees to furnish, at his/her own cost and expense, and deliver to the Vendee at the American
Embassy (Consulate) at , an unlimited certificate or abstract of title (as the case may be), made
by a reputable firm or company, and the title documents. The Vendee shall have ninety days from and after delivery
of said certificate (or abstract) of title and title documents within which to examine the same. If the title to said
property, as then found by the Vendee, is well vested in the Vendor, permitting the Vendor to convey fee simple
absolute title (complete, absolute and perpetual ownership) to the Vendee, with covenant of warranty and covenant
against encumbrances; and is free and clear of and from all defects, clouds on title, liens, incidents of tenure,
encumbrances, charges, taxes and assessments; and the aforesaid description of the property corresponds exactly
with the description in valid deeds as officially recorded in the land record office, which description, however,
contingent on the findings of a local expert in land titles and a field verification survey made by an engineer or land
surveyor, shall be subject to correction at the expense of the Vendor [See 6 FAM 743.2 and 744.2(d»); and if it is
found that the Vendor has full power to convey to the Vendee, then the Vendee shall, within the time aforesaid,
perform the provisions of paragraph 2 of this option; and if said title shall be otherwise than as above stated, then this
option shan, at the Vendee's election, be at an end, and the Vendor agrees to pay the Vendee the sum of _
doHars paid by it as consideration for this option.

• If the Vendor has a title other than fee simple (or its equivalent), his/her title rights should be clearly identified.
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Option to Purchase Real Property - continued

S. Upon performance by the Vendee hereunder, the Vendor agrees to execute and deliver to the United States of
America, a deed of conveyance conveying fee simple title (complete, absolute and perpetual ownership) with cove·
nant of warranty and covenant against encumbrances.

6. Vacant possession of said property shall be delivered to the Vendee, who shall be entitled to the same on
execution and delivery and acceptance of the deed of conveyance as aforesaid.

7. All insurance premiums, and/.or taxes or assessments levied or assessed on the said property and accruing
before conveyance hereunder shall be paid by the Vendor.

8. Gas and electric fixtures, gas stoves, hot water heaters, chandeliers, carpets, linoleums, mats and matting in
halls, screens, shades, awnings, ashcans, refrigerators, and heating apparatus, if any, and all other personal property
appurtenant to or used in the operation of said premises are represented to be owned by the Vendor and are
included in this sale as per the attached inventory.

9. The risk of loss or damage to the premises by force majeure until conveyance of title hereunder is assumed by
the Vendor.

IN WITNESS WHEREOF, the Vendor has hereunto subscribed (his, her, its, their) name(s) and set (his, her, its,
their) seal(s) as of the date first written above.

______________________ VENDOR
(Name. Title, and Address)

The Secretary of State of the United States of America, Acting By:

_____________________ VENDEE
(Name and Title)

Amend as appropriate for use with AID options.
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Exhibit 744.28
Notice of Exercise of Option

NOTICE OF EXERCISE OF OPIlON

To: _

The United States Government. through the Secretary of State of the United States of America, acting by the

undersigned, hereby gives notice to you that the United States Government elects to exercise its option to purchase

the property at on the terms stated in an option agreement executed by you on the day

of ,__ . Will you please comply with paragraph number 4 of that agreement within the next fifteen
(Year)

days.

The Secretary of State of the United States of America, Acting By:

(Signature)

(Name and Title)

(Place and Date)

Amend as appropriate for use with AID options.



6 FAM Exhibit 744 2A·
Trans. Memo. No. Effective Date Page No.

AID HANDBOOK 23, App. SA 23: 79 ' as indicated 5A-45

Exhibit 744.2C
Affidavit of Title

AFFIDAVIT OF TITLE

(Fill in name(s) and addressees) of owner(s) who is (are) granting the option to which this affidavit is an attach
ment.)

being (all) duly sworn, does (do) depose and state:

That (he, she, it, they) is (are) the absolute owner(s) ofthe premises known as , and more
particularly described in the option, dated , to which this affidavit of title is an attachment;

That said premises have been held by the deponent(s) and preceding owners from whom title is derived for the
period of years last past and upwards and that the possession thereof has been peaceable and undisturbed and
that the title thereto has never been disputed or questioned to the knowledge of the deponent(s);

That the deponent(s) does (do) not know of anything that might tend to bring said title into question or by reason
of which any claim to any part of said premises or to any undivided interest therein, adverse to deponent(s), might be
set up or made;

That said premises are free arid clear" of any and all liens, encumbrances or clouds of every name, nature or kind,
either recorded or unrecorded, EXCEPT:

(Here describe any claims or clouds on title.)

Deponent(s) does (do) further state that there is no judgment, order or decree against: deponent(s) unpaid or
unsatisfied of record;

That no proceedings in bankruptcy have ever been instituted by or against deponent(s) nor has (have) depo
nent(s) ever made any assignment for the benefit of creditors;

That at this time there are no unpaid taxes or assessments, ordinary or extraordinary, now due or levied against
said premises or any part thereof, EXCEPT:

(Here describe any unpaid taxes or assessments.)

That no payment of any tax has ever been demanded of deponent(s) and still remains unpaid;

That said premises are not chargeable or encumbered by any estates tax or collateral inheritance or transfer tax or
" any other tax;

That deponent(s) is (are) not at this time a bondsman upon any bond for any person firm or corporation;
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Affidavit of Title - continued

That deponent(s) is (are) citizen(s) of and of the age of twenty-one years and
upwards;

That deponent(s) is (are) married to , who is (are) over

the age of twenty-one years and competent to convey real estate;

OR

That deponent(s) has (have) never been married to anyone else now living;

That deponent(s) is (are) now in possession of said premises above described;

That each and all of the foregoing statements and representations are in each and all respects true and are made
for the purpose of inducing the United States of America, through the Secretary of State, acting by , of
the American Embassy (Consulate) at , to purc~ase the said property for the sum of _

________________ DEPONENT(S)
Oz (Name, Title, and Address)

The Secretary of State of the United States of America, Acting By:

(Name and Title)

Subscribed and sworn to before me this day of (Month),__ (Year) , after the contents
thereof had been fully explained to me by deponent(s).

(Seal of Notary Public, Commissioner of Deeds.
or other person authorized to administer oaths.)

•

Amend as appropriate for use with AID options.
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Exhibit 744.3
Requirements for Boundary and Building Location Surveys

1. GENERAL REQUIREMENTS
a. An accurate transit and tape boundary and building location survey shall be made by a locally authorized and

licensed civil engineer or land surveyor;
b. Field work shall be of such accuracy that the unadjusted mathematical closure (accuracy ratio) of the field

traverse is not less than one unit in five thousand units (1:5000). Such accuracy may be attained by measuring all
angles to the nearest thirty seconds of arc, or equivalent, and by measuring all distances horizontally to the nearest
hundredth of a foot or the metric equivalent;

c. Areas shall be shown in square feet or square meters; and
d. A written engineering report is to be prepared by the civil engineer or land surveyor. One-fourth of the survey

contract price shall be retained by the post until final acceptance of the survey drawings by A1FBO. The original
tracing shall "be retained at the post and two prints submitted to A1FBO.

2. BOUNDARY REQUIREMENTS
a. Permanent monuments (boundary markers) shall be accurately set at all comers, angle points and curve points

and shall be one of the following, in order of preference:
(1) Concrete or stone monuments not less than four inches square and two feet long, carefully tamped in place,

the top set flush with the ground and the actual property comer point marked by a metal plug, drill hole or chiseled
cross;

(2) One-inch iron pipes or bars at least two feet six inches long, driven flush with the ground, with a six-inch
cement collar placed around the tops; or

(3) Chiseled cross or drill holes may be placed in cement sidewalks, permanent walls, boulders, etc..

b. All buildings and structures on and adjacent to the site shall be located by measurements from property comers
along and at right angles. to property lines.

3. DRAWINGS
a. Drawings shall be made with waterproof black ink on tracing linen or heavy gauge cellulose acetate sheets.

Because they are so brittle and easily creased or tom, drawings made on tracing paper or vellum WILL NOT BE
ACCEPTED. Also:

(1) Drawings shall not be larger than thirty-six inches high and forty-eight inches wide, outside measurements;
(2) Any convenient scale may be used, provided all details are clearly shown;
(3) The exact limits of United States ownership shall be shown by a distinctive symbol or heavy line. If walls are

located along the property line, the exact location of the property line with relation to the wall shall be shown using an
enlarged detail sketch, if necessary;

(4) All building location measurements and building dimensions shall be shown, as well as type of construction
materials and number of floors and use of building, e.g., "2-story brick residence", "I-story frame garage",
"I-story concrete block servants' quarters"; and

(5) All measurements and dimensions shall be in English or metric units (metric is the preferred system of
measurement) and all notations shall be in the English language.

b. Finished dra~ngs shall show the following items:
(1) A drawing title, showing identification of the property, city, country, name of surveyor or engineer, date of

survey and drawing number, if any;
(2) A small-scale vicinity map, showing the general location of the property and its relation to other diplomatic

establishments, commercial establishments, host-country government offices and buildings, universities and
schools, major streets and roads, airports and bus stops;
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Requirements for Boundary and Building Location Surveys - continued

(3) A graphic-bar scale and scale in words;
(4) A complete legend showing all symbols and abbreviations used;
(5) Location and description of each boundary corner monument or marker;
(6) North arrow or meridian, showing whether true or magnetic. Direction and length of each property line.

Direction may be shown by azimuths clockwise from north or by compass bearings in the four quadrants, referred to
either magnetic or true north;

(7) Distances to the nearest hundredth of a foot, or metric equivalent. If m~asureddistances differ from th~ deed
(recorded) distances, both shall be shown and marked M meas." and -deed"; .

(8) All interior angles of the boundary, with the total geometrically correct. Using the sexadecimal system, the
interior angles should total n (number of angles) minus two, multiplied by 180 degrees; or, if the centesimal system is
used, the interior angles should total n (number of angles) minus two, multiplied by 200 grads;

(9) A mathematical closure (accuracy ratio) of no less than one unit in ten thousand units (1:10,000);
(10) Boundary lines following a circular curve shall be defined by the radius, central angle, arc length, long chord

length, tangent length and chord bearing. If the boundary line follows an irregular (noncircular) curve, the boundary
may be defined by evenly spaced and dimensioned right angle offsets from the long chord to the arc of the curve;

(11) Total land area and deed (recorded) area, computed to the nearest square foot or metric equivalent;
(12) Building restriction or setback lines, easements, rights-of-way, reservation lines, etc., and all encroachments

of walls, fences, balconies, eaves, electric and telephone lines, water lines, sewers, etc., described and located by
measurements;

(13) Names of all adjacent streets and widths between right-of-way lines, as well as names of owners of all adja-
cent properties;

(14) If a local coordinate grid or other official survey control system is in use, coordinates of all property corners;
(15) Final boundary data and properly identified coordinates, set up in tabular form, if so desired; and.
(16) A certification, signed and dated by the surveyor or engineer, that he/she has made a careful and accurate

transit and tape survey, that all data shown on the drawings are correct, that all property comer markers or monu
ments have been found or set as shown and described on the drawing and that all local requirements for land surveys
have been met.

4. ENGINEERING REPORT
a. The engineer or surveyor shall submit a signed and dated written narrative report in English, with the name of

the engineer or surveyor 'typed below the signature, covering any of the foregoing items that cannot be shown clearly
on the drawing or that might require explanation or clarification;

b. The report shall include general information on soil type, unusual characteristics of the soil, estimated depth of
water table, frost penetration and estimated safe soil bearing capacity; and

c. The report shall also describe all building and zoning restrictions, height restrictions and building setback
requirements; percentage of lot coverage allowed; and servitude or any restrictive covenant or ordinance that might
affect new construction.
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750
CONSTRUCTION, IMPROVEMENTS, AND ALTERATIONS OF

U.S. GOVERNMENT-OWNED AND LONG-TERM LEASED
PROPERTY

751 INTRODUCTION
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. The Office of Foreign Buildings funds mainte
nance, repair, alteration, or improvement of U.S. Gov
ernment-owned and long-term leased (GO/LTL) prop
erties acquired under the authority contained in the
Foreign Service Buildings Act of1926, as amended. Ac
tivities funded under this authority include leasing,
which isfound in the earlier section of this manual, and
the functions that are listed in §752.

b. AID building projects which are funded by AID
are covered in §754.

752 CATEGORIES
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Routi'}e. Maintenance and Repair: Maintenance
and repair of GO/LTL properties that are done on a
day-to-day basis for continuing upkeep of the buildings
and grounds, including painting.

b. Special Maintenance and Repair: Projects for
GO/LTL property are those projects that repair or re
store to original condition, or to a sound state, property
or a portion thereof that has deteriorated or been dam
aged.

c. Minor Improvement.s: Alterations to GO/LTL
property that will increase the value of the property or
improve or change its utility, and that generally cost
less than $500,000.

d. Functional Programs: Specific functional activi
ties related to building operations. They include: fire/
safety retrofit; generator purchase, installation, and
major repair; seismic retrofit; energy retrofit; PCC ren
ovations; public access controls; project supervision;
facility maintenance assistance;' and asbestos abate
ment control programs.

e. Administration: The support of the building pro
gram which includes personnel salaries and benefits,
travel, supplies and equipment, and related services.

f. Capital Program: The construction, renovation,
and/or acquisition of property as presented in the an
nual capital program budget submission.

753 APPROVALS AND
RESTRICTIONS

753.1 Post Actions Requiring Prior
Washington Approval

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. The types of post actions shown below, involving
Government-owned and long-term leased real proper
ty, require prior A/FBO or MS/OMS (AID) approval,
regardless of cost or funding source. The following list
is not all-inclusive and is intended as a guide; clarifica
tion should be sought from A/FBO or MS/OMS:

(1) Demolition of structures or other facilities;
(2) Interior alterations affecting public spaces;
(3) Interior alterations materially affecting space

functions or design;
(4) New, relocated, or substantially altered drive

ways, walls, parking areas, landscaping, or other exte-
rior works; .

(5) Replacement of, or alterations to, roof struc
ture including placement or erection of any structures,
equipment, or devices on the roof;

(6) COn'Struction of any facility or placement ofany
heavy equipment on roofs or on balconies;

(7) Removal~ replacement, or alteration of struc
tural support members, such as beams, trusses, col
umns, and load bearing walls, including cutting of new
openings in load bearing walls;

(8) Excavation below, or adjacent to, existing
building and wall foundations; and

(9) Repairs due to structural failures, except tem
porary emergency repairs.

b. Under no conditions shallfinancial obligations be
incurred or commitments made, either orally or in writ
ing, to architects, engineers, contractors, or other par
ties in connection with proposals and recommendations
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without specific prior authorization from appropriate
Washington offices.

753.2-1 Security Concerns
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Any project which involves technical or physical se
curity requires the concurrence of the Post Security Of
ficer and the cognizant security office of the parent
agency. Physical security upgrades for both residential
and functional short-term leased space are not consid
ered minor improvements or maintenance and repair.

753.2 Restrictions

stance, it is important to note that the selection of an
architect is an A/FBO responsibility;

(4) Requests for changes in AID-funded construc
tion or capital improvements should be submitted by
the senior AID officer at post to AID/W, Attn: MS/
OMS;

(5) Funds made available under Section 636 (c) of
the Foreign Assistance Act of 1961, as amended, shall
not be u·sed for construction, renovation, or long-term
lease of recreational facilities unless such use is autho
rized and/or approved by MS/MS; and

(6) Legal documentation pertaining to real property
acquired with 636(c) funds or trust funds must be for
warded to AID/W, Attn: MS/MS.

753.2-2 Other Agency Appropriations
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Funds of other agencies must be used to finance al
terations that are required to meet needs peculiar to
the program of a particular agency. A/FBO will not
fund such alterations, but the proposal must have tech
nical review and approval by the Office of Foreign
Buildings Operations.

754 AID FUNDED MAJOR
CONSTRUCTION AND
CAPITAL IMPROVEMENTS

754.1 AID Procedures
(TL:GS-1; 8-22-91)
(AID Only)

Major construction and capital improvements
funded by AID generally follow the procedures outlined
for State in §753 with the following exceptions:

(l) Authority for funding of major construction or
capital improvements is derived from Section 636(c) of
the Foreign Assistance Act of 1961, as amended, or
through trust funds made available by the host govern
ment;

(2) Real property acquired with trust funds must be
for the use of AID personnel, unless a special use
agreement is negotiated with the host government;

(3) Contracting for AID-funded or trust-funded
construction or capital improvements, including select
ing architectural and engineering consultants, is nor
mally done by AID contracting officers using AID con
tracting regulaiions. An exception is construction on
A/FBO-held land, in which case A/FBO would be re
sponsible for the construction management. In this in-

754.2 Guidance
(TL:GS-1; 8-22-91)
(AID Only)

a. AID major construction and capital improvement
plans, specifications, blueprints, and other pertinent
documents require approval by the Bureau of Diplo
matic Security and are coordinated by MS/OMS with
A/FBO for technical review and comments.

b. Minor improvements and special maintenance
and repair projects for short-term leased real property
managed by AID must be approved in advance by MS/
OMS and funded by AID.

c. Assistance may be requested from A/FBO in ob
taining architectural and engineering services and/or
other services. AID will generally follow A/FBO's "Ar
chitectural and Engineering Design Guidelines and Cri
teria" in determining space needs.

d. Approval and funding requests for AID-owned or
long-term leased property should be addressed to AID/
W (MS/OMS). For emergency projects, the post should
contact AID/W regarding the extent of the information
needed.

e. Funding for architectural and engineering plans
may be available and may be requested from AID, as
appropriate.

754.3 AID Funding and Accounting
(TL:GS-1; 8-22-91)
(AID Only)

Appropriations of other U.S. Government agencies
may not be charged for maintenance, repair, general
alteration, or general improvement of AID-owned
property. However, funds ofsuch agencies may be used
to finance alterations that are required to meet needs
peculiar to the program of a using agency. In such
cases, the proposals must have technical review and
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recommendation by AID/W, (MS/OMS), DS, and A/·
FBO, as well as the program approval and funding au
thorization of the agency concerned. A written agree
ment between or among agencies will make an excep
tion to this rule.

754.4 AID Contracts
(TL:GS-1; 8-22-91)
(AID Only)

a. Upon approval ofa proposed capital improvement
by AID/W (MS/OMS), AID missions are authorized to
proceed in accordance with AID procurement and con
tracting policies and procedures as set forth in the Fed
eral Acquisition Regulations (FAR), AID Acquisition
Regulations, and any other related AID directives.

b. To request changes for AID 636(c) projects, the
senior AID officer at post must submit changes to AID/

W (MS/OMS) who will coordinate with the appropriate
parties.

754.5 AID Director Residence
(TL:GS-1; 8-22-91)
(AID Only)

For any work other than routine maintenance and
repair on the official residence of the AID Mission Di
rector, where that residence is owned by AID, the writ
ten approval of the Mission Director is required on all
work orders, requisitions, and procurement docu
ments. Where the residence is Government-owned or
long-term leased by the Department of State, prior A/
FBO approval is required under 6 FA.~ 700 guidelines.

755 through 759 UNASSIGNED
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760
MINOR IMPROVEMENTS AND SPECIAL MAINTENANCE AND

REPAIR PROJECTS

761 MINOR IMPROVEMENTS
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

..Minor improvements" are defined as alterations to
Government-owned and long-term leased real proper
ty that will increase the value of the property or im
prove or change its utility, and generally cost less than
$500,000. Minor improvement projects require prior
A/FBD or MS/OMS (jor AID) approval and specific
funding.

761.1 Examples of Minor
Improvements

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. The following .Jist represents the most ·common
types ofminor improvements. It is not intended to be all
inclusive and there may be other types which the post
may request. The common minor improvements are:

(1) Changing a property's use, e.g., converting
storage space to cafeteria or office space;

(2) Paving (not repaving) a driveway, parking lot,
patio;

(3) Completely renovating kitchens or bathrooms;
(4) Upgrading electrical power systems (i.e. UPS or

power conditioners), elevators, water distribution, cen
tral heating or central air-conditioning systems;

(5) Correcting such building deficiencies as means
of egress and/or other required safety modifications;
and

(6) Minor construction projects.

b. For residential properties, posts may not make al
~erations solely to meet the personal desires of the oc
cupant(s). For office properties, alterations made to
meet the. requirements of the occupant must be funded
by the occupying agency.

762 Special Maintenance and
Repair Projects

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Special maintenance and repair projects for Gov
ernment-owned and long-term leased real property are
those projects that repair or restore to original condi
tion, or to a sound state, property or a portion thereof
that has deteriorated or been damaged. Special M&R
projects are to be distinguished from routine M&R,
which is that maintenance and repair done on a day
to-day basis for continuing upkeep.

b. Special M&R projects require prior A/FBO ap
proval and specific funding. For AID, prior approval by
MS/OMS is required. Some examples of special M&R
projects are:

(l) Rewiring a building;
(2) Replacing a roof;
(3) Repaving a parking area or driveway;
(4) Replacing (but not upgrading) major parts of a

building such as elevators, central heating or air-con
ditioning plants;

(5) Repairing termite damage;
(6) Replacing deteriorated water or sewage sys

tems; and
(7) Repairing or replacing (not painting) the facade

of a building.

763 APPROVAL AND FUNDING
REQUESTS FOR MINOR
IMPROVEMENT AND SPECIAL
M&R PROJECTS

763. 1 Required Clearances for
Special M&R and Minor
Improvement Projects

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Minor improvement and special maintenance and
repair proposals involving physical security must in
clude the concurrence and recommendation of the re- I
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sponsible security officer. Office building security up
grades (jor GO, LTL, and State-occupied STL proper
ties) are funded and directed by A/FBO. AID office
building security upgrades are directed by IG/SEC.
Residential security upgrades are funded and directed
by the Bureau of Diplomatic Security.

b. Proposals involving telephone or other communi
cations matters must inclu'de the concurrence and rec
ommendation of the Regional Communications Officer
and, if appropriate, the Area Telecommunications Of
ficer, since the equipment is funded by DS/IM.

c. Proposals involving computer-related equipment,
space, cables, or electrical connections must include
the concurrence of the post Information Systems Offi
cer or other officer responsible for word/data process
ing operations.

763.2 Funding for Special M&R
and Minor In7provement
Projects

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. FBO funds special M&R and minor improvement
projects for Government-owned and long-term leased
real property, regardless of the occupying agency, ex
ceptfor certain AID-ownedproperties. Alteration proj
ects, as outlined in §761.1, required to meet the specif
ic program needs of the occupying agency are funded by
that agency.

b. All special M&R and minor improvement projects
anticipated by a post should be included in the annual
post field budget estimate submission. Based on this
submission, A/FBO formulates a list of all proposed
pr.()jects and advises posts which projects will be consid
ered for funding. Posts are then advised to submit ap
proval and funding requests as described below. Until
A/FBO has notified the post that a particular project
will be considered for funding, the post should not sub
mit a full proposal. (See §724.2-1, to be published at a
later date.)

c. Project requests submitted separately from the
FBP should be addressed to A/FBO for the attention of
the Post Area Management Officer, or for AID-owned
or long-term leased property, to AID/W (MS/OMS).
Constituent posts should clear their requests through
their embassy before submittal to A/FBO. These re
quests should include the following information:

(1) Identification of property by A/FBO Property
Identification Number (PropID, see §714(30)), and
property designation, e.g., OBC, COB, EMR, DCR,

SDA, WHE, POR, MSQ, etc. (see Exhibit 792.4G,
Property Use Codes);

(2) Justification, including reason for improvement/
repair, and narrative description of the proposed proj
ect; and

(3) Estimate of cost showing price of each separate
portion, and explanation of basis of estimate. Include
shipping and transportation costs, as needed.. Note that
the total cost for a minor improvement project, includ
ing A&E and all other related costs, should generally be
less than $500,000. .

d. All wages ofpayrolled employees, including those
employees involved in improvements, alterations, re
pairs, and maintenance of Government-owned and
long-term leased property, are directly chargeable to
the S&E appropriation. The wages of such employees
cannot be charged to A/FBO funds.

e. If A/FBO deems the project feasible and funding
is available, A/FBO will ask the post to begin the sub
mittal process for complete technical review and ap
proval to assure constructability, compatibility, and
cost effectiveness of the project. .specific requirements
will be outlined by A/FBO in a cable to post, depending
on the scope and location of the project. The documen
tation required may consist of the following:

(1) A site plan showing the location of the project
and its relationship to property lines, roadways, sur
rounding buildings, underground utilities, security set-
backs, etc.; .

(2) Floor planes) of the existing conditions with
areas clearly marked for demolition;

(3) Floor planes) of the proposed improvements,
including any and all architectural, mechanical, elec
trical, and structural changes proposed;

(4) Elevations (views) of all sides of the building
which show proposed changes;

(5) Cross-sections through the building showing all
proposed changes (NOTE: All drawings should be
drawn to an appropriate scale, such as 1: 100, and
should indicate dimensions and materials. Notes shall
be in English.);

(6) Written specifications which describe all mate
rials and systems used in the project;

(7) A structural framing system including calcula
tions for sizing of beams, columns, slabs, footings,
trusses, etc.;

(8) A one-line diagram of the electrical system
showing existing and proposed power system and panel
board schedules;

(9) The proposed heating, ventilating, and air con
ditioning (HVAC) system, including calculations used
to determine heating and cooling loads; or
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(10) A construction cost estimate based on the mid
point of construction and broken down by major build
ing categories (structural, HVAC, plumbing, electrical,
archit~cturallfinish, and site work).

763.3 Project Management
Assistance

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

A/FBO stands ready to assist posts in a number of
ways with their special M&R and minor improvement
projects. This assistance ranges from providing stan
dard designs for swimming pools and tennis courts
through design assistance to on-the-job project man
agement by a project director assigned by A/FBO. As
sistance may also include the provision of cleared
American employees to oversee and/or perform the
construction work. The type ofassistance available de
pends largely on the scope, complexity, and physical
location of the project.

763.4 Emergency Project
Assistance

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Posts should contact A/FBO or AID/Wregarding im
mediate assistance in cases of an emergency in which
buildings sustain damage from fires, earthquakes, etc.

764 IDENTIFICATION AND
SELECTION OF MAJOR
CONSTRUCTION AND
CAPITAL IMPROVEMENT
PROJECTS

764.1 Project Initiation
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Major construction and capital improvement
projects are normally developed by A/FBO based on
security, fire/life safety, "must-move", building condi
tion, and similar criteria. Priorities of suggested proj
ects and final rankings are established by the Office of
Foreign Building Operations after consult,!-tion with the
Regional Bureaus, the Bureau of Diplomatic Security,
and other interested agencies.

b. Once a project has been approved, the estimated
cost is included as a line item in the A/FBO budget. A

minimum of two .years is required for major construc
tion projects before funds may be made available for
initial project activities such as site purchase and de
velopment of architectural and engineering plans. Full
project fundi~g, including interior design funds, re
quires' additional time. Congressional authorization
and appropriation. is required for all such projects.

c. Posts shall not incur opligations or make commit
ments ~o landowners, architects, engineers, contrac
tors, or other parties in connection with proposals and
recommendations for major construction projects with
out specific prior written authorization from A/FBO.

765 PROJECT DEVELOPMENT
FOR MAJOR CONSTRUCTION
PROJECTS

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. The planning for a new office building or housing
complex is managed by A/FBO, with input from alloth
er interested parties. The post's participation will be
requested during all phases of this process. The phases
are site selection, development of space consider
ations, and occupant requirements, leading to the de
sign by the selected A&E firm.

b. Since each project is unique in its scope and re
quirements, the process varies by post. The post will be
notified of any project proposed for that post and will
be requested to assist and participate during each
phase of the program development..

c. Posts should note that design changes made after
the approval of the final working drawings and specifi
cations are costly. After the preliminary design has
been approved by the architectural advisory consul
tants, A/FBO, the post, and the affected agencies,
changes in the project design will not be considered un
less there is a major change in circumstances.

766 ON-SITE SUPERVISION OF
MAJOR CONSTRUCTION AND
CAPITAL IMPROVEMENT
PROJECTS

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

FBO assigns a full-time on-site Project Director
(PD) and technical support staff for major construc
tion and capital improvement projects. The PD is re
sponsible for the on-site administration and coordina
tion of the project. All communications related to the
project between the post and A/FBO are to be directed
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to or coordinated with the project director. The Project
Director Handbook, detailing the responsibilities of the
Project Director, is given to the PD as part of the PD's
on-site technical library.

766.1 -Project Director Authority
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The Project Director may be given "the authority,
within specific limits determined by the D~partment

and identified in writing, to execute change orders for
amendments and modifications to State Department
contracts for construction activities at post. The con
tract modification limitations for each project are de
termined on a case-by-case basis but may not be used
to change the scope or design intent of the contract.

766.2 Project Director
Responsibilities

(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

The Project Director will perform the activities or
assume the responsibiliiies set forth below:

(1) Inform the post and A/FBD of the status of the
project in monthly reports, and more often, as needed;

(2) Insure that host country customs clearances for
all imported project materials, entry permits and other
documents for contractor personnel and laborers have
been obtained;

-(3) As- called for in the contract, assist contractor
personnel to obtain needed host country licenses, per
mits, laborers, approvals, and Iqcal materials; and

(4) Approve contractor payments.

766.3 Project Director Funds
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. When a Project Director is assigned to oversee a
major construction or capital improvement project, an
allotment will be issued to cover American employee
salaries, allowances, housing and related costs, travel,
supplies and materials, and the salaries of local em
ployees and consultants, if necessary. The hiring of lo
cal employees under contract, or procurement ofgoods
or other services are handled through the post contract
ing officer.

b. A/FBD may determine that the Project Director
requires a vehicle in order to perform the Project Di
rector's duties. In this case, funds will be provided to
the PD for procurement of a vehicle locally or transfer
of a vehicle from another project. The vehicle will be

for the exclusive use of the PD for official travel during
the PD's assignment to the project. The vehicles so pro
vided will be the property of A/FBD, and A/FBD will
issue disposal instructions at the conclusion of the proj
ect.

767 POST ADMINISTRATIVE:
RESPONSIBILITIES FOR
MAJOR CONSTRUCTION AND
CAPITAL IMPROVEMENT
PROJECTS

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. For a major construction or capital improvement
project, the post will be asked to do the following:

(1) Support all budget and fiscal activities for the
contract, including making contractor progress pay
ments when approved by the Project Director; and

(2) Provide administrative support to the PD and
the PD's staff consistent with that given to other State
Department employees. The Project Director and
U.S.-hired American staff should be assigned housing
by the post housing board in accordance with the estab
lished housing program. Project Directors and U.S.
hired American staffare usually assigned to short-term
leased quarters and provided FFA&E, both funded out
of the project supervision funds. The post may elect to
furnish these residences with post-held FFA&E, and
A/FBD will reimburse the post. Project Directors and
U.S.-hired staff will ship HHE, privately-owned ve
hicles, consumables, and unaccompanied baggage in a
manner consistent with Departmental Travel and
Transportation Regulations.

b. No post official has the authority to approve or
order changes in the terms or conditions ofA/FBD con
tracts. Authority to sign official contract documents
will be transmitted telegraphically to post by A/FBD.

768 CHANGES TO COMPLETED
PROJECTS

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

No improvements or alterations may be made to any
A/FBO capital construction project for a period of at
least 2 years after completion of the capital project
without prior A/FBO approval. Requests for emergency
work are excepted.

769 Unassigned
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770
FURNITURE, FURNISHINGS, APPUANCES, AND EQUIPMENT
(FFA&E) FOR RESIDENTIAL QUARTERS AND OFFICE SPACE

771 RESIDENTIAL QUARTERS agency Housing Board establishes a joint policy that
such items will be routinely furnished.

771.3-1 Initial Furniture, Furnishings,
Appliances, and Equipment

.(TL:GS-1 ; 8-22-91)
(Uniform State/AID/USIA)

a. A/FBD funds initial FFA&Efor the following resi
dences:

(1) Ambassador, Deputy Chief of Mission, Consul
General (when Principal Officer), and U.S. Represen
tative to a U.N. agency abroad (when Principal Offi
cer), whether such residences are Government-owned,
long-term leased, or short-term leased. Funds are pro
vided by A/FBO/IDF; and

(2) Residences constructed under the A/FBO capi
tal construction program. The capital program pro
vides funding for all furnishings and equipment for new
buildings, both residential and office. For Marine
Guard quarters, this does not include recreational
equipment (power-training equipment, pool and ping

. pong tables, etc.).

b. Individual agencies fund initial FFA&E for new
agency positions. Regional bureaus fund FFA&E for
new State positions at post. A listing ofFFA&E can be
found in Exhibit 772.1.

771.3-2 Replacement Furniture,
Furnishings, Appliances, and
Equipment

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Replacement FFA&.E includes those items pro
vided for ongoing Government-held property, regard
less of whether it is Government-owned, long-term
leased, or short-term leased, and for newly-acquired
property that does NOT meet one. of the funding crite
ria in §771.3-1.

b. Funding responsibility jor replacement FFA&E is
as follows:

(1) Air Conditioning Units:
(a) Units under 36,000 BTUs are funded by the oc

cupying agency, whether the property is GO, LTL or

771.1 Policy
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The Government will supply furniture, furnishings,
appliances, and equipment (FFA&E) for u.s. Govern
ment-held residential quarters of U.S. citizen (direct
hire and contract) emplOYees to meet the long-range
basic requirements of the post. Requests of individual
occupants that do not further post long-range objec
tives, except for those items that are needed for handi
capped and limited mobility employees and family
members, will not be considered.

771.2 Definitions
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Furniture: Basic residential furniture includes
the items listed as Furniture in Exhibit 772.1. A/FBO/
IDF.may provide these or other items when furnishing
newly constructed housing. Procurement may be from
any authorized source.

b. Furnishings: Residential furnishings are those
items that equip quarters for living, e.g., carpets, drap
eries or curtains, and lamps and lighting fixtures.

c. Appliances: Residential appliances are devices or
machines that are not usually built into the building
structure. Appliances include items such as domestic
clothes washers, clothes dryers, cooking ranges, refrig
erators, and food freezers.

d. Equipment: Residential equipment refers to those
items requiredfoisafe, comfortable, and proper habit
ability of a residence, e.g., air conditioners, smoke de
tectors, fire extinguishers, humidifiers, dehumidifiers,
etc..

e. Basic FFA&E: The minimum set of items that
should be provided in all Government-furnished resi
dential quarters. See Exhibit 772.1.

f. Supplemental FFA&E: Those items listed in Ex
hibit 772.1, or others that the post determines with the
approval of the Washington parent agencies, that may
be provided for residential quarters ifposts have suffi
cient funding to procure them and if the Post Inter-

771.3 Responsibilities
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STL. For State, such units are funded by the regional
bureau; and

(b) Units over 36,000 BTUs are funded by A/FBO
for all GO/LTL properties and State-occupied STLs.
Other agenciesfund such units in their respective STLs.

(2) Ambassador, Deputy Chief of Mission, Consul
General (when Principal Officer), and U.S. Represen
tative to a U.N. agency abroad (when Principal Offi
cer) residences: A/FBO/IDF funds replacement
FFA&E for these residences, except for emergency re
pairs or refurbishings not exceeding $1,000 per resi
dence per year. These emergency repairs may be ac
complished using post held M&R funds. The post
should consult with A/FBOIlDFfor procurement of re
placement items for these residences;

(3) Other Department of State Positions: The re
gional bureau funds replacement FFA&E for State po
sitions and for the Marine Guards; and

(4) Other Agencies: Each agency is responsible for
FFA&E for residences occupied by personnel of their
agencies.

771.4 Restrictions
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Furniture purchased for the residence of the Am
bassador, Deputy Chief of Mission, Consul General
(when Principal Officer), and the U.S. Representative
to a U.N.' agency abroad (when Principal Officer) must
be so identified and shall not be removed from any of
these residences without prior approval ofA/FBO/IDF.

b. Employees and occupants shall not remove or
permit removal of any Government-owned furniture,
furnishings, appliances, or equipment, except on in
structions from the accountable property officer.

771.5 Procurement Procedures and
Approvals

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. In each instance, procurement of FFA&E must
comply with these regulations, the principles set forth
in the Balance of Payments program, the Trade Agree
ments Act, and the pertinent procurement regulations
of the funding agency.

b. Furniture, furnishings, appliances, and equip
ment for residential quarters of the following officers
shall not be subject to the FFA&E limitations set forth
in Exhibit 772.1:

(1) Chief of Mission;

(2) Consul General (when Principal Officer);
(3) Deputy Chief of Mission;
(4) U.S. Representative to a U.N. agency abroad

(when Principal Officer);
(5) USIA Country Public Affairs Officer;
(6) US&FCS Minister Counselor; and
(7) USAiD Mission Director or AID Representa

tive.

c. Special additional conditions are prescribed for
chinaware, glassware, stainless steel, flatware, linens,
kitchen utensils. air conditioners, freezers. and FFA&E
for Marine Security Guard consolidated quarters in
§776.1.

d. For USIA short-term leased properties, all
FFA&E procurement must be approved by USIA, ex
cept:

(1) Purchases of individual items urgently needed or
replacement items not exceeding Sl ,000 may be made
without prior approval. Such purchases must be re
ported to the parent agency; and

(2) Prior parent agency approval is not required for
the local purchase of replacement items of FFA&E in
excess of $1,000 when purchased with foreign currency
in those countries in which the Government has an ex
cess of foreign currency and in which it is established
policy to provide furnished residential quarters.

771.5-1 Principal Officer Residential
Quarters Allowance and Dollar
Limitation (AID Only)

(TL:GS-1; 8-22-91)
(AID Only)

a. USAID Mission Directors or Principal Represen
tatives are authorized chinaware, glassware, silver
ware, kitchen utensils, and linens as shown in Exhibit
771.5-1. Maximum quantities listed for categor.ies G,
H, and J in.Exhibit 771.5-1 are recommended quanti
ties and may be adjusted to suit local needs. Maximum
quantities for other categories may not be exceeded
without AIDIW approval. Items not listed in the various
categories of Exhibit 771.5-1 may not be purchased,
nor may items now in use which are not authorized be
replaced without the prior approval of MS/OMS. An
exception is permitted on miscellaneous items peculiar
to local cooking methods for which an allowance of
'S100 is authorized (see category J of Exhibit 771.5-1).

b. Kitchen utensils, table linens, bed and bath lin
ens, and blankets may also be purchased for AID prin
cipal officers' quarters. (These items should be pro- .
cured directly from the vendors.) Bed and bath linens
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and blankets may be procured only for official guest
bedrooms and baths. Bedspreads and pillows, when
part of standard furniture sets, are excluded from this
limitation. Personal preference items, e.g., ice cream
and popcorn machines, electric blankets, yogurt mak
ers, hibachis, crock-pots, barbecue grills, and other
like items, shall not be procured for representational
use.

c. See §771.5-2 for procedures for procuring house
hold furniture and furnishings.

d. Regardless of the source offunding (operating ex
pense, trust funds, property on loan from another
agency, etc.,), the total inventory value (original ac
quisition cost) offurniture, furnishings, and equipment
(e.g., drapes, curtains, awnings, rugs, linens, glass
ware, chinaware, silverware, appliances, kitchen uten
sils, lawn and garden tools, etc.), but excluding built
in cabinets and clothes closets, installed equipment
(hot water heaters, cooling and heating units, genera
tors, etc.), and packing, crating, and shipping costs,
shall not exceed $34,000. All items listed in Exhibit
771.5-1 are included within the dollar limitation out
lined herein.

e. During October of each calendar year, each Mis
sion Director or AID Representative shall submit to
AID/W, Attention MS/OMS, a signed and dated certifi
cate to appear on the annual residential inventory as
follows:

"I certify that the total inventory value (original
acquisition cost) of all U.S. Government furni
ture, furnishings, and equipment assign"ed to and/
or located in my official representational quarters
as of September 30, 19 , did not exceed
$34,000. "

771.5-2 Procurement of Furniture and
Furnishings for AID Residential
Quarters (AID Only)·

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. USAID missions desiring to purchase residential
furniture and furnishings under the State Department's
furniture and furnishings contracts must submit their
requisitions to AID/W, MSIAS/RM/AP (refer to AID
HB 23, Chapter 14, Section 14C.1.b). Householdfur
niture from other sources (U.S. and non-U.S.) may be
ordered by USAID missions directly from vendors.

b. Within the provisions of these regulations, each
USAID mission shall institute a written policy stan
dardizing the type and quantity of furniture and fur
nishings to be issued (see §772.1). Thefollowing are to
be considered in preparing plans:"

(l) Standardize on colors and type fabrics for
drapes,. curtains, shades, awnings, rugs, upholstery,
etc., which would be suitable to several occupants;

(2) Establish a replacement period and conditions
under which furnishings and furniture may be replaced
with new items and furniture refinished/reupholstered
in accordance with Chapter 4A, Section 222.6 (costs to
repair and/or replace property damaged by pets or hob
bies shall be at the occupant's expense);

(3) New or replacement furniture or furnishings
shall not be procured with AID funds solely for the per
sonal convenience or preference of the present or pro
posed occupant (see §772 and Chapter 14C before or
dering furniture). Neither shall funds be expended to
refinish/reupholster furniture to suit the individual's
taste when clean and functional furnishings and/or fur
niture is available. On average, the replacement period
for draperies, upholstery, curtains, shades, rugs, and
awnings should be a minimum offour years, depending
upon climatic conditions, usage, and type of material
used; and

(4) The type and quantity offurniture and furnish
ings to be issued (except authorized principal officer
items) should be based upon the size and composition
of the family, not necessarily on the size of the quar
ters. Some USAID missions, however, have quarters
with exceptionally large living rooms which may require
issuing additional pieces offurniture. Unoccupied bed
rooms (except one guest room at the option of the
USAIDl ar~ not no~mal1Yfurnishedat. USAID e~pe~e.

c. When a USAID mission is contemplating, or is in
phase down posture (See Chapter 13), procurement of
new or replacement items (representational items in
particular) will be held to the absolute minimum re
quired for efficient operations during the close-out pe
riod.

771.6 Annual Spending Limit on
Ambassador, Deputy Chief of
Mission, Consul General
(When Principal Officer),
and U.S. Representative to a
U.N. Agency Abroad (When
Principal Officer) Residences

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. In order to permit posts to perform emergency mi
nor repairs or refurbishing to FFA&.E in the residences
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of the Ambassador, Deputy Chief of Mission, Consul
General (when Principal Officer), and U.S. Represen
tative to a U.N. agency abroad (when Principal Offi
cer), posts are authorized to use post~held M&Rfunds
not to exceed $1,000 per residence per year, subject to
the following provisions:

(1) The repair must be of an emergency nature;
(2) Change of color schemes or upholstery fabrics

must have prior A/FBOIIDF approval; and
(3) No appliances may be purchased.

b. Routine M&Rfunds will not be increased to cover
these purchases.

771.7 Refurbishment of
Ambassador, Deputy Chief of
Mission, Consul General
(When Principal Officer),
and U.S. Representative to a
U.N. Agency Abroad (When
Principal Officer) Residences

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Costly and unnecessary changes in the decor and
furnishing of these residences are to be avoided. A/
FBO will not fund periodic redecorating, including
change offurniture, wall color, draperies, or carpeting,
to accommodate the personal tastes of new occupants
unless the level of wear of the current furnishings
makes it absolutely necessary.

b. A/FBOIIDF maintains the following information
on these residences:

(1) A master list of all residences considered to be
in good condition and acceptably decorated..A sched
ule is maintained for redecoration/refurbishment of all
such residences (responsibility for overseeing refur
bishment rests with the Representational Review Com
mittee which establishes the annual schedules and en
sures that costs are adequately con,trolled);

(2) A reference file, for each residence, which con
tains photos of the interior and exterior of the resi
dence, inventories, descriptions and histories of the
residence structure and of unusual and/or valuable
items located therein, and the description and cost of
the work done in the last refurbishing; and

(3) A master list of residences to be redecorated or
refurbished within the next three years.

c. A/FBOIIDF will brief future occupants on the
above information upon request. The prospective occu
pant may request changes to any proposed work using
Form IDF 001 (see Exhibit 771.7). If approved, work
will be scheduled and budgeted for the earliest possible
date. A/FBO/IDF must document any disapprovals;
appeals may be submitted to the Refurbishment C~m
mittee for review.

d. The color of painted walls in the family living
areas of these residences may be changed to accommo
date the taste of the occupant without prior A/FBO/
IDF approval,' routine M&R funds can be used for GO
or LTL properties, S&E funds for STL properties. Oc
cupants may have other refurbishing work done in their
residences at their own expense, as long as such work is
approved in advance by A/FBO/IDF. (Occupants must
also bear the costs required to return the residence to
its original condition.) Structural changes, such as
moving walls, constructing new doorways, or altering
the structural integrity of the building, must be re
quested and approved separately by A/FBO in accor
dance with §760.
. e. Any furniture or furnishings removed from these

residences must be stored in a climate-controlled
warehouse. If post facilities are not adequate, the
items must be stored at occupant expense. If there are
no climate-controlled ~arehouses available, furn;,ure
may not be removed.

771.8 Furniture, Furnishings,
Appliances, and Equipment
for Servants' Quarters

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Department of State
The Department does not provide funds for FFA&.E

for servants' quarters. This applies to the residences of
Ambassadors, Deputy Chiefs of Mission, and Principal
Officers, as well as to all other State-funded resi
dences.

b. Agency for International Development
Furnishings purchased with U.S. Government con

trolled funds, whether dollars or local currency, OE or
trust fund, from USAID or other agency funds, will not
be provided for any servants' quarters. This restriction
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also applies to residences leased through LQA or con
tracts, and to AID Mission Director and AID Represen
tatives quarters.

772 BASIC AND SUPPLEMENTAL
FURNITURE, FURNISHINGS,
APPLIANCES, AND
EQUIPMENT FOR
RESIDENTIAL QUARTERS

772.1 Basic and Supplemental
FFA&E

772. 1-1 Basic FFA&E
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. The basic furniture, furnishings, appliances, and
equipment, as shown in Exhibit 772.1, may be pro
vided at Government expense in Government-furn
ished residential quarters for u.S. citizen direct-hire
and contract employees.

b. A p~ano may be provided as a basic item in the
representational area for the residence of the Ambas
sador, U.S. Representative to a U.N. agency abroad
(when Principal Officer), or Consul General (when
Principal Officer). A/FBOIIDF will provide one con
sole television, one VCR, and one normal household
stereo in the residences ofAmbassadors, Deputy Chiefs
of Mission, Consuls General (when Principal Officer),
and U.S. Representatives to a U.N. agency abroad
(when Principal Officer).

772.1-2 Supplemental FFA&E
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

a. Supplemental FFA&.E are items that may be pro
vided in Government-furnished residences upon rec
ommendation by the Post Interagency Housing Board
and approval by the Single Real Property Manager and
principal representative of each agency. Provision of
items will depend upon availability ofpost-held funds.
The housing board should establish specific numbers of
items, if any, to be placed in each residence.

b. Using Exhibit 772.1, posts should establish joint
country policy for the kinds and numbers of each item
of supplemental FFA&.E to be furnished to residential
units, with such policy to be formulated by the Post
Interagency Housing Board and the Single Real Proper
ty Manager, with input from constituent posts whose

needs may vary from those of the capital city, and with
the approval of the principal representative of each
agency. This policy shall make provision for special
conditions that may exist at the embassy and at constit
uent posts. It shall also be included in the Post Housing
Handbook.

c. Items in addition to those listed in Exhibit 772.1
may be furnished for all Government-held residen~ial

quarters, if the Post Interagency Housing Board and
the Single Real Property Manager establish a joim
policy among the agencies utilizing the housing that ..
such items will be routinely furnished. Prior Washing- •
ton parent agency and Bureau approval is required.
The following conditions must be met:

(1) Departmental furniture packages, including rt
placement items, shall be used to the fullest extent pos
sible; and

(2) The actual procurement of FFA&.E by each
agency shall be in accordance with procurement regu
lations and shall be subject to the availability offunds.

772.2 Appliances and Equipment
for AID Residences

(TL:GS-1; 8-22-91)
(AID Only)

Neither AID appropriations nor trust funds will be
used to buy, transport, install, or repair the following
items in AID-owned or leased residences:

(1) Videotape .machines;
(2) Television sets; or
(3) Swimming pool equipment.

772.3 Food Freezers for ...
Residential Quarters •

(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

Provision of food freezers is subject to the determi
nation of the Post Interagency Housing Board and. ap
proval of the Bureau, based upon one or more of the
following conditions:

(1) Isolated post location;
(2) Unavailability of commissary services;
(3) Undue distance from shopping facilities;
(4) Seasonal availability of meat. seafood. etc. on

the local market. necessitating the purchasing and stor- ..
ing of perishables in large quantities. when available; •

(5) Periodic need to import large quantities of food
to supplement the local diet; or

(6) Determination of adequacy of the local electric
ity supply.
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772.4 Air Conditioners for
Residential Quarters

772.4-1 Policy
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Air-conditioning units may be provided, to the ex
tent that funds are available and required parent
agency approvals have been secured, in both public and
private areas of Government-owned, long-term
leased, and shon-term leased residential quarters when
the Post Interagency Housing Board and the Single
Real Property Manager determine that climatic condi
tions necessitate their provision. (See §779.3-1.)

772.4-2 Central Units
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Procurement and installation of new central air
conditioning units and split units 36, 000 BTUs and
greater in Government-owned and long-term leased
property (except for AID) are expenses funded under
minor improvements. Requests are to be submitted to
A/FBO for approval in accordance with the instruc
tions in §763.2. Proposals should state that the request
has the approval of the Post Interagency Housing
Board. Replacement units are chargeable to special
M&R.

772.4-3 Standard Window and Split Units
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Window air conditioners and split units under
36,000 BTUs for any property are charged to the
agency of the occupant. The costs of window air condi
tioner units for State personnel are funded by the re
gional or functional bureau.

b. Replacement of standard window air conditioner
units in the residence of the Ambassador, Deputy Chief
of Mission, Consul General (when Principal Officer),
and U.S. Representative to a U.N. agency abroad
(when Principal Officer) is funded by the regional or
functional bureau.

772.5 Generators
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. A/FBO is responsible for the development, imple
mentation, and funding of the Department's Emergen
cy Generator Program, which is designed to provide
emergency power needs (generators, generator build-

ings, fuel tanks, and emergency electrical distribution
systems) for all State Department facilities overseas.
The A/FBO responsibility extends to State-held Gov
ernment-owned, long-term leased and State-occupied
shortl.-term leased residential and functional real prop
.erty.

b. All posts requiring generators must adhere to the
Emergency Generator Program in accordance with the
following guidelines:

(1) No new generators will be purchased or in
stalled without prior A/FBO approval;

(2) Posts should submit emergency power require
ments to A/FBO for technical review, approval and
funding. Section 772.5-1 lists the information to be in
cluded in post requests for new or replacement genera
tors, disposition of unused generator units, upgrades of
emergency distribution systems, and generator hous
ing;

(3) Post requests will be ranked in priority order,
based on world-wide needs,alld posts will be advised
of the status of each request;

(4) Based upon the project requirements submitted
by the post, A/FBO will determine whether an A/FBO
electrical engineer will perform a site visit and whether
additional design work will be needed to implement the
project; and

(5) Depending upon the situation, A/FBO will ei
ther purchase equipment or allot funds to the post for
this purpose.

c. Posts are required to submit information annual
ly to update the Department's emergency generator in
ventory list.

d. For AID-held properties, purchase of generators
may be authorized by the principal AID representative;
no prior AID/W approval is required.

772.5-1 Submission. of Requests for
Department Emergency
Generator Program

(TL:GS-J; 8-22-91)
(Uniform State/AID/USIA)

a. As much of the following information as possible
is to be sent to A/FBO with each post requestfor new or
replacement generators, fuel tanks, generator build
ings, and emergency electfical distribution systems:

(1) Property identification (PropID), type ofprop
erty (e.g., OBC, COB, EMR, WHE, RES/STD, etc.),
and gross and net floor space to be served by new gen
erator (see Exhibit 792.4G for property use codes and
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Exhibits 723C through F, to be published at a later
date, for definitions of net and gross floor space);

(2) If there is a generator currently in the building,
indicate manufacturer, whether diesel or gasoline,
whether manual or auto start, capacity, whether 1 or
3-phase, frequency, and voltage. If existing unit will be
retained, indicate the electrical load it serves;

(3) If the building to be served by the new generator
is air conditioned, indicate whether a central unit and/
or window units are used and:

(a) If central air conditioning, indicate the chiller
manufacturer, size in KW or HP, whether 1 or

. 3-phase, and voltage; or
(b) If window units are used, indicate number of

units and BTUs of each.

(4) For the other electrical loads to be connected to
the new generator, indicate size in KW, voltage, fre
quency, and whether 1 or 3-phase. If elevators are to
be attached to generator, indicate number ofelevators,
number offloors served, whether passenger or freight,
size in KW, voltage, and whether 1 or 3-phase;

(5) If the building to be served by the new generator
is connected to a separate transformer station for com
mercial power, provide the transformer size in KVA,
whether 1 or 3-phase, secondary voltage, fl.;quency,
and location;

(6) Provide the following information for the main
electrical service switch or circuit breaker:

(a) Size in amps;
(b) 'Whether 1 or 3-phase;
(c) Voltage;
(d) Whether 3. or 4-wire service;
(e) Size in square millimeters or American Wire

Gauge (AWG) of the service cable connecting the
transformer or commercial power source and the ser
vice switch.

(7) Post estimate of the number and average dura
tion of power outages during the last year;

(8) Describe the proposed indoor location for the
new generator, including room dimensions and number
of exterior walls. NOTE: Generators must be located
on ground or basement levels where ventilation (intake
and exhaust) requirements can be accommodated.
Also:

(a) Outdoor generator installation units in weather
proof enclosures will be allowed only where absolutely
necessary and where security and corrosive atmospher
ic conditions are not a problem; and

(b) The post generator shall be physically and elec
trically separate from the PCC generator. While PCC
generator rooms require heavy construction, A/FBO

requires only regular construction.

(9) If there is a fuel oil tank, describe capacity, 10-
o cation, whether fuel tank also serves another diesel
generator or heating system, the type ofheating oil used
and, if new fuel tank is required, indicate location;

(10) Ifgenerator maintenance capability is available
at post, ~dentifY diesel generator manufacturers with
service locations near post;

(11) Ifpossible, provide the following costs and show
basis for these costs, including type and size ofgenera
tor under consideration and accessory equipment:

(a) Cost for the proposed generator and associated
equipment;

(b) Cost of shipping;
(c) Cost for constructing a generator room; and
(d) Cost for complete installation of the equipment

(electrical and mechanical).

(12) Is local expertise available, including electri
cal/mechanical engineers to perform survey and design
work, and electrical contractors for generator installa
tion and connection?

b. If the information requested above is not available,
A/FBO will try to arrange to obtain it using either A/
FBO engineers or local consultants, as appropriate.

772.6 Fire Protection Equipment
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Per A/FBO/FIR codes and standards, smoke de
tectors and fire extinguishers shall be provided and
maintained by the post for use in all Government-held
and LQA-funded residential quarters. These items are
basic FFA&E. (See §779.4.)

b. A/FBO/FIR recommends that the procurement of
poruible fire extinguishers be limited to products man
ufactured in the United States.

773 CHINAWARE, GLASSWARE,
SILVER, AND KITCHEN
EQUIPMENT

773.1 General
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Certain residences are provided with official china- .
ware, glassware,flatware, holloware, and kitchen uten
sils as approved by A/FBOIIDF or by the Washington
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tive;
(4) .USIA Country Public Affairs Officer; and·
(5) US&FCS Minister Counselor.

773.3-1 General
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Government-provided silver includes sterling silver
or silver-plated flatware; silver-plated holloware items
such as tea and coffee· services, candelabra, serving
trays and water pitchers; and other items as deemed
necessary by A/FBO/IDF or the parent agency.

773.3-2 Flatware
(TL:GS-I; 8-22-91)
(Uniform State/AID/USIA)

a. Sterling silver flatware is provided by A/FBOIlDF
as follows:

(1) Ambassador Residence: Number of place set
tings is based on the seating capacity of the residence
formal dining table plus six, with a minimum service of
24;

Silver

Chinaware and Glassware

773.3

773.2

773.2-1 Crested Chinaware and
Glassware·

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Crested chinaware (including cobalt blue service
plates) and glassware are procured and supplied by A/
FBO/IDF for use only in residences of Ambassadors.
The authorized level for the cobalt blue service plate is
the formal dining table seating number plus six, with a
minimum of 24.

b. Retired ambassadors are entitled to purchase at
their own expense crested chinaware and glassware.
Requests must be submitted through A/FBO/IDF for
approval and will be processed in accordance with ex
isting contracts for these items.

773.2-2 Other Chinaware and Glassware
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Uncrested chinaware and glassware are provided
and funded by the parent agency to the following resi
dences only:

(1) Deputy Chief of Mission;
(2) Principal Officer other than Ambassador;
(3) USAID Mission Director or AID Representa-

773.1-1 State
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Initial and replacement chinaware, glassware,.
flatware, holloware, kitchen utensils, and table linens
for the residences of the Chief of Mission/Principal Of
ficer and Deputy ChiefofMission, and associated ship
ping costs, are funded bYA/FBO. Linens for the table,
kitchen, guest bedroom, and bath are funded through
Official Residence Expenses (ORE). A/FBO/IDF can
assist in ordering table linens for the above residences.
Bed and bath linens for the private use of the occupant
and the occupant's family are the personal responsibil
ity of the occupant and are not paid for by the Govern
ment. No other residences, except for Marine Security
Guard residences, may be furnished with Government
purchased items in the foregoing categories.

b. Requests for new or replacement items for autho
rized residences are to be addressed to A/FBOIlDF.

773.1-2 AID
(TL:GS-1; 8-22-91)
(AID Only)

USAID "missions order official chinaware, glassware,
and silver-plated holloware and flatware from A/FBO/
IDF, through AID/W (MS/OMS)(see AID HB 23,
Chapter 14, Section 14C.3). The order quantities may
not exceed the limitations outlined in Exhibit 771.5-1.

parent agency, with allocations based on program re
quirements and the facilities of the individual resi
dence.

773.1-4 US&FCS
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

New or replacement items for Minister Counselor
residences require US&FCS approval before purchase.

773.1-3 USIA
(TL:GS-1; 8-22-91)
(USIA Only)

New or replacement items for authorized USIA resi
dences req.uire USIA approval before purchase (see
MOA IX-B 122.6).
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(2) Deputy Chief of Mission Residence: 24 place
settings;

(3) Consul General Residence (when Principal Of
ficer): 18 place settings;

(4) U.S. Representative to a U.N. agency abroad
(when Principal Officer): 24 place settings;
. (5) Consul and U.S. Interest Section Residence

(when Principal Officer): 12 place settings;
(6) Secondary Residence ofAmbassador (with dual

accreditation): Silverplate flatware based on the seat
ing capacity of the residence formal dining table plus
six, with a minimum service of 24.

b. There may be a few justifiable exceptions to these
authorized levels. Such requests should be directed to
A/FBO/IDF lor approval.

c. Flatware exceeding the authorized level will be
provided in silver plate at the discretion of A/FBO/
IDF.

d. Silver-plated flatware may be provided to the
USIA Country Public Affairs Officer and US&FCS Min
ister Counselor based on approval and funding by the
parent agency.

e. Silver-plated flatware may be provided to the
USAID Mission Director or AID representative. The
maximum quantity of flatware for AID principal offi
cers shall be service for 24.

773.4 Kitchen EqUipment
.(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Set A/B of kitchen equipment is provided by A/
FBOI/DF for Ambassador, Deputy Chiel of Mission
and Principal Officer Residences. Set Cis provided'os
a supplemental set to the above residences. lists 01
items in each set are routinely updated and sent to 'all
posts by A/FBO/IDF. No electrical equipment is in
cluded in these sets. Small electrical equipment is pro
cured by the post with ORE funds. Specialized equip
ment in excess of$35 may be requested ofA/FBO/IDF.

b. USIA Public Affairs Officer residences are pro
vided with kitchen equipment (Sets A/B, C) which is
funded by USIA.

c. AID Principal officers' are authorized a reason
able quantity of kitchen equipment as specified in Ex
hibit 771.5-1, categories G, H, and J, to 'supplement
personal utensils, cutlery, and miscellaneous items
brought to post. Electric kitchen appliances may be
provided to AID principal officers within the quantity
set in category F of Exhibit 771.5-1. All items are in
cluded in the total dollar inventory limitation. For rep
resentational purposes, only those items over and

above those personal property items normally brought
to post are authorized. Since AID principal officers are
expected to bring to post many of the items listed in
Exhibit 771.5-1, duplicate items should not be pur
chased at Government expense. Thus, it would be un
likely that any mission residence would have a complete
set of approved items.

773.5 Other Equipment
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Equipment customarily used in official residences in
the course of business is normally funded by "Official
Residence Expenses" (ORE). These items include such
things as vacuum cleaners and floor polishers. A/FBO/
IDF funds major items 01 equipment such as ice mak
ers, humidifiers, and waterfilters. Garden and grounds'
equipment and supplies for official residences are
funded by the regional or functional bureau.

774 HOSPITALITY KITS AND
TEMPORARY LOAN OF
GOVERNMENT-OWNED
FFA&E

774.1 Hospitality Kits
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Kits containing basic housekeeping items may be is
sued to employees (including dependents on officialor
ders) upon arrival and departure from post to assist in
establishing housekeeping while awaiting the arrival of
household effects or uponforwarding of such effects to
the next post. The handling and use of hospitality kits
should be described in the Post Housing Handbook.
Hospitality kit users are responsible for damage, loss,
and breakage of items. These kits are not provided by
A/FBO.

774.2 Loan of Government Property
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Property management officers may lend property on
a temporary basis to U.S. Government employees to
meet temporary or emergency requirements. Loans
should be for a limited time and should be properly
documented. The Post Interagency Housing Board and
the accountable property officer(s) shall determine the
policy to be followed in loaning Government property.
For AID, loans are limited to ninety (90) days unless



6 FAM 770

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 23, App. S'A 23:79 as indicated SA-65

the AID Principal Representative approves loans be
yond this time period (see §222.7-3).

775 USE OF
GOVERNMENT-OWNED
FFA&E IN LQA-PROVIDED
RESIDENTIAL QUARTERS

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Posts with LQA-provided residential quarters
may authorize the Post Interagency Housing Board and
the Single Real Property Manager to establish a joint
policy for the use of Government-owned FFA&E in
such quarters. Each agency must fund its share of the
Government-owned property available for use.

b. If Government-owned FFA&E is to be made
available in these circumstances, posts should establish
the following guidelines:

(1) Procedures for requests;
(2) Number and type of items to be provided;
(3) Responsibility for installation, maintenance,

and removal of the items; and
(4) Responsibility for returning the premises to

their original condition should the Lessor so require.

776 MARINE CORPS QUARTERS

776.1 Marine Security Guard
Consolidated Quarters

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Marine Security GuaT(! watchstanders are housed
in Government-owned or leased consolidated quarters.
Quarters are to be fully and completely furnished in
accordance with the Memorandum of Understanding
between the Department of State and the United States
Marine Corps.

b. Chinaware, glassware, stainless steel flatware,
kitchen utensils, table linens, bed and bath linens,
cooking and cleaning equipment, cleaning supplies and
other furnishings appropriate for consolidated quarters
are to be provided by the post with program S&E funds.
Furnishings should be oj a quality to withstand heavy
wear and tear. A/FBO/IDF procures chinaware, flat
ware, and kitchen equipment (Sets A/B and C) for ft1a
rine Security Guard quarters with funds provided by
the regional bureau or post-held S&E.

c. Furniture, furnishings, appliances, and equip
ment shall be furnished by the post in accordance with
the needs of the Marine detachment and the post
policy.

776.2 Other Quarters
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Marine Corps personnel entitled to separate q'uar
ters under §723.3 (to be published at a later date) re
ceive furniture and furnishings as provided to State em
ployees at post.

777 ANNUAL INVENTORIES

777.1 Official Residences (State
Only)

(TL:GS-1; 8-22-91)
(State Only)

a. A/FBO/IDF maintains inventories of all Ambas
,sador, Deputy Chief of Mission, Consul and Consul
General (when Principal Officer), Chief of Mission to
an international organization, Chief of Liaison Office,
Principal Officer of u.s. Interest Section, and Special
Ambassador residences. Inventories are needed to keep
IDF records current and to inform newly-assigned per
sonnel ofthe items available in the residences. Invento
ries and photos should be submitted regardless of
whether the residence is Government-owned, long
term leased, or short-term leased, and regardless of
whether IDF has furnished the entire residence or has
furnished only representational items.

b. Complete household inventories (including all
furniture, furnishings, draperies, carpets, appliances,
sterling silver and silverplate holloware, china, crystal,
kitchen utensils, linens, etc.) for the above residences
are to be submitted to A/FBOIIDF on or before No
vember 1 of each calendar year. The first year follow
ing submission of the full inventory, the post need only
send to A IFB0IIDF a listing of changes in the condition
of items, and any additions, deletions, or other changes
to the inventory; a full inventory is required in the fol
lowing year. This abbreviated inventory does not apply
to the sterling silver or silverplate flatware, or antique
and high value furnishings inventories, which must be
submitted in their entirety by November 1 each year.
All inventory reports should be submitted in hard copy
and signed by the accountable property officer and the
occupant. See Exhibit 777.1 for the household invento-
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ry format to be used for non-NEPA submissions.
NEPA posts should use the NEPA format.

c. Updated inventories prepared for the incoming/
outgoing occupants of the residences listed in para
graph a of this section may be submitted for the No
vember 1 report, accompanied by any relevant
changes. In such cases, the report submitted in the fol
lowing year should be a full inventory.

d. Household inventories should include only Gov
ernment property, whether furnished by A/FBOIIDF or
another source, and are to include furniture, carpets,
lamps, draperies, works of art (do not include loaned
Art in Embassies items), chinaware (crested and un
crested), glassware (crested and uncrested), sterling
silver and silverplate holloware, kitchen utensils, linens
(bed, bath, and table), and all kitchen appliances.
Also:

(1) Do not inventory cracked or chipped china or
glassware; such pieces should be destroyed;

(2) Each piece of sterling silver or silverplate hollo
ware should be listed, giving the manufacturer name (if
known), condition, and type of item (e.g., tea/coffee
service, serving tray, candelabra);

(3) Note whether any appliances are commercial.
grade equipment; and

(4) A ,complete description of items should be given
for each room in the residence. Indicate quantity of
each item, size, color, condition, cost and date ofpur
chase (if known), and manufacturer (if known) follow
i~g .th~ inventory format in. ~~hibit 777.1 or in .NEPA..

e. Both sterling silver flatware and silverplate flat
ware inventories should include the flatware pattern,
the number ofpieces of each item (e.g., knives, forks,
spoons), and the condition of the items. The computer
ized. silver flatware inventory forms will be compared to
the IDF automated inventories and any discrepancies
will have to be reconciled. If the flatware pattern is not
one of the four listed below, please submit descriptions,
photos, and numbers of items. Sterling silver flatware
patterns now in use are:

(l) Embassy Scroll (Lunt Sterling);
(2) Marie Louise (Sterling, R.B. Co.);
(3) Peruvian (Sterling .925, Camusso, Made in

Peru); and
(4) Grand Colonial (Wallace Sterling).

f. For Special Embassy Program (SEP) posts, A/
FBOI/DF will send to the post a copy of the iast house
hold inventory. The post should make corrections to
that report, have the responsible person sign the cor
rected report, and submit to A/FBOI/DF. At the time a
change of occupancy occurs, a new physical inventory

must be taken and submitted to A/FBOI/DF. This in
ventory will be updated and corrected yearly until the
next change of occupancy.

g. Requests for replacement or additional items of
furniture and furnishings will not be processed until
complete or updated household, flatware, and high val
ue inventories have been submitted.

h. Photographs of official residences will be sub
mitted every other year. A minimum of four shots
should be taken ofeach room, showing different angles.
Color photographs, using 35MM, ASA 400 film, of the
interior and exterior of the residence should be sent in
undeveloped rolls to A/FBOIIDF for processing. Posts
which desire to keep photographs may send in negatives
in lieu of the undeveloped film. Packages should be
marked "DO NOT X-RAY" and sent via the Diplomatic
pouch. Posts are authorized to charge cost offilm only
to function coed 7901 (Routine M&.R). No additional
funding will be provided.

777.2 Antiques and High Value
Furnishings (State Only)

(TL:GS-1; 8-22-91)
(State Only)

A/FBO is in the process of identifying antique and
high value furnishings worldwide. Directions for com
pleting the antiques and high value furnishings invento
ryfor both NEPA and non-NEPAposts are included in

. the prpcedures. manual issued by A/FBO/IDf. See Ex
hibit 777.2 for the inventory format to be used if post
does not have NEPA capabilities.

777.3 Removal of FFA&E (State
Only)

(TL:GS-1; 8-22-91)
(State Only)

Furniture and furnishings may not be' removed from
official representational residences without prior A/
FBOIIDF approval. Any furniture or furnishings re- .
moved from the residence must be stored in a climate
controlled warehouse. If the Embassy facilities are not
adequate, the items must be stored at the occupant's
expense.

777.4 AID Principal Representative
(AID Only)

(TL:GS-1; 8-22-91)
(AID Only)

a. USAID missions will submit annual inventories of
all Mission Director and AID Representative resi-
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dences to MS/OMS/AID/W. This report, accompanied
by the certification outlined in §771.5-1e, should be
transmitted via pouch not later than November 10.

b. All non-personally owned furniture, furnishings,
and equipment located in AID principal officers' resi
dences as of September 30 must be inventoried. This
listing must include property on loan from other agen
cies, security equipment, installed equipment, as well
as property funded as follows:

(1) AID funded (operating expense);
(2) Trust funded (host-country funded);
(3) Contract funded (normally originated by a

PIO/T);
(4) PASAfunded (funded by another U.S. Govern

ment Agency); and
(5) Project funded (normally originated by a

PIO/C).

778 ART IN EMBASSIES
PROGRAM

778.1 Policy
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

A/FBO/OPS/ART administers loans and donations
of American works of art from the public and private
sectors. These works ofart are for display in the official
residence of the Ambassador to provide a suitable
backdrop for representational activities. The program
is intended to enhance the communication ofAmerican
values and cultural diversity through the display of
American art. Works ofart under this program are pro
vided only to Ambassadors and Principal Representa
tives to U.N. agencies overseas.

778.2 Selection of Art
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The A/FBO/OPS/ART staff assembles works of art
from lenders and from the Department of State owned
collection at the request of an ambassador. This pro
gram is dependent on Bureau policy, budget allocation,
shipping constraints, post's facilities, and climatic and
security conditions.

778.3 Art Loans and Donations
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

A/FBO/OPS/ART arranges for restricted loans and/
or donations ofAmerican art from museums, galleries,
corporate and private collections, as well as individual
artists. As the Ambassador is the recipient of this valu
able loan, the Ambassador is responsible for full obser
vance for the terms of the loan agreement. With some
exceptions, loans are requested for the tenure of the
Ambassador in order to minimize the shipping costs of
the regional or functional bureaus.

778.4 A/FBO Responsibilities
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. The A/FEO/ART staff arranges for assembling,
crating, and shipping of works of art and provides the
post with a handbook detailing instructions regarding
the collection and its care. They also provide informa
tion on each piece, monitor the location and condition
of the work while at post, and provide complete ship
ping instructions for return of the collection prior to
termination of the ambassador's service at post.

b. The Department is responsible for arranging
proper coverage and payment of the fine arts insur
ance. Costs associated with the packing and shipping of
the collections are borne by the respective bureaus.

778.5 Post Responsibilities
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The Ambassador and the Ambassador's post are re
sponsible for following exact instructions for the care,
handling, and safekeeping of the works of art as re
quired by the insurer and defined by the A/FBO/OPS/
ART.

778.5-1 Rec.eiving Artwork
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

A/FBO/OPS/ART provides post with a detailed in
ventory and instructions by cable before arrival of the
collection. A comprehensive handbook concerning care
and procedures for handling the collection will amplify
these instructions.
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778.5-2 Preservation of Shipping Crates
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Shipping crates and packing material are to be re
tained in an appropriate storage area at the Ambassa
dor's residence for the eventual return of the works of
art.

c. If an ambassador's post is currently in crisis (i.e.,
drawdown, etc.), A/FBO/OPS/ART can only offer art
from the Program's government-owned collection.

d. Recognizing the sensitive requirements of bureau
and post management, every effort will be made to re
call art from posts in a timely manner, as circum
stances permit.

778.5-3 Safeguarding of Artwork During
Display

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Works of art should be placed safely away from the
flow of traffic. During any repair or renovation near
works of art, the terms of insurance require wrapping
and packing the works of art in original crates in the
manner described in the instructions for return. Mov
ing works of art to any storage facility is prohibited
without first notifying AIFBO/OPS/ART.

778.5-4 Return of Artwork
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Ambassadors are responsible for the return of art
work loaned to them prior to their departure from post.
All packing of works of art must be supervised by an
American employee. A/FBO/OPS/ART will cable post
with complete return shipping instructions. Upon occa
sion, specific loan extensions may be negotiated with
lenders.

778.6 Handling Art Collections
During Crisis

(TL:GS-1: 8-22-91)
(Uniform State/AID/USIA)

a. Through the Art in Embassies Program" A/FBO/
OPS/ARTprovides and arranges loans ofart to ambas
sadors. The selection and value of works made avail
able, especially art obtained through loans, relates di
rectly to climate and security considerations of posts.

b. When a collection is selected, some ofthe art cho
sen may be of high value or high sensitivity. These
works can be borrowed only under the precondition of
special handling. In particular, the loaned works in the
collection are subject to recall in the event of hostili
ties, anticipated hostilities, or the declaration ofautho
rized or ordered departure at the Ambassador's post of
assignment. Such returns are triggered by a request
from A/FBO/OPS/ART and cleared by the appropriate
regional bureau executive director.

779 OFFICE AND OTHER
FUNCTIONAL SPACE

779. 1 Policy

779.1-1 Capital Construction Program
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

A/FBO is responsible for the preparation of a fully
integrated interior design package for all capital proj
ects. Tenant agencies are responsible for funding their
respective requirements. All State requirements are
funded by A/FBO, except for routine equipment such
as typewriters, shredders, copiers, etc..

779.1-2 Continuing Program
Requirements

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Office furniture, furnishings, and equipment, includ
ing desks, desk swivel chairs, credenzas, bookcases,
visitors' chairs, carpets, window shades/drapes/blinds,
air conditioners, light fixtures, and lamps for office
space are the responsibility of the occupying agency.
For State, the regional or functional bureaus have that
responsibility.

779.2 Procurement Requirements
and Restrictions

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Procurement of office and functional space fur
nishings and equipment must comply with the 6 FA},1
regulations, the principles set forth in the Balance of
Payments program, the Trade Agreements Act, and the
pertinent procurement regulations of the funding
agency.

b. For USIA short-term leased properties, all furni
ture and furnishings procurement must be approved by
USIA Washington, except:

(1) Purchases of individual items urgently needed
or replacement items not exceeding $1,000 may be
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779.3

made without prior approval. Such purchases must be
reported to the parent agency; and

(2) Prior parent agency approval is not required for
the local purchase of replacement items in excess of
S1,000 when purchased with foreign currency in those
countries in which the Government owns an excess of
foreign currency.

c. AID office furniture and furnishings may be or-
dered by Missions directly from vendors. .

Air Conditioners for Office
and Other Functional Space

779.3-1 Policy
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Central or window and split air-conditioning units
may be provided, to the extent that funds are available
and needed parent agency approvals have been se
cured, in both public and private areas of Govern
ment-owned, long-term leased, and short-term leased
functional space when the Single Real Property Manag
er, in conjunction with the principal representatives of
each agency, determines that climatic conditions ne
cessitate their provision. (See §772.4-1.)

779.3-2 Purchase
(TL:GS-1; 8-22-91)"
(Uniform State/AID/USIA)

a. Procurement and installation of new air-condi
tioning units over 36,000 BTUs in Government-owned
and long-term leasedfunctional space, except for some
AID managed properties, are funded under minor im
provements.

b. Air-conditioner units under 36,000 BTUs for
Government-held office and other functional property
are charged to the agency of the occupant, and, for
State, are charged to the post's S&E fundS allotted by
the regional or functional bureau.

779.4 Fire Protection Equipment
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Per A/FBD/FIR codes and standards, smoke detec
tors and fire extinguishers shall be provided for use in
'Government-held office and other functional space.
For State Department-held properties, this equipment
is funded by A/FBO/FIR; maintenance and repair are
the functions of A/FBD while the provision of batteries

is the responsibility of the regional or functional bu
reau.

779.5 Removal of
Government-Owned FFA&E

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Employees and occupants shall not remove or permit
removal of any Government-owned furniture, furnish
ings, appliances, or equipment from any office or func
tional space, except on instructions from the account
able property officer. No change may be made in new
office buildings for the first year without prior A/FBD
approval.

779.6 Uninterruptible Power
Systems

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. A/FBD provides central uninterruptible power
systems (UPSs) when local conditions at overseas posts
make them necessary. These systems provide buildings
with continuous power for sensitive electronic equip
ment during power fluctuations or periods of transfer
from one power source to another, or, during power
outages, for a sufficient period of time to allow for an
orderly shutdown of equipment (approximately 15 min
utes).

b. Post officials who believe that an UPS is neces
sary should contact A/FBD. After consultation with A/
FBD, the post will be asked to provide a list of comput
ers and associated equipment, security systems, and
communications and other electronic equipment. A/
FBD and the post will review the user list to determine
the total load the UPS will support, and A/FBD will
order and provide the needed equipment. No procure
ment or installation of UPS equipment may take place
without 'A/FBO approval.

779.7 Electrical Transformers
Containing Polychlorinated
Biphenols (PCBs)

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

In order to comply with the Environmental Protec
tion Agency's Rule 40 CFR 761 ofJuly 1985, A/FBD is
replacing or modifying all post electrical transformers
containing polychlorinated biphenols. PCBs are used
as insulation fluids in some transformers, and their
leakage or presence in case offire pose potential health
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hazards. A/FBO will remove, dispose of, and replace
PCB transformers. Posts should contact A/FBO for
more information.
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.Exhibit 771.5-1
Chinaware, Glassware, Silverware, Kitchen Utensils, and

Linens Authorized for AID Principal Officers
MAXIMUM QUANTIlYAUTHORIZED ITEMS

A. CHINA
Uncrested or Other Commercial

China set w/service pieces
(place settings) 24

Teacups (extra) 36 each
Dessert plates (extra) 36 each
Saucers for teacups (extra) 36 each

B. FLATWARE
Silver-plated flatware set w/

service pieces (place settings) 24

C. CRYSTAL AND GLASSWARE
Uncrested or Other Commercial

Cocktail glasses 60 each
Crystal or glassware

(place setting) 24
Highball glasses 60 each
Salt and pepper shakers, glass 4 pairs
Water pitcher, glass . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. 1 each

D. SERVING PIECES
Dish, chafing, copper or brass,

w/pyrex liner ". . . . . . . . . . . . . . . . . . . . . 2 each
Dish, serving 8 each
Holders for casserole dishes,

metal or wood ". . . . . . . . . . . . . . . . . .. 6 each
Punch bowl set, glass, to include

punchbowl, tray, ladle, and
NTE 48 cups 1 set

Trays, serving (not sterling or
silverplate) 6 each

E. TABLE LINENS
Napkins, cloth (linen, ·etc.) 24 each
Tablecloth (linen, etc.) 2 each
Tablecloth, bridge, w/napkins 8 sets

F. KITCHEN APPLIANCES, ELECTRIC
Blender/mixer 1 each
Coffee maker, 50 or more cups 1 each
Deep fryer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. 1 each
Food processor 1 each
Food warmer 1 each
Frying pan . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. 1 each
Meat grinder, commercial. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. 1 each
Meat slicer (elec. or nonelec.),

commercial 1 each
Toaster, 4 slice 1 each
Waffle iron/grill 1 each
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Chinaware, Glassware, Silverware, Kitchen Utensils, and Linens Authorized
fOJ AID Principal Officers - continued

AUTHORIZED ITEMS MAXIMUM QUANTI1Y

Microwave oven 1 each
Dishwasher . . . . . . . . . . . . . . . . . . . . . . . . • . . . . . . . . . . . . . . . . . . . . . . . •. 1 each
Garbage disposal 1 each

G. COOKING UTENSILS
Nonelectric

Baking sheet 12"x18"x1/2 •
Bowl, mixing, 6 quart •
Bowl, mixing (4 piece set) .....................................•
Broiler, wire, heavy duty ......................................•
Casserole, 3 quart . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . •
Colander,S quart •
Custard cups ................................................•
Dishpan, 12 quarts ...........................................•
Fork and spoon, graded,

wood 10" .................................................•
Fork, cooks, 14" •
French fryer and basket, nonelectric •
Ladle, 2 oz •
Ladle, 8 oz •
Measure, 1 quart •
Pan, bake, 12"x17"x2 1/2" •
Pan, cake, Layer •
Pan, cake, Tube •
Pan, double broiler w/cover, 3 quart •
Pan, muffin, 12 cup ..........................................•
Pan, pudding, 3 quart •
Pan, sauce w/cover, 4 quart '.' •
Pan, sauce w/cover, 6 quart ..............................•....• •
Pan, sauce w/cover, 8 1/2 quart ................................•
Pastry board, 18"x24" ............•..•.......................••
Percolator, 2 quart ...........••.....•........................ •
Pie plate, 10" .....................................•.........•
Pitcher, water, 3 1/4 quart .....................................• •
Roaster, twin, 17"x12"x9 1/4" .................................•
Sharpener, knife ............................................• •
Skillet w/cover, 10 1/2" ................................•......•
Skillet w/cover, 13 1/2" .......................................•
Skimmer, 4 1/2" •
Spatula, 8" .................................................•
Spoon, 15" .................................................•
Strainer, wire, 8" ............................................•
Stockpot w/cover. 3 gallons ....................................•
Teakettle, 3 quart •

H. KITCHEN CUTLERY
Butcher steel, 14" •
Knife. boning, 6" ............................................•
Knife, bread, serrated edge, 9" . ~ •
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Chinaware, Glassware, Silverware, Kitchen Utensils, and Linens Authorized
for AID Principal Officers - continued

AUTHORIZED ITEMS MAXIMUM QUANTI1Y

Knife, cook's, 12" ...........................................•
Knife, meat slicing •
Knife, paring, 4" •

I. HOUSEHOLD EQUIPMENT/MAJOR APPLIANCES
Electric or Gas, as appropriate

Air conditioners (when central
system is nonexistent):

Per occupied bedroom 1 each
Per guest room 1 each

Living room as req. ~
Dining Room 1 each

Dryer, clothes 1 each
Fans, ceiling, floor, or table

(when room is not air conditioned)
Per room 1 each

Freezer, chest or upright type
NTE 25.3 cu. ft. cap. . 1 each

Hot water ·heaters, humidifiers,
dehumidifiers, air evaporative
(desert) coolers as req.

Refrigerators, 17.5 cu. ft. or less 2 each
Stove, cooking

Household type 2 each
or

Restaurant type 1 each
Stove, heating and/or portable

space heaters (when central
heating is nonexistent)

Per room 1 each
Vacuum cleaner 1 each
Washing machine _. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. 1 each

J. MISCELLANEOUS
Garbage can •
Miscellaneous items peculiar to local cooking

methods, collectively (NTE $100) *

* A reasonable quantity of items are authorized in this category to
supplement AID principal officers' personal items brought to post.

* Based upon allowance of 40 B.T.V. per square foot.
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Exhibit 771.7
Design Change Request Form

DESIGN CHANGE REQUEST FORM

DATE:

TO: AlFBO/DAS

FROM:

SUBJECT: REFURBISHMENT OF (EMR, DCR, COR) CITY NAME, COUNTRY

(I,We) met with the AlFBO/IDF Interior Designer ---:-_:---:--:-~:---_-:--_:---:'-:--:-__~
on and was/were told that the property is scheduled for major refurbishment in
FY -

(I,We) wish to appeal the refurbishment plan/schedule to the Representational Residences
Committee for reconsideration. (I,We) understand that the next Committee meeting will be
held on or about (January, April, July, October) 31 and that a decision will be made by the
Committee at that time.

The changes that (I,We) request are: ~ _

(My,Our) reasons for wishing to make a design change are: _

(Signature)

Form IDF-OOI (9/13/88)
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Exhibit 772.1
Basic and Supplemental Furniture, Furnishings, Appliances,

and Equipment for Government-Furnished Residences

1. Basic FFA&E - Standard Items for Government-Furnished Residences
Furniture as provided in State Department-contracted packages. including sofas. chairs. dining and kitchen

tables. desks, buffets, coffee and end tables, bookcases, china cabinets, mirrors, beds (including mattresses, box
springs and frames), wardrobes (as needed), bureaus, side tables, and dressers. Also:

(1) Rugs. carpets, and carpet pads;
(2) Table and floor lamps. and normal lighting fIXtures;
(3) Draperies. curtains, blinds/shades;
(4) American-type cooking range (gas or electric);
(5) Refrigerator;
(6) Washing machine and dryer, or shared laundry facilities;
(7) Smoke detectors;
(8) Fire extinguishers;
(9) Initial set of electric light bulbs; and
(10) Electrical regulators. such as transformers and adaptor plugs. as necessary for Government-furnished equip

ment.

2. Supplemental FFA&E
Items that may be provided in Government-furnished residences upon recommendation by the Post Interagency

Housing Board and approval by the Single Real Property Manager and principal representative of each agency.
Provision of items will depend upon availability of post-held .funds. The housing board should establish specific
numbers of items to be placed in each residence in accordance with 6 FAM 772.1-2. Includes:

(1) Water filters;
(2) Air conditioners and evaporative coolers (see 6 FAM 772.4);
(3) Window. floor and table fans;
(4) Humidifiers, dehumidifiers;
(5) Air cleaning devices;
(6) Portable heating appliances;
(7) Food freezers (see 6 FAM 772.3);
(8) Snow shovels, ladders, garden hoses and other garden and maintenance equipment;
(9) Chandeliers, decorative lighting fixtures, and sconces in appropriate representational residences;
(10) Commercial cooking equipment (including e~aust hoods and ducts. suppression systems and control de

vices) in appropriate representational residences;
(11) Garden, patio. porch and terrace furniture;
(12) Additional items of basic FFA&E. such as additional refrigerators. ranges. washing machines. clothes dryers.

where need can be clearly demonstrated and use is fully documented;
(13) Window awnings. window screens. mosquito netting;
(14) Vacuum cleaners;
(15) Floor polishers;and
(16) Fireplace equipment.

3. Additional Representational Items for Ambassadors, OCMS CGs (when Principal
Officers), U.S. Representatives to U.N. Agencies Abroad (when Principal Officers)

a. Chandeliers/decorative lighting;
b. Piano (for Ambassadors and Principal Officers);
c. Television. VCR. and Stereo (one each per residence);
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Basic and Supplemental FFA&E for Government-Furnished Residences 
continued

d. Dishwasher;
e. Ice Machine;
f. Plate Warmer; and
g. Bedspreads.

4. The following items are also available for Consuls (when Principal Officers)
a. Silver-plated flatware;
b. Chinaware;
c. Glassware;
d. Kitchen utensils;
e. Tulip champagne glasses;
f. Place card holders;
g. Tea/Coffee service;
h. Candelabra;
i. Chafing dishes;
j. Trays (smalJ, medium, and large);
k. Punch sets;
1. Water pitchers;
m.Sak & pepper shakers;
n. Hurricane lamps;
o. Ice buckets/ice tongs;

p. Revere bowls/liners;
q. Butter dishes;
r. Bread trays;
s. Casserole dishes (covered/uncovered);
t. Silver chest; and
u. Ash trays.
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Exhibit 777.1
Sample Household Inventory of Residences with IDF Items or Furnishings

Room Location: Dining Room

HOUSEHOLD INVENTORY REPORT

Inventory No. Item and Description
(Hypothetical Numbers)

UNK

1977

UNK

UNK

$60.00 1978

G

G

Occupant: Ambassador

Date: July 1, 1987

Condition Cost Year
E =Excellent
G =Good
F = Fair
P =Poor

F $80.00 1978

DINING CHAIRS - BLOND 18 - G
WOOD, UPHOLSTERED SEAT 2 - P
AND BACK, RED/GREEN STRIPE

RUG - 12'XI8', BEIGE W/
CARVED BORDER W/UNDER
LAY (PAD)

TABLE, END - 1 DRAWER W/
SHELF, 24"X30"X20"H, DARK
WOOD FINISH

RQme

XOI001

1

20

1

1 PRo DRAPERY, OFF-WHITE, ROUGH
TEXTURE W/LINING, .cURVED
VALANCE (PELMET) W/BEIGEI
GREEN FRINGE

Post:

Property No..:

E27.4

E29-6 TO
E29-26

E30.7

E30.9

E27.8 2 LAMPS, CHINESE VASE, RED G $80.00 1980
FLORAL, 27" HIGH

SHADES: WHITE SILK, 27" F $50.00 1980
ACROSS TOP, 28" BOTTOM,
18" SIDE HEIGHT

Use this format if post does not have NEPA capabilities.
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Sample Household Inventory of Residences with ·IOF Items or Furnishings 
continued

HOUSEHOLD INVENTORY REPORT

Post: Rome Occupant: Ambassador

Property No.: X01001 Date: July 1, 1987

Room Location: Holloware

Inventory No. Item and Description Condition Cost Year
(Hypothetical Numbers) E = Excellent

G = Good
F = Fair
P = Poor

1125 TRAY, ROUND 17", REED AND BARTON E $39.00 1986

1186 CANDELABRA,3BRANCH,GORHAM G $125.00 1985

1192 SALT/PEPPER SETS, GORHAM E $25.00 1985

1199 PLACE CARD HOLDERS, J.T. INMAN E $10.59 1986



6 FAM Exhibit 777 2.
Trans. Merno. No. Effective Date Page No.

AID HANDBOOK 23, App. SA 23:79 as indicated SA-79

Exhibit 777.2
Sample Antique and High Value Furnishings Inventory. Report

ANfIQUE AND HIGH VALUE FURNISHINGS INVENTORY REPORf

Room Location: Dining Room

Inventory No. Item and Description
(Hypothetical Numbers)

Occupant: Ambassador

Date: July 1, 1987

Condition Cost Year
Acc : (PO: Purchase
Acceptable Order)
RFB :
Refurbished

Rome

XOI001Property No.:

Post:

E-29-6
E-29-26

E30.9

20

1

DINING CHAIRS - BLOND
WOOD, QUEEN ANNE STYLE;
CABROILE LEGS, SHELL MOTIF
ATR CREST RAIL

RUG - 12'X18', BEIGE WI
BORDER, 1978 GIFf OF AMB.
ROGERS, RESTORED 1982, COST
$1,500, CHINESE, DATED 1900,
ACCEPTABLE CONDITION,
HORSE AND TREE MOTIFS

ACC

ACC

$60.00 1978

PO 1030
123456

Value: No PO
$4,000

E15.9 1 MARBLE-TOP TABLE, CONSOLE
GILT WOOD FRAME, ROCOCO
STYLE WITH CABRIOLE FORM,
ITALIAN, C. 1700, GIFT OF
AMB. & MRS. ROGERS, 1982

RFB No PO

E27.8 2 LAMPS, CHINESE VASE, RED ACC $80.00 1980
FLORAL, 27" HIGH, SARREID PO 1030-
#0954 123456

SHADES: WHITE SILK, 27" ACC $50.00 1980
ACROSS TOP, 28" BOTTOM, PO 1030-
18" SIDE HEIGHT 123456

Use this format if post does not have NEPA capabilities.
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780
DISPOSmON OF U.S. GOVERNMENT-OWNED OR

LONG-TERM LEASED REAL PROPERTY

781 AUTHORITIES, DISPOSAL
METHODS, LEGAL COUNSEL

781.1 Department of State
Properties

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Q. The Secretary of State may dispose of property
acquired under the authority of Section 9 of the For
eign Service Buildings Act of 1926, as amended (22
U.S.C.300). Disposition of Government-owned prop
erty may be by sale, exchange, lease, or license. The
Department has no authority to dispose of property for
less than fair market value. The proceeds of such dis
posals are deposited in the Foreign Service Buildings
Fund for use anywhere within the Buildings Program
based on world-wide priorities.

b. Post must obtain approval from AlFBO prior to
initiating any action that coUld result in the disposition .
of property acquired under the Foreign Service Build
ings Act. Pursuant to post recommendations and De
partm~ntal determinations,. AlFBO will pr~.vjde spec.if
ic instructions for disposition of property.

c. When the Chief of Mission/Principal Officer and
the Single Real Property Manager believe a Govem-'
ment-owned or long-term leased property should be .
disposed of, the circumstances should be communi
cated to AlFBO and the regional or functional bureau,
subject TAGS: ABLD, AMGT.

set forth in the trust fund or bilateral agreement or oth
er such document of understanding. Without excep
tion, all trust fund property that is to be disposed of will
either revert to the host government or be sold and the
sale proceeds returned to the trust fund account.

781.2-2 Section 636(c) Properties
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Excess AID real properties are acquired un.der
section 636(c) of the Foreign Assistance Act, as
amended (-FAA "), 22 U.S.C. section 2396(c), and
are disposed of under 40 U.S.C. sections 511-514.
Disposal may be by sale, exchange, lease or transfer
for cash, credit, or other property, with or without war
ranty, or for foreign currencies, credits, or substantial
benefits or the discharge of claims resulting from the
compromise or settlement of such claims. Disposal is
upon such terms or conditions as AID deems appropri
ate. The property must be excess, i.e., not required for
·the immediate foreseeable· needs oj AID. '

b. The proceeds of any disposal are deposited into
the -Property Management Fund" established by sec
tion 585(a) of Public Law 101-513 for use in accor
dance with section 636(c) of the FAA.

781.2

781.3-1 U.S. Government Long-Term
Leased Property

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Generally, the only disposal method for long-term
leased property is termination of the long-term lease.
Posts should contact A/FBO for further guidance.
Note that § §783 through 787 deal only with disposal
methods for Government-owned property.

AID Properties

781.2-1 Trust Fund Properties
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Trust fund property is property purchased with funds
provided by the host government for the support and
use of the USAID Mission. Missions maintain separate
property records for property purchased with trust
funds. Trust fund property that is not required for the
specific support of ongoing AID activities will be dis
posed of in accordance with the terms and conditions

781.3 Disposal Methods
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781.3-2 U.S. Government-Owned
Property

(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

U.S. Government-owned surplus property may be
leased, licensed, exchanged, or sold. These methods
are discussed in § §783 through 787.

781.4 Legal Counsel
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

All disposal actions require the use of local legal
counsel. Post must coordinate with A/FED, or the re
spective parent agency, when selecting and hiring local
legal counsel. Post should obtain hourly rate or flat
fixed fee for services; percentage fees are not allowed.
In the case of sale or exchange, posts should provide
A/FED or AID/W with a statement of funds required
for the legal services involved. In the case ofa lease or
license, the post should seek legal counsel for at least
the first such transaction and, subsequently, if local
laws or the language of the lease or license are
changed.

782 PROPERTY UTILIZATION

782.1 Evaluation
(TL:GS-l; 8-22-9/)
(Uniform ·Siate/AiD/USIA)

a. Each post holding Government-owned or long
term leased property should review its property hold
ings periodically to identify properties surplus to post
requirements, not beinglully utilized, or uneconomical
to retain. Each property should be evaluated with the
following general questions in mind:

(l) Is the property wholly or partly surplus to post
needs? If so:

(a) Could it be sold, licensed or leased?
(b) Could it be exchanged for more useful property?

(2) Is the property uneconomical to retain? If so:
(a) Could it be sold or exchanged for a more suit

able property, preferably wi~h lower maintenance and
operating costs, at a price within or roughly equivalent
to the estimated value of the present property?

(b) Could it be leased or licensed and other proper
ty acquired to meet post needs?

b. Any property which post determines is in some
measure surplus to need should be reported to A/FBD.

782.2 Considerations in
Evaluation

(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

When making the evaluation, posts should keep in
mind that few properties are without fault, and judg
ment is required to determine the degree of suitability
of the property under review. Factors to be considered
are:

(1) Is the property being put to optimum use?
(2) Is the property used only irregularly for pro

gram uses; would a portion of the property satisfy pro
gram needs?

(3) Have local conditions changed significantly
since the property was acquired, thereby affecting the
surrounding neighborhood, transportation facilities,
convenience to users, zoning and other environmental
factors, including local development plans?

(4) Is con.tinued Government ownership of the
property justified in light of its current use?

(5) Are operating and maintenance costs exces
sive?

(6) Is the property functionally obsolete or has it
physically deteriorated beyond economical repair?

(7) Will contemplated program changes alter post
property requirements?

(8) If a portion of the property is released, will the
remaining portion still comply with local zoning re
quirements?·

(9) Considering property prices or rentals, costs of
moving, preparation of the new space, occupancy
costs, and increase in efficiency of operations, can net
savings to the U.S. Government be realized through re
location?

(10) Is aportion of any property being retained pri
marily because the present boundaries are marked by
the existence of fences, hedges, roads, or utility sys
tems?

(11) Is land being retained only because it is land
locked?

(12) Is there land that can be made available for uti
lization by others within or outside the U.S. Govern
ment on a temporary lease or license basis?

(13) Are there security, political, or public relations
considerations that outweigh any or all of the forego
ing;

(14) What effect does the availability of alternative
facilities (if such are required) have on any or all of the
foregoing?

(15) Are there any restrictions on the expatriation of
proceeds of sale under local law?
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783 SALE OF
GOVERNMENT-OWNED
PROPERTY

(6) State that no bid will be accepted until first ap
proved by the U.S. Department of State or the RLA
(AID), and that the U.S. Government reserves the
right to reject any and all bids for any reason whatsoev
er;

783.1 Proc"edures for Sale
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

After authorization by AlFBO or AIDIW, the follow
ing steps should be followed:

(1) Arrange for two independent appraisals of the
property by qualified appraisers, obtain the appraisers'
bids for .such services, and request allotment of funds
from A/FBO or AID prior to contracting for these ser
vices; and

(2) Select the disposal method which will produce
the best return to the U.S. Government:

(a) Advertising for competitive bids is the preferred
method to be followed. A/FBO or AID/Wwill authorize
funds and suggest language for advertising in local
newspapers or in other media;

(b) If a real estate broker is to be used, the post
should forward to A/FBO or AID/W a justification, in
cluding the terms and costs of such services, and re
questing approval and allotment of funds; or

(c) If private negotiations are considered prefer
able, A/FBO or AID/W may authorize such action
based upon post recommendation and justification.

783.2 Invitation to Bid
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Posts should provide interested buyers with an Invi
tation to Bid. The Invitation to Bid must'be approved
by A/FBO or the Regional Legal Adviser (RLA) for AID
missions, and should:

(1) Give a brief and legally accurate description of
the property; "

(2) Require bids to be made in writing';
(3) Contain a cutoff date for the submission of bids;
(4) State that all bids shall continue irrevocably in

force for thirty-five days from the closing date for such
bids;

(5) Require that each bid be accompanied by ear
nest money in the form of a certified check payable to
the Treasurer of the United States in an amount not
less than five per cent of the bid. unless A/FBO or the
RLA (AID) approves an exception which should be doc
umented;

(7) Provide that, after U.S. Government approval
of the bid, a draft sales agreement shall be signed by the
purchaser. NOTE: This contract should be drawn by a
qualified lo.cal attorney in conjunction with the appro
priate post and A/FBO or RLA (AID) representatives.
Post must employ a local legal expert to ensure ade
quate protection of U.S. interests under and in com
pliance with local law. Posts may request allotment of
funds for attorney's fees from A/FBO;

(8) State that all transaction taxes, registration
fees, and legal fees shall be for the account of the pur
chaser, unless local law provides otherwise;

(9) State that unless local law requires otherwise,
the United States Government will transfer title by
means ofa Quit Claim Deed (a deed without continuing
U.S. Government warranty of the title); and

(10) State that upon payment in full of the purchase
price, the U.S. Government will deliver to the purchas
er the necessary title documents, without warranty of
title, unless local law specifically requires warranty by
the seller.

783.3 Processing Bids
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The post must:
(1) Provide a summary of each legitimate bid to A/

FBO or the RLA (AID) with a recommendation as to
which, if any, bid should be accepted; and

(2) Upon A/FBO or RLA (AID) acceptance of a
bid, notify all other bidders and return their earnest
money deposits.

783.4 Title Transfer
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. The post and its attorney will complete the title
transfer to the successful bidder in accordance with the
terms of the contract and local law. Any changes from
the terms of the contract required by local law will be
referred to A/FBO or the RLA (AID) for approval prior
to acceptance.

b. When title is transferred, the post will submit co
pies of all documents to Washington. The proceeds of
sales are processed in accordance with the require
ments of §786.
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784 EXCHANGE OF
GOVERNMENT-OWNED
PROPERTY

784. 1 When to Consider Property
Exchange

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Exchange of property is considered when circum
stances determine it is the appropriate method for dis
posing of a property. Exchange implies a fairly even
balance in terms ofproperty values, or receipt ofprop
erty plus cash from the other party; it requires provi
sion of real estate that is suited to post and Departmen
tal needs; and it can provide an excellent means of ne
gotiation for disposal if the other party is particularly
eager to have the U.S. property. When construction is
invol,"ed in the exchange, negotiation of the terms of
the agreement can become complicated and time-con
suming. Posts should contact A/FBO or AID/Wwhen
ever they are considering an exchange of properties.

784.2 Procedures for Exchange
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

When A/FBO or AID/Wauthorizes negotiations lead
ing to an exchange of properties, the post shall:

(1) Obtain independent appraisals of the properties
involved in the exchange from two qualified appraisers,
obtain the appraisers' cost estimates for making the ap
praisals, and request allotment of funds from A/FBO
or AID/W prior to contracting for these services;

(2) When the relative values of the properties have
been determined and A/FBO or AID/W approval has
been obtained, enter into contract negotiations with the
second party:

(a) If the exchange is a simple one, i.e., one prop
erty for another, the essential elements of the contract
negotiations are to describe the properties to be ex
changed, determine the amount of cash (if any) to be
paid by one party to the other, and set the details of the
title transfer;

(b) If the property to be acquired by the U.S. Gov
ernment involves construction, either remodeling or
construction of an entire new huilding, A/FBD must
approve architectural and engineering plans; and

(c) Depending on the complexity of the transaction,
A/FBD or AID/W may send a representative to handle
the negotiations.. The construction details become a

part of the exchange contract.

(3) When the contract is negotiated in draft, obtain
approval of its terms from A/FBO or RLA (AID) prior
to signature of the contract. If construction on the
property to be received by the U.S. Government is in
volved, the transfer of titles normally waits until the
construction is completed and accepted by A/FBO or
AID/W.

785 LEASE OR LICENSE OF
GOVERNMENT-OWNED
PROPERTY

785.1 Definitions
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Lease: A lease is a contract conveying property to
another for a specific period in consideration of rent or
other compensation. A lease may be the best method of
temporarily disposing of a property when foreseeable
future needs or a current poor market make the sale or
exchange ofdisposable property undesirable or infeasi
ble. Leases for Government-owned property must be
made in accordance with Departmental or AID re
quirements, local laws, and market conditions. Leases
create enforceable rights for the lessee, including a
stated duration of the lease period.

b. ~icense (A/FB.O properties only): A license is an
agreement that allows the occupation of property by
another party and describes the terms under which the
licensee may occupy the property without becoming a
trespasser. It is intended to create no enforceable

. rights for the licensee, and it can be terminated at any
time at the will of the licensor (owner).

785.2 Lease vs. License
Agreements

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Under a licensing agreement, the Department of
State seeks to reserve the right to revoke the license at
will (or on short notice), thereby avoiding diminution
of the Government's title rights to the property. A lease
creates a right in the lessee to hold the property for a
specific time. Either form may, under the rent or con
tract laws ofsome countries, result in establishment of
other rights beyond those stated in the agreement, such
as a right to occupy the premises indefinitely. This pos
sibility should be investigated carefully by the post be
fore making a recommendation to A/FBD.
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785.5785.3 When to Use Lease or
License Agreements

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. When the U.S. Government does not wish to sell
surplus property for reasons of possible future use, a
temporarily depressed real estate market, or other simi
lar reasons, it may lease or license the surplus property.
A license is usually preferred since it is designed to
avoid the lessee's acquisition of a vested interest in the
property under local law.

b. Authority to lease or license property must be ob
tained from Washington prior to any commitment by
the post. An employee occupying Government-held
quarters may not enter into a license agreement or any
other arrangement which would provide compensation
to the employee for use of the quarters.

c. No Government-owned, long-term leased, or
short-term leased property may be occupied or other
wise used by any non-U.S. Government individual or
organization in the absence of a sub~lease or license
established in accordance with this section.

d. A Memorandum of Understanding normally gov
erns the temporary transfer of Government-owned and
lorzg-term leased real property from one agency to
another within the Mission.

785.4 Proposals to Lease or
License Government Property

(TL:GS-1; 8-22-91)
(Unifo~m State/AID/USIA)

Post proposals to lease or license surplus property
should be submitted to A/FBO or AID/W with the fol
lowing information:

(1) Identification of the property and site, includ
ing PropID (see 792.4(2));

(2) Names of prospective tenants and their rental
offers;

(3) A statement comparing proposed rental rate
with prevailing rates locally;

(4) A recommendation on which offer should be
accepted;

(5) If the post recommends a lease instead of a li

cense, the reasons for leasing; and
(6) Information on whether local law in any way ex

pands the rights of the occupant beyond those granted
by the terms of the proposed agreement.

Drafting the Lease or
License Agreement

785.5-1 Consultation with a Local
Attorney

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

A local attorney shall be consulted prior to entering
into lease or license negotiations at a post. Posts may
request allotment and funding approval for legal costs
from A/FBO or AID/W. The major purpose of this con
sultation is to determine whether local laws grant the
tenant rights beyond those which the U.S. Government
is willing to grant, as stated in the model lease or license
(see Exhibits 785.5-1A and 785.5-1B). If the model
lease or license poses no problems under local law, and
the post has Washington approval to negotiate, the post
may proceed with negotiations with prospective ten
ants.

785.5-2 Report to Parent Agency on
Legal Problems

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

If the model agreement raises legal problems, post
must report the problems to A/FBO or the RLA (AID),
explaining the problems arising under local law and
suggesting solutions that will accomplish the U.S. Gov
ernment's aims to the fullest possible extent~ When A/
FBO or the RLA (AID) approves proposed changes to
the model lease or license, the post shall proceed to
final negotiations with the prospective tenant.

785.5-3 Inventory of Furniture,
Furnishings, and Equipment

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

If Government-owned furniture, furnishings,
appliances, or equipment are included, an inventory
shall be a part of the agreement and shall reflect the
condition of each item as "Good", "Fair", or "Poor".

785.5-4 Deposit
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

If possible, ,a deposit of approximately two months'
rent should be obtained and held in escrow against pos
sible damage to the property caused by the tenant.
Such deposits shall be accounted for by the State De
partment in a local deposit account. (See 4 FAM
322.2-4.)



6 FM-1 780

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 23, App. SA 23:79 as indicated SA-8S

786 DISPOSITION OF PROCEEDS

785.6-2 Renewal
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The model lease (see Exhibit 785.5-1A) includes no
language on renewal of the lease. Extensions of the
lease, if approved, can be handled by amendment.

785.6-1 Execution
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The execution of a license or lease shall be attended
by the required formalities of the host country, includ
ing registration of the license or lease.

785.5-5 Reporting
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

One signed copy of the lease or license agreement
should be sent to A/FBO or AID/W (leases only). The
original is to be retained at post.

787.2 Maintenance and
Improvements of A/FBO
Properties

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. It is expected that most of the maintenance or im
provement costs for leased or licensed Government
owned property will be, under the terms of the lease or
license agreement, at the expense of the lessee or li

censee.
b. Under a lease or license agreement, costs to the

Government that are not payable by the lessee or li
censee are charged to XJ (A/FBO) aJJotments in the
same manner as for any other Government-owned
property.

cal currency or dollars, ar deposited to the Property
Management Fund (account 72X4175).

787 FUNDING OF EXPENSES

787.1 Sales, Exchanges, Leases,
and Licenses of A/FBD
Properties

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Sale or Exchpnge Costs of A/FBO Property:
Funding approval for all disposition costs, such as ad
vertising, agents, brokerage, legal and survey fees, and
appraisals, must be reported to A/FBO, with a request·
for an allotment of funds.

"b. Lease or License Costs ofA/FBO Property: Costs
arising from a lease or license transaction, such as ad
vertising, legal fees, and agents' fees, are chargeable to
A/FBO appropriation 19X0535, allotment 6XXX,func
tion code 7120. Posts must request special allotment
of these funds.

786.2 Deposit of Lease or License
Income

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. A/FBO Properties: Payments accruing under a
lease or license shall be deposited as a reimbursement
to appropriation 19X0535 and reported in the monthly
accounts of the U.S. Disbursing Officer.

b. AID Properties: Payments accruing under a
lease of AID-owned property are deposited to the Gen
eral Receipts of the United States Treasury.

Execution, Renewal, and
Termination of Leases or
Licenses

785.6

785.6-3 Termination
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

When a lease or license" of U .S~ Government-owned
property is revoked or terminated, one signed and/or
certified copy of the notification of termination shall be
forwarded to A/FBO or AIDIW. The original copy will
be retained by the post. The notification will bear the
number of the license or lease and it, or a subsequent
document, shall report that all sums owing have been
paid.

786.1 Income from Sale
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. A/FBO Proceeds of Sale: Local currency pro
ceeds of sale for A/FBO properties are deposited into
account 20Ff210 for sale to the U.S. Disbursing Offi
cer's FSA account and reimbursement to appropriation
19X0535 (See 4 FAM 315.1-1b(2». DoJlar receipts
are deposited directly to 19X0535.

b. AID Proceeds of Sale: When proceeds of sale of
AID properties are received, the proceeds, whether 10-
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787.3 Expenses for AID Properties
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Costs arising under a sale, exchange, or lease of AID
properties may be funded by AID/W after approval by
AID/W-MS/OMS.

788 and 789 Unassigned
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Exhibit 785.5-1 A
Model Lease for U.S. Government-Owned Property

LEASE
between

THE GOVERNMENT OF THE UNITED ·STATES OF AMERICA
through

THE SECRErARY OF STATE OF THE UNITED STATES OF AMERICA
(or THE AGENCY FOR INTERNATIONAL DEVELOPMENT)

and

1. This lease made and entered into this day of in the year , by and between
the Government of the United States of America (or, through the Agency for International Development), acting by

(Name) (Title), hereinafter called the Lessor, and (Name)

(Tille) , hereinafter called the Lessee:

WITNESSETH: The parties hereto, for the considerations hereinafter mentioned, agree as follows:

2. The Lessor, the owner of certain property in the city of in the country of _
described as (Enter a complete description of the property) , hereinafter referred to as ..the property" ,

which is not presently needed for the current operations of the Les~or, does hereby lease to the said Lessee the
above-described property, to have and to hold for the term 6eginning and ending _

3. It is understood and agreed that, after (Statetlme period) of this.lease, either party shall be at l;iberty to
terminate this lease upon giving notice in writing to the other party sixty days in advance of the termination date,
without the Lessor having right to any payment other than for rental (or also for damages owing under other terms of
this l~ase) to the date the Lessee surrenders the premises. Further, in the event the Lessee fails to fulfill any of the
conditions of this lease, and where this lease specifically provides no other remedy for such failure, the Lessor is
entitled either to terminate this lease without pt:'evious notice or at hislher option, to take any measures that he/she
may deem necessary to establish the conditions contemplated by this agreement and at the entire expense of the
Lessee.

4. The Lessee sh"all pay the Lessor for the premises rented at the rate of (State sum for each time
period in U.S. Dollars), payable in (the local currency equivalent) at the prevailing rate of exchange
on the day on which each payment is made. The first payment being due , and subsequent payments
at the following times: _

s. The Lessee is prohibited from making any alterations to the property without the express prior writt~n consent
of the Lessor.

6. All maintenance and non-structural repairs shall be made at the expense of the Lessee and, in the case of
substituted materials or equipment of a different type or make, with the consent of the Lessor.

7. The Lessee (Lessor) undertakes to furnish heat to the property. (NOTE: This undertaking would vary de
pending on heating facilities in the Government-owned premises. If heat is supplied by the Lessor, the consideration
to be set forth in Article 4 should be adjusted accordingly.)
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Model Lease for U.S. Government-Owned Property - continued

8. The Lessee shall bear the cost of all water, electricity, gas and other utilities served to the property.

9. The Lessee shall return the property in the same good condition in which it was received, usual wear and tear
and damages beyond the Lessee's control excepted.

10. The Lessee agrees that the property shall not be used for any illegal or immoral purpose, nor for gambling, nor
for the sale of alcoholic beverages. The Lessee further agrees to take into account in this connection the fact that the
Government of the United States of America owns the property.

11. The Lessee undertakes to keep the property in a clean and tidy Slate. including upkeep of lawns and shrubs. e
and to maintain those sidewalks and approaches peculiarly within the Lessee's control in proper condition and free
of debris, snow and ice, and to accept all responsibility in connection therewith, as well as to maintain properly all
halls and stairways or other conveniences intended for the sole use of the Lessee, (its, his, her, their) agents and
employees, and the public; the Lessee accepting full and sole responsibility for any claim arising in connection with
damage sustained through the use of such halls, approaches, stairways and conveniences.

12. Whenever the property or any essential part thereof shall be destroyed by fire, flood, storm, earthquake, war,
civil disturbance or other casualty, this lease shall, in case of total destruction or on being rendered unfit for further
tenancy, immediately terminate, and, in case of partial destruction or injury, shall terminate at the option of either
Lessor or Lessee upqn giving notice in writing to the other party within twenty days after such casualty, and no rent

shal~ allccrue to theblLessor after ~uch termbinatiOn. SdhOU.ld the
f

Lesse.e
l
. elect tO

l
remain in ~ell Pbremllises rdendered ._

partla y untenanta e, a proportIonate re ate or re ucuon 0 preval mg renta payments WI e a owe . •

13. Any stamp duties required for this lease shall be paid by the Lessee and the English version of this lease is to be
preferred for the interpretation thereof.

IN WITNESS WHEREOF, the parties hereunto have affixed their hands and seals as of the .date written above.
. .'.

_______________________ LESSOR
(Name, Addre.., and Title)

The Secretary. of State of the United States of America, Acting By:

_______________________ LESSEE
(Name and.Tille)

Amend as appropriate for use by the Agency for International Development.
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Exhibit 785.5-1 B
Model License for U.S. Government-Owned Property

REVOCABLE LICENSE AGREEMENT
between

mE GOVERNMENT OF THE UNITED STATES OF AMERICA
through

THE SECRETARY OF STATE OF THE UNITED STATES OF AMERICA
and

1. This license agreement made and entered into this day of in the year __ , by and
between the Secretary of State of the United States of America, acting by (Name) (Title)

hereinafter called the Licensor, and (Name) (Title), hereinafter called the Licensee:

WITNESSETH: The parties hereto, for the considerations hereinafter mentioned, agree as follows:

2. The Licensor, the owner of certain property in the city of in the country of _
described as (Enter a complete description of the property) , hereinafter referred to as "the property",
which is not presently needed for the current operations of the Licensor, does hereby license the said Licensee to use
the property until advised by the Licensor that the property is needed by the Licensor by giving days notice.
Upon receipt of such notice, the Licensee shall vacate the property and remove all of (its, his, her, their) possessions
therefrom within days following receipt of notice to vacate.

3. In the event that the Licensee· shall desire to discontinue the use of the·property ~ the Licensee shall give the
Licensor thirty days notice of such intention.

4. In payment for the use of the property, the Licensee shall pay the Licensor, so long as the Licensee shall use or
occupy the property, (State sum for each time period in U.S. dollars) , in advance, effective , payable in

(Name of currency) at the prevailing rate of exchange on the day on which each payment is made. The first
payment being due , and subsequent payments at the following times: . In the
event the Licensee vacates the property before the expiration of a month for which advance payment has been
made, pro rata proportion (or no portion) of the advance payment shall be returned to the Licensee.

5.. The Licensee is prohibited from making any alterations to the property without the express prior written con
sent of the Licensor.

6. All maintenance and non-structural repairs shan be made at the expense of the Licensee and, in the case of
substituted materials or equipment of a different type or make, with the consent of the Licensor.

7. The Licensee (Licensor) undertakes to furnish heat to the property. (NOTE: This undertaking would vary
depending on heating facilities in the Government-owned premises. If heat is supplied by the Licensor, the consider
ation to be set forth in Article 4 should be adjusted accordingly.)

8. The Licensee shall bear the cost of all water, electricity, gas and other utilities served to the property and shall
pay all taxes and rates. and shall submit to the Licensor receipted bills for such taxes and rates.
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Model License for U.S. Government-Owned Property - continued

9. The Licensee shall return the property in the same good condition in which it was received, usual wear and tear
and damages beyond the Licensee's control excepted.

10.The Licensee agrees that the property shall not be used for any illegal or immoral purpose, nor for gambling,
nor for the sale of alcoholic beverages. The Licensee further agrees to take into account in this connection the fact
that the Government of the United States of America owns the propeny.

li.The Licensee undertakes to keep the property in a clean and tidy state, including upkeep of lawns and shrubs,
and to maintain those sidewalks and approaches peculiarly within the Licensee's control in proper condition and free _
of debris, snow and ice, and to accept all responsibility in connection therewith, as well as to maintain properly all •
halls and stairways or other conveniences intended for the sole use of the Licensee, (its, his, her, their) agents and
employees, and the public; the Licensee accepting full and sole responsibility for any claim arising in connection with
damage sustained through the use of such halls, approaches, stairways and conveniences.

i2.Any stamp duties required for this license agreement shall be paid by the Licensee and the English version of
this license agreement is to be preferred for the interpretation thereof.

IN WITNESS WHEREOF, the parties hereunto have affixed their hands and seals as of the date written above.

_______________________ LICENSOR
(Name. Address, and Title)

The Secretary of State of the United States of America, Acting By:

_______________________ LICENSEE
(Name and Title)
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790
REAL PROPERTY REPORTS

792 REAL ESTATE MANAGEMENT
SYSTEM (REMS)

791 RESPONSIBILITIES
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The ~ingle Real Property Manager, designee of the
Real Property Manager, or the principal agency repre
sentative for special AID and USIA reports is responsi
ble for the submission of current and accurate real
property reports.

792. 1 General
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA)

a. The automated Real Estate Management System
(REMS) was developed to assist in the management of
all U.S. Government real property overseas under the
authority of the Department of State and other foreign
affairs agencies. The REMS program is administered
by the Office of Foreign Buildings Operations (A/
FBO).
. b. The R~MS pr08ram .encompasses !wo. basic sys- ..

tems, each comprised of several different modules.
These two systems are generally identified as A/FBO
(Washington) REMS and Post REMS.

792.2 A/FBO REMS

b. The information falls into the following three
main categories:

(1) Property data: Lists all characteristics of the
building or land, i.e., address, size (land size or build
ing measurements), year of construction, year of ac
quisition,· acquisition cost, appraisal value, etc.;

(2) Lease data: Contains pertinent facts relevant
to each lease, i.e., lease number, lease start and end
dates, renewal options, annual lease costs, currency of
lease payment, purchase option, etc.; and

(3) Unit data: Applicable only for residential prop
erties, provides information pertaining to the unit and
the occupant, type of property, number of bedrooms,
occupant agency, number of occupants, etc.

792.2-2 Post REMS
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Post REMS replicates all data maintained in A/FBO
REMS and includes additional, more-detailed infor
mation to enable automated posts to manage their real
property inventory. Post REMS includes various mod
ules to facilitate assignment ofhousing units, track rou
tine and special maintenance requirements (Work Or-

.der System)", administer the leasing program; monitor
property payments, etc. Installations ofPost REMS are
dependent upon post size (i.e., number ofproperties),
computer hardware configuration, and overall need.
Requests for REMS software should be directed to A/
FBO/OPS/RE.

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

Under the Single Real Property Manager concept,
AIFBO REMS is maintained in Washington and con
tains detailed information on all U.S. Government
properties worldwide, owned or leased, managed by the
Department ofState and other foreign affairs agencies.

792.2-1 Building Inventory System
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

tl. This module maintains detailed information on
all Government-held and privately-leased (LQA) real
property at overseas posts, regardless of the owning or
occupying agency. Less detailed information is main
tained on properties under construction by A/FBO.

792.3 .Submission of REMS
Information

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Non-Automated Post Submissions
(1) All real property transactions, i.e., additions,

deletions, or changes to leases or unit occupants, etc.,
are submitted to A/FBO telegraphically as they occur.
Cables should follow the order of the appropriate data
elements listed in Exhibit 792.4A and must be directed
to A/FBO/OPS/RE.

(2) A/FBO will send to the post periodic summary
reports based on these telegraphic submissions for post
use in managing the housing program.
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b. Automated Post Submissions
(1) All automated posts must send their data to A/

FBO quarterly, in a tape or diskette, by registered
pouch to the following address:

Office of Foreign Buildings Operations
Real Estate Division
Department of State
Washington, D.C. 20522-0602

(2) Special air service packages can be sent to:
Office of Foreign Buildings Operations
Real Estate Division
1701 N. Ft. Myer Drive
Arlington, Virginia 22209

(3) Posts are requested to cable FBO each time a
package is sent, giving the date and registration/airway
bill number of the package.

792.4 General Instructions
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

The following information provides guidance on re
porting and/or interpreting REMS requirements:

(1) Data Elements: The Post Building Inventory
System Data Requirements are contained in Exhibit
792.4A. Each of the data elements shown must be pro
videdfor transactions on each type ofproperty. Consis
tent interpretation of each element is important in en
suring the integrity of the database. Posts must use the
definition of each data element, as presented in Exhibit
792.4B.

(2) Property Identification Number (PropID):
REMS assigns a property identification number (Pro
pID) to each property. This numbering system is main
tained by the post; numbers are assigned sequentially,
regardless of ownership type (Government-owned,
leased, etc.) or use (office, residential, etc.). Exhibit
792.4C contains a sample log sheet which should be
maintained by post. ProplDs are unique numbers and
may not be reused. (See Exhibit 792.4D, U.S.G.lnter
est Property Types, to complete the log sheet.)

(3) Lease Numbering: A standard lease numbering
system is used in the REMS program. Exhibit 792.4E
explains the accepted numbering system to be used for
all agencies' leases. Exhibit 792.4F contains a listing
of the agency codes used in REMS; if you require any
additions to thi~ listing, please cable A/FBO/OPS/RE.

(4) Property Use Types: Property reports and up
dates sent to FBO should reflect all real property hold
ings, including office buildings, functional properties,
all residential quarters, land (vacant or developed)
sites, buildings under construction, schools (only those
held in the name by the U.S. Government), and recre-

ational property owned or leased by the U.S. Govern
ment (not that leased by employee associations). Ex
hibit 792.4G lists all the property use codes currently
used in REMS.

(5) Ancillary Structures: The REMS program also
tracks ancillary structures of larger properties, i.e.,
generator shed~ guard house, guest house (of EMR),
cabana, servants' quarters, etc. Such structures are
considered part of a larger "parent" property and
would not be given a separate property identification
number (PropID); they carry the same ProplD as the
parent structure. Measurements for these structures
should not be included in the gross and net figures for
the parent structure. When submitting information on
ancillary structures, include the PropID of the parent
property, a property name reflecting the functional use
of the structure, and gross/net measurements.

(6) Multi-Use Property: A multiple use property is
a building which has more than one use (e.g., the con
sulate office building and the consul general residence
are in the same structure). When reporting such prop
erties, the primary use, that which occupies the largest
percentage of space in the building, is shown as Use 1
and accompanied by the relevant gross and net mea
surements. The secondary use, that which occupies the
smaller or remaining portion of the structure, is re
ported as Use 2 with the relevant m.easurements. All
other data elements should be reported as noted above.

793 ANNUAL REPORT AND
CERTIFICATION OF AID REAL
PROPERTY HOLDINGS
(OWNED AND LEASED)

(TL:GS-1; 8-22-91)
(AID Only)

a. Each AID mission shall prepare annually a report
on its real property holdings, i.e., owned property and
lease contracts, at the request of its Embassy Adminis
trative Officer. This report must be submitted to the
Chief of Mission for certification that the AID housing
program is properly and effectively used and has been
assigned in compliance with all existing housing policies
and procedures. The report must have the approval
and signature of the principal AID officer at post.

b. The following certifying statement should be in
cluded:

. "The reporting post certifies that the iisted proper
ties were effectively used during thefiscal year and
that overall maintenance and operating costs for
these units were not excessive in comparison to
other suitable properties (, except . ..). These
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listed properties were assigned or leased in com
pliance with all existing housing policies and pro
cedures. "

c. The report shall use the following format. The
lease numbers shown are examples. See Exhibit
792.4E for an explanation of the AID lease numbering
system.

d. For leases, it is only necessartto list the AID se
ries indicator, country code, and lease contract symbol
("LE") at the top of each column. Special residences,
office buildings~ and other non-residential facilities
should be indicated by the abbreviations shown above.
No abbreviation or other identification is needed for
non-representational housing.

794 ANNUAL REPORT OF
FUNCTIONAL AND
RESIDENTIAL PROPERTY
(USIA ONLY)

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

USIA requires annual reports on each property occu
pied by USIA; whether Government-owned, long-term
leased, or short-term leased. The report forms and in
structions for functional and residential properties are
mailed to the posts each year. Reports should be sent to
USIA, Attention: M/AOP, by November 1 of each year.
Datafor the reports are compiled as ofSeptember 30 of
each year.

795.1 Department of State
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. If indicated in this chapter, documents are to be
sent to A/FBO at the following address:

Office of Foreign Buildings Operations
Real Estate Division
Department of State
Washington, DC 20522-0602

b. If any documentation is prepared in a foreign lan
guage, the copies forwarded to A/FBO shall be accom
panied by an English translation, signed by the transla
tor, with the name of the translator typed below the
signature.

c. Lease documents executed in the name of the Sec
retary of State should be handled as follows:

(1) Short-term lease: NO copy of the new or re
newed lease is sent to A/FBO. All copies are kept at
post;

(2) Long-term lease: One copy is held at p'!st and
one certified copy isforwarded to A/FBO. One certified
copy of each renegotiated long-term lease or related
amendment is also sent to A/FBO;

(3) Termination and Acquittance Agreement~

Agreements for short-term leases are held at post. One
certified copy of each Termination and Acquittance
Agreement for long-term. leases should be sent to A/
FBO; and

(4) Lease Amendment: Amendments for short
term leases are held at post; one certified copy of each
amendment for long-term leases should be sent to A/
FBO.

d. Property acquisition documents executed in the
name of the Secretary of State should be handled as
follows:

(1) Contract of Sale: The original and one signed
copy should be sent 10 A/FBO. Signed copies should be
certified by the local recorder or register of land re
cords. One signed copy is to be retained at post;

(2) Deeds for Purchased Property: The original
and one signed copy should be sent to A/FBD. Signed

795 DISPOSITION OF LEASE,
TITLE, AND OTHER REAL
PROPERTY DOCUMENTS

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

This section has been included as a checklist for the
disposition and submission of various documents re
ferred to in 6 FAM 700.

OWNED PROPERTY
Occupant/Purpose:
OB(for office building)
ADO(Area Dev. Officer)

Property No:
X4007
X5008

LEASED PROPERTY
AID Lease Number; Occupant/Purpose·
(AID-YrY-LE-XX-ZZZ)

AID-306-LE-84-585 MD (for Mission Director)
84-586
85-591 DD (for Deputy Director)
85-594 EXO (for Executive Officer)
85-603
86-610
86-611 OB (for office building)
86-612
87-620 WHSE (for warehouse)
87-621
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copies should be certified by the local recorder or regis
ter of land records. One signed copy is to be retained at
post;

(3) Option to Purchase Real Property, Notice of
Exercise of Option, Affidavit of Title: The original and
one signed copy should be sent to A/FBO. Signed copies
should be certified by the local recorder or registrar o(
land records. One signed copy is to be retained at post;

(4) Certification ofLand Title: One certified copy is
to be attached to the voucher for payment for the prop
erty and one copy retained at post; and

(5) Boundary and Building Location Survey Re
ports: One copy of the signed written report, two prints
of the survey drawings, and one copy of the engineer's
survey certification are to be sent to A/FBO for review.
One copy of the report, the original tracing of the sur
vey drawings, and the original of .the engineer's survey
certification are to be retained at post.

e. Contractor's Release Certificate: A construction
document should be handled by sending one signed
copy to A/FBO with original signed copy to be retained
at post.

f. Property disposition documents executed in the
name of the Secretary of State should be handled as
follows:

(1) Lease or License for u.S. Government-Owned
Property: One signed copy is to be sent to A/FBO and
the original copy to be retained at post;

(2) Notification of Termination ofLease or License:
One signed or certified copy is to be sent to A/FBO and
the original copy to be retained by the post; and

(3) Documents of Sale and Property Titles: When
title to real property is transferred, the post shall sub
mit one original copy of all documents to A/FBO and
retain one copy of all documents.

795.2 Agency for International
Development

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. AID requires the same documentation as the De
partment of State as per the above, however, AID also
requires a copy of all short-term leases other than resi
dentialleases. The documentation is to be sent to the
following address:

Agency for International Development
MS/OMS Rm 1600 SA-14
Washington, D. C. 20520

b. If any documentation is prepared in a foreign lan
guage, the copies forwarded to AID shall be accompa
nied by an English translation, signed by the transla
tor, with the name of the translator typed below the
signature.

795.3 Other Agencies
(T~:GS-1; 8-22-91)
(Uniform State/AID/USIA)

a. Each agency at post is responsible for providing
required documents to their parent agency. Documents
described in this section are to be sent to the parent
agency at the appropriate address below:

United States Information Agency
M/AOP Room 616
301 4th Street, S. W.
Washington, D. C. 20547

Department of Agriculture
Foreign Agriculture Service
Room 6077, South Building
Washington, D.C. 20520

USFCSIOPM
Department of Commerce
HCHB Rm. 3809
14th and Constitution Ave., N. W.
Washington, D. C. 20230

Defense Intelligence Agency
Attn: Directorate for Attache
AT- 9
Washington, D.C. 20301

b. Ifany documentation is prepared in aforeign lan
guage, the copies forwarded to the parent agency shall
be accompanied by an English translation, signed by
the translator, with the name of the translator typed
below the signature.

c. Short-term lease documents funded by the parent
agency (executed in the name of the Secretary ofState)
should be handled as follows:

(1) Short-term leases: One copy of the lease is sent
to the parent agency and one copy to be kept at post;

(2) Termination and Acquittance Agreement: One
original copy of each memoranda for short-term leases
is to be sent to the pa;ent agency and one copy held at
post; and

(3) Lease Amendment: One original copy to be sent
to the parent agency and one copy retained at post.

796 through 799 Unassigned



GROSS SIZE:
NET SIZE:
PROPERTY USE # 2:
NET SIZE # 2:
NO. RESIDENTIAL UNITS:
LA.ND SIZE (ACRES):
RIGHT .TO CONVEY: .
SWIMMING POOL (YIN):
TENNIS COURT (YIN):
PROPERTY COMMENTS:

LEASE INFORMATION:
LEASE NUMBER:
CURRENT FY OBLIGATION:
LEASE START DATE:
LEASE EXPIRATION DATE:
RENEWAL OPTION (OFFICES ONLY):
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Exhibit 792.4A
Post BUilding Inventory System Data Requirements

a. GOVERNMENT-OWNED PROPERTY DATA ELEMENTS (GO)
POST:
PROPERTY ID: CONSTRUCTION COST:
AGENCY: PROPERTY USE:
PROPERTY NAME: GROSS SIZE:
ADDRESS: NET SIZE:
DISTRICT: PROPERTY USE #2:
ASSOCIATED LOT: NET SIZE # 2:
YEAR CONSTRUCTED: NO. RESIDENTIAL UNITS:
DATE FIRST ACQUIRED: LAND SIZE (ACRES):
ACQUISITION METHOD: SWIMMING POOL (YIN):
TRANSFERRING AGENCY: TENNIS COURT (YIN):
DATE PURCHASED: RIGHT TO CONVEY (YIN):
ACQUISITION COST: PROPERTY COMMENTS:

b. RESTRICTED GOVERNMENT-OWNED PROPERTY DATA ELEMENTS (RGO)
POST:
PROPERTY ID:
AGENCY:
PROPERTY NAME:
ADDRESS:
DISTRICT:
YEAR CONSTRUCTED:

. DATE FIRST ACQUIRED:
USE EXPIRATION DATE:
INDEFINITE USE (YIN):
PROPERTY USE:

c. CONSTRUCTION WORK IN PROGRESS DATA ELEMENTS (CWIP)
POST:
PROPERTY ID: CONSTRUCTION START DATE:
AGENCY: PROPERTY USE:
PROPERTY NAME: SWIMMING POOL (YIN):
ADDRESS: TENNIS COURTS (YIN):
DISTRICT: PROPERTY COMMENTS:
ASSOCIATED LOT:

d. LONG-TERM LEASE PROPERTY DATA ELEMENTS (LTL)
POST:
PROPERTY INFORMATION:
PROPERTY ID:
AGENCY:
PROPERTY NAME:
ADDRESS:
DISTRICT:
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Post Building Inventory System Data Requirements - continued

ASSOCIATED LOT:
YEAR CONSTRUCTED:
DATE FIRST ACQUIRED:
PROPERTY USE:
GROSS SIZE:
NET SIZE:
PROPERTY USE #2:
NET SIZE #2:
NO. RESIDENTIAL UNITS:
LAND SIZE (ACRES):
SWIMMING POOL (YIN):
TENNIS COURTS (YIN):
PROPERTY COMMENTS:

RENEWAL NOTIFICATION DATE:
(OFFICES ONLY):
ANNUAL RENT:
RENT QUOTED IN (LOCAL, USD, OTHER):
RENT PAID IN (LOCAL, USD, OTHER):
NO. YRS. ADVANCE PAYMENT:
PURCHASE OPTION (YIN):
PURCHASE OPTION DATE:
LEASE COMMENTS:

LEASE INFORMATION:
LEASE NUMBER:
CURRENT FY OBLIGATION:
LEASE START DATE:
LEASE EXPIRATION DATE:
RENEWAL OPTION (OFFICES ONLY):
RENEWAL NOTIFICATION DATE:
(OFFICES ONLY):
ANNUAL RENT:
RENT QUOTED IN (LOCAL, USD, OTHER):
RENT-PAID IN (LOCAL, USD, OTHER):
NO. YRS. ADVANCE PAYMENT:
PURCHASE OPTION (YIN):
PURCHASE OPTION DATE:
LEASE COMMENTS:

OCCUPANT TITLE:
EMPLOYEE RANK:
OCCUPANT AGENCY:
TANDEM AGENCY:
NO. OCCUPANTS:
RESIDENTIAL COt\-1MENTS:

e. SHORT-TERM LEASE PROPERTY DATA ELEMENTS (STL)
POST:
PROPERTY INFORMATION:
PROPERTY ID:
AGENCY:
PROPERTY NAME:
ADDRESS:
DISTRICT:
ASSOCIATED LOT:
DATE FIRST ACQUIRED:
PROPERTY USE:
GROSS SIZE:
NET SIZE:
PROPERTY USE #2:
NET SIZE # 2:
NO. RESIDENTIAL UNITS:
LAND SIZE (ACRES):
SWIMMING POOL (YIN):
TENNIS COURTS (YIN):
PROPERTY COMMENTS:

f. RESIDENTIAL UNIT DATA ELEMENTS (required for all residential units)
POST:
AGENCY:
PROPERTY ID:
LEASE NUMBER:
UNITIAPARTMENT NUMBER:
RESIDENTIAL USE:
DETACHED RESIDENCE (YIN):
NO. BEDROOMS:
NET SIZE:
STUDIOIEFFICIENCY (YIN):



LEASE INFORMATION:
CURRENT FY OBLIGATION:
LEASE START DATE:
LEASE EXPIRATION DATE:
ANNUAL RENT:
RENT QUOTED IN (LOCAL, USD, OTHER):
LEASE COMMENTS:
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Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 23, App. SA 23:79 as indicated SA-97

Post Building Inventory System Data Requirements - continued

g. LIVING QUARTERS ALLOWANCE DATA ELEMENTS (LQA)
POST:
PROPERTY INFORMATION:
PROPERTY ID:
AGENCY:
PROPERTY NAME:
ADDRESS:
DISTRICT:
DATE FIRST ACQUIRED:
PROPERTY USE:
NET SIZE:
NO. RESIDENTIAL UNITS:
SWIMMING POOL (YIN):
TENNIS COURTS (YIN):
PROPERTY COMMENTS:
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Exhibit 792.48
Data Elements

FIELD NAME

Acquisition Cost

Acquisition Method

Address

Agency

Ancillary Structure

Annual Rent

Associated Lot

Condo Flag

Construction Cost

EXPLANATION

Represents total purch.ase price of property, including closing costs,
attorney fees and other costs related to purchase.
NOTE: If land and building(s) are purchased together, enter total
purchase price on the propeny record describing the land. Enter
price in U.S. dollars.

Method by which STATE acquired property. Valid entries are as fol
lows:
(1) P =Purchased;
.(2) FBOC =U.S.G. (FBO Program) Constructed;
(3) LIP = Lease/Purchase Agreement;
(4) G = Gift/Other; and
(5) T = Transfer from another agency, (specify agency in blank).
Circle code for acquisition method. Enter additional information in
U Property Comments" field of property record.

REQUIRED. Enter complete local street address. City name of prop
erty must be included when it is different from the name of the man
aging post. Address should include number or letter of apartment,
condominium, townhouse, etc., if applicable.

Enter name of agency owning or leasing the property.

A structure that does not fall into any other use category. (See Exhibit
792.2-4G, Property Use Codes). The structure is considered to be
part of the primary residence or office complex.
Examples: Guest House on EMR grounds used only for guests of the
Ambassador, pool house, cabana, guard house, generator shed, ser
vants quaners, garages, etc.

REQUIRED. Enter annual rental amount in U.S. Dollars. Circle cur
rency specified in lease. Options: local, USD, other (specify). Enter
amount in currency paid.

Enter Property 1D of related land record (e.g., If land is LTL and
structure is GO, enter the Property ID number for the land in the
U Associated Lot" field of the GO property record).

If property is a condominium, enter "Y" for yes in the blank pro
vided. If property is not a condominium, enter "N" for no in the
blank provided.

REQUIRED for properties constructed by the U.S. Government.
Represents total cost of property construction including A & E costs
and project management costs. Enter cost in U.S. dollars.
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Data Elements - continued

FIELD NAME EXPLANATION

Construction Start Date Enter the date the construction was started. Date is to be entered as
month. day and year as follows. MM/DD/YYYY.

Current FY Obligation REQUIRED. Enter amount obligated for lease in current fiscal year.
Amount is to be entered in U.S. dollars.

Date First Acquired REQUIRED for all properties. This is the date when the U.S.G. pur
chased or first leased the property.
NOTE: This date does not change when the owning/occupying
agency changes or when current lease term dates are updated/re
newed. Date is to be entered as month. day and year as follows.
MMlDDIYYYY.

Date Purchased

Detached Residence

Enter date property was purchased. Date is to be entered as month.
day and year as follows. MM/DD/YYYY.
REQUIRED. Indicates whether or not unit is a detached home. En
ter "Y" for yes if the unit is a detached home (single family residence
not connected to any o'ther unit). If the unit is not a detached resi
dence enter UN" for no.

District Enter name or post-designated description of sector. neighborhood
or district where property is located. if applicable.

Employee Rank REQUIRED. Enter rank of occupant. as defined in housing policy.
(See 6 FAM 723 Exhibit 723H. to be published at a later date. for
employee rank equivalency.)

Expiration Date REQUIRED. Enter the date the current lease term is to expire/end.
disregarding any renewal options. If a lease is renewed. the Expira
tion Date should be changed to reflect the last day of the new lease
term. Date is to be entered month. day and year as follows. MM/DD/
YYYY.

Gross Size REQUIRED. Gross area is to be represented in square meters. (See
6 FAM 723.Exhibit 723D and 723F. to be published at a later date.
for measuring guidelines.) These measurements should represent the
area of all floors enclosed within the normal outside surface of the
exterior walls.

Office: If more than one office space or floor is owned or leased
under one contract within a building. the gross area should represent
the. combined total square meters of all the office spaces or floors.
Residence: For a single residential unit this measurement represents
gross square meters as defined above. If there is more than one resi
dential unit in a property which is government-owned or leased under
one contract. the gross size should represent the combined total
square meters of all units.
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Data Elements - continued

FIELD NAME

Gross Size - continued"

Indefinite Use

Land Size

Lease Comments

Lease Number

Lease Start Date

Net Size

EXPLANATION

Functional: All functional properties should be measured under the
same guidelines as above.
NOTE: Individual unit measurements, in multiple unit buildings,
would be shown under "Residential Unit" information.
REQUIRED FOR RGO PROPERTIES ONLY. Enter "Y" for yes if
there is no fIXed expiration date. Provide additional comments as
applicable. .

Land Size should represent the total lot area in acres. Required un
less separate Property ID exists for the land.

OPTIONAL. Use this space to provide additionaUspecific informa
tion pertaining to the lease (e.g., lease is currently under negoti
ation, lease has unlimited renewal options, etc.).

REQUIRED. The lease number is assigned by post and identifies a
property or properties by contract or lease. (See E~jbit 792.2-4E
for "Lease Numbering" instructions).

REQUIRED. Enter start date of current lease term. Lease Start Date
must be changed each time a lease is renewed. Date is to be entered
month, day and year as follows, MM/DD/YYYY.
NOTE: This date is different than Date First Acquired which repre
sents the first time a property was leased by any U.S.G. agency. See
"Date First Acquired" in "this exhibit for clarification. "

REQUIRED. Net area is to be represented in square meters. (See 6
FAM 723, Exhibit 723C and 723E, to be published at a later date).
Net Size area should include only usable space.

Office: Measurements should exclude foyers, halls, utility shafts,
built-in closets, stair landings, toilets, elevator shafts and utility clos
ets. If more than one office space or floor is owned or leased under
one contract within a building, the net size should represent the com
bined total area of all the office spaces or floors.
Residence: For a single residential unit, this measurement represents
the net area as defined above. If more than one residential unit is
owned or leased under one contract within a building, the net size
should represent the combined total square meters of all residences.
Measurements should exclude foyers, halls, utility closets/shafts,
built-in closets, stair landings, elevator shafts, utility closets, and
servants quarters.
Functional: All functional properties should be measured under the
same guidelines as above.
NOTE: Individual unit measurements, in multiple unit buildings,
would be shown under "Residential Unit" information.
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Data Elements - continued

FIELD NAME EXPLANATION

Net Size #2 Net area of building or unit reported as Property Use #2. Required if
Property Use #2 is entered. Net size is measured as described in "Net
Size" above.

No. of Bedrooms

No. Occupants

REQUIRED. Enter the number of bedrooms in the residential unit
(excluding servants quarters).
Enter total number of official occupants (employee plus dependents
on official travel orders) residing full-time at post. Include employee
and dependents, and tandem spouse, if applicable.

No. Residential Units REQUIRED. Residential Units should represent the number of indi
vidual units in a government-owned building or the number of units in
a building which are leased under a single contract.

No. Yrs. Advance Payment Enter the number of years for which rent is paid in advance.

Occupant Agency REQUIRED. Enter employing agency of occupant. Must be Agency
Name or "License". See Exhibit 792.2-4F for Agency Codes.

Occupant Title REQUIRED. Enter title o~ unit occupant.

Post REQUIRED. Enter name of post where property is located.

Property Comments OPTIONAL. Use this space to provide additional/notable informa
tion pertaining to property, structure, deed, etc. (e.g., Propertyadja
cent to chancery, purchased separately and annexed to XXXXX
(PropID); as of 212/1989 XXXXX is LTL not STL; this is a usufruct
agreement, etc.)

Property ID REQUIRED. The ProplD (formerly building number or BIN) is a
unique reference number identifying each lot and/or structure or
lease. The Property ID number is assigned by post, for all properties,
at the time of purchase or lease.
Property ID's are assigned sequentially regardless of the method of
acquisition (purchase or lease). Use the Property Identification As
signment Control Sheet (See Exhibit 792.2-4D) to assign the next
available property number and record the property information.
NOTE: Property IDs, once assigned, cannot be reused or changed.

Property Name REQUIRED for GO, RGO, and LTL. Enter the name of the property
or building, not the address. (e.g., Chancery, Annex C, Econ. Res.,
Marine Res., Agri. Attache Res., Bahia Compound, White Swan Ho
tel, Transmitter Site, Receiver Site, Transient Unit, Licensed Unit,
school, or research facility, etc.) Also required for STL properties
when there are separate leases within the same physical building,
whether residential, office or functional.
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Data Elements - continued

FIELD NAME EXPLANATION

Property Use

Property Use #2

REQUIRED. The property use code is determined by the actual use
of the property (e.g., Residence =RES/XXX, Office =OFF/XXX,
Functional =FCf/XXX, Land =LOT/XXX), and represents the pri
mary or greatest use of the property.
EXAMPLE: One or more floors of building is/are used for office
space and one floor or unit is used as a residence, therefore primary
use would be OFF (office), the RES (residence) would be considered
secondary use or Property Use #2. See "Property Use #2". See Ex
hibit 792.2-40 for a complete list of Property Use Codes.
REQUIRED if property is used for more than one function. (e.g.,
office and Consul General Res., warehouse and motor pool, etc.).
Property Use #2 represents the secondary use of the property.
Example: One or more floors of building is/are used for office space
and one floor or unit is used as a residence, therefore Property Use #2
would be RES/XXX (residence). Refer to Exhibit. 792.2-4G for a
complete list of Property Use Codes.

Purchase Option REQUIRED. Enter "Y" for yes if the lease contract provides a pur
chase option. If there is no purchase option provided in the lease
contract enter "N" for no.

Purchase Option Expiration Date REQUIRED if purchase option is My" for yes. Enter the latest date
post may exercise purchase option. Date is to be entered as month,
day and year as follows, MM/DD/YYYY.

Renewal Notification Date
.' .

REQUIRED FOR OFFICES ONLY. Enter the date by which land-
lord must be notified if post wishes to exercise renewal option.

Renewal Option REQUIRED FOR OFFICES ONLY. If the terms of a lease include
an option to renew enter My" for yes. If there is no renewal option,
enter "N" for no.

Rent Paid In REQUIRED. Enter currency in which rent is actually paid. Options:
local, USD, other (specify)'.

Rent Quoted In REQUIRED. Enter currency which rent is quoted in, in the lease
agreement. Options: local, USD, other (specify).

Residential Use REQUIRED. Enter code indicating designation of current residen
tial unit occupant. Valid options are: EMR, DCR, POR, PAD, AID,
MSG, EXC, MID, STD. (See Exhibit 792.2-4G for definitions.)

Residential Comments OPTIONAL. Use this space to provide additional/notable informa
tion pertaining to residence, occupant, etc.

Right to Convey REQUIRED FOR GO AND RGO. Enter "Y" for yes if property
may be conveyed; enter "N" for no if property may not be conveyed.
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Data Elements - continued

FIELD NAME EXPLANATION

Right to Convey - continued NOTE: For this purpose, convey means the sale or transfer of a
property to another entity.

Studio/Efficiency Enter "Y" for Yes or "N" for No as appropriate for this apartment.

Swimming Pool REQUIRED. If a swimming pool is located on a property or included
in a lease enter "yIP for yes; if a property does not have a swimming
pool enter ..N" for no.

Tandem Agency
Tennis Court

Enter employing agency of tandem spouse if applicable.
REQUIRED. If a tennis court is located on a property or included in
a lease enter "Y" for yes; if a property does not have a tennis court
enter .. N" for no.

Transferring Agency Enter name of agency which is transferring property to Department of

State.

Unit/Apartment No. or Letter Enter the number or letter of the apartment unit, condominium, or
townhouse for which information is being provided. If the property is
a detached residence, enter H for house, in the Unit field.

Use Expiration Date REQUIRED FOR RGO PROPERTIES ONLY. Represents expira
tion of use agreement for ROO property, if applicable. Date is to be
entered as month, day and year as follows, MM/DD/YYYY; see "In
definite Use" if ~ere is no expiration date~

Year Constructed REQUIRED. Enter a four-digit number for year building was con
structed, whether constructed by U.S.G. or other entity.
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Exhibit 792.4C
Property 10 Assignment Control Sheet

PROPERlY ID ASSIGNMENT CONTROL SHEET

Property ID USG Interest Type· Property Use LocationlAddress GSO Initi'als

,.'

I

• i.e., GO, CWIP, RGO, LTL, STL, LQA (See Exhibit 792.4D.)
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Property 10 Assignment Control Sheet - continued

Property ID USG Interest Type Property Use LocationlAddress GSO Initials
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Exhibit 792.40
U.S.G. Interest Property Types

When a property is acquired, regardless of method, post is required to submit the appropriate real property
information to FBO. There are six (6) u.s. Government Interest (USGI) Property Types. Definitions are as follows:

U.S.G. INTEREST

GO

CWIP

RGO

LTL

STL

LQA

EXPLANATION

X - Government-owned: Properties acquired through purchase, con
struction, grant (gift), transfer or exchange.

C - Construction work in progress: A building which is being constructed
by the U.S.G. is considered government-owned but is not listed as GO
until it is occupied by the U.S.G. A Property ID number should be as
signed when the ground is broken and construction begins.

R - Restricted government ownership: Applies to land and/or structure
which is not owned outright by U.S.G. (e.g., "Crown Lease", usufruct,
Deed of Use Agreement, etc.) Enter "Y" for yes if property is ROO;
Enter "N" for no if property is not RGO.
NOTE: If U.S.G. owned building is on RGO land, land must be linked to
building by completing"Associated Lot" field on Building Property report.

L - Long-term lease: A property for which the lease explicitly grants
possession for 10 or more years. .
NOTE: Start and end dates must be changed when a lease renewal is
executed; See "Lease Start Date" and "Expiration Date" fields in Exhibit
792 ..4B..

S - Short-term lease: A property for which the lease term is less than 10
years.
NOTE: A lease that has an indefinite number of renewal options, which
extend use of .the property to ten years or more, is still considered a short
term lease. State/FBO does not fund BOE and lease costs for such "inde
finite" short-term leases; such costs are paid o~ a direct charge basis.
Start and end dates must be changed when a lease renewal is executed; See
"Lease Start Date" and "Expiration Date" fields in Exhibit 792.4B.

Q - Living quarters allowance: REQUIRED. Applies to properties ac
quired through living quarters allowance program. Complete the appropri
ate ADD form indicating manner in which U.S.G. holds property (former
ly "Ownership").

NOTE: In order to incorporate complete and accurate property informa
tion into the FBO worldwide Real Estate Management System (REMS)
data base, ALL of the appropriate real property data elements must be
completed, by post, prior to submission to FBO. See Exhibit 792.4B for
an alphabetical Jist of Data Elements.
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Exhibit 792.4E
Lease Numbering

The lease numbering sequence can be up to 19 alpha/numeric characters. The lease number should be assigned
by post as follows:

STATE
a. Example of a complete State lease number is: S-524-FBO-###.
b. All Department of State lease contracts executed at post and within the purview of 6 FAM Section 700 shall be

numbered as follows:
(1) The capital letter "S", to signify the Department of State, followed by a dash;
(2) The post contract symbol number (derived from post organization code, in this case .. 524" for Accra),

followed by a dash;
(3) The Washington Division symbol "FBO", followed by a dash; and
(4) a I, 2 or 3 digit number in post series.

USIS
a. Example of a complete USIS lease number is: S-524-FBO-###-IA.
b. AU USIS leases are to be numbered according to the USIS MOA as shown below (See USIS'S MOA , Part

IX-B-136.3):
(1) The capital letter "S", to signify the Department of State, followed by a dash;
(2) The post contract symbol number (in this case "524" for Accra), followed by a dash;
(3) The Washington Division symbol "FBO", followed by a dash;
(4) A number assigned from the USIS contract series at post, followed by a dash; and
(5) The suffix "IA" to designate a USIS lease.

c. Posts should not establish separate blocks of numbers for contracts, grants, or leases, all should be numbered
consecutively from a single USIS series. Once a number has been assigned, it can not be re-used or duplicated on
any other contract, grant or lease.

AID
a. Example of a complete AID lease number is: AID-681-LE-73-###.
b. All AID lea~es executed at post should be numbered in an AID series composed of the following:
(1) The capital letters AID, followed by a dash;
(2) The three-digit country code number (listed in the AID Geographic Code Book), followed by a dash (refer

to AID HB 18, App. D);
(3) The letters" LE" which identify the leasing series of contracts, followed by a dash;
(4) A two-digit number following the "LE" to identify the fiscal year in which the lease became effective, fol

lowed by a dash; and
(5) A number assigned in numerical sequence from the AID series for leases, beginning with the next number

after the last lea"se was assigned and running upward indefinitely.

c. Posts should not establish separate blocks of numbers for contracts, grants, or leases, since all should be
numbered consecutively from the same AID series as they are issued. Once a number has been assigned to a
contract, it should not be re-used or duplicated on any other grant or lease.

NOTE: Lease numbering systems for agencies not listed should conform to State procedures. Post should inform
FBO/PPS/RE of any problems.
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Exhibit 792.4F
Agency Codes Used in the Real Estate Management System

(REMS)

Detail-Level Agency Code

ABMC
AGRI
AGRI-AFr
AGRI-APHIS
AGRI-ARS
AGRI-FAS
AGRI-FAS-EMB
AGRI-FAS-USEC
AGRI-ITA
AGRI-SCS
AGRI-SEA
AID
AID-DAC
AID-OP-OFF
AID-OP-RES
AID-PGM
AID-TRUST
COMM
COMM-EDO
COMM-EXPORT
COMM-FCS
COMM-FCS-EMB
COMM-IAO
COMM-IMC
COMM-NOAA
COMM-TRD-FRS
COMM-USTC
COMM-USTS
COMM-USITA
DOD
DOD-ACDA
DOD-ADY-AERO
DOD-AF-CASEUR-EMB
DOD-AF-DET16-EMB
DOD-ALCD
DOD-APO
DOD-AR-200TH-LOF
DOD-ARMY
DOD-ARMY-I-HAWK
DOD-ARrAY-LEGAL
DOD-ARMY-NATO-IMS-FH
DOD-ARMY-NATO-IMS-OP
DOD-ARMY-NICSMA-FH
DOD-ARMY-NICSMA-OP

REMS Agency Code

ABMC
AGRI
AGRI
AGRI
AGRI
AGRI
AGRI
AGRI
AGRI
AGRI
AGRI
AID
AID
AID
AID
AID
AID
COMM
COMM
COMM
COMM
COMM
COMM
COMM
COMM
COMM
COMM
COMM
COMM
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD

Agency Name

American Battle Monuments
Depa'rtment of Agriculture
Foot & Mouth Disease Comm
AnimaVPlant Health Svc
Agricultural Research Svc
Foreign Agricultural Svc
EMB-FAS
USEC-FAS
Int'l Trade Administrat'n
Soil Conservation Service
Screwworm Eradication
Agency for Int'l Dev.
Development Assist. Comm
AID Operations (Offices)
AID Operations (Res.)
AID Program
AID Trust
Department of Commerce
EDO
Export Development Office
Foreign Commercial Svc
EMB-FCS
Import Admin. Office
Int'l Marketing Center
Nat'l Ocean & Atmos Admin
Int'l Trade Fairs
U.S. Trade Center
U.S. Travel Service
U.S. Tourism & Travel Admin
Departinent of Defense
Arms Control Disarmament
Defense NATO Advisory
EMB - F-16 CASEUR
Detachment 16 - EMB
Area Liaison Coord. Det.
Army Post Office
Army 200 Mat Mgt Liaison
Army
Tech Assist. Field Team
Army Legal Secretary
NATO/FH-Int Mil Staff
NATOIOper-Int Mil Staff
NATO/FH-NICSMA
NATOIOper-NICSMA
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Agency Codes Used in the REMS - continued

Detail-Level Agency Code

DOD-ARMY-PEP
DOD-ARMY-ROLAND
DOD-ARMY-TRADOC
DOD-ARMY-USDEL-FH
DOD-ARMY-USDEL-OP
DOD-ASO
DOD-DAO
DOD-DAO-ALUSNA
DOD-DAO-DCSC
DOD-DAO-EMB
DOD-DAO-FH
DOD-DAO-OPER
DOD-DAO-STATE
DOD-DCA
DOD-DIA
DOD';"'DIA-FH
DOD-DIA-OPER
DOD-DL-4
DOD-DLO
DOD-DMA
DOD-DODDS
DOD-DSAA-MDO
DOD-EEAG
DOD-FAO
DOD-JCS
DOD-LOGI-EUR
DOD-MRU
DOD-NAMRU
DOD-NAVO
DOD-NAVY
DOD-NAVY-STVDENT
DOD-OCA
DOD-ODC
DOD-ODC-EMB
DOD-OMADP
DOD-OMC
DOD-PMLD
DOD-SAO
DOD-SUSLO
DOD-TRADOC
DOD-USAF-AIR-TC
DOD-USAF-OSI
DOD-USAF-PEP
DOD-USAFE
DOD-USAFR&D
DOD-USARDSG
DOD-VSAREUR
DOD-VSNATO

REMS Agency Code

DOD
DOD
DOD
DOD

·DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD
DOD

Agency Name

Personnel Exchange Prog.
Roland Liaison Office
Training & Doctrine Comm
NATO/FH-USDEL Mil Comm
NATOIOper-USDELMil Comm
Army Support Office
Defense Attache Office
Naval Attache & For AIR
Def. Community Supp. Del.
EMB-Defense Attache Off.
DAO Family Housing
DAO Operations & Mgmt
State-Funded DAO employee
Defense Comm Agency
Def. Intelligence Agency
DIA Family Housing Funds
DIA Operations Funds
Defense Liaison
Defense Liaison Office
Defense Mapping Agency
DOD Dependent Schools
Def. Security Asst-MDO
European Eval & Advisory
Foreign Area Officers pgm
Joint Chiefs of Staff
Logistics Agency Europe
Medical Research Unit
Navy Medical Research
Navy Oceanographic Office
Navy
Navy Students
Office of Coord & Advisor
Office of Defense Coop.
EMB-Office of Def Coop.
Military Attache for Def.
Office of Military Coop.
Provost Marshal Liaison
Security Assistance Off.
Special V.S. Liaison Off.
Training and Doctrine Co.
Air Traffic Control
Off. of Special Invest.
Personnel Exchange Prog.
V.S. Air Force Europe
Air Force Resrch & DeveI.
Army Research & Develop.
V.S. Army Europe
USNATO-Defense Adv Office
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Agency Codes Used in the REMS - continued

Detail-Level Agency Code

DOD-ZAMISH
DOE
DOE-OECD-REP
DOT
DOT-FAA
DOT-FAA-EMB
DOT-FHWA
DOT-MARAD
DOT-MARITIME
DOT-USCG
EPA
EXOP
FBIS
FEMA
FEMA-USNATO
FTC
GAO
GPO
GSA
HHS
HHS-CDC
HHS-FDA
HHS-OPIC
HHS-PHS
HHS-SSA
IDCA
IDCA-OPIC
IDCA-TDP
INTERIOR
INTERIOR-DOl
JUSFC
JUST
JUST-DEA
JUST-DEA-EMB
JUST-DEA-INTERPOL
JUST-FBI
JUST-INS
JUST-LEGATT
JUST-LLO
JUST-UStvlS-INTERPOL
LABOR
LOC
NASA
NATO
NSF
OECD
OECD-INTL
OECD-REGULAR

REMS Agency Code

DOD
DOE
DOE
DOT
DOT
DOT
DOT
DOT
DOT
DOT
EPA
EXOP
FBIS
FEMA
FEMA
FTC
GAO
GPO
GSA
HHS
HHS
HHS
HHS
HHS
HHS
IDCA
IDCA
IDCA
INTERIOR
INTERIOR
JUSFC
JUST
JUST
JUST
JUST
JUST
JUST
JUST
JUST
JUST
LABOR
LOC
NASA
NATO
NSF
OECD
OECD
OECD

Agency Name

U.S. Mil Mission to Zaire
Department of Energy
Dept of Energy OECD Rep.
Dept. of Transportation
Federal Aviation Admin.
EMB-FAA
Federal Hwy Wage Admin.
Maritime Administration
Maritime Administration
U.S. Coast Guard
Environ. Protect. Agency
Exec Off of the President
Foreign Broadcast Inf Svc
Federal Emg Mgmt Agency
USNATO-FEMA
Federal Trade Commission
General Accounting Office
Gov't Printing Office
General Services Admin.
Health and Human Services
Center for Disease Cntl
Food and Drug Admin.
Public Health Service
Public Health Service
Social Security Admin.
U.S. Int'l Dev Coop Agency
Overseas Priv Invest Corp
Trade Development Program
Department of Interior
Department of Interior
Japan/U .S. Friendship Comm
Department of Justice
Drug Enforcement Agency
EM·B-DEA
DEA Inteq:.ol
Federal Bureau Invest.
Immigration & Nat. Svc
Legal Attache Office
Legal Liaison Office
U.S. Marshal's Service
Department of Labor
Library of Congress
Nat'l Aero. & Space Admin
Nonh Atlantic Treaty Org
National Science Foundt'n
Org for Econ Coop & Dev
OECD International
OECD Regular
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Agency Codes Used in the REMS - continued

Detail-Level Agency Code

OECD-STC-COCOM
OTHER
PC
PCC .
STATE
STATE-AERWA
STATE-ATO
STATE-BASIC
STATE-BASIC-EMB
STATE-BASIC-USEC
STATE-BASIC-USNATO
STATE-BUREC
STATE-ELSO
STATE-ERBO
STATE-FAAS
STATE-FAAS-EMB
STATE-FAAS-USEC
STATE-FBO-GO/LTL
STATE-FBO-PM
STATE-FSI
STATE-JOINT-SERVICES
STATE-MBFR
STATE-NATO-IS
STATE-NAU .
STATE-OECD
STATE-PGM
STATE-RAMC
STATE-REF
STATE-UNESCO
TREAS
TREAS-CUST-INTERPOL
TREAS-CUSTOMS
TREAS-FIN
TREAS-I1~TL-A

TREAS-IRS
TREAS-IRS-INTERPOL
TREAS-NBX
TREAS-OIA-OECD
TREAS-SECR-INTERPOL
TREAS-SECRET
TREAS-USEC
UNVIE
USIA
USIA-ARS-PAR
USIA-BJ
USIA-HK
USIA-IPS
USIA-OECD-PA

REMS Agency Code

OECD
OTHER
PC
PCC
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
STATE
TREAS
TREAS
TREAS
TREAS
TREAS
TREAS
TREAS
TREAS
TREAS
TREAS
TREAS
TREAS
UNVIE
USIA
USIA
USIA
USIA
USIA
USIA

Agency Name

OECD STC COCOM
Other
Peace Corps
Panama Canal Comm
Department of State
Amer. Empls Rec&Wel Assoc
Area Telecommunications
Department of State
Embassy Program
USEC Program
USNATO Program
Bureau of Reclamation
Eur. Log. Supp. Off.
Eur. Regional Budget Off.
Foreign Affairs Admin.
EMB-FAAS
USEC-FAAS
FBO GO/LTL Program
FBO Project Management
Foreign Service Institute
Joint Services Branch
Mutual Balanced Force Red
NATO-International Staff
Narcotics Asst. Unit
OECD-State
State Program
Reg. Admin. Mgt. Center
Migration Refugee Affairs
State-UNESCO
Department of Treasury
U.S. Customs Svc Interpol
U.S. Customs Service
Treasury Finance
Office of Int'l Affairs
Internal Revenue Service
IRS Interpol
National Bank Examiners
Treasury OIA OECD
Secret Service Interpol
U.S. Secret Service
USEC-Treasury/Customs
UN Mission to Vienna
U.S. Information Agency
American Report Svc
USIA Beijing Operation
USIA Hong Kong Operation
Int'J Press Service
OECD Public Aff. Advi.



.
Page No. Effective Date Trans. Memo. No.
5A-112 as i ndi cated . 23:79 AID HANDBOOK 23, App. SA

Agency Codes Used in the REMS - continued

Detail-Level Agency Code

USIA-PAO
USIA-PGM
USIA-RBO
USIA-REG-LIB
USIA-REX
USIA-RLC
USIA-RPO
USIA-RRU
USIA-RSC
USIA-UNESCO
USIA-USIS
USIA-USIS-EMB
USIA-USIS-USEC
USIA-USIS-USNATO
USIA-VOA
USPS
USPS-INTERPOL
USTR
VA

REMS Agency Code

USIA
USIA
USIA
USIA
USIA
USIA
USIA
USIA
USIA
USIA
USIA
USIA
USIA
USIA
USIA
USPS
USPS
USTR
VA

Agency Name

USIA Public Affairs Off.
USIA Regular Program
Regional Book Office
Regional Library Outreach
Regional Exhibition Cent.
Regional Librarian Cons.
Regional Program Office
Regional Resource Unit
Regional Service Center
USIA UNESCO
U.S. Infonnation Service
EMB-USIS
USEC-USIS
USNATO - USIS
Voice of America
U.S. Postal Service
USPS Interpol
U.S. Trade Representative
Veterans Administration
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Exhibit 792.4G
Property Use Codes

1. Residential
a. RES/EMR
b. RES/OCR
c. RES/POR
d. RES/PAO
e. RES/AID
f. RES/DAO
g. RES/MSG
h. RES/REP
i. RES/NRP
j." RES/MLT

k. RES/GAR
I. RES/LIC
m.RES/TDY

Embassy (Ambassador) Residence
DCM (Deputy Chief of Mission) Residence
Principal Officer Residence (Charge. Consul General, Consul Residence)
Public Affairs Officer Residence
AID Director Residence
Senior Defense Attache Residence
Marine Security Guard Residence (NCOIC Residence should be listed as RES/NRP)
Representa tiona I Residence
Nonrepresentational Residence
Residential property containing multiple residential units (Separately leased units within the
same building are entered as individual properties).
Leased residential parking space
Government-owned or LTL property which is licensed for residential use
Transient Quarters

2. Office
a.OFF/OBC
b.OFF/OBX
c. OFF/COB
d. OFF/lOB

e. OFF/LIC

Chancery office building (Main Embassy Bldg)
Annex office building
Consulate or Consulate General office b~ilding (Applies to constituent posts only)
Independent Office Building (e.g.• Consular Agent, independent organizations at post:
UNVIE, USOECD, USEC, USNATO, NATO, etc.)
Government-owned or LTL property which is licensed for office use

3. Functional
a. FCT/CMS
b. FCT/CO~1

c. FCT/EDR

d. FCT/GAR
e. FCT/REC
f. FCT/WHE
g. FCT/LIC

Commissary, cafeteria/restaurant
Communications or transmitter facility
Educational or research facility Property Name - should reflect specific functional use (e.g.
American School, Agricultural Research Facility, etc.)
Facility for parking or maintaining official vehicles
Recreational facility or community center
Warehouse
Used for any of the above but licensed to another person or·group (e.g. Community Associ
ation, Am. Express Travel Office, etc.)

4. Land
a. LOT/VAC
b. LOT/CMP
c. LOT/RES
d. LOT/OFF
e. LOT/FCT

Unimproved land
Compound site (may include office. functional and/or residential structures)
Residential building site
Office building site
Functional building site (See Functional Property Use Codes)
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APPENDIX A
EXHIBITS

Title 6 FAM Section
Affidavit of Title 744.2C

Agency Codes Used in the Real Estate Management
System (REMS) 792.4F

Basic and Supplemental Furniture, Furnishings, Appliances,
and Equipment for Government-Furnished
Residences 772.1

Chinaware, Glassware, Silverware, Kitchen Utensils, and
Linens Authorized for Principal AID Officers 771.5-1

Clauses to Use in a Lease with Option to Purchase 731.3-5

Data Elements 792.4B

Design Change Request Form 771.7

Glossary of Abbreviations: 714

Lease Amendment 734.3

Lease Numbering 792.4E

Model Lease for U.S. Government-Owned Property 785.5-1A

Model License for U.S. Government-Owned Property 785.5-1B

Notice of Exercise of Option 744.2B

Option to Purchase Real Property 744.2A

Post Building Inventory System Data Requirements 792.4A

Property ID Assignment Control Sheet 792.4C

Property Use Codes 792.4G

Request for Lease Approval - .To Be Provided 731.3-1

Requirements for Boundary and Building Location Surveys 744.3

Sample Antique and High Value Furnishings Inventory
Report 777.2

Sample Household Inventory of Residences with IDF
Items or Furnishings ...........................•......... 777. 1

Sample of Standard Lease - To Be Provided 734.1

Termination and Acquittance Agreement 734.5

U.S.G. Interest Property Types 792.4D
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APPENDIX B
FORMS

Form 6 FAM Section

Design Change Request Form ...............................•. 771.7
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APPENDIX C
LEGAL AUTHORITIES

Legal Authorities

A. Acts

B. Code of Federal Regulations

C. Comptroller General's Decisions

D. Court Decisions

E. Delegations of Authority

F. Department of Defense Regulations

'..., Executive Orders

H. Public Laws

I. Publications

K. Treaties and Conventions

L. United States Codes

6 FAM Section

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)
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APPENDIX D
ADDRESSES

Purpose Address 6 FAM Section
..-

There are no entries as of this date.
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INDEX

Subject

A

Section 1\1
(No Entries)

Addresses (None) App. D

B
(No Entries)

c
(No Entries)

D

E

Exhibits App. A

F

Forms (None) App. B

G
(No Entries)

H
(No Entries)

I
(No Entries)

J
(No Entries)

K
(No Entries)

L

Legal Authorities (None) App. C

N
(No Entries)

o
(No Entries)

P
(No Entries)

Q
(No Entries)

R
(No Entries)

S
(No Entries)

T
(No Entries)

U
(No Entries)

V
(No Entries)

X
(No Entries)

y

(No Entries)

Z
(No Entries)
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CHAPTER 6

MOTOR VEHICLE MANAGEMENT

6A. General

1. This chapter codifies AID policies and procedures for the overall
management of motor vehicles. It gives laws and Agency policies and
procedures for acquisition, utilization, records keeping, reports,
replacement and disposal of vehicles acquired with AID funds. It also
incorporates joint STATE/AID/USIA Regulations 6 FAM 228 concerning
management and utilization of motor vehicles.

6B.

6C.

2. Uniform STATE/AID/USIA Regulations 6 FAM 228 (Appendix A to this
directive), is the basic directive for management of AID's overseas
vehicle fleet. Not all portions of Appendix 6A apply to AID. The AID
specific policy in this chapter will supersede the joint State/AID/USIA
policy at Appendix 6A whenever there is a conflict of instructions
between the two guidelines.

Applicability

1. The policies and procedures in this chapter, unless otherwise
noted, apply to all USAID mission vehicles, including PASA, AID grantee
and contractor vehicles which are titled with the U.S. Government. The
utilization and records and reports procedures also apply to vehicles
purchased with trust funds for AID use. Source/origin policies and
limitations applicable to program-funded vehicles are explained in AID
Handbook 1, Supplement B, Procurement Policies, and AID Handbook 15,
AID-Financed Commodities.

Definitions and Categories

1. Administrative (or Representational) Motor Vehicle: A passenger or
non-passenger vehicle purchased for, an~ assigned to a Mission Director,
AID Representative or their equivalents.

2. Non-Passenger Motor Vehicle: Any conveyance, other than a bus or
ambulance, built on a truck chassis. Jeeps, carryalls, vans and trucks
are all non-passenger vehicles.

3. Passenger Motor Vehicle: Any conveyance built on a passenger car
chassis (for example, sedans or station wagons). Busses and ambulances
are considered passenger vehicles regardless of chassis used.

4. Vehicle Categories: There are eight vehicle categories set by GSA.
Four are passenger and four non-passenger. The passenger categories are
self-descriptive. The non-passenger categories are identified by weight
and/or number of driving wheels. Accurate classification is essential
'for procurement and reporting of vehicles. See part 6G. (Acquisition of
Vehicles) for descriptions of categories.
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6D. Methods of Providing Official Transportation

1. USAID missions may economically meet transportation requirements by:

a. Pooling resources on a reimbursable basis with embassy or
other U.s. Government agencies operating motor pools.

b. Leasing vehicles in lieu of operating and maintaining USAID
mission motor pools. Leased vehicles shall be U.S. manufactured or non
U.S. right-hand-drive passenger vehicles. Leased foreign-made vehicles
are permissible when the need is occasional with no pattern of constant
use.

c. Maximizing use of public transportation when it is safe and
economically practical to use.

2. Posts should consider safety hazards before buying two- or
three-wheel motorcycles or scooters. Posts using two-wheel scooters or
motorcycles should assure that drivers and passengers wear safety
helmets and are instructed to use extra driving caution (see 6J.I0d.
concerning records and reports for these vehicles).

3. HB 23, Appendix 6A, 228.1-3a. regarding the use of U.S. Government
vehicles for official purpose applies only to Mission Directors and AID
Representatives or persons acting for them during their absence. It
does not apply to transportation for their dependents. Designated AID
principal officers determine what constitutes official transportation
for themselves and will reimburse the U.s. Government for non-official
use. When security is the principle justification for extending
official use, obtain written approval of the Regional Security Officer.
Properly completed trip tickets are required for each trip made in an
official vehicle.

4. Transportation of personnel other than Mission Directors or AID
Representatives, and transportation of all dependents, is governed by
Appendix 6A, 228.1-3b~ which defines other authorized uses.

5. The senior AID officer at post may authorize local national
counterparts to accompany U.S. Government employees in U.S.
Government-owned vehicles when the official purpose of such travel is
clearly in the furtherance of U.S. Government business. This authority
should be used sparingly in recognition of the potential liability of
the U.S. Government in case of accident or injury to such passengers.

6E. Size of Automotive Fleets

1. USAID mission vehicles, from any source, leased or owned, should be
limited to the number required for official business. The size and
composition of fleets will depend on availability of local public
transportation, security conditions, and USAID mission administrative
and program support requirements.

•

•

•

•

•



/

\

/

(
~

(
(
~

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 23 23:79 May 2, 1989 6-3

6E

2. USAID missions providing vehicles for official needs should develop
a pool program.

3. U.S. Government policy sets 1,000 miles a month per vehicle as
minimum vehicle usage goal. Extenuating circumstances may, however,
affect overseas vehicle needs. USAID missions are therefore gUided by
the following in determining vehicle requirements:

a. All non-essential personnel support services shall be
eliminated or severely restricted.

b. Recreation and home to office and return transportation are
not considered valid factors for establishing vehicle requirements
(except as authorized under Appendix 6A, 228.1-1b &228.1-3b).

c. The use of the employee's POV on a reimbursable basis or
reimbursement for taxi service is permissible (PASA and contract
employees included).

4. No formula can accurately show the number and type of OE funded
vehicles needed at each USAID mission. Only careful and unbiased
analysis of complete usage factors for a year or more can show true
usage needs. USAID missions with more than six vehicles should
annually, or more often, conduct a dispatch analysis to determine if the
post has the proper number and distribution of vehicles and drivers.
AID form 540-3, AID Dispatch Analysis for Motor Pools (Exhibit M), is
suitable for making a dispatch analysis and can be ordered in 50-sheet
pads (with instructions for using the form inside the cover) from AID/W,
Attn: FA/AS/PP.

5. Newly established USAID missions and USAIDs anticipating drastic
staffing changes will lack usage statistics. They will, therefore,
require gUidelines to make decisions concerning the number and type of
vehicles for which to .budget. The below formulas provide these
gUidelines for planning or budgeting decisions:

a. For a Mission Director or AID Representative: One Class III
sedan or station wagon.

b. For every three American positions at post in backstops 06,
10, 12, 14, 20 ,21, 25, 30, 50, 60, 70, 72, 75, and 94: One Class II
sedan, station wagon or carryall type vehicle.

c. For every six American positions in other backstops: One
Class II sedan, station wagon or carryall type vehicle.

d. For C &R if AID provides mail runs or similar services: One
pickup truck or small van.
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e. For every twenty residences for which the post provides full
maintenance service: One pickup truck or small van.

f. For every thirty American employees, direct-hire or contract,
for which the USAID mission provides full logistic support: One truck
with two tons or more cargo capacity.

g. Fractions of a staff should be counted as a whole. For
example, twenty-five residences requiring full maintenance support would
warrant having two pickup trucks or small vans for maintenance support.

6. When replacement vehicles arrive at post and are ready for use, the
vehicles they replace should immediately be taken out of service and
disposed of in accordance with HB 23 CH 4, Appendix 4A, 6 FAM 227
(Previously 6 FAM 234). Continued use of replaced vehicles is
unauthorized fleet augmentation. If replaced vehicles are not disposed
of sixty days after their replacements are in service, written reason
for delayed disposal should be put in the replaced vehicle's record and
a copy sent to AID/W, Attn: FA/OMS.

7. Procurement of left- or right-hand-drive foreign made vehicles for
specific projects is permitted by the Foreign Assistance Act of 1961
under the following conditions:

a. Vehicles are procured from funds appropriated for a specific
program.

b. The vehicle is immediately available for purchase within
country or immediate vicinity.

c. Program needs justify immediate purchase.

d. No repair or maintenance facility exists for U.S.-made
vehicles. This justification is only valid if the project cannot
reasonably stock spar~ parts needed or provide maintenance personnel.

6F. Motor Pools

1. When motor pools are used, USAID missions should assure that all
vehicles except Mission Directors' or AID Representatives' will operate
from the pool.

2. The number of motor pools shall be kept to a minimum.

3. When AID contributes vehicles to a JAO motor pool, the ratio of AID
vehicles, passenger or non-passenger, in the pool should not exceed the
percentage of AID employees receiving full logistic support from that
pool.

•

•

•

•

•
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4. The transportation requirements of projects should be built into
projects and USAID mission transportation should not be used except in
extenuating circumstances. To the extent practical, project-funded
vehicles for host country and contractor use should be host country
titled. Use and control as well as operation and maintenance costs then
become the project manager's responsibility through specific provisions
stipulated in the project agreement.

6G. Acquisition of Vehicles

1. Vehicle Replacement Program

a. USAID missions using U.S. Government-owned vehicles in lieu of
leased vehicles must have an effective replacement program. Vehicle
replacement factors are based on GSA standards.

b. Vehicles reaching age or mileage standards shown below may be
replaced. Disposal documentation for vehicles replaced shall indicate
if one or both of these standards have been met. These replacement
standards are minimum and are not mandatory. Longer use is appropriate
if vehicles run well and are economical.

c. Vehicles not meeting age or mileage standards may be replaced
when they are uneconomical to operate. Compare the total direct repair
costs for a vehicle since it was first acquired with total vehicle
acquisition cost, including shipping. If accrued repair costs total
more than 70 percent of the total acquisition costs, the vehicle may be
disposed of. The 70 %guideline is not mandatory.

d. When a vehicle is replaced for reasons other than the 70%
accrued repair, or age, or mileage standards, the replacement must be
authorized by the USAID mission's senior AID officer or his/her
designee. The Property Disposal Authorization and Survey Report, Form
OF 132, must give justification for the disposal and show detailed
repair cost figures.

,
Types of Motor Vehicles and Replacement Factors

Category Passenger Vehicles Replacement Standards{Yrs &Mls)

18 Subcompact 6Yrs.,60,OOOMi. or 96,500Km.
Sedan

IC Compact Class II " " "
Sedan

10 Mid-size,Class III " " "
Sedan

IE Large,Class IV " " "
Sedan
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6Yrs., 40,000 Mi or 64,000 Km.

6Yrs., 50,000 Mi. or 80,000 Km.

7Yrs.,60,000Mi. or 96,000Km .
8Yrs.,80,000Mi. or 142,400Km.

2A

2B

2C

20

3
4

5

6

Subcompact
Station Wagon
Compact, Class II
Station Wagon
Mid-size,Class III
Station Wagon
Large,Class IV
Station Wagon
Ambulance
Bus

Non-Passenger Vehicles

Vehicle,4-wheel drive
under 8,500 1bs. .
Truck chassis combination
personnel and cargo
carrying. Includes Jeep,
Bronco, Blazer, Suburban,
cargo capacity one ton
and under.

Vehicle, 2-wheel
drive, under 8,500 lbs.
Truck chassis. Includes
pickup, panel, Suburban,
Club Wagon, Blazer,
Wagoneer. Cargo capacity
of one ton and under.

II

II

II

II

II

II

II

II

II

II

II

II

•

•
7

8

Trucks, 8,501 to
23,999 lbs. GVW. 1 1/2
to 2 1/2 tons cargo
cap.

Trucks, 24,000 lbs.
GVW. Cargo capacity
3 tons and over.

7Yrs., 60,000 Mi. or 96,000 Km.

9Yrs., 80,000 Mi. or 128,000 Km. •

•
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e. Factors to Consider in Deciding Whether to Own or Lease
Vehicles

(1) Availability of suitable local commercial transportation.

(2) Existence of local commercial leasing facilities having
U.S. source vehicles.

(3) Inability of host country institutions to provide
dependable transportation for project personnel.

(4) Economic factors of leasing versus Agency-owned fleet.

(5) Security.

f. Acquisition From Participating Agencies

When Participating Agency-purchased vehicles, titled in the
U.S. Government, are relinquished to a USAID mission upon completion or
termination of the project for which purchased, the vehicles may be used:

(1) To support another activity involving the owning agency,
or;

(2) As a replacement or addition to the USAID mission fleet
if the vehicle is justified by operational requirements and the owning
agency approves. Fleet additions must be justified in writing to, and
approved in writing by, FA/OMS.

(3) USAID missions not retaining Participating Agency
vehicles under one of the above provisions must dispose of the vehicle
as directed by the owning agency.

2. Standardization

a. Standardization is justified when only one local supplier has
resources to provide parts and/or services for adequate and reasonably
priced support of USAID mission vehicles. It is also justified where no
such support is available and a USAID mission must maintain its own
vehicles and, therefore, limit the types of parts to be carried, or when
available mechanics are skilled in repairing only one make of vehicle.
USAID missions usually justify doing their own repair work in order to
make use of U.S.-made vehicles. For details see Joint STATE/AID/USIA
Regulations, 6 FAM 222.4 (App. 4A to Chapter 4 AID HB 23), or 6 FAM
228.9-3 (App. 6A to HB 23, CH 6) if USAID mission is going to follow the
embassy standardization plan.
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b. USAID missions meeting criteria may develop a standardization
plan for all U.S. Government-titled vehicles.

c. USAID missions should standardize on fewest makes to meet
transportation needs and acquire only vehicles for which acceptable
maintenance facilities are available.

d. Multiple standardization plans are discouraged; they defeat
the purpose of standardization.

e. Mission Directors' vehicles will be within the standardization
plan. •

f. When a USAID mission uses commercial maintenance facilities,
the capabilities of those facilities should be considered when deciding
whether to standardize and, if so, on which vehicles.

•i. Changes to, or deviations from, a standardization plan require
approval of FA/OMS.

j. Any USAID mission may accept the embassy standardization plan
without concurrence of AID/W if the embassy plan meets the USAID
mission's needs. Identify the State Department standardization
authorization when buying vehicles.

g. Submit requests for standardization to FA/OMS and include the
following information:

(1) Make(s) proposed for standardization. If
right-hand-drive passenger vehicles are needed, give right-hand-drive •
justification.

(2) Rationale for selection of specific make(s). For
example, availability of spare parts locally and experience and training
of available maintenance personnel.

(3) The number of vehicles to be included in the plan.

(4) What makes of vehicles other agencies at post have or
plan to standardize on.

h. Standardization plans may be approved for a maximum period of
six years. They are subject to periodic review as conditions affecting
standardization change.

•
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k. Normally, AID contractor vehicles titled in the U.S.
Government will follow USAID mission standardization. If, however, the
makes of vehicles on which the USAID mission has standardized are
unsuitable for contractor needs, contractors may request separate
standardization for projects. U.S. Government-titled project vehicles
are often returned to the USAID mission at contract end even if they do
not conform to USAID mission standardization.

1. Fully armored vehicles are purchased for USAID missions by
IG/SEC without regard for standardization plans. Operations and
maintenance are paid for with USAID mission OE funds and vehicle records
are kept in the same manner as for OE funded vehicles.

3. Limitations on Size and Cost of Vehicles

a. Legislation concerning acquiring U.S.-titled vehicles abroad
authorizes USAID missions to acquire one mid-sized Class III sedan or
station wagon for the Mission Director or AID Representative. All other
sedans will be compact Class II (see Exhibit 0 for criteria on mid-sized
and compact vehicles). Exceptions must have written approval of
FA/OMS. The basic cost of a Mission Director or AID Representative
sedan or station wagon may not exceed current market price for a
comparable mid-sized Class III vehicle in the United States or, for
right-hand-drive vehicles, 120 percent of that price (For. Asst. Act of
1961, 636(a)(5}}.

b. USAID mission sedans and station wagons should be limited to
Class II with four or six cylinder engines and have only standard
accessories. If local conditions warrant optional equipment or larger
vehicles, they must be specifically justified.

c. The following types of vehicles may be ordered when title is
with the U.S. Government:

(I) Sedans~ normally limited to 4-door, Class II compacts for
regular fleet use.

(2) Station wagons are normally limited to four-door, Class
II compacts.

(3) Mission Directors' vehicles, limited to mid-size Class
III sedans or station wagons, may be equipped with radio, heavy duty
equipment and air conditioning.

(4) USAID missions ordering four-wheel drive non-passenger
vehicles should have written justifications for the file.

d. Project-funded vehicles titled with the host government are
procured as explained in HB 15 (Commodities Handbook).
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4. Foreign-Made Vehicles

a. Section 636(i) of the Foreign Assistance Act of 1961, as
amended, restricts USAID mission fleets to motor vehicles manufactured
in the United States, except when foreign-made, foreign purchase waivers
are granted. This restriction applies to vehicles purchased or
long-term leased with U.S. funds made available under the Foreign
Assistance Act regardless of whether U.S.- or host government-titled.
Under Delegation of Authority No. 405 (previously No. 40), the Regional
Assistant Administrators have redelegated authority to the Mission
Directors to waive source/origin requirement up to $50,000 (for AFR, DOA
No. 551; ANE, DOA Nos. 652, 653, 654 and 655; and for LAC, DOA No.
752). This delegation is not limited to project vehicles. USAID
missions not granted authority under DOA 405 and posts buying vehicles
(including motorcycles and motor scooters) exceeding $50,000 must
request foreign purchase waiver authority from the appropriate regional
bureau Assistant Administrator.

b. Each waiver of the requirement that motor vehicles be
manufactured in the United States shall contain a certification signed
by the approving official stating that "special circumstances exist to
waive the requirements of Section 636(i) of the Act".

5. How and Where to Buy U.S. Manufactured Vehicles

a. USAID missions should buy vehicles directly from the
manufacturer. Procurement instructions and new model vehicle price
quotes will be sent annually to USAID missions from FA/OMS. FA/AS/PP/AP
will assist with purchase of American-made vehicles when requested by
USAID missions.

•

•

•
b. Order vehicles using the Optional Form 347 (OF-347 - Order for

Supplies or Services). Send one copy of the OF-347 to FA/OMS and two
copies to the Despatch Agent. If the vehicle is to receive security
servicing, send one copy of the OF-347 to the State Department, •
A/SY/FO. The copy to FA/OMS should have a cover letter or memo
explaining if the vehicle is a replacement or an addition to the fleet.
If a replacement vehicle, identify the vehicle it replaces by
description and serial number and give the replacement criteria. If the
order increases the total number of vehicles in the fleet, explain why
the addition is needed. FA/OMS may suspend the order if it or the cover
letter is incomplete or incorrect.

•
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The order should contain estimated costs for:

(1) Basic vehicle.

(2) Additional systems and equipment.

(3) Handling charges.

(4) Shipping and transportation.

(5) Factory inspection and preparation costs.

(6) Inspection, servicing and delivery costs at port of
embarkation.

(7) Other miscellaneous costs.

c. Vehicle orders should include type, color, model, and other
desired features. Include need for speedometer registering miles or
kilometers, corrosion protection, parts catalog, maintenance manual and
indicate whether the vehicle is to be shipped boxed or unboxed.

d. USAID missions should order passenger carryall-type vehicles
that seat eight, rather than nine passengers. The extra seat creates an
obstacle to quickly exiting the vehicle in an em~rgency situation.

e. USAID missions with approved standardization plans may order
directly from manufacturers without first getting competitive quotes.
(See part 6G.2. on standardization and part 6G.l. on replacement
standards).

f. USAID missions without approved standardization plans must
obtain competition for vehicle purchases as required by current Federal
and AID Acquisition Regulations (CFR 48 and AID HB 14).

g. Additional systems and equipment should be selected for new
vehicles based on overall economy, safety, efficiency and suitability
for purpose intended. Mission Directors, or their designees, determine
what vehicles need additional systems or equipment. Factors for
consideration include:

(1) Climate in area of operation.

(2) Effects of equipment on vehicle's operation.

(3) Terrain in area of operation.

(4) Availability of maintenance, parts and service.
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h. Air conditioning equipment is authorized without prior AID/W
approval where the 700 cooling-degree day criterion exists. On a daily
basis for the hottest four-month period of the year, subtract a base
temperature of 65 degrees Fahrenheit from the daily average
temperature. Count negative numbers as zero. If the total of the daily
differences is 700 or more, air conditioning is automatically
authorized. When temperature data are not available but air
conditioning is still needed, write FA/OMS explaining your need.
Installation approval will be granted when justified.

A heavy duty battery, suspension and radiator are recommended for all
air-conditioned vehicles.

•

•
Requests for systems or equipment other than those shown at Exhibit A
must be approved in writing by FA/OMS before installation.

i. The systems and equipment listed in Exhibit A may be procured
for old vehicles if vehicles have at least two years of useful life left.

j. Spare parts are essential to properly maintain the USAID
mission motor fleet. When ordering vehicles, USAID missions must assure
that adequate spare parts will be available from USAID mission stock or •
local dealers. Spare parts requirements are best determined by prior
operating experience. If the USAID mission is to stock its own parts,
parts peculiar to new vehicles should be ordered with the new vehicles.
Sample stock levels of recommended spare parts are shown at Exhibit B.
These stock levels are not mandatory; they are interim levels usable
until proper stock levels are found from actual usage. Parts are
annually inventoried and stock records adjusted for gains and losses.
See AID HB 23, Ch 4, (or 6 FAM) part 224.3.3c.

k. If the USAID mission operates a spare parts room, it should be
assured that:

(1) Spare parts are issued only upon presentation of a valid •
work order and are charged to a particular vehicle.

(2) Old parts are turned in when new parts are drawn.

(3) Old parts are checked for usability when turned in.

(4) Spare parts in stock are inspected semi-annually to
identify obsolete parts or parts not suitable for USAID mission
vehicles. Such parts will be disposed of by methods approved by AID HB
23, Chapter 4 (or 6 FAM) part 227 (Previously 234).

•
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6H. Vehicle Insurance

AID authorizes purchase of vehicle liability insurance for official
vehicles under provisions of Appendix 6A, 228.4-2 and 4-3.

61. Accidents Involving Government-Owned or-Leased Vehicles

1. See 6 FAM 228.5 (Appendix 6A) UNIFORM STATE/AID/USIA REGULATIONS on
repair and replacement of damaged vehicles.

2. Reporting Accidents: After a motor vehicle accident occurs, the
operator, Investigating Officer, and all witnessei prepare accident
reports as soon as possible. Forms used for these reports are:

a. SF 91 "Operator's Report of Motor Vehicle Accident" is filled
out by the driver. A copy should be in the glove compartment of every
USAID mission vehicle at all times. If the driver is incapacitated,
his/her supervisor will fill it out from available information (Exhibit
C).

b. SF 91a "Investigation Report of Motor Vehicle Accident" is
completed by the Investigating Officer (Exhibit D).

c. SF 94 "Statement of Witness" is completed by each reliable
witness to the accident (Exhibit E).

3. Employees should not give oral or written 0plnlons concerning
liability or findings of an investigation, nor discuss, give or show
completed accident report forms to anyone except the investigating
officer. Drivers in particular should not fill out insurance company
report forms, unless the driver is the insured. The Investigating
Officer will give information to persons authorized to have it when the
investigation is complete.

4. Vehicle accident claims may be settled by the USAID mission for
accidents caused by USAID mission employees on official business.
Settlements are gUided by provisions of AID Handbook 23, Chapter 15, 2
FAM 280, 4 FAM 480, 6 FAM 617 and Section 636(b) of the Foreign
Assistance Act of 1961.

/
!
\

"

6J. Records and Reports

1. FA/OMS maintains basic records on all U.S. Government-titled
vehicles overseas, including those of PASA, IG/SEC, and other groups
under AID jurisdiction (IG/SEC buys its own vehicles and all fully
armored vehicles but the USAID mission keeps maintenance records for
those vehicles).
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2. The basic record for motor vehicles is form AID 5-197, Motor
Vehicle Record (Exhibit F). USAID missions submit this form to FA/OMS
for each acquisition and disposal of a vehicle (see 6J.I0. for
preparation instructions).

3. USAID missions must maintain records for all U.S.-titled vehicles
showing hours of operation, miles (or kilometers) traveled, fuel and oil
consumed, nature of all repairs or maintenance, downtime and any
pertinent costs (See Appendix 6A, 228.7).

4. PASA and other groups with U.S. Government-titled vehicles not in
the USAID mission motor pool must keep utilization records for vehicles
in their custody. USAID missions must assure that they do.

5. Posts must keep a file or record book for each USAID mission
vehicle. The file is to contain the original or signed copies of:

a. Purchase document or other record showing who owns the
vehicle, complete vehicle description, optional equipment installed, and
acquisition cost of vehicle and optional equipment. Form AID 5-197 is
an adequate substitute for the purchase document and must be made out
for each AID vehicle.

b. All work orders or documents showing repairs done, and cost in
parts and labor. Form AID 5-238, Parts Slip and Work Required (Exhibit
G), should show date of each preventive maintenance servicing.

c. Import, host country registration or other documents showing
how, and when the vehicle entered the country and was licensed or
registered. The USAID Customs Liaison Officer may keep the original
documents. The vehicle file should also include a copy or list Customs'
document identification numbers.

•

•

•

d. Record of fuel, oil, spare parts and general operating
expenses. Form AID 5-237, Monthly Record of Automobile Operating •
Expenses (Exhibit H), is well suited for this. Data for maintenance can
be posted to this form from work orders. Correct use of this form
enables posts to identify vehicles with high operating costs and
frequent maintenance problems. It also provides data for completing the
USAID mission's annual Report of Motor Vehicle Data (Form SF-82) (See
6J.9. below).

e. Posts may use the forms shown at Exhibits I and J to keep
records of fuel and oil consumption. Keep these completed forms in the
vehicle file.

f. Posts may record maintenance and operating expenses on forms
other than those at Exhibits G, H, I, or, J if all data is included. •
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6. The EXO or GSO should quarterly review motor vehicle records for
irregularities in fuel or oil consumption, misuse of spare parts and
other circumstances indicating poor maintenance practices or malfeasance.

7. Report identified deficiencies when a new vehicle is placed in
service. Complete form AID 5-236, Unsatisfactory Equipment Report
(Exhibit K), and send it to FA/OMS.

8. Form OF-I08, Daily Vehicle Usage Record, must be filled out for
each vehicle on dispatch. Guidance on the form's use is in App. 6A (6
FAM) 228.7.

9. Form SF-82, Agency Report of Motor Vehicle Data (Exhibit L), shall
be prepared by each post annually and sent to FA/OMS by October 15 each
year. The report lists expenses related to DE funded vehicles under
USAID mission control. USAID missions retain a duplicate for two
years. The forms, with detailed instructions for filling them out on
the reverse, can be obtained from GSA. This form must be completed and
returned to FA/OMS on schedule.

10. Preparation of Form AID 5-197, Motor Vehicle Record

a. As soon as a vehicle arrives at the USAID mission, form AID
5-197 (Exhibit F), blocks 1 through 18, is completed. The yellow copy
is sent to FA/OMS within five working days after receiving the vehicle
at post. The form must be made out for all AID titled-vehicles
regardless of method of acquisition and who has control of them.

b. Fill out the form as follows:

(1) Block 1, put the country code as found in AID HBI8,
Appendix D, Section III, Attachment All.

(2) Leave block 2 blank.

(3) Block 3, enter country name.

(4) Block 4, check appropriate box. See 6C.2. and 3. for
clarification of passenger vs. non-passenger vehicles.

(5) Block 5, check box which indicates how vehicle was
acquired. If "Other" is checked, tell how acquired in block 8, using no
more than 18 1etters. Abbrevi ate if necessary, i. e., "trfd. fm Manil a" .

(6) Block 6, put the two-digit numbers for month and year of
purchase order, i.e. "06-88" for June of 1988.

(7) Block 7, put the complete purchase order number. For
example, "843-6035". If vehicle was acquired by transfer, put the
transfer document number and type word "transfer".
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(8) Block 8, put remarks using no more than eighteen letters.

(9) Block 9, for non-passenger vehicles, enter one of the
following codes that describes the vehicle category:

5a Jeep, Ford Bronco, Chevrolet Blazer or similar 4x4
vehicle, 8,500 lbs. and under.

5b Wagoneer, Suburban, 4x4.

5c Pickup or panel truck up to 1 ton, 4x4.

6a Ford Bronco, Blazer, or similar 4x2 vehicle, 8,500
lbs. and under.

6b Suburban, Wagoneer, Club Wagon, Sportvan, Van, 4x2.

•

•

•
6c Pickup or panel truck up to 1 ton, 4x2.

6d Step Van, 4x2, 8,500 lbs. and under.

7a Truck Cargo, (Stake body) 1 1/2 to 2 1/2 tons.

7b Truck, Cargo (Van body) 1 1/2 to 2 1/2 tons.

7c Truck, all others, 1 1/2 to 2 1/2 tons. Specify if
dump, garbage, water,etc. in block 8a.

8 Model code not required.

(10) Block 10, indicate type of equipment by number
(I=Armored, 2=Transceiver, 3=Both)

(II) Block lIA, put "X" if vehicle is air conditioned.

(I2) Block lIB, put whichever of following codes is nearest to •
actual horsepower and no. of cylinders:

E-I 4 cyl., 100 G.H.P.

E-2 4 cyl., 115 G.H.P.

E-3 6 cyl., 115 G.H.P.

E-4 6 cyl., 140 G.H.P.

•



(

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 23 23:79 May 2, 1989 6-17

6JI0b(12)

E-5 8 cyl., 190 G.H.P.

E-6 8 cyl., 220 G.H.P.

E-7 8 cyl., 245 G.H.P.

E-8 8 cyl., 250+ G.H.P.

(13) Block lIe, put T-2 for automatic transmission or T-3 for
manual.

(14) Block 110, put "X" if right-hand drive. Leave blank if
left-hand drive.

(15) Block lIE, show number of persons for whom there are
seats, including driver.

(16) Block 12, list the acquisition cost at the factory
(Shipping excluded) (In U.S. dollars).

(17) Block 13, put the cost of additional systems (In U.s.
dollars).

(18) Block 14, put shipping costs (In U.S.dollars).

(19) Block 15, put the two-digit numbers for month and year
received, i.e., "10-87" for October of 1987.

(20) Block 16, put the last two digits of year the vehicle was
manufactured, i.e., "88" for vehicle built in 1988.

(21) Block 17b, enter the two-digit manufacturers code listed
on the back of the form. If manufacturer's code is 13 or 37, "Other",
put make of vehicle in Block 17a.

(22) Block 18, list the entire vehicle identification number
including all letters and numbers.

(23) Upon disposal of a vehicle, fill out Blocks 19 through 24
and send the blue (disposal) copy of form to FA/OMS within five working
days after disposition of vehicles. Retain original (white copy) of
form for two years after disposing of vehicles.
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(a) In block 19, put the last five digits of the
property disposal document number.

(b) In block 20, put two-digit numbers showing the month
and year of disposal, i.e. "03-88" is March of 1988.

(c) In block 21, show (in U.S. dollars) the amount
received from sale of the vehicle.

(d) In block 22, show miles, or kilometers on odometer
at time of disposal.

(e) In block 23, check appropriate reason for disposal.

(f) In block 24, check the appropriate box to show how
vehicle was disposed of.

c. USAID missions should use the latest revision of form AID
5-197. The form can be ordered from FA/AS/PP. If other information is
needed about using this form, cable or write FA/OMS.

d. The GSA does not record motorcycles or motor scooters as motor •
vehicles. Most foreign governments and all U.S. states, however, do.
Do not submit a form AID 197 for scooters and motorcycles. USAID
missions should, however, keep standard agency operation and maintenance
records the same as for other vehicles. Receipt and disposal of
motorcycles and scooters is reported to FA/OMS as nonexpendable
property. These vehicles are recorded and reported on the USAID mission
nonexpendable property accounts as explained in HB 23,CH 4.

11. Dispatch Analysis

USAID missions should occasionally review vehicle usage to assure
having the proper number of drivers and vehicles. For posts with more
than six vehicles, a periodic dispatch analysis is advised. A suitable •
dispatch analysis form (AID 540-3) is available in pads of fifty sheets
each from FA/AS/PP. Instructions for use of the form are inside the pad
cover (See exhibit M).

12. Preparation of Motor Vehicle Reports by AID/W

a. Based on data sent to AID/Won forms AID 5-197, FA/OMS
maintains an automated file of AID-owned vehicles overseas. A print-out
of each USAID mission's listing will be sent to posts semiannually for
review and correction.

•
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b. If errors are found in the report, USAID missions notify
FA/OMS by sending a form AID 5-197A, Correction of Motor Vehicle Record
(See Exhibit N). Fill out only Block 1, the Blocks that need
correcting, and Block 18, (Serial Number). If the print-out does not
list a vehicle actually at post, send FA/OMS a form AID 5-197 for that
vehicle.

c. USAID missions may discard the previous year's print-out when
the latest print-out is received.

d. FA/OMS prepares the Agency Report of Motor Vehicle Data on a
form SF-82 (Exhibit L) for the General Services Administration. This
report shows AID's worldwide, overseas motor vehicle inventory with
direct and indirect vehicle operating costs for the closing fiscal
year. Data for this report is taken from forms SF-82 submitted by USAID
missions.

6K. Safe Driving Awards

1. Safe Driving Awards are given to full-time drivers for outstanding
safety and skill. A driver who has one or more years without a
preventable accident is eligible for consideration. See 3 FAM or HB 29,
part 640 for award program procedures.

2. Criteria for Awards are:

a. Driving must be the primary duty of the candidate's full-time
job.

b. Eligibility standards are based on those of National Safety
Council.

c. Verified reckless driving or poor performance will disqualify
a candidate unless there are extenuating circumstances.

d. USAID mission Executive Officers recommend drivers for awards,
subject to approval of the USAID Awards Committee at post.

e. Awards are for consecutive years of safe driving. A driver
failing to qualify one year must start a new series of consecutive safe
driving years. Drivers continuing to meet eligibility requirements
continue receiving maximum cash awards each year after five consecutive
years.

f. See AID Handbook 29, Chapter 5, 3 FAM 642.5 for further
detail s.
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3. Certificates of safe driving and lapel emblems are given as safe
driving awards. Cash awards may also be given, subject to local
practices and availability of funds. Congratulatory letters may be
given to drivers receiving awards for several consecutive years.

4. Recommended cash awards are:

Years of Safe Driving
1
2
3
4
5

6L. Maintenance of Vehicles

Percent of Annual Salary
1
1 &1/2
2
2 &1/2
3

•
1. Each USAID mission will obtain a copy of a manufacturer's service
manual for each type of vehicle in its fleet. Based on instructions in
this manual, the GSa will prepare a preventive maintenance schedule for
vehicles to assure that lubrication, tune-up, and other servicing is
completed according to the manufacturer's specifications.

2. Posts should maintain, or obtain from the contractor for work •
contracted out, a written work order describing work completed and parts
and labor costs each time a vehicle is serviced. Exhibit G is a sample
work order USAID missions may use. This form may be modified,
translated and reproduced at posts as needed. USAID missions may
substitute other forms if the forms provide all of the information
required for record keeping.

6M. Disposal of Vehicles

1. Vehicle disposal procedures are given in HB 23 CH 4, App.4A, 6 FAM
227.

2. The Agency has continuing need for vehicles worldwide, and AID
retains proceeds from the sale of disposed vehicles to buy
replacements. When AID vehicles are sold, proceeds of sale must be
deposited to: Budget Clearing Account 72F3845, Proceeds from Sales of
Personal Property, Agency for International Development.

3. Sales proceeds are available for obligation during the fiscal year
in which the sales were made plus one fiscal year thereafter. AID/W
FM/B/SB provides necessary authorization and procedures for utilization
of these funds.

•

•
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4. USAID missions are to dispose of vehicles as soon as possible after
receiving a replacement vehicle. See 6E.6. and Appendix 6A, 228.8.1b.
concerning retention of replaced vehicles.

5. Disposals will be recorded on form AID 5-197 as described in 6J.10.

Attachments:

\

Exhibit A
Exhibit B
Exhibit C
Exhibit D
Exhibit E
Exhibit F
Exhi bit G
Exhibit H

Exhibit I
Exhibit J
Exhi bit K
Exhibit L
Exhi bit M
Exhibit N
Exhibit 0

Appendix 6A

Additional Systems and Equipment for Vehicle
Suggested Interim Vehicle Spare Parts List
Operator's Report of Motor Vehicle Accident (SF-91)
Investigation Report of Motor Vehicle Accident (SF-91A)
Statement of Witness (SF-94)
Motor Vehicle Record (AID 5-197)
Parts Slip and Work Required Form (AID 5-238)
Monthly Record of Automobile Operating Expenses (AID

5-237)
Fuel Consumption Record
Oil Consumption Record
Unsatisfactory Equipment Record (AID 5-236)
Agency Report of Motor Vehicle Data (SF 82)
AID Despatch Analysis for Motor Pools (AID 540-3)
Correction of Motor Vehicle Record (AID 5-197A)
Motor Vehicle Classification - Available Makes of Sedans

and Station Wagons

(6 FAM 228) - Use and Control of Official Vehicles
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EXHIBIT A

Additional Systems and Equipment for Vehicles

Heavy Duty Equipment

Cooling System
Electrical System battery--70 amp. hour, alternator--50 amp.
Electrical System battery--95 amp. hour, alternator--50 amp.
Suspension (Springs &shock absorbers)

Special Equipment

Air conditioner (w/engines of 145 or more GHP)
Bumper guards
Cap, gas tank, locking type
Compensating cooling system (Overflow tank)
Drain plugs, magnetic .
Extra guages on dash panel (Temperature, ammeter, and oil)
Mirror, rearview, right, outside
Radio (Standard broadcast, not 2 way) (For Mission Directors and
AID Representatives only)
Power plant heaters (In cold areas only)
Rear window deflector (Station wagons only)
Rustproofing
Towing devices (Hitch, wiring)
Undercoating
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Suggested Interim Vehicle Spare Parts List

The correct type and quantity of spare parts to be stocked should be based
only on USAID mission usage records. New USAID missions, and others presently
lacking usage records, may use the following list to establish interim stock
levels. Proper stock levels based on actual usage should be established as

/ soon as possible. Figures in columns A through C below are for every five
vehicles at the USAID mission using this particular part.

Column A: For USAID missions with maintenance done at commercial shops but
where cost of parts on local market warrants post stocking some major or
expensive items.

Column B: For USAID missions doing own maintenance but lacking master
mechanic.

Column C: For USAID missions doing own maintenance and having master mechanic
on staff.

Column D: For USAID missions doing own maintenance, having master mechanic on
staff and having more than ten vehicles of type to use this particular part.

Conditions for ordering special parts are individually noted.

Fuel-Carburation-Exhaust A B C D

Air cleaner (Assembly) 1
Filter, element, Fuel - 2 2 2 5
Carburator, complete 1 1 1
Carburetor, repair kit 1 1 2
Fuel pump assembly 1 1 1 1
Gasket, fuel pump 1 1 1 1
Gas tank cap with lock 1 1 1 3
Muffler with clamps &brackets 1 1 1 2
Tail pipe with clamps &brackets 1 1 1 2
Air cleaner elements 5 5 5 15
Oil filters 8 8 8 10

Suspension
Shock absorber, front (Heavy duty) 2 2 2 8
Shock absorber, rear (Heavy duty) 2 2 2 8
Spring, front coil (Heavy duty) 4
Spring, rear, complete (Heavy duty) 2

\,
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•Transmission
Speedometer cable 1
Speedometer gears (Set) 1
Transmission, Standard or automatic, complete 1

(Less shift levers)
Transmission clutch linkage assembly 1

Rear Axle
Axle ratio differential assembly (Complete) 1
Seal, rearaxle drive shaft, inner, oil 2 •Universal joint repair kit 1 1 1 3
Rear axle, (Right) 1 1 2
Rear axle, (Left) 1 1 2

Electrical SYstem
Alternator (Or generator) assembly 1 1 1 2
Alternator (Or generator) brushes (Set) 1 1 1 2

Battery, acid resistant paint for (Pint) 1 1 2
Battery, 1 1 1 2
Battery fluid (Electrolyte charge) (Quart) 1 1 2
Battery ground cable 1 1 2
Battery starter cable 1 1 2 •Bulb, dash board 1 1 2
Bulb, parking light 1 1 2
Bulb, tail light 1 1 2

Coil, 12 volt 1 1 2
Condenser w/clip (Except for electronic) 1 1 2

Directional signal flasher 1 1 2
Directional signal switch 1 1 2
Distributer assembly, complete 1 1 1 2
Distributor cap 1 1 2
Distributer points (S~t) (Not for electronic) 1 1 2
Distributor rotor 1 1 2 •Fuses each type (Box) 1 1 2

Headlamp dimmer switch, 1
Headlight switch (ON-off) 1
Headlight,sealed beam 2 2 2 6
Horn 1
Horn relay 1
Ignition switch 1 1 1 2
Ignition coil 1 1 1 2

•
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Lens, tail light 2
Lens, side light (If applicable) 2

Regulator, voltage and current 1 1 1 2

Sealed beam (High) 1 1 1 2
Sealed beam (Low) 1 1 1 2
Spark plugs, (set) 2 2 2 6
Spark plug gasket, (Box) 1 1 3
Starter motor assembly 1 1 1 2
Starter motor drive 1 1 1
Starter motor brush (Set) 2 2 4
Starter motor switch 1 1 2
Stop light switch 1 1 2

Brake System
Bearing, front wheel (Inner set) 1 1 3
Bearing, front wheel (Outer set) 1 1 3
Brake shoes, (Set) 1 1 1 2
Brake pads (Sets) 1 1 1 2
Brake master cylinder 1 1 1 2
Brake, master cylinder repair kit 1 1 1 2

Spare wheel 1 1 1 3

Wheel cylinder assembly (front) 1 1 1 2
Wheel cylinder assembly (Rear) 1 1 1 2
Wheel cylinder repair kit (Front) 1 1 1 2
Wheel cylinder repair kit (Rear) 1 1 1 2

Tires
Tires (Type depending on environment) 6 6 6 18
Lug bolts, right hand thread, with nuts, (Set) 1 1 1 2
Lug bolts, left hand thread, with nuts, (Set) 1 1 1 2
Tubes, inner 6 6 6 18

i
\ Cooling System
" Belt, fan 1 1 1 2

Belt, steering 1 1 1 2
Belt, compressor drive (For air cond.) 1 1 1 2
Belt, other 1 1 1 2
Cap, radiator 1 1 1 2
Hose, radiator, upper 1 1 1 2
Hose, radiator, lower 1 1 1 2
Hose clamps, radiator 1 1 1 2
Radiator, standard (Heavy duty if air cond.) 1 1 1
Thermostat 1 1 1 1



Chapter 6
Page No. Effective Date Trans. Memo. No.

B-4 November 1, 1988 23:79 AID HANDBOOK 23

•
Thermostat housing gasket 1 1 1 2
Water pump, complete 1 1 1 2
Water pump repair kit 1 1 1 2
Heater hose with clamps 1 1 2
Freon hose for air conditioner 1 1 1 2
Air conditioner compressor 1 1 1 2

Anti-freeze/coolant, anti-corrosion (Gallon) 5 5 5 15

Glass •Side window 1
Rear window 1
Windshield 1 1 1
Mirrors, side 1 1 1
Mirror, rear view . 1 1 2

Body
Wi per arm, 1eft 1 1 2
Wiper arm, right 1 1 2
Wiper blades 4 4 8
Wiper motor 1 1 1 2
Windshield washer detergent (Gallon) 3 3 6

Engine •Cylinder head 1
Engine mounting unit (Front) 1 1 1
Engine mounting unit, rear 1 1 1
Gasket, cylinder head 1
Gasket set, engine overhaul 1
Gasket set, engine valve grind 1
Gasket, valve cover 1 1 1 2
Hose, positive crankcase ventilation (Set) 1 1 1 2
Oil filter element 10 10 10 25
Pump, oi 1 1 1 1 2
Retainer, valve spring, upper (Set) 1
Stud bolt, with nut, cylinder head 1 •Valve, exhaust, (Set) 1
Valve, positive crank case ventilation 1
Valve spring (Set) 2

Steering
Bushing (Lower control arm) 2
Bushing (Upper control arm) 2
Ends, steering tie rod (Set) 2
Pins, Steering knuckle kit 2

•
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USAID missions with fifteen or more vehicles with the same engine and
transmission and lacking availability of rebuild facilities, may stock
one complete engine and transmission. Component parts may be removed
from it when needed and if a major engine breakdown occurs, simply
change the engine, rebuild the old one and keep it as a spare. In this
way, the USAID mission will not have a vehicle deadlined for weeks
awaiting reconstruction of the engine.
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HAPPINID lIT - - ..-- of - -Ult..ntDC -+ cr::>c.:::I:l to-- I

8YuaoLS, aELOW .. u. - - I. - .........-- --CD...._---------~

ap' er X ,
STATE WHO UVE MEDICAL AID. IF NfY WAS QMIt WHERE WAS INJURED TAK£II

§ COMDrTlOil 0' 0111£1 DIMI

§ If other dmr.r or peraonl InJured mada atl'amenb al to C.UlI of aCCident .nd extent of personal or

~
property d.m.... rel.tl converutlon••Iso••IYe n.ma••nd acid,...... of ottll" h.arlftl .uch It.tllMnt..
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~..

IIAItl 1'YPI YtAII

OPUATO'" STATE PPMIT JlUIIIU YDnClE UCOIS£ NUIIIlI AND STATt
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~ 01'11--;I ATtD

Ii
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,MIl onoucu DAMMED (DlIlrlJ,) OPUATOv D11I1ATtD

II
AIIOUIfT DAIIMl

•:jl OTHII NDPDr1'Y DAIIMlD (6,1";.)

NAMES HOME ADDRESSES

e
~

!
~

II '.

Ii
..:

!!
l-Ie
.!
I
I
I
I.. POLICE OFflCU lADlE JIUIIID II'II£CINCr 011 HEADQUAII'tJIS

1.'CAll: (I.tlNII "~~I~",,,,,.JIr.N) OT1IEI _"ICU (Z)

DIKCTlOilo,mYR

SIDE Of
ITJfETOI
HIGHWAY

Arral·

I
IlIATt
SPUD IIILD Pot HOUI IIILD '[I .1
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§ OTHEI INFONATIOII (L,,.. "., Ii,.,. ".#' ,1,uI,.•J",.",••,. IU.)

g
~

ITAHDAItD fORM 'I PAGE Z (ltlY. 11-71) atANDAIID 'Oltlnl PAGE S (MY. u-m I



EXHIBIT 0 HB 236tChap er ,
INVESTIGATION REPORT OF ~rM4I""

t. DEPARTWENT OR AGENCY 2. REPORTINQ UNIT (Heme end lOC8toon)

~Act

MOTOR VEHICLE ACCIDENT sr...tnMflf
,he bonom.

,. QI.....AL LOCATION Of' ACClOVfT (tl KC,.,."' .11 in ,he city. COIfIIHle jiM!~ il t. EXACT TIIM Of' ACCIDINT
tNfl##le Coil' limi'••~,... Cl. c MWI d.}

I. CITy OR TOWN. COUNTY AND STATE b. WILES c. DlREC· d. FROU CITYITOWN I. DATE (D.,. Yo.. Yr.' r""YO' c. HOUR
liON (1/IOWtI It'I .} THE WEEK

• .IIt.

o LIMITS OCEN-
p.""TEA

LIXACT I. ACCIDENT OCCURRED ON ($1,"1~, (H,gh""Y' ",.,,, SO 01 C end complet. 'PIHOPIi.,. iIllor"."IiOtl. "O'fIefLOCA-
nON

,.,."",y. cOUld w: _,.., It'I/lfMCl'"f1 II,...,. /lOu.. numt»r.

cw b. AT INTERSECTION ($I"'" n-. .".,. OIIt1g1rw.y itlet!liliclllOfl}
POW"OI"~ pole (gi... number}. tIip.y Cunol. bridge.

ACCt-
(HIgh""" ra,NOM/cro~ lillirtg "1I00n••_,. ~..,.QI/...n. gua,df.if.

DINT ".,lepaat. undIrpau.. 0# OIher idenlJlying landmlrll.

c. NOT AT EXACT DISTANCE DIREC· Of ($I,"' Of OIhe, 1dIrtf"y} ANO EXACT DISTANCE DIREC· Of' (Sf"'" 0# OIhe, tdlntily'
INTER- ITM)N

liON

ISECTION I
.. no- I. YEAR Ib MAKE C. BODY TYPE d. NO. OF ;1" KINO OF CARGO I. EXTENT Of CARGO DAMAGE (II nona. 10 ....,

IML PASSENGERS
ft·
HlCU

g. REGiSTRATION NUMBER h. PARTS Of VEHICLE DAMAGED AND NATURE Of DAMAGE
~)

Ilnc;luda
pny...'Y

i. OPERATOR'S PERMIT (S,.,••nd Number' (F"""" No.,
owrtIfI. I .~.lIy

opere'flIl j. LIMITATION Of PERMIT II. TRAVELING II STREETIHIGHWAY ON WHICH VEHICLE WAS TRAVELING
DIRECTION

m TYPE PERMIT n YEARS DRIVING EXPERIENCE o. NUMBER OF HOURS p. DISTANCE DANGER WAS NOTICED ". I tAWFUl SPEED

TOTAL TYPE VEHICl.E ON DUTY BEFORE

o OPERATOR IN WHICH ACCIDENT Q. EST IfoIATED SPEED THEN m.p.h. m.p.h.

o TRUCK DRIVER ACCIDENT OCCURRED
r. ESTIMATED SPEED AT IfootPACT m.p.h u. r.tAlllfootUfoot

OCCURRED SAFE SPEED
o CHAUFFEUR I. LAWFUL SPEED ft. m.p.ft.

... DRIVER CNa.-1 SEX •. DRIVER'S AOORESS

AGE

7.0T~1II I. yEAR Ib footAKE c 800Y TYPE
d. NO. OF 'I" KINO Of CAAGO

I' EXTENT OF CARGO DAMAGE lit nona. 10 Ill.)
'11:- PASSENGERS
HlCU
C2.

9. REGISTRATION NUfootBER h PARTS Of VEHICLE D"""'-G£D ANa NATURE Of DAr.tAGE

, OPERATOR'S PERMIT 15'1/' aIt(1 _0." I~'.'No.,

I
I· L1footiT ATl9N OF PERMIT II TRAVELING II Sl~ETIHIGHWAYON WHICH VEHICLE WAS TRAVELING

DIRECTION

m TYPE PEAr.t1T n. YEARS DRIVING EXPERIENCE o. NUfoot8ER OF HOURS p. DISTANCE DANGER WAS NOTICED ". •. LAWFUL SPEED

TYPE veHICLE
ON DUTY BEFORE

m.p.ft.o OPERATOR TOTAl ACCIDENT Q. EST....ATED SPEED THEN m.p.Il
IN WHICH

o TRUCK DRIVER ACCIDENT OCCURRED r ESTIMATED SPEED AT IfootPACT m.p.Il. u. footAXIfoot\lr.t
OCCURRED SAFE SPEED

o CHAUFFEUR I. LAWFUl. SPEED If. m.p.ft.

It. DRIVER (N_) SEX • DRIVER'S ADDRESS

AGE

I •••TNflUI ,,"_, ADDRESS TELEPHONE NO. LOCATION AT TlfootEOf' ACCIDENT

A '.

B

In compliance with the Privacy Act of 1974, the following information is provided:
Solicitation of the information requested on this form is authorized by Tide 40 U.S.C. Section 491'. Disclosure of the information by a
Federal employee is mandatory IS it is the fint step in the Government's investigltion of a motor vehicle accident. The principal pur·
poses for which the information is intended to be used are to provide necessary data for use by legal counsel in 1.1 actions resulting
from the accident and to provide accident information/statistics for use in analyzing Iccident causes and developing methods of reduc
ing Iccidents. Routine use of the information IMY be by Federal, State or local QO"rnments, or agencies, when relevlnt to civil, crimin
al, or regulatory investigltions or prosecutions. An employ.. of a Federal agency who fails to report accurately. motor vehide accid·
ent involving a Federal vehide or who refuses to cooperah in the investigation of an lCCident may be subject to administrative sanctions.

91.206 ::C~AO':::'~~~~:~"'...71.
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Cfiapter 6 EXHIBIT D, HB 23

.. NAME SEX b.ADOR£SS

AGE

A c. ".'" '"1- ... two ."",oprl.,. 00... d. IN WHICH Y£HICl£ •. lOCATION IN Ye4IClE t. FIRST AID GlV£N BY

o 1U1.1.ED 10 DRIVER o PASSENGER o FED

o INJURED o HEl.P£R o PEDESTRIAN C OTHER 121
g. TAKEN BY fa. TAICfN TO Ii. REGISTRATION NUMBER

•. NAME SO
..

b.ADOAESS

AGE

B c. "'n -•• in ,Ite twO eppIOprief. 00... d. IN WHICH VEHICl.E ..1.0CATION IN VEHIClE f FIRST AID GIY£N BY

o Kll.l.ED IC DRIVER o PASSENGER C no
o INJURED C HEl.P£R o PEDESTRIAN o OTHER (2)

II. TAKEN BY h. TAKEN TO Ii. REGISTRATION NUMBER

10."· •. DIRECTION PED£5- b. CON OACAOSS c. WHERE WAS PED£STRIAN ~ING,SWCOfMI 110 HE COl,.,. E -'de '0 W-'de. ltc.,
01.. TAIAN WAS GOING S,,.., FROM ITOTJlWf

.-01

iii""'....:
d. DESCF·'';,;~ WHAT PED£STRIAN WAS OOlHG AT THE TIME OF THE ACCID£NT,~
",rwrwelt< , ","," IIgt111.~, 1igtIII. dilgOfl'.r; ... tOMIw'r WOIIUng. pler"fl• • 1IaitIg. lI"cltin, on
r'IIIIc";e',.j

1,. DAtootAGE TO PROPERTY OTHER THAN MOTOR VEHICl.ES OR CARGO (NMw 0b,ecIa. IIlOw
ownershIP. It... Mute 01 dlm.gel

11. .INO Of LOCALIT' '''','' _, 11. CONDITION Of nHlCLll ROAD CONOITICNS. COfl'~ - ",.,. one 01 mote {

I ....nuIKlunnll"nc!utln.. ~Ee 2 ...'" one 01 more tOIHeIl wlli(;" I l.oow ""I.n.' on surfac•

D Shoppmgtllvll"'u •. D1lKhWDt... g Holn. GNp rutl

C Residenll" b ...~egtltIOUl o One o Bolh h Delecl'W lhOulders

d ScIlOOl/pl8Y91ouncs C. T"1IigM out or ObKured I. No delecta

•. ()pen country d. 0.",. cowt or Ienclet' IIll"II 011" I OIIler dltK11 ,$1)«'''''
I Induline' premlllS • SognaI bghll "KI_

g Home/domesl,c premIses t. OtnI, 1'9I\......lIIclorl oelecllW

~
k Aoed under con·

hOlller "PICI'r' g. Tire blew Out ItrucltOl\ or 1,,*' C YES CNa

" D1lKt_ ...."ng /ftKftan11l'll 1•. TJlAfIlIC CONT"OL.I

U. UGHT I"'''' one, i. No .pperenl dlfeell FUMe· NOT
FUNC· ...,. IPP'OP''''' cOl_

TION- TION· tot Hell conrrol p,....nr
'.OIyllg'" dD.lllnna-m • OIIler oeleefa I$peeI"', INO IHG

b. DusII (II Ar!llici" "lIhl • Railtoad Croiling oa'"
c. CMwn , 121 No .r1I"c." "0"1 17. VIIION ONCU"ED ., b. RldlO.d .ulom.IIC Iognel

W. WATHE" ,#bt. ~, FEe 2 ..."'.".,.~ c OllICe, 01 wllchm.n

•. 0.., dFOO •. Rim. snow. etc. 011 ..ndlll,", d Slop end go I,ghl

b RltNng • 01'" "pee,,.., b. CrKkld WInclIhiIId •. SIop 19\

c.~f1nll c. Dony wondlllllldlwonco.. I W.mlng 110" or IIgNI

11. CONDITION Of DRIYDI AND KDI!IT'UAN d. W1ndOw11wltIdItlrlld not gI•• g. '1191 Of , ..,..

ED 2 PEO' ....,.~ 101 Hell penon • TI_. croos. etc. ::..n:::,,. 0 II. No COfl',O/J pre•."r

•. HId nol tlIIn annillng ,. BullCong 10. "OAD DIIC"I"ION

b. HIcl"'n drinking ,..,.".,. ,,}. IZ,. 01 '3' CJe~-' g.EIl'IbInk_I • WIDTH OF ROAD oR PAVEr.t£NT

111 AbIlity "",*IId " SognbOardl

121 Ability noIl~ • Palllid whoCII b. NUMBER OF LANES Ic. LANES MARKED .

(31 Not known ""'lrIet ,,"p'lrld .. Iootoftng ..nidi o YES 0 NO
'/. '///"

".," 0", 01 _ IIOt e«" ~,.on k ~I '$pee.,.., d LANES SEPARATED
~h o ~h';

c. PhY'liU' dIf'tel ONa o YES r1 -Ye•. - CII.cnbe

d OIIler hlnc!IClPl. Cllrylng llunct.... umDI..... • ,c. 'I. "DAD CDHCUTtQHI ,,,,,,. OIW' "","IIOft:

• S~. 1."QUId. etc. • Dry I d Snowy

I. Appel."lIy IIl~ b Wit I', ICy

g. AppI,."lty no""" c. MucIOy CoIt,~,..., coI_

STANDARD FOAM 11l·A PAGE 21"EV. '·'11



Chapter 6 EXHIBIT 0, HB 23
21. O'UYIA' ACTIONS DAMA'S ACTIONS. ConlitlWl I ,. OTHER IMPROPER ACTION (Speedy}

!fEO 2 JIm oneIMNdI dn_ ~O2 "'.,. It ~c.a" !FEDI

•. aQIIong Iigflll",n I. SllIdd"'Q 2 I
II Mailing lelllum m. AY00dtn9 ...tucle. 0lIfeCl Of pednlraan ~. POUC~ ACTlOH (It any}

c. Making U Nm n. Emerging from IIIey Of dn...wey •. CHAAQE

d. GOlng Ilr8J9hI.'-d O. Diaall*f ""ide perked

•. SlOwing00wnI~ p. Gave _ming (hotn.lIgtIM. ifWIit:eIOt}

f.o...r1altinG!pU.ling zz. 'IIOt.ATIONI b. NAME OF PERSON CHARGED

g. Fo,..", from pertllng apace i:EC 2 ....rIloneOftnOfW

h. Sacllw.", froftl par1ling apace •. EaoNdong I.wfullpeecl c. POlICE OFFICER'S NAUE d. BADO£

i. on- "-clling
NO.

b. FOllo....ng 100 doMty

j.S~ In lrattic ..". c. DiSN9Ara.c:t """ Iign

k. Other (St»cityJ d. Di"egarded tlopfgo aignal •. POUCE OFFICER'S DEPARTMENT

•. Di..-vara.c:t police ofhcer

2C.INOICATI ON THII OIAQAAII HOW THI ACCIDENT HAPPlNID

•. Place at row on
I",. t:lfcle to.n<Stc.I. NORTH

UN one ot lhe.. ourli".. 10 .....eII "..
ae-. W,,,. In .,,.., Of "if}Itw., MmN Of
_0.".
•. Numoe, F«Je,eI ...1IidI .. f. olrle,

...fIIt:/e .. 2• • ddillOn.' ..1I4C/e II 3. Ind
~ dfrec"",. 01"~ .."" .now.
E•.".",..~ <2J..-

II. :-o:::~~~ ShOw PIth CD
end llroken lone
!he Kt:.denl - - - - CD

c. Show ~n.nbY-O
d. Show r.tlroad by I I I I I I I I I I I

o

! u\\. I!
I \~ I
I \ I

.".,----t-------~\---- ....L- r --

;/I ! I \<\l i~
21. PO'NT OF 'M"ACT 21. Ot:.CAIH WHAT HAPNNlO iRltw 10 ooMic:IN .. ~FId-end 7-}

FED 2
..,.,. one to'
.K" ..fIIt:/e

• Fronl

II. R.gh"rorol

c l.1l fronl

d Rear

• RiO'll re••

Il.1l re.r

g. RIghI tid.

h. lett ••de

21. RIYffWlNQ O'flCIAl" .TATEMINT (Ute Ole' ot '''_Ioml mer be IIMd tOllddlllOllll apeee 10 t:",.,IflUe.", rfMtJ.

•. SHOW CONSEQUENCES OF ACCIQENT AFFECTING AGENCY P.ERSONNEl SHOWN IN b. REMARKS (If .rty)
ITEM t. BY CC>t.IPlETING ITEMS BELOW.

TYPE OF PERSONNEL , PROBABlE DISABILITY

o MILITARY 0 CIVilIAN

A
DATE STOPPED NATURE OF INJURY AND PART OF BODY
WORK

DATE RE~MED
WORK

TYPE OF PERSONNEL IPROBABLE DISABilITY

DATE STOPPED NATURE OF INJURY AND PART.OF BODY

I ~K

DATE RESUMED
WORK

c.REVIEW· SIGHATUA~ TITLE ("''''''' or CWtIiIni DAlE.
ING
OFFICIAL

.U.8.0P0:,ea7~17lH)82J8l1051
STANDARD FORM lloA PAGE 3 CIEV. ,.,.)
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Chapter 6 EXHIBIT E. HB 23

STATEMENT OF WITNESS 1. rct~au 1141 I. WHo. O4D THE ACCtDENT HAPNHf POItM APfI'ROYa)

it. nME .... 1... ~TC 0 ...... HUMau
(AllMi MJi';...I~ if ,""I,.,) JOtO-OUI,...

.. WAS ANYONE UUUItID. AND I" so. IXIUCT or INJURY I' IUtOWfU

L DUCRtK THE~ DAMAGE TO QOVDtHWlNT PROfI'UTY I. I' TRAfFIC CASE.
GIVC APPROXIMA....
8Pa:D or:

L QOVIDtHMENT VD4~
. lUI,

..Hr.
It. OTHDl YDUCU

10. GIVE THE NAMa AND ADORDIU 0# ANY OTHER W1THUIU TO THE ACCIDENT (II,....)
LNAMD It. ADOttDSU (/.w. Zlr C.u)

u. HO~E ADOIIDa (/.tlN, Zl1 C.M, 12. WITHE" (PrInt HelM) L HOME ttLUttOHE NO.

WlTNUS
C0M- b. TODo\VOI DATI
ItlmHG

~ •THIS
FORM

11 IUSINDI ADOItUS (/wI.M ZI' CMI) TELUHOHE NO.

J..... ,......,.~ ) 0
4.1Mw,~~ 1111II111I1I11111
I.Ql tI __.~

•• JllCUcate IlOItIt '" Sa ,We~ 0

14. INDICATE ON THE DlAGIWlI BELOW WHAT HAPPENED:

I. "~ Ide .. I~'" wWde .. J-eddkioM' ..1Jde
.. So 6'ectJoa ., tnftI ,,~ .-row

("'Ift~:~ c:c:>c::r::J~ J
t. Ute eoIid ... toe .... palla W .. K'CicIIM - CL:>
......... eedlIeIIt -------eI:::>-

I U \\ I:
I . \

--+------L------~-T---~.,,,,----- I \ ·1 --.......,
~/ I \ "

--- I I \ \ \ I I --



Chapter 6
fiLE REf£RENCE:

1"hIa ofllce has bMn notified that you wttneued an accident which occurred

EXHIBIT E, HB 23

It will be helpful if you will ans'lNer. as fUlly as possible. the questions on the other side of this letter. Please read
the Prtvacy Ad Statement below.

Your courtesy in complying with this req~ will be appreciated. An addressed envelope. which requires no postaie.
is enclosed for )'OUr convenience In replyfnl.

Enclosure
--------------_._---------------------------------~
Use by the pub:ic is Y<\luntary. In compliance with the Privacy Act of 1974. the following information is provided:
Solicitation of the information requested on this form is authorized by Title 40 U.S.C. Section 491. Disclosure of the
information by a f"ederal employee is mandatory as it is the first step in the Government's investigation of a motor
vehicle accident. The prmcipal purposes for which the information is intended to be used are to prOVide necessary
data for use by leF-al counsel in legal actions resulting from the accident. and to provide accident information/statistics
for use in analyzing accident causes and developing methods of reducing accidents. Routine use of the information
may be by Federal. State or local governments or agencies, when relevant to civil. criminal, or regulatory investigations
or prosecution.

STANDARD 'ORU 4)4 BACK (REV. 2-83)



Chapter 6
Exhibit F
(TM 23:79)

5-15-89
MU rUK Vt:IIICLt; Kt';COKU

Re.3d aft instruction. on reverse oarefully before cOlllplotlnl,J fllf'" -.. COUNTRY CODE 2. VEHICLE SERIES & 3. MISSiON ... TYPE OF VEHICl.E
(SO" HB 18) NUMBER 1A08mall 2,,0A I B St.tlon W~-.n (118 6u0C0ne>actl

18 0 &bcompac1 20 0 nt.tlc..n W.uan (CI.... Cun~tl

:J. ACQUISITION DATA te 0 CcJnlpAGt (CI.... t>ac1,ml :Ie r~] St.tlon Wagw'I (CI.... M66-m.re)

;,: A.O AIDIW C.O D1r.ct Procur-erTMKrt to 0 MId-61zw (CI.... Sod.n) 200 6t.tlon Waoon (CI... rv lAfoe)

Q 3.0 GSA D.D Oth« (Enter detan. In Itom 8 Remark.) te 0 LMge (Cln. N 3ectanl :J 0 AmlJuI&l1l»-E- 4 D Rue \nr1Ic.t. m. of p"._lgeI'. In- '.:. P.O. DATE (Mo. & Yr.) 7. P.O. NUMBER
5 Otna:k. 1If,{1l) Ibtl. A ,.W'W 4.4

IIOfn •. E.I
rn eO lnack. 4'4,000 r.. &~- 8 0 truck, e~ the II. ,.det 4 .."~

C>' 7 0 T,uc:6l. 860t - 7.J.DQQ 1l.1li
-.j -1l. REMARKS (Umlt Co 18 char.) 9. MODEL 10.T~CHNICAL 11. SYSTEMS & eQUIPMENT

OUIPMENT A. AIC 8. Cnglne C. Tran•. 10. I". Hand r. No. of
0'''- V ••••

12. ACQUISITION 13. ADDITIONAL 1... SHIPP1NO & 15. DATE REC'D 16. YA. 0'-: 17. MAKE OF VEHICLE 18. SERIAl.
COST (F.D.B.) SYSTEMS COST OTHER COSTS (Mo. ~ Yr.) VEHICLE A. Make a.Code NO.

-19. DISPOSITION AUTHORITY: 20. DATE OF DISPOSAL 21. PROCEEDS FROM DISPOSAL 22. MIL~OE AT
P.D.A. NO. (Mo. & Yr.) DIS SAL

2: $ _.--_ .... 9--'-

0- 23. REASON FOR DISPOSAL 2•. METHOD OF DISPOSAL
E- .0 D~~ s·B T. D Trans'.- AQe & Mil_ S. 6...
en

~:O OE-.s F. 0 T,.ns'. wllhln "'o-oryQ MIa- 6. 0'0 ar.nt-In-Alto!
C. 3.0 ~ 7. o Then O. Don.tlon A. 0 Admlnl.t,.t".•
tr.J 4.0 \.Jneoonomlc.1 to Aepa'" 8. o CMISt,l.. R. 0 Sc,.~-.... g. o foroe MaJeur•

..> 5-197 (3-89) ORIGINAL - MISSION COpy (RelRln u I"ropcrly Invenlory Record)

01
02
03
04
05
06
07
08
09

10
11
12
13
14
15
16
17
18

Eflter popular flame. I.e .• NQY.A and MAKE COVE

Chevrolet
Ford
Plymouth
AMC
Falcon RH
Dodge
Pontiac
Oldsmoble
Merctxy
Buick
Chrysler
Holden
Othor
Toyota
PeU<JGot
Renaut
Nissan
Honda

Chevrolet 2U
Ford 21
Dodge 22
Intematlon.'\J 23
OMC 24
AMC 2S
White 26
Mack 27
Reo 28
Kenworth 29
Peterbllt 30
Studebaker 31
Diamond·· T 32
O.hko.h 33
Autocar 34
MInIbu. 35
Euclid 36
Other 37
Land Rover R1i 38
Toyota 39
NI••an 40
Bedford 41

18. Enter last .Ix dIoIt. of SetUI Nunbet' ONLY
19. Ust P.D.A. No••••Igned. DO NOT exceed S cJyIt.
21. Enter to nearest dol..,.. I.e .• $2000
22. Ent... In U.S. rnIo•.
23. l 24. ~ appropriate box

17.

AID 5-197 (3-89) Back

7.

INSTRUCTIONS FOR COMPLETING FORM AID 5-1i1. MOTOR VEHICLE RECORD

A. SEE CHAPTER 6. AID HANDBOOK 23 - OVERSEAS SUPPORT
9. lIPaN RECEIPT OF A VEHICLE COMPLETE BLOCKS 1-18.
C. UPON DISPOSAL. COMPLE rE BLOCKS 19-24

6.LQCK
1. Enter Country Code.
2. A811gned by MS/OM
3. Enter Country Name
". Check appropriate box
5. Check a.ppropr1ate box to indicate how acquired.
6. 15. & 20. Enter two-dlgtt numbers for month and year.

I.e .• 02-74 for February 1974
Enter entire Purchase Order Number. or transfer number
t1 transferred
Umtt remar1cs to 16 fetters. I.e .• Trfd Fm--
If 5. 6. 7 Ie checked In Block 4. enter YEHICLE CATE
GORY CODE

10. Technical EQuipment -
l=ArmOC": 2=Transcetver/Radlo: 3=Both Itoms 1 & 2

11,A If air condttloned. enter 'X'
l'.B Enter Engine Code
11.C Enter Tranamll8lon Code
11 .0 If RIght-Hand Drtve. omer •X'
11.E If BUS. enter number of passengers.
12. Enter In U.S. S.
13. Enter cost of additional systems In U.S. $
14. Enter estimated shipping and other cost In U.S. $
15. Enter month and year received. I.e., 10-87 for October.

1987
16. Enter year vehicle manutact16ed. I.e •• 74 for 1974

8.
9.



Chapter 6 EXHIBIT G, MB 23

AID-S.lJ8 t7.641
US AID TO

INYOICe NO.

PARTS SLIP AND V/ORK REQUIRED
OA T£ AND TIME I'" D.TE .... D TIME OUT .Ioe NUMBER

TYPIl: I ... ITI.L. I ....PECTIO... (In'''.'.) 1.000 MIL £ OR MON.

MODEL. • MAKE "IH.L. 'NSPECTIO... (lnlll.'e) •.000 MIL. £'0 MON.

PL.ATE NUIo4I1E.. 1041L. ••G. OTHER

PARTS

QuantifY

R.or. R.c.
Description Unit Cost Cost

---;-----.1I--------l-----------------.----------------+-----4"----:-

-._--+----+--------- -------._------------------------+-- ----+-_.---

--_._-------_.._-----_._-----+-----\----

-----t-.---+--------f---.----.-------------------------+--.---1------

_._...L...- L- ._. •

H£CC:IYL:U ov (S'Qn"rure) .---- ------·----r;~,·I-~: ..-~~::-- -t---
-----------------------------------

MAINTENANCE

----t-----------------.-- ------------

,---_._- --_. _.-------if--------------- ----.

~i~"'".t1~~~~_-~==--__ _:~_::~~-Ae.~_T,~:.,~.~~:~~·~ln~_s-p_._-_-_-+_L-ab--~~•._c~o_s~t~
----...----_. -------i--- --

=~--_.---..---~~:~- -~--~-j==--=-t

I

=~~.+--_._----
~---

-~-

._-_._......._--
SIGNATU.. £ 0 .. PO"EIo4AH 0 .. 'H....CTOR

Total Labor Cost

Tatol Cas' (Por.s & Lobar)



Chapter 6 EXHIBIT G, HB 23

INSTRUCT'OHS

l. l'.rlH Slip and Wurk /l"quircd Fmlll, c'lnsi.:ing of (2) 1""0 cf,p:e:t, ilt used 10 rt'coret all muintenllncc servicefl or re
pain. "f:nlf"pli"hf',1 an" ~f1 ~n aut"ori~ation documenl tn ohtain and IICCClUOI for vehic,I" rc~pair parl~.

2. Sp~cifil: wurk to 1.,. ;lnnmpIiHhr.d b), maiuteDftllCC pt:retonncl. ~ .. li"'tlI ... d linu' lind any known pari'" required will be
,.nl~r~" in ..pproprj "f' "reI ion" Ly i'l:"iprl':illg pt:reonuel prior to • v('hide entering the mointenanc~ shop. Both
c:opit'N of Ihe foran IUt' :o....nt lo thr Illainlt',:anee ..hop with the vr.l.ide.

3. On complelion n( "''1l&irret nlainlen'UICf!' "I!rvice or rl!I"lir", completed orlginnl copy will bc: ufltetd 10 Ilc:c:umullt'c' rc··
quir~d Illalisl;c:.. J IJulO r.1!d 10 post job cosll\ on Vehicle Rep"ir nale Record. OrIAinol C'up), will tht'tI III' Ii Ic,d in
vt'bic:l,. jocket file. DUJ"ic-ule ccpy of form whkh reflects any il"su~ o( rerair pari" will be Cilr.d in lhc: plUl" HUp-
pi)' Lo 50bslllnliale rcpuir parl:'t iusue. '

4. Undin! wi 11 be COmpl,.lcod b)' W/0 r. lr:rk (Wolk Order Clerk,.
a. Inv. number - t:ntc:r tht' card nUlnlter bldck 2, Motor Vehiclt.: Record, Form '\11)·5·197.
b. Date and Time in - EDter curreot date und time vehiclc'w:lft released for muinlenaDce service or repair by the

disp" tcber. .
C. nate and Time out - Enler currenl dale aDd time vehic!e was released by inspecling personnel 00 completion

of linotl iDSpeClioD to thl! dispuLcher. ,
d. Job numbcr - Ent~r job o1fdcr number (roro job order register. JOI ntller Dumber9 wi 11 be aSftigned Lo both sched

uled and un8chcdul.~d loIcrvice:l 01 rerairs.
e. Type - Efller c:oiTecl nomenclillurt: 0 \Oehiclr. a~ per Molar V~hide Record Form Aln-~)-I97.
(. Initial Inspectinn (jnitial~) - I::Dler It.e initinl. of perftoDDel iDlfpeCliu~ lhe vehicle prior to entering the main-

tenltncc shop. :
g. Type' of war!. (x) ant' - Ellier :r marl :,y lyp~ nf moinlellllnce 6ervir'f! requirell. Block r.ntillC'd olher will be

checkr.rf whun luLrie:atiOD nr UOtlll l:I',iul('d rcpCIlire are required.
h. Model ancl Make· !::nler thl! morlel o! lilt: w~hiclc, 1963 Chc-vrolf't, 1961 Ford. elC.,
i. Fiaal ins~clion (in:liol:i) - Enier ll.e ill;tials of pemonnel aloc:o,npli ..hing final inspection.
j. Mileage - t:n'er curr':nl mileaRc of till' ·..~hic!c.

5. Parts - When relu,ir I);\fls :ue requirrd, hOlh copir.s of Ihe 10rnl will be r_csenled 10 the repair part=, rlupply clerk.
a. Wht'n availablr. rer)air parl!1 are is!"u'~d. rc •. cipted for Ilnd lhe dllpli.:ate copy is relained in the repair parl~

supply to Sub~.lunlialt' issue. Th.: orh~inpl copy rdlec:tiDg r.. pair ~rlN iSl'iue is returned to lhe requesler.
b. Wht-n any or 1111 of Ihe repair r3rt~ arc :lOl a\'ailalJle, lhr. ori~inBI copy, rdlecting any i~sues made. will be rc·

lurn,·d 10 Ihe rcpair par's req,uest.:r. Thc oriRinul is lh~a useel as a bllsis to iniliat~ local or olf-shorc pro
cure'mcnl aClion for the rep3ir rarll" n~1 nvp ilable. Aflr.!' proc:urt'n,,,nl .:Iction for rep:Jir parts which wer~ not
aVltilablr: has lwen iDitiatell, the' following will be eUl·eted:
(I) Whcn lht' vchic:le r~lh.,ins inupr.ralive dUe! to \~ck uf relHtir palts, lhe original is held in suspense pending

, r~ceipl of repair pllnH. Th~ j<,b oHJer will relhaiu op~n l.:nlil repair pari!' are recr.ived aDd issued.
eu Wht'n Ihe inspector d~temcineti thnt the \'ehicl~ can safely ('ontinue in opC"ration wilhout the required re

poir pUrl. tht: duplicatl'! cr'llY rt'll~cti08 i ..sl;f!& will he finulizcd lind tlae job order closed. When the reo
q"ired ptUI·j,.. reeehoed. lltt' supply clt,:rk will lake aclion 10 Dotify the Molor Transport Su~rvisor. A new
job ordC!r wi II be :!\:iu~d aDd nece:ita,'Y work l'cconlplist."d.

~. P.Uls ,ulf'tiun of (orm will be tlecompli'\hed Oft foll"ws:
(l) QuaDtily required - Inspeclor (.Ir mecbanic will enl,.r quunlity of item requircd.
(2) QUllnl ily r...ceivC'J - ReJloir ~rts clerk will enter 'Idanlily of ilem iltfOlI...d from repair palls !'OlIppl)'.
(3) Siod number· lIepair patlK clerk will enler fJtock numbt'r of requircd itrm.
(4) Oescriplinn. In!Opc"clor or nu:dulnic wi II enter descriplioll o( required ilem.
(&) Unil pri,:,.• Repair partN cl~rk will eCler unh pric~e of ilem.
(b) Cc,sl - U~pair parl~ cJf!rk will (:nler tolal ~osl (or ilem t~I~'!ivcd.

(7) Rc:cei",:cJ hy - I::alcr eigD;lIvrt' 1'( iudividual recc-ivil:~ Ir:pair p.rlfi.
(8) Tot:.! part:-; co!"l - t:nler tOl,,1 ('c,tlt for all partt' rec-~;ved on joll nrdrr.

6. M.. intc·n,lncr.
.... Qaly rnainl,.Oilnl'", fierv!cc5 or rel)aiff', iodicated by in~peclin~ pr.flW'1nc:l will b~ o.wcompli..hed. Where Itddi

tion.. 1 wo," is r,·cluirr.d that W3!' nOI ~n,':r.::ri on for III ciurinr~ Initial iO:-:l'ectioll, the in!>pector or shop forenlan
will be! notHirrt ,1nd a delerlUinolion .u,ll,. as 10 whrtlu:r ."urk w.1I bl: ilc:conlp1i!ihl!d or deferred.

II. MDinlcnancl' portioD of '"rm wiJl be cORlpJ!"~f!d 85 foHow:;: '
(I) Mcet".nic Du,nber - EDler lhe nUl:lber aS9i~ed to iD:lpoec·tor or rnain:caanc-c rersonnrl.
(2) Dcticriptioa of work - l:ntci til," clesniptino of "peciti;: wmrk I? he: performed. Work performed b)' inspec-

Lion persClnn.:1 will also be "hu",n
(3) E:"Iimate:d time - InspectiD~ pewnulh~1 will ~nler estimated lhl~e r'!'luired 10 accomplish esch tipecHic.

itc°hl 01 work shown all fClfm. E:~limah~o liMes will be ohlaiocd (rom f1al rllte manunls. Where nol avalJa
Lit. in Hal wle manual.. , el:lilla.,ted lim~ will be hnaed on mistaion averages for similar items of work.

(~) AClua! linU' - InsPf!'cting &qd m:liDtenQncC" perllonnC'1 will r:nler lhe aeltlaltime required 10 ar.eomplish
each it~1II of work ahown on lh~ form.

(5) Inilials· Enter lht initial!' oi pr';:~@nrl o1~complishingC";:da item of work !'hown OD lhe form.
(6) Labor rosl - ~nlcr lh~ labor I:O!'01 (ur Ilcc.;ompli ..hing etl~h it~m u( \York shown on the form. Labor ratett

wi!) be: h;)sed OD individual !I.leary of per&on accOfnplishinlC the wur1t.
(7) Sign:Jlurc - Enler th~ ai~lInturl' of r~r8OD l'upervi5inr. accomr,lishment of required work.
(8) Tota) 1,,!Jor eosl - EDter 10lnl l..bor cost for all work accomplished.
(9) "otal cost (parLa and labor) - }o;ntpr lhe totol CClsl for p;)rtll aDd labor.

NOTE: All Liquid Mea.urea and CoslS to be U.S.

-2-



lapter 6 EXHIBIT H
(TM 23:79)
5-15-89

AID 5-237 (3-80) POST
UNITED STATES INTERNATIONAL DEVELOPMENT COOPERATION AGENCY

AGENCY FOR INTERNATIONAL DEVELOPMENT --- . --_. __ .--- ... _....- ......_- ---- .. - .'-'-- ._-----
FISC AL. YEAR

MONTHLY RECORD OF AUTOMOBILE OPERATING EXPENSES 19

OPERATING EXPENSE (SUB-OBJECT CLASS. 0803) MAINTENANCE EXPENSE (SUB·OBJECT CLASS. 0703)

GASOLINE OIL TIRES TUBES PARTS I REPAIR (LABOR) MAINTENANCEVOUCHER NO. MONTH --- -·-·r-----··-- ----.- _.- _._-_..
~-r-~--.. - r----·- _.. - - .._--.--- -

STORAGE

"~~~I CO"'

QTS I CosT c;~~~. COST o,.~~~·1 COST Ige~~, i COST 1ge~~, COST COST

-- -- --'-r--.--L----- .--_._- ... _-- _._ ... _- .. . . _._.l _ .-... . _ I .. - . 1. .- _.- _... _._-_..._- ..._---
I

Sub·loiol from previous:
I I :

---_......- - ----+_._- -_..._- ---.-I---i-.-----..- - . - ... _--- --.._--_ ...- 1--- --- -

I I j

I +--- I
-.! f--.---- I _._._---_.... --------------- _ ... --
I II I

i I

. -- ---t----- r--'.- ----.-._- ..- '---,"'--'- --- - - ---._.- -
! I! ;

f- .•. _-': -----~-.---------

I
1---. ....._-- .._-- t---f-.

I 'I
i -i.....___

I·1-._-_._----- ----- - --- .•

i :1I.
I !

----- ,!
I I !II i 1-------. --_.
I 1 :

I I-----1--._- -;1
Ii I

~ .. f

: I I

I I II

__L I ; I

--_._--- -t·----- r-- -- '---- - 'TI
I

I j ! ii---- -
i

I I
I

>--._--~
I-L_____ r--- -----------

I I

·-t-·-· I
._-1----0--

!
TOTALS I I i.

YEAR ....... KE

Speedometer reading 01 end of period

MOOEL.

SpeeJomeler reoding ot begin.,ing of f:'eriod.
SEnt", NO INVENTORV NO.

Total miles travelled during period



Chapter 6
Exhibit H
TM 23:79

INSTRUCTIONS

This fnnn will be maintained on each U.S. tilled tiS AID vehicle or special purpose equipment.

A. Information required tel l·ompl(ott> Ih is form is as follows:

1. 'Posl -I IS AID to

2. Fiscal Year -

3. \' oucher No. - blank.

·1. Month· Beginning with first month of casrul year Jul)' 19 through June of fiscal year.

;'l. Column.,; headed Opcratin~ Expcnst" - inciUtle costs fnr gasolinc, lubrication, chassis lubrication,
s~rvicing of differenliuls an(1 transmis:-;ions, packing front wheel bearings, motor oil, oil change
and addinR of nil betwcen t:hnn~('s. wnshlll~ lin (I dcuning; oil, ~nsoline and air filters, sparkplugs,
ht'adliglat Ncal helIDls and bulbs, fan bells. radiator hoses, ga.-oline lines, tires, tire repairs and
dispatching. ~:nter costs for items as In(ficaled on Ihis form, gasoline, oil, tires/tubes, parts
in l~.S. s.

6. Columns headed M"intenan('" Expt"ns(~ -·indu(le (:osts for all repair parts. assemblies, sub
assemblies. ucccssories anti supplies used in the repair of vehi des. The dircct labor expended
in n'puirin~ Vl~hic les. uss("olblies, sub-as"clllhlirs. components. acccssories. preventive mainte
nanl'(' inspedions, inspection of repairs, the time of repair shop foreman, maintenance supervis
ors, the siundb)' or itllc time of mechanics nnd rep"irmen, cost of work performed by commercial
repair shops. Enter l'lIstS in U.S. S.

7. Storugel~osl - ~:nter (·osls for servicing vehicle in stora~l".

8. 'J ear - Date of manufacture of the vehi de.

9. ~akp. - ~ame of manufa(·turer.

10. ~u(h:l· ~edan. Station Wa~on, etr.

11. Serial No. - The vehicle serial number as indicatcd in block 6 Fonn .:\10-;:;-197.

12. InvtOntory No. - The number in block 2. Fonn AII1-!1-197.

\3. Spl~c·(loJl)eler reolJinA ut end of r(~riod - '1'11(0 spceclomt'ler reading of the.' ··.Iohide at end or fiscal
\'car - 1 July throuJ.!1. "\11 June.

l~. Speedometer n>uding ilt bl~~innillg of period - 11,c speedometer reading of the \'ehicle at beginning
of fiscal ~·ear.

15. Total mill!s travelled durin~ period - ('n(1 or period mileage minus beginning of peribd mileage.

16. EUl·h line will contnin entries for ont" month indil'atin~ quantities l'onsumed. cost, labor codes,
('ust, maintenance ('ode and cost.

NOTE: All Liquid Meusurcs und Costs to be U.S.

AID 5-257 (5-80) back



Chapter 6 EXHIBIT I, HB 23

FUEL CONSUMPTION RECORD
VEHICLE STANDARD FUEL CONSUMPTION RATING

I I
VEHICLE IDENTIFIC~ON NUMBER (VIN) .
LOCATION IVISIONr MODEL. YEAR

KE TAG
~ PAGE NUMBER DCONTINUATION NUMBER

DATE FUEl TOTAL ODOMETER DISTANCE TOTAL FUEL AVERAGE
WHEN ADDED FUEL READING TRAVEL.ED DISTANCE CONSUWf'T~ FUEL
ADDING TO ADDED .. MILES SINCE TRAVELED RATiNG IcoNSLNPT~
FUEL. FILL TO )C LAST TO SINCE RATiNG

TANK DATE LSOI ADDING DATE LAST TO
FUEL ADDING DATE

FUEL

~OAY/MQ./YR) (LITRE S) ( LITRES) (Kid) (KM) (KM) KKM+lITRES) (KM +LlTRES)

i,

t

t

i
~

t

. ~
Pdo" /r~ y~~ J./()



Chapter 6 EXHIBIT J, HB 23

OIL CONSUMPTION RECORD

VEHICLE IDENTIFIC~ON NUMBER (VINl
f

ILOCATION I~ION) MODEL YEAR

PAGE NUMBER DCONTINUATION ltJ...SER I
I

Dt4TE ~ TOTAL OOOWETEft DCSTANC[ OIL ICHEOCI ED TOTAL
WHEN OCL ADDED lHSQ£CUlD READING TRAVELED ~ O1L ADOCO ~
-.oDlNG TO MAX LINE OIL ADO£D IN WILES SINCE LAST RATING $1~ FCA OIL AKJ AND
OIL DIP STICK TO DAT£ X ~G OIL LAST AOOINli F'ILTER SCHO>UlED

Lsog . OIL CHAHGE OIL ADOED
~ D4TE

(bAy/YO./YRJ (LITRES) (LITRES) (KM) (tc ...) Lns.XDOO~J:~ (LITRES) (L~£S)

I

I

I

I
I
I

I
I

! 1
• I
i :
II
r !
i I

~ I
i

!

J
t
..•
~
I

!-'



AlO·S·Z36 17.6"1

UER

AGENCY FOR INT ERNAnONAl DEVELOPMENT

UNSATISFACTORY EQUIPMENT REPORT

Chapter 6

REPORT

EXHIBIT K, HB 23

DA.TE

I FAULT

TO:

INSTRUCTIONS - Prepore thil report within five dOYI ofter deficiency occurs. routing as indicated in "TO" boa. Complete
all boa.. and describe compa-tely the d.taib of the deficiency and .he action taken '0 date for correction. Pr.pore reports on
deliciencies tho. ha"e be.n satisfoctorily c~rected by manufoctur.r ot his rep'esento'ive. especially when deficiency is are.
suit of noncompliance with specification Of other ,equirements. When deficiency occurs on se".rol units of lome molee or model.
prepare only one report with reference to all unih involved. A recurrence of a deficiency. oh.r repoi,. or replocement of part.
halfe been effec.ed. will be .he subjec. of on additional repor' referencing the p'evious report.

FROM: (Give complete oddre.. )

General Services Divi sian
Agency for International Development
Washington, D. C. 20523

A.CQUISITION DATA
PURCHASE ORDER NUMB ER FOB

o DESTINATION 0 ORIGIN

DATE IN SERVICE

NAME OF eOUIPMENT

MANUFAC TURER

DETAILS (GllI'e .pparenl cllUae. recommlll'ld.'iona. Ind .clion taleen)

NUMBER OF IDENTICAL
ITEMS ON HAND

PR EP AR ED BY (SiQn.rure and Ii".) CONTACT '"'OR tNFORMATtON

CODE

TEL.EPHONEIEXTENSION



· Chapter 6 EXHIBIT K, HB 23

INSTRUCTIONS

Prepare Unsatisfactory Equipment Report in five (5) copies for distribution as follows:

1. Original and one (I) eopy to General Services Division, Agency for IntemBlional Development.

Washington. D. C. 20523.

2. ODe (1) copy to General Services Administration, Washington,. D. C. 20405.

3. T~o (2) copies for Motor Transport Office files, in the e~enl corrective action and/or information has

not been received within thirty (30) days from 11 above, forward one copy to GSO/AIO/W with the
following infonnation "This is a follow-up for VERI dated _

request action/info be expedited."

4•. Retain one c~py in Motor Transport Office files for further follow-up action if necessary.

-2-



Chaptc. 6 EXHIBIT L, HB 23

o 03MBN . 090.(1081

AGENCY REPORT OF MOTOR VEHICLE DATA FISCAL YEAR VEHICLES BASED (CII~r. 0"" OEPARTMENT OR AGENCY BUREAU. SERVICE. ETC. DATE PREPARED INTERAGENCY

IRMd I",rrueriOtt' u"'1I1ty Ott ,...,.,.,.,~comp_tin,
ENDING REPORT CONTROL

NO.
r111r 'omt.1 Sept. 30. 19 DDm.4ESTIC DFOREIGN 1102·GSA·AN

PASSENGER VEHICLES TRUCKS ANO TRUCK TRACTORS BY GROSS VEHICLE WEIGHT RA TlNG IGVWRI

LINE
TOTAL AUTOM 00 BUSES 8.500 lBS OR UNOER 2".000("85.DESCRIPTION (All wltlrl~" BILES. STATION AMBU· tiS or 1110'"

'.501 TO SPECIAL USENO SEDANS WAGONS LANCES "..-",.,.., ")(2 .. )( .. 23.999 LBS. OR OVER

"1 Ib) lei IlSl I-I 1'1 (II 1"1 III UI

PART A VEHICLES ON HAND. OCT. 1. 18__ 1

IICTtONI AGENCY· ACQUISITIONS 2

OWNEO
VIHICLn VEHICLES DISPOSALS 3
AGINCY· INVENTORY
OWNID OATA VEHICLES ON HAND. SEPT. 30. 18__· •

AND

LUSID PART I AVERAGE NUMBER ON HAND 5

COMMERCIAL
LEASES TOTAL ANNUAL COST e

DIRECT OPERATIONS COST 7

PART A DIRECT GOVERNMENT 8
MAINTENANCE

COST COSTS COMMERCIAL 8 -
IICTION " TO

OPERATE TOTAL OIRECT COSTS 10
AGINCY· ANO

OWNID MAINTAIN TOTAL INDIRECT COSTS 11

VIHICUI

IUtpfl8a TOTAL COST 12

ONLYI
PART I AVERAGE IN·USE VEHICLE INVENTORY 13

UTILIZATION
MILES OPE RATE0 1.

INFORMA·
TION

GALLONS OF FUEL CONSUMED 15

VEHICLE CLASS
SEDANS STATION WAGONS REMARKS

IICTION lit OWNED LEASED OWNED LIEASEO

llOAMI SMALL I/A

STATION SUBCOMPACT 118

WAGON COMPACT " 'A.E A'O TOTLO 00 CO'TACT OOR AOO'T'O.AL "OOR·ITELEPHO'E '0. SIGNATURE AND TITLE Or: AESPO"'SIBL.£ OFr:tCIAL. TEL.£"HoHE NO.

INVENTORY
MATION

MIDSIZE .11
DATA LARGE IV
I~o'

s.Pr.30. LIMOUSINE V AODRESS IADDAESS

,,--
TOTAL ~

"'7~' 12-101 PReVIOUS EtlmONS ARE NOT USAlLf
STANDARD fORM IZIAIEV. 3041"

.....r'It>eCl 0" GSA. 'PMA -I C.... 101·JI,



Chapter 6 EXHIBIT M, HB 23

VEHICLEfTY~{~', 6 DIspatch AnalysIs for Post o~Q'--~te PAGES. \~®~~c.\~~~
7

~~\{~~~o
o Explanation lor Use 01 Form Is on Reverse 01 Pad Cover \\ '\ .. ~~..

0100 0200 030D 0400 0500 DIDO 0700 0800 0900 1000 1100 1200 1300 1400 1500 1100 1700 1100 1100 2000 2100 2200 2300 2400 CO' ~
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Chapter 6

INSTRUCTIONS FOR COMPLETING FORM AID 540-3, VEHICLE DISPATCH ANALYSIS FORM

EXHIBIT M, HB 23

I. PURPOSES

1. To show utilization versus availability0' vehicles. and drivers.

2. To Indicate If number and type 0' ve
hicles are proper 'or Mission's needs.

It., HOW TO FILL OUT AND USE FORM AID
540-3
Block

1. Vehicle: LIst license or other Identify
Ing vehicle number.

2. Type: Enter the vehicle type by using
the codes shown below. For those ve
hicles with Four-Wheel Drive enter the
number "4" after the code; I.e.: MT4.

S = Sedln A = Ambulanci
W = Slllion Wagon UT =....dium Trucll
PU =Pick-up Truck (one 10 four lonl)
CA = Clrryall (Inelud. HT = Heavy Trucll

Brlncos Ind (Oft., lour Ions)
8Ial.rs) SC = Scooler

8 = 8u. ... = Molorcycle

3. Driver: If the vehicle Is driven by a
'ull·tlme driver. enter a check. DO
NOT enter a check 'or vehlctes driven
by clerks and part~lime drivers.

4. Time Indicators: The columns repre·
sent a twenty-'our-hour (24) lime pe
riod. Each hour Is subdivided into ten
minute (10) Intervals. From the arrival
and departure tickets 'or each vehicle
draw a RED line between the nearest
ten-minute Indicators to show when
the vehicle was In actual molion. To
emphasize how long vehicles waited
'or passengers while on dispatch, con
nect the RED lines with BLUE lines.
This should not be done 'or vehicles
waiting in the motor pool. For Dead·
line Vehicles. draw a long BLACK line
during th8 time the vehicte was not

available and write "Ol" on the line.
For vehicles on Field Trips enter a
RED line for the entire lime such as
signment was In effect and write "Fl"
on the line.

5. Hours Used: For each line lIem enter
the total actual hours vehicle was In
use during the twenty-four.hour pe
riod. Use decimals 'or approximate
'racllon 0' hours.

6. Hours Waif/ng: Enter the total hours
each vehicle wailed 'or passengers
while on dispatch. DO NOT inClude
waiting time in motor pool.

7. Mileage: Enter total mileage each ve
hicle traveled during the twen,y-four
hour perIod. This block may be left
blank until compleled Irlp IIckels are
submitted '(om Field Trips.,

8. Remarks or Footnotes: Use Ihls block
'or posling other dala on case-by-case
basis. For example. If a post wishes to
find how much mileage or hours 0'
use Is applicable to other agencies.
the usage lines could be drawn with
different colors (orange Instead of
red). for each other agency as shown
by user's signature on trip ticket. Then
enter the agency name in the "Re
marks" block. For 'ootnotes. put a
number in parenlheses on each line
10 be lootnoted and a matching num
ber on the reverse under "Remarks
and Footnotes" 'ollowed by the ap
propriate explanation. Put the lellers
"FA" in this colunm 'or vehicles on
permanent 'ield assignment.

9. Total Drivers Used: Enter the number
01 vehicles on dispatch under each
column.

-2-

10. Total Driver, Used: Enter the total
number of 'ull-tlme drivers on dis
patch under 8ach time column.

11. Additionsl blocks 'or Inserting titles 0'
special data; I.e., how many 'ield trips, .
pick-up trucks. olher agencies using
vehicles. etc., during Ihls time. "

12. Dispatch Delayed: Keep a record (log) "
,each time a Transportation Request.
took fifteen (15) minutes or longer to
'ill. Show requestor, time 0' request,
'desllnallon. and how long the reques
tor had to wait 'or transportation.
Enter tolal delays In space provided.
Under "Remarks or Foolnoles" on Ihe
reverse. explain If .delays were due to
lack of vehicles, drivers, or both. ,

13. Field Trips Postponed: Enter tOlal
number of postponements due to un
availability 0' vehicles or drivers. ex
plain under "Remarks or Foolnotes"
whether trips were postponed due to
lack 0' vehicles, drivers, or both. '

14. Max. Av;li/sb/e. Max. Used: Enter
types 0' vehicles and drivers used 'or
the twenty-four hour period.

III. WHAT CHART CAN SHOW

The volume 0' dispatches 'or each hour 0'
the day shows the number. of drivers
needed and what their working hours
should be. If need exceeds availability of
transportation. this would be shown In
Blocks 12 or 13. Re'erence to the log book
of delayed Iransportation requests and re
quests for 'ield trips will show the nature0' vehicles and times requesled. Foot
noles would be numbered and wrirten
under the "Footnotes and Remarks" block
on the reverse 0' the analysis as explained
'or block 12 above...



Chapter 6
Exhibit N
(TM.23:79)

5-15-89

CORRECTION OF MOTOR VEIIICLE RECORD
Read all Instructions on revnr~e c:\r6futly bffrnrft cnrnnlfttlna form

1. COUNTRY CODE 2. VEHICLE SERIES & 3. MISSION 4. TYPE OF Vf:HICLF.
(See HB 18) NUMBER

1,,[l~lTIall 2A C] Gtall"" WalJOll (lill ~;ul,,")l"lJ4ct)A , B
III 0 SulA.A"'lJJ..... 1 2U 0 St.tlull WaUU'1 (CI"..~ • Clllllpa<.lI

S. ACQUISITION DATA 1<: [J eUfllpar.1 (Cllln U ~:-tan) ;.>C Cl Stallo" WAllO" (I :I.. ~ II MI<1-Sll.)

~ A.D AID/W c.D Direct Proc.urement 11 10 Mid-51,. (Cia.. III ~,) ;>() 0 Gtallon Wauun (Clan IV , aluel
Q

B.O D.D Othor (Enter details In Itom 8 Remarks) l[ 0' arue ,Cla~s rv ~*Ia,,) :t f~.J A",hulalK;4t- GSA
E- .0 nil. \1"'"<::1I'. no. 01 I'AS ..engetl In- 6. P.O. DATE (Mo. & Yr.) 7. P.O. NUMBER

h.", a.E.)
~ 5 ['J hll....k. I.....110 Ihl. ~ Ill''''' .... ,.0 lllJ<:k, ;.14,IlIlO !hl ,.. •...,..,- ti 0 llUCk, 8!'.oO I~ 8. under 4l'2~

QoI 1 D 'rUG... Il.'.lll .- 2:J.9I.IQ II ...
~

~ B RE MARKS (Limit to 18 r;/Irlr.) 9. MODEL 10.TECHNICAL 11. SY::;l t:MS & l:QUIPMEN r
EQUIPMENT A. AIC D. rr~l.. C. TIe"•. 10. nt. liftllll E. Nu. of

(),I". Pasl.

1~. ACQUISITION 13. ADDITIONAL 14. SHIPPING & 15. DATE AE::C'[) 16. YH. OF 17. MAKE Or VEHICU: UI. SH{IAI
COST (F.O.B.) SYSTEMS COST OTHER COSTS (Mo. ~ Yr.) VE:HICLE A. Make B. Cullo NU.

19. DISPOSITION AUTHORITY: 20. DATE OF DISPOSAL 21. PROCEEDS FROM DISPOSAL 22. MILEAGE AT
P.D.A. NO. (Mo. & Yr.) DISPOSAL

iii!: S
.. -- ---

Q- 23. REASON FOR DISPOSAL 24. METHOO OF .DISPOSAL
E- 1.8 BAccident s·B T.D Trani''''- Age & MII.1 5. Sal.
~

F. 0 Transf., wllhln AuencVQ 2. Mil•• 6. Excasa G. Grant-in-Aid

~ :I.D Ag. 7. o Th.tt D.D 11on,"on A. 0 Admlnlstrallve
en ~.D o ClvllStrlf. H. 0 Scrapped'- Uneconomlca' to Repair 8.

ea Q, o Force Majeur.

AID 5-197A (3-89)

INSTRUCTIONS FOR COMPLETING CORRECTION OF MOTOR VEHICLE RECORD, AID 5-UHA
(SEE CHAPTER S, HAND8001' 2J - OVERSEAS SUPPORn

Block 1l.A AlKf 17.1\ - enler popular name. I. •.. tll.,lY,A and
MAKE CODE

AUTOMOBILES
MaD CQi1a

AID S-19lA 18 used when (1) making any corroctlon8 or revisions
to form AID 5-197 or (21 when a OF-132 haa btlen prepared on
a planned disposal

Automated proceulng of data from this revision requires codel
rather than worda In many Inctanc••.

When maktng a revision. alway. complet. Blocks 1 and 3 and
ONLY tho8. blocks which require revisIon.

If Block 5. '0' II revised, enter COlXItry and/or detaHs In Block 8
REMARKS.

It either Blocks 6, 15, or 20 are revl8ed - enter two-digit num
ben fOf" month and last two digits of year.

Prepare form In duplcate and forward one copy to SER/MS/OM,
AIDIW.

When makfng coqectloos to either the or1gInaJ AID 5-197 or the
ADP Motor Vehicle Report from AIDIW, retain the duplicate untU
the correct data II reported by AIDIW. Make s....e the date on
the ADP report r.nects accurately, the information contained
your Inventory fie of the ortonaJ AID 5-197, Motor Vehicle Re
cord.

When a OF-132. Property OIapouJ Author1.zatlon and S.......ey Re
port Ie prepared on a vehlc'- c1spoeal, complete Blocke " 3. 19•.
23 and 24 on tbts form and focward to SER/MS/OM.

AID 5-197A (3-89) Baclt

Chevrolet
Ford
Plymouth
AMC
Falcon RH
Dodg.
Pontiac
Oldsmobile
Morc~
BuIcI(

(.."lvysler
I toldon
Other
Toyota
Peugeot
Renault
NlnaD
Honda

01
02
03
O~

05
06
07
08
09

10
11
11
13
14
1S
16
17
18

Chevrolet 20
Ford 21
Dodoe 22
international 23
GMC 24
AMC 25
WhIt. 26
Mack 2"1
Reo 28
KeQWOf'th 29
Peterbllt 30
Studebakftr 31
Diamond T 32
Oehkoeh 33
Autocar 34
Mlnlbua 35
Eucld 36
Other 37
Land Rover RH 38
Toyota 39
Nlnan 40
Bedford 41



MOTOR VEHICLE CLASSIFICATION
AVAILABLE MAKES OF SEDANS AND STATION WAGONS

Chapter 6
EXHIBIT 0, HB 23

I
I SEDANS STATION WAGONS
I
I
I SUBCOMPACTS COMPACT MID-SIZE COMPACT MID-SIZE
IMANUFACTURER IB CLASS II CLASS III CLASS II CLASS III
I
I
I
IFORD (02) ESCORT TEMPO TAURUS ESCORT XL TAURUS
I
IMERCURY (09) TOPAZ SABLE SABLE
I
I
IGENERAL MOTORS
ICHEVROLET (01) CELEBRITY CELEBRITY
I
IBUICk (10) CENTURY
I
IPONTIAC (07) PONTIAC 6000 PONTIAC 6000

I
IOLDSMOBI LE (08) CUTLASS CIERA CUTLASS ClEM

I
I
ICHRYSLER MOTORS LeBARON LeBARON
I
IPLYMOUTH (03) RELIANT GRAND FURY RELIANT
I
IDODGE (06) ARIES DODGE 600 ARIES
I
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228.1-1 Authori~y

(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Authorities for this regulation are 31 USC 1344; sec
tions 3 (a) and 28 of the State Basic Authorities Act
of 1956. as amended. 22 USC 2670a and 2700. as
amended; section 636 a (5) and (9) of the Foreign As
sistance Act. as amended. 22 esc 2396 (a) (5) and
(9); and USAID annual appropriation acts.

228 USE AND CONTROL OF
OFFICIAL VEHICLES

(TL:GS-21: 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

This section prescribes policies and procedures gov
erning the use and control of official vehicles at Foreign
Service posts. "Official vehicle" means a U.S. Govern
ment-owned or leased motor vehicle that is fueled by
petroleum. has a minimum of four wheels. and is de·
signed primarily for use on highways. such as sedans.
station wagons. buse!'. carryalls and trucks.

228.1 General

(B) Responsible Officer or Employee
(TL:GS-21; 6-4-93)
(Uni/orm State/AID/USIA/
Commerce /Agriculture)

The Head of each agency at the post shall assign to
a specific officer or employee responsibility for proper
maintenance and control of that agency's vehicles. The
responsibilities of the designated officer include:

(1) Management and operation of the motor pool.
(where applicable):

(2) Maintenance of vehicle records (see sections
228.6-1 and 228.7);

(3) Preparation and submission of required repons;
(4) Control of vehicle use (including host govern

ment owned vehicles under AID custody):
(5) Recommendation of vehicle replacement and

fleet adjustments;
(6) Coordination of vehicle disposal (see section

228.8):
(7) Reviews of trip records (OF-I08) to monitor

vehicle use;
(8) Establishment of a schedule of inspections (to

meet warranty requirements);
(9) Vehicle maintenance and repair; and
(10) Shop safety (see section 228.12)

228.1-2 Responsibilities

(A) Chief of Mission
(TL:GS-2J; 6-4-93)
(Uni/orm State/AID/USIA/
Commerce/Agriculture)

Cbiefs of mission and principal officers of pOSts with
out an immediate supervisory mission have jurisdiction
over official vehicles and shall establish policy for the
use of official vehicles for business purposes and other
authorized uses in accordance with this reGulation.



6 FAM 220

Effective Date Trans. Hemo. No. AID Handbook 23Page No.
6A-2 as indicated 23:82 App. 6A

(C) Motor Vehicle Branch. A/OPRIST/S/MV

(State Only)
(TL:GS-21; 6-4-93)
(State Only)

The Motor Vehicle Branch is responsible for the
management and control of the world-wide motor ve
hicle fleet for Department of State owned vehicles in
cluding:

(1) Accountability and inventory management:
(2) Funding and replacement of vehicles;
(3) Determination of fleet size; and
(4) Authorization of vehicle acquisition and dispos

al.

(D) Country Fleet Manager (State Only)
(TL:GS-21; 6-4-93)
(State Only)

At a supervisory post. the chief of mission shall desig
nate in writing a country fleet manager responsible for
the assignment of vehicles to constituent posts. Ve
hicles shall be assigned to fill justified requirements
with consideration for the type of vehicle best suited
to meet the transportation need. the availability of
spare parts and repair facilities, and aspects of terrain
or climate which bear on transportation. Within-coun
try vehicle exchange which does not affect the number
of vehicles at any post may be made without prior De
panment approval. but must be reported so that re
cords may be adjusted. The fleet manager must obtain
approval from the Motor Vehicle Branch before a ve
hicle transfer if it will change the number of vehicles
at the posts.

228.1-3 Policy

(A) General
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Official vehicles shall be provided for the transporta
tion of personnel and propeny in the conduct of U.S.
Government business. "Other authorized use" shall not
interfere with the availability of vehicles for Mbusiness
use;" neither shall any additional vehicles be acquired
for these purposes.

(B) Fleet Size and Composition (State and AID
Only)
(TL:GS-21: 6-4-93)
(Uniform State/AID)

a. The size and composition of post fleets is based
on the following criteria:

(1) Staffing: For State, a four-to-one ratio ofSt~
te-American posilions per vehicle is used. ForAI~
a ratio of three-la-one American positions in back-
Slaps 06, 10. 12. 14, 20, 21. 25, 30. 50. 60, 70. 72,
75 and 94 per vehicle shall be used. A ratio of six-to-
one American positions per vehic.le shall be used for
Americans in other backstops:

(2) Utilization: How vehicles are used in support
of agency administrative transportation requirements;

(3) FAAS Maintenance and Housekeeping Re
quirements: Evaluated on the basis of supported posi-
tions and residences and taking into consideration thee
number of vehicles contributed for this purpose by oth
er agencies; and

(4) Mileage:' 12,000 miles per vehicle per year.

b. After these factors are weighed, and a tentative
fleet size established, other information about local use
conditions may be considered.

(C) Fair and Eql,Jltable Use
(TL:GS-21; 6-4-93)
'(Uniform State/AID/USIA/
Commerce /Agriculture)

Official vehicles shall be made available and diS_
patched on a fair and equitable basis, taking into ac
count the official responsibilities of employees as well
as other priorities and requirements. Locally prevailing
conditions, such as roads. parking, and the availability
of safe public transportation, should also be consid-
ered.

(D) Use of Taxicabs
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Asr;culture)

Taxicabs may be authorized for business purposes
if the cost is less than t.he use of of~icialvehicles orw~enA
official vehicles are not available. (See sectl0rw
228.2-4d for use of taxicabs between residence and
office.)

(E) Use of Chauffeurs/Drivers
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Asriculture)

Each post may determine whether to use FSN chauf-
feurs. or to permit U.S. citizen or FSN employees to
"self-drive" official vehicles, but th~ use of profeSSion-_
al chauffeurs/drivers for local travel IS preferred. Oper
ators of official vehicles must possess valid driver's doc
uments.
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(F) Country-wide Policies
(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIA/
CommerceIAgricuIture)

The widely varying situations and circumstances
overseas make it impracticable to prescribe specific reg
ulations to govern detailed aspects of the use of official
vehicles. However. the chief of mission, in consultation
with ranking officers of other agency elements at a post,
shall prescribe country-wide policies for business and
other authorized use of vehicles. These policies shaH
provide for uniform, fair, and equitable treatment
among post personnel. They shall be documented in
a ·vehicle policy memorandum" which includes written
guidelines setting fonh criteria governing approval for
the use of U.S. Government vehicles for "other autho
rized use" and the method of charging for such use (see
sections 228.2-2, 3, and 4). The vehicle policy memo
randum shall be posted and available for examination
by authorized personnel. It shall be reviewed at least
annually.

228.1-4 Other Guidance (US&FCS only)
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

US&FCS Operations Manual Section 521 - Official
Vehicles for Use Abroad, provides specialized guid
ance on the request, use, purchase, disposal, and in
ventory of vehicles.

228.2 Use of Official Vehicles
(TL:GS-21; 6-4-93)
(Uni/orm State/AID/USIA/.
Commerce/Agriculture)

Use of official vehicles either for business purposes
or ·other authorized use" in accordance with this sec
tion is for an "official purpose."

228.2-1 Business Purposes
(TL:GS-2J; 6-4-93)
(Uni/orm State/AID/USIA/
Commerce/Agriculture)

a. ·Business purpose" or "business use" means
transponation directly related to or for the direct bene
fit of the transactions of official affairs of the U.S. Gov
ernment. Official vehicles may be used for the following
business purposes:

(1) Any transportation at post of chiefs of mission
and principal officers at consulates and consulate gen
erals;

(2) Transponation of U.S. Government employees
(including those employed under personal services
contracts), and propeny directly related to the condue
of U.S. Government business;

(3) Transponation of employees under U.S. Gov
ernment contracts when considered necessary to fur
ther the purposes of the contract, unless the terms of
the contract require the contractor to provide such
transportation;

(4) Transponation of depende'nts in funherance of
an official U.S. Government activity where the pres
ence of a family member will funher U. S. Government
interests, such as official functions by or for representa
tives of foreign nations;

(5) Certain agencies may have authorization to pro
vide transponation between the residence of an officer
or employee and various locations that are required for
the performance of fieldwork, or are essential for the
safe and efficient performance of intelligence, counter
intelligence, protective services, or criminal lawen
forcement duties when authorized by the head of the
agency. Such authority must be documented and must
be exercised with the concurrence of the chief of mis
sion; and

(6) USIS Only: Transportation of correspondents
of the Voice of America and transportation of Voice
o~ America relay station managers. When a relay sta
tion is outside of the vicinity of a post. official vehicles
may be used to transport Voice of America relay station
personnel while in a formal duty or on-call status, as
confirmed by their listing as such on the written period
ic transponation plan and shift schedule prepared by
the Voice of America relay stations. Approval of such
transponation by the chief of mission must be docu
mented in the post vehicle policy memorandum.

228.2-2 Other Authorized Use of Official
Vehicles

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. MOther authorized use" means transportation of
U.S. Government employees, including those under
personal services contracts, and their dependents, for
other than business purposes when authorized because
public transportation is unsafe or not available, or be
cause such use is advantageous to the ·Government.

b. The Government's liability is limited to acts of
employees Mwithin the scope of employment." This
means that the Government will not assume responsi
bility for a driver· using a government vehicle for other
authorized use except when driving is a part of his or
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her official duties as a Government employee. e.g.• a
chauffeur. Other authorized use is basically use of an
)fficial vehicle for personal use. not directly related to

business. for which the employee or dependent driver
is personally liable. Other authorized use of an official
vehicle not driven by a pos~ driver or chauffeur on duty
is contingent upon the post's acquisition of liability in
surance for that purpose. Posts must inform other au
thorized drivers of their personal liability and the extent
of liability insurance the post has for such other autho
rized use drivers. (See section 228.4.)

228.2-3 Approval for Other Authorized
Use

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Transponation for other than business purposes is
normally an employee responsibility. Privately owned
vehicles are shipped to posts at government expense
in consideration of such responsibility. However. the
chief of mission may approve other authorized use of
official vehicles when public transponation is unsafe or
not available. or when such use is advantageous to the
Government. The exercise of this authority requires a
written finding of the circumstances which justify the
use of official vehicles, and. in accordance with regula
tions in section 228.4, adequate liability insurance cov
erage.

(A) Public Transportation Is Unsafe
(TL:GS-2I; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

If the chief of mission finds a specific security threat
makes transponation by privately owned vehicles or
public transponation unsafe. or that available public
transponation is inherently dangerous. official vehicles
rnay be used for the transponation of Government em
ployees and dependent family members. If the safety
concern is about transportation facilities. as opposed
to a specific security threat. then privately owned ve
hicles should be used to the extent possible for non
business transportation.

(B) Public Transportation Is Unavailable
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

When public transponation is locally unavailable,
(not merely inconvenient), use of official vehicles may
be authorized. Post policy should encourage the use

of employees' privately owned vehicle to the extenrA
possible. However. consideration may be taken of theW
transponation needs of dependent family members.

(C) Use of Official Vehicles is Advantageous to
the Government
(TL:GS-21: 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Unless 9therwise authorized under sections (A) or
(B) above. authorization to use Government vehicles
under this provision is restricted to the following: _

(1) Transponation of dependent school children tOW'
and from a U.S. sponsored overseas school when other
transponation is unavailable or inappropriate;

(2) Local transponation of Marine Security Guards
for group recreational purposes. (this use is authorized
in a memorandum of agreement between the Depart
ment of State and the United States Marine Corps and
does not require a' local finding):

(3) Residence-to-office transponation for em
ployees at post on temporary duty assignment. and for
employees either arriving on assignment for whom a
privately owned vehicle. shipped at U.S. Government
expense, is in transit. or for employees departingupo~
completing an assignment. whose private vehicle ha"
been shipped. In such cases, residence-to-office trans
portation is authorized for a limited time as provided
in the administrative policy memorandum (see section
228.1-3(F» ;

(4) Where some U.S. citizen employees or mem
bers of their families are not permitted to drive by local
law or custom. or some are not permitted to impon a
privately owned vehicle by the local government. or are
effectively prevented from doing so by reason of import
duties in excess of the purchase value of the privately

owned vehicle; 4t
(5) Transponation of on-call duty personnel, .

~luding security and communications officers outside
normal duty hours. Approval for such transportation
must be made in writing by the chief of mission, and
must include a finding that unique and unusual circum
stances require a security officer or communications of
ficer to use an official vehicle for transponation to a
residence or other location after normal business hours
for the purpose of rapid recall to duty. The written rmd
ing must justify such use. specify the duration of ap
proval. and either be included in or filed with the ve
hicle policy memorandum; or

(6) Residence-to-office transportation for uA
DCM where the Chief of Mission determines in writir1llllll'
that such use is required by diplomatic necessity. with



6 FAM 220

AID HANDBOOK 23 Trans. Hemo. No. Effective Date Page No.
App. 6A 23:82 as indicated 6A-5

the prior approval of the assistant secretary of the ap
propriate regional bureau or the Bureau of Internation
al Organizations. Residence-to-office transportation of
the USAID Director and USIA Public Affairs Officer
may be approved under this paragraph on the basis of
unusual and compelling circumstances with the approv
al of the Associate Administrator for Management of
their agency, and the concurrence of the Ambassador.

228.2-4 Charges for Other Authorized
Use of Official Vehicles

(TL:GS-21: 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Posts will collect a charge for all "other authorized
use" approved under section 228.2-3 except the fol
lowing:

(1) Local transportation of dependent children to
and from U.S. sponsored overseas schools;

(2) Transportation between residence and office
which is authorized in accordance with regulations in
section 228.2-3 when the post is designated for a dan
ger pay allowance;

(3) Transportation provided to Marine Security
Guards;

(4) Transportation of security or communications
officers outside normal duty hours; and

(5) Transportation provided to employees at post
on temporary duty assignment.

b. Establishing Charges:
(1) Transportation Between Residence and Office:

The chief of mission shall determine the amount of the
charge for transportation between residence and office.
Cost recovery should be the guide. Cost recovery is
based on the rate established by the General Services
Administration in the Federal Travel Regulations for
use of a privately owned vehicle (see 6 FAM 145.1),
pfus chauffeur salary, divided by the average number
of passengers. This policy shall apply to contractors if
not inconsistent with the terms of the contract. In the
rare instances when Foreign Service Nationals are pro
vided with transportation between residence and office,
the fee will be charged to FSN employees unless incon
sistent with local custom, or if there are other overrid
ing factors present that the chief of mission determines
justify a reduced charge or no charge.

(2) For Other Transportation: There shall be a
standard charge per mile for the use of each vehicle.
The Daily Vehicle Usage Record (Form OF-l08) (see

section 228.6-i) shall be used to determine transporta
tion for other authorized uses and the charges to be
collected. All funds collected from this standard charge
must be depOSited to the General Fund Receipt Ac
count and will not be available for reuse. The applica
ble account number for Depanment of State activities
only is 19F3845-9905. AID controllers deposit funds
collected to the .. Miscellaneous Recoveries Not Classi
fied Elsewhere Account, 72-3220." Assignment of ve
hicles in accordance with regulations in section
228.3-2 does not relieve any individual from payment
of charges for transportation for other authorized uses.

(3) The rate established by the General Services
Administration in the Federal Travel Regulations for
use of a privately owned vehicle (see 6 FAM sectior:
145.1) is used as the mileage charge for use of U.S.G.
transportation. Notwithstanding permitted use of this
rate, posts are encouraged to use actual expense figures
whenever possible, especially where operating costs
vary greatly from the GSA standard rate (either upward
or downward). However, if the post uses actual ex
pense calculations for arriving at a rate other than the
GSA standard rate, then the rate should be based on
operating expenses, excluding capital costS such as ve
hicle purchase price (including transportation), taxes,
licenses, and registration. The rate should be greater
if a carryall or other more costly vehicle is used. Addi
tionally, a higher rate should be established if a driver
is used during normal duty hours. It shall be the respon
sibility of the user to compensate a driver for services
performed outside of the normal work schedule.

c. Collection of Charges: The policy for collecting
transportation charges shall be fair, equitable, and
clearly stated in the post administrative memorandum
governing the use of official vehicles. If tickets are used
for residence-to-office transportation, the policy
should name the person(s) authorized to approve ticket
purchases and sell tickets responsible for keeping re
cords and depositing proceeds with a Class B cashier I

and also accountable for ticket sales. Fees may be col
lected in local currency to simplify deposit. Collections
shall be deposited by the post to the General Fund Re
ceipt Account and reported through the accounting sys
tem of the responsible agency. The account number
for Department of State activiti~s is 19F3845-9905.
AID controllers shall deposit proceeds to the .. Miscel
laneous Recoveries not Classified Elsewhere" account,
72-3220. Funds collected may not be applied to ex
penses of the servicing post or agency.

d. Authorization to Use Taxicabs: Use of taxicab!
is authorized when transportation between residence
and office has been authorized, official vehicles are not
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available. and when not inconsistent with the'determi
nation that use of official vehicles for transportation be
'~ween residence and ofrice is authorized under section
228.2-2. The taxi fare is paid by the employee who
is then reimbursed for the actual cost less the imposed
charge.

228.3-3 Review of Assigned Vehicles -
and Usage •

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

228.3-1 Motor Pools
(TL:OS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

All posts or agencies having two or more vehicles
available for general use shall operate such vehicles as
a motor pool; that is.make them available for the use
of all officers or employees having need of vehicles for
official purposes. Pooled motor vehicles from more
than one agency may be used with the agreement of
the chief of mission or principal officer and the ranking
officer of another agency at the post. Vehicles available
for general use normally exclude those authorized for
exclusive assignment in section 228.3-2.

228.3-2 Vehicle Assignments
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /AgricuIture)

Except for vehicles assigned to the chief of mission
or the principal officer at a consulate or consulate gen
eral. vehicles assigned for exclusive use may. nevenhe-'
less. not be used for other authorized transportation
except in accordance with regulations in section 228.2.
Only the following vehicles may be assigned for the ex
clusive use of one individual:

(1) The principal officer's vehicle;
(2) A vehicle assigned. at the discretion of the chief

of mission. to the ranking subordinate officer at a diplo
matic mission;

(3) The Marine Security Guard detachment reac
tion vehicle;

(4) Vehicles purchased by other Government agen
cies and assigned to the agency representative at post;
and

(5) Vehicles funded and controlled by the Bureau
of Diplomatic Security for security purposes. including:

(a) Vehicles driven by security personnel on per-
sonal protection assignments;

(b) Local Guard Program vehicles;
(c) Residential Security vehicles; and
(d) Transit Security vehicles.

228.3 Control of Official Vehicles
Each agency must review fleet use and composition

annually to ensure the right mix of passenger and cargo
carrying vehicles.and to ensure that vehicles are as
signed and used properly. If any vehicles are found to
be in excess of agency fleet requirements. posts must
notify the owning agency. providing description of the
vehicle. inventory number. condition. age. and rnilea~
so that the appropriate disposition can be made. __

228.4 Insurance for Official
Vehicles

(TL:GS-21; . 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. It is generally Government policy that the United
States is self-insured for its own propeny and for to"
liability to third panies. State (2 FAM 281). AI.
(Handbook 23. Chapter 15). and USIA (VII-90) have
administrative authority to settle and pay ton claims
with respect to such liability.

b. In addition. principal officers and ranking officers
of overseas establishments are authorized to purchase
insurance against liability of the U.S. Government and
its employees. and the employees' dependents. to third
parties for propeny damage. bodily injury and death
resulting from the operation of official vehicles. It may
be prudent or necessary under cenain local situations
to purchase additional liability insurance. In cases itA
volving use for Mbusiness purposes". liability insura~w
for official v,ehicles may be purchased for the amount
required.

c. The principle of the Government as a self-insurer
may not apply to the liability of employees or depen
dents driving an official vehicle for other than business
purposes. and the administrative authority to settle ton
claims is available only when a driver is using a vehicle
as a pan of his or her official duties. In all cases involv-
ing Mother authorized use" posts are required to pur
chase adequate liability insurance coverage. if avail
able. POSts must inform employees and their depen
dents of their potential personal liability•and the exteA
of the liability insurance the post has purchased wi.
respect to these users.
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228.5 Loss or Extensive Damage
to Official Vehicles

(TL:GS-21: 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. The repair of official vehicles is a post responsibil
ity and does not require prior approval from Washing
ton. Accidents involving official vehicles must be re
ported in accordance with section 617.3-5. If a vehicle
is lost. stolen, or damaged beyond repair, the post must
forward Form OF-l32, Propeny Disposal Authoriza
tion and Survey Repon, after survey action has been
completed. USIS must request vehicle disposition au
thority and a replacement vehicle from Washington.
AID mission directors under the authority contained
Handbook 23 Chapter 6, Section 6M, may dispose of
and replace vehicles without specific authority from
Washington.

b State Only: If a replacement vehicle is required,
the ;,ost should first request disposition authority, then
follow the procedures described in section 228.9-1 to
request replacement.

228.6-3 Dispatching and SchedUling
Vehicles

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. MOlor pool vehicles shall be maintained at a cen
tral point during office hours, and shall be dispatched
for each trip. If possible, one vehicle should be re
served for emergencies.

b. Vehicles may be scheduled in advance for busi
ness purposes and a priority list established based on
relative needs of individuals or offices. Recurring re
quirements should always be scheduled in advance.

228.7 Records and Reports
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Accountability. use and maintenance records, in
cluding records of fuels and lubricants used, must be
established and kept on file Cor all o££icial vehicles. This
data must be monitored for effective fleet management
and internal controls and be available for required re
pons, such as the Annual Motor Vehicle Data ques
tionnaire.

228.6-2 Fuel for Official Vehicles
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The manufacturer's recommendation for octane re
quirements and minimum lead content shall be fol
lowed to the extent possible.

228.6-1 Daily Usage Record (OF-108)
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Form OF-lOB. Daily Vehicle Usage Record. shall
be maintained for all vehicles assigned to a post. The
form shall be completed by the employee operating or
servicing the vehicle. except for passenger signatures.
The OF-lOS may be translated into a local language
providing the format is not altered.

228.6 Operation of Motor
Vehicles 228.7-1 Motor Vehicle Inventories

(A) State Only
(TL:GS-21; 6-4-93)
(State Only)

The Depanment of State's overseas vehicle program
is centrally managed and inventoried. Annually. "The
Motor Vehicle Inventory Reconciliation Repon" is sent
to country fleet managers and posts without an immedi
ate supervising mission. The inventory printout ap
pended to the repon lists the vehicles currently autho
rized and on-hand at a post. The post must annotate
any corrections directly on the printout. sign the certifi
cation statement stamped on the inventory, and return
the signed inventory printout to NOPRIST/S/MV by
the date indicated.

(B) AID Only
(TL:GS-21; 6-4-93)
(AID Only)

The basic record for motor vehicles is Form
AID-5-197. Motor Vehicle Record Card. Instructions
on the use of this form are covered in AID's Motor
Vehicle Guidelines and on the back of the form.
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(C) USIA Only
(TL:GS-21; 6-4-93)
(USIA Only)

See MOA IV 960.

228.8 Disposal of Official
Vehicles

228.8-2 Proceeds of Sale _
(TL:GS-21: 6-4-93) ~
(Uniform State/AID/USIA/

Commerce/Agriculture)

Funds obtained from the sale of official vehicles shall
be deposited in accordance with instructions provided
by the owning agency, normally included with the dis
posal authorization.

228.9-1 Authority to Acquire Official
Vehicles'

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Vehicle replacement and fleet size and compOSition
are determined by the appropriate headquarters office
in Washington: A/OPRJST/S/MV for State; the Over-
seas Procurement Branch, Overseas Suppon Division
(M/AOP) of USIS; and FA/OMS for USAJD. Acquisi-
tions (including leases) by overseas posts for other
agencies are governed by the policies and regulations_
of the requesting agency. For State Only: Overseas.
posts must obtain prior approval from AlOPRlST/SI
MV before acquiring any vehicle by purchase, lease,
transfer, or other means, except as provided in section
228.9-3(B).

228.9-2 Replacement Criteria and Fleet
Increases (State Only)

(TL:GS-21; 6-4-93)
(State Only)

A/OPRIST/S/MV funds and controls the replace__
ment of motor vehicles overseas. The size and compo.
sition of post fleets are evaluated when replacement re
quests are reviewed. Annually, along with the Vehicle
Replacement Program Repon, posts must provide AI
OPRJST/S/MV with condition and maintenance data
for vehicles due for replacement, and those for which
early replacement is sought. Approval of vehicle re
placement is based on the mileage and condition re
poned by the post in the vehicle condition repon (pro-
vided as an enclosure to the Replacement Repon). A
vehicle due for replacement may not be replaced if the
post has been reduced in size or if other vehicles in
the fleet are under-used. Requests for a fleet increasA
must be supponed by a fleet survey as described in th.
Replacement Program Repon.

228.8-1 Methods of Disposal
(TL:GS-21; 6-4-93)
(Uni/orm State/AID/USIA/
Commerce /Agriculture)

a. State Only:
(I) The Depanment authorizes disposal of official

vehicles on a case-by-case basis. Form D5-ISS9, Au
thorization for and Repon of Sale or Disposal of Ve
hicle, is issued when a replacement vehicle is received.
Advance approval must be obtained from A/OPRJST/
S/MV when a vehicle is to be disposed of before the
replacement vehicle is received. If the vehicle is not
being replaced, and the vehicle is no longer serviceable
or economical to maintain, the post should request a
05-1559.

(2) Normally, vehicles are to be sold on a competi
tive basis as replacement propeny. While disposal au
thorization must be obtained from the owning agency,
the propeny disposal officer is responsible for deter
mining the proper disposal method (see section 227.3).

(3) Disposal of vehicles should be accomplished
within six weeks after receipt of authorization. If dis
posal action cannot be completed within two months,
the owning agency should be advised by memorandum.
stating the reason for delay and what action is being
taken, if any. If disposal is delayed because of host
counuy requirements, the Office of Foreign Missions,
at the Department of State, should be advised by mem
orandum, with copies of peninent correspondence.

(4) When a vehicle is lost or desuoyed by accident,
natural causes, or civil strife, a non-U.S. Government
entity may provide replacement. In these circum
stances, acceptance of the vehicle must be approved
by AlOPRIST/S/MV. Complete details relating to the
incident should be provided, including a full descrip
tion of the vehicle proposed as a replacement, and a
copy of the relevant Propeny Survey Board Repon
(Form OF-132).

b. USIS Only: Any method of disposal other than
competitive sale, such as negotiated sale, donation, or
abandonment must be approved by Washington.

228.9 Acquisition of Official
Vehicles
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228.9-3 Methods of Acquisition
(TL:GS-21; 6-4-93)
(Uniform Slale/AID/USIA/
Commerce /Agricullure)

Funds for the purchase of vehicles are obtained
through Congressional appropriations and proceeds
from the sale of vehicles. Vehicles are acquired through
purchase, lease or transfer.

(A) AID Only
(TL:GS-21; 6-4-93)
(AID Only)

Refer to AID HB 23, Chapter 6, section 6G. for
policy on acquisition of vehicles.

(B) State Only Purchase
(TL:GS-21; 6-4-93)
(Stale Only)

a. General Services Administration (GSA) is the
mandatory procurement source for the purchase of
U.S. manufactured vehicles purchased in the United
States. Purchase requests are submitted by AJOPRlST/
S/MV to GSA.

b. Foreign made vehicles are funded by AJOPRISTI
S/MV but are purchased overseas by the post, either
through a regional procurement office, third country
procurement, or locally. All overseas purchases must
be authorized by AJOPRlST/S/MV.

c. Due to the principles of the Balance of Payments
Program, U.S. manufactured vehicles are preferred to
meet official vehicle requirements. If requirements
cannot be met by a U.S. manufactured vehicle, priority
is given to vehicles manufactured by U.S. subsidiaries,
such as Ford and GM subsidiaries operating in Austra
lia, United Kingdom, and Germany, over foreign man
ufacturers whenever possible. Requests to purchase
non-U.S. manufactured vehicles may be justified in
the following conditions:

(1) Special requirements exist which cannot be met
with a vehicle manufactured in the U.S., e.g., right
hand drive vehicles:

(2) The total cost of acquisition and life cycle ex
penses of non-U.S. made vehicles is at least one third
less than that of U.S. made vehicles due to the avail
ability of parts and service, suitability to local condi
tions, and more efficient fleet operations. A cost-bene
fit ;lnalysis must be submitted to AJOPRIST/MV for re
view to determine whether acquisition of a non-U.S.
made vehicle is justified: and

(3) Due to local conditions, a non-U.5. made ve
hicle is required for security or other special operation-

al needs. Justification to procure a vehicle under this
provision must be submitted to A/OPRJST/S/MV. If
the security is a consideration,the justification must be
routed through DS/PSP/PEL for approval.

(C) State Only Lease
(TL:GS-2J.; 6-4-93)
(Slore Only)

Posts may lease or rent a vehicle to meet temporary
requirements for periods not to exceed sixty days.
Leases in excess of sixty days must be approved in ad
vance by AJOPRlST/S/MV based on the following con
siderations:

(1) For reasons of economy, long-term vehicle re
quirements are normally met by purchase rather than
lease. However, if a post believes that unusual circum
stances favor leasing motor pool vehicles, a proposal
must be submitted to AJOPRIST/S/MV with a compari
son of purchase price, maintenance and repair costs.
operating cOSts. and proceeds from sale in comparison
with annual lease costs, length of agreement. and con
tract maintenance and repair costs, if applicable. To
the extent possible, the comparison should be made
for similar makes and models of vehicles. The provision
in section 228.9-3(B)c concerning vehicles of foreign
manufacture apply to lease, as well as purchase: and

(2) Approval of a vehicle lease extends for the life
of the lease but not for renewals. Renewal justification
must be submitted in the same manner as for a new
lease.

(D) State Only Transfer
(TL:GS-21; 6-4-93)
(Stote Only)

a. The transfer of a vehicle from one agency to
another is appropriate under cenain circumstances and
conditions. However. prior AJOPRIST/S/MV approval
is required. A request for approval must provide com
plete description, including standard and optional
equipment, accumulated mileage and condition. The
request must state what vehicle the transferred vehicle
is intended to replace, and must provide a Vehicle
Condition Report for that vehicle. If the vehicle is to
be acquired as a net fleet increase, justification and a
fleet survey must be submitted.

b. AJOPRIST/S/MV approval is not required when
vehicles are transferred from another agency for dis
posal purposes only. These vehicles. must be disposed
of and the funds deposited as instructed by the owning
agency, and they may not be retained for use prior to
disposal.
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228.9-4 Standardization Policy
(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Depanment policy requires full and open competi
tion in all procurements. Therefore. vehicles are pro-

. vided to posts based on vehicle type rather than specific
make and model. A negotiated procurement is possible
when there is a vehicle standardization program in ef
fect. AlOPE Procurement Policy Directive No. 6 (for
State) and Handbook 23, Chapter 6. Section 60.2 (for
AID) provide specific guidance for posts wishing to
standardize on a panicular make of vehicle. However.
a standardization agreement does not exempt' a post
from applicable statutory price limitations.

228.9-5 Messenger Delivery and Utility
Vehicles

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Two- and three-wheeled motor scooter or cycle
type vehicles used for messenger delivery and other
utility vehicles that are not driven on roads such as
forklifts or tractors may be acquired without agency ap
proval.

228.10 Use of Privately-Owned
Vehicles (POVs)

(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Authority is granted in 4 FAM 475.1 and 6 FAM
111.2 to authorize or approve the use of POVs for busi
ness purposes when this use is determined to be advan
tageous to the U.S. Government. or when official trans
portation is not available. Reimbursement will be made
on a mileage basis in accordance with the rate estab
lished by the General Services Administration in the
Federal Travel Regulations for use of a privately owned
vehicle (see 6 FAM 145.1).

228.11 Mission Support and
Administrative Support
Vehicles

(TL:GS-2J; 6-4-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

a. Motor vehicles acquired by each agency to pro
vide for its specific transponation needs are considered
mission suppon vehicles. Although such vehicles may
be operated from a joint motor pool. they remain the
property and responsibility of the owning agency. .

b. Under a Foreign Affairs Administrative Suppon
(FAAS) agreement. vehicles may be provided for gen
eral administrative support functions such as residential
or office maintenance. the delivery of supplies and
equipment. pouch. mail. and messenger services for
which the owning agency is reimbursed through the
FAAS. These administrative support or FAAS vehicles
are established as. pooled vehicles under the FAAS
agreement and are usually non-passenger. truck types.
including carryalls and vans. As an alternative to reim
bursement under FAAS. vehicles owned by participat
ing agencies may be pooled for such purposes.

c. State Only: Because the transponation of per- _
sonnel for business and other authorized uses is a pro-.
gram responsibility of the parent agency, these require-
ments are not considered for purposes of allocating
suppon vehicles. funded by FAAS reimbursements.

228.12 Maintenance of Vehicles
and Shop Safety

228.12-1 Maintenance of Vehicles
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Posts may arrange for vehicle maintenance by us
ing Government-owned or -leased equipment and
shops. or by contracting for these services. The use of
Government facilities is appropriate when:

(1) There are no suitable commercial or other Gov
ernment facilities and trained personnel available;

(2) The costs of available commercial facilities are
prohibitive;

(3) Security needs require the use of Government
facilities; and _

(4) Vehicle spare pans are not adequately available.
in-country and pans. supplies and equipment must be
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stocked.

b. When contracting for vehicle maintenance and
service:

(1) Contracts which provide for pans and labor at
fixed rates are preferred; and

(2) Approved work orders should be issued for all
work performed. Work performed should be well docu
mented for both payment and record purposes.

c. Preventive maintenance must be scheduled and
performed on all vehicles in accordance with manufac
turer service or owner manuals. Care should be taken
to decrease service intervals if tJ1e vehicle is subject to
adverse driving conditions, or if it has been modified
for security reasons. Schedules for the use of vehicles
must not interfere ~th service requirements. Posts
must keep maintenance records on file showing costs
of pans, materials, and labor separately.

228.12-2 Shop Safety
(TL:GS-21; 6-4-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. Government maintenance facilities must be in
spected for fire and safety hazards at least once a year.
If the location or the shop or the nature of the work
performed changes, it must be re-inspected.

b. There must be at least three serviceable, ten
pound, dry chemical fire extinguishers conspicuously
mounted and easily accessible in the shop area;

c. A usable first-aid kit. including an eye cup and
eye wash must be kept near the shop area;

d ...NO SMOKING" signs (multi-lingual if appropri
ate) must be prominently displayed in areas where
flammable materials are stored or used;

e. Flammable materials and supplies such as gaso
line. oils, solvents. wiper rags, flammable trash. etc.•
must be stored in covered containers:

f. Gasoline must never be used as a solvent or clean-
er;

g. Grease. oil, or gasoline spills in shop areas should
be cleaned at the end of each workday or more often
if accumulation is significant. Shop floors should be
swept regularly and debris stored in closed containers
away from the shop area. If necessary. surfaces should
be scrubbed with an appropriate commercial detergent;

h. No person may go beneath a raised vehicle unless
the vehicle is on a hydraulic vehicle hoist with function
ing safety lock, raised securely on blocks, or. if raised

on jacks, with redundant solid suppons under the
frame and steel blocks in place:

i. All persons in the shop must wear appropriate
safety glasses when power tools such as drills, grinders,
welding equipment, and cutting torches are being used:
and

j. For general guidance, see also section 600 Safety!
Health and Environmental Management Program, and
the Safety, Occupational Health and Environmental
Management Resource Guide, published by the Safety
Office, AlOPRlSHEM.
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CHAPTER 7

SAFETY PROGRAM

This chapter consists solely of the Uniform State/AID/USIA/Commerce/Agriculture,
6 FAM 610, Safety/Health and Environmental Management Program. The Uniform
Regulations (Appendix 7A) are the governing directives for USAID establishment
and management of a safety/health and environmental management program abroad.
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610
SAFETY/HEALTH AND ENVIRONMENTAL MANAGEMENT

PROGRAM

611 GENERAL

611.1 Purpose"
(TL:GS-8; 10-27-92)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Establish a Safety/Health and Environmental Man
agement Program (SHEM) which assures a safe and
healthful work environment for aU Depanment of State
(DOS) employees. FSNs. and personnel incident to an
activity of or on the premises under the control of the
Depanment and the Agencies; and set forth policy for
issuance. implementation, and administration of an ef
fective and comprehensive program as prescribed by
Executive Order (E.O.) 12196. ~nd 29 CFR Pan 1960.

611.2 Applicability
(TL:GS-8; 10-27-92)
(Uniform State/AID/USIAI
Commerce/Agriculture)

These regulations apply to all of the Department's
activities and facUities of overseas diplomatic and con
sular posts and domestic organizations including the ac
tivities and facilities of other agencies assigned to or
working within these posts, hereinafter referred to as
the Agencies, which do not administer a separate
equivalent program for their overseas facilities.

611.3 Scope
(TL:GS-8; 10-27-92)
(Uniform State/AID/USIAI
Commerce /Agriculture)

This section delineates policy, responsibilities, and
requirements of the Safety/Health and Environmental
Management Program. The program is directed to the
protection and conservation of Depanment of State re
sources and protection of operational continuity; this is
accomplished through the elimination or proper man
agement and control of hazardous conditions which
can result in physical harm, illness, death, propeny
loss, or environmental damage. This includes:

(1) Injuries or illnesses to personnel, including
FSNs and contract employees. incident to an activity of

or on the premises under the conuol of the Department
and the Agencies;

(2) Damage to or loss of equipment, material, and
property owned or leased by the Department and the
Agencies;

(3) Damage to or loss of non-Department or non
Agency propeny where incident to the use, or activity
of. or on the premises under the control of the Depart
ment or Agencies. or when they may result in claims
against the Government or in unfavorable public rela
tions:

(4) Fires, explosiOns, hazardous materials contami
nations, and other similar incidents that may threaten
people, propeny, and equipment: and

(5) Emissions. discharges, and/or disposal of haz
ardous materials which may adversely impact the envi
ronment. (External environmental conditions which
could impact the health of employees and their depen
dents are the responsibility of the Office of Medical
Services.)

611.4 Authorities
(TL:GS-8: 10-27-92)
(Uniform Statt/AID/USIA/
Commerce/Agriculture)

a. Occupational Safety and Health Act of 1970
(P.L. 91-596) (the Act). .

b. Executive Order 12196, Occupational Safety and
Health Programs for Federal Employees.

c. Basic Program Elements for Federal Employee
Occupational Safety and Health Programs (29 CFR
1960).

d. Occupational Safety and Health Standards (29
CFR Pans 1910 and 1926).
- e. Resource Conservation and Recovery Act
(RCRA) and Amendments (40 CFR).

f. Comprehensive Environmental Response. Com-
pensation and Liability Act (CERCLA) (40 CFR).

g. Toxic Substances Control Act (TSCA) (15 CFR).
h. Clean Air Acts Amendments (40 CFR).
i. Standards for Tracking and Management of Med

ic:al Waste (40 CFR)
j. Lead Based Paint Poisoning Prevention (24

CFR).
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612 POLICY
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIA!
Commerce /Agriculture)

It is the policy of the Secretary of State to:
(1) Ensure safe and healthful working conditions

for all employees of the Department, the Agencies and
contractors, including visitors on DOS controlled prem
ises as they may be affected by DOS activities;

(2) Administer an effective comprehensive loss
control program;

(3) Protect Departmental equipment and property
from loss due to accident. fire, and disaster; and

(4) Conserve and protect the environment through
responsible management and control of operational ac
tivities which could result in emissions, discharges. and/
or disposal of hazardous materials adversely impacting
the environment.

613 PROGRAM ADMINISTRATION
AND RESPONSIBILITIES

.. .
613.1 Designated Agency Safety

and Health Official (DASHO)
(TL:GS-1: 8-22-91)
(Uniform State/AID/USIA!
Commerce/Agriculture)

In accordance with requirements of Executive Order
12196. the Department Designated Agency Safety and
Health Official (DASHO) is the Assistant Secretary for
Administration. The incumbent assists the Secretary in
establishing the Depanment's Safety and Occupational

, . Health Program to meet requirements of the E.O., Sec
tion 19 of the Occupational Safety and Health Act and
29 CFR Part 1960. The DASHO assureS that adequate
program direction, budget. and staff are provided by
the Depanment to implement the mandated program at
all operational levels.

613.2 Office of the SafetylHealth
and Environmental
Management Director

(TL:GS-8; 10-27-92)
(Uniform State/AID/USIA!
Commerce /Agriculture)

The Safety Director administers and manages the
Department's worldwide Safety/Health and Environ
mental Management Program for the DASHO. The
Safety Director:

(1) Establishes and issues poticies. programs.
standards to carry out the provisions of Section 1
the OSHA Act, 29 CFR 1960, E.O'. 12196 and vari
environmental laws and regulations published under 4
CFR and 15 CFR. These policies and programs will a:
sist the Department, its organizations, and posts in e:
tablishing and operating a comprehensive safety an
occupational health program which is integrated int
the organizational framew@rk;

(2) Prescribes accident, illnes~, injury record keeJ
ing. environmental mishap. and reponing requiremen
which will enable the Department to meet record keel
ing requirements established by E.O. 12196. se:Jt'
19 of the OSHA Act. 29 CFR 1960, and require
published under 40 CFR and 15 CFR. These pro
dures shall assure that accurate data are compiled an
maintained for required periods;

(3) Serves as the ofUcial Departmental focal poil
for all safety and occupational health matters and lill
son with the Office of Federal Agency Safety Program
OSHA. U.S. Department of Labor. the Environment
Protection Agency. National Institute for Occupation
Safety and Health, and other Federal agencies;

(4) Serves as the Departmental authority to resol'
employee reports of alleged unsafe or unhealthf
working conditions; •

(5) Provides for periodic audits/evaluations of
organizations and posts to assure that an acceptal:
level of SHEM and environmental activity is being a
complished. Conducts special studies necessary to i
vestigate, evaluate, and resolve safety, health. and e
vironmental issues/prOblems;

(6) Reviews and coordinates all Depanmental m~
ters related to safety, occupational health, andenviro
ment (as they relate to emissions. discharges, and d
posal of hazardous materials) for the DASHO;

(7) Coordinates and/or provides teChnical.
required to enable DOS posts and domestic org
tions to meet safety. occupational health. and en
mental requirements;

(8) Establishes Departmental goals and objecti\
for reducing and eliminating occupational acciden
illnesses. injuries, and environmental mishaps;

(9) Prepares the Department's annual SHEM }
port for submittal by the DASHO to the Secretary
Labor, and coordinates the annual A-106 Envirc
mental Pollution Report for submittal to EPA a
OMB;

(10) Establishes appropriate regulations and st:
dards such as those issued bY. DOL, EPA, NIOS.
other recognized standard-setting bodies when
sary to address specific safety, occupational healili,
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environment problems in the Department, its organiza·
tions, and postS;

(11) Investigates and resolves aU employee(s) re
ports of aUeged discrimination becawe of participation
in occupational safety and health activities:

(12) Serves as the Executive Director of the Depart·
ment's DASHO Advisory Committee on Occupational
Safety and Health (DACOSH)(see section 613.3);

(13) Provides for the review and safety/occupational
health and environmental apalysis of all new Depart
mental projects, operations, initiatives, procedures.
etc. during the planning process. Provides responsible
managers with information and requirements for ad
dressing safety/occupational health and environmental
issues; monitors projects to ensure effective implemen
tation of safety/occupational health and environmental
controls; and

(14) Appoints Class A Mishap Boards. for the DA
SHOt to investigate and analyze major accidents, occu
pational illness. occupational injuries. etc. ( see section
617.3).

613.3 DASHO Adv.isory
Committee 9n Occupational
Safety and Health
(DACOSH)

(TL:GS-8: 10-27-92)
(Uniform State/AlDIUSIA./
Commerce /Agriculture)

The function of this committee is to monitor and
coordinate overall Department safety, occupational
health, and environmental activities. plans, programs,
and policies consistent with objectives of Section 19 of
the Occupational Safety and Health Act and Executive
Order 12196. This is accomplished by an ongoing re
view of major programs and policies in safetylhealth
and environmental management including identifica
tion of issues and procedures which cut across lines of
responsibility of Department offices. The objective is to
establish a systematic integrated planning process to fa
cilitate the implementation of variow Department safe
ty and occupational health goals and objectives. The
Designated Agency Safety and Health Official chairs
the Committee and the Safety Director serves as the
Executive Director. Ex-officio members of DACOSH
are:

(1) AlOPR - Deputy Assistant Secretary for Opera
tions;

(2) AlFBO - Deputy Assistant Secretary for For
eign Buildings; and

(3) MIMED - Medical Director.

613.4 Offices of Assistant
Secretaries

(TL:GS-8: 10-27-92)
(Uniform State/AlDIUSIA./
Commerce/Agriculture)

a. In coordination with the Department of State
Designated Safety and Health Official. the assistant
secretaries of the following offices will ensure that safe
ty/health and environmental management program re
quirements are implemented at their overseas posts/do
mestic operations:

(1) European and Canadian Affairs;
(2)' African Affairs;
(3) East Asian and Pacific Affairs:
(4) Inter-American Affairs:
(5) Near Eastern and South Asian Affairs:
(6) International Organization Affairs; and
(7) All others. •

b. Th~ offices listed above provide the assistance
and suppOrt necessary to obtain resources to assist and
enable posts to meet requirements in section 610.

c. The offices listed in paragraph a of this section
shall coordinate with the Safety Director to inlegrale
the Department's safety, occupational health. and en
vironmental requirements into 10 and regional bureau
activities as appropriate.

613.5 Office of Medical Services
(TL:GS-8; 10-27-92)
(Uniform State/AID/USIAI
Commerce/Agriculture)

The Medical Director, in support of the Sarety/
Health and Environmental Management Program.
shall provide for:

(1) Consultation to the Safety Director on medical
aspects of the Department's Safety/Health and Envi
ronmental Management Program;

(2) Appropriate preplacement physical examina
tions for employees assigned to known hazardous work
places;

(3) Medical assessment and required treatment of
on-the-job emergency injury and illness due to occu
pational accidents/exposures within the capacity of the
health facility:

(4) Referral of employees for job-related Injuries
and illnesses to private physicians and/or medical racili
ties: and

(5) Medical surveillance of known hazardous occu
pational exposures.
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613.6 Office of the Deputy
Assistant Secretary for
Foreign Buildings

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The Deputy Assistant Secretary for Foreign Build
ings:

(1) Manages and directs the overseas fire preven
tion aspects of DOS overseas buildings by insuring that:

(a) New designs meet applicable fire. life safety,
and electrical safety code requirements including the
most recent National Fire Protection Association
(NFPA) and National Electric Code (NEC) standards;

(b) Fire safety features are installed correctly. ade
quately tested. and functioning properly prior to occu
pying a new building;

(c) Post employees are provided with periodic fire
safety training by qualified professionals;

(d) Overseas buildings are routinely inspected by
competent professionals for fire hazards;

(e) Fire protection measures on FBO managed
construction sites are adequate: and

(f) Fires are investigated to determine origin and
cause by qualified professionals in a responsive man
ner, and that assistance is provided to other bureaus/a
gencies in on-going arson investigations.

(2) Ensures that appropriate Departmental fire,
safety, and environmental policies and standards are
applied as pan of the following FBO administered acti
vities:

(a) Planning and engineering design of new facili
ties;

(b) During planning and engineering design for ren
ovations of existing facilities;

(c) Maintenance/repair of existing facilities and
major equipment; anct.-.:

(d) During construction of new facilities or renova
tion of existing facilities.

(3) To the extent that is practical. ensures that faci
lities being considered for acquisition are examined for
the presence of hazardous conditions or materials and
that hazards are abated or controlled prior to allowing
access to either coIl:StfUctionlrenovation teams or nor
mal building occupants;

(4) Provides engineering expertise and suppon as
necessary to abate major buildings related hazardous
conditions identified by qualified safety and occupa-

tional health professionals as pan of the Department's
hazard identification and assessment program de
scribed herein; including PCBs (in transformers), Ra
don, and leaking underground storag~ tanks;

(5) Manages and directs the overseas building as
bestos abatement activities; and

(6) Ensures that each FBO aclministered contract
for construction of new facilities and modificationlre
novation of existing facilities includes the appropriate
requirement for construction site safety.

613.7 Office of AcqUisitions
(TL:GS-8; 10-27-92)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. The Director, Office of Acquisitions. in coordina
tion with the Safety Director, ensures that appropriate
Department of State SHEM standards and policies are
adequately addressed as an integral pan of the con
tracting and procurement processes. Specifications de
veloped for contract projects shall be reviewed by the
program office to ensure that they are not in conflict
with Depanment of State SHEM standards and that re
quirements are included, as necessary, to meet the in·
tent of this section. The Office of SafetylHealth and
Environmental Management will assist in identifying
those types of procurements where a SHEM analysis!
statement is required.

b. Contracting officers shall ensure. by requiring cer
tification or other mechanism, that the review required
in paragraph a of this section has been made prior to
taking solicitation action. As pan of this determination.
the contracting officer shall review the contractor's
written safety and occupational health plan to ensure its
adequacy, if such a plan is required.

613.8 Office of the Inspector
General

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA/
(:ommerceIAgricultuTt)

The Inspector General evaluates posts' compliance
with safety and occupational health requirements of 6
FAM as pan of its scheduled inspections. Significant
problems noted in the inspection repon are brought to
the attention of the Safety Director. including the status
of post progress in implementing safety and occupation·
al health requirements and the identification of immi
nently hazardous or otherwise significant safety/occu
pational health issues which might have Depanment
wide impact.

•

•

•

•

•
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613.9 Office of Facilities
Management and Support
Services

(TL:GS-8,' 10-27-92)
(Uni/orm Start/AID/USIAI
CommtrCt/Agriculturt)

The Director of the Office of Facilities Management
and SUppOrt Services. in cQOrdination with the Safety
Director. ensures that appropriate Departmental andl
or General Services Administration fire. safety. health.
and environmental policies and Standards are applied
as part of the organization's activities. These activities
should include:

(1) Planning for replacement of building systems.
repairs. and minor alterations in existing facilities;

(2) Providing domestic facilities maintained in a
manner free from safety and health hazards:

(3) Serving as the Facility Asbestos Control Manag·
er. and reviewing all contracts andlor reimbursable
work before the start of a project to determine if asbes·
tos containing material (ACM) is present in the pro·
posed work area;

(4) Serving as the Faci1it~Hazardous Waste Coor
dinator who is responsible for ensuring facilities' com
pliance with hazardous waste and other environmental
standards; and

(5) Ensuring appropriate standards are applied dur
ing the maintenance/repair of existing facilities and ma
jor equipment.

613.10 Office of Real Property
Management

(TL:GS-8: 10-27-92)
(Uni/orm Statt/AID/USIAI
Commtrct/Agriculturt)

The Director of the Office of Real Property Manage
ment (RPM) in coordination with the Safety Director
ensures that appropriate Department andlor General
Services Administration fire, safety. health. and envi
ronmental policies and standards are applied as part of
the following RPM administered activities:

(1) Planning and engineering design of new facili-
ties;

(2) Planning and engineenna design for renova
tions of existing facilities;

(3) Constructing new facilities or renovating exist
ina facilities; and

(4) Acquiring new facilities. RPM shaD ensure that
a safety, health, and environmental assessment is con
ducted during the planning stage of any acquisition.

614 POST SAFETY AND
OCCUPATIONAL HEALTH
PROGRAM ADMINISTRATION
AND RESPONSIBILITIES

614.1 The Chief of Mission
(TL:GS-8: 10-27-92)
(Uni/orm Start/AID/USIAI
Commtret/A,riculturt)

The Chief of Mission has overall responsibility for
the safety and health of post employees. The Deputy
Principal Officer is the Designated Post Safety and Oc
cupational Health Administrator (The Administrator).
and has equivalent responsibilities to the Department
DASHO. The Administrator assures that an effective
SHEM Program is implemented to protect Department
of State resources 41 accordance with Department poli
cies and procedures contained in section 610 and in
other documents. The Administrator:

(1) Appoints a Post Occupational Safety and
Health Officer (POSHO) to carry out the day-to-day
safety and occupational health program management
and implementation. This person will be a full-time
American employee. usually assigned to the Adminis
trative area;

(2) Actively promotes and supports the SHEM Pro
gram to facilitate implementation by the POSHO;

(3) Provides adequate funding to establish and ad
minister the program. including the abatement of safe
ty, occupational health, and environmental hazards
identified; and

(4) Ensures that safety and occupational health is a
critical job element of supervisors 'and other individuals
having responsibilities in this area.

614.2 Post Occupational Safety
and Health Officer (POSHO)

(TL:GS-8: 10-27-92)
(Uni/orm Statt/AlDIUSIAI
Commtret/A,riculturt)

The POSHO coordinates, administers, and imple
ments the Post Safety and Health Program for the Des
ignated Post Safety and Occupational Health Adminis
trator. Duties and responsibilities are reflected in the
individual's job performance standards. The Post Safe
ty and Health Program shaD meet the requirements of
section 617, as weD as other related Departmental re
quirements which may exist. The POSHO develops the
Post's SHEM Program administration budget require
ments that may be necessary to meet program goals and
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objectives for the fiscal year. Funding requirementS are
included in the post'S annual budget submission.

c. Consideration should be given to including other
members such as:

(1) Employee representative; or
(2) Other Agencies' representatives.

614.3-1 General
(TL:GS-J; 8-22-91)
(Uni/orm .Statt/It.1D/USIA.I
Commtrct/Agricultuft)

The Occupational Safety and Health Comminee is
organized and maintained to enable the Administrator
to coordinate and oversee the safety and occupational
health program. The Comminee serves to emphasize
and facilitate a coordinated and integrated team ap
proach for dealing with safety. occupational health,
and environmental issues. The Committee serves as a
mechanism for establishing and accomplishing program
goals and objectives. It also facilitates safety and occu·
pational health communications between management
and employees.

•

•614.5 Contractors
(TL:GS-l; 8-22-91)
(Uniform Statt/AID/USIAI
Commtrct/AlricIUI",t)

a. Each contraCtor, grantee, or other entity conduCt-
Ing projectS or programs which are funded or supported
an whole or in part by the Department of State is re
sponsible for providing its employees safe and healthful
conditions of employment in accordance with Depart-
ment of Labor (DOL) regulations (29 CFR), as a mini
mum; except that conuactors involved in FBO spon.
sored constrUction and renovation activities shall abid
by Standards contained in the Corp of Engineers Safety
and Health Requirements Manual as in section 616.5.

614,4 Supervisors
(TL:GS-I; 8-22-91)
(Uni/orm Statt/AID/USIA.I
Commtrct/AgricuJtuft)

Employees who exercise supervisory functions will,
to the extent of their authority, furnish employees a
place of employment free from recognized hazards that •
can cause death or serious harm. They must comply
with safety and occupational standards of the Dcpan-
ment and ensure that timely action is taken to correct
unsafe or unhealthful working conditions or practices.
Supervisors are responsible for assuring that:

(1) Employees are provided the correct tools and
equipment to conduct the job safely;

(2) The employees are properly instructed in the
use of these items; and

(3) Applicable safety and health procedures ar:e ob
served in the workplace.

614.3-3 Committee Objectives and
Functions

(TL:GS-J; 8-22-91) .
(Uni/orm Statt/AID/USIA.I
CommtrctIAgricultuft)

a. Plan and execute Department policies and re
quirementS related to loss conuol, including safety, oc
cupational health, and the environment. Review and
update the plan aMUlUy.

b. Integrate safety and ~pational health into the
post's management system, including the delegation o(
activities and functions as appropriate. •

c. Monitor the progress of various organizational
elementS in meeting established goals and objectives.

d. Review aMual mishap statistics and utilize this
data to establish/modify program goals and objectives.,

Post Occupational Safety
and Health StandIng
Committee

614.3-2 Committee Organization and
Membership

(TL:GS-S; 1-6-92)
(Uni/orm Statt/It.1D/USIA.I
CommtrctIAgricultuft)

a. A Safety and Occupational Health Comminee is
to be established at each post having more than 25 em
ployees (inclUding FSN's and personal services con
tractors). The Designated Post Safety and Occupation
al Health Adminisuator is the Committee Chairman
and the POSHO serves as the Executive Director. The
committee shall meet at least semiannuaUy or more fre
quently. as required. Written minutes of each meeting
will be maintained by the POSHO and a copy will be
distributed to each member.

b. Ex-officio members of the Comminee are as fol-
lows:

(1) Deputy Principal Officer - Chairman;
(2) POSHO - Executive DireCtor;
(3) Administrative Officer;
(4) Personnel Officer;
(5) Regional Medical Officer (or Head Nurse); and
(6) Regional Security Officer.

614.3

\ .
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When contractor operations occur in or around De
partment of State facilities, there is an increased poten
tial for adversely affecting Department of State em
ployees and operations. as well as the general public.
Therefore, contract requirements must be clearly de
fined dUring contracting and project planning activities.

b. In all cases, contractor operations and activities,
whether sponsored by the post or another Department
of State organization, shall be closely coordinated with

~

the POSHO during both planning and implementation
phases. (.

615 EMPLOYEE RIGHTS,
RESPONSIBILITIES, AND
PROTECTION FROM REPRISAL

615.1 Employee Rights
(TL:GS-8; 10-27-92)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Employees have the followint rights:
(1) To have access to copies of the Department's

safety and occupational health policy, program, stan
dards, and injury/illness statistics;

(2) To comment on occupational safety and health
standards and injury and illness statistics;

(3) To repon and request inspections of workplaces
which the employee believes to be unsafe or unhealth
ful, without fear of coercion or reprisal; and

(4) To appeal to the State Depanment Office of
Safety/Health and Environmental Management if the
employee disagrees with the fmal disposition by the
post concerning working conditions reponed as unsafe
or unhealthful.

615.2 Employee Responsibilities
(TL:GS-l; 8-22-91)
(Uniform State/AiDIUSIA/
Commerce/Agriculture)

Each employee must comply with the regulations set
fOM in this chapter, follow prescribed personal safety
and health practices, and advise supervisors of any un
safe or unhealthful working conditions. If satisfactory
action is not obtained after reporting a hazard to a su
pervisor, the employee should repon the hazard in
writing to the POSHO who will investigate and ensure
that appropriate actions are taken. The POSHO will
forward a copy of the hazard repon to the Depart
ment's Safety Director.

615.3 Employee Protection From
Reprisal

(TL:GS-l; 8-22-91)
(Uniform State/AlDIUSIA1
Commerce /Agriculture)

a. No employee is subject to restraint, interference,
coercion, discrimination, or reprisal for filing a repon
of an unsafe or unhealthful working condition, or for
other participation in Department occupational safety
and health program activities. Employees have the right
to decline to perform their assigned task because of a
reasonable belief that, under the circumstances, the
task poses an imminent risk of death or serious bodily
harm, coupled with a reasonable belief that there is in
sufficient time to seek effective redress through normal
hazard reporting and abatement procedures.

b. Allegations of r~prisal should be processed under
the Department's grievance procedures. or an applica
ble negotiated grievance procedure.

c. Executive directors, administrative officers, office
directors, and supervisors must ensure that employees
are informed of these rights, and that employees know
how and where to file an allegation of reprisal.

616 STANDARDS

616.1 General Standards
(TL:GS-8; 10-27-92)
(Uniform State/AID/USIAI
Commerce/Agriculture) .

The Depanment safety and health standards are
those promulgated by the Secretary of Labor under 29
CFR (OSHA). Department of State standards include,
by reference, a number of consensus standards pro
duced by the American National Standards Institute
(ANSI), the National Fire Protection Association
(NFPA), etc., in addition to the AlFBO Fire Protec
tion Design Standards. Additional environmental stan
dards are contained in regulations listed in sections
611.4e through g. The Depanment will also adopt
applicable emergency temporary occupational safety
and health standards that may be established by the
Secretary of Labor or recommended by the National
Institute for Occupational Safety and Health (NIOSH).
Posts may be required to implement host country
SHEM and environmental standards when they are
more restrictive than Depanment of State standards.
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616.2 Exposure Standards
(TL:GS-1; 8~22-91)

(Uniform State/AID/USIAI
Commerce /Agriculture)

Permissible exposure limits (PELs) for exposure to
toxic and hazardous materials and hazardous physical
energies are those published by the Depanment of La
borunder 29 CFR Part 1910 except, when the Recom
mended Exposure Limit (REL) , established by
NIOSH, or the 11lreshold Limit Value (TLV), estab
lished by the American Conference of Governmental
Industrial Hygienists (ACGIH), is lower than the
OSHA PEL, the more stringent TLV becomes the ex
posure standard for the Depanment of State.

616.3 Hazard Control Ventilation
Standards

(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The Industrial Ventilation Manyal, published by the
American Conference of Governmental Industrial Hy
gienists (ACGIH), is the Depanment of State design
standard for ventilation systems used to conuol hazard
ous materials for protection of personnel in the work
place. This is in addition to the more limited require
ments set forth in OSHA, 29 CFR Part 1910. Air flow
and air capacity specifications are those contained in
the Industrial Ventilation Manual.

616.4 Design Standards
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIA/
Commerce /Agriculture)

For the design of new construction or the design of
major renovations and alterations of existing structures,
the Depanment will conform with the OSHA Standards
at overseas posts and with the host country standards as
required. Their application, as a modification of local
design criteria, will be at the discretion of the architect
or engineer who will follow U.S. Standards to the fullest
extent practical. In order to ensure acceptable indoor
air quality in Department of State office buildings,
ASHRAE Standard 62-1989, Ventilation for Accept
able Indoor Air Quality, shall be followed when design
ing new buildings, or when designing renovations or
modifications to the ventilation systems in existing
bulldinp.

616.5 Construction Standards
(TL:GS-12; 1-13-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

For new construction or major renovations and alter
ations of existing structures at overseas posts, the De
panment will conform with the U.S. Corps of Engineers
Safety and Health Requirep'lents Manual, and wit" host
country standards as necessary.)

616.6 Additional Standards
(TL:GS-12; 1-13-93)
(Uniform State/AID/USIAI
Commerce/Agricufture)

The Office of Safety/Health and Environmental
Management will develop and/or issue additional stan
dards as necessary to address specific safety and occu
pational health and environmental issues or problems
not covered by the standards lisled above, or by the
regulations listed under section 611.4. These standards
are contained in the Resource Guide (section 616.7).
Periodically, the Office of Safety/Health and Environ
mental Management may issue revised versions of cer
tain OSHA and other standards (i.e., Hazard Commu
nication Program) when the revised versions may be
beneficial to posts in understanding and implementing
requirements. Agencies or bureaus with occupational
responsibilities involving unusual or special hazards not
covered above should submit proposed draft standards
to the Safety Director for revie~ and approval. .

616.7 Departmental Safety,
Occupational Health, and
Environmental Management
Resource Guide

(TL:GS-8; 10-27-92)
(Uniform State/AID/USIAI
Commerce/Agriculture)

The Resource Guide, which is to be issued to all posts
and domestic organizations, contains all safety and oc
cupational health polities, programs, standards, and
other requirements issued by the Department. The Re
source Guide is a Department of State standard which
will be updated periodically by the Office of Safetyl
Health and Environmental Management. Copies of this
standard are to be maintained by all posts indefinitely.

•

•

•

•

•
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617 SAFETY AND OCCUPATIONAL
HEALTH PROGRAM
REQUIREMENTS

(TL:GS-8; 10-27-92)
(Uniform State/AID/USIAI
CommerceIAgriculture)

Each post and domestic organization shall imple
ment a comprehensive safety and occupational health
loss control program, as described herein, to protect its
personnel and capital assets, and to meet environmen
tal requirements associated with their operations. In ac
cordance with section 614.2, the Post Occupational
Safety and Health Officer (POSHO) shall ensure that
the following requirements are met.

617.1 Workplace Hazard
Identification and
Assessment

(TL:GS-S; 1-6-92)
(Uni/orm State/AIDIUSIAI
Commerce /Agriculture)

a. All "increased risk" (non-office) work opera
tions and areas will be inspected by qualified safety and
occupational health professional(s) at least once a year.

b. A qualified safety and occupational health profes
sional is an individual meeting Office of Personnel
Management· (OPM) qualifications for Safety and Oc
cupational Health Manager/Specialist (GS-018), In
dustrial Hygienist (GS-690), or Safety Engineer
(GS-803). Fire Prevention Engineers (GS-804) and
Fire Protection Specialists/Marshalls (GS-081) are qu
alified to inspect workplaces having fire risk potential.
In areas where more specialized expertise is required, a
person possessing that expertise may be requested to
accompany the safety and health professional on such .
inspections.

c. In addition to requirements in paragraph a of this
section, the POSHD will inspect all work areas annually
and "increased risk" work areas/operations twice a
year. Unit supervisors are responsible for regular haz
ard inspections of their workplaces on a daily or weekly
basis. depending on the nature of their work.

d. In addition to inspections conducted by personnel
in paragraph b of this section. construction engineers
licensed in the Civil. Mechanical. and Electrical disci·
plines and assigned to the FBD Technical Support
Branch shall make inspections to construction site actio
vities on FBD administered contracts. Unit supervisors
are responsible for regular ·huard inspections of their

workplaces on a daily or weekly basis. depending on
the nature of the work.

e. An increased risk or high risk activity is a work
place or environment with a high potential for mishaps
or occupational illnesses. Included are activities involv
ing. but not limited to, machines, electrical/electronic
functions including transmitting antennas. chemicals or
chemical applications. materials storage and handling.
construction. maintenance, and repair. Hil!tb risk acti
vities include all public works facilities. activities. and
shops.

f. Inspections shall include a comprehensive hazard
assessment addressing the potential for losses and ex
posures to flfe. safety, and health ha~rds. A complete
risk analysis of each work operation shall be done and
shall include environmental factors. training needs.
materials used, hazardous/toxic chemicals used. con
trol systems, protective equipment used, etc. Quantifi
cation of potentially harmful expo~es to hazardous!
toxic chemicals, materials. noise, asbestos, radiation.
biological materials, etc. shall be accomplished by or .
under the supervision of industrial hygienists certified
in comprehensive aspects of industrial hygiene.

g. Occupational safety and health personnel are au
thorized to enter without delay and unannounced for
the purpose of inspecting any building. installation, fa
cility. construction site. or other workplace or area
where work is being performed by employees of the De
partment or agencies. Inspecting personnel are autho
rized to question privately any employee, supervisor. or
official in charge of the establishment concerning perti
nent safety and occupational health conditions and
concerns.

h. Inspection personnel on FBO construction proj
ects are to provide written reports of findings and rec
ommendations to the FBD project director for action.
Inspection personnel are not authorized to direct FBO
contractors to take action that may result in changes in
contract requirements or increased costs to FBO. In
cases where immediate danger exists. inspection per
sonnel will inform the FBD project director in charge.
verbally and then in writing. of the potential danger and
the actions required to correct the problem.

i. The safety and occupational health personnel
conducting inspections will give officials in charge of
the facility and employee representatives an opportuni
ty to accompany them during the physical inspection of
the workplace. The inspector must obtain the appropri
ate security clearances to inspect areas or workplaces
where classified operations or information requires
such security clearances.
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617.3-2 Classification of Mishaps
(TL:GS-12; 1-13-93)
(Uniform State/AID/USIAI
CommuCI/Agriculture)

The classification of mishaps. based on personnel
and fiscal losses involved•. will determine the level of
mishap investigation required. Mishaps shall be classi
fied as soon as reasonable estimate of total cost is
made. All mishaps will be classified into one of the fol
lowing categories:

mental Management (AlOPRlSHEM). Washington•
DC 20520. Upon receipt of a request. the Office of
SafetylHealth and Environmental Management will ini
tiate an investigation of the alleged condition by quali
fied safety and occupational health professionals. If the
condition constitutes violation of Deparanent of State
standards. the post will be so advised and will be re
sponsible for initiating appropriate corrective (abate
ment) action. The employee will be advised by the Of
fice of SafetylHealth and Environmental Management
in writing of the the actions taken to resolve the issue.

617.3-1 General
(TL:GS-8; 10-27-92)
(Uniform State/A.lD/USIAI
Commerce/Agriculture)

a. The pwpose of this section is to issue require
ments and procedures for investigating. analyzing. and
reporting Depamnent of State "mishaps". A "mishap"
is defined as any unplanned. unexpected. or undesir
able event causing injury, occupational illness. death•
material loss/damage. or incident causing environmen
tal contamination. The term mishap is used in lieu of
accident or occupational illness and includes motor ve
hicle accidents.

b. All mishaps which occur on Department of State
owned or controlled premises. or during the conduct of
Government business. shall be investigated and re
poned. Any injury or occupational illness reported on
Form CA-1 or CA-2 to the Office of Workers Com
pensation (OWCP). Department of Labor. or the
equivalent host country repon. is a reportable mishap.

c. A Mishap Analysis Board (MAB) is appointed to
conduct an analysis and investigation for the sole pur
pose of preventing future mishaps. The Board may be
composed of several members or of a single individual.
depending on the circumstances of the mishap.

•

•

•

•

•

"Mishap" Investigation and
Reporting

617.3

617.2 Reporting of Hazardous
Conditions

(TL:GS-8: 10-27-92)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. All inspection findings. except those involving
conditions which are corrected at the time of the in
spection. shall be documented in an inspection report
which is officially conveyed to the manager responsible
for the inspected work area (s). The report shall specify
time frames for compliance. A copy of the report shall
be forwarded to members of the safety committee and
employee representative. if any. Also. a copy will be
maintained by the POSHO for a period of five years
after the inspection.

b. ~ soon as it is concluded on the basis of an in
spection that a risk exists that could reasonably be ex
pected to cawe immediate seriow physical harm or il
lness. immediate action must be taken to eliminate the
hazard. The inspector is to inform the official in charge
of the workplace and the Designated Post Safety and
Occupational Health Adminisuator. verbally and then
in writing. of the potential danger and the actions re
quired to correct the problem. J

c. When an imminent danger is identified as per
paragraph b of this section. a Notice of Alleged Safety
or Health Hazards Form (DS-1853) must be com
pleted and immediately posted in the work area until
the hazard is permanently abated. It mwt be written in
English. as well as the host country language if non-En
glish speaking FSNs or PCSs work in the area affected.
The Form shall describe in detail the nature and degree
of seriousness of the hazard. remedial measures to be
taken until the hazard is abated. and a reasonable time

,. for abatement or correction.
d. Department of State employees (including

FSNs). employee representatives. and contractors may
request the POSHO to investigate and assess a condi
i.ion/environment/operation which they believe possess
;1 hazard LO safety or health. The request can be made
verbally. but mwt be followed by a written request.
Upon receipt of such a request. the POSHO shall direct
an investigation and respond to the requester within 24
hours for reports of imminent danger conditions; within
3 working days for potentially serious conditions. and
within 14 working days for other than serious condi
tions.

e. If. after reporting a hazardous condition. the em
ployee is not satisfied with the final action. a request for
higher level review can be made in writing to Depart
ment of State. Office of SafetylHealth and Environ-
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(1) Class A:
(a) The cost of property/real estate/environmental

damage is $100,000 or greater; Depanment of State
operations are cunailed/shut down for more than 8
hours;

(b) An injury or occupational illness results in a fa·
tality or permanent total disability; or

(c) An injury or occupational illness (with lost
workdays) involves three or more individuals.,.

(2) Class B:
(a) The cOSt of property/real estate/environmental

damage is between S50,000 and S100,000; or
(b) Any mishaps resulting in injuries/illnesses re

quire inpatient hospitali:tation.

(3) Class C:
(a) The cost of property/real estate/environmental

damage is between S1000 and S50,000;
(b) All occupational illnesses;
(c) Any occupational illness or injury, other than

first aid, resulting in loss of consciousness. lost time
from the job. restricted duty,or temporary transfer to a
different job; and

(d) Any other release of"hazardousltoxic materials
which results in contamination of the outside environ
ment.

617.3-3 Appointment of Mishap
Investigation Analysis Boards

(TL:GS-12; 1-13-93)
(Uniform State/AlDIUSIAI
Commerce/Agriculture)

a. A Mishap Investigation Analysis Board shall be
appointed as soon as practicable to analyze mishaps.
Class A and B Board memberships will vary according
to the gravity and type of mishap under investigation.
Whenever possible, the convening authority will assign
Board members having the experience and technical
background appropriate for the mishap. Boards con'
vened to investigate mishaps involving death shall ale
ways include a physician as shan those involving any
occupational illness or injury/illness likely to result in
disability. Mishaps involving fire shall include a trained
fire investigator.

b. Class A Mishap Investigation Analysis Boards are
appointed by the Depanment of State Safety Director
or the Depanment's Designated Agency Safety and
Health Official (DASHO). Under unusual circum
stances, the Safety Director may delegate this responsi·
bility to the post and/or send a representative to partici
pate.

c. Class B Mishap Investigation Analysis Boards are
appointed by the Designated Post Safety and Occupa
tional Health Administrator, ~zcept that environmental
mishap assessments will be coordinated by AlOPR/
SHEM.

d. Class C Mishap Investigation Analysis Boards
consist of the Post Occupational Safety and Health Of
ficer (POSHO). However, the POSHO shall draw on
other individuals having the specialized expertise need
ed to investigate and analyze the mishap. Environmen
tal mishap assessments will be coordinated by AlOPR/
SHEM

617.3-4 Mishap Reporting
(TL:GS-12; 1-13-93)
(Uniform State/AlDIUSIAI
Commerce /Agriculture)

a. Posts shall immediately (within 12 hours) report
all Class A and Cl~ss B mishaps or any environmental
contamination incident by phone or telegram to the
Depanment's Safety Director (AlOPRlSHEM).

b. Class A and B Boards shall submit a detailed Mis
hap Report to the Safety Director within 30 days after
the Board has convened. A copy will be provided to the
Designated Post Safety and Occupational Health Ad
ministrator.

c. Class A and B Mishap Reports are signed by all
Board members and include these three main sections:

(I) Factual information: Includes only factual data
that relate to the mishap and the personnel inVOlved.
Contains a chronological history of events leading to
the mishap, information on specific injuries and prop
erty damage, and other appropriate facts;

(2) Analysis and conclusions: Examines all possi
ble alternative causes, leading to the conclusion of what
is the actual cause; and

(3) Recommendations: Includes actions deemed
necessary to prevent future mishaps at post and
throughout the Department.

d. The POSHO shall ensure that a completed
DS-1663. Supervisor's Report of Accident, is for
warded to the Office of Safety/Health and Environ
mental Management (AlOPRlSHEM) for all duty-re
lated mishaps resulting in personal injury (excluding a
minor injury involving first-aid only) or property dam
age in excess of S1000. Normally, a supervisor will
complete and submit this form to the POSHO within 2
days of the mishap. A copy of all DS-1663 forms will
be maintained on file for 3 years.

e. Reports of accidents involving injuries, deaths, or
occupational illnesses, etc. must also be reported to the
Office of Workers Compensation (OWCP). Depart-
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ment of Labor, through PERIER. Chapter 10 of the
Employees Benefits Handbook details these proce·
dures and guidelines. Requesu for workers compensa
tion shall be carefully coordinated with the POSHO to
ensure that an accident report has been filed and that
the claim is valid. A copy of any OWCP report must
also be sent to the Office ofSafetylHealth and Environ
mental Management (AlOPRlSHEM). Refer also to 3
FAM 685 for claims for medical care under the terms
of the Foreign Service Act of 1980.

617.3-5 Motor Vehicle Mishap Reports
(TL:GS-B; 10-27-92)
(Uniform SIDle/MD/USIAI
Commerce/Agric"ll"re)

SF-91, Operator's Report of Motor Accident, Ap·
pendix E, is to be completed promptly by the operator
at the scene of the accident, if possible. (If the operator
is incapacitated, the immediate supervisor will com·
plete the form from available infonnation.) This report
must be prepared by the employee operating a U.S.
Government-owned, -rented; or -leased motor vee
hicle. or a private vehicle used)or official business that
is involved in an accident. The completed SF-91 will
be submitted through the employee's immediate super
visor and POSHO for review and forwarding to the Of·
fice of Safety/Health and Environmental Management
(AlOPRlSHEM). AlOPRlSHEM will forward to the
Office of Supply and Transportation (AlOPRlST) a
copy of each overseas vehicle accident report involving
a U.S. Government-owned vehicle. When damage to
the vehicle exceeds S1000 or the mishap is Class A or
Class B, the accident must be investigated and reported
on a SF-91A (investigation Report of a Motor Vehicle
Accident) and forwarded with the SF-91. When ap
propriate, form SF-94, Statement of Witness, must ac·
company the SF-91. If this form is unavailable, the
statement of witness may be handwritten or typed.

617.4 Training
(TL:GS-8; 10-27-92)
(Uniform StDIt/MD/USIAI
CommerceIAgr;c"ll"re)

a. The POSHO shall ensure that top management
officials are provided with orientation and other learn·
ing experiences which enable them to meet their re
spective safety and occupational health responsibilities.
Such orientation should include coverage of section 19
of the Act, E.O. 12196, the requirements of 29 CFR
1960. the provisions of 6 FAM, and the pertinent ele-

ments of the Department/post'S safety and occupation· •
al health program.

b. The POSHO shaD ensure that supervisory person
nel are provided with occupational safety and health
training for supervisory employees including superviso
ry responsibility for providing and maintaining safe and
healthful working conditions for employees, the admin
istration of an occupational health program under sec·
tion 19 of the Act, E.O; 12196, 29 CFR 1960, and the
provisions of 6 FAM. Supervisors should also receive
training in recognizing and abating hazards specific to.
their workplaces.

c. Each post shall provide training for POSHOs in •
appropriate standards and in the use of equipment and
procedures which will enable them to conduct compe-
tent safety and health inspections. They should also be
trained to propose methods of hazard abatement to
post officials and to properly document inspection rind-
ings. Assistance to posts is available from the Office of
Sarety/Health and Environmental Management (AI
OPRISHEM).

d. All employees shall be provided with information
necessary to conduct their jobs in a safe and healthful
manner. The POSHO shall ensure that safety and occu
pational health orientation is provided for all new em-
ployees. and that specialized SHEM training. related to •
the work performed by particular employees (for exam-
ple: clerical, printing, welding. crane operation. chem-
ical and material handling, computer operation,etc.),
is provided. Refresher training shall be conducted at
least annually. In addition. fire safety training, includ·
ing fire drills. shall be provided.

e. POSHOs shall maintain training records docu·
menting names of people trained, job title, position,
and type of training provided. including specific sub
jectS and dates or training.

617.5 Record Keeping
(TL:GS-B; 10-27-92)
(Uniform Statt/AiD/USIAI
CommerctlAgr;c"llure)

The POSHO is responsible for maintaining the fol
lowing safety and occupational health records for the
periods indicated. Medical records are to be main·
tained in the individual's health record.

(1) Inspection findings and reports related to safety
hazards, health hazards, fire hazards, environmental
hazards, asbestos conditions, indoor air quality, etc.: 5

years; •
(2) Employee exposure records including environ-

mental (workplace) monitoring or measuring of I toxic
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or otherwise hazardous substance or hannful physical
agent and Material Safety Data Sheets (MSDS) for any
chemical/product measured or monitored (also applies
to asbestos monitoring results): 30 years;

(3) Employee occupational medical records related
to or required by the hazardous nature of the individu
al's job. These include medical and employment ques
tioMaires or histories; results of medical examinations.
including lab and other tests; medical opinion notes.
diagnoses and recommen'dations; fU'St aid records and
employee medical' complaints; and descriptions of
treatments and prescriptions: 30 years;

(4) Reports of Mishap Investigation Analysis
Boards, Mishap Fonns (DS-1663), Operations Repon
of Motor Vehicle Accident (SF-91): 3 years:

(5) Hazard Condition Notifications and employee
requests to investigate hazardous conditions: 5 years;

(6) Annual Hazardous Materials Inventory: 30
years;

(7) Material Safety Data Sheets (MSDS): A$ long
as product is used;

(8) Training Records: 3 years;
(9) Safety and health I'lanning analyses: 3 years;
(10) All policies, procedJ.lres. cables, and other safe-

ty and health information promulgated by the Depan
ment Office of Safety/Health and Environmental Man
agement. inclUding the SHEM Resource Manual: In
definitely; and

(11) All policies, procedures. and other safety and
health directives promulgated by post: Indefinitely.

617.6 Systems Safety and Health
Planning Analysis

(TL:GS-8; 10-27-92)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. Frequently, there are potential safety and occupa
tional health problems associated with new initiatives or
projects conducted by the post. This includes anything
from new building construction, building renovation,
new or changes to operational procedures, change in
materials used in an operation (i.e., new chemical or
piece of equipment), new use of existing materials. etc.

b. Emphasis on safety and occupational health anal
ysis, early in the planning stages of any project, reduces
the possibility that new or additional hazards to Depan
ment of State personnel and material resources will be
introduced. Early identification of such potential haz
ards makes it possible to eliminate or control them with
nominal costs. Once uncontrolled hazards have been
introduced, costs for retrofit and abatement are in-

curred and are generally much greater than those for
eliminating or controlling the hazard in the planning!
development stage.

c. Therefore, the POSHO shall participate in all post
planning activities for new projects and initiatives,
whether they are internally or externally sponsored.
The POSHO shall analyze projects to determine the po
tential for safety and occupational health risks. If nec
essary, the POSHO shall provide the responsible man
ager with specific wrinen documentation of the poten
tial hazards involved and actions required to eliminate/
control those hazards. If there are no known hazards.
this shall also be documented and provided to the man
ager. A copy of all SOH analyses shall be maintained by
the POSHO for 3 years after the project is completed.

d. The POSHO shall monitor implementation of all
new projects having SHEM risks to ensure that planned
hazard control requirements are in place and working
effectively. This includes the construction and/or reno
vation of Depanment of State facilities done by FBO,
post contractors, or post in-house staff.

e. Assistance to post is available from the Office of
SafetylHealth and Environmental Management (AI
OPRISHEM).

617.7 SHEM Program
Administration

(TL:GS-8: 10-27-92)
(UnIform State/AID/USIAI
Commerce/Agriculture)

a. Posts shall develop and publish in an Administra
tive Notice specific procedures, requirements, and re
sponsibilities for implementi.ng requirements of 6
FAM. This document shall be issued periodically. or
whenever there is a change in persoMel. by the Chief
of Mission or by the Designated POst SHEM Adminis
trator.

b. The Administrator shall issue appropriate SHEM
information, . procedures. requirements, etc. which
may, from time to time, be issued by the Office of Safe
ty/Health and Environmental Management. This in
cludes posting of the most current Depanmental
SHEM Program Policy issued by the Secretary.

c. The POSHO shall provide an annual written
assessment of the status of the post's efforts in meeting
FAM requirements to the Administrator. This asses
sment is to be submined by December 31 of each year,
along with SHEM Program goals and objectives for the
coming year.

618 AND 619 UNASSIGNED
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CHAPTER 8

EMPLOYEE OPERATED SERVICES AND FACILITIES

This chapter consists solely of the Uniform State/AID/USIA/Commerce/Agriculture,
6 FAM 500, "Commissary, Food Service, Mess, and Recreation Facilities." The
Uniform Regulations (Appendix 8A) are the governing directives for USAID
involvement in commissary, food service, mess, and recreation facilities.
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510
LEGISLATIVE AUTHORITY AND APPLICABILITY

511 LEGISLATION
(TL:GS-389; 7-8-88)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Section 31(a) of the State Department Basic Autho
rities Act as amended by Public Law 96-465 (the For
eign Service Act of 1980), invests in the Secretary of
State the authority to "authorize and assist in the estab
lishment. maintenance and operation by civilian offi
cers and employees of the Government of non-Gov
ernment-operated services and facilities at posts
abroad. including the furnishing of space, utilities, and
properties owned or leased by the Government for use
by its diplomatic. consular, and other missions and
posts abroad. The provisions of the Foreign Service
Buildings Act. 1926 (22 U.S.C. 292-300) and Section
2684 of this title may be utilized by the Secretary in
providing such assistance.".

512 APPLICABILITY OF
REGULATIONS

(TL:GS-389; 7-8-88)
(Uniform State/AlDIUSIAI
Commerce/Agriculture)

These regulations are applicable to the operation of
non-Government-operated post employee services
and facilities abroad. They do not apply to emergency
commissary and mess services authorized under Sec
tion 31 (b) of the State Department Basic Authorities
Act, as amended.

513 DELEGATION OF AUTHORITY

513.1 Department of State
(TL:GS-389; 7-8-88)
(Uniform State/AlDIUSIA/
Commerce /Agriculture)

a. The authority vested in the Secretary of State un
der Section 31(a) of the State Department Basic Au
thorities Act. as amended. is hereby delegated to the
principal officer at each post. or designee thereof (who
must be a U.S. Government employee). to be exercised
within Depanmental directives and these regulations.

b. The Deputy Assistant Secretary for Operations
will provide overall policy. operational guidance. and

oversight to non-governmental employee-operated
services and facilities at posts abroad. The board of di
rectors of the central commissary and recreation fund
shall act as an advisory body to the Deputy Assistant
Secretary for Operations in discharging tr.ese responsi
bilities.

513.2 AID and USIA
(TL:GS-l; 8-22-91)
(Uniform State/AID/USIAI
Commerce/Agriculture)

When the Department of State principal officer has
authorized the establishment of an employee associ
ation, the AID mission director or the AID representa
tive and the USIA public affairs officer are authorized
to provide assistance in establishing such facilities. and,
as appropriate. supporting such facilities including the
furnishing of space and utilities, and. on a loan basis.
vehicles and other personal propeny (other than cash)
not required for o£ficial purposes. The principal officer
will make the determination as to whether the U.S.
Government must be reimbursed by the employee asso
ciation. Provisions of financial assistance, other than
personal property and personnel, or the establishment
of separate or additional facilities, must have prior
AIDIW or MS/MS approval as applicable.

514 CENTRAL FUND
(TL:GS-ll; 1-11-93)
(Uniform State/AlDIUSIAI
Commerce/Agriculture)

a. Pursuant to the provisions of Section 31 (a) of the
State Department Basic Authorities Act. as amended. a
Central Commissary and Recreation Fund has been es
tablished in the Department to assist in the establish
ment. maintenance, and operation of non-Govern
ment-operated pOSt employee suppon services or faci
lities abroad. The Central Fund is capitalized by direct
assessments against employee organizations under such
conditions and procedures as may be determined by
the Board of Directors of the Central Commissary and
Recreation Fund. by voluntary contributions from em
ployee associations. and by other gifts or donations.
The purpose of the Fund is to provide financial assis
tance. primarily in the form of loans. to employee orga
nizations abroad. In addition, the fund supports the op
erations of the Office of Commissary and Recreation
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Affairs (AlOPR/ST/CR). including monitoring of asso
ciations' activities to ensure that they are in compliance
with the chaners approved by the Depanrnent. the de
velopment of standardized suppon systems (i.e .•ac
counting systems. reponing formats. operating proce
dures. and internal controls). the provision ofTDYon
site technical consultants. the organization of regional
conferences. recruitment 0/ qualified association per
sonnel, the location 0/ insurance and bonding firms,
and the preparation of annual revisions to employee
association manuals.

b. The Central Fund is administered by a Board of
Directors consisting of the Deputy Assistant Secretary
of State for Operations (Chairperson). the executive
directors of the five regional bureaus in the Depanment
of State. and one representative each from AID.
USIA. Commerce (FCS). Agriculture (FAS). and
DOD.

c. The Central Fund shall receive a professional au
dit at least once a year.

d. Requests for financial assistance or for policy
guidance may be made to the Central Fund. addressed
to the Office of Commissary and Recreation Affairs (AI
OPR/ST/CR) .

515 EMPLOYEE ASSOCIATIONS

515.1 Employee Associations'
Charters

(TL:GS-I1; 1-11-93)
(Uni/orm State/AID/USIAI
Commerce/Agriculture)

a. Beginning October 1. 1987. all employee associ
ations must operate under a chaner approved by its

\ board of directors and the Assistant Secretary for Ad
ministration. The chaner shall clearly describe all ser
\ices to be provided by the association. Any proposed
changes in the services provided under an approved
chaner must also be submitted to the Assistant Secre-

tary for Administration for approval. The charter shall
also stipulate that the association will participate in the
funding of the Central Commissary and Recreation
Fund through such annual assessments as are levied by
the Central Commissary and Recreation Fund Board.
and comply with 6 FAM 500 regulations.

b. In the absence of an approved chaner. no associ
ation will be authorized to operate on U.S. Govern
ment-owned or -leased propeny and/or under U.S.
Government auspices. Without a chaner. assodlltions
may not impon duty-free products under the name of
the ambassador. operate as a U.S.G. instrumentality
under federal tax provisions. receive loans or grants
from the Central Fund. receive assistance from the Of
fice of Commissary and Recreation Affairs. or receive
suppon (space. utilities. properties, etc.) from the post.

c. An employee association which continues to vio
late the Department's regulations and policies will have
its charter revoked, and will there/ore no longer be au
thorized to operate on U.S. G.-held properties or under
the auspices 0/ the principal officer.

515.2 Employee Association
Management

(TL:GS-II; 1-11-93)
(Uni/orm State/AID/USIAI
Commerce/Agriculture)

Conditions and needs for non-Government-oper
ated employee associations vary so greatly from one
post to another that it is not practicable to establish de
tailed uniform rules of management for all situations.
Consequently. the organization. operation. and super
vision of such activities are left to the discretion of the
participating employees at individual posts. subject to
the provisions of these regulations. Howev~r. associ
ations are encouraged to have Boards 0/ Directors that
represent a broad cross-section 0/ agencies at post.

516 through 519 Unassigned

.~

•

•

•

•

•
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520
PRINCIPAL OFFICER RESPONSIBILITIES

521 DUTIES OF PRINCIPAL
OFFICER

521.1 Determining Need
(TL:GS-3J5; 7-29-83)
(Uniform State/AIDIUSJAI
Commerce/Agriculture)

The principal officer at each post, after appropriate
consultation with heads of other agencies at the post,
shall determine the need for and the economic feasibil
ity of each type of service or facility existing or pro
posed. The continuing need for existing facilities shall
be periodically reviewed by the principal officer.

521.2 Monitoring Association
Activities

(TL:GS-lJ; J-lJ-93)
(Uniform State/AIDIUSJA/
Commerce /Agriculture)

The principal officer, or designee thereof, is respon
sible for monitoring the activities of employee associ
ations to assure that their operations are managed pru
dently and in accordance with these regulations.

521.2-1 Annual Certification
(TL:GS-11; J-1J-93)
(Uniform State/AIDIUSIA/
Commerce /Agriculture)

a. An annual cenification statement signed by the
principal officer, or the principal officer's designee,
must be sent to AlOPR/ST/CR no later than April 15
each year. Also, a statement describing the associ
ation's system of internal controls for assets should be
included with the certification. A sample format for this
cenification will be provided with the annual question
naire sent to associations each year (see section 528).
The cenification statement must:

(1) Cenify that the operations of the association are
managed prudently and in accordance with 6 FAM 500
regulations and the laws of the host government, to the
extent that they do not contravene U.S. federal law; or

(2) Alternatively. identify. in detail, where the op
erations are not in conformance with regulations or 10
cal laws and provide a plan and schedule for remedying
the non-conformance.

b. Repeated or serious instances of noncompliance,
failure to take remedial action, or false certifications
shall be referred to the Director General (MIDGP) by
the Assistant Secretary for Administration for appro
priate disciplinary action.

521.3 Relations with Host
Government and Local
Community

(TL:GS-348; 6-2-86)
(Uniform State/AIDIUSJAI
Commerce/Agriculture)

Principal officers shall assure that employee associ
ation activities and facilities do not adversely affect our
public relations with the citizens and officials of the
host country, that they do not cause financial embar
rassment in the local business community. and that lo
cal customs and labor laws are not violated.

521.4 Logistical Support
(TL:GS-1; 8-22-9J)
(Uniform State/AIDIUS1Ai
Commerce /Agriculture)

a. The principal officer may provide to the employee
association supplies, equipment, utilities. properties;
space for its sales stores, mess, or recreational facilities;
customs clearance. local transportation, and other ser
vices on a reimbursable or non-reimbursable basis.
(See section 513.2 for support authorized from AID
and USIA.)

b. In determining whether any charges or fees for
U.S.G. facilities and services made available to the as
sociation should be assessed. the principal officer
should take into consideration the cost incurred by the
U.S.G. in providing such facilities and services, and the
profits derived by the association activity from such
U.S.G. facilities or services. (See section 525.1 regard
ing Department policy that employee associations shall
assure that charges are reasonable and commensurate
with the cost of such operations.) The U.S.G. should
not unduly subsidize employee associations. For exam
ple. U.S.G.-owned facilities may be provided to an as
sociation rent free but some percentage of the cost of
leased facilities made available to the association gener
ally should be reimbursed by the association. In gener
al. the principal officer should not lease facilities using
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524.2 Constitution and Bylaws
(TL:GS-11; 1-11-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

On the establishment of an overseas employee asso
ciation. copies of its constitution and bylaws must be
sent to the Depanment (AlOPRlST/CR). In addition.
current copies of the constitution and bylaws of existing
employee associations, with amendments. if any. must
be provided to the Depanment so that an up-Io-date
me may be maintained on employee associations.

524.1 Competing U.S.
Government Facilities

(TL:GS-ll; 1-11-93)
(Uniform State/AID/USIA/
Commerce /Agriculture)

Commissary, food service. and mess services and
recreation facilities shall not be established in localities
where another· U.S. agency operates similar services or
facilities unless the principal officer of the post deter
mines they are necessary. .

524.3 Voting Rights and Control
of Employee Associations

(TL:GS-II; 1-11-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Voting rights in employee organizations shall be lim
ited to U.S. Government employees (including AID.
and State INM and AlFBO personal services contrac
tors) who are U.S. citizens resident at post and their
dependents over the age of 16. but a majority of the
voting membership must be U.S. Government em
ployees. The board of directors of any employee orga
nizatio,n must be limited to this same group with the
further proviso that a majority of the board of directors

524 ESTABLISHMENT
(TL:GS-11; 1-11-93)
(Uniform State/AIDIUSIAI
Commerce/Agriculture)

Overseas employee associations shall be established
under criteria and operated under standards set by the
Depanment. except that emergency commissaries.
food service. and mess facilities established pursuant to
Section 31(b) of the State Depanment Basic Authori
ties Act. as amended. may be organized and opc:rated
as the Secretary of State may direct.

6 FAM 520
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523 OPERATING FUNDS
(TL:GS-ll; 1-11-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Normally. operating funds for the establishment of
employee association services or facilities are obtained
from employees in the form of refundable deposits. or
non-refundable fees. These deposits or fees should be
limited to the amount required to maintain employee
interest and participation and to assure the financial in
tegrity of the association. When justified. the employee
association may apply for a loan from the Central Fund
(see section 514).

appropriated funds where the facilities are for the ex
clusive use of the association unless otherwise provided
by law (e.g.• day care facilities). The principal officer
must obtain permission from their regional bureau. as
well as AlFBO/PPS/RE. prior to the disbursement of
funds for this purpose. The cost of utilities such as elec
tric. water. telephone, and heating/cooling service
should be reimbursed to the post. Guard services and
other services. if any. that are ex.clusively provided for
an association facility should be reimbursed. Direct
costs of equipment such as typewriters. office furnish
ings. air conditioners. refrigerators. and freezers should
be reimbursed if reasonable and possible under local
conditions. The employee association should contrib·
ute to the cost of modification and repair of Govern
ment-provided facilities that are for the exclusive use
of association-sponsored activities. as reasonable un
der the circumstances. A record of disposal of surplus
or excess material to an association on a non-reimburs
able basis should be maintained by the principal offi
cer.

522 DEPARTMENT OF STATE
ASSISTANCE

(TL:GS-11; 1-11-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The Depanment' will provide assistance in locating
qualified management personnel and bonding and in
surance companies. Assistance may also be provided in
establishing military and civilian procurement chan
nels; facilitating transponation services; providing man
agement. financial. and automation advice; providing

,. training; and making periodic inspections of the associ
ations' activities.
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must be direct-hire, U.S. citizen, U.S. Government
employees.

524.4 Use of Facilities and Access
to Packaged Duty-Free
Goods

(TL:GS-l 1; 1-11-93)
(Uniform State/AlDIUSIA/
Commerce/Agriculture)

The issue of "access" refers to the purchase ofpack
aged duty-free goods at the commissaries and their
equivalent for off-site personal consumption. This re
fers to all goods, whether consumable or not, imported
under the principal officer's name, for which import
tariffs are waived by the host government in accor
dance with the terms of the Vienna Convention. Re
strictions on access do not refer to opened duty-free
goods consumed on site.

524.4-1 U.S. Citizen and U.S. Resident
Alien Government Employees

(TL:GS-ll; 1-11-93)
(Uniform State/AlDIUSIAI
Commerce/Agriculture)

a. All employee association services and facilities
provided at a post. encompassing access to the pur
chase of packaged duty-free goods, are available to the
U.S. citizen employees of all civilian and military agen
cies of the U.S. Government, including U.S. resident
alien U.S. G. employees recruited from outside the host
country, U.S. citizen personal services contractors, and
U.S.G. employees detailed or on transfer to interna
tional organizations. and their dependents. who are as
signed to the locality abroad. as well as TDY personnel
on official business.

b. U.S. citizen and U.S. resident alien employees of
contractors funded by U.S. agencies or instrumentali
ties, or U.S. citizens and U.S. resident aliens whose
presence abroad is for the purpose of implementing
U.S. federally funded programs under the jurisdiction
of the principal officer, and their dependents, may also
be extended these privileges (including access to the
purchase of packaged duty-free goods) provided:

(1) The use of government facilities is stipulated in
writing by the contracting officer or other designated
official, and such privilege has been approved by the
principal officer;

(2) The contract or program is funded at fift~-one

(51) percent or more by the U.S. Government;

(3) The individuals have been accorded duty-free
import privileges by the host country; and

(4) The practice is not otherwise inconsistent with
the laws of the host country.

NOTE: The principal officer must request that the
contractor certify annually that 51 percent of their di
rect project/contract is funded by the U.S.G. If their
funding falls below this level, their access privileges
must be terminated.

c. U.S. citizen teachers hired outside the host coun
try for employment at overseas schools may have, on a
limited basis, access to the purchase ofpackaged duty
free goods, excluding liquor, spirits, and tobacco prod
ucts. Access is not accorded to locally-hired U.S. citi
zen teachers.

NOTE: The procedures and guidelines for obtaining
the required departmental approval for allowing access
to the purchase of packaged duty-free goods by U.S.
citizen teachers is available from AlOPR/OS.

d. No personnel except those listed above will have
access to the purchase of packaged duty-free goods.
Unless the 51 percent U.S.G. funding test is met, U.S.
citizens and U.S. resident aliens such as private volun
tary organization employees and representatives of pri
vate sector American firms shall not have access to the
purchase ofpackaged duty-free goods. even if the host
government has granted these individuals or their orga
nization some degree of duty-free import status.

524.4-2 Foreign Service National
Employees

(TL:GS-IJ; l-IJ-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

With the exception of access to the purchase ofpack
aged duty-free goods, utilization of all other associ
ation facilities may be extended to U.S.Government
employees of local nationality. and their dependents.
on the approval of the principal officer when not incon
sistent with the laws and customs of the host country.

524.4-3 Third-Country National
Employees

(TL:GS-ll; 1-11-93)
(Uniform State/AID/USIAI
Commerce /Agriculture)

a. Third-country national direct-hire or contractor
personnel, and their dependents, recruited from out
side the host country and relocated to the host country
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for employment by the U.S.G. may be extended full
employee association privileges, encompassing access
to the purchase of packaged duty-free goods, if:

(1) The principal officer approves:
(2) They have been accorded duty-free impon

privileges by the host country:
(3) The contractors receive at least 51% U.S.G.

funding: and
(4) This practice is not otherwise inconsistent with

the laws and customs of the host country.

b. See 3 FAM 927.1 for a further definition of third
country national (TeN) employees as applied above.

c. With the exception of access to the purchase of
packaged duty-free goods. third-country national di
rect-hire or contractor personnel. and their depen
dents. recruited in-country for employment by the
U.S.G.• may be extended utilization ofall other associ
ation facilities if the principal officer approves and this
practice is not inconsistent with the laws and customs of
the host country.

524.4-4 Third-Country Diplomats
(TL:GS-ll: 1-11-93)
(Uniform State/AID/USIAI
Commerce /Agriculture)

a. In exceptional circumstances and with prior ap
proval of the Depanment (AlOPR/ST/CR). the princi
pal officer may approve third-country diplomats' utili
zation of all association facilities. except access to the
purchase ofpackaged duty-free goods. Requests should
state the compelling reasons for seeking approval as
well as verification that granting access will not be in
consistent with the laws and customs of the host coun
try.

b. However. third-country diplomats may have ac
cess to the purchase of packaged duty-free goods by
participating in the Commissary Support Program in
accordance with the terms set forth in section 525.3-1.

524.4-5 Guest Use of Recreational
Facilities

(TL:GS-ll: 1-11-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. The principal officer. on a selective basis and in
accordance with local laws and customs of the host gov
ernment. may grant access to recreational facilities to
invited guests subject to such fees as may be appropri
ate for utilization of facilities. The principal officer
must provide the regional security officer with a list of
·guests" on a regular basis for review. Guests may be

U.S. citizen residents in-country, local nationals,
third-country nationals, third-country diplomats, or
other non-U.S. Government personnel approved by the
principal Officer, cleared by the regional security offi
cer, and not inconsistent with host government laws
and customs.

b. Each guest should be ·sponsored" by a full asso
ciation member (i.e., full-time, direct-hire U.S. Gov
ernment, U.S. citizen) who is responsible for the
guest's conduct while using the association'sfacilities.
The sponsoring full member need not personal!y ac
company the guest while he or she uses the recreation
facilities. However, another full member or association
representative must then be present to monitor the
guest's use of the facilities. Guests cannot bring their
own guests to the recreation facilities.

c. The use of the snack bar, restaurant, American
club. and recreational facilities does not allow a guest
access to the purchase of packaged duty-free goods,
including liquors. canons of cigarettes. food products.
and/or sundries. for off-site personal consumption.
Access to th~ the purchase of packaged duty-free
goods is limited to U.S.G. employees as defined in sec
tion 524.4-1.

525 POLICY

525.1 Types of Services and
Facilities

(TL:GS-l: 8-22-91)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. There are many services that can appropriately be
provided by employee associations. These may include
services or facilities which are primarily intended to
provide suppon to all U.S. citizen employees of U.S.
Government military and civilian agencies. contract
employees. and their dependents at posts abroad. in
cluding but not limited to commissary, exchange. club,
restaurant, and recreational facilities. This partial list
ing is not intended to prohibit other beneficial services
which the association may wish to provide if these acti
vities are not duplicated by other U.S. Government
agencies. do not contravene local or U.S. laws or regu
lations. are in the public interest, and have the approval
of the principal officer. All such services must be in
cluded in the association chaner and no new services
may be undertaken by an association unless previously
submitted to the Depanment as an amendment to the
chaner and approved in writing by the Assistant Secre-

I.
tary for Administration. (See section 515.1.)

•

•

•

•

•
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525.4-1 Procurement Methods
(TL:GS-ll; 1-11-93)
(Uniform Slale/A1D/USIA/
Commerce /Agriculture)

It is the obligation of an association's board of trust
ees to provide members with the best quality products
at the lowest possible cost. Procurement methods
should be reviewed annually to ensure lhallhese objec
lives are being mel.

525.4-2 American-Made Goods
(TL:GS-389; 7-8-88)
(Uniform Slate/AID/USIAI
Commerce/Agriculture)

The employee association should exen every effort
to make available American goods and services to en
able employees to exemplify the American way of life.
The commissary and other facilities are encouraged to
stock those items which will enhance this image, such
as American foodstuffs, wines, and spirits.

525.5 Location on U.S.
Government Property

(TL:GS-Il; 1-11-93)
(Uniform Stale/AID/USIA/
Commerce/Agriculture)

Employee association facilities, whenever feasible,
mUst be located on U.S. Government-held propeny
(see section 521.4). A Memorandum of Underslanding
(MOU) should be written belween lhe POSI and associ
alion which identifies the U.S. Government facililies
made available 10 lhe associalion and the lypes and

placing orders on behalf of other duty-free personnel
and/or organizations. Joint orders provide a means to
reduce transportation and insurance costs. For its ser
vices in acting as the coordinator, the association may
charge a fee for placing the joint order(s). However.
note that the association should ensure that all organi
zations placing joint orders are listed on all orders and
bills of lading, and that their respective portions of the
order are reponed to the customs officials. Once re
ceived, the order should be divided amongst its pur
chasers. Also, should any illegal or improper activities
evolve and this joint procurement be questioned as a
potential source, the association must immediately
cease this joint ordering practice.

b. Participation in the program by an employee asso
ciation is not mandatory.

Sources of Merchandise525.4

525.2 Restricting Access to
Facilities and Services by
Unauthorized Persons

(TL:GS-lJ; l-lJ-93)
(Uniform Slate/AID/USIA/
Commerce/Agriculture)

In the interest of preserving good relations with the
host government, a conscientious effon must be main
tained to bar access (direct and otherwise) to all per
sons not authorized under section 524.4 to utilize such
facilities and services. In addition, opponunities for the
illegal purchase and resale of duty-free imponed goods
to local and unauthorized third-country nationals must
be eliminated. .

b. In providing facilities and services to the U.S.
Government or its employees. employee organizations
shall assure that charges are reasonable and commen
surate with the cost of such operations. In general. rates
should be based on total costs and should, where ap
propriate. take into consideration depreciation. insur
ance. overhead (maintenance, repairs. salaries, etc.),
plus a reasonable profit. (See section 525.7.)

c. In operation, each activity' and service should
strive to be financially self-sustaining. Each association
should set its operating margin to recover all costs of the
association. to ensure solvency, and to allow for im
provements in services or facilities if desired by the
membership.

525.3 Procurement Assistance
(TL:GS-lJ; l-IJ-93)
(Uniform Siaie/AID/USIAI
Commerce/Agriculture)

AlOPRIST/CR, pursuant to authority contained in
22 U.S.C. 2703 to assist employee post facilities at the
request of the association, can serve as the central point
of contact for the placement of orders, assist in the pro
curement of U.S. merchandise at the best possible
price from wholesalers. DOD. brokers, and manufac
turers, and will ensure that merchandise is expeditious
ly shipped by the most cost-effective routing system.

525.3-1 Commissary Support Program
(TL:GS-ll: 1-11-93)
(Uniform Siaie/AID/USIA/
Commerce/Agriculture)

a. Other embassies and international organizations
which have duty-free impon privileges may panicipate
in the Commissary Suppon Program, provided that the
host government has no objection to the association

/

/
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Government bonds or Treasury bills. or commercial •
bank certificates of deposits. Trustees responsible for
the investment and safeguarding of these assets must
follow prudent business practice in selecting a financial
institution or plan for the investment program. Associ-
ations should avoid speculative investments such as
stock market transactions and real estate investments
(aside from actual physical plant), and they should not
engage in currency transactions for profit.

•

•

•

525.8 Video Clubs and Use of
Copyrighted Materials

(TL:GS-11; 1-11-93)
(Uniform State/AID/USIAI
Commerce /Agriculture)

a. Video clubs. operated as a service to members of
the employee association, may make videotaped mov-
ies, which the club has purchased through an autho-
rized distributor. available on a rental or gratuitous ba-
sis for private home viewing only. This practice is per-
mitted under the "first sale doctrine" codified in the
U.S. copyright laws (17 U.S.C. 109). The "first sale
doctrine" does not, however, permit the video club of
the association or members to conduct "public per
fonnances" of copyrighted material without prior per
mission of the copyright owner.

b. Video clubs or association members should also
refrain from copying or duplicating any copyrighted
material for the purpose of resale, rental, or providing
public perfonnances to association members. or to oth-
er personnel at a constituent post or other mission in a
different country.

c. Television programs in the United States. whether
aired on commercia), public, or cable television. are
generally copyrighted. Association video clubs should
not rent, resell, or authorize public perfonnances of, or
provide on a gratuitous basis, any videotapes of such
programs unless obtained through authorized. licensed
sources.

d. Cablecasting or closed circuit presentation of vid
eotaped movies that have been purchased from an au-

. thorized distributor may, depending upon the panicu
lar movie title, constitute a violation of U.S. copyright
laws. Associations which have established closed circuit
cable broadcasting facilities or capabilities for the offi
cial U.S. Government community (i.e., services to
apanments. residences. community centers, transient
quarters. American club, etc.) and which own the copy
of the videotaped movies to be broadcast. do not nor-
mally have the right to engage in public performances •
of,copyrighted material. To lawfully cablecast video-
taped movies, associations must usually obtain a license

525.6 Equitable Price
(TL:GS-11; 1-11-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. Section 31(d) of the State Depanment Basic Au
thorities Act of 1956, as amended and codified at 22
U.S.C. 2703 (d), precludes surcharges. by providing:

amounts of support provided by the post to the associ
ation. Association-installed physical structures on
Government premises shall become the property of the
Government at the expiration of the term specified in
written pennission issued by the principal officer, or
sooner, in the event of liquidation of the association or
discontinuance of its use for the purpose approved. If it
is necessary for the facilities to be located elsewhere, an
inconspicuous place should be selected. Posts shall re
frain from advenising the existence of the facilities
through media available to the general public, whether
in the fonn of signs. brochures, or other methods.

"(d) Charges at any post abroad for a service or
facility provided, authorized. or assisted under this
section shall be at the same rate for all civilian per
sonnel of the government serviced thereby... "

525.7 Use of Profits
(TL:GS-Jl; 1-11-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. Profits from employee associations are not limited
but should not be excessive. Profits will be used to pro
vide or expand welfare and recreational facilities for
the membership, to reduce the cost of services to mem
bers, or to make voluntary contributions to the Central
Commissary and Recreation Fund. A large accumula
tion or retention of profits without a specific objective
may indicate improper management at the expense of
the members.

b. In the interim. funds can be held in interest bear
ing accounts or instruments such as time deposits. U.S.

b. Therefore, charges will be at the same rates for all
U.S. personnel (including TDY employees at post) and
their dependents serviced by the association's facilities.
In the case of TDY employees, instead of surcharges, a
flat fee may be imposed for temporary membership or
commissary enrollment. This would substitute more di
rectly for the regular members' dues. Any such fee
should be reasonable in amount and applied uniformly
to all TDYemployees.
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/ to commence or continue this service. For assistance in
obtaining appropriate licenses, contact A/OPR/ST/CR.

e. Other copyrighted material (e.g., computer soft
ware, programs, and games) may not be duplicated
without authorization from the copyright owner or li
censee.

525.9 Concessionaire to the
Association

(TL:GS-11; 1-11-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

a. The association should have written contracts be
tween itself and those concessionaires who are provid
ing services to the association or its m~mbership. The
contracts should clearly describe responsibilities. obli
gations. and duties of the panies. including the right of
the association to review the concessionnaire's finan
cial statement.

b. The COntracts should be specific regarding the fi·
nancial arrangements between the association and the
concessionaire. The fee payable to the association
should be based on a reasonable percentage of the con
cessionaire's annual/monthly gross sales. This fee
should be used in pan by the association to pay to the
U.S. Government a reasonable share of the U.S.G.'s
costs in providing utilities and space to the association.
The concessionaire fees received as service revenue by
the association must'be included in all financial state
ments submitted to A/OPR/ST/CR (see sections 527.2
and 527.4).

526 OPERATIONAL
REQUIREMENTS

526.1 Bonding
(TL:GS-11; 1-11-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Sufficient blanket or individual bond coverage must
be provided to cover all potential losses resulting from
actions by association employees who handle cash or
readily convertible assets of the association, or who
have authority to bind the association contractually. If
the association has determined that the cost of bond
coverage is prohibitively expensive for the activities and
services provided to its members, the association may
address a request for an exception to AlOPR/ST/CR.
The association and its members are accountable for all

losses that would have been covered by a blanket or
individual bond coverage.

526.2 Insurance
(TL:GS-l1; 1-lJ-93)
(Uniform State/AIDIUS1A1
Commerce/Agriculture)

Insurance must be adequate to cover the associ
ation's assets and include public liability. fire, wind, wa
ter, and theft. The U.S. Government will not indemnify
associations. their boards, or officers in cases where
law suits are filed. Also, an association's insurance po
licies should be reviewed on an annual basis by the as
sociation board to ensure their adequacy in protecting
the association.

526.3 Personnel Benefits
(TL:GS-l1; 1-lJ-93)
(Uniform State/AlDIUSIAI
Commerce/Agriculture)

Association employees, while not U.S. Government
employees, should be extended comparable personnel
benefits when possible, and consistent with local laws
and practices. As a fringe benefit. the principal officer
may extend to the general manager of the employee
association access to the purchase of packaged duty
free goods, if this is consistent with laws and regulations
of the host country.

526.4 Suitability Investigations
(TL:GS-389; 7-8-88)
(Uniform State/AID/USIAI
Commerce /Agriculture)

Association employees are subject to pre-employ
ment suitability investigations. The extent of the pre
employment investigation of U.S. citizens will be deter-.
mined by the post's administrative officer after consul
tation with the regional security officer. U.S. citizen de
pendents of security cleared U.S. citizen employees will
not normally require any t)-pe of suitability or security
investigation. Host or third-country applicants for
these positions are subject to the same pre-employ
ment inquiries as those required for Foreign Service na
tional employees who are directly employed by a diplo
matic or consular post.

526.5 Internal Controls
(TL:GS-lJ; 1-11-93)
(Uniform State/AlDIUS1A/
Commerce/Agriculture)

Employee associations should ensure adequate pro
cedures are in place to safeguard association assets
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(cash. inventory. furniture. and equipment) from po
tential theft or further, to safeguard these items from
being sold/exchanged in the black market.

527 FINANCIAL MANAGEMENT
REQUIREMENTS

(TL:GS-11; 1-11-93)
(Uniform State/AlDIUSJAI
Commerce/Agriculture)

a. Great care and discretion shall be exercised in the
financial management and operation of association ac
tivities to prevent embarrassment to the U.S. Govern
ment and the employee association. The U.S. Govern
ment assumes no liability for the obligations of commis
sary. food service, mess, and recreation activities to
third panies or local governments.

b. When U.S. Government personnel act as autho
rized representatives of an employee association, they
may not use their official title or position. They should
act within their authority as association representatives
and should not personally assume responsibility for the
obligations of the association or imply that they are act
ing on behalf of the U.S. Government.

c. Associations are required to maintain financial
records in accordance with generally accepted ac
counting principals (GAAP).

527.1 Post.Budget and Fiscal
Assistance

(TL:GS-315; 7-29-83)
(Uniform State/AlDIUSIAI
Commerce /Agriculture)

Budget and frscal officers. upon authorization of the
principal officer. may receive and hold funds of em
ployee associations and make payment in connection
with their operations in accordance with 4 FAM 300.

527.2 Balance Sheet and
ProfitlLoss Statement

(TL:GS-11; 1-11-93)
(Uniform State/AID/USIA I
CommerceIAgriculture)

a. A monthly statement of assets, liabilities, and cap
ital (balance sheet): a monthly statement of operations
(profitlloss statement): as well as projections for the
foUowing month must be submitted to officers and di
rectors of the association and to the designee of the
principal officer. One copy each of the employee asso
ciation consolidated balance sheet and the profitlloss

statement are to be forwarded to the Depanment(AI
OPR/ST/CR) by February 15 (for the period July 1
through December 31) and by August 15 (For the peri
od January 1 through June 30). The semi-annual bal
ance sheets and profit/loss statements submitted to the
Depanment must be cenified as correct by the associ
ation Treasurer. These financial reports must show all
activities of the association. any any income reported
mUSt be disclosed in gross, not net of expenses.

b. Associations must complete the standardized fi
nancial report forms and supplemental questions pro
vided by AlOPR/ST/CR. and submit them to the De
partment. accompanying the association-prepared fi
nancial statements. AlOPR/ST/CR will review the
semiannual submissions of the association's balance
sheets and the profitlloss statements, and inform posts
of the results of the analyses with comments.

c. Submissions of balance sheets and profitlloss
statements must be in U.S. doUars. Accounts should be
convened to dol1ars. with the balance sheets and profit/
loss statements specifying the rate of exchange and date
of conversion.

d. The principal officer, or his or her designee. is
required to review the association's financial position
semi-annually to ensure the financial health and well
being of the association.

527.3 Banking and Investment
Accounts

(TL:GS-389; 7-8-88)
(Uniform State/AID/USIAI
CommerceIAgriculture)

Funds should be maintained in U.S. financial institu
tions that are federal1y insured. See section 525.7. Use
of Profits. Local currency bank accounts should be
maintained for current expenditures only, and excess
money should be placed in U.S. financial institutions
that are insured by the U.S. Government. Under no
circumstances should excess money be invested in
speculative enterprises or institutions, offshore banks,
or currency speculation.

527.4 Audit
(TL:GS-11; 1-11-93)
(Uniform State/AID/USIAI
Commerce /Agriculture)

a. An audit, including a physical inventory of stock
and equipment. must be conducted at least annual1y by
a firm of chanered, cenified, or otherwise qualified ac
countants, or by two disinterested' U.S. Government
employees if there is no.qualified firm or individual
available. If U.S. Government employees are used to

•

•

•

•

•
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perform the audit, they must have sufficient accounting
or related experience to enable a thorough review of
association accounting practices and financial status.
The report must be submitted to the officers and trust
ees of the association, to the designee of the principal
officer, and to the Department (AlOPRlST/CR) by
April 15 of each year and should include a review of
internal procedures and suggestions and recommenda
tions to improve the association's operations.

b. If adjusting or correcting entries are prepared as
a result of the audit, revised association-prepared fi
nancial statements must be submitted to AlOPR/ST/
CR along with the audit report.

c. In audit repons, data must include accounting in
U.S. dollars as well as local currency. Local currency
accounts should be converted to dollars and should
state rate of exchange and date of conversion.

527.5 Contingent Liabilities and
Estimated Liabilities

(TL:GS-11; 1-11-93)
(Uniform StateIAlD/uSIAI
Commerce/Agricult ure)

a. In a fund clearly identified as such. each em
ployee association.or subsidiary organization (commis
sary, club, etc.). shall provide for contingent liabilities
such as employee severance pay, retirement. etc., for
foreign national employees, if required by local law, by
designating cash or liquid assets (i.e., assets that can
be converted to cash quickly) for payment of the liabil
ity. This fund should match this liability 100 percent.

. In lieu of establishing such funds. the employee associ
ation may purchase endowment policies, subscribe to a
host government provident fund, or provide some other
practical and safe means to provide for these liabilities.

b. Associations shall establish a similar fund for
capital asset replacement, and fund it to at least 50%
of the anticipated liability.

527.6 Private Clubs
(TL:GS-1; 8-22-92)
(Uniform State/AID/USIAI
Commerce /Agriculture)

Support given to private American clubs or other pri
vate clubs by posts and/or associations is not authorized
by statute or regulation and is therefore improper. Sup
port of such private clubs may result in claims and other
liabilities asserted against the post and/or association
for the debts or other obligations of such private chlbs,
and accordingly such support is prohibited.

528 ANNUAL QUESTIONNAIRE
(TL:GS-11; 1-11-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

a. The Office of Commissary and Recreation Affairs
(AlOPRlST/CR) maintains a Management Information
System with a comprehensive profile of each employee
association. Data for this system is requested annually
in a questionnaire on association operations and is due
to the Department (AlOPRlST/CR) by April 15 of each
year. The questionnaire must be completed in full in
the standard format provided.

b. This questionnaire will contain an annual certifi
cation statement for the principal officer's approval
and a remittance statement pertaining to the annual
assessment (see section 514).

529 REORGANIZATION OR
TERMINATION OF
OPERATIONS

(TL:GS-11; 1-11-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

The association must prepare a final, certifiedfinan
cial disclosure statement which will indicate that allft
nancialliabilities of the association have been met, will
adequately reflect the sales of association inventories
and assets, and the close-out ofall association banking
and investment accounts. This statement should be
submitted to the Central Commissary and Recreation
Fund Board, along with a check representing any resid
ual association funds remaining. The Central Commis
sary and Recreation Fund Board will then, as in
structed by the association, hold in trust or on deposit
these funds. Association board officers or post person
nel responsible for the formal termination of opera
tions, who fail to adequately document the financial
management of the close-out, may be held personally
liable for lost/unaccountable funds.

529.1 Termination of Operations
(TL:GS-11; 1-11-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Within ninety (90) days following the termination of
an employee association's operations, any surpluses
which are over and above any outstanding indebted
ness (i.-e., employee salaries, severance/retirement,
IRS, or vendor invoices) and the deposits of the em
ployees must be transferred to the Central Commissary
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and Recreation Fund. The transrer may be in the form
of a contribution or as a temporary deposit which may
be used by the Central Fund, but which will be returned
to the employee association, or successor thereof, in
accordance with the terms of transfer, or otherwise
upon request with the approval of the Central Commis
sary and Recreation Fund Board.

529.2 Trustee
(TL:GS-11; 1-11-93)
(Uniform State/AJDIUSIAI
Commerce/Agriculture)

In order to assure orderly management or assets and
obligations in the event of dissolution or temporary
closing of an employee association due to reduction or
closing of post operations, or if for other reasons per
sonnel are not available at the post to act on behalf of
the members as authorized pursuant to association
charters or bylaws, the principal officer is hereby dele
gated authority to act as trustee on behalf of the post
employee association subject to these regulations. In
the event the principal officer cannot act at the post as
otherwise authorized by this paragraph, the executive
director of the regional bureau is hereby authorized to
act as trustee on behalf of the post employee associ
ation, in coordination with A/OPR/ST/CR.

529.3 Trusteeship
(TL:GS-ll; 1-11-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

If an association is determined to have been mis
managed, upon the recommendation of the Central
Commissary and Recreation Fund Board Chair, AI
OPR/ST/CR shall place the association in trusteeship
status. The Board may be disbanded, if necessary, and
the association monitored and guided by the principal
officer (trustee) or his or her designee (trustee's repre
sentative). A management plan will be developed by the
association trustee and A/OPR/ST/eR to resolve man
agement deficiencies.

529.4 Charter Revocation
(TL:GS-ll; 1-11-93)
(Uniform State/AIDIUSIAI
Commerce/Agriculture)

If an association is determined to have been mis
managed, and not in compliance with the charter and
these regulations, or creates a significant embarras
sment to the mission or U.S. Government, upon the
recommendation of the Central Commissary and Rec
reation Fund Board, the Assistant Secretary for Ad
ministration has the authority to revoke the charter and
close down the association.

,

•

•

•

•

•
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530
EMPLOYEE ORGANIZATIONS AND CONTRACTING

PROCEDURES

531 WITH THE UNITED STATES
GOVERNMENT

531.1 Service Contracts
(TL:GS-1; 8-22-91)
(Uniform State/AID/USIAI
Commerce /Agriculture)

Contracting for services by the post with employee
organizations is restricted to those instances where
there are no viable alternatives and each instance will
be treated on a case-by-case basis. If such circum
stances arise. post must submit justification for excep
tbn to 10 or the appropriate regional bureau. AlOPRI
ST/CR and M/MP. If the request is approved. a specif
ic delegation of authority will be issued to post by the
Procurement Executive. AlOPE. with appropriate in
structions.

531.2 Other Contracts
(TL:GS-358; 5-1-87)
(Uniform State/AID/USIAI
Commerce /Agriculture)

a. Contracting for supplies. products. leased equip
ment. or other items available in the course of em
ployee organization business is permissible when ob
tained by open competition in response to a Govern
ment solicitation. or under other authorities when justi
fied and properly documented.

b. Contracts with employee organizations shall be
awarded in accordance with the Federal Acquisition
Regulation (FAR) as implemented by the Depanment
of State Acquisition Regulation (DOSAR). and AID
Acquisition Regulation (AIDAR). HB 14. and shall be
conducted on a competitive basis to the maximum ex
tent possible.

531.3 Contract Administration
(TL:GS-358: 5-1-87)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Contracts with employee organizations shall be ad
ministered under the same condition as with any com-

merciaI firm with respect to all contract terms includ
ing. but not limited to:

(1) Timeliness of performance:
(2) Quality of performance:
(3) U.S. Government acceptance of contractor ef

forts;
(4) Certification and correctness of contractor bill

ings; and
(5) Monitoring of contractor activities in the execu

tion of the terms and conditions of the contract.

531.4 Contract Types and Costs
(TL:GS-11; 1-11-93)
(Uniform State/AlD/USlAi
Commerce/Agriculture)

a. Contracting officers must ensure that contracts
with employee organizations are fully funded for the
cost of contract performance. including indirect and
overhead costs. as applicable. Such contracts shall not
allow costs or fees that are not directly related to per
formance under the contract.

b. Contract types such as:
(1) Firm fixed-price contracts are the preferred

contract types to be used by the contracting officers in
dealing with employee associations. Variations of fix
ed-price type contracts. such as definite quantity/deliv
ery. indefinite quantity/delivery. or requirements con
tracts. are authorized as circumstances dictate.

(2) Labor-hour or time-and-materials contract
types are not permitted unless specifically approved. in
advance. by the Office of the Procurement Executive
after concurrence by AlOPR/ST/CR. M/MP. and IO or
the appropriate regional bureau. (See section 531.1 of
this subchapter.)

(3) Cost-type contracts are not permitted unless
specifically approved. in advance. by the Office of the
"Procurement Executive. AlOPE.

c. Overhead expenses or contract administrative
costs must be clearly identified and justified. In no
event will the overhead expenses or contract adminis
trative costs be set forth separately in contracts as a per
centage of costs. Cost plus a percentage of cost con
tracts are illegal and shall not be used (41 U.S.C.
254(b». Overhead expenses or contract administrative
costs shall be included in the contractor's labor-hour
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rates in the case of a labor-hour or time-and-materials
contract. In the case of a firm fixed-price contract, the
overhead or contract administrative costs will be in
cluded as pan of the overall fixed price. The contract
file must document the negotiation of these costs.

d. No profits or fees shall be allowed when contract
ing with an employee organization.

531.5 Contract Review Process
(TL:GS-I; 8-22-91)
(Uniform State/AID/USIA!
Commerce/Agriculture)

a. Contracting by the post with employee organiza
tions on a sole source basis must be justified and docu
mented and must stand the test of review by the Office
of the Procurement Executive, AJOPE, or, for AID,
M/PPE.

b. All U.S. Government agencies are required to
submit to A/OPE copies of all contracts entered into
with an employee organization. Written comments and!
or recommendations regarding the contracts will be re
turned to post follOWing a compliance review by the Of
fice of the Procurement Executive, which is responsible
for funher followup as required.

c. To facilitate the contract review process without
impeding the necessary service, all contracts with em
ployee organizations shall be submitted to AJOPE at
least 30 days prior to award. A purchase order, not to
exceed $25,000, may be utilized by post to provide in
terim coverage pending approval of the contract docu
ment by the Depanment.

d. As pan of the contract file to be submitted for •
review, the post must provide the names and official
positions of post administrative personnel having re
sponsibility for purchasing, contracting, leasing. or any
type of acquisition. In addition, the contract file must
include the documentation of negotiations (negotiation
memorandum) .

532 MANAGEMENT POSITIONS

532.1 U.S. Government Officials
(TL:GS-358; 5-1-87)
(Uniform State/AID/USIA/ •
Commerce/Agriculture)

A U.S. Government officer or employee assigned
duties in the post procurement process, either policy or
operations (e.g., chief of mission, administrative offi
cer, general services officer, or any officer having direct
supervisory or policy making authority), is not per
mitted to hold a management position in the employee
organization which has a contractual relationship with
the U.S. Government (Le., including other U.S. agen
cies that may operate units outside a JAO or the FAAS
agreement). However, the prohibition does not extend
to a U.S. Government officer serving as a non-voting •
board member in representation of the principal offi-
cer, nor does it preclUde regular voting membership in
the employee organization.

533 through 539 Unassigned

•

•
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540
TAX LIABILITIES

541 FEDERAL TAXES
(TL:GS-11; 1-11-93)
(Uniform State/AID/USIAI
Commerce/Agriculture)

Employee associations are United States Govern
ment instrumentalities for federal tax purposes. These
requirements apply only to U.S. citizen employees of
the Association and to U.S. resident alien employees
temporarily located outside the U.S. Therefore, the
employee association is subject to FICA employer taxes
under 26 U.S.C. 3121. and to withholding require
ments under 26 U.S.C. 3404. These requirements do

not apply to non-resident alien employees because
such personnel are not within United States' taxing ju
risdiction for income tax, withholding. or FICA pur
poses. As long as the association is chartered by and
operates under the regulations of the U.S. Department
of State, the association is not subject to direct taxes on
its own income, nor is it required to pay federal unem
ployment taxes (26 U.S.C. 3306). Associations should
contact regional IRS representatives to apply for em
ployer identification numbers and appropriate forms
for withholding.

542 through 549 Unassigned
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550
USE OF APOIFPO FACILITIES

551 DEPARTMEN1- OF DEFENSE
POSTAL FACILITIES

(TL:GS-389; 7-8-88)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Associations which are operating at posts that have
access to DOD postal facilities (APO or FPO) must
follow the rules, regulations, and operating procedures
of Depanment or Defense postal directives.

552 through 559 Unassigned

•

•

•

•

•
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560
EMPLOYEE ASSOCIATION OWNED OR LEASED FACILITIES

AND PROPERTIES

561 TRANSIT OR TEMPORARY
HOUSING

(TL:GS-lJ; l-lJ-93)
(Uniform State/AlDIUS1A/
Commerce/Agriculture)

POSts may authorize associations. by license or Mem
orandum of Understanding (MOV), to operate
U.S.G.-hl?1d designated temporary housing units. sub
j~ct to the prior approval of such licenses/MOUs by A/
FDO. An informmional copy of the MOU should be for
lVartled to A/OPR/ST/CR for their files. Also. a revised
C/,arter which lists the temporary housing units must be
submilled to A/OPR/ST/CR for revielV.

561.1 Use By U.S.G. Employees
and Others

(TL:GS-I; 8-22-91)
(Ulliform State/AID/USIAI
Commace /.4.gricult urI?)

a. Governm~nt-ownedor leased housing units oper
at~d by an employee association shall be made avail
able in the following order of priority:

(1) li .S.G. employees and contractors who have of
ficial status with per diem entitlement (TOY, Mede
vac). or who ar~ eligible for quaners' allowance;

(2) U.S.G. employees. contractors. and post visi
tors who have official status without per diem entitle
ment (R&R. etc.);

(3) Emph>yees without official status (leave, etc.);
and

(~) Non-official visitors and outside guests.

b. All personnel utilizing these facilities must meet
the requirements of section 524.4.

561.2 Rate Schedules
(TL:GS-l I; 1-11-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Rate schedules must be filed with the post housing
officer and approved by the administrative counselor or
officer. In general, the rates charged should be reason
able and commensurate with the cost of such opera-

tions. such costS to include basic maintenance expenses
as well as on-going administrative and operating ex
penses as defined below. The initial rate shall be ap
proved by A/FBO with an informational copy sent /(l

AIOPR/ST/CR. The rale may be subsequently adjustcd
by the post administrative counselor or officer. All rate
changes are to be reported to A/FBO/PPS/RE and A/
OPR/ST/eR.

561.3 Management Fees
(TL:GS-l; 8-22-91)
(Uniform State/AlDIUSIA/
Commerce/Agriculture)

The employee association shall be permitted to de
duct, from the revenues received for temporary occu
pancy, a management fee which shaH cover its adminis
trative expenses and o·..erhead incurred in managing
the uflits. The association may also deduct from reve
nues the direct costs of servicing the units with utensils.
linens, etc., and cleaning costs.

561.4 Not Required to Use
Association Facilities

(TL:GS-/; 8-22-91)
(Uniform State/AID/USIA/
Commerce/Agriculture)

Official visitors and temporary duty personnel shall
not be required to use association owned or leased faci
lities.

561.5 Reserve Accounts
(TL:GS-/; 8-22-9/)
(Uniform State/AlDIUSIA/
Commerce /Agriculture)

The association shall create a reserve account for the
maintenance and replacement of equipment, furniture,
appliances. etc., for such units. Such accounts shall be
reviewed annually by post management to ensure that
account funds are used only for maintenance and re
placement purposes. Proceeds in excess of operational
expenses and funds reserved under this section are to
be credited to A/FBO's appropriation.

,.
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561.6 Records
(TL:GS-11: 1-11-93)
(Uniform State/AlDIUSIA
Commerce/Agriculture)

The association shall maintain records which in
clude:

(l) The total fiscal year revenue from transient
housing;

(2) The costs (e.g .• utilities, rent, etc.) provided by
the post and the costs reimbursed to the post by the
association;

(3) The profit derived by the association for these
activities:

(4) The amount of funds in the reserve account;
and

(5) The rates for the various transient housing
units.

561.7 Non-U.S.G. Facilities
(TL:GS-ll; 1-11-93)
(Uniform State/AID/USIA/
Commerce/Agriculture)

In the event that an employee association operates
housing units which it directly owns or leases, the post
shall have no involvement in operating or maintaining
such units, nor shall any requirement be placed on
Government employees to occupy them.

•

•

•

•

•
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APPENDIX A
EXHIBITS •

Title

There are no exhibits as of this date.

6 FAM Section

•

•

•

•
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APPENDIX B
FORMS

Form

There are no fonns as of this date.

"

6 FAM Section



fi FAM

Page No. Effective Date Trans. MeIIIo. No. AID Handbook 23

8A-22 as indicated 23:82 App. 8A

APPENDIX C
LEGAL AUTHORITIES •

Legal Authorities

A. Acts

B. Code of Federal Regulations

C. Comptroller General's Decisions

D. Court Decisions

E. Delegations of Authority

F. Department of Defense Regulations

G. Executive Orders

H. Public Laws

I. Publications

J. Treaties and Conventions

K. United States Codes

6 FAM Section

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

•

•

•
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APPENDIX D
ADDRESSES

Purpose Addresses 6 FAM Section

There are no entries as of this date.
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INDEX

Subject Section M
(No Entries)

A

Addresses (None)
N...................... App. D

(No Entries)

B 0

(No Entries) (No Entries)

p
C

(No Entries)
(No Entries)

Q
D (No Entries)

E R
(No Entries)

Exhibits (None) ................. App. A

S
F

(No Entries)

Forms (None) .............. 10 .................... App. B

T
G (No Entries)

(No Entries)

U

H (No Entries)

(No Entries)
V

(No Entries)
I

(No Entries) W
(No Entries)

J
(No Entries) X

(No Entries)

K
(No Entries)

y
(No Entries)

L Z

Legal Authorities (None) ......... App. C (No Entries)
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CHAPTER 9

OVERSEAS SCHOOLS PROGRAM

This chapter consists solely of the uniform State/AID/USIA Regulations, 2 FAM
600, "Overseas Schools Program." The Uniform Regulations (Appendix 9A) are
the governing directives for AID participation in dependent schools abroad.
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OVERSEAS SCHOOLS PROGRAM
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APPENDIX 9A

610
ELEMENTARY AND SECONDARY EDUCATION OVERSEAS

611 AUTHORITIES
(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

613 GENERAL RESPONSIBILITIES
OF THE OVERSEAS SCHOOLS
POLICY COMMITTEE

613.3

/

Authorities for assistance to elementary and secon
dary overseas schools are as follows:

(1) The Foreign Service Act of 1980 (Section 29);
(2) The Mutual Educational and Cultural Ex

change Act of 1961, as amended (section 102); and
(3) The Foreign Assistance Act of 1961, as

amended (sections 636(c) and 636(d».

612 PROGRAM OBJECTIVES
(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

a. To provide assistance to elementary and secon
dary schools abroad to assure the best possible educa
tional programs for dependents of American citizens

. carrying out programs of the U.S. Government
abroad.

b. To increase mutual understanding between the
peoples of the United States and of other countries
by:

(1) Financing studies, instruction, and other edu
cational activities of nationals of foreign countries in
American schools abroad: and

(2) Assisting in the establishment, expansion.
maintenance, and operation of American schools
abroad in order to demonstrate educational methods
and practices employed in the United States.

c. To assist foreign service posts in assessing the
quality of educational opponunities for dependent
children and in developing educational programs for
dependent children when there are no such facilities
available.

d. To provide assistance to foreign service parents
and· dependent children in the selection of educa
tional facilities at post or away from post, including
assistance with college entrance procedures.

613.1 Objectives
(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

The Overseas Schools Policy Committee is responsi
ble for achieving the mutual objectiv~s of:

(1) Providing adequately for the educational needs
of dependents of American citizens carrying out pro
grams of the U.S. Government abroad; and

(2) Increasing mutual understanding between the
peoples of the United States and of other countries
by:

(a) Financing studies, instruction, and other edu
cational activities of nationals of foreign countries in
American schools abroad; and

(b) Assisting in the establishment, expansion,
maintenance, and operation of American schools
abroad in drder to demonstrate educational methods
and practices employed in the United States.

613.2 Membership
(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

The Committee is composed of three members: the
Assistant Secretary of State for Administration (Chair
person), the Associate Director for Educational and
Cultural Affairs of the United States Information
Agency (USIAlECA), Director of the Office of Per
sonnel Management,Agency for International Devel
opment (AID/PFM/PM).

Responsibilities and
Functions

613.3-1 Policy Committee
(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

a. Is subject to applicable legislative authorizations,
prescribes general policy for overseas elementary and
secondary school activities administered by the De·
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educational allowances, as appropriate.
b. Renders policy guidance and direction to the de

velopment of a comprehensive overseas school pro
gram that:

(1) Will meet current and long-range educational
needs of the dependents of U.S. Government employ
ees abroad, as well as those of non-Government per
sonnel carrying out activities under the AID Act; and

(2) Serves to increase mutual undemanding be
tween the people of the United States and the people
of other countries.

c. Coordinates and approves long-range and an
nual financial plans for overseas schools activities to
be carried out by State (A), USIA, and AID.

d. Approves annual programs and the modifications
of such programs, to be carried out by State (A),
USIA, and AID, which will ensure a coordinated ap
proach to meeting the most urgent needs of the school
and promoting the best interests of the United States.

613.3-2 Committee Executive Secretary
(TL:GEN-26S; 12-28-89)
(Uni/orm StateIAIDIUSIA)

The Committee will be assisted by an Executive
Secretary who will repon to the Chairperson of the
Committee. In collaboration with designated liaison
officers of State (A), USIA, and AID. the Executive
Secretary:

(1) Schedules meetings of the Committee once a
year or more often if required by developments;

(2) Prepares the agenda for committee meetings.
including preparing policy papers on issues brought
before the Committee for resolution; and

(3) Prepares minutes reponing committee meet
ings for distn"bution to committee members and desig
nated liaison officers in State (A), USIA, and AID.

613.3-3 Office of Overseas Schools
(AlOS)

(TL:GEN-265; 12-28-89)
(Uniform StateIAIDIUSIA)

As executive agency for the Overseas Schools Policy
Committee. the Office of Overseas Schools plans and
implements the overseas schools assistance activities of
the Depanment of State (Office of the Assistant Sec
retary for Administration), the United States Informa
tion Agency (the Associate Directorate for Educa
tional and Cultural Affairs - USIA/ECA), and the de
pendent education program of the Agency for Inter
national Development (AIDIPFMIPM). In consulta-

Jion and coordination with interested offices in the
Depanment, USIA, and AID and its missions abroad,

, the· Office of Overseas Schools performs the following
functions:

(1) Plans and implements the overseas schools as
sistance activities of the Department of State (A),
USIAIECA, and AIDIPFM to assure coordination of
policies and programs in the schools;

(2) Develops and recommends to the Overseas
Schools Policy Committee the policies, criteria, and
objectives, subject to applicable legislation and regula
tions, for assisting in the establishment and operations
of American schools abroad;

(3) Develops annual and long-range plans for
~ overseas schools assistance,including the recommen
dations for regional and functional priorities, for pres
entation to the Overseas Schools Policy Committee;

(4) Prepares an annual consolidated overseas
schools assistance program,subject to the availability
of funds and the approval of the Overseas Schools
Policy Committee;

(S) Assures effective implementation of schools is
sistance programs by working closely with overseas
schools, poSts, and professional educational organiza
tions, etc., in the tJ:nited States;

(6) Plans, coordinates, and conducts field surveys
and studies on all aspects of the overseas schools pro
gram;

(7) Co~ts and obtains the assista~.. ~ of the Of
fice of Foreign Buildings(AlFBO) in the planning and
construction of overseas schools and related struc
tures:

(8) Prescnbes and administers a system for repon
ing program progress to the Overseas Schools Policy
Committee and interested offices and bureaus. of
State, USIA, and AID:

(9) Consults with the Office of Management and
Budget (OMB) and other Federal agencies to ensure
coordination of overseas school activities;

(10) Develops and recommends special programs of
school assistance as required:

(11) Provides information to Americans assigned
abroad and other interested parties concerning the
American-sponsored elementary and secondary
school facilities;

(12) Assesses the quality of educational opportuni
ties available at Foreign Service posts where there are
no American-sponsored overseas schools and, where
deficient, seeks to provide supplementary programs or
otherwise assist parents in providing adequate educa
tional opponunities for their children; and

(13) Advises and assists Foreign Service personnel
with regard to boarding schools abroad and in the

•

•

•

•
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U.S., college-entrance requirements and proce
dures,special education requirements and appropriate
facilities at overseas posts and/or in the U.S., ade
quacy of foreign schools for U.S. children, and articu
lation of specific school systems with schools in the
U.S., and the like.

614 ASSISTANCE TO OVERSEAS
SCHOOLS

(TL:GEN-Ul; 8-26-86)
(Uniform State/AID/USIA)

Assistance is given to overseas schools to enable
them to serve as showcases of American education
abroad and to provide educational opportunity to U.S.
Government dependents by helping the overseas
schools meet costs arising from their location abroad.
The assistance is intended to supplement a school's
normal tuition income and fees through the support of
specific activities; it cannot be considered a regular
source of budgetary support in lieu of tuition, unless
because of its location abroad, local laws, and regula
tions, etc., such assistance can be justified.

614.1 Basic Policies Regarding
Assistance to Overseas
Schools

(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

The Office of Overseas Schools (AIDS):
(1) Respects and supports the character of Ameri

can-sponsored overseas schools as private institutions
serving the public interest abroad:

(2) Encourages the schools to set tuition fees at a
level adequate to finance the usual recurring costs
(adequate teachers' salaries, educational materials,
transportation of students, and rent and maintenance
of school buildings) of good educational programs in
the United States, except for situations where because
of the schools' locations abroad, local laws, and regu
lations, etc., assistance can be justified;

(3) Encourages and offers the schools assistance
toward self-evaluation of their educational and cul
tural programs and of their efforts to facilitate meeting
the Department's dual objectives with. regard to over
seas schools;

(4) Assists schools during their developmental and
expansion stages,expecting that schools in the mainte
nance stage should finance recurring and capital ex
penses from their own resources, contributions, or pri
vate loans and therefore require less assistance;

(5) Conducts liaison activities with other U.S.
Government agencies concerning any activities de
scribed in these regulations:

(6) Encourages the coordination as well as im
provement of curricula among schools abroad to mini
mize dislocation or loss of credits for students who
transfer to or between such schools: and

(7) Normally limits assistance to one school per
post: however, it may assist more than one school at
post when any of these conditions· exist:

(a) It can be demonstrated that a majority of U.S.
Government dependent children at post attend the
school not assisted;

(b) The school usually assisted by the Department
is overcrowded and can no longer admit U.S. Govern
ment dependent children; or

(c) Otherwise when conditions at the post require
such assistance in the best interests of the U.S. Gov
ernment.

614.2 Purposes of Assistance
(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

a. Purposes of assistance may include but are not
limited to:

(1) Improving the general quality of educational
programs: .

(2) Aiding in the recruitment and support of quali
fied U.S. citizen educational leadership personnel and
development of in-service training activities for teach
ing and administrative personnel:

(3) Providing up-to-date American instrUctional
supplies and equipment,especialJy for learning centers
and libraries and for science laboratories;

(4) Supporting special educational programs, in
cluding educational workshops and seminars, consul
tation by specialists and other in-service training ac
tivities under school-to-school and university-to
school projects:special English language and area
studies programs: and the like:

(5) Carrying out activities so as to better relate the
American school to the local community;

(6) Assisting scholarship programs for deserving
foreign nationals so as to implement demonstration
projects, or for other purposes as provided herein;
and/or

(7) Assisting capital projects. It should be noted
that assistance for construction and other capital im
provements may be made only in special circum
stances after receipt of full justification (e.g., lack of
other available facilities: unreasonable cost of leased
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move of national capital; substantial influx of depend
ents carrying out U.S. Government programs; demon
strably unsafe or inadequate facilities; destruction or
damage of facilities through fire. flood. or other similar
cause; and the like).

b. It should also be noted that before assistance can
be provided for site acquisition, evidence must be pre
sented to the Depanment (AlOS) that specific sites
are available. together with information concemina
cost and payment terms; for construction. preliminary
architectural and engineering plans includina site
plans. specifications. and cost estimates must be sub
mitted to the Depanment (AlOS) for review by AlOS
with the assistance of A/FBO.

614.3 Criteria for Granting
Assistance

(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

On March 18, 1989, the Drug-Free Workplace Act
of 1988, became effective. Prior to the execution ofa
grant from the U.S. Government ali grant applicantl
must certify that they will provide drug-free
workplaces. A grantee is required to comply with the
Act or to provide an exception statement. The state
ment must be consistent with subsection 610 on page
4951 of the Federal Register dated January 31. 1989.

614.3-1 Pursuant to the Mutual
Educational and Cultural
Exchange Act

(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

The following are the necessary requirements:
(1) The school must meet a demonstrated need

for American-type educational facilities in the com
munity or region. and in the case of primary and sec
ondary schools shall be open to the enrollment of
qualified American students;

(2) The school must have been founded by or
must be operated or sponsored by citizens or non
profit institutions of the United States with or without
the participation of nationals of other countries;

(3) The school must operate without objection
from the national government of the host country. and
must be nonpolitical in character;

(4) Authority over policy, finances, and admini
. stration must be vested in a competent board of re

sponsible persons. usually including representation of

the appropriate U.S. embassy or consulate. but at a
minimum to include representation by U.S. citizens.
This will vary from school to school depending on lo
cal circumstances and on U.S. policy;

(S) The director or principal of the school. wher
ever practicable. should be a U.S. citizen;

(6) There should be a sufficient number of teach
ers from the United States or teachers trained in
American educational methods to assure adequate
contact for the students with these methods and the
corresponding ideals;

(7) The curriculum and instruction of the school
should be of aood quality and reflect accepted U.S.
theory and practice in education to the greatest extent
practicable;

(8) Primary and secondary curricula should pro
vide instruction in the language, literature, geography,
and history of the United States and where practica
ble. of the country where the school is located. Wher
ever the needs of American students require it, Eng
lish shall be used as a language of instruction;

(9) The operation of the school should contribute
to mutual understanding between the people of the
United States and the peoples of the host country or
other countries through such means as enrollment of
foreign nationals. the provision of binational extracur
ricular and community programs, and English-lan
guage classes for special students;

(10) The financial plan of the school Ill'· ,u1~ pro·..ide
for continuina recourse to all feasible means of achiev
ina and maintaining its financial independence
through an adequate fee structure, endowment. and
other forms of private support; and

(11) Financial aid will not be given to church-eon
nected schools. Nor will it be given to government•
company, or private profit-eaming schools unless pro
vision of such assistance would assure educational fa
cilities for American dependents which would not oth
erwise be available in the area.

614.3-2 Pursuant to Foreign Service
and Foreign Assistance Acts

(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

The following are the necessary requirements:
(1) The post must substantiate a need to provide

educational facilities for U.S. dependents:

(a) There should be no adequate elementary or
secondary school. in the grades required. at the post
or within reasonable daily commuting distance; and

•

•

•

•
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(b) There must be a sufficient number of U.S. de
pendent children at the post, or anticipated at the
post, to justify the proposed project: and

(2) The school, to the extent possible. should:

614.4 Procedures for Obtaining
Assistance

(TL:GEN-265; 12-28-89)
(Uniform Statt/AID/USIA.)

(a) Provide evidence of a favorable climate of lo
cal community support which would be demonstrated
by offering personal and financial resources, not only
of the U.S. Government community, but of American
private business and other national and international
elements as well:

(b) Provide evidence of sound policy, finances.
and other fundamental aspects of administration of an
American-type of education duly vested in a compe
tent board of responsible persons. inclUding appropri
ate representation by American citizens;

(c) Offer a program of study in which English is
the language of instruction;

(d) Offer to the extent practical an American cur
riculum with American textbooks and materials. The
school should be willing to enroll, as a condition in
accepting a U.S. Government grant, all dependents of
American citizens carrying out programs of the U.S.
Government abroad who are able to meet the school's
other admission standards;

(e) Maintain teacher and academic standards
which are comparable with public elementary or sec
ondary schools ·in the United St4l,tes;

(f) Offer the type of curriculum and instruction
which reflects U.S.educational methods and practices
to the reasonable extent practicable in consideration
of (i) the location abroad, and (ii) the needs of the
student body as a whole;

(g) Provide adequate fiscal and management su
pervision, and maintain a financial position which
gives reasonable certainty that the school is capable of
covering recurring operations expenses oUt of tuition
or other school income without continuing direct U.S.
Government assistance, unless because of the school's
location abroad, local laws, and regulations, etc., such
assistance can be justified; and

(h) Provide evidence that no other feasible means,
such as local resources or increase in tuition, are cur
rently available to the school for adequately financing
proposed expansion or improvements.

Overseas schools which seek assistance Wlder the
legislative authorities cited in section 611, must seek
determination of eligibility under the criteria estab
lished for assistance (see section 614.3) and annually
thereafter (or as frequently as prescn"bed in these
regulations) submit documents as outlined in this sec
tion. Procedures, to be carried out by the school, the
post, and the Deparunent, as appropriate, are as fol
lows:

(1) The school requests the post to provide a copy
of these regulations (2 FAM Chaptt;600) and the
school then determines whether it meets the criteria
outlined in section 614.3. If the school considers itself
eligible for assistance, it seeks the post'. concurrence;

(2) If the post concurs that the school qualifies un
der the criteria, the post may recommend to the De
partment (AlOS) that the school be considered for
assistance, and transmits to the Department (AlOS)
copies of th.e school's constitution and bylaws and/or
other pertinent documents for review. (If questions
arise. concerning eligIbility, AlOS subD'j!s the docu
ments to the legal counsel of the Department, USIAI
ECA, or AID as appropriate. for decision);

(3) If determined eligIble by the Department, the
school prepares the Overseas Schools Questionnaire
(FS-573, FS-573A, and FS-573B) (see 2 FAM 622)
and Form FS-574, Request for Assistance (see 2
FAM 623), and submits them to the post for review
and transmission to the Department (AlOS). If prac
ticable, a regional educational officer from the De
partment (AlOS) visits the post and the school prior
to the submission of the documents in order to pro
vide guidance and counsel regarding the consolidated
schools assistance program;

(4) The Department (AlOS) reviews the submitted
documents along with those from all other schools re
questing assistance and, in consultation with con
cerned offices in the Department, USIA, and AID,
develops a worldwide program of assistance;

(5) The Department (AlOS) transmits to the post
a proposal of assistance together with appropriate
grant documents for execution by the post and the
school (AlOS may transmit a proposal and request
school and post concurrence before transmitting grant
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Workplace Certification Statement forms will be /or
warded to post, at this time, also;

(6) The school and post execute the grant docu
ments, the post advises the Department (AlOS) tele
graphically of the date of execution, and transmits
signed copies as prescribed in the memorandum under
which the grant documents were sent to the post.
Similar actions must be taken with reBard to the Certl
!ication Statement or the exception statement;

(7) Funds are disbursed to the school by the post
in accordance with the provisions of the grant; and

(8) The school submits financial and program re
ports to the post for transmission to the Department
(AlOS) as prescribed in the grant. (See 2 FAM 624.)

614.5 Funding of Assistance to
Overseas Schools

CI'L:GEN-U1: 8-26-86)·
(Uniform State/AID/USIA)

Funds for assistance to schools are authorized un
der the three legislative authorities cited in section 611
pursuant to appropriations made available thereunder.
Section 616 outlines funding purposes and eligibility
under each of the funding sources.

615 RESPONSIBILITY OF POST
(TL:GEN-U1: 8-26-86)
(Uniform State/AID/USIA) .

The principal officer designates an officer to be re
spol1S1ble for coordinating the post's interest in school
activities. If possible, the officer should be a member
of the board of the local school receiving assistance.
However,neither this officer nor any officer who has
responsibility for the Government's administration of
the grant should be a signatory on behalf of the school
to any grant made by the Government to the school.
Furthermore,when the administrative officer is per
sonally responsible for administration of the grant, the
administrative officer should not be a member of the
school board.

615.1 Administrative Officer
(TL:GEN-265: 12-28-89)
(Uni/orm State/AID/USIA)

Responsibility for coordination of all school assis
tance activities under this regulation will be assigned to
the post's administrative officer, unless otherwise des
ignated by the principal officer. The administrative of-

ficer also has a continuina responsibility for the ad
ministration of aU grants to schools and to assure that
school assistance activities carried out under the For
eign Service Act, as amended, are in consonance with
the Act. In the administration of grants, it is the re
sponsibility of the administrative officer to ensure that
payments to the school, including advance payments,
are in accordance with the provisions of the grant.
The administrative officer is also respol1S1ble for moni
toring the school's activities with regard to granting
funds to ensure that performance is in accordance
with provisions of the grant, and the administrative of-
ficer should make certain that: .

(1) All school personnel who are required to han
dle cash or readily convertible assets in connection
with their duties are bonded, if practicable under local
circumstances, or can offer other security acceptable
to the post and the Department:

(2) Where practicable, the school has adequate in
surance coverage to protect its assets from 1081
throuah fire, wind, water, theft, public liability, stU

dent injury, and the like;
(3) The person slgning grants on behalf of the

school is duly authorized to do so;
(4) The school undergoes an annual audit of funds

provided under Government grants, such audit to be
conducted by a firm of chartered, certified, or other
wise qualified accountants. If these are not available,
the audit should be conducted by at least two disinter
ested U.S. Government employees,preferably persons
with accounting experience. In unusual circumstances,
the post may ask the Department (AlOS) to consider
requesting SIIO/AUD (the Office of the Director of
Audit and Administration. Office of the Inspector
General,Foreign Service) to arrange for appropriate
audits. A copy of each audit report should be· sent to
the Department (AlOS); and .

(5) The school submits to the post for review and
transmission to the Department (AlOS) progress and
evaluation reports and financial reports as required.
(See 2 FAM 624.)

615.2 Public Affairs and Cultural
Affairs Officers

(TL:GEN-241: 8-26-86)'
(Uniform State/AID/USIA)

The public affairs and cultural affairs officers have a
continuing responsibility to assure that school assis
tance activities carried out under the Mutual Educa
tional and Cultural Exchange Act are in consonance
with the Act, in accordance with the guidelines under

•

•

•

•
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(al differentiated from capital expenses or special pro
jects) for dependent education purposes will normally
be limited to an amount which. when added to the
tuition fees charged by the school. does not exceed a
figure which is equivalent to an average day school
tuition charged in independent I(;hools in the United
States. plus an overseas differential. Where the De
partment determines that the request exceeds this
amount. the I(;hool may be requested to provide an
explanation and justification. and. if the request is
concurred in by the post. exceptions may be consid
ered by the Department (AlOS).

/

\'.

section 615.1 or otherwise al maybe required by the
agency in consultation with the post administrative of
ficer.

615.3 AID Mission Director
(TL:GEN-Ul; 8-26-86)
(Unlform State/AID/USIA)

The AID mission director. or designee. has a con
tinuing responsibility to assure that school assistance
activities carried out under the Foreign Assistance Act
are in consonance with the Act. in accordance with
the guidelines under section 615.1 or otherwise as
may be required by the agency in consultation with the
post administrative officer.

616.3 Transfer of Funds to State
(A) By AIDIPFMlFM

616 OVERSEAS SCHOOLS
FUNDING PURPOSES AND
ELIGIBILITY

(TL:GEN-265: 12-28-89)
(Uniform State/A1DIUSIA)

The Office of Overseas Schools usually grants funds
to schools abroad under the Salaries and Expenses ap
propriation of the Department of State. under Operat
ing Expenses of the Aaency for International Develop
ment which have been transferred to the Department
of State, and under the Associate Directorate for Edu
cational and Cultural Affairs. appropriations of the
United States Information Agency which have been
transferred to the Department of State.

616.1 Educational and Cultural
Exchange Purposes

(TL:GEN-265: 12-28-89)
(Uniform State/AID/USIA)

In order to be eligible for funds under the Mutual
Educational and Cultural Exchange Act. the school
enrollment must include a substantial number of for
eign national stUdents.

616.2 Dependent Education
Purposes

(TL:GEN-265: 12-28-89)
(Uniform State/A1DIUSIA)

Grants to schools under Salaries and Expenses ap
propriations of the Department and from AID appro
priations may be made only if the enrollment includes
dependents of U.S. citizens carrying out Government
programs. Grants tv assist with operational expenses

616.3-1 Administration of Funds Under
Section 636(d)

(TL:GEN-26S; 12-28-89)
(Uniform Statt/A1DIUSIA)

AlOS prepares budget submissions outlining pur
poses for which grants are to be given and obtains
concurrence of the appropriate AID regional bureau.
M/SER/MS. and other concerned offices. Once con
currence has been obtained, the budget submissions
are forwarded to the AID Controller (PFM/FM) for
the transfer of funds to State. within available limits,
from the AID Operating Expenses Budget. AID
636(d} funds will retain separate identity and will not
become a part of gross State Salaries and Expenses
funds under any circumstances. AlOS will repon the
status of obligations monthly to M/COMPIBPIPC
which will advise AID (PFM/FM). AlOS prepares the
grant agreement and transmits it to the post with
authorization for execution by the principal officer or
principal officer's designee with the school.

616.3-2 Request for Funds for School
Facilities Under Section 636(c)

(TL:GEN-265: 12-28-89)
(Uniform State/A1DIUSIA)

Funds may be provided under section 636(c} of the
Foreign Assistance Act for the construction and/or
purchase of school physical plant facilities necessary to
provide appropriate schooling for personnel carrying
out the purposes of the Foreign Assistance Act and
for other U.S. Government personnel abroad. Section
636(c} authority will be utilized only in those places
where educational requirements cannot reasonably be
met by any means other than through the construction
or purchase of a U.S. Government facility.
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616.4 Transfer of Funds to State
(A) By USIAIECA

(TL:GEN-265; 12-28-89)
(Uniform State/A.lD/USlA)

Following approval by the Associate Directorate for
Educational and Cultural Affairs of the United States
Information Agency (USIAlECA). funds a~ trans
ferred to State from USIA appropriations of ECA.
USIA/ECA funds will retain separate identity and will
not become a part of gross State Salaries and Ex
penses funds under any circumstances. Alas will re
port the status of obligations monthly to M/COMP/
BP/RC which will advise USIAIECA. A/OS prepares
the grant agreement and transmits it to the post with
authorization for execution by the principal officer or
principal officer's designee with the school.

617 TYPES OF ASSISTANCE

617.1 Grants to Overseas
Schools

(TL:GEN-265; 12-28-89)
(Uniform Stau/A.lD/USIA)

Funds are made available to an overseas school
pursuant to a grant made by the Government to the
school. Such a grant is the culmination of the proce
dures outlined in section 614.4. There will be no
changes to the printed texts of any grant without the
prior written approval of the Department (AlaS).
(See 2 FAM Exhibits 617.1 A• .617.1 B. and 617.1
C. which are the grant forms to be used pursuant to
the Foreign Service Act of 1980 [section 29]. as
amended. the Mutual Educational and Cultural Ex
change Act of 1961. as amended. and the Foreign
Assistance Act of 1961. as amended. respectively.)

617.1-1 Numbering of Grants
(TL:GEN-265; 12-28-89)
(Uniform StateIA.lD/USIA)

Grant numbers will be assigned by the Department
(AlaS). Grants will be numbered so as to include (1)
as the prefix. an abbreviation for the appropriate legis
lative authority against which funds are appropriated
("FSA" for Foreign Service Act. "MECEA" for Mu
tual Educational and Cultural Exchange Act. and
"FAA" for Foreign Assistance Act): (2) the allotment
code; and (3) the obligation number. Thus. a grant
executed in FY 1990 under the Foreign Assistance
Act would be designated as number
FAA-20S8-000000.

617.1-2 Description of Purpose
(TL:GEN-265; 12-28-89)
(Uniform Stall/A.lD/USIA)

The description of purpose for which funds are
made available will state as accurately as possible the
specific activities to be financed. This description of
purpose will be prepared by the Department (AlaS)
and be included in the grant documents transmitted to
the post for execution.

617.1-3 Effective Period of Grant
(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

a. The period of the grant will be limited to that in
which the school can nonnally be expected to carry
out the various purposes of the grant. The expiration
date of the grant will normally be no more than 3
months after the completion of that activity with the
latest planned completion date.

b. In the event that the time prescribed should
prove insufficient. for the grantee to perform the pur
poses outlined in the grant. the Department (AlaS)
may authorize such extension of the period of the
agreement as may be deemed advisable and appropri
ate.

617.1-4 Authorized Signatory of Grants
(TL:GEN-265; 12-28-89)
(Uniform State/A.lD/USIA)

The principal officer of the post. or designee. will
sign the grant on behalf of the Government. The post
shall determine that the person signing the grant on
behalf of the school is authorized to do so.

617.1-5 Amendments
(TL:GEN-265; 12-28-89)
(Uniform Stall/AID/USIA) .

Any amendments to the grant will be in accordance
with the standard provisions of the grant. No changes
in purposes or addition of new purposes may be ef
fected after the close of the fiscal year in which the
grant was made (see 2 FAM Exlubits 617.1-5 A.
617.1-5 B. and 617.1-5 C for amendment fonnats).

617.1-6 Distribution of Copies of Grant
(TL:GEN-265; 12-28-89)
(Uniform State/A.lDiUSIA)

The Department (AlaS) will transmit to the post
five copies of the grant documents for execution be
tween the post and the school. Two copies of the exe
cuted grant will be forwarded to the Department (AI
OS). two copies will be returned to the school for dJs
tttbution to the school administrator and the school

•
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board chairperson. and one copy will be retained by
the post. Copies of any and all amendments to the
grant shall be distributed in the same number.

617.1-7 Bank Deposits and Grant Fund
Accounting

(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

Grant funds which have been advanc~d to the
school shall not be commingled with other school
funds but shall be kept in a separate bank account.
The school may maintain a single bank account for all
grants received from the U.S. Government. provided
that a separate accounting record is kept for each
grant.

617.1-8 Financial Reports
(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

~ required under the standard provisions of the
grant. the school will submit quarterly an Overseas
Schools Financial Report. part I of JF-61. for each
grant received and a fmal Financial Report after the
grant has been fully expended or expired. (See 2
FAM Exhibit 617.1-8. page 1.)

617.1-9 Progress and Evaluation Report
(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA) .

As required under the standard provisions of the
grant. the school will submit an Overseas Schools Pro
gress and Evaluation Report. part II of JF-61. for
each grant received. annually and after full expendi
ture of funds or expiration of the grant. (See 2 FAM
Exhibit 617.1-8. page 2.)

617.1-10 Refunds
(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

If the school expends funds provided under a grant
for purpos~s not authorized by the grant, the school
will promptly refund or pay to the U.S. Government
funds equal to the amount of such unauthorized ex
penditures.

617.2 Assistance In Kind to
Overseas Schools

(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

a. Under certain circumstances. the Department
provides assistance in kind. in lieu of a cash grant. to
overseas schools.

b. In those rare cases involving the recruitment and
assignment of education personnel to posts abroad. AI
OS provides funds to regional bureaus to fmance the
salaries and related expenses of such personnel.

c. When educational materials. equipment. and
other school facilities are furnished. the Department
arranges to procure and ship commodities through
U.S. Government channels. Upon receipt of the com
modities. the post gives such materials and equipment
to the school as assistance in kind in lieu of a cash
grant.

617.3 Grants to U.S. Educational
Institutions

(TL:GEN-U1; 8-26-86)
(Uniform State/AIDIUSIA)

The Department (AlOS) may provide grants to or
execute contracts with U.S.colleges and universities.
regional accrediting associations. and/or other educa
tional insti~tions to provide services to overseas
schools.

617.4 Excess Property to
Overseas Schools
(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

a. Personal property for which there is no require
ment at posts and other establishments of the parent
agency abroad may be loaned. sold. or donated to
overseas schools.

b. Personal property may be loaned to overseas
schools to meet temporary or emergency requirements
in accordance with 0 FAM 224.4.

c. Personal replacement property may be sold to
overseas schools in accordance with 6 FAM 227.3-3a
and 6 FAM 227.8-2.

d. Personal property may be donated to overseas
schools provided the following criteria is met (see 6
FAM 227.3-5):

(1) It cannot be disposed of in accordance with 6
FAM sections 227.3-1. 227.3-2. and 227.3-3:

(2) A determination has been made not to dispose
of it in accordance with 6 FAM 227.3-4 (AID only);
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(3) It has little or no commercial value; or
(4) The cost of handling or storage would exceed

the estimated proceeds from sale.

618 SPECIAL EDUCATIONAL
PROGRAMS

(TL:GEN-265: 12-28-89)
(Uniform State/AID/USIA)

Ar. outlined in section 614.2, subparagraph (4), the
Department (AlOS) may provide grants to overseas
schools to support special educational programs.
"Special Educational Programs" are all activities re
ceiving grant support which would not be classified as
(1) "support of salary and related costs for profes
sional staff"; (2) "educational materials and equip
ment"; (3) "scholarships for host country nationals";
or (4) "construction and equipment."

618.1 Approval of Activities
Under Special Educational
Programs

(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

a. Funds for special educational programs are re
quested by the school and post in the "Request for
Assistance," FS-574, item 111-5. (See 2FAM 623.)
If funds to support a special educational program are
granted, the school is required to complete Form
JF-45, Approval of Funding to Support Special Edu
cational Programs (see 2 FAM Exhibit 618.1), to pro
vide plans for the utilization of grant funds within the
school's total program, and submit it to the post for
concurrence and transmittal to the Department (A/
OS) for approval.

b. Following approval of Form JF-45 by AlOS,
copies of the approved form are sent to the overseas
school and to the post, whereupon the overseas school
may expend funds against the grant iIi keeping with
the approved plan".

c. Subsequently, if for any reason the plan outlined
in Form JF-45 cannot be carried out in its entirety, a
revised Form JF-45 should be submitted.

618.2 Planning of Activities Under
Special Educational
Programs

(TL:GEN-265; 12~28-89)

(Uniform State/AID/USIA)

a. Normally the overseas school plans special edu
cational programs as part of its total program, with AI
OS advice and assistance, if necessary. Thus, a
school's program of staff in-service training may in
clude attendance at workshops and conferences, par
ticipation in graduate university courses,consultation
by education specialists, and the like, all of which
would be described in the JF-4S, with explanation
Biven regardina those portions to be funded from grant
funds, and noting the amount and sources of funds for
all activities. (See 2 FAM Exhibit 618.1.)

b. Because school-ta-school projects and univer
sity-to-school projects involve formal steps which
need to be taken for implementation, special regula
tions are outlined in section 618.3.

618.3 School-to-School and
Unlverslty-to-School
Projects

(TL:GEN-265; 12-28-89)
(Uniform State/AID/USIA)

a. Within the general program objectives outlined
in section 612, the purpose of the school-ta-school
and university-to-school projects is to effect func
tional relationships between American-sponsored
overseas schools and selected school districts and/or
universities and colleges in the United States in order
to provide the overseas schools with resources neces
sary for the improvement of their educational pro
grams. It is assumed that the development of relevant
programs involving American sponsored overseas
schools and partner schools or universities in the
United States will contribute to better understanding
of international relationships and, through increased
community involvement of local nationals and U.S.
citizens, will enhance cultural understanding between
the people of the United States and those of the coun
tries in which the schools are located.

b. It is also assumed that benefits will accrue to the
schools or universities in the United States in terms of
opportunities for involvement of international educa
tion activities.

•
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618.3-1 Types of Activities Involved In
School-to-School Project

(TL:GEN-26S; 12-28-89)
(Uniform State/AID/USIA)

a. When a school-to-school or a university-to
school pannership between an American-sponsored
overseas school and a school district or university in
the United States is established, it is assumed that, in
addition to grant funds made available under the Con
solidated Overseas Schools Program, both partner
schools will commit personnel and material resources
for the implementation of the project. Orant funds are
intended to help initiate the project and to cover such
special costs as are necessary to maintain the relation
ship between the partner schools. Because of the vary
ing and unique needs of specific schools, as well as the
varying resources of panner schools and the condi
tions under which they may be made available to over
seas schoo.ls,there can be no set pattern regarding spe
cific activities which might develop in any given pan
nership. Activities which may be funded in full or in
pan from grant funds may include, but are not limited
to:

(1) Travel and related expenses for U.S. school
administrators, officials,and consultants visiting the
overseas school to study the school program,admini
stration, and the like, and in collaboration with the
overseas school panner to develop a plan for imple
mentation of the program:

(2) Travel and expenses for the overseas school
administrator or other staff member to visit the school
or university in the United States in order to select
exchange teachers or consultants, select curricular
materials,develop in-service training programs, and
the like, and to attend professional meetings which
will facilitate mutual planning with involved persons;

(3) Travel, expenses, and salary topping (if neces
sary under local circumstances) for exchange teachers
(see section 618.3-2);

(4) Travel and expenses for personnel conducting
in-service training programs, providing consulting
services and other special services to the overseas
school, as well as costs for relevant instructional mate
rials and related costs;

(5) Travel and expenses for ov~rseas school per
sonnel participating in observation and training pro
grams conducted by or in conjunction with the panner
school or university;

(6) Purchase and shipment of curriculum guides,
administrative bulletins, instructional materials and
supplies related to 'he project; and

(7) Assistance in implementation of student ex
change programs, and the like.

b. It is normally expected that no costs would be
covered from grant funds which would be a regular
pan of the school's budget. In any event, when the
specific grant level for the school-to-school project is
known, a revised plan must be approved by AlOSbe-

. fore expenditures may be made. (See subparagraph
(4) under section 618.3-3.)

618,3-2 Exchange Visitor Program
(TL:GEN-26S; 12-28-89)
(Uniform State/AIDIUSIA)

a. In most American-sponsored overseas schools a
number of professional staff members are local and
third-country nationals, who normally remain with the
school over a period of years. It is essential for the
development and improvement of the school programs
that these persons have opportunities to visit and study
in the United States in order to equip them more ade
quately for service in U.S. schools abroad. To imple
ment this portion of the school-to-school or univer
sity-to-school project, a special exchange visitor pro

.gram has been designated for A/OS by the United
States Information Agency, Associate Directorate for
Educational and Cultural Affairs (USIAlECA).

b. Officially designated on April 28, 1966, as pro
gram 0-3-217, the AlOS program is described as fol
lows:

A program of the United States Department of
State, the Office of Overseas Schools, to imple
ment a school-to-school project between
American-sponsored schools abroad and se
lected school systemS in the United States and
specifically to provide for travel grants for se
lected foreign school administrators, other
school officials, teachers, and students, to en
able them to acquire knowledge of educational
institutions of the United States-their philoso
phy and techniques-by various activities in
cluding observing, consulting, teaching, and
practical experience, to promote the general in-

. terests of international educational exchange.

c. To be eligible for admission to the United States,
an exchange visitor must be in the possession of, and
present the following documents:

(1) A valid nonimmigrant visa bearing classifica
tion J-1;

(2) A passpon valid for 6 months beyond the an
ticipated period of admission; and
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of Eligibility for Exchange VISitor Status.

d. The program designation appears on the Form
IAP-66, which delineates program respomibility for
the exchange visitor's activities and progress while in
the United States. The IAP-66 is also the basic docu
ment required for the issuance of a nonimmigrant visa
bearing the classification J-l (exchange visitor visa).

e. The Director of the Office of Overseas Schoola
(A/OS) is the respomible officer for administering the
0-3-217 program and the Executive Officer of AlOS
is the Director's alternate. Normally, only the officers
responsible for the respective exchange visitor pro
grarm issue the IAP-66, but pursuant to 9 FAM, Pan
II, Note 10.1 of 22 CFR 41.65, certain officers re
spomible for exchanges in missiom abroad have also
been authorized to issue and sign Form IAP-66. How
ever, it has been determined that Form IAP-66
should not be issued in the field under program
0-3-217 without specific prior approval and instruc
tion from A/OS, and no school-to-school or univer
sity-to-school grant funds may be expended for an
exchange visitor under the G-3-217 program unless
such approval and iNtrucUon from AlOS hal boen
given to the field prior to the issuance of Form
IAP-66.

f. When Form IAP-66 is issued in the field under
the 0-3-217 program,pursuant to instructions from
AIDS, the post is requested to advise the Department
by memorandum, subject: ASCH: Overseas Schools,
marked for the attention of AlOS, and enclose a copy
of the Form IAP-66 for AlOS flIes.

618.3-3 Development and
Implementation

(TL:GEN-26S; 12-28-89)
(Uniform Statt/AID/USIA)

The following steps should normally be taken in the
development and implementation of a school-to
school partnership:

(1) When the school, assisted by the Department,
formally decides that it has the capability of sharing
the respomibilities of a school-to-school or univer
sity-ta-school partnership, the school should request,
through the post, .that the Department (AlOS) con
sider arranging a pairing between the overseas school
and a U.S. school system or university:

(2) The Department (AlOS) , utilizing the advice
of such professional educational organizatiON as it
may consult, approves the overseas school for a

school-to-school or university-to-school pairing. It
will then take the necessary action to select a suitable
partner school or university in the United States satis
factory to the Department (A/OS) and to the overseas
school, and will inform the administrators and govern
ing boards of the U.S.schools or the appropriate uni
versity officials and overseas schools of its concur
rence in the pairing:

(3) The governing bodies of the U.S. schools and
overseas schools will take necessary steps to approve
the partnership and inform the Department (AlOS) of
this action through trammission of copies of appropri
ate actiom recording their agreement to the partner
ship:

(4) Following initial planning involving the two
partner schools and the AlOS Regional Education Of
ficer, the overseas school requests grant funds under
section III-S, • Special Educational Programs- of
Form FS-S74, Request for Assistance (see 2 FAM
623) providing an outline of the overall plan in section
IV, ·Discussion and Justification,· of FS-S74 (a spe
cial request may be submitted if the timing of the plan
ning is not compatible with the annual due date for
Form FS-S74): and

(5) Following receipt of the grant, the overseas
school prepares and submits to AlOS through the post
Form JF-4S, Approval of Special Educational Pro
grams, as outlined in section 618.1.

618.3-4 . Ualson, Performance, Payment,
Financial Accountability, and
Reporting

(TL:GEN-26S; 12-28-89)
(Uniform Statt/AID/USIA)

Since the school-to-school project is funded under
regular grants to American-spomored overseas
schools, the standard provisiom for grant documents,
as amended. apply. (See 2 FAM Exhibits 611.1 A,
611.1 B, and 611.1 C.)

619 OVERSEAS SCHOOLS
ADVISORY COUNCIL

619.1 Purpose
(TL:GEN-26S; 12-28-89)
(Uniform Statt/AID/USIA)

a. The Overseas Schools Advisory Council was es
tablished by the Department of State to seek the ad
vice and capabilities of a selected group of American
leaders from the business, foundation. and educa
tional communities, with respect to the American-

•
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sponsored elementary and secondary schools abroad
that are assisted by the Depanment of State.

b. Matters of policy guidance and financial support
are the main concerns of the Council in addition to
the following:

(1) To help the overseas schools become the
showcases for excellence in education; and

(2) To help make services abroad attractive to
American citizens. both in the business community
and in Government.

619.2 Membership
(TL:GEN-26S; 12-28-89)
(Uni/orm State/AIDIUSIA)

a. The membership of the Overseas Schools Advi
sory Council is composed of American business and
professional leaders whose experience and interests
enable them to help achieve the purpose as stated in
section 619.1. The Council will meet annually or more
often. when necessary. at the call of the Department.

b. The Director of the Office of Overseas Schools
(AlOS). Depanment of State. is the Executive Secre
tary of the Council.

619.3 Functions
(TL:GEN-26S; 12-28-89)
(Uni/orm State/AID/USIA)

The responsibilities of the Overseas Schools Advi
sory Council are:

(1) To coordinate the efforts of American business
firms and foundations with those of the Depanment of
State toward providing needed educational facilities
for dependents of American citizens abroad;

(2) To facilitate obtaining maximum resources
(funds. buildings. equipment. and supplies) from pri
vate and public agencies to assist those American
sponsored. independent community schools abroad
which are assisted by the Depanment of State; and

(3) To advise and consult with the Depanment of
State on the relations between the U.S. Government
and private agencies who are concerned with the
American-sponsored. independent community. ele
mentary. and secondary schools abroad.
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STANDARD PROVISIONS OF THE GRANT UNDER 22 USC
2701 (SECTION 29 OF THE DEPARTMENT OF STATE BASIC

AUTHORITIES ACT OF 1956, AS AMENDED BY THE FOREIGN
SERVICE ACT OF 1980, PUB. L. 96-465)

(Uniform State/AIDIUSIA)

•

•DEFINITIONS
As used throughout the Grant. and the Standard

Provisions of the Grant. the following terms shall
have the meanings set forth below:

A. The term "Government· as used herein means
the Government of the United States of America:

B. The term "Department· an used herein means
the United States Department of State:

C. The term "post· as used herein means a For
eign Service establishment In a country In which rep
resentation of the United States Department of State
is maintained;

D. The term "Grantee" refers to an elementary or
secondary school overseas which qualifies for assis
tance pursuant to the criteria stated in the Foreign
Affairs Manual:

E. The terms "grant." "this grant." "agreement.·
and "this agreement" refer to the signed Grant to
which these Standard Provisions are annexed:

F. The term "Office of Overseas Schools (A/OS)·
refers to the Office in the Department which Is re
sponsible for administering the overseas schools
programs of the Department and the Agency for In
ternational Development (AID):

G. Foreign Affairs Manual (FAM) refers to the offi
cial regulations of the Department:

H. The term • obligation" is defined as a valid
claim against the Grantee(recipient of the grant) re
sulting from action by an authorized official pursuant
to orders placed, contracts awarded, services Is
sued, and similar transactions payable:

I. The term "direct costs" refers to any cost
which can be identified specifically with a particular
purpose of the Grant; and .

J. The definition of "educational supplies and
equipment" as used herein shall be in accordance
with those set out in 4 FAM 090 and 6 FAM Chapter
200 under the headings of Expendable and Non-Ex
pendable Personal Property.

ARTICLE I-LIAISON
All liaison with the Government relative to the

rights and responsibilities Incurred by virtue of this
Grant shall be through the post with the Office of
Overseas SChools of the Department.

ARTICLE II-PERFORMANCE
1. The Grantee certifies that the Grantee has the

capability to plan. organize. and make all the ar
rangements necessary to carry out the educational
activities and projects in connection with the Grant.

2. The Grantee certifies that adequate progress
can be made to Initiate the obligation of each line
Item specified In this Grant not later than the aca
demic year following the fiscal year In which the
funds are granted by the Govemment.

3. The Grantee agrees. as a condition of receiving
this Grant. to accept as students. at no m0f8 than
the schoo/'s normal tuition rates: all dependent chilo
dren of U.S. citizens engaged In carrying out Gov
ernment activities who request admission and are
able to meet the school's standards of admission.

4. The Grantee warrants that no person or selling
agency has been employed or retained to solicit or
secure this agreement upon an agreement or under
standing for a commission. percentage. brokerage.
or contingent fee. For breach or violation of this war
ranty. the Government shall have the right to annul
this agreement without liability or In Its discretion to
deduct from the amount of the Grant or otherwise
recover the full amount of such commission. per
centage, brokerage. or contingent fee.

5. The Grantee shall not. except with the consent
of the post and the Department (A/OS). transfer or
assign any part of the sum made available,hereby to
another individual, institution. or organization for the
performance of the functions, duties, or obligations
assumed herein by the Grantee.

•

•

•
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6. The Grantee agrees that In connection with
transportation paid for with funds made available un
der this agreement, an travel will normally be per
formed In accordance with Federal Travel Regula
tions. In extenuating circumstances which must.be
justified In writing by the Grantee, travel may be per
formed as specifically authorized In advance by the
Department (AlOS). The Grantee shall assure the
use of United States Aag airlines and/or United
States Aag vessels unless they are not available or
their use Is not feasible, and such funds may be
used only to provide less than first-class accommo
dations except as provided for In 6 FAM 146.3, as
amended from tn to time.

7. The funds provided pursuant to this Grant shall
be disbursed by the embassy through reimburse
ment for direct costs Incurred (excluding any of the
Grantee's overhead expenses) by the Grantee In
carrying out the aforementioned approved pur
poses, and within the maximum time limitation set
forth In Article I of the Grant. Reimbursement will be
limited to direct costs for which obligations for said
purposes are Incurred by the Grantee from and after
the effective date of this Grant. No Indirect costs will
be reimbursed under this Grant.

8. In the event that the time prescribed should
prove Insufficient for the Grantee to perform the pur
poses lilted in the Grant, the Department (AlOS)
may authorize such extension of the period of the
agreement as It may deem advisable. The Grantee
Is responsible for assuring that 'requests for exten
sion of periods of the Grant are submitted to the
post sufficiently prior to the expiration of the date
shown In Article I of the Grant to allow for processing
by the post and the Department. Extension will be
effective upon written notice from the post.

9. If the Grantee fails to abide by any of the condi
tions set forth In this agreement or if the Govern
ment deems It In the best Interest of the United.
States to terminate this agreement, the Govemment
may so terminate it by giving the Grantee not less
than ten days' notice In writing, except In case of
emergencies. In the event that this agreement Is
terminated, the Grantee shall Immediately terminate
any contracts or other obligations which It may have
entered into and shall return to the Government any
balance of funds received from the Government
which Is unused and found to be unnecessary to
liquidate outstanding obligations.

10. Nothing contained in this agreement shall be
construed as creating a contractual relationship be
tween the Government and any person, contractor.

or subcontractor employed or retained by the
Grantee.

11. The Grantee agrees to maintain a responsi
bly-governed Institution which is organized In accor
dance with accepted practices for schools of its
.type, with final authority over policy, finances, and

.. other fundamental aspects of administration duly
vested In a competent board of responsible per
sons, Including representation by United States citi
zens.

12. The Grantee, through the exercise of sound
management and fiscal policies by Its goveming
body, agrees to follow financial policies which give
reasonable certainty that the school will be capable
of sustaining operations out of tuition or other school
Income. The Grantee shall have performed an an
nual audit of the books and records pertaining to
Government grants, Including a determination that
the funds granted by this agreement have been ex
pended In conformance with the agreement provi
sions. Such an audit may be performed by (1) a
local auditing firm, (2) a qualified accountant or ac
countants on the administrative staff at post, or (3)
such other qualified accountant personnel as may
be approved by the post. A copy of said audit will
be provided· to the Department (AlOS).

13. The Grantee agrees to endeavor to offer a
well-rounded program of studies In which instruction
Is provided In the English language, and will en
deavor to maintain teacher and academic standards
which approximate In quality those in comparable
public elementary and/or secondary schools In the
United States.

14. The Grantee agrees to offer the type of cur
riculum and Instruction which will reflect United
States theory and practice In education to the most
ressonable extent practicable In consideration of (1)
the location abroad. (2) local laws and regulations,
and (3) the. needs of the student body as a whole.

15. The Grantee agrees that, when U.S. citizens
are considered for employment, the Grantee will not
discriminate against any employee or applicant, be
cause of race, color, religion, sex. national origin, or
mental or physical handicap. The Grantee agrees to
take affirmative action to Insure that such persons
are treated without regard to their race, color. relig
Ion, sex, national origin, or mental or physical handi·
cap.

16. Procurement of services, equipment, materi
als, and supplies authorized under this Grant shall be
in accordance with AID regulations.
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ARTICLE III-PAYMENT
1. Except as provided for in paragraph 2, below,

reimbursement of expenditures incurred pursuant to
this Grant shall be effected through the presentation
by the Grantee to the post certifying officer of a dIs
bursing office voucher, Form FS-455, Purchase Or
der, Receiving Report and Voucher, In triplicate, list
Ing the expenditures for which reimbursement Is
claimed, accompanied by supporting documenta
tion.

2. The post, upon request of the Grantee, may
make an advance of an amount,not to exceed two
months' estimated costs, subject to the Grantee's
furnishing a blanket fidelity bond or other security
acceptable to the post and the Department. The
Grantee will submit to the post certifying officer
Form FS-455, Purchase Order, Receiving Report
and Voucher, In four copies, properly executed, re
questing an advance of funds. Thereafter, the post
will reimburse the Grantee, upon receipt of a prop
erly documented request, an amount equal to re
ported expenditures, In order to replenish the ad
vance fund on an Imprest basis. until such time as
the total of reimbursements effected, added to the
initial advance, equals the amount of the Grant
stated. Thereafter, vouchers for expenditures sub
mitted by the Grantee will not be reimbursed but will
be applied to liquidate the remaining outstanding ad
vance. In the event that the total amount of subse-"
quent vouchers is Insufficient to liquidate the amount
of the outstanding advance, the Grantee will refund
the difference ~o the Government.

ARTICLE IV-FINANGIAL ACCOUNT
ABILITY AND REPORTING

1. The Grantee shall, where practicable, maintain
one bank account for all funds provided under Gov
ernment grants, regardless of the authority under
which the funds are granted. The Grantee shall,
however, maintain a separate accounting record for
this Grant. The Grantee shall not commingle Govern
ment grant funds or accounts with those of any
other of its operations. "

2. The Grantee agrees not to furnish, advance,
lend, pledge, or otherwise divert Grant funds, credit,
or property made available by the Government to
other operations of the Grantee or other persons or
institutions except as approved in advance by the
post and the Department.

3. The Grantee agrees that the post, Department,
or the Comptroller General of the United States, or
any of their duly authorized representatives, shall
have access to and the right to examine any books,
documents, papers. and records of the Grantee
pertaining to the purposes of this Grant during the
term of this agreement. Furthermore, the Grantee
shall maintain such records until the expiration of
three (3) years after final or terminal payment under
this agreement and during this period the post, De
partment, or the Comptroller General of the United
States shall have access to and the right to examine
such records.

4. Within the total amount specified in this Grant,
the Individual line Items set forth in Article II, para
graph 2 of the Grant for the purposes listed maybe
Increased or decreased In such a way as not to
change any of the amounts set forth by more than
twenty percent (20%), and only after the written ap
proval of the post is received by the Grantee; two
copies of such approval shall be sent to the Depart
ment (A/OS). If percentage changes greater than
twenty percent (20%) are required, the prior written
approval of the Department (A/OS) shall be ob
tained. In no event, however, may the total amount
of the Grant be exceeded. After approval has been
granted, the post and school shall execute an
amendment to the Grant authorizing the changes.
Copies of grant amendments should be distributed
as indicated In 2 FAM 617.1-8.

5. The purposes described In Article II, paragraph
2 of the Grant, cannot be changed unless approved
In advance by the Department (A/OS). Under no
circumstances can a new purpose be added to the
Grant after the end of the fiscal year in which the
funds are obligated by the Government.

6. In the event any of the funds advanced by the
post to the Grantee are not obligated by the termi
nation date of this agreement, such funds shall be
returned by the Grantee to the Government, except
as provided for In Article II, paragraph 8, above.

7. In the event that interest or other income is
eamed on funds made available to the Grantee pur
suant to this agreement, such interest or other in
come shall become the property of the Government
and shall be p-jd promptly to the Government. Such
interest or other income shall not be used by the
Grantee for additional services under this or any
other agreement.

8. When dollar funds provided under this Grant
are to be converted to local currency before dis
bursement to the Grantee, as determined by the

•

•

•

•
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post, such conversion shall be made by the appro
priate post disbursing officer.

9. The Grantee shall not receive United States
dollars for carrying out the purposes of this agree
ment in any country in which the post disbursing offi
cer holds foreign currencies In excess of the needs
of the Government. except where U.S. dollars are
required to carry out the purposes of the Grant. The
Grantee shall receive all such currencies solely from
the post disbursing officer at the rate of exchange
used by such officer at the time of disbursement.

10. To the extent that the Grantee expends funds
provided by this Grant for purposes not authorized
by the Grant as determined by the Government, It
shall promptly refund or pay to the Government
funds equal to such unauthorized expenditures•.

11. In the event the Grantee must liquidate Its op
eration and is unable to carry out any of the pur
poses of this Grant, all unexpended balances of
funds made available by the Government under the

Grant shall be returned to the Government and all
nonexpendable personal and real property procured
or otherwise acquired by the Grantee with funds
made available by the Government under the Grant
will become the property of the Government, or will
be disposed of In a manner mutually agreed to by
the Government and the Grantee.

12. The Grantee shall submit the following re
ports, In such form as prescribed In 2 FAM 624, as
amended from time to time, to the post for transmit
tal to the Department (Aloo):

a. Quarterly financial reports (JF-61), not later
than thirty (30) days after December 31, March 31,
June 30, and September 30:

b. A final financial report (JF-81), not later than
ninety (90) days after completion of the Grant; and

c. An Overseas Schools Progress and Evaluation
Report (JF-61), In accordance with Instructions on
the form.
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FSAGRANT

GRANT BY

THE GOVERNMENT OF THE UNITED STATES OF AMERICA
DEPARTMENT OF STATE

•

•

•

•

,.------------,
I DATE ENTERED BY A/OS ITo L. .1

r---=----:---:- ---:-:---

PURPOSES AND AMOUNTS

EFFECTIVE PERIOD OF GRANt

22 USC 2701 (Section 29 of the Department of State
Basic Authorities Act of 1956, as amended by the
Foreign Service Act of 1980, PL 96-465)
The Standard Provisions, which are annexed hereto, are
hereby made a part of this Grant.

,.----------.,
.4-4-------1\ NAME OF SCHOOL IL .J

ARTICLE II

ARTICLE I

GRANTEE

AUTHORITY

WHEREAS, the Government desires to give assistance to certain
schools abroad where there is a need to establish, operate and maintain
elementary and secondary school facilities to meet the educational needs
of dependent children of American citizens engaged in carrying out
Government activities, pursuant to the authority contained in 22 USC 2701
(Section 29 of the Department of State Basic Authorities Act of 1958, as
amended by the Foreign Service Act of 1980, PL 96-465); and

WHEREAS, the Grantee meets the criteria established by the United
States Department of State for Qualifying for such assistance as set
forth in the Foreign Affairs Manual (FAM) and other appropriate
authority-. Now, therefore, riM"OUN"T-PROVIDEDBV"A'iOit

1. The Government hereby awards a gran'l=l.'n-afaol"s--,--toDe"'"
paid to the Grantee in accordance with and subject to the terms and
conditions contained in the Standard Provisions annexed to this Grant,
and any amendments thereto. The purposes and amounts set forth below are
in accordance with requests made by the Grantee on Form FS-574 (or other
official request from the po~t).

2. The funds provided herein shall be utilized for the purposes and
in the amounts specified on page 2, subject to change only as provided
for hereinafter in the Standard Provisions of this Grant.

Fromr'Etn"E'Fmts" rrrV (Date of Execution)
L. f.~I/~C.!IQQ!..1

(The period of the Grant will be limited to that time within which
the school can normally be expected to carry out the various purposes of
the Grant.)

llSCAL INFORMATION~ /Grant No.:
Appn. : Date: _
~~i~tme~t : ,. _ _ _ _ _ _ _, ~ (Date of Execution)

g. o. . I ROV OS IOrg. Code: P IDEO BY A/ ,.___ _ ,
Function L. .1 I ENTERED BY POST/SCHOOL I
O~~t L .1
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FSA Grant-Continued

-2-

FSA

Title

____________ Typed Name _

r----------.,
I EXECUTED BY POSTI
I PRINCIPAL OFFICER I
I OR DESIGNEE I
L----T----'

FOR THE GOVERNMENT OF THE
UNITED STATES OF AMERICA

Signature _

r-----------.,
I EXECUTED BY THE I
I APPROPRIATE SCHOOL I

L~!:1~-r----J

FOR THE GRANTEE

r------------., Amounts
.t:PuWrC;PUlQ~S~eS:L~ct------~1 AS PROVIDED BY AlOS 1-1-------t.~jA~y~aJ.i.ulal.l:bl..Ll.AeL.. .J

,/

,/

,/



2 FAM 600
Page No. Effective Date Trans. Hemo. No.
9A-20 as indicated 23:79 AID HANDBOOK 23, App 9A •

STANDARD PROVISIONS OF THE GRANT UNDER THE
MUTUAL EDUCATIONAL AND CULTURAL EXCHANGE ACT

OF 1961, AS AMENDED
(Uniform State/AID/USIA)

DEFINITIONS
As used throughout the Grant. and the Standard

Provisions of the Grant, the following terms shall
have the meanings set forth below:

A. The term -Government- as used herein means
the Government of the United States of America:

B. The term - Department- an used herein means
the United States Department of State:

C. The term -post- as used herein means a For
eign Service establishment In a country In which rep
resentation of the United States Department of State
is maintained:

D. The term -Grantee- refers to an elementary or
secondary school overseas which qualifies for assis
tance pursuant to the criteria stated In the Foreign
Affairs Manual:

E. The terms -grant, - -this grant, - -agreement,
and -this agreement- refer to the signed Grant to
which these Standard Provisions are annexed:

F. The term - Office of Overseas Schools (AlOS)
refers to the Office In the Department which Is re
sponsible for administering the overseas schools
programs of the Department and the Agency for In
ternational Development (AID);

G. Foreign Affairs Manual (FAM) refers to the offi
cial regulations of the Department;

H. The term - obligation - Is defined as a valid
claim against the Grantee(reciplent of the grant) re
sulting from action by an authorized official pursuant
to orders placed, contracts awarded, services.ls
sued, and similar transactions payable;

I. The term -direct costs- refers to any cost
which can be identified specifically with a particular
purpose of the Grant; and

J. The definition of -educational supplies and
equipment- as used herein shall be In accordance
with those set out in 4 FAM 090 and 6 FAM Chapter
200 under the headings of Expendable and Non-ex
pendable Personal Property.

ARTICLE I-LIAISON
All liaison with the Government relative to the

righis and responsibilities incurred by Virtue of this

Grant shall be through the post with the Office of
Overseas Schools of the Department.

ARTICLE II-PERFORMANCE
1. The Grantee certifies that the Grantee has the

capability to plan, organize, and make all the ar
rangements necessary to carry out the educational
activities and projects In connection with the Grant.

2. The Grantee certifies that adequate progress
can be made to Initiate the obligation of each line
Item specified In this Grant not later than the aca
demic year following the fiscal year In which the
funds are granted by the Government.

3. The Grantee agrees, as a condition of receiving
this Grant, to accept as students, at no more than
the school's normal tuition rates, all dependent chil
dren of U.S. citizens-engaged In carrying out Gov
ernment activities who request admission and are
able to meet the school's standards of admission.

4. The Grantee warrants that no person or selling
agency has been employed or retained to solicit or
secure this agreement upon an agreement or under
standing for a commission, percentage, brokerage,
or contingent fee. For breach or violation of this war
ranty, the Govemment shall have the right to annul
this agreement without liability or In Its discretion to
deduct from the amount of the Grant or otherwise
recover the full amount of such commission, per
centage, brokerage, or contingent fee.

5. The Grantee shall not, except with the consent
of the post and the Department (AlOS), transfer or
assign any part of the sum made available,hereby to
another Individual, Institution, or organization for the
performance of the functions, duties, or obligations
assumed herein by the Grantee.

6. The Grantee agrees that In connection with
transportation paid for with funds made available un
der this agreement, all travel will normally be per
formed In accordance with Federal Travel Regula
tions. In extenuating circumstances which must be
justified in writing by the Grantee, travel may be per
formed as specifically authorized /n advance by the
Department (AlOS). The Grantee shall assure the
use of Un/ted Statu Flag airlines and/or United

•

•

•

•



(

2 FAM 600

Trans. Memo. No. Effective Date Page No.

AID HANDBOOK 23, App 9A 23:79 as indicated 9A-21

/

States Flag vessels unless they are not available or
their use is not feasible, and such funds may be
used only to provide less than first-class accommo
dations except as provided for in 6 FAM 146.3, as
amended from time to time.

7. The funds provided pursuant to this Grant shall
be disbursed by the embassy through reimburse
ment for direct costs incurred (excluding any of the
Grantee's overhead expenses) by the Grantee In
carrying out the aforementioned approved pur
poses, and within the maximum time limitation set
forth In Article I of the Grant. Reimbursement will be
limited to direct costs for which obligations for said
purposes are incurred by the Grantee from and after
the effective date of this Grant. No Indirect costs will
be reimbursed under this Grant.

8. In the event that the time prescribed should
prove insufficient for the Grantee to perform the pur
poses listed in the Grant, the Department (A/OS)
may authorize such extension of the period of the
agreement as It may deem advisable. The Grantee
Is responsible for assuring that requests for exten
sion of periods of the Grant are submitted to the
post sufficiently prior to the expiration of the date
shown In Article I of the Grant to allow for processing
by the post and the Department. Extension win be
effective upon written notice from the post.

9. If the Grantee fails to abide by any of the condi
tions set forth in this agreement or if the Govern
ment deems it In the best Interest of the United
States to terminate this agreement, the Govemment
may so terminate it by giving the Grantee not less

.than ten days'. notice in writing, except in case of
emergencies. In the event that this agreement Is
terminated, the Grantee shall immediately terminate
any contracts or other obligations which it may have
entered Into and shall return to the Government any
balance of funds received from the Govemment
which is unused and found to be unnecessary to
liquidate outstanding obligations.

10. Nothing contained in this agreement shall be
construed as creating a contractual relationship be
tween the Government and any person, contractor,
or subcontractor employed or retained by the
Grantee.

11. The Grantee agrees to maintain a responsi
bly-governed institution which is organized in accor
dance with accepted practices for schools of Its
type, with final authority over policy, finances, and
other fundamental aspects of administration duly
vested In a competent board of responsible per
sons, Including representation by United States citi
zens.

12. The Grantee, through the exercise of sound
management and fiscal policies by Its governing
body, agrees to follow financial policies which give
reasonable certainty that the school will be capable
of sustaining operations out of tuition or other school
Income. The Grantee shall have performed an an
nual audit of the books and records pertaining to
Government grants, InclUding a determination that
the funds granted by this agreement have been ex
pended In conformance with the agreement provi
sions. Such an audit may be performed by (1) a
local auditing firm, (2) a Qualified accountant or ac
countants on the administrative staff at post, or (3)
such other Qualified accountant personnel as may
be approved by the post. A copy of said audit will
be provided to the Department (A/OS).

13. The Grantee agrees to endeavor to offer a
well-rounded program of studies In which instruction
is provided In the English language, and will en
deavor to maintain teacher and academic standards
which approximate In Quality those In comparable
public elementary and/or secondary schools in the
United States.

14. The Grantee agrees to offer the type of cur
riculum and Instruction which will reflect United
States theory and practice In education to the most
reasonable extent practicable In consideration of (1)
the location abroad. (2) local laws and regulations,
and (3) the. needs of the student body as a whole.

15. The Grantee agrees that, when U.S. citizens
are considered for employment, the Grantee will not
discriminate against any employee or applicant, be
cause of race, color, religion, sex, national origin, or
mental or physical handicap. The Grantee agrees to
take affirmative action to Insure that such persons
are treated without regard to their race, color, relig
Ion, sex, national origin, or mental or physical handi
cap.

16. Procurement of services, equipment, materi
als, and supplies authorized under this Grant shall be
in accordance with AID regulations.

ARTICLE III-PAYMENT
1. Except as provided for in paragraph 2, below,

reimbursement of expenditures incurred pursuant to
this Grant shall be effected through the presentation
by the Grantee to the post certifying officer of a dis
bursing office voucher, Form FS-455. Purchase Or
der, Receiving Report and Voucher, in triplicate, list
ing the expenditures for which reimbursement is
claimed, accompanied by supporting documenta
tion.
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2. The post, upon request of the Grantee, may
make an advance of an amount,not to exceed two
months" estimated costs, subject to the Grantee's
furnishing a blanket fid.ellty bond or other security
acceptable to the post and the Depanment. The
Grantee will submit to the post cenlfylng officer
Form FS-455, Purchase Order, Receiving Repon
and Voucher, In four copies, properly executed,' re
questing an advance of funds. Thereafter, the post
will reimburse the Grantee, upon receipt of a prop
erlY documented request, an amount equal to re
poned expenditures, in order to replenish the ad
vance fund on an imprest basis, until such time as
the total of reimbursements effected, added to the
Initial advance, .equals the amount of the Grant
stated. Thereafter, vouchers for expenditures sub
mitted by the Grantee will not be reimbursed but will
be applied to liquidate the remaining outstanding ad
vance. In the event that the total amount of subse
quent vouchers is insufficient to liquidate the amount
of the outstanding advance, the Grantee will refund
the difference to the Government.

ARTICLE IV-FINANCIAL ACCOUNT·
ABILITY AND REPORTING

1. The Grantee shall, where practicable. maintain
one bank account for all funds provided under Gov
ernment grants. regardless of the authorlty under
which the funds are granted. The Grantee shall,
however. maintain a separate accountirig record for
this Grant. The Grantee shall not commingle Govern
ment grant funds or accounts with those of any
other of its operations. .

2. The Grantee agrees not to fumlsh, advance.
lend. pledge. or otherwise diven Grant funds. credit.
or property made available by the Government to
other operations of the Grantee or other persons or
institutions except as approved in advance by the
post and the Depanment.

3. The Grantee agrees that the post, Depanment,
or the Comptroller General of the United States. or
any of their dUly authorized representatives, shall
have access to and the right to examine any books.
documents. papers, and records of the Grantee
penaining to the purposes of this Grant during the
term of this agreement. Funhermore, the Grantee
shall maintain such records until the expiration of
three (3) years after final or terminal payment under
this agreement and during this period the post. De
panment, or the Comptroller General of the United
States shall have access to and the right to examine
such records.

4. Within the total amount specified In this Grant.
the Individual line Items set fonh In Anlcle II. para

.graph 2 of the Grant for the purposes listed maybe
Increased or decreased In such a way as not to
change any of the amounts set fonh by rnore than
twenty percent (20%), and only after the written ap
proval of the post Is received by the Grantee: two
copies of such approval shall be sent to the Depan
ment (A/OS). If percentage changes greater than
twenty percent (20%) are required. the prior written
approval of the Depanment (A/OS) shall be 0b
tained. In no event. however. may the total amount
of the Grant be exceeded. After approval has been
granted. the post and school shall execute an
amendment to the Grant authorlzlng the changes.
Copies of grant amendments should be distributed
as Indicated In 2 FAM 617.1-8.

5. The purposes described In Anlcle II, paragraph
2 of the Grant, cannot be changed unless approved
In advance by the Depanment (A/OS). Under no
circumstances can a new purpose be added to the
Grant after the end of the fiscal year In which the
funds are obligated by the Government.

6. In the event any of the funds advanced by the
post to the Grantee are not obligated by the termi
nation date of this agreement. such funds shall be
returned by the Grantee to the Government. except
as provided for In Anlcle II. paragraph 8, above.

7. In the. event that Interest or other Income Is
eamed on funds made available to the Grantee pur
suant to this agreement. such Interest or other In
come shall become the property of the Government
and shall be paid promptly to the Govemment. Such
Interest or other Income shall not be used by the
Grantee for additional services under this or any
other agreement.

8. When dollar funds provided under this Grant
are to be convened to local currency before dis
bursement to the Grantee, as determined by the
post, such conversion shall be made by the appro
prlate post disbursing officer.

9. The Grantee shall not receive United States
dollars for carrying out the purposes of this agree
ment In any country In which the post disbursing offi
cer holds foreign currencies In excess of the needs
of the Government, except where U.S. dollars are
required to carry out the purposes of the Grant. The
Grantee shall receive all such currencies solely from
the post disbursing officer at the rate of exchange
used by such officer at the time of disbursement.

10. To the extent that the Grantee expends funds
provided by this Grant for purposes not authorized
by the Grant as determined by the Government, It

•

•

•

•
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shall promptly refund or pay to the Government
funds equal to such unauthorized expenditures.

11. In the event the Grantee must liquidate Its 0p

eration and is unable to carry out any of the pur
poses of this Grant. all unexpended balances of
funds made available by the Government under the
Grant shall be returned to the Govemment and all
nonexpendable personal and real property procured
or otherwise acquired by the Grantee with funda
made available by the Government under the Grant
will become the property of the Government. or will
be disposed of in a manner mutually agreed to by
the Government and the Grantee.

12. The Grantee shall submit the following re
ports. in such form 8S preacribed in 2 FAM 824. as
amended from time to time. tott\8 post for transmit·
tal to the Department (AIDS):

a. Quarterty financial reports (JF-61). not later
than thirty (30) days after December 31. March 31.
June 30. and September 30;

b. A final financial report (JF-61). not later than
ninety (90) days after completion of the Grant; and

c. An Overseas Schools Progress and Evaluation
Report (JF-81). In accordance with Instructions on
the form.
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MECEAGRANT

MECEA

WHEREAS, the Grantee meets the criteria established by the United
States Department of State for qualifying for such assistance as set
forth in the Foreign Affairs Manual (FAM) and other appropriate authority.
Now, therefore, r;;OUN,.-P~OV;D"i;BY-~OS"

1. The Government hereby awards a grant-i~~ii;f-I-.::f..-~-b-;-'"
paid to the Grantee in accordance with and subject to the terms and
conditions contained in the Standard Provisions annexed to this Grant,
and any amendments thereto. The purposes and amounts set forth on

•

•

•

•

that tilll8 within which
the various purposes of

r-----------.,
I DATE ENTERED BY AIOS I'- .1

PURpoSES AND AMOUNTS

EffECTIVE PERIOQ Or GRANT

The Standard Provisions, which are annexed hereto, are
hereby made a part of this Grant.

GRANT BY

THE GOVERNMENT OF THE UNITED STATES OF AMERICA

DEPAR'I'MENT OF STATE

r---------.,
:4C----....1 NAME OF SCHOOL I'- .1

Mutual Educational and Cultural Exchange Act of 1&81,
as amended, Section 102

ARTICLE II

ARTICLE I

Atm!QRITX

GMNIEE

WHEREAS, the Government desires to increase mutual understandinc
between the people of the United States and the people of other
countries by (a) financing studies, instruction and other educational
activities of and for citizens and nationals of foreign countries in
American schools and institutions of learning abroad: and (b) assistinc
in the establishment, expansion, maintenance and operation of schools and
institutions of learning abroad, founded, operated, or sponsored by
citizens or nonprofit institutions of the United States, includinc such
schools and institutions serving as demonstration centers for IlI8thods and
practices employed in the United States, pursuant to applicable
provisions of the Mutual Educational and Cultural Exchange Aot of 1i8l,
as amended; and

;;;~"::FQ7!QB~ L Gr~at~t:o'-:-(-D-a-t-e-of-E-x-e-c-u-t-i-O-n-)-
Oblig. No. :
Org. Code: r-- -- ---., r--- ---------.,
Function I PROVIDED BY A/OS I I ENTERED BY POST/SCHOOL IObject '- .1 '- .1

Sub-Qbject

From --:' --~-- To
,ENTEREDBY-1;r (Date of Execution)
L~§!!fi.C.!::!Q.O.!-.I

(The period of the Grant will be limited to
the school can normally be expected to carry out
the Grant.)
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MECEA Grant-Continued

-2-

MECEA

Title

______________ Typed Name _

,.----------.,
I EXECUTED BY POST I
I PRINCIPAL OFFICER I
I OR DESIGNEE I
L----1,------'

FOR 1liE GOVERNMENT OF niE
UNITED STATES OF AMERICA

Signature _

,.-----------.,
I EXECUTED BY THE I
I APPROPRIATE SCHOOL I
I OFFICIAL I
L---

T
------·

FOR 1liE GRANTEE

2. The funds provided herein shall be utilized for the purposes and
in the amounts specified below, subject to change only as provided for here
inafter in the Standard Provisions of this Grant.

page 2 are in accordance with requests made by the Grantee on Form FS-574 (or
other official request from the post).

,.-----------., Amounts
r:Puu.;rtlD2SQUSi.i:e!.:is~C--------f1 AS PROVIDED BY A/OS "'1-----....... Avai labIeL ..1

/
I
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STANDARD PROVISIONS OF THE GRANT UNDER THE
FOREIGN ASSISTANCE ACT OF 1961, AS AMENDED

(Uniform State/AID/USIA)

DEFINITIONS
As used throughout the Grant, and the Standard

Provisions of the Grant, the following terms shall
have the meanings set forth below:

A. The term -Government- as used herein means
the Government of the United States of America:

B. The term -Department" an used herein means
the United States Department of State;

C. The term -post" as used herein means a For
eign Service establishment in a country In which rep
resentation of the United States Department of State
is maintained;

D. The term -Grantee- refers to an elementary or
secondary school overseas which qualifies for assis
tance pursuant to the criteria stated in the Foreign
Affairs Manual:

E. The terms "grant," "this grant," "agreement,"
and "this agreement" refer to the signed Grant to
which these Standard Provisions are annexed:

F. The term - Office of Overseas Schools (A/OS)
refers to the Office in the Department which Is re
sponsible for administering the overseas schools
programs of the Department and the Agency for In
ternational Development (AID):

G. Foreign Affairs Manual (FAM) refers to the offi
cial regulations of the Department:

H. The term "obligation" is defined as a valid
claim against the Grantee(recipient of the grant) re
sulting from action by an authorized official pursuant
to orders placed, contracts awarded, services is
sued, and similar transactions payable:

I. The term "direct costs" refers to any cost
which can be identified specifically with a particular
purpose of the Grant: and

J. The definition of -educational supplies and
equipment" as used herein shall be in accordance
with those set out in 4 FAM 090 and 6 FAM Chapter
200 under the headings of Expendable and Non-Ex
pendable Personal Property.

ARTICLE I-LIAISON
All liaison with the Government relative to the

rights and responsibilities incurred by virtue of this
Grant shall be through the post with the Office of
Overseas Schools of the Department.

ARTICLE II-PERFORMANCE
1. The Grantee certifies that the Grantee has the

capability to plan, organize, and make all the ar
rangements necessary to carry out the educational
activities and projects in connection with the Grant.

2. The Grantee certifies that adequate progress
can be made to Initiate the obligation of each line
item specified in this Grant not later than the aca
demic year following the fiscal year in which the
funds are granted by the Government.

3. The Grantee agrees, as a condition of receiving
this Grant, to accept as students, at no more than
the school's normal tuition rates, all dependent chil
dren of U.S. citizens engaged in carrying out Gov
ernment activities who request admission and are
able to meet the school's standards of admission.

4. The Grantee warrants that no person or selling
agency has been employed or retained to solicit or
secure this agreement upon an agreement or under
standing for a commission, percentage, brokerage,
or contingent fee. For breach or violatl....n of this war
ranty, the Government shall have the right to annul
this agreement without liability or In its discretion to
deduct from the amount of the Grant or otherwise
recover the full amount of such commission, per
centage, brokerage, or contingent fee.

5. The Grantee shall not, except with the consent
of the post and the Department (AIDS), transfer or
assign any part of the sum made available ,hereby to
another individual, institution, or organization for the
performance of the functions, duties, or obligations
assumed herein by the Grantee.

6. The Grantee agrees that in connection with
transportation paid for with funds made available un
der this agreement, all travel will normally be per
formed in accordance with Federal Travel Regula
tions. In extenuating circumstances which must be
justified in writing by the Grantee, travel may be per
formed as specifically authorized in advance by the
Department (A/OS). The Grantee shall assure the
use of United States Flag airlines and/or United
States Flag vessels unless they are not available or
their use is not feasible, and such funds may be
used only to provide less than first-class accommo-

•

•

•

•
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dations except as provided for in 6 FAM 146.3, as
amended from time to time.

7. The funds provided pursuant to this Grant shall
be disbursed by the embassy through reimburse
ment for direct costs incurred (excluding any of the
Grantee's overhead expenses) by the Grantee in
carrying out the aforementioned approved pur
poses, and within the maximum time limitation set
forth in Article I of the Grant. Reimbursement will be
limited to direct costs for which obligations for said
purposes are Incurred by the Grantee from and after
the effective date of this Grant. No indirect costs will
be reimbursed under this Grant.

8. In the event that the time prescribed should
prove Insufficient for the Grantee to perform the pur
poses listed in the· Grant, the Department (AlOS)
may authorize such extension of the period of the
agreement as It may deem advisable. The Grantee
is responsible for assuring that requests for exten
sion of periods of the Grant are submitted to the
post sufficiently prior to the expiration of the date
shown In Article I of the Grant to allow for processing
by the post and the Department. Extension will be
effective upon written notice from the post.

9. If the Grantee fails to abide by any of the condi
tions set forth In this agreement or If the Govern
ment deems It In the best Interest of the United
States to terminate this agreement, the Government
may so terminate it by giving the Grantee not less
than ten days' notice in writing, except In case of
emergencies. In the event that this agreement is
terminated, the Grantee shall immediately terminate
any contracts or other obligations which it may have
entered into and shall return to 1he Govemment any
balance of funds received from the Government
which is unused and found to be unnecessary to
liquidate outstanding obligations.

10. Nothing contained in this agreement shall be
construed as creating a contractual relationship be
tween the Government and any person, contractor,
or subcontractor employed or retained by the
Grantee.

11. The Grantee agrees to maintain a responsi
bly-governed institution which is organized in accor
dance with accepted practices for schools of its
type, with final authority over policy, finances, and
other fundamental aspects of administration duly
vested in a competent board of responsible per
sons, including representation by United States citi
zens.

12. The Grantee, through the exercise of sound
management and fiscal policies by its governing
body, agrees to follow financial policies which give

reasonable certainty that the school will be capable
of sustaining operations out of tuition or other school
Income. The Grantee shall have performed an an
nual audit of the books and records pertaining to
Government grants, including a determination that
the funds granted by this agreement have been ex
pended in conformance with the agreement provi
sions. Such an audit may be performed by (1) a
local auditing firm, (2) a qualified accountant or ac
countants on the administrative staff at post, or (3)
such other qualified accountant personnel as may
be approved by the post. A copy of said audit will
be provided to the Department (A/OS).

13. The Grantee agrees to endeavor to offer a
well-rounded program of studies in which instruction
is provided In the English language, and will en
deavor to maintain teacher and academic standards
which approximate In quality those In comparable
public elementary and/or secondary schools In the
United States.

14. The Grantee agrees to offer the type of cur
riculum and instruction which will reflect United
States theory and practice in education to the most
reasonable extent practicable in consideration of (1)
the location abroad, (2) local laws and regulations,
and (3) the needs of the student body as a whole.

15. The Grantee agrees that, when U.S. citizens
are considered for employment, the Grantee will not
discriminate against any employee or app!!canl, be
cause of race, color, religion, sex, national origin, or
mental or physical handicap. The Grantee agrees to .
take affirmative action to insure that such persons
are treated without regard to their race, color, relig
Ion, sex, national origin, or mental or physical handi
cap.

16. Procurement of services, equipment, materi
als, and supplies authorized under this Grant shall be
in accordance with AID regulations.

ARTICLE III-PAYMENT
1. Except as provided for in paragraph 2, below,

reimbursement of expenditures incurred pursuant to
this Grant shall be effected through the presentation
by the Grantee to the post certifying officer of a dis
bursing office voucher, Form FS-455, Purchase Or
der, Receiving Report and Voucher, In tripUcate, list
ing the expenditures for which reimbursement is
claimed, accompanied by supporting documenta
tion.

2. The post, upon request of the Grantee, may
make an advance of an amount,not to exceed two
months' estimated costs, subject to the Grantee's
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furnishing a blanket fidelity bond or other security
acceptable to the post and the Department. The
Grantee will submit to the post certifying officer
Form FS-455, Purchase Order, Receiving Report
and Voucher, in four copies, properly executed, re
questing an advance of funds. Thereafter, the post
will reimburse the Grantee, upon receipt of a prop
erly documented request, an amount equal to re
ported expenditures, in order to replenish the ad
vance fund on an imprest basis, until such time as
the total of reimbursements effected, added to the
initial advance, equals the amount of the Grant
stated. Thereafter, vouchers for expenditures sub
mitted by the Grantee will not be reimbursed but will
be applied to liquidate the remaining outstanding ad
vance. In the event that the total amount of subse
quent vouchers is Insufficient to liquidate the amount
of the outstanding advance, the Grantee will refund
the difference to the Government.

ARTICLE IV-FINANCIAL ACCOUNT·
ABILITY AND REPORTING

1. The Grantee shall, where practicable, maintain
one bank account for all funds provided under Gov
ernment grants, regardless of the authority under
which the funds are granted. The Grantee shall,
however, maintain a separate accounting record for
this Grant. The Grantee shall not commingle Govern
ment grant funds or accounts with those of any
other of its operations.

2. The Grantee agrees not to furnish, advance,
lend, pledge, or otherwise divert Grant funds, credit,
or property made available by the Government to
other operations of the Grantee or other persons or
institutions except as approved in advance by the
post and the Department.

3. The Grantee agrees that the post, Department,
or the Comptroller General of the United States, or
any of their duly authorized representatives, shall
have access to and the right to examine any books,
documents, papers, and records of the Grantee
pertaining to the purposes of this Grant during the
term of this agreement. Furthermore, the Grantee
shall maintain such records until the expiration of
three (3) years after final or terminal payment under
this agreement and during this period the post, De
partment, or the Comptroller General of the United
States shall have access to and the right to examine
such records.

4. Within the total amount specified in this Grant,
the individual line items set forth in Article II, para
graph 2 of the Grant for the purposes listed maybe

increased or decreased in such a way as not to
change any of the amounts set forth by more than
twenty percent (20%), and only after the written ap
proval of the post is received by the Grantee; two
copies of such approval shall be sent to the Depart
ment (A/OS). If percentage changes greater than
twenty percent (20%) are required, the prior written
approval of the Department (A/OS) shall be ob
tained. In no event, however, may the total amount
of the Grant be exceeded. After approval has been
granted, the post and school shall execute an
amendment to the Grant authorizing the changes.
Copies of grant amendments should be distributed
as indicated In 2 FAM 617.1-6.

5. The purposes described In Article II, paragraph
2 of the Grant. cannot be changed unless approved
In advance by the Department (A/OS). Under no
circumstances can a new purpose be added to the
Grant efter the end of the fiscal year in which the
funds are obligated by the Government.

6. In the event any of the funds advanced by the
post to the Grantee are not obligated by the termi
nation date of this agreement, such funds shall be
returned by the Grantee to the Government, except
as provided for in Article II, paragraph e. above.

7. In the event that interest or other Income is
earned on funds made available to the Grantee pur
suant to this agreement, such interest or other in
come shall become the property of the Government
and shall be paid promptly to the Government. Such
interest or other income shall not be used by the
Grantee for additional services under this or any
other agreement.

e. When dollar funds provided under this Grant
are to be converted to local currency before dis
bursement to the Grantee. as determined by the
post. such conversion shall be made by the appro
priate post disbursing officer.

9. The Grantee shall not receive United States
dollars for carrying out the purposes of this agree
ment in any country in which the post disbursing offi
cer holds foreign currencies in excess of the needs
of the Government, except where U.S. dollars are
required to carry out the purposes of the Grant. The
Grantee shall receive all such currencies solely from
the post disbursing officer at the rate of exchange
used by such officer at the time of disbursement.

10. To the extent that the Grantee expends funds
provided by this Grant for purposes not authorized
by the Grant as determined by the Government, it
shall promptly refund or pay to the Government
funds equal to such unauthorized expenditures.

•

•

•

•
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11. In the event the Grantee must liquidate its op
eration and Is unable to carry out any of the pur
poses of this Grant. all unexpended balances of
funds made available by the Govemment under the
Grant shall be returned to the Government and all
nonexpendable personal and real property procured
or otherwise acquired by the Grantee with funds
made available by the Government under the Grant
will become the property of the Government, or will
be disposed of in a manner mutually agreed to by
the Government and the Grantee.

12. The Grantee shall submit the following re
ports, in such form as prescribed in 2 FAM 624, as
amended from time to time, to the post for transmit
tal to the Department (AlOS):

a. Quarterty financial reports (JF-61). not later
than thirty (30) days after December 31. March 31.
June 30. and September 30;

b. A final financial report (JF-61). not later than
ninety (90) days after completion of the Grant: and

c. An Overseas SChools Progress and Evaluation
Report (JF-61). in accordance with Instructions on
the form.



2 FAM 600
Page No. Effective Date Trans. Hemo. No.
9A-30 as indicated 23:79 AID HANDBOOK 23, App 9A )

FAA GRANT

FAA

FISCAL INFORMATION~ LGrant No.:
Appn. : Date: _
A~totment : ,. ., '" (Date of Execution)
00 i

g
C' !fd

o
.: I PROVIDED BY A/OS I ,.---~---------.,rg. 0 e . L..' I

Function - - - - - - - - -.. I ENTERED BY POST/SCHooLObject L.. .J

/

/

\
j

/

\

PURPOSES AND AMOUNTS

The Standard Provisions, which are annexed hereto, are
hereby made a part of this Grant.

GRANT BY

THE GOVERNMENT OF THE UNITED STATES OF AMERICA
DEPARTNENT OF STATE

,.---------.,
:4-C-----!, NAME OF SCHOOL IL.. .J

Foreign Assistance Act of 1961, as amended, Section 636 (d).

ARTICLE II

ARTICLE I

GRANIEE

AUTHORITY

WHEREAS, the Government desires to provide assistance to schools
established, or to be established, outside the United States in providing
for the education of dependents or personnel carrying out activities
authorized by the Foreign Assistance Act ot 1961, as amended, and depend
ents of other United States Government personnel, pursuant to Section
636 (d) of th,,, Act; and

WHEREAS. the Grantee meets the criteria established by the United
States Department of State for Qualifying for such assistance as set forth
in the Foreign Affairs Manual (FAM) and othe~.!eP!.o.Erl!.t!!..!u.!~!:.i!y..:._~ow,

therefore, I AMOUNT PROVIDED BY A/OSI

1. The Government hereby awards a gr~t:~=-a7d-~~--+--t~~~
paid to the Grantee in accordance with and subject to the terms and
conditions contained in the Standard Provisions annexed to this Grant,
and any amendments thereto. The purposes and a=ounts set forth below are
in accordance with requests made by the Grantee on Form FS-574 (or other
official request from the post).

2. The funds provided-herein shall be utilized for the purposes and
in the amounts s~ecified on page 2, subject to change only as provided
for hereinafter in the Standard Provisions of this Grant.

EFFECTIVE PERIOD or GMNI ,.-------------.,
I DATE ENTERED BY A/OS IFrom ...,....- To L.. .J

I~NT;R~D.w-"V? (Date of Execution)

Lf.Q!)I!§.C.tIQ.Ol-J
(The period of the Grant will be limited to that time within which

the school can normally be expected to carry out the various purposes ot
the Grant.)
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FAA Grant-Continued

-2-

Title

FAA

____________ Typed Name _

FOR THE GOVERNMENT OF THE
UNITED STATES OF AMERICA

r----------.,
I EXECUTED BY POST I
I PRINCIPAL OFFICER I
I OR DESIGNEE I·----r----·

Signature _

r-----------.,
I EXECUTED BY THE I
I APPROPRIATE.SCHOOL I
I OFFICIAL I

·----T-~---·

FOR THE GRANTEE·

r-----------., AIIIOunts
f:Puwrp~Q~!'!e=.l!'!l'lICf------~1 AS PROVIDED BY AlOS !,"I------i.~~A~y.l.Ai1..l1L.l1"~b.l.DloL .J
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FSA GRANT AMENDMENT

This agreement amends Crant Agreement No. "SA _
executed on I as tollows:

All other provisions ot the original OrantAgreement (and
Amendment No. , it appropriate) remain unchanged.

r-------------.,
I TEXT OF AMENDMENT I
lAS AUTHORIZED BY AlOS I

•

•

•

•

r----------.,
I EXECUTED BY POST I
I PRINCIPAL OFFICER I
I OR DESIGNEE IL_________ .J

FOR THE GOVERNMENT OF THE
UNITED STATES OF AMERICA

Signature

Typed Name

Title

L .J

22 USC 2701 (Section 29 ot the Department ot State
Basic Authorities Act ot 1958, as amended b~ the
Foreign Service Act ot 1980, PL 96~85)

r---------.,
---~-~~I NAME OF SCHOOL IL -'

GRANT BY

THE GOVERNMENT OF THE UNITED STATES OF AMERICA

DEPAR'1'MENT 0" STATE

FOR THE GRANTEE

AlTIHORID'

GMNIEE

FISCAL INFORMATION~ Lorant No. "SA
Appn. : AIIIendment No.
Allotment: .
Obl1 N' r--- -- ----,
Org.gcod~·· I AS ON THE ORIGINALI Date ot AIIIendment --- _

~bj;~ton L~~~T ~~~~E~·LJ

r-----------,
I BY THE APPROPRIATE I
I SCHOOL OFFICIAL I___________ .J
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MECEA GRANT AMENDMENT

This agreement amends Grant Agreement No. USIA/ECA _
executed on I as follows:

All other provisions of the original Grant Agreement (and
Amendment No. , if appropriate) remain unchanged.

FISCAL INFQRlMTION~ LGrant No. USIA/EtA

Appn. : Amendment No.
Allotment : --------
gblig

c. NdO.: r;:S-ON-THE ~IG~ALI Date ot'Amendment _
rg. 0 e . I I

O
FUbr;'cttion: ,-~~N!.~~~MEN!..~

Jec :
Sub-Qbject:

r----------.,
I EXECUTED BY POST I
I PRINCIPAL OFFICER I
I OR DESIGNEE I'---------- ..

FOR THE GOVERNMENT OF THE
UNITED STATES OF AMERICA

Signature

Typed Name

Title

r-------------.,
I TEXT OF AMENDMENT I
I AS AUTHORIZED BY AlOS I.
'---------- .1

Mutual Educational and Cultural Exchange Act of 1981,
as amended, Section 102.

r---------.,
-----~~I NAME OF SCHOOL I

'----------~

GRANT BY

THE GOVERNMENT OF THE UNITED STATES OF AMERICA

DEPARTMENT or STATE

FOR THE GRANTEE

AtrrHQRITX

GRANTEE

r-----------.,
I BY THE APPROPRIATE I
I SCHOOL OFFICIAL I-- .1
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FAA GRANT AMENDMENT

This agreement amends Grant Agreement No. FAA _
executed on • as follows:

All other provisions of the original Orant Agreement (and
Amendment No. • if appropriate) remain unchanged.

FISCAL INFORMATIQN~ Lorant No. FAA
Appn. : Amendment No.
Allotment:
Obli N' 1"'-- -- ----.,
Org. gC:Od~' . I AS ON THE ORIGINAL I Date of Amendment -------
~bj;~~on L~~_N!D~~~ENT_J

•

•

•

•

r----------.,
I EXECUTED BY POST ,
I PRINCIPAL OFFICER I
I OR DESIGNEE IL .J

FOR THE GOVERNMENT OF THE
UNITED STATES OF AMERICA

Signature

Typed Name

Title

r-------------.,
, TEXT OF AMENDMENT ,
I AS AUTHORIZED BY AlOS IL .J

Foreign Assistance Act of 1981, as amended. Section 838 d.

,.---------,
----...-.t)ll NAME OF SCHOOL IL -'

GRANT BY

THE OOVERNMENT or THE UNITED STATES or AMERICA

DEPARTMENT OF STATE

FOR THE GRANTEE

AUTHORITX

GRANTEE

r-----------.,
I BY THE APPROPRIATE ,
I SCHOOL OFFICIAL I___________ .J
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FORM JF-45
APPROVAL OF FUNDING TO SUPPORT SPECIAL EDUCATIONAL PROGRAMS

OU"",...INT 0' IT.".
APPROVAL OF FUNDING TO SUPPORT SPECIAL EDUCATIONAL PROGRAMS

PLAN FOR ACTIVITIES DURING "_.'8_SCHOOL VEAR

OVERSEAS 'OST

OVIRSIAS ICHOOL

~: Int'l. School of Anywhere

Ad4NM: • 47 XYZ Blvd.

;....... "-"'Ill. ,. Pr......: John Doe

NAM! ANO AOQftUS 0' C:OOrlAATING ICHOOL &vITI" OR UNIVlRIITY 'N
THI UNITIO ITATIII!f.!!r!1:

p----------------------------------.tCOKPLETE FOR SCHooL-TQ-SCBooL, OR :
I UNIVERSITY-To-SCHOOL PROGRAM IL !

NOlI G_'__ .........ido ......................._ ..... YWI FAA-205B-B20000

NOTE: A IEPARATE .1'4 'ORM MUIT II PREPARED FOfIlIACH IPECIAL EDUCATIONAL PROOItAM '0" WHICH
, AJOI GRANT 'UI't'O"T HAl 'UN PROVIDED.

1L 1 __- "_ O-'AnaII Z. ieNf ·
IlftcIvde~__I: .

r--------------------------------~I COpy VBRBATIM FRctI THE GRANT I
I DOCUMENT, THE RELEVANT PURPOSE •L J

1~ ',OlIide ~liOft .....-.......UNM of _1,,11'" Irl __Irl INa _ .......,~ _.."""*' lHldIr ..-d. It Ie ••_'..."..,.. WIIt aery ---.lMlcaIirII _ ..
lick aot: .

~----------------------------------------------II INSURE THAT THE SCHOOL' S 'l'OTAL PROGRAM I
I IS DESCRIBED, IN ADDITION '1'0 THE ACTIVITY (8) I
I FUNDED UNDER THE GRANT IL I

Z. If IIlit it .1cMeI- ~II\'--...- """ _ay UMeof1-... -. ....-.c
Ioof_ _., ... tlfI'lI _""'.t1., ..-tII irlIlIcnaII ........., _ --. •
....-_.. ceali_:

:I&. ~, ...........~.I............. ".,.....".flr...... oI .......ay:--N-I-L _

Do .-........, -.rt -..o1 fl1IuI Yew:: .~=~.;.$.;..2.:.,.;..O.;..O.;.O-------------
ea- _ ~·IrlAnlcNlI.......Z."' ....u

:k. TOTAL-... .......MlarAlOl ....'Ia) .............-: ....;$:.:2:.:,~O::.;O::.;O:...... _

e-__ _.q ettIIut lhIo ..,_..-....
0tM.0ftIce tIII7"" su.. oe.,.. DnIIom- -.D.C. 205OJ,
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FORM JF-45, Approval of Funding to Support Special Educational
Programs-Continued

4. Nt",,"" pI.-.d lIwllu'" ........t ......... yew eft'" .. .,.. ,:
tDe.,,jk ..."..,., I.W__ lit 11I10 _ .., IW ~ ....... AIOIr-U

•
~-------------------------------II INSURE 'l'BAT THE SCHOOL I 8 'rO'l'AL :

L~~~_:~_~~::~~~~_._--- J

.. -,-Ille •......-_lIIMNCII.._., AIOt 1NIIt __..~
" ..",. _ ......- ...., .....", .....- Iw-woA".......~ •CATlOOfllY Of' IXPtNUrr-.... _ _I_I .........."..--'--_ ,

-olJlIICIOP 'UNDI AND u.s. COLLAR AUOUNTI OP PUNNID IllPIIIDlT""I'

AIOI 0..... 0..-...... ............ 0lIlIr. . , ,
,.-------
ISPECIFIC
IBY "CATE
t _ PEN DORES

Y OF EXPEN
'rIlE AHO

S" .AND BY

----------- -------,S MUST BE D AlLED,I
~~~~-~!_! -~~: I

•

•
Doorl

---------- -----1
DA'rEJ) BY THE "I

POST OFFI IALS I__________ _ 1

1"'--------I FORK MUS
I APPROPRI
L _

tD.•., tDo..

Raw.............. Pea, _tile Office ..0-_....... tAIOIl. U.I. Dopar_.,1_

7. AICA~ MI/J/elC_

,.-----------------------,ITO BE COMPLETED BY .A/OS I~ J

~
Ii1:..~...~..~8ftd=,.~t:-:::AoIN---.....---,.:-------.......-----"'-----......-----......-----;

~ lsi /a/ lsi
" .......... at....., .._ ..10_,
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EDUCATIONAL FACILITY REPORTING REQUIREMENTS

/
i

621 PURPOSE
(TL:GEN-Ul; 8-26-86)
(Uniform State/AID/USIA)

a. In order for overseas schools to be considered
for assistance. the Department (A/OS) must receive
certain comprehensive information from the schools
in the Overseas Schools Questionnaire (Forms
FS-S73. FS-S73A. and FS-S73B). (See section
622.) Form FS-S74. Overseas Schools Program Re
quest for Assistance. must be completed by the school
and submitted by the post on behalf of the school in
order for the school to be considered for assistance.
(See section 623.) Schools that have received grants
must submit Quarterly Financial Reports (Part I of
Form JF-61. Overseas Schools - Grant Status Report)
and Overseas Schools Progress and Evaluation Re
ports (Part II of Form JF-61. Overseas Schools 
Grant Status Report). (See section 624.)

b. The forms referred to in this section are not
State Department stock items. The Overseas Schools
Questionnaire and the Overseas Schools Program Re
quest for Assistance normaUy are transmitted by A/OS
in August of each year to posts at which schools have
previously received assistance and to posts which have
requested that assistance be considered. Form JF-61
constituting the Quarterly Financial Report (Part I of
the form) and the Overseas Schools Progress and
Evaluation Report (Part II of the form) is available in
the Department of State's Forms Facsimile Hand
book.

622 OVERSEAS SCHOOLS
QUESTIONNAIRE

(TL:GEN-Ul; 8-26-86)
(Uniform State/AID/USIA)

a. Form FS-S73.0verseas Schools Questionnaire.
Form FS-S73A. Information Regarding Professional
Staff Members of Overseas Schools, and Form
FS-S73B. Overseas School Summary Budget Informa
tion (as shown in 2 FAM Exhibits 622 A. 622 B. and
622 C. respectively), are submitted annually. when re
quested by the Department, where there is an Ameri
can-sponsored school meeting the criteria stated in 2
FAM 614.3. When completed, these forms provide
information concerning the school and its staff. stu-

dent body, board of education. and fmances which
necessarily change from year to year. This informa
tion must be available to the Office of Overseas
Schools early in the fiscal year to facilitate implemen
tation of the consolidated schools assistance program.

b. The questionnaire is· fllied out initially by the
chief administrative officer of the school. reviewed by
the board of education and by the responsible post
officials. and submitted with recommendation by the
post to the Department (AlOS) by memorandum;
SUBJECT: ASCH: OVERSEAS SCHOOLS.

623 REQUEST FOR ASSISTANCE
UNDER CONSOLIDATED
OVERSEAS SCHOOLS
PROGRAM

(TL:GEN-26S; 12-28-89)
(Uniform State/AID/USIA)

a. Form FS-S74, Overseas Schools Program Re
quest for Assistance (2 FAM Exhibit 623). is submit
ted by postS requesting assistance for American-spon
sored schools abroad. Assistance which may be pro
vided falls generaUy into several broad categories:

(1) Support of salary and related costs for profes-
sional staff;

(2) Educational materials and equipment;
(3) Construction and equipment;
(4) Scholarships for host country nationals; and
(5) Special educational programs.

b. NormaUy one request is submitted for each fiscal
year. However. if special circumstances arise requir
ing revision of the original request. additional requests
may be submitted.

c. The request submitted to the Department must
reflect the recommendations of the post. The request
for assistance is based upon the recommendation of
the administration and school board, and must reflect
the school's long-term development plans. It also
represents the appraisal of concerned post officers
with regard to requests for assistance from the limited
funds available worldwide under the consolidated
overseas schools program.
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624 FINANCIAL AND PROGRAM
REPORTS

(TL:GEJV-26S; 12-28-89)
(Uniform State/AID/USIA)

For each grant received. a school shall submit quar
terly financial reports and a fmal financial report on
Pan I of Form JF-61. Overseas Schools - Grant
Status Report. (See 2 FAM Exhibit 617.1-8. page 1.)
For each grant. the school shall also submit annually
the Overseas Schools Progress and Evaluation Report
on Part II of Form JF-61, Overseas Schools - Grant
Status Report. (See 2 FAM Exhibit 617.1-8, page 2.)

624.1 Quarterly (and Final) Finan·
clal Report

(TL:GEJV-26S; 12-28-89)
(Uniform State/AID/USIA)

For each grant. the grantee shall submit one copy
(original) of the quarterly and final financial reports to
the Depanment (A/OS). as required by article IV,
paragraphs 12a and 12b, of the standard provisions to
the grant. (See Part I of Form JF-61 as shown in 2
FAM Exhibit 617.1-8, page 1.) Guidelines for the
preparation of these reports are on the report form. It
should be noted that before sending the reports to the

Depanment, the post should reconcile any discrepan
cies with grantee and indicate that the report has been
reviewed.

624.2 Overseas Schools Progress
and Evaluation Report

(TL:GEJV-26S; 12-28-89)
(Uniform State/AID/USIA)

a. For each grant, the grantee shall submit one
copy (original) of the annual Overseas Schools Pro
gress and Evaluation Report as required by article IV,
paragraph 12c. of the standard provisions to the grant
to the Depanment (AlOS). (See Part II of Form
JF-61, as shown in 2 FAM Exhibit 617.1-8, page 2;
the form provides instructions for preparation of the
report.) It should be noted that the post is expected
to comment on the school's repon.

b. Attention is also invited to the fact that this re
port is to be submitted along with the annual Overseas
Schools Questionnaire (consisting of Fonns FS-S73.
FS-S73A, and FS-S73B) and the Overseas Schools
Program Request for Assistance (Form FS-S74) (sec
tion 623), and after full expenditure of funds or the
termination date of the grant being reponed upon.

625 through 629 Unassigned
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FORM FS-573
OVERSEAS SCHOOLS QUESTIONNAIRE

.. ._-.......................

*
Dll'MT-.n' op nATa

OVERSEAS SCHOOLS QUESTIONNAIRI!
n. •••a_.......IIS~ ... , ................................... _ ...__.........
...... _ ...0--. ........ ,.,.... ...... ,............. ....-______...'--1M $ • ?:a=-
........... ..-.-....., _ ........... aIIIM .....-.-__ ......MlIlIlL ........ ..? r. ....
.............IIS~..... cHefl$ " .............. _..... .., __ ..... I ..... IIS ......~.::=...
.... ., ......................~.,................................. o...... al. ...... A8l:H
........ - ......, ....-1::,-.... I , ................. .,SU'r.................... _ .......'-'-'.0... , . ,.,......... ,"
POaT IDIl.TlE MPQRT ,.,.,.ARID .., KHOOL.
Anywhere OVer.... s.p1:elllber 16 198--

I. .-ML..aNIATIOII
,. NAMI! ClI' lICHOOI. ASSOCIATION
Anywhere Intern.tion.l School AaaociatioD
L __ ClI' lICHOOI.

Anywhere InternatJ,onal SChool
a. I.CICAL AIlDAEA 01' 8CHOCIL -'~...-ER
147 XYZ Blvd.
Anywhere 000-000
... ?oWUNG ADDRESS 01' ICHOCi'- 10.. USED IIY u.s. CClARESPONDENTL ADOAESlI WILL .. PUaUIHED ..ne~ DIAEC1'QflY.
P.O. Box 1234, Anywhere
.. NAMR AND 1'nL& ClI' 8CHOCL ADM.-mATOR IlL~ TEI.&'HONE .......
John Doe 00-001
.. nN MA.- AND TIT\.E ClI' PEAaCN PAEPANtO PIEI'ORI' IL IIQHA~

John Doe 1.1
7. "'"~ AND nna 01' QO\IEANINQ IIQo\AD Cl'FICIo\L MVIEWHJ REPORT 7u. IIQHAT\lIM

Henry Moe ,.,
.. 1YPIE...-.. AND nn..E ClI' 0I'l'IClAL AT f'lOAEJOH IUMCZ P05T N.SPONSIBU IL -.:INATURe

!'eft CDCfIDMATPNCI POSTa PNI'EAEST ItICHOClL AC1MTU.
Georqe Blue, Admin. Of~icer ,.,
.. IIIDICAta~ INCLUDED It ne 8CHOQI.: IlL DO£S 'h4I! 8CHCCl&. OP'FER~ ..ACIIJ1IUt

Kinderq.r1:en throuqh Grade 12
0.,.. mHO
.'tU,NiATCYWle~ RIA

to. IIIDICAta 8CHOCIL OAGAHIZATION

.. e -,...........-L.......---.i-. ~,... •............ ---2.-............1-...

.. ...,. .............._9__........-ll.-.
" ..-_... IUdI."-IcMaI.··__...~·~.·...................,...._._._-...-_.. .....,.:u.s~

u. lOCAlE GAAOEa .. WtCH al'SMaEl)~WONt. ClFRJIED" UEU 01' AEGlA.M IiISTMIC11QN.
None
'L ENCI.OlIE LIST ClI' S'EClAL E.OUCA11ON lIEfMCES 0fF£JW) BY l!CHOClL OR WITHIN c::aw.r'-WITY.....~ IlISA8I.InD,

IIDIEDIAL MADIHG. IP£Eat THE""". UL.1lMO, DEAF. -.). Jeredial reading, P!rYI:;tp1oq1It In Qmam.lq
, .. OM! OP£HNI AND QDSINQ DATES ClI' EACH 8CHOOL 1EMI. (A&dl0tIW", ......."................. .........,

Augua1: 26 - December 23, 19-
Jaf~A&.-.dAlR cP6f..JatiF ..ST1WCTlON. DO ??ClNO~YS 181

, .... T.-ICHOCX. AICCAEIXTED av A u.s. AEGIONAL ACCREDmNG AOENCn I8lvu o HO .v......_.,== ••-V- •• , ......,_. • L ..... _ .... _II8UR .........-..==.•• aT

A••oc1a1:10D of .chool. and College., , USA

,... nte SCHOOL ACCI'BXTED OR APPAO\tED .., LCCM. AIITltCNI1U? ou-ee__• == .................-.,.."...,.........,.
Recognized by and Reg1.1:ered with the Ho.tCity Metropolitan COve~~

1L ..n4EN H4W _EN IWY ANENOMENTS,'ADOmONS, a.~~ THE 8CHOClL'. e::acsmunoNAND"'~
IIINDU' ENCLOIe CCPlES ClI' n.- flEVIlSED~ Enc oae

t7. IC?ND&.Y ENQ.QIE A ClCl"' ClI' n.- UOST IlECENT Bll1IOH ClI' ne 8CHOCL.. CATAI.OCI AHlJ CUfll'IC"IIM 0UIIlU fOR UCN
QIWlEUWL Enclosed

POMI I'S-S73 e-••_=_'......_......................~. II .dua.......... II!Ih.........,........... ..... '.... ~o.-.... .................,A&1n.sa...~..DeIII DMc.r•••....-,o.c. JOMJ.
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Form FS-573, Overseas Schools Questionnaire-Continued

•

•

•

•

16

34

10TAL. 0nluI» •

1OTAL. 0IDup c 70

RS)

-Pol. Off. Am Emb. 10-1-8- 9-30-8-us

,....D~.N»l ... c1D.pa._II .. Da'*- ........~ ..........I_
I'nMda .....__.-yMuNa~MMG _8__

Clew: IIneIt "-.JL- ......'-J-Nt ,-..a.
Marines - 4

,1l,.4.Dp ...- .u... Go ......
,."". $ ~ _".£. ..-rq.a ,.art.,__ MiI ",..-- .....
~ USAID/Harvald University -2

USaIp/Tran,centyrv cort. -3

Mr. Paul V. OttDaD Chairman

Board of Director., Anywhere Xnternational School As.ociation

Co 'MAD COUNTRY NATlOHALI

"-" .. pnMlIIng ............. c1 .....",-.,.

A-C. Dj, j ....... u........ ,. .. ftIIada ........ u.s. 0. ....1...)

.. HOST CXlUNTftl" NATlONA&.I

,--~-:-=-,-=.=IDEN11FY=:-:=-_S1UDENTI u-ot__L_ID_Al_"'_"'__I._U_AOCOIDNQ TO_~_I'ClU.__OWNa ~_maoAIU_-:::::==-=-=--!J.. ce- - ...-....,. '"'* lID&) ,
A. u.s. CI11ZEN& 1OTAL. lIftlup A _.....;;9..;;5'--__

A-1. D.~.,..,. c111l1NclH1n u.a. 1104 __ Daperei cI DIIaftM,

........~ D pa.... c1 -1JL: USAID ---5......: USIA---3.-.
"-c..-'_3__:Dapl. cI~_1_: Dapl. cI e:-w----2-.
e.-~ FAA-l Treasury lCU,tms) -2
Justice - 1
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Form FS-573, Overseas Schools Questionnaire-Continued

...'
I. SHOW HUUNRS 01 aTUDemI av 0IWlI ACCOfIDIHG TO ""' IDe CATEOOMI .. NIfT •

OBOe ~ T...
A-1 A4 ~ ~ • C

K 4 1 1 .. ~ • "1 3 2 0 3 3 , U
2 4 u 1 Z Z ~ 14

I
, 2 3 0 1 2 2 10
4 Z 0 0 " ~ 1 ~

• 1 2 0 5 1 3 11

• 3 0 1 4 1 • 17
7 3 J 0 2 0 6 14

• 2 0 0 3 2 4 11

• 2 1 1 2 0 3 51
10 3 2 0 4 1 4 14
11 2 0 1 2 2 • 15
12 3 2 0 3 2 5 15

TOUI· 34 16 :a 4U zo 7U 185

,. SHOW NUMBER 0# STUDENT. I'EClMNG SCHOl.MSHIP AI) ACCOflOlIG TO I'OU.OWlNQ TAlULATlCN

HOST COI.IHT"Y NATlOHALI U.a.NAnctW.a 1MN) COUNTRf
NA1IONALI

GRADE
1c:fIGaI~

u...~ 1c:IIoaI1pa:__ .......-., TOTAL
1cD.-1id

fULL PARTIAL FUU. PARTW. FULL PNnW. PULL. PMTW,

K 0 0 NIL 0 Nn. NIL NIL HUo 0, 0 0 - 0 - - - - 0
2 0 1 - 1 - - - - 2
3 0 0 - 0 - - - - 0
4 1 0 - 0 - - - - 1
I ·0 0 - 0 - - - - 0

• 0 2 - 2 - - - - ,.
7 0 0 - 0 - - - - 0

• 1 0 - 0 - - - - 1

• 0 1 - 1 - - - - 2
'0 0 0 - 0 - - - - 0
11 0 0 - 0 - - - - 0
12 0 1 - 1 - - - - 2

10181 2 5 NIL 5 NII. m:r. NIL NIL 12
.. PLEASE PROVIDE THE FQUOWlHO ..FORMATION CONCERNING EXl'fNOlT\RlI'Oft SCHCl &AIHIN.

(EJtpftu in terlIII III u.s. dllIarS.)

L ~.... 1Nncad '- u.s. Qcww••,.... or.- • xxxx
II. &pendlur.. 1Iaft ICtIIlCII buclgIC axdlIilIng u.s. GowI,..... grwa. • XlOCC

c:. TlUI~ ..IC~ • XlOCC

IV. ICHOOL nwca
,. PAOVIDE ANNUAL TUITION RATE(S) FOR THE CURRENT SCHOOL~PR~!O IN T!::iI 0# U.'. 00l~ IDiNTIFY

QRADE(S) TO WHICK EACH RATE APP\.I£S. IF THERE II WORE THAN Ar IF moo IOIUUliNCi~UIT .'AMmy.
ENCLOSe eott; O#~EDULE 0# FEES.
X - 2,
1 - , - 2,800 (LIST C7l1Im fEES Am QWQS NI)
7 - 8 - 3,600
9 - 12 - 4.400 ENC:US SCHE1XU CR IDS)

2. M.., tuIliCIn r~id '" u.s. __, :P"s ••~ 1ClP'QIiinlIlel1 .". ...-.Ill ........................ ill u.a.
doIIr.? ~

a. Doll thllChooI _ • CIIIlillllrly .... ICI"*-t ,... 01 ...... CIIargIID~ ... Ill .. &C*lIlIIt---&-v..-Ho. • IQ,
ldndlr IfIdaM~ r.lorrullOn (01 "* ..... ID fiI'ld IIIIdlOol eatalOI).

'.
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FORM F8-S73A
INFORMATION REGARDING PROFESSIONAL STAFF MEMBERS OF

OVERSEAS SCHOOLS

•

•

•

•

................

ICItfOC)C. YIAA

_"_/_lo::-/~lt~__ ,.. fI/30/U_
....,.". Mo.M.

DUNmIINf 01' ITA'"

INFORMATION REQAADlNQ PAOFUSIONAL aTAPP MEMBERS
OF OYERaUI acHOOLI

_~IOHllIIJ.."...... _ ............ I)...

b. U.s.~ d., 1eM til. U.s. ..... U.l.41o,. • I I " ) ............. ...,ae,...

NIidID, ia ... llClIWI)' priID&riJJ dIlL

c. U.s. c:Idzaa Ih, ... til. U.s. am- Ir III .....,.. '" .. U,I, Go,. •

,. L.-I..rioaII wIlo II • '~F 1 t 01. U.s.~

•• U.s. cIt1ull lieF ..... tII.1IlIrlkoaaIIy ......

r. Odlar U.s. CW-,

•. 1'tIlnkauIIcr7 aMIocIal wIlD II ...'II....."... 01. U.I........

OIl ... 2 .... 3 01II1II bill pnMda ....... ad......... nhI...... • 'III ..

m-bu.IaCllllllmaI_ ....2.~.. '. ""I .........,............

~IO"'~u.s ..... AI.-«--. .... _ ....,. ......
.,.... ......, u-I'J IJpWd " onIrret-. Urr 01 ....... • 1I1r

Anywhere Xnternational School
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Form 573A, Information Regarding Professional Staff Members of
Overseas Schools-Continued
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SIGNATURE)

(If IIdellllona!~ '*Illirwd OllIllinue CllIIIpuw!e IhMt IIIld ... IlIIN1Iomt
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APPENDIX A
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FAA Grant Amendment •••••••••••••••••••••••••••••••••••••• 617.1-5

Form FS-S73. Overseas SChools Questionnaire •••••••••••••••••• 622

Form FS-573A. Information Regarding Professional
Staff Members of Overseas SChools •••••••••••••••••••••••• 622
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Title 2 FAM Section
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Form JF-45. Approval of Funding to Support Special
Educational Programs •••••••••••••••••••••••••••••••••••• 816.1
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MECEA Grant Amendment ••••••••••••••••••••••••••••••••••• 617.1-6

Standard Provisions of the Grant Under the Foreign
Assistance Act of 1961. as Amended 617.1

Standard Provisions of the Grant Under the Mutual
Ecucational and Cultural Exchange Act of 1961.
as Amended ...................................•.•••..•. 817.1

Standard Provisions of the Grant Under 22 USC 2701
(Section 29 of the Department of State Basic
Authorities Act of 1956. as Amended By the
Foreign Service Act of 1980. Pub. L. 96-465) ••••••••••••••• 617.1

•

•
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APPENDIX B
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FS-573. Overseas Schools Questionnaire •••••••••••.••••••••••• 622

FS-573A. Information Regarding Professional
Staff Members of Overseas Schools •••••••••••.••.••••••••• 622
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Educational Programs ••...••..••••••••••••••••••.•••••••• 618.1

JF-61. Overseas Schools-Grant Status Reports •••••.••••..•..•• 617.1-8
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APPENDIXC
LEGAL AUTHORITIES

Legal Authorities

A. Acts

B. Code of Federal Regulations

C. Comptroller General's Decisions

D. Court Decisions

E. Delegations of Authority

F. Department of Defense Regulations

G. executive Orders

H. Public Laws

I. Publications

K. Treaties and Conventions

2 FAM Section
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(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

(No entries)

•

•
L. United States Codes (No entries)

•

•
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There are no entries as of this date.
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CHAPTER 10

CLAIMS FOR LOSSES OF PRIVATE PERSONAL PROPERTY

lOA. Purpose and Scope

This chapter prescribes the claim policies and procedures for the
submission and processing of all claims for loss of personal property,
submitted by AID employees, participating agency (PASA) employees, and
PSC personnel, and authorized dependents, incident to their service.
Please see Appendix lOA of this Chapter for 6 FAM 310 &320, "Claims for
Private Personal Property Losses," in the Uniform State/AID/USIA
Regulations, and Attachment 100, "Personal Property Claims Handbook" for
details.

Since the claims program is not designed to fully reimburse employees
for all damages or losses, it is highly recommended that property owners
always consider the purchase of insurance to protect their personal
property when on TOY, or for household goods being shipped, in storage,
and at post.

The Military Personnel and Civilian Employees' Claims Act of 1964 (78
Stat. 767.31 U.S.C. 24-243) as amended By Public Law 91-311 provides the
authority for the settlement of claims for loss of, damage to,
destruction of, property of military personnel or civilian employees
incident to their service and the recovery from carriers, warehouse
personnel, and other third parties responsible for such loss, damage or
destruction. If a claim is substantiated and the possession of that
property is determined to be reasonable, useful, or proper under the
circumstances, the claim may be paid or the property replaced in kind.
Please review the details and examples of "reasonable, useful, proper,
and incident to service," in Attachment 100.

Every employee has the legal right to file a claim with the Agency under
this Act. The claim must be filed within two years from the date of
delivery, or in the case of theft from quarters, two years from the date
of the theft. In addition, advance payment may be authorized up to 75%
of the value of the loss if specifically requested. However, a claim
must first be submitted and reviewed for appropriateness and valuation.

While the Military Personnel and Civilian Employees' Claims Act of 1964
provides compensation/reimbursement to the employee in the event that
there is loss or damage to his/her personal effects incident to their
official service, it does not, however, fully reimburse all claims. The
Act's limitations are detailed in Section 320, Appendix lOA of this
Chapter. The maximum amount payable under the Claims Act is $40,000.
There are also restrictive per-item limits under the regulations
implementing the Claims Act. Reimbursement is for replacement cost of
an item, at today's market value (for replica or item substantially
similar in kind), less depreciation when applicable.
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Employees should be aware that compensation or reimbursement of a claim
is limited to personal property only. The regulations do not provide
compensation for loss of real estate, nor for such expenses as: loss of
or damage to use, interest, carrying charges, lodging or food costs
while awaiting arrival of shipments, attorney fees, telephone calls, or
other incidental expenses associated with filing a claim, car rentals,
inconvenience, insurance premiums, or other intangible property loss of
items you are wearing or carrying at the time of the loss or damage
(e.g. watches, rings, wallets, purse, cash, etc.); loss or theft of
personal items while you are on Rest &Recuperation Leave, Home Leave,
or any claim where the total adjudicated loss or damage is $50.00 or
1ess.

lOB. Regulations and Guidelines

Appendix IDA, 6 FAM 310 and 320, are the Uniform State/AID/USIA
Regulations on Claims. The Department of State Personal Property Claims
Handbook (Attachment 100) also provides further guidance to amplify the
regulations, to obtain general information on the claims program, and
guidance in the investigation and submission of claims. Every post
should have a designated Claims Assistance Officer, and a Claims
Investigating Officer. If you file a claim while in Washington, contact
the AID Claims Office in FA/AS/TT, Room 12A47 NS.

IOC. Documents for Substantiation of Claims

Employees should exercise particular diligence in supervlslng the
packing out process of their household effects (HHE). Special attention
should be given to the following:

1. Travel Authorization (TA)

Upon receipt of your TA, preparation for shipment and/or storage of
your effects should commence immediately. In the event it becomes
necessary for you to file a claim, a copy of your TA and all amendments
MUST be attached to your claim upon initial filing.

2. Packing Inventory

This is one of the most important documents pertaining to your
move. Its purpose is four-fold: 1) it proves you possessed the property
at origin; 2) it reflects the condition of your property when picked-up
by the contractor; 3) it proves your property was moved at Government
expense; and, 4} it may be used as a receipt document. Special
attention should be given to the proper preparation of packing
lists/inventories. You should provide enough descriptive information
for each item on the inventory to assist in properly filing a claim, if
that becomes necessary. Example: The term "kitchenware" is not an

•

•

•

•

•
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adequate description for inventory purposes. A more specific
description of kitchenware should indicate the type, i.e., Revere Ware
pots and pans: 9 pieces; Noritake China: 12 complete place settings,
etc.

Once the packing contractor has loaded your property on the truck, you
MUST ensure that you are provided a legible copy of the inventory. In
the event of loss or damage to your property, you are required to attach
the packing list/inventory to your claim.

Most employees are not aware of the significance of codes such as, "Se,
D, Z, SO, M, R, PBO, CU," written on their packing lists/inventories
adjacent to the description of property on a particular line item.
While these codes may be insignificant to you, they are extremely
important to both the contractor and the individual adjudicating your
claim. These codes indicate damage to your property; i.e.,
SC-scratched, D-dented, Z-cracked, SO-soiled, M-marred, R-rubbed. When
these codes are written on your packing list/inventory beside items of
property and you sign at the bottom without indicating anything to the
contrary, you have agreed with the contractor that your property was
damaged as indicated. This means that when filing your claim, you must
prove damage beyond what is reflected on your packing list/inventory.
Agency regulations forbid compensation for pre-existing damage, thus, we
cannot hold the carrier responsible for it. The lone exception to this
situation would be your ability to show that though the damage
"pre-existed," it was further damaged in storage/shipping.

PBO and CU: these two codes frequently appear on packing
lists/inventories; they may, however, have an adverse impact on the
amount of compensation received through a claim. PBO indicates that you
packed the property yourself; it does not describe or denote condition
of any item. If this property is damaged or missing in storage or
shipment, the carrier or warehouseman will not be held responsible. To
alleviate risk of non-compensation by insurance or AID claims office, DO
NOT PACK YOUR PROPERTY; lET THE CONTRACTOR DO IT!

eu, or condition unknown, will usually appear on your packing
list/inventory when major and small electrical appliances are involved.
When the packers arrive at your home, appliances are usually
disconnected. Since the contractor did not witness the
refrigerator/freezer, TV, VCR, washer, dryer, microwave in operation,
they will almost always place 'CU' on your packing list/inventory. This
is done basically to reduce the carrier's potential liability. You are
encouraged to challenge the contractor before these items leave your
home by demonstrating that these items are functioning properly.
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Separate attention should be given to high-value items. A
high-value item may be small but of substantial value ($50-$500), or of
extraordinary value (over $500). Articles which individually (not as
part of a set) are worth more than $500 are considered high-value. In
addition, a high-value item should be unusually valuable for the type of
object it is. An unusual china plate, an oriental rug, or an antique
cabinet, may be considered a high-value item and should be listed. (See
Section 318.5 in Appendix A). You must declare all high-value items in
writing at the time of making arrangements for shipment. You must
provide a detailed list of your high-value items and attach it to Form
DS-1620. This form may be obtained from your Executive Office (EXO) at
post, or in AID/W from the Claims Officer. Fill out the top of the
form, and in the space for "Date, Place, Facts •• ", note "High-Value
Inventory"; attach your list behind this. Send your form and detailed
High-Value list to FA/AS/TT, Room 1247 NS. Keep a copy for yourself.
You must update your list of HIGH-VALUE items whenever you acquire such
property, and send the updated list to FA/AS/TT. UNLESS YOU PROVIDE
THIS DECLARATION, HIGH VALUE ITEMS WILL NOT BE CONSIDERED FOR PAYMENT,
IN ANY AMOUNT, IN THE SETTLEMENT OF A CLAIM.

4. Insurance

Given the limitations imposed both by the Military Personnel and
Civilian Employees' Claims Act and the Agency's regulations regarding
compensation maximums for some portions of your private property, all
employees are strongly urged to purchase private insurance to help
protect their property, while in storage or in transit, from the perils
of a move. If you have damage to or missing property while that
property is in storage, in transit, or being shipped, you MUST file your
claim with your private insurer prior to the time that you file your
claim with this Agency. When filing your claim with AID, you must
attach evidence to your claim to substantiate that you have filed with
your private insurer. This may include the insurance application which
indicates types of coverage, and a copy of your claim with the insurance
company. It is incumbent upon you to contact the AID/W Claims Office
prior to accepting compensation (cashing a check) from a private insurer
or carrier which indicates, or can be construed, as accepting "full and
final settlement." The acceptance of an inadequate or improper
settlement will prejudice the Government's ability to subrogate against
the third party for the proper amount of liability, and could reduce the
amount of compensation by the amount you have caused to be forfeited.

•

•

•

•
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5. Delivery Receipt

This is another very important document, for it shows your property
has been delivered by a carrier or storage company and accepted, or
identifies damaged or missing items. When properly executed, this
document is used to put the carrier on notice that you have sustained
damaged and/or missing property and your intent to file a claim. You
must be very specific; when you receive your personal effects, but have
not unpacked everything, you should write on the delivery receipt,
"Subject to Further Inspection." When you unpack and discover damaged
and/or missing property, describe condition, i.e., dining table, left
leg broken; deep gouge on top of master bedroom dresser; loveseat
missing, etc. A copy of this document MUST be forwarded to your
delivery carrier as soon as possible after receiving your property, but
no later than one (1) year, and after all of your property has been
inspected for damage and/or loss. Even though you must send a copy of
this document directly to the carrier, you must also include a copy of
it with your claim with AID. Unless you have purchased excess valuation
insurance from the carrier or storage company, you MUST always file your
claim with this Agency, not with the company.

6. Estimates of Repair

Items which must be repaired as result of your move, for which the
cost of repair will exceed 550.00, must be substantiated, in writing, by
a craftsman. Estimates provided by employees without substantiation
will limit the amount of compensation for repair per item, to a maximum
allowance of 550.00.

7. Claims Investigating Officer's Report (CIOR)

This document is only necessary if you are filing your claim as a
result of an incident which occurred while assigned to an overseas post,
or on TOY overseas. The EXO or his/her designated representative is
required to assist you with your claim by preparing the Claims
Investigating Officer's Report (CIOR), Form OS-1620A. Claims without
this document attached, WILL NOT be adjudicated until this document is
received.

100. Procedures

1. Submission of Claims

a. Overseas

The Claimant submits a completed Form 05-1620: Claim for
Private Personal Property with the United States (Attachment IDA), with
complete documentation to substantiate ownership and values of items in
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the claim, as mentioned in lOC above, and if appropriate, Form DS-16208:
Demand on Carrier/Contractor (Attachment 10C), to the mission Executive
Officer. It is the primary responsibility of the employee to ensure
that his/her claim is properly documented/substantiated prior to
submitting the package to the mission Executive Officer. Substantiation
includes: TA and all amendments, packing inventories, High-Value
itemized lists, delivery receipts, sales receipts, insurance
applications or claims, photos, videos, appraisals, etc. All claims
which originate overseas must be investigated by the mission Executive
Officer or his/her designated representative to allow completion of Form
DS-1620A, the Claims Investigating Officer's Report - CIOR. This form
is submitted with claim package to the Claims Office, Travel and
Transportation Division (FA/AS/TT), Room l247NS, AID, Washington, D.C.
20523-0006.

b. In the United States

•

•
Claimant submits the completed forms DS-1620, DS-16208 and all

supporting documentation to substantiate ownership and verify values, as
indicated in 10C above, to the AID Claims Office (FA/AS/TT), Room 1247
New State, Washington, D. C. 20523-0006. (Further information on
substantiation is provided on page 4 of the State Personal Property .'
Handbook, Attachment 100.)

c. Temporary Duty (TDY) Status Employees: In the United States or
Overseas

A large number of AID employees travel throughout the United
States and abroad to various Posts in a TDY status. If your luggage or
any other personal property should sustain damage, is stolen, to include
theft from your person (e.g., watches, rings, wallets, cash, purse,
etc.), or lost, you are entitled to file a claim with the U. S.
Government prOVided the loss or damage occurred while you were actually
performing OFFICIAL DUTIES OR TRAVELING to or from your TDY site in
connection with your official duties. Most employees think that when •
they are in a TOY status, they are in an "official duty" status
twenty-four hours a day. They mistakenly assume that, should they
sustain damage to personal property or have property stolen, to include
theft from their person, while in this TDY status, regardless of the
circumstances involved, they are entitled to be compensated by the U. S.
Government for their loss.

o For purposes of filing a claim, the employee must have been
actuallY performing his/her official TOY duties at the TOY site or
other authorized location, traveling to or from the hotel in
conjunction with the TOY duties, or returning to resume his/her
regularly assigned duties when the loss of or damage to property
was sustained, to include theft from their person. See Appendix
lOA, Sections 311.1 and 3l8.4p. •
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It must also be said that for the claim to be compensable,
negligence on your part MUST NOT have been the proximate cause of the
loss or damage. See Appendix IDA, Section 3l8.4b. You should contact
the Claims Officer for further information.

2. Claim Investigation

An official designated by the Executive Officer overseas
investigates the claim and completes Form DS-1620A, Claims Investigating
Officer's Report (CIOR). After assuring that the claim is in order and
properly documented, the investigating officer forwards the claim and
his/her report directly to the AID Claim Office, Travel and
Transportation Division (FA/AS/TT) in Room 1247 NS. Claims
Investigating Officers are reminded that it is incumbent upon them to
thoroughly investigate claims under their purview and to make
recommendations as to the proper disposition of the claim.

3. Review and Adjudication by the Claims Officer (FA/AS/TT)

The Claims Officer in AID/W acknowledges receipt of the Claim
directly to the claimant, adjudicates values and allowables, processes
the claim in conformance with Section 310 in Appendix IDA, and makes
advisory recommendations for final determination. Before a claim can be
properly adjudicated, it MUST be properly documented with evidence to
support the claim, as indicated in section 10C above. Failure to
properly document/substantiate a claim will delay its processing.

4. Final Determination and Disposition: AID Approving Authority

Following review and recommendation for settlement by the Claims
Officer in FA/AS/TT, the Chief of the Division or the Director of
Administrative Services, FA/AS will make the final determination as to
disposition of the claim. The authority to settle and approve payment
of claims in an amount not to exceed $5,000 is vested in the Chief of
the Travel &Transportation Division FA/AS/TT. Claims submitted in
excess of this amount may be approved by the Director for the Office of
Administrative Services.

a.
contract
Division
from the
with the

Approved claims for AID direct-hire and personal service
employees are forwarded to the Cash Management and Payment
(FA/FM/CMP) to process for payment. A letter of explanation
approving authority is included for forwarding to the claimant
settlement check.

b. Approved claims (with letter of explanation) for Participating
Agency (PASA) employees are forwarded to the parent agency for payment.
The parent agency in turn submits a voucher to AID's Office of Financial
Management for reimbursement.
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c. If the claim is not approved, the reviewing authority in the
Travel and Transportation Division (FA/AS/TT) will notify the claimant
of the disapproval and the reasons thereof.

Appendix:
lOA 6 FAM 310 &320: Uniform State/AID/USIA Regulations,

"Claims for Private Personal Property Losses"

•

Attachments:
lOA Form DS-1620: Claim for Private Personal Property Against the •

United States
lOB Form DS-1620A: Claims Investigating Officer's Report
10C Form DS-1620B: Demand on Carrier/Contractor
100 Personal Property Claims Handbook
10E Department of State Notice dated 7/29/86, "Personal Property Claims"

•

•

•
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CLAIMS FOR PRIVATE PERSONAL PROPERTY LOSSES

311 CLAIMANTS

311.1 Authority
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

The Military Personnel and Civilian Employees'
Claims Act of 1964 (78 Stat. 767,31 U.S.C. 24-243)
as amended by Public Law 91-311 provides the author
ity for the settlement of claims for loss of, damage to, or
destruction of property of military personnel or civilian
employees incident to their service and recovery from
carriers, warehouse personnel, and other third parties
responsible for such loss, damage, or destruction.

311.2 Scope
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

a. This regulation prescribes the substantive basis
and special procedural rules for the administrative
settlement of claims against the United States submitted
by employees of the Department of State, the Agency
for International Development. and the U.S. Informa
tion Agency and their authorized dependents, for dam
age to, or loss of personal property incident to their
service. In addition, possession of the property must be
reasonable, useful, or proper under the circumstances.

b. The maximum amount which may be payable for
any loss or damage arising from a single incident is lim
ited by the Act to $25,000. For losses resulting from
acts of violence directed against the U.S. Government
or its representatives in a foreign country or from an
authorized evacuation of personnel from a foreign
country, the maximum amount payable is limited by
the Act to $40,000 (P.L. 96-519).

c. The Act authorizes payment for personal proper
ty only. It does not provide a remedy for consequential
damages or other types of loss or incidental expenses
such as loss of use, interest, carrying charges, cost of
lodging or food while awaiting arrival of shipment, at
torney fees. telephone calls, cost of transporting claim
ant or family members (car rentals), inconvenience
and time spent in preparation of claim, or cost of insur
ance premiums.

d. Real estate damage is not authorized for payment
of a claim under the Act.

311.3 Definitions
(TL:GS-309; 4-21-83)
(Uniform State/A1DIUSIA)

a. Accrual date: The date of the incident causing
the loss or damage, or when the loss or damage is or
should have been discovered by the claimant through
exercise of due diligence.

b. Claims: Any claim filed by an employee of the
Department of State, the U.S. Information Agency,
and the Agency for International Development for
damage to, loss, destruction, capture, or abandonment
of employee's personal property incident to service.

c. Employee: Any person (U.S. or foreign nation
al) appointed to the rolls of the Department of State,
the U.S. Information Agency, or the Agency for Inter
national Development. It also includes AID participat
ing agency employees subject to the terms of the partic
ipating agency agreement, and personnel employed on
a personal services contract basis. However, it excludes
employees of contractors, universities, and commercial
firms, grantees, etc.

d. Replacement value: The acquisition cost of the
item plus a factor which reflects changes in the pur
chase power of the U.S. dollar (as set forth in the con
sumer price data prepared by the Bureau of Labor Sta
tistics, U.S. Department of Labor). (See §322.)

e. Settle: To consider, ascertain, adjust, determine,
and dispose of any claim whether by full or partial al
lowance or disallowance.

312 FILING AND PROCESSING O.F
CLAIMS

312.1 Time Prescribed for Filing
(TL:GS-309; 4-21-83)
(Uniform State/A1DIUSIA)

No claim may be paid under the Act unless it is pres
ented in writing within 2 calendar years of accrual date.
If personal property remains in storage after the expira
tion date of legal entitlement to storage at U.S. Govern
ment expense, the claim accrual date shall be the expi
ration of legal entitlement to storage at Government ex
pense.

. ,
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312.2 Delay in Filing
(TL:GS-309; 4-21-83)
(Uniform State/AIDIUSIA)

If a claim accrues in time of war or armed conflict in
which the U.S. Armed Forces are engaged. or if such a
war or armed connict intervenes within 2 years after the
claim accrues, and if good cause is shown, the claim
may be presented not later than 2 calendar years after
the war or armed conflict is terminated, whichever is
earlier. If good cause for delay in filing is not estab
lished, the intervention of war or armed connict. in it
self, will not permit payment of a claim presented later
than 2 calendar years after accrual.

312.3 Those Who May File
(TL:GS-309; 4-21-83)
(Uniform State/A/DIUS/A)

A claim may be presented by an employee, in claim
ant's name by the spouse as authorized agent, or by the
legal representative whom the claimant authorized.
Claims filed by agents or legal representatives must be
accompanied by power of attorney. If the employee is
deceased. the claim may be presented by a survivor re
gardless of whether the claim arose before, concurrent
ly with, or after the claimant's death. Survivor claims
will be settled in the following order:

(1) Spouse;
(2) Child or children;
(3) Father, mother, or both; and
(4) Brothers, sisters, or both.

313 SUBMISSION OF CLAIM
(TL:GS-359; 5-5-87)
(Uniform State/AID/USIA)

a. Submit claims in duplicate on Form DS-1620,
Claim for Loss of or Damage to Private Personal Prop
eny. If claim forms are unavailable. a written statement
will be accepted and considered as a claim if it assens a
demand for a certain sum and substantially describes
the facts to support a claim. See §320 for the specific
evidence required for particular classes of claims. Ad
judication of claims will be expedited by the submission
of all required evidence with the original claim.

b. State and USIA Employees: All claims covered
by these regulations should, if practicable, be submitted
by the claimant or claimant's authorized agent to the
principal officer of the post where the claimant was as
sloned at the time the claim accrued or, if in the United
States, forwarded to the Office of Operations, Depart
ment of State. If submission under the foregoing cir
cumstances is impracticable, the claim may be sub-

mitted directly to the Office of Operations, Department
of State, Washington, DC 20520.

c. AID Employees: All claims covered by these
regulations should, if practicable, be submitted by the
claimant or claimant's authorized agent to the USAID
executive officer of the post where the claimant was
assigned at the time the claim was accrued, or if in the
United States, forwarded tothe AID Office of Manage
ment Operations (M/SERIMO/PA/PB), Room 1200A.
SA-14. If submission under the foregoing circum
stances is impracticable, the claim may be submitted
directly to the AID Office of Management Operations
(M/SERIMO/PA/PB), Washington, DC 20523.

314 CLAIMS ASSISTANCE
OFFICER

(TL:GS-309; 4-21-83)
(Uniform State/AID/US/A)

The claims assistance officer at the post is responsi
ble for assisting employees in the preparation of claims.
Duties include, but are not limited to:

(1) Furnishing necessary claim forms to the em
ployee;

(2) Informing the employee of the time frame for
filing claims;

(3) Advising the employee of the evidence required
to substantiate the claim;

(4) Assisting the employee in obtaining copies of
shipping documents, etc., available at the post or by
requesting copies of pertinent documents from the De
panment, U.S. Despatch Agent, or other posts when
such documents are not available at the claimant's
post; and

(5) Informing the employee of who and what is in
volved, and assisting the employee with procedures to
follow in filing claims for recovery against the packers,
shippers, etc.

315 INVESTIGATION OF CLAIMS
(TL:GS-359; 5-5-87)
(Uniform State/AID/USIA)

a. All claims accruing and filed at posts abroad must
be investigated by a claims investigating officer at the
post (usually an executive, administrative, or general
services officer of the agency involved). Such officers
prepare reports to include with the claims when they
are forwarded to Washington for adjudication.

b. The claims investigating officer conducts such ap
propriate investigation, includes in the report the credi
bility of statements by the claimant and corroborating
witnesses, and includes recommendations as to the rea-

•
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sonablenl:ss of the claim. On completion of the investi
gation and preparation of Form DS-1620A, Claims In
vestigatin~ Officer's Report, the file is forwarded to
Washingtr)O for adjudication.

c. All claims and related correspondence regarding
claims sh:)uld be forwarded by memorandum, subject:
ACLM, fol1owed by the name of the claimant:

(1) Slale and USIA Employees: The claim is for
warded to the Office of Operations, Department of
State, W,lshington DC 20520.

(2) A ID Employees: The claim is forwarded to the
AID Office of Management Operations (M/SER/MO/
PA/PB) , Washington, DC 20523.

d. On request, an appropriate officer at a post per
forms the duties of claims investigating officer for an
employee of an agency not covered by these regula
tions. The claims assistance officer shall not be the
same individual functioning as the claims investigating
officer unless special circumstances at the post, such as
limited staff, make it absolutely necessary.

316 ADJUDICATION OF CLAIMS

316.1 Processing of Claims
(TL:GS-359; 5-5-87)
(Uniform State/AID/USIA)

a. Stale and USIA: The Office of Operations, De
partment of State, considers, adjusts, and makes advi
sory determinations on claims authorized under these
regulations, including recommendations as to the
amount of reimbursement to be paid.

b. AID: Claims are administered directly by the AID
Office of Management Operations (M/SER/MO/PA/
PB).

316.2 Final Approval and Payment
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

On completion of action by the Office of Operations,
claims are submitted to the approving authority desig
nated by the head of the agency concerned for final

approval or disapproval.

317 CLAIMS PAYABLE
(TL:GS-309; 4-21-83)
(Uniform State/AiD/USIA)

Fol1owing are nonexclusive examples of categories of
damage to or loss of claimant's personal property which

occurs incident to service.

317.1 Losses by Fire,Nafural
Disaster, and Theft

(TL:GS-309; 4-21-83)
(Uniform State/AiD/USIA)

Losses by fire, flood, hurricane, natural or unusual
occurrences, or by theft while located at:

(1) Quarters, wherever situated, which are assigned
to claimant or otherwise provided in kind or by reim
bursement by the Government; or

(2) Any warehouse, office, or other place (except
quarters) which has been officially authorized by com

petent authority (normal1y the senior administrative of
ficer at the post) for the reception or storage of the
property.

317.2 Transportation Losses
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

Household effects, and baggage checked or in per
sonal custody, incident to packing, storage, and/or
transportation by an agent or agency of the Govern
ment, or a carrier, when such packing, storage, and/or
transportation has been officially authorized in connec
tion with travel under official orders.

317,3 Losses Due to Marine or
Aircraft Disaster

(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

Damage to or loss of property as a consequence of
perils of the sea or air or other public conveyance in

connection with official travel.

317.4 Hostile Action
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

Enemy action or threat thereof, guerrilla warfare, or
ganized brigandage, or other bel1igerent activities,
whether the United States is or is not involved, or un
just confiscation by a foreign power or its nationals.

317.5 Losses ReSUlting from
Official Duties

(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

As a direct result of extraordinary risks to which the
property has been subjected as a result of the claim
ant's official duties, including but not limited to:

(1) Duty in connection with civil disturbance, pub

lic disorder, or public disaster;
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(2) Claimant's efforts to save U.S. Government
property or human life when claimant's own property
could have been saved without such action; or

(3) Abandonment or destruction of property by
reason of emergency or by order of superior authority.

317.6 Losses While Under
Government Control

(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

While being used. or held for use, for the benefit of
the U.S. Government by official direction or request.

317.7 Loss Due to Negligence
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

When the proximate cause of the damage to or loss
of property was the negligent act or omission of the
U.S. Government or employees acting within the scope
of their employment.

317.8 Motor Vehicle Losses
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

a. Shipped to. from. or between overseas at U.S.
Government expense in accordance with §317.2.

b. Located at quarters, which includes garages. car
ports, driveways. and assigned parking spaces and lots
specirically provided and used for the purpose of park
ing provided that the loss or damage is caused by van
dalism, fire. flood. hurricane. unusual occurrence. or
by theft.

317.9 Other
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

Other meritorious claims within the scope of the Mil
itary Personnel and Civilian Employees' Claims Act of
1964. as amended. which are not otherwise provided
for or prohibited by these regulations.

318 TYPES, QUANTITIES, AND
OWNERSHIP OF PROPERTY
PAYABLE AND CLAIMS NOT
PAYABLE

318.1 Types and Quantities
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

Compensation may be allowed under this regulation
only for such types and quantities or amounts of prop
erty as determined by the approving authority to have
been reasonable. useful, or proper in the attendant cir
cumstances at the time and place of the loss. In deter
mining the reasonableness of property included in a
claim. the approving authority wil1 take into consider
ation the circumstances attending acquisition or posses
sion of the property and the manner of damage or loss.

318.2 Amounts Allowable
(TL:GS-I; 8-22-91)
(Uniform State/AID/USIA)

Schedules of the maximum amounts allowable for
specific articles and the maximum quantities allowable
are in Exhibits 3I8.2A, 3I8.2B, and 3I8.2C of these
regulations and will be generally followed in computing
awards. Whenever these schedules are not followed,
the approving authority will indicate why the schedule
was not followed. and the basis for the quantity al
lowed.

318.3 Ownership
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

Claims which are otherwise within the provision of
these regulations will not be disapproved solely because
the property was not in the custody of the claimant at
the time of the damage. loss. or destruction. or solely
because the claimant was not the legal owner of the
property for which the claim was made. For example.
borrowed property may be the subject of a claim if its
possession was reasonable. useful, or necessary to the
claimant.

318.4 Claims Not Payable
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

Claims are not allowed:
(1) In any instance where the total adjudicated loss

or damage is $50 or less;
(2) For property lost or damaged as a result of

claimant's negligence. Property damaged or lost. in

•

•

•

•

•
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whole or in pan. as a result of any negligence or wrong
ful act of the claimant. or any agency or employee of
the claimant acting in the scope of employment. Negli
gence may be defined as the failure to exercise that de
gree of care which a reasonable and prudent person
would ha\c exercised under the same or similar circum
stances;

(3) For property lost or damaged for local em
ployees and dependents. When the claimants are local
inhabitants. a claim arising out of damage to or loss of
property located in personal quarters will ordinarily not
be considered incident to their services. Similarly. loss
or damage sustained in quarters outside the United
States which are occupied by the c1aimant's depen
dents while the claimant is stationed in a country other
than the one in which the claimant's dependents live. is
not considered· incident to service;

(4) For any damages to or loss of property at quar
ters occupied by the claimant within the United States.
which were not assigned to the claimant or otherwise
provided in kind. by the U.S. Government;

(5) For intangible property. which is property that
has no intrinsic and marketable value but is merely rep
resentative or evidence of value. such as non-negoti
able stock certificates. promissory notes. bonds. bills
of-Jading. warehouse receipts. insurance policies. bag
gage checks. and bank books;

(6) For U.S. Government property;
(7) For articles acquired or held for sale or disposi

tion by other commercial transactions. or for use in a
private profession or business enterprise;

(8) For damage to or loss of property acquired. pos
sessed. or transported in violation of the law or regula
tions of competent authority (this does not apply to lim
itations imposed on the weight of shipments of house
hold and personal effects);

(9) For loss of money in any amount during ship
ment or storage with baggage or household goods;

(10) For loss, damage. or destruction of property
stored at a commercial facility or transported for the
personal convenience of a claimant and at claimant's
own expense;

(11) For money or currency except when lost inci
dent to a marine. aircraft. or other public transporta
tion accident. or when lost by fire. flood. hurricane. or
theft from quarters. or while performing official duties.
In theft from quarters. it must be conclusively shown
that the money or currency was reasonably protected
and that appropriate security measures had been taken.
Reimbursement for loss of money or currency is limited
to an amount which the approving authority determines
to have been reasonable for the claimant to have had in
possession at the time of the incident;

(12) For unserviceable property;
(13) For easily pilferable high value articles such as,

but not limited to, jewelry (including costume jewelry).
watches, rings (when shipped with household goods).
or unaccompanied baggage when the loss occurs due to
theft. This prohibition does not apply when the articles
are in personal baggage of the claimant or properly
checked, provided reasonable protection or security
measures have been taken (see §318.5b);

(14) For articles intended directly or indirectly for
persons other than the claimant or members of the
claimant's immediate household. This prohibition in
cludes articles acquired at the request of others and ar
ticles to be disposed of by sale;

(15) For loss of or damage to articles being worn (in
cluding handbags or wallets) except under the circum
stances of § §317.3 and 317.4;

(16) For theft of personal property from the person
of the employee or dependent unless performing offi
cial duties. including authorized travel;

(17) For any damage or loss to employee's privately
owned motor vehicle incident to its operations;

(18) For any losses of insurers and other subrogees;
(19) For any losses, or any portion thereof, which

have been recovered or are recoverable from an insur
er, packer, warehouse personnel, carrier, or pursuant
to contract, provided, however, that in adjudicating
claims any recoveries from the above sources shall be
applied first against items of property lost or damaged
which cannot be reimbursed under these regulations.
Failure to make demand against the appropriate third
party or contract may result in the reduction of an
amount equal to that which could have been recovered
from the amount otherwise allowable;

(20) For theft unless positive evidence clearly esta
blishes:

(a) The existence of a larceny. burglary. or house
breaking; and

(b) That the claimant exercised due care in the pro
tection of the claimant's property.

(21) For antiques. relics. heirlooms, or items pur
chased at unreasonably high prices. Claims for such
items are allowed only on the basis of the reasonable
purchase price of substitute articles of a similar func
tional nature. appropriate for the claimant under the
particular circumstances of service and disregarding the
nonintrinsic value of the item lost or damaged. For
losses which occur on or after October I, 1977, this
paragraph is modified by deleting .. antiques. relics,
heirlooms, or";

(22) For articles lost or damaged while in transit in
the U.S. or international mail systems; and
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318.5 Hi-Val Items
(TL:GS-I; 8-22-91)
(Uniform State/AID/USIA)

(23) f'or personal property placed in a warehouse,
office, safe, file cabinet, or other place for personal
convenience in the absence of proper authorization
(see §3 J 7.tb).

a. Ilems of extraordinary or substantial value are
considered high value (Hi-Val) items.

b. Small items of substantial value are easily pilfer
able high value articles shipped with household goods,
unaccompanied baggage, or placed in storage. Loss
usually occurs due La theft or other unexplained inci
dents. Nonexclusive examples of this category are cam
eras, watches, jewelry, tie clips, curr links, belt buckles,
binoculars, small radios, cigarette cases, and coin/
stamp collections. Normally, an item having a value of
over $50 can be considered a small item of substantial
value. This prohibition does not apply when the articles
are in the claimant's accompanied and baggaged per
sonal custody, or are properly checked, provided rea
sonable protection or security measures have been tak
en. (See §3t8.4.)

c. Item of extraordinary value: An item which. be
cause of quality of workmanship or design, the high val
ue materials, or association with a past event or histori
cal figure, possesses a value far beyond the usual value
of a similar item. An item which COsls less than $500
will, generally, not be considered in this category. Items
of extraordinary value are normally limited to items
which primarily serve as an artistic or decorative pur
pose, or which are collector's items.

d. Special requirements for shipping Hi-Val items:
Hi-Val items may be included with household goods
shipments. It is most important that regardless of the
manner in which the items are shipped, employees
must declare all Hi-Val items in writing at the time of
making arrangements for shipment by furnishing a de
tailed list of such items. State and USIA employees
should furnish this list to the Department of State
(OPRII:MSS/CL). AID employees should furnish this
list to the AID Office of r--.1anagemcnt Operations (M/

•

•

•

•

•
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SERIMO/PA/PB), Attention: Claims Officer. Unless
the employee furnishes this declaration, Hi-V.al items
may not be considered for payment in any amount in
the settlement of a claim for possible loss or damage.
Employees are urged to handcarry or make other provi
sions for small and easily pilferable items such as cash,
jewelry, and coin collections, and should pay special
attention to Exhibits 318.2A, 318.2B. and 3IB.2e, it
applicable. Loss of Hi-Val jewelry and coin collectiom
in storage, in transit, and in temporary and nontempo
rary storage under circumstances indicating that the
loss was caused by theft are not payable in any amount
in the settlement of a claim.

e. If an employee intends to ship or store articles,
the value of which will exceed both the Depanment's
and the potential carrier's liability, the employee
should strongly consider procuring sufficient insurance
to cover the true value of the articles being shipped or
stored (see §319).

f. Even where loss of an item of extraordinary value
is payable, the allowable compensation may be ad
justed to the price of a reasonable substitute anicle of
similar type.

g. A thesis, or other similar item, is compensable
only to the extent of the out-of-pocket expenses in
curred by the claimant in preparing the item, such as
the cost of the paper orother materials therein. Com
pensation is not authorized for the time spent by the
claimant in the preparation thereof nor for the literary
value of the item.

319 POLICY ON PRIVATE
INSURANCE BY EMPLOYEES

(TL:GS-309; 4-21-83)
(Uniform State/A1DIUSIA)

Employees are encouraged to carry private insurance
against damage to or loss of their personal property.
Such insurance is desirable to cover risks specifically
excluded or limited by these regulations and should be
reviewed thoroughly to verify that all, as well as full cov
erage, is included. Employees should be aware that full
coverage is advisable since a co-insurance clause could
drastically reduce reimbursement.

Effective Date
April 13, 1992

Page No.
lOA-6
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Exhibit 318.2A
Table of Maximum Amounts Allowable
(For losses which occur on or after July 22, 1987)

CATEGORIES OF PERSONAL PROPERTY AMOUNTS ALLOWABLE

Antiques and heirlooms'

Boats (outboard molars and all other hoating
equipml·nt and supplies

Books

Camera and photographic equipment

Chess sets

China

Clocks (grandfather and grandmother only)

$5.000 per claim

$1.000 per claim

$2.000 per claim

$ 750 per item
$1,500 per claim

$ 350 per claim

$2,000 per claim

$1,000 per claim
(unless collection)

Clothing for:
ages birth through 6 years
ages 7 through 14 years
ages 15 through 17 years
ages 18 years and above

Computers, equipment. and supplies

Crystal

Electrical (gas and appliances)

Foodstuffs including beverages (in shipment)
(except additional consumables authorized under § 162.3)

Furniture

Furs (CO:lts. stoles, c:lpes. collars, hats. etc.)

$ 350 per person
$ 750 per person
$1,500 per person
$2,500 per person

$1,500 per claim

$2,000 per claim

$ 750 per claim

$ 500 per claim

$1.000 per item
$1,500 per sectional sofa

$ 750 per item
$1.500 per claim

High fidelity, stereo, and related electronic equipment
(components such as amplifiers, tuners. speakers, turn
tables, tape decks. disc players. etc.)

Hobbies and collections (whether for a single hobby or
collection. or a comhination of hobbies and/or collections).
including but not limited to:

bottles; coin and stamp collections; electric trains;
firearms and ammunition; phonographs and records;
tape recorders and tapes; video cassette recorders
and cassettes.

For a single collection
For either a combination of collections or a

col1ection belonging to the whole family

Jewelry including:
costume jewelry
jewelry (other than costume)

watches

$2,000 per claim

$1.500 single

$3.000 per claim

$ 500 per claim
$ 750 per item
$3.000 per claim
$ 300 per item
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Table of Maximum Amounts Allowable - continued •
CATEGORIES OF PERSONAL PROPERTY

Lamps

Motorbikes. mopeds. etc.

Musical instruments. including:
pianos and organs
all other instruments, equipment, supplies

Paintings and pictures (including frames)

Personal memorabilia (except where volume indicates hobby).
including but not limited to:

baby albums; photographic slides; scrapbooks; snapshot
albums; snapshots; souvenir albums; trophies.

Rugs

Sterling silver articles (silverware, vases, picture frames, etc.)

Tapes in automobiles

tools

Tools in POV

Toys

Vases

Wedding albums

Wigs (including hair pieces)

AMOUNTS ALLOWABLE

$ 150 per item

$ 750 per vehicle

$2,500 per item
$1,000 per claim

$ 500 per item
$3,000 per claim

$ 500 per claim

$1,500 per item

$ 75 ea flatware pc
$ 200 ea serving pc
$3,000 per claim

$ 60 per claim

$1,000 per claim

$ 50 per claim

$ 500 per claim

$ 150 per item

$ 250 per claim

$ 500 per claim

•

•

'NOTE: In order to quaHry pdma facie as an anUque, accordtng to U.S. Customs, an Item must be at least 100 •
years old. Unassailable evidence of the same must be presented to justify payment. An item newer than that will
only be considered antique where substantial independent evidence is presented that the item so qualifies. In such
instances, the claimant will be required to prove that the item possesses a demonstrable inherent value regardless
of of its purchase price, the place where it was purchased. or the prestige of the label it bears. The fact that an
isolated appraiser might be found who could assign a value to it in excess of its purchase price does not meet this
burden of prooL In the absence of credible evidence of value, reimbursement would be limited to out-of-pocket
loss, or the reasonable replacement price of a substantially similar substitute item.

•
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Exhibit 318.28
Table of Maximum Amounts Allowabl~

(For losses which occur on or after April 21, 1983 but before July 22, 1987)

CATEGORIES OF PERSONAL PROPERTY AMOUNTS ALLOWABLE

Antiques and heirlooms

Automobiles (in transit)

Boats (outboard mOlors and all other boating
equipment and supplies

Books

Camera and photographic equipment

Chess sets

China

Clocks (grandfather and grandmother only)

$3,000 per claim

$1,000 per claim

$1,000 per claim

$1,800 per claim

$ 500 per item (with lens)
$ 200 per item (without lens)
$1,500 per claim

$ 350 per claim

$1,500 per claim

$1,000 per claim
(unless collection)

Clothing for:
ages birth through 6 years
ages 7 through 14 years
ages 15 through 17 years
ages 18 years and above

Crystal

Electrical (gas and appliances)

Foodsluffs including beverages (in shipment)
(except additional consumables authorized under § 162.3)

Furniture

Furs (coats, stoles, capes, collars, hats, etc.)

$ 350 per person
$ 750 per person
$1.500 per person
$2,500 per person

$1, 500 per claim

$ 750 per claim

$ 500 per claim

$1,000 per item
$1,500 per sectional sofa

$ 750 per item
$1,500 per claim

High fidelity. stereo, and related electronic equipment
(components such as amplifiers, tuners, speakers, turn
tables, tape decks, etc.)

Hobbies and collections (whether for a single hobby or
collection, or a combination of hobbies and/or collections),
including but not limiled to:

bollles; coin and stamp collections; electric trains;
firearms and ammunition; phonographs and records;
tape recorders and tapes; video cassette recorders
and cassettes..

For a single collection
For either a combination of collections or a

collection helonging to the whole family

Jewelry including:
costume jewelry
jewelry (other lhan costume)

watches

$1,500 per claim

$ 750 total

$1.500 per claim

$ 300 per claim
$ 500 per item
$2,000 per claim
$ 150 per item
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Table of Maximum Amounts Allowable - continued •
CATEGORIES OF PERSONAL PROPERTY

Lamps

Motorbikes, mopeds, etc.

Musical instruments, including:
pianos and organs
all other instruments, equipment, supplies

Paintings and pictures (including frames)

Personal memorabilia (except where volume indicates hobby),
including but not limited to:

baby albums; photographic slides; scrapbooks; snapshot
albums; snapshots; souvenir albums; trophies.

Rugs

Sterlinr silver articles (silverware, vases, picture frames, etc.)

Tapes in automobiles

Tools

Tools (in own automobile)

Toys

Vases

Wedding albums

Wigs (including hair pieces)

AMOUNTS ALLOWABLE

$ 50 per item

$ 750 per vehicle

$2,500 per item
$1.000 per claim

$ 500 per item
$3,000 per claim

$ 500 per claim

$1,000 per item

$ 75 ea flatware pc
$ 200 ea serving pc
$3,000 per claim

$ 60 per claim

$1,000 per claim

$ 50 per claim

$ 500 per claim

$ 50 per item

$ 250 per claim

$ 500 per claim

•

•

•

•
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Exhibit 318.2C
Table of Maximum Amounts Allowable -

FOR CLAIMS ACCRUING AS A RESULT OF OFFICIAL EVACUATION AND/OR

ABANDONMENT

(For losses which occur on or after April 1, 1990)

CATEGORIES OF PERSONAL PROPERTY

Appliances (electrical. gas, and other)

Antiques and heirlooms

Boats (outboard motors and all other boating
equipment and supplies)

Books

Camera and photographic equipment

Chess sets

China

Clocks (grand rather and grandmother only)

Clothing for:
ages birth through 6 years
ages 7 through 14 years
ages 15 through 17 years
ages 18 years and above

Computers, equipment, and supplies

Crystal

Foodstuffs including beverages (in shipment)
(except additional consumables authorized under §162.3)

Furniture

Furs (coats, stoles, capes, collars. hats. etc.)

High fidelity, stereo, and related electronic equipment
(componems such as amplifiers, tuners, speakers, turn
tables. tape decks, disc players, etc.)

Hobbies and collections (whether for a single hobby or
collection, or a combination of hobbies and/or collections),
including but not limited to:

bottles; coin and stamp collections; phonographs and
records; tape recorders and tapes; video cassette
recorders ;:md cassettes.

For a single collection
For either a combination of collections or a

collection belonging to the whole family

AMOUNTS ALLOWABLE

$ 750 per claim

$5,000 per claim

$1,000 per claim

$2.000 per claim

$ 750 per item
$1,500 per claim

$ 350'per claim

$2,000 per claim

$1,000 per claim
(unless collection)

$ 350 per person
$ 750 per person
$1,500 per person
$2,500 per person

$3,000 per claim

$2,000 per claim

$ 500 per claim

$1,000 per item
$1,500 per sectional sofa

$ 750 per item
$1,500 per claim

$2,000 per claim

$2,500 total

$5,000 per claim
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Table of Maximum Amounts Allowable - continued •
CATEGORIES OF PERSONAL PROPERTY

Jewelry including:
costume jewelry
jewelry (other than costume)

watches

Lamps

Motorbikes, mopeds, etc.

Musical instruments, including:
pianos and organs
all other instruments, equipment, supplies

Paintings and pictures (including frames)

Personal memorabilia (except where volume indicates hobby),

including but not limited to:
baby albums; photographic slides; scrapbooks; snapshot
albums; snapshots; souvenir albums; trophies.

Rugs

Sterling silver articles (silverware, vases, picture frames, etc.)

Tapes in POY

Tools

Tools in POY

Toys

Yases

Wedding albums

Wigs (including hair pieces)

AMOUNTS ALLOWABLE

$ 500 per claim
$ 750 per item
$3,000 per claim
$ 300 per item

$ 150 per item

$ 750 per vehicle

$2,500 per item
$1,000 per claim

$ 500 per item
$3,000 per claim

$1,000 per claim

$1,500 per item

$ 75 ea flatware pc
$ 200 ea serving pc
$3.000 per claim

$ '60 per claim

$2.500 per claim

$ 50 per claim

$1,000 per claim

$ 150 per item

$ 250 per claim

$ 500 per claim

•

•

•

•
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320
EVIDENCE IN SUPPORT OF CLAIMS

321 GENERAL INSTRUCTIONS
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

In addition to the evidence and information required
on the claim form, the following evidence should be
furnished when applicable and available:

(1) Copy of travel orders assigning claimant to the
post and/or authorizing shipment of property;

(2) Corroborating statement(s) from person(s) who
have personal knowledge of the facts concerning the
claim;

(3) Receipts, cancelled checks, or other documen
tation showing acquisition;

(4) Statement concerning any insurance coverage
and reimbursement obtained from the insurer. The
statement should describe the type of insurance and
coverage and give the insurer's name. If the claimant
has insurance and had not submitted a claim, the fail
ure to do so must be explained; and

(5) Photographs in any case where such would sup
port the claim made.

322 FACTORS IN THE
DETERMINATION OF
COMPENSATION

(TL:GS-309; 4-21-83)
(Uniform State/AIDIUSIA)

Compensation allowable for an item of personal
property should not exceed the actual value of the item
at the time of its loss, damage, or destruction. Value
will normally be determined according to one of the
following general principles. whichever appears most
appropriate:

(1) In most cases, the value at the time of loss, dam
age, or destruction should be the acquisition cost of the
item plus a factor which reflects changes in the pur
chase power of the U.S. dollar;

(2) Depreciation in value of an item is determined
by considering the type of article involved, its condition
when lost or damaged. and the time elapsed between
the date of acquisition and the claim's accrual date.
Rate of depreciation is applied to the allowable replace
ment value, but:

(a) No depreciation is to be charged against hard
type goods during periods of storage authorized by the
Department of State, U.S. Information Agency, or
Agency for International Development; and

(b) No depreciation is to be taken in excess of 75
percent of the value at the time of its acquisition.

(3) A destroyed item is one which is damaged be
yond economic repair - when the item cannot actually
be repaired at any cost or when the cost of necessary
repairs exceed the value of the item at the time of dam
age. The compensation normally allowable for a de
stroyed item is the actual value of the item at the time of
destruction. However, if an item has not been totally
destroyed and any part thereof remains useful and has
a salvage value, and the claimants will retain that part,
the allowance for that item will be the value at the time
of destruction less the ascertained value of the salvaged
part;

(4) No allowance will be made for appreciation in
value of property;

(5) Allowance for damaged property:
(a) The compensation normally allowable for dam

aged property is the cost of the repairs necessary to re
store the property to its condition prior to damage. Cost
of repair of pre-existing damage is not compensable;

(b) Allowance for repair or replacement of a com
ponent part, which normally requires replacement dur
ing the useful life of the item involved, will be the actual
replacement cost of the part involved less any depreci
ation applicable;

(c) In the event partial damage to an item or any
part thereof necessitates the repair of the entire item,
allowance is permitted for repairing the entire item less
any depreciation applicable; and

(d) Evidence to substantiate cost of repairs such as:
(i) Itemized receipted bill of repair for damaged

property which has been repaired; or
(ii) At least one written estimate of the cost of re

pairs from a competent bidder, merchant, commercial
outlet, etc., if the property is economically repairable
and had not been repaired.

(6) Motor Vehicle Claims:
(a) The allowable compensation for a lost or de

stroyed privately-owned vehicle normally will be its ac
tual value at the time of loss, less salvage, if any. That
value is normally the market price of the vehicle at the
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time of loss. The value will be determined from the
NADA Used Car Guide for the East Coast; and

(b) Compensation for property left in a privately
owned vehicle when that vehicle is shipped at U.S.
Government expense, which is lost, damaged, or de
stroyed wiII be approved for normal vehicular tools,
which are defined as those necessary to perform minor
automotive repairs.

323 SPECIFIC CLASSES OF
CLAIMS

(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

Claims of the folIowing types should, if possible, be
accompanied by the specific and detailed evidence
listed below.

323.1 Property Losses at
Quarters or Other
Authorized Places

(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

For property losses at quarters or other authorized
places, provide a statement indicating:

(1) Geographical locations;
(2) Whether quarters were assigned or provided in

kind or reimbursed by the U.S. Government;
(3) Whether quarters are regularly occupied by the

claimant;
(4) Names of compeLent authorities who authorized

the place of storage of the property, if other than quar
ters; and

(5) Measures taken to protect the property.

323.2 Theft
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

For cases of theft, provide the foHowing:
( 1) Copy of Lravel orders assigning claimant to post;
(2) Copy of report by post security officer;
(3) Copies of police report and results of investiga

tions;
(4) A staLement indicating facts and circumstances

surrounding the loss, including precise location of Lhe
property prior to loss; evidence of larceny, burglary. or
housebreaking; capLure of Lhief, recovery of part of sLo
len goods, etc.; and

(5) Evidence thaL the claimant exercised due care
in protecting the property prior to the loss. Consider
ation wilI be given to the degree of care normally exer
cised in the locale of the loss due to any unusual risks
involved.

323.3 Transportation Losses
(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

Claims should include:
(1) Copy of orders authorizing the travel, transpor

tation, storage, or shipment of the property;
(2) Copy of alI biIls-of-lading, delivery receipts,

and inventories of property shipped and/or stored;
(3) Copy of demand on carrier or insurer, or both,

and replies;
(4) For missing property, statement indicating ac

tion taken to locate missing property, with related cor
respondence; and

(5) In cases where property was turned over to the
U.S. Government or a contract packer, provide:

(a) Names or designation of individual or company;
(b) Date property was turned over;
(c) Condition of the property when it was turned

over;
(d) When and where property was packed and by

whom;
(e) Date of shipment and reshipment;
(f) Copies of alI manifests, biIls-of-lading, and

contracts;
(g) Date and place of delivery to claimant;
(h) Date property was unpacked;
(i) Statement of disinterested witnesses as to condi

tion of property when received and delivered, or as to
handling and storage;

(j) Information on whether the negligence of any
U.S. Government employee acting within the scope of
employment caused the damage or loss; and

(k) Information on whether the last common carri
er or local civilian carrier was given a clear receipt.

323.4 Marine, Aircraft, or Other
Public Conveyance
Accidents

(TL:GS-309; 4-21-83)
(Uniform State/AIDIUSIA)

A copy of travel orders or other evidence to establish
the claimant's right to be or to have property on board.

•

•

•

•

•
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323.5 Enemy Action, Public
Disaster, Public Service, or
Abandonment

(TL:GS-309; 4-21-83)
(Uniform State/AIDIUSIA)

A detailed statement of the facts and circumstances
showing applicable causes enumerated in § §317.4 and
317.5.

323.6 Property Used for Benefit
to U.S. Government

(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

A statement from proper authority that the property
was being used, or held for use, by official direction or
request. (See §317.6.)

324 WAIVER OF REQUIRED
EVIDENCE

(TL:GS-309; 4-21-83)
(Uniform State/AID/USIA)

All or any of the evidence specified in sections 321,
322, and 323 may be waived in instances where the
claim appears otherwise reasonable and proper and the
obtaining and submission of such evidence would be
unduly costly or time-consuming in relation to the
amount of the claim.

325 RECONSIDERATION OF
CLAIMS

(TL:GS-359: 5-5-87)
(Uniform State/A1DIUSIA)

Settlement of a claim by a full or partial allowance,
or by a disallowance, by the approving authority desig
nated by the head of the agency concerned. is final and
conclusive. However, any claimant may request recon
sideration of the adjustment or determination of a
claim upon establishing an error in the settlement or
presenting new evidence not available at the time of the
settlement. Such request for reconsideration for State
and USIA employees must be made in writing and be
submitted to the Orfice of Operations. Department of
State, Washington, D.C. 20520, within 6 months from
the date the claimant receives notice of the disposition
of the claim. AID employee requests should be sub
mitted to the AID Orfice of Management Operations
(M/SERIMO/PA/PB). Washington, D.C. 20523. The
respective office of operations will forward the request
to the approving authority of the agency concerned.

326 ADVANCE PAYMENT OF
CLAIM

(TL:GS-309; 4-2/-83)
(Uniform State/A1DIUSIA)

In unusual instances where the approving authority
of the agency concerned determines that substantial
personal hardship is involved and a preliminary review
of the claim indicates that it appears just and reason
able, an advance payment of up to 75 percent of the
estimated value of the loss may be made upon receipt
of a statement from the claimant agreeing to refund any
or an of the advance payment as may be required to
conform with the final settlement of the claim.

327 through 329 Unassigned



/

/

/

Attachrrent lOA
(TM 23:79) - 10/1/86

STATE/AID/USIA

CLAIM FOR PRIVATE PERSONAL PROPERTY AGAINST THE UNITED STATES IDATE
(Submit In two coplel)

PRIVACY ACT STATEMENT: Punuant to 31 USC 240-243, the information requested on this form establishes a claim against the U.s. Government
and Is used In the adjudication of that claim ulndlcated in 6 FAM 300. Without the Information requested the action agency cannot process the
claim. .

INSTRUCTIONS TO CLAIMANT

To present a claim for an Incident to servl~e 1011 pursuant to 6 FAM Inventory, Warehouse Receipt, unel orden, etc., must be sub-
300, a request for the payment of a sIThlnc rum of money must be milled.
submitted to an appropriate agen:z 0 the United States within two You are entitled to claim the followIng:(2) yean of the date of the incl ent giving rise to the claim. The
two year period of limitation, being statu tor)', may not be waived a. The reasonable local repair cost If an Item Is economically
by any administrative agency, repairable. In such case, a written estimate of repair from a ro-
Part I of thls form should be completed fully. Including the answer· liable disinterested concern, competent bidder, or, If repairs have
Ing of all questions. and signed by the claimant, In the event it is been completed, a signed, itemized receipt should be submilled.

beln~ presented by a duly authorized .,ent, legal representative or Repair costs will be paid up to the depreciated value of the Item

surv vor of the claimant, evidence of the authority to present the damaged.

claim, Le., a power of attorney.letten of administration. etc., must b. The reasonable cost of obtaining local estimates of repalr/re·
be submitted with the claim, placement con, provided such estimates cannot be obtained with·
If the claim Is for loIS of. or damage to. personal property while out .con and such costs are not refundable upon completion of
being transported or stored incident to the service or employment repaus,

of the claimant. all documents relating to such transportation or Any further Inslluctlons or Information may be obtained from
storage, e.I-, the Government But of Lading, Household Goods Department of State (OPR/FMAS/CL)

CLAIMANT'S NAME (FI,It, middle lind 1II1t) SSN ,

ADDRESS TO WHICH CHECK IS TO BE CURRENT ADDRESS (1Idllle,ent from chect mllilirtl GRADE
MAILED IIdd,eu)

AGENCY EMPLOYED BY

PART I - CLAIMANT AMOUNT OF CLAIM fin US Monty)
Claim Is hereby submitted for damage to or loIS ofrrsona' ~roperty Incident to service or employment
listed in detaU on the schedule of property attache ,All app icable documentation requiled by 6 FAM
322 Is also attached.

DATE, PLACE. FACTS AND CIRCUMSTANCES OF THE INCIDENT (Stllte faCti In dttllU, ult IIddlrlonllllhter IlntctUilry. /1 thu 1111 trtI,.,ponll.
tion c/lllm, complete Form DS·16208. submit In dupllcllte. Form DS·16208 Ct/n 11110 be uud to JIlt II demllnd 11111Inn II third """y.)

YES NO

1. The damage or 1011 for which claim Is made was nOI caused in whole or In part by any negligence or wrongful act on the part of
myself, my agent, or my employee.

2. I have not recovered any of the property nor has any of It been replaced by the Government.
3. If any of the property for which claim Is made Is later recovered,l agree to give written notice to the office paying this claim.
4. I have private Insurance, and aU correspondence with my Insurer Is attached Including a copy of my demand for reimbursement.

I authorize my Insurer to release any Information to the United States regarding Insurance covetlle I have for this 1011.

.5. A demand against a common canler or warehouseman has been made, and all correspondence with canler or warehouseman Is
attached Including a copy of the demand for reimbursement.

6. None of the Items claimed are Government property, but were privately purchased or glftL
7. AU documents required are attached hereto,and a detailed list of the property Is set forth on the Schedule of Property and made a part of

thllstatementl have fullltnowledge of the penalties Involved for wilfully malting a false, nctitlous, or fraudulent claim (Section 287o/tftle
18. U.S.c., provtdellll7lllxlmum fine 0/Sl 0,000 0' Imprlwnmtflt tor /lve yetUI or bot".} ,

8. I hereby aulgn to the United States, to the extent of any payment on this claim accepted by me, aU my rig1lt, tltle,and Interest In and to any
clalm I have against any carrler,lnsurer, or other party arising out of theabovo-desalbed Incident and Will, upon request, furnish such evidence
&I may be required to enable the United States to enforce such claim.

9. I fwther authorize the United States to withhold from my payor accounts for any paymenta made to me by a carrler,lnsurer or otber party
when lam abo reimbursed by the United Stateland for any payments made by the United States In reliance on the Information contained
herein which thereafter Is determined to be Incorrect or untrue.

10. I have not made a previoul claim against the United States for lou or damage now claimed.

SIGNATURE OF WITNESS AND DATE SIGNATURE OF CLAIMANT (or Altnt) AND DATE

.l

FORM 0$01620,o.a:z
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SCHEDULE OF PROPERTY ICLAIMOF IPage(Submit in trip/kat.) of Pages

PACK·
ING

ITEM LIST/ DESCRIPTION OF ARTICLE NATURE AND EXTENT OF DAMAGE DATE OF
VALUE AT

COST
NO. INVEN· (lnc/ud. rrlliU m.rlc, b,..nd n.m., mod.', y.r of m.nuf.ctur••nd slz.,} (D.scri". n.w d.m.~ In d.,.il. If IOIr, DATE OF OFFICE

TORY
indic." "MISSING. "J

ACOUI· ACOUI· TO USE

NO.
SITION SITJON REPAIR ONLY

..

.

• •
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fovtlt'lFORM DS.1820A1o-a:z

DATE .. .. . .'STATE·AID - USIA

CLAIMS INVESTIGATING OFFICER'S REPORT

CLAIM OF INlme Ind Grldel EMPLOYING AGENCY: lind egency to which 1..lgned or deuUed If
other thin employing egencyl

If Stete Employed: o Progrlm OShlred

1. As required by 6 FAM 317 and 318, attached claim has been fully investigated and is forwarded in duplicate togather with

one copy of each of the supporting papers (see 6 FAM 322) marked exhibits through .
2. The loss or damage occurred on or about IOete', at or between 1~lec:el

and is a (Kind or typel claim irising under Section

3. State hare, and on attached sheet if necessary, all additional facts or circumstances that will clarify and amplify the statement
of facts made by the claimant, or facts overlooked or incorrectly stated by the claimant on the claim form.

,

•
• I

CHECK YES OR NO. If the answers to any question requires explaination, state details on attached sheet.

YES NO

4. Is the claim presented by a proper claimant?

5. If filed by agent or legal representative, does file contain evidence of appointment or power of attorney in
dupllcate7

6. If claim involves damage or loss in shipment, does file baing forwarded contain:
(a) Travel orders. bills of lading. and shipment inventories7

(b) Statement of action taken to locate any missing propeny with related correspondenca?

(c) Evidence that the claimant made demand on all known third parties, i.e., packer, carrier, insurer, etc.?

(d) All correspondence relating to the demands made on third parties7

(e) Explanation of failure to comply with any of the above requirements7

7. If propeny was available, did you Inspect it7 If so, under "Remarks" column describe the condition of the
damaged propeny as opposed to Its apparent condition prior to the damage.

8. Doas the file contain repair bills or estimates of repairs, where appropriate7 .
9. If claim involves theft, does file include statements by other than the claimant, describing: (a) positive evidence that
clearly establishes the existence of a theft: (b) evidence of measures taken for protection of the propertY bv claimant?

10. Comment on Individual items, as appropriate, under "Remarks" on reverse side providing factual Information pirtlcularly . ... .
with respect to (1) expensive Items or items of extraordinary value, (2) items claimed as baing damaged beyond economical
repair but which are repairable, (3) salvagabJe value of propeny, and (4) items for which unusual damage Is claimed which
is not attributable to this Incident.

I..

/

I
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REMARKS ISH 8 FAM 318) lAID MO 352.1)

~

!

I

;

.

SIGNATURE OF INVESTIGATING OFFICER TITLE

•

•

•

•

•

•
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DEMAND ON CARRIER/CONTRACTOR
(Submit In Dupllut.j

TO: (N.m. tlnd Addr_ ofO",ier/Contrat:tor) (Includ. ZIP Cod.) OBLNO. AIRWAY BILL NO. CONTRACT NO•

.
CARRIER B/L NO. BAOOAOE CHECK FLIOHTNO.

NO.

TO: (Ntlm. tlnd Add"» of Wtlnhou" IfIhlpped from nonUmpo"'r)/ SHIPMENT IN NONTEMPORARY STORAGE
no,.,.) (Include ZIPCodtl)

FROM TO

LOT NO. SERVICE ORDER NO.

CLAIM IS "RESENTED FOR: AMOUNT 0" CLAIM

OLO" ODAMAOE IN CONNECTION WITH THE FOLLOWINO SHI ..MENT OF:

o HOUSEHOLD OOOOS OBAOOAOE OOTHER (:S~cllY) $
ORIOIN TRANSFORTATION OFFICE DESTINATION TRANSPORTATION OF"ICI

.
"ROM TO

Shipment
Released

BY DATE
Shipment
Packed

BY FROM (DtIt.) TO (DtI~)

Shipment
Stored

BY DATE
Shipment
Delivered

BY DATE
Shipment
Unpacked

DATE DAMAoE OR LOSS DISCOVERED BYWHOM

See A trached (Schedule ofProperty) lor DeJcrlptfon ofC1JZ1m.
weRE WRITTEN EXCEPTIONS NOTED ON DELIVERY7

DYES o NO (If "NO" B;cpliJln)

.
REMARKS

-

I

SEND YOU R RE"LY TO: (OfTk' monltorln, my cliJlm) (ThU oJ1fc•• will conduct aU /II"''' n.,otllJtloru ~tll Y0f4)
.

DATE DISPATCHED NAME AND ADDRESS OF CLAIMANT (Includ. ZlPCod.) SIONATURE

J

FORM 0$-18208
1N2

"
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ATTACHMENT 100

Personal Property Claims Handbook

Introduction

This handbook is intended to provide guidance to amplify the regulations
and should be used only as a general guide on the claims program and in the
investigation and the submission of claims. 6 FAM 300 provides the regulatory
basis for all claims action and should be referred to for definitive
information. Since the claims program is not designed to fully reimburse
employees for all damage or losses, it is highly recommended that property
owners always consider the purchase of insurance to protect their household
goods, especially if small items of substantial value and items of
extraordinary value are owned. These types of property are more clearly
defined later in the handbook.

General History (6 FAM 300)

The United States Government has recognized its obligations towards
military service members to alleviate the hazards and hardships of military
life. The legislative history of the Military Personnel and Civilian
Employees Claims Act of 1964, as amended by Public Law 91-311, reflects an
assumption by Congress that the Government has benefited from the improved
morale of military service members and employees due to prior legislation, and
that the military department's regulations and settlement experience has
"served to establish gUidelines and standards which will aid in the
application of the extended coverage" throughout all Federal agencies. Under
the statute, the head of a Federal agency has been delegated settlement
authority for claims from employees of their department.

Authority for the Department of State has been delegated to the Deputy
Assistant Secretary for Operations (A/OPR). The legislative history of the
1964 statute pertaining to the definition of Federal "agencies" specifically
states that employees of non-appropriated fund activities (e.g., commissaries,
recreational facilities, and schools) are not intended to derive any benefits
under the Act.

Normally, the maximum amount payable for claims is $25,000. However,
losses resulting from acts of violence directed against the United States
Government or its representatives in a foreign country or as the result of an
authorized evacuation of personnel from a foreign country are not subject to
that limitation but to a maximum of $40,000.

Because the statute only contemplates settlement of claims "under such
regulations as the head of the agency may prescribe," promulgating regulations
is a necessary step towards making the statute work. Joint regulations
contained in 6 FAM 300 implement the basic Claims Act of 1964 to the extent
that the heads of the Foreign Affairs Agencies are delegated settlement
authority.



Page No. Effective Date Trans. Memo. No.
100-2 October 1, 1986 23:79 AID HANDBOOK 23

Where the Claims Act Applies (6 FAM 310)

While the Military Personnel and Civilian Employees' Claims Act applies
worldwide, the Foreign Affairs Regulations generally limit its application to
overseas areas, unless an individual is on a temporary duty assignment (TDY).
In the United States, the claim involves items transported or stored and
covered by official travel authorization, or involves an incident at a
claimant's quarters assigned or otherwise provided in kind by the U.S.
Government. Outside the 50 States or the District of Columbia, even in
territories governed or administered by the United States, no such distinction
is drawn between "Government" and other quarters. The regulations establish
more stringent standards governing a claimant's obligation to protect
claimant's own personal property in areas where there is a high incidence of
theft. Claims of Foreign Service national employees, although subject to
restrictions, also may be payable under unusual circumstances.

Proper Claimants (6 FAM 312)

•

•

•

Proper claimants under the Act are those who are:

A. Employees paid from appropriated funds of State, AID, or USIA if
they were in pay status at the time of the incident causing loss. (Personnel
on annual/sick leave, home leave, or R &R are not considered proper •
claimants.)

B. Survivors of decedents (employees) who would have been proper
claimants but for death. (Although a valid survivor's claim is an independent
statutory right to receive compensation, the claim must derive from a loss for
which the decedent (employee) would have been allowed compensation.)

C. The legal guardian of a minor child and/or agents and
representatives lawfully appointed to conduct a claimant's affairs, provided
they submit evidence to prove their status.

Losses for Which the Act Provides Compensation (6 FAM 317)

A. Type of Property. The Act provides compensation only for "damage
to or loss of personal property," including cash. Regulations impose a
further important limitation. To be compensable under the Act, the property
must be tangible. The loss of such items as stock certificates, baggage
checks, insurance policies, and bank books, does not justify a valid claim
under the Act, no matter how carefully the claimant safeguarded them.

B. Ownership of Property. Loss of personal, tangible property owned
by the employee is compensable whether or not the employee had direct control
over it at the time of the loss, if all other conditions of compensability are
present. Indeed, many common types of claim incidents occur when one's
property is possessed by another. A good example is the loss of goods while
being transported by a carrier. In addition, neither the Act nor regulations
require that the lost or damaged property actually belong to the claimant. •
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(Here the.word "claimant" refers only to the employee and not to a survivor.)
A valid claim may even be submitted for property normally used by another
member of the claimant's household, but belonging to a third party, so long as
the claimant lawfully had custody and control and the other conditions of
compensability are present.

C. The Reasonable, Useful, and Proper Rule. The Act itself
contemplates payment only for loss or damage to property whose possession is
determined to be reasonable, useful, and proper under the circumstances. The
determination of what is "reasonable, useful, and proper" may depend, in part,
on whether the possession or use of an item is considered to be incident to a
claimant's service. Several specific circumstances are suggested in the
regulations: the claimant's living conditions; income and social obligations;
the size of family; the need to have more than average quantities of an item;
the circumstances attending acquisition or possession of the property; and the
manner of damage or loss. Although this rule is seldom applied, it is
recommended that these issues, if appropriate and relevant, be addressed in
any report of investigation and/or detailed account of an incident submitted
for consideration.

Normally adjudicating officers will require that claims meet the tests
of being reasonable, useful, and proper, although in specific cases the
circumstances may lead the adjudicator to approve a case even in the absence
of one or two of the three tests. This limitation would not automatically
prohibit payment for losses involving a shipment of household goods whose
total weight exceeded the maximum allowable amount for which the claimant was
eligible. An overweight shipment is not illegal in any penal sense; the
consequence is only that the owner must pay for the cost of the shipment to
the extent it exceeds the authorized amount.

Grounds for Compensation "Incident to the Service"

The key to understanding the Act is that it contemplates compensation
only for property loss incident to the service. Losses unconnected with the
service are not compensable. Regulations bar the payment of certain claims
even though they are incident to the service. An illustrative, but not
exclusive, list of claims which are considered incident to the service is
found in 6 FAM 317. The list includes the following:

A. Property Losses. Located in quarters or in other authorized places.

1. In Quarters. Outside the 50 States and the District of
Columbia, losses occurring at a claimant's quarters due to fire, flood,
hurricane, theft, or other unusual occurrence.

2. In Storage. Loss or damage to property in storage, if storage
is authorized by official orders, whether the property be in a Government
facility or in the custody of a commercial firm under contract with the
Government. However, an employee who stores property at a place selected at
individual expense assumes all risk of its damage or loss.
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3. Other Authorized Places. Loss of personal property placed in
an office safe, or file cabinet. However, in such cases, prior authority must
be given by competent authority, normally the senior administrative officer at
post. When the senior officer grants permission to use this method for
storage, it should be understood that even if the property is not truly
safeguarded, e.g., items placed in a safe to which several people have access,
all responsibility for subsequent loss is against the U.S. Government.

B. Transportation Losses. When property is transported pursuant to
orders or in connection with a claimant's travel under orders or other
authorized performance of duty, losses may be compensable. In order for a
transportation loss to be considered incident to the service, the Government
must be responsible for or direct the travel or transportation during which
the loss occurs. Generally the Act will apply only when the Government bears
the expense of the travel or transportation.

A property loss due to theft from a private vehicle covered by the Act
will not be compensable unless prior adequate precautions against theft had
been taken. Absent highly unusual circumstances, no award will be paid for
items taken from the passenger compartment of an unattended automobile, even
if locked by the claimant. Such items should be kept in the locked trunk
compartment. For purposes of this qualification, a vehicle is not considered
attended whether parked in a lot with an attendant on duty, or in a lot
intermittently patrolled.

c. Marine and Aircraft Disasters. The regulations generally consider
damage to or loss of property as a consequence of perils of the sea or air
incident to the service.

D. Loss of Money. Losses of funds delivered to and accepted by
personnel authorized or apparently authorized to receive them for certain
purposes, but which are neither applied to those purposes as directed by the
owner nor returned to the owner, are compensable. An example would be someone
leaving post who gives funds to an "agent" to settle bills expected to be
received after departure and the agent misuses these funds. Similar valid
claims for money loss may well arise under other "incident to service"
grounds, such as theft from quarters, an aircraft crash site, purse snatching,
pickpocketing, or holdup. However, compensation will not be allowed for loss
of money during shipment or storage.

E. Motor Vehicle Losses. The circumstances under which damage to or
loss of a privately-owned motor vehicle may be held to be incident to service
and thus compensable, are very narrow. The stringent provisions of
regulations reflect a policy that the Act is not to be utilized as a
substitute for ordinary automobile insurance. A valid claim may arise if a
vehicle is being transported at Government expense to, from, or between
overseas areas. Otherwise, a valid hazard claim for a private vehicle is
strictly limited to one arising when the vehicle is at Government-assigned or
-funded quarters.

•

•

•

•

•
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F. Clothing and Articles Being Worn. If incident to service, the loss
or damage of clothing or articles being worn is compensable as long as such
loss or damage is caused by an unusual occurrence, beyond the normal risks
associated with day-to-day living and working.

Supplemental Protection (6 FAM 319)

Employees should consider the purchase of insurance to protect their
household goods, especially if small items of substantial value and items of
extraordinary value are owned. Such insurance should also protect the owner
if the items appear not to be compensable or if the items are listed in
Appendix A or B to 6 FAM 300 and would undercompensate the owner for the
loss. NOTE: Property owners should take special care in selection of an
insurance policy that responds to their specific needs and does not contain
language which would limit compensation for those special needs.

The Effect of Contributor Negligence (6 FAM 318)

The Act differs from private insurance protection. It provides that "A
claim may be allowed ...only if ... it was not caused wholly or partly be a
negligent or wrongful act of the claimant, their agent, or their employee."

It is important that employees understand the concept of contributory
negligence. Basically, claimants must have taken those measures to safeguard
property that any reasonable and prudent person would take under similar
circumstances. To bar compensation, a claimant's negligence must be related
to the loss causally, but the bar applies even if the negligence only
partially contributed to loss. For example, in case of theft, a failure to
properly safeguard valuables would not constitute a bar in case of fire in
claimants quarters; but negligently permitting a fire hazard to exist in the
quarters would be a bar even though a guest may have negligently set the blaze.

The greater the risk of theft, the greater should be one's efforts to
safeguard the property; but failure would not be a bar in any loss with
respect to a few recurring situations where the risk of loss is great.
Positive rules establishing standards of care have evolved. One such area
involves items of extraordinary value {typically luxury or collector's items
over $500 (Hi-Val) (6 FAM 318.1) and small items of substantial value (items
valued from $50 to $500). "Transportation of these effects on the person or
separate insurance coverage for these items is encouraged. If Government
shipment is used, all such items must be declared in advance in writing, to
the transportation officer. Failure to declare relieves the Government of any
1iabi 1i ty for loss or damage."

The statutory language does not specify that an agent's or employee's
negligence or wrongful act must occur in the scope of unemployment to permit
compensation, but such is its rather obvious intent. Accordingly, if the
employee of a claimant is negligent in the safeguarding of the claimant's
property, the negligence is attributed to the claimant and would be a bar to



Page No. Effective Date Trans. Memo. No.
10D-6 October 1, 1986 23:79 AID HANDBOOK 23

payment. Similarly, a claim may abe denied if claimant's own apparent
negligence results in a situation where the employee of the claimant causes
damage or loss to occur (e.g., permitting the key to a chest of valuables to
come into the possession of a servant). But if the employee of a claimant
deviates from assigned duties, thereby causing a loss, a claim may stand.

In summary, the statutory, contributory negligence rule is broad and in
its own terms indefinite, depending for specific content upon the particular
circumstances of a loss and an evaluation of what a reasonable person might
have done to avert it. At times the usual practices of the majority of
persons in the locality of the loss may be used as the reference point of
reasonable care.

Procedure (6 FAM 313)

A. The Claim. Verbal notification to proper authorities of the fact
of loss does not constitute, in and of itself, a valid claim against the
Government. However, any written documentation received may be acceptable and
considered as a claim if it is made against the U.S. Government and
constitutes a demand for compensation. It at all possible, a claim should be
submitted on Form OS-1620, Claim for Loss of or Damages to Personal Property.

B. Time of Presentation. The statutory limitation within which a
claim may be presented is 2 calendar years. Regulations define the time of
accrual as beginning at the time of the incident causing the loss or damage or
when the loss or damage was discovered by the claimant. An exception involves
property in non-temporary (long-term) storage. In case of partial damage, the
statute of limitations does not begin until the claimant has had the
opportunity to ascertain the extent of damage or loss. If the claimant is
notified that household goods in storage, at Government expense, have been
totally lost or destroyed, the statute of limitations begins from the date of
that notification.

The statute of limitations affords an extension of the 2-year period if
the claim occurs in time of war or armed conflict in which Armed Forces of the
United States are engaged, or if such war on conflict intervenes within 2
years after the claim occurs. Even then, the claimant must show reasonable
cause for delayed presentation, in any case must not be longer than 2 years
after the cause ceases to exist, or 2 years after the war or armed conflict is
terminated, whichever is earlier.

Sometimes it is alleged that a claim was reasonably presented but was
lost while in the hands of authorized personnel. Claimants are expected to
initiate tracer action before the 2 years pass. If no tracer action has been
initiated within the period, a claim should be approved only if competent
evidence is presented, other than a statement by the claimant, that the claim
was actually and reasonably presented within the 2-year period.

•

•

•

•

•
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Substantiation (6 FAM 320-323)

By terms of the statute, a claim for personal property lost or damaged
incident to service may be paid if the claim is substantiated. The type and
extent of substantiation required is described in some detail in the
implementing regulations.

The claimant's statement of the facts and circumstances surrounding the
loss or damage need only be as comprehensive as the claimant is able to submit
after reasonable inquiry. Often a claim will arise while property is being
transported or in storage, and the claimant's knowledge of the circumstances
surrounding the loss or damage will be limited to the condition of the
property upon delivery. On the other hand it is also important that the facts
of the case be presented in full to enable the Department to determine whether
the claimant, claimant's dependents, or employees may have been negligent.
Therefore, the claims investigating officer must investigate and report cases
in detail, particularly those involving theft.

In theft cases; timely submissions are vitally important to enable the
Department to review the case while the trail is still "hot." Many such cases
have been disapproved due to lack of "clear evidence" and the inability of the
claimant to develop such evidence due to the long time between occurrence and
submission of claim. Examples of clear evidence that a theft has actually
occurred include visable evidence of forced entry; recovery of part of the
stolen goods; capture of the thief; or a written statement by a security or
police official.

Special care should be taken to ensure that adequate evidence is
presented in theft cases. Theft cases are often the most difficult to
adjudicate. Clear evidence must be presented that a larceny, burglary, or
housebreaking did occur and that due care was exercised in the protection of
the property.

Those items most often missing at the time of initial submission of the
claim are as follows:

A. The requirements indicated in 6 FAM 323.3, i.e., copy of orders
authorizing travel, transportation, storage, or shipment; copy of
bills-of-lading, delivery receipts, inventories, or property shipped and/or
stored; copy of demand on carrier or insurer, or both, and replies; statements
indicating action taken to locate missing property, with related
correspondence; and information requested in paragraph 323.3e, where the
property was turned over to the U.S. Government or a contract packer.

B. Evidence required in 6 FAM 321, i.e., copy of travel orders;
corroborating statement(s) from person(s) who have personal knowledge of facts
concerning the claim; receipts, cancelled checks, or other documentation
showing acquisition; a statement concerning any insurance coverage and
reimbursement obtained from the insurer; and photographs, if available, which
would support the claim made.
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Claimant should complete the form in its entirety (samples attached).
All information requested on the form is required to process the claim.
Incomplete information or failure to fill out the form correctly the first
time, will, in all likelihood, delay the settlement of the claim.

Recovery from Third Parties

The claims approving and settlement authorities in the Department are
responsible, with the assistance of the claimant and other appropriate U.S.
Government officials, (for example, the Transportation Division (OPR/STP/T)
for storage and transportation losses) for recovery from third parties liable
for loss, damage to, or destruction of personal property which has given rise
to a claim.

The procedures set forth in this section apply when damage to or loss of
personal property is discovered while such property is in the possession of:

A. A common carrier or contract carrier;
B. A contractor for storage;
C. A contractor for packing and crating services; and/or
D. Any other contractors performing services relative to the

preparation for storage, shipment, or actual transportation of such property.

Recovery of amounts due for personal property lost or damaged while in
transit or storage at Government expense is primarily the responsibility of
the Claims Office (OPR/FMAS/Cl). In order to establish liability, and to
effectively pursue a recovery claim against a carrier, warehouse person, or
other third party, it is essential that those involved in the claims process
expedite their investigations and reports. Failure of the property owner or
any Government agency to exercise diligence in the performance of the duties
assigned may render collection of the claim impossible and thereby deprive the
Government of rightful revenue.

At the time property is picked up for shipment or storage, the property
owner should carefully examine the written inventory prepared by the carrier,
warehouse person, or other third party before signing it. The property owner
will take appropriate action to insure that the pickup inventory is complete
and accurately reflects the condition of the property. In some instances
where the owner and agent of the carrier, warehouse person, or other third
party are in honest dispute as to the description made of the condition of the
property, it will suffice for the owner to indicate any disagreement on the
inventory form. If there is a doubt about what to do, the owner should seek
advice from the Department's Transportation or Claims Offices (OPR/STP/T or
OPR/FMAS/Cl), or if overseas, the general services officer. lack of care in
examining the inventory form or failure to retain a copy of the form, may
prejudice the interests of the property owner and/or the U.S. Government in
the event the owner later seeks reimbursement for loss of or damage to the
property.

•

•

•

•

•
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Discovery or Knowledge of Loss, Damage, or Destruction of Property

After receipt of shipment of personal property and immediately upon
discovering, or receiving knowledge from any source, that items of personal
property have been lost, damaged, or destroyed during transportation or
storage at Government expense, the property owner should:

A. Call to the attention of the agent of the delivering carrier any
damaged, destroyed, or missing property and record all facts of such
discrepancy on the delivery receipt.

B. Promptly notify the U.S. Government transportation office or
general services officer at destination of the loss or damage and request an
inspection, if possible, in order to verify the condition of the property or
that it is missing.

C. Contact the Department's Claims Office (FMAS/CL) or General
Services Office (FMAS/GS) for advice regarding estimates, and obtain the
necessary written estimates for repairs to damaged items as expeditiously as
possible.

D. Cooperate with the Department's Claims Office which will prepare a
demand on the carrier, warehouse person, and/or other third party; sign all
copies and cooperate to the extent required by the Government in the
prosecution of such demand.

E. Furnish the Department's Claims Office with a copy of any
correspondence received at any time from the carrier, warehouse person,
insurer, or other third party concerning the claim. In addition, the property
owner will consult the Claims Office prior to accepting any offer of
settlement made at any time, from the carrier, warehouse person, insurer, or
third party, and obtain written consent prior to executing any release form or
negotiating any check.

Concurrent with or subsequent to the demand on carrier, warehouse
person, insurer, or any other third party, the property owner may present a
claim against the Government. A copy of the demand, inspection report,
shipping documents, and any related correspondence with carrier, warehouse
person, insurer, or third party should be included in the claim file.

Settlement of a claim under 6 FAM 300 will not be delayed pending
recovery from the carrier, warehouse person, or other third party unless the
claimant chooses to have the claim against the third party settled before
accepting payment by the Government.

The claimant, by virtue of filing a claim under 6 FAM 300, assigns to
the United States Government all claimant's rights, titles, and interests in
any claim claimant may have against the carrier, warehouse person, insurer, or
other third party arising out of the incident on which the claim against the
United States is based, to the extent of the amount accepted by claimant in
settlement of the claim. Since payment by the Government is limited in
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certain respects by 6 FAM 300, the demand will be made on the carrier,
warehouse person, or other third party for the full amount of its liability
regardless of the amount claimed against, or paid, by the Government. In the
event that recovery is made in excess of the amount the Government is entitled
to keep, the excess will be paid to the claimant.

After filing a claim against the United States Government, a claimant
should not sign any release or accept payment in settlement of a claim against
third parties without the written consent of the Claims Office. The claimant
should forward all correspondence, offers, and checks received to the
Department's Claims Office. The claimant will, upon request, furnish any
additional evidence as requested and take all action found necessary to enable
the United States Government to enforce all recovery procedures and actions.

If at any time a claimant has received payment from a third party in
settlement of a claim and the U.S. Government is entitled to all or a portion
of the amount received, the Claims Office will initiate prompt action to
recover the proper amount from the claimant.

When a demand on a carrier, a warehouse person, insurer, or third party
is required and the claimant fails to comply with the requirements of 6 FAM
300, and such failure materially prejudices effective recovery action, the
amount otherwise allowable under 6 FAM 300, in the absence of extenuating •
circumstances, will be reduced by any amount which would have been recoverable.

If the claimant accepts an inadequate or improper settlement from a
third party, and such acceptance prejudices further recovery action by the
Government, the amount otherwise allowable under 6 FAM 300, in the absence of
extenuating circumstances, will be reduced by the difference between the
amount accepted and the proper amount of the third party's liability.

Evaluation, Adjudication and Settlement of Claim (6 FAM 316)

Reimbursement on loss is based on depreciated replacement value. For
damaged, but repairable items, the amount allowed is the repair cost or the
"depreciated replacement" cost, whichever is less.

A. "Replacement value." Replacement value means the purchase cost of
the item plus a factor which reflects any change in the purchasing power of
the U.S. dollar. When a claimant is completing the claim form, the
acquisition date (date purchased or otherwise acquired) and cost for each item
claimed must be listed. This also applies to repairable property. The Claims
Office will do all mathematical calculations to determine the replacement
value at current prices. The term "replacement" value as used in the
implementing regulations should not be confused with the term "appreciation."

•

•
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B. Depreciation. Depreciation in value of an item is determined by
considering the type of article involved, its condition when lost or damaged,
and the time that has elapsed between the date of acquisition and the date of
loss or damage as indicated on the claim. Rate of depreciation is applied to
the allowable "replacement value."

C. Advance Payment. Emergency, partial payment is often given to the
claimant in advance of final settlement when there is a demonstrated need for
funds to replace items immediately necessary for convenient living. Such
funds are authorized when the hardship is readily apparent, and it is shown
that the Government is clearly liable.

A claimant may receive an advance of up to 75% of the value of the loss,
as determined by the Department. However, the claimant must first file for
loss and submit the claim form and supporting documentation to the Department
for a preliminary review.

Hi-Value Inventory (6 FAM 318)

Items of substantial or extraordinary value are considered high value
(Hi-Val) items.

A. Small items of "substantial" value (generally $50-$500). Easily
pi1ferab1e high value articles shipped with household goods, unaccompanied
baggage, or placed in storage. Loss usually occurs due to theft or other
unexplained incidents. Non-exclusive examples in this category are cameras,
watches, jewelry, tie clips, cuff links, belt buckles; binoculars, small
radios, cigarette cases, and coin/stamp collections. Normally, an item having
a value of over $50 can be considered a small item of substantial value. This
limitation does not apply when the articles are in the claimant's accompanied
baggage, personal custody, or are properly checked, provided reasonable
protection or security measures have been taken.

B. Items of "extraordinary" value (generally over $500). An item,
which because of quality of workmanship or design, the use of high value
materials, or association with a past event or historical figure, possesses a
value far beyond the usual value of a similar item. An item which costs less
than $500 will generally not be considered in this category. Items of
extraordinary value are normally limited to items which primarily serve an
artistic or decorative purpose or which are collector's items.

C. Special requirements for shipping Hi-Val items. Hi-Val items may
be included with household goods shipments. Regardless of the manner in which
the items are shipped, employees must declare all Hi-Val items in writing at
the time of making arrangements for shipment by furnishing the Department of
State Claims Office (OPR/FMAS/CL) a detailed list of such items (attached to
Form 05-1620). Unless the employee furnishes this declaration, Hi-Val items
may not be considered for payment in any amount in the settlement of a claim
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for possible loss or damage. Employees are urged to handcarry or make other
provisions for transportation of small and easily pilferable items such as
cash, jewelry, and coin collections and should pay special attention to
Appendix Band C if applicable. Loss of Hi-Val jewelry and coin collections
in storage, in transit, and in temporary and non-temporary, storage under
circumstances indicating that the loss was caused by theft, are not payable in
any amount in the settlement of a claim.

It should have become apparent that the Act, as applied, is neither a
complete substitute for insurance nor a means of compensating for losses
attributable to an unusually high standard of living. This underlying
limitation explains the establishment of maximum dollar amounts allowable for
certain articles of property.

Recovery of Lost Property After a Claim Has Been Filed

Occasionally property, the subject of a claim for loss in storage or in
transit, will be located after a claim has been made. If the property is
located before the claim is adjudicated, compensation for that item will not
be allowed. But, if the property is located after payment, the proper
authority will advise the claimant to refund that portion of the amount
awarded for its loss. The Act does not provide a remedy for consequential
damages or other types of loss or incidental expenses such as loss of use, etc.

Settlement Authority

The Act permits the heads of agencies to designate subordinates to
settle and pay claims. The Office of Operations in the Department of State
processes all claims for STATE, AID, and USIA as specified in 6 FAM 300. Upon
completion of adjudication by the Claims Staff, with the Office of Operations,
the claim is submitted to the designated authority for final approval and
payment from appropriate funds.

Processing of Claims in the Field (6 FAM 314)

Claims investigating and assistance officers should bear in mind that it
is a regulatory right of all employees to submit a claim against the U.S.
Government under the Claims Act. Employees should never be told that they
cannot file a claim. Authority to approve or disapprove a personal property
claim under the Claims Act lies with the Deputy Assistant Secretary for
Operations (A/OPR). Suggestions and recommendations are welcome but A/OPR has
the final authority to approve or reject all claims submitted, subject to
concurrence by the designated approving official of the appropriate agency and
to possible appeal (6 FAM 325).

•
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U.S. Deparunent of State

DEPARTMENT NOTICE

PERSONAL PROPERTY CLAIMS

I July 29, 1986

~--

TO All EMPLOYEES
STATE, IDCA, USIA, A~DA

The Personal Property Claims Office (OPR/FMSS/CL) has recently received a rash
of Transportation type claims where employees have not notated loss/damage to
effects on the receiving document at time of delivery. In the following
instances where employees sign off on delivery of air freight; HHE or POV's and
a. do not notate loss/damage, b. where effects are not unpacked, immediately at
time of receipt, or c. do not make the notation "Subject to further inspection"
or "Inspection of damage/loss notification upon unpacking" etc., the employee
cannot provide substantiation that loss/damage occurred while in custody of the
U.S. Government and any claim filed against the U.S. Government must be
disallowed.

Additional information and guidance may be obtained by contacting Joan Padilla,
Chief, Personal Property Claims Staff on 647-1926 or the Transportation Office
on 647-2915.

All Foreign Service employees should take appropriate precaution to insure
their rights are not lost due to hasty or improper action on their part.
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STATE/AID/USIA

(TM 23:79) - 10/1/86
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CLAIM FOR PRIVATE PERSONAL PROPERTY AGAINST THE UNITED STATES DATE

(SubMil I" I"'" cuPi"l 1985
PRIV"CV l.eT ST"TEMENT: Puuu.ntto 31 USC 240·243,lhe inform.lion requuted on Ihil form ut.blisbel. claim .,.inltthe U.s. GoverMlent
.nd Is u",d in the .dJudic.tion of that claim.1 indicated in 6 FA'" 300. Wilhoullhe information requelled the .clion .Ieney cannot proccllthc
claim.

INSTRUCTIONS TO CL"'M"NT
To present. clain. for .n incidenl to scrvr.e 1011 punu.nl 10 6 FA'" Innniory, Warehousc Receipt, lra.el orden, elc., mu.t be lUI>-
300, I requut for the p.yment or. '~C1nc .un, of money mull be milled.
submit led to .n Ippropriate alency 0 the Unlled S,ates within t"'o You .re enUlled 10 claim Ihe foUo",lna:(2) yean of Ihe date of the incident livina risc 10 tM c1lim. The
two yur pulod of Iimilation, belna .tatulory, m.y nlll be w.ived •. The reasonable local repair co.t if In item II ccoDOmlcany
by Iny administrative alency. repair.ble. In luch ClSC, I "'rillen estimlle of repair from I r..
'arll of Ihls form should be completed fully, indudina Ihe .n....·er· liable disinteresled concern, compelent bidder. or, if repain hlY,
Ina of all que.lionl, .nd l;cned by the claim.nl. In Ihc event il Is be.n completed, aligned, ltemlud reccipl Ihould be submitted.
belna prescnted by I duly authori!Cd lIenl, le,al representative or Rep.ir COlli will be plid up to Ih. depreciated ..Iu. of the Uaa
survlYor of the cllimlnt. evidence of Ihe IUlhorily 10 presenl Ihe damaled.
clllm, L•., a power of Illorney, Ielien of Idmini.trllion, elC., mUll b. The rellonable cOli of obllin/nl local estimllel of repalr/...
be submilled with Ihe cl.im. pllcemenl COil, provided IUch utlmltel clnnot be obtlined wllb-
If the cllim Is for /011 of, or dlrnale 10, personal property whUe out ~Ol\ .nd such COlli arc not refund.ble upon complello. of
bei~ tr.nsported or Ilored Incident to Ihe scrvice or employmenl rep"trl.
of I e cllimlnl. III documenls rcllUna to such Iransporlalion or Any furlher Inllructionl or Informilion mlY be ob..incd fr_
1I0rlle, ..... the Go.ernmenl DIU of Ladin" Household Goods Dep.rtment of Stale (OPR/FMAS/eLl

CLAIMANT'S NAME IFI"" ",lddJ••"d ""1 SSN

JOAN DOE 000-00-0000
ADDRESS TO WHICH CHECK IS TO BE CURRENT ADDRESS IlldJIf,,."'fto,,, c"ut ....111"6 GRADE
MAILED .cJd~r"J FSO-1AMEHBASSY

ADDIS ABABA AGENCY EMPLOYED BY
STATE

PART 1- CLAIMANT AMOUNT 01' CLAIM II" US MorwYI
Claim II hereby lubmlued for dlmale 10 or lo,s uf personal property incident 10 scrvice or employment
Usled in del.i1 on the schedule IIf properly ollached. AU.pplicable documentllion required by 6 fA'" $1,096.00322 Is Iho lltachel!.

DATE, PLACE. I'ACTS AND CI RCUMSTANCES 01' THE INCIDENT IS,." /••ul" d.rall, .... • ddl,lolJllthccr II " ......'Y. II 'hI> 1>. tNIU/>CNI.·
riD" ctal",. co",pllt. ~'u"" O5·1610B, ...b",I, III d..pll••". Fo"" DS·1610B CO" .bo ", ....d '0/11,. d.....lld .../Iln. rhild PI"'.}

EFFECTS WHERE PACKED UP AT MY RESIDENCE IN BETHESDA, MD
ON 5/12/85 BY CURTIS MOVING , STORAGE. WHEN I RECEIVED MY
EFFECTS IN ADDIS ABABA ON AUG. 13, 1985 THERE HAD BEEN
EXTENSIVE DAMAGE.

YES NO

J. The dlmlle or 1011 fllr which <IIIn, il made was nol ",used in whole Ilr in part by Iny nealiaence or wronafullct un Ihe pi" of X
mysclf, my "acnl, or my employee. v

2. I haYe nol ,ecovered any of Ih. property nur hal any uf It been r.placed by Ih. GOYernment. Iv
3. If Iny of th. prope,ly for which c1lim i. lIIade is Iller reco.ered, I "aree 10 li.e wrillen notice 10 Ihe omce p.yina Ihis c1lim.
4. I hlYe prJ'"I. insurlnc., Ind IU correlpondence with my InlUrer II IUlched Inclurlinll copy of my dem.nd for reimburaemenl. X

laulhorize my IlIIUrer 10 releasc Iny Informltion Ie> the United Slates "prdlnl insurlnce covmle I have for Ihls lOlL
5. A demand 1I11n.1 • commOn carrier or wlrehouscmln h.. been mlde, Ind IU correspondeDcc wilh canier or wlrehou",mln Is X

IlIlched Includina I copy of Ihe demlnd for reimburscment. X
6. None of Ihe lI.ml c1llmed lie Covernmenl properly. but were prlnlely purchlsed or ,ifls.
7. AU documenluequlred lte Itll<hed herelo. Ind I detailed list of th. properlY issct forlh on the Schedule of Properly Ind made I part of

this IIllcmenL I ha.e full knowledle of the penaltiel involved for wDfuUy mlkina I fllse, Oclilloul, 0' frludulent claim (Slcrloll 281of,,,I.
18, U.S.Coo pm,IiI,.. _.tlm..", fill' 0/J/O.OOO CN I",prlro"",,", fut /1.. ,un", bo,h.}

a. I hereby uliln to Ihe Unlled SI.les.to the ulenl of Iny paymenl on Ihls c1.lm ICCepted by me, aU my rilhl, litle, Ind Inlerest In lIIId to uy
cIaJm I haveaplnsl.ny canicr,'nsurer, or olher parly arisinl out of the lbo'Hcscrlbcd IncidCJltlllld wW, upon requal. fumlJh such C'YlcIezlce
U mlY be required to enabie Ihe Uniled Stiles 10 enforce such claim.,. I further IUlhorizc the Uniled Sllles 10 wilhhold from my ply or Iccounl. for Iny paymen.. made 10 me by. canlcr, InJlltcr or other petty
when lam llaO rcimbur",d by Ihe Unlled Sialesind for Iny paymenlJ mlde by the Uniled Sllles in reliance on Ihe informatloll conilined
hereIn which lhe,nflCl' Is determined 10 be Inconecl Or unlrue. ,'!10. J h.v. nol mlde I pr••lous claim lalinillh. Uniled Stllcs for lou or dlmlle now claimed. ,.."'. 1 ,

SIGNATURE 01' WITNESS AND DATE S~.~N~TURE ~I' ~~AIM~~:2:'1 AND DATE

..N'1-... <._
, .

~~: OS·1620

Personal Property Claims Handbook June 1985
Page 9



SCHEDULE OF PROPERTY 1CLAIM OF IP,ge(Submit In tripI/cit") of P,get

PACK·
ING NATURE AND EXTENT OF DAMAGE VALUE AT

ITEM LIST' DESCRIPTION OF ARTICLE ,CHIC,II» _ d....,. In Mlal/. IIIGlr.
DATE OF' DATE OF COST OFFICE

NO. INVEN· /lnelu. rra tNrlt. brMd "."... mod.l• .,., Df rNJnufecru,. .nd ,lz• .1 ACOUI· ACOUI· TO USE
TORY

Indic." "MISSING. -, SITION REPAIR ONLY
NC.

SITION

1 219 SOFA - ETHAN ALLAN LEGS BROKEN 1981 1100.0( 290. 0

2 12 TABLE (DINING) , MARRING 1968 600.0( 360. 0

3 13 LINENS (SHEETS-PILLOW CASES,ETC) MISSING 1979 180.0(

4 196 RECORDS (38 AT $7.00 EACH) WARPED 1975-84 266.0(

..

,

.
446.00 650. 0

'Vc...c
CI~••......
OCD

CDen

."•..
CIIIo
~

!.
."a

"'CI
II

~
o
ii'
3"
CIII

:l:
II
~

a.
0
oo
~ I
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~
tv
W..
....:J
\0-
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o.......
.............
CD
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____0.

DATE
ST~.TE· ... IO - USIA

CLAIMS INVESTIGATING OFFICER'S REPORT 1985

CLAIM OF INam••nd Grodll EMPLOYING AGENCY; I.nd IlIIncv 10 whlch ...1gned or dlulled II
other than employing -ooncvl

JOAN DOE II 51111 E"",loyeo; ~CllI"IIII DShered

1. As required by 6 FAM 317 and 318, allac:hed claim has been fully in_tigated Ind is forwlrded in duplicate together with

one copy of uch of the supporting PApen lsee 6 FAM 3221 milked exhibits A through J

2. The loss or daml!J~occurred on or about AUG 1985 (0'1.1, It or between US/ADDIS ABABA (PlKeI

Ind is I TMNSPORTATION (Kind or Iypel claim lIising under Section 3128

3. State here, and on Illiched sheet if necas~ry, all additionll facts or circumstances thlt will clarify Ind Implify the statement
of facts 'made hy Ihe claimant, or facts overlooked or incorrectly stlted by the claimant on the c1lim form. ,

EFFECTS WERE DELIVERED TO EMPLOYEE'S HOME ON AUGUST 13, 1985.
UPON VIEWING THE OUTIiARD APPEARANCE OF THE VAN, EVERYTHING
APPEARED IN GOOD ORDER. BANDS WERE CUT IN MY PRESENT. UPON
OPENING THE VAN IT READILY BECAME APPARENT THE PACKING WAS OF
POOR QUALITY. AFTER 'l'OTALLY UNPACKING I WAS SURPRISE THAT THERE
WAS NOT MORE DAMAGE.

I HAVE PERSONALLY INSPECTED THE TWO REPAIRABLE ITEMS AND THE
REPAIR ESTIMATES APPEAR REASONABLE FOR THE DAMAGE INVOLVED.

THE RECORDS ARE WARPED BEYOND USE AND ARE A TOTAL LOSS.

-- _. __ . _-_0_._-
CHECK YES OR NO. lithe answen to any queSlinn requires expl.in.tion, state details on Inached sheet.

YES NO

4. Is the claim presented by a proper c1aimantl
X

5. If filed by agent or legal representative, does file contain evidence of appointment or power of anorney in
duplicate? N A
6. If claim involves dam~ or loss in shipment, does file being forwarded contain:

III Trlvel orders, bills of I.ding, and shipment inventoriesl X

Ibl Statement of Iction token to locate any missing property with related correspondencel
X

Icl Evidence thlt the claimlnt mlde demlnd on all known third perties. I.e•• pecker. carrier, insurer, etc.l X

ldl All correfpondence relating to the demands made on third partiesl X

lei Explanation of failure to comply with Iny of the above requirementsl

7. If property was Ivailable, did you inspect itllt so, under "Remarks" column describe the condition of the
Xdamaged property IS opposed to its Ipperent condition prior to the dlmage.

8. Does the file contain repeir bills or estimates of repain, where Ippropriatel X

9. If dlim involves theft. does file include statements by other than the daimant. describing: III positive evidence that N, Aclearlv establishes the existence of I theft: (bl evidence of mea,ures taken for protection of the dlimlntl

10. Comment on Individual itlms, IS Ipproprilte, under "RemlrtuH on reverse side providing fle:tullinforrnition Plrticularfy
with respect to 111 expensive Items or items of extraordinary nIue, 121 items cllimed IS being damlged beyond ec:onomical
repeir but which Ire rePlirlbie. 131 IIlvlgable vllue of property, Ind 141 items for which unusuII dam. is dlimed which
is not Inributoble to this incident.
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Exhibit C

(TM 23:79) - 10/1/86

DEMAND ON CARRIER/CONTRACTOR
{JubtItJIlII DvpIbuJ

TO: (H'... ....t AtJ4r.., IJlc.mnIClJlltrano'J 1(_~ CtJ4IJ OiL NO. AII'IWAV IILL NO. CONTRACT NO.

CURTIS HOVING , STORAGE
1150 15TH STREET N.W.
WASHINGTON, D.C. 20001 CAI'II'IIEl'lalLNO. IAOOAOE CHICK I'UOHTNO.

NO.USGBL - 1
TO: IN."" Mil AU"" IJf Mw"_ II"'4>~ilftOffl ""","",....". SHIPMENT IN NONTEMPORARV STORAGE
n"",'J ((IIIIIutl. ZJ7 CtJ4II

1'1'10" TO

LOT NO. URVICll OROEI'I NO.

CLAIM" '1'IIUNTIO 1'01'1: AMOUNT 0" CLAI"

ISLO" ClOAMAOI IN CONNICTION WITH THI "OLLOWINO IHI",.ENT 01':

IS HOU8IHOLD 00001 OIAOOAOI OOTHEI'I ($-'"1 S 1,096.00
OI'lIOIN TI'IANI'OI'lTATION O"flCI DEiTINATION TI'IANII'OI'lTATIDN O"flCI .

DEPARTItElIT OF STA'l'E lIHEMBASSY
NASJlINGTON, D.C. ADDIS ABABA

"1'I0M TO

Shipment
R./"Nd RESIDENCE CURTIS ~IOVING , STORAGE

IV DATE
Shipment
PlCkld CURTIS :-mVING & STORllGE 5/12/85

IV "ROM (0.'" TO (0.",
Shlpmeot

N/h N/AStor.d N/A

IV DATE
Shipment

ACE HOVING STOIlAGE 8/13/85O.lIverld &

IV DATE
Shlpm.nt
Unp.c:kld ACE MOVING , STOR/\Gf;

OATI DAMAOI 01'1 LO" DIICOVil'110 IV WHO"
AUGUST 13, 1985 GSO , CLAUIANT

Sa AlIached (Schedule 01ProPertY}for Description 01C14tm.
WIRI WRITTIN IXCEI'TIONI NOTID ON DILIVI"V7

)6V11 o NO (II "HO"1lqIcllll

RIMARKI

ITEMS IiERE DM1I\GED/mSSING UPON RECEIPT OF EFFECTS.
ITEMS WERE UIPROPEnLY PACKED. (SCIJEDULE OF LOSS/DMIAGE, ATTACHED) •

SEND VOU" RE'LV TO. {CI1fI<' "'_.... III' <'"""I (77I1IIJ/1I<', _ <_IOUtw_IN,.>I',,,,-,..a,, ,-I
JOAN D. PIIDlI.JA, CIIIEF
OPR/FriAS/CJ., o l::P '1' OF STATE
l'lASII I NGTON, D.C. 20520 .- ,

OATE DII'ATCHIO NAME AND ADDREA 0" CLAIMANT (lllll/Jltl. zu CtJ4IJ IJONATU"" A .
JOAN Dm; : \

8/15/85 AMEMBASSY ADDI5 ABADA ;M/ '-. +(l. -.
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CHAPTER 11

REGIONAL CONFERENCES

11A. General

1. Regional conferences are held periodically to give USAID mission
personnel with the same or related functions the opportunity to learn
about new trends in USAID policy, program and management emphasis and
methodology, and to help articulate and resolve problems common to the
USAID missions in the area. Since conferences are costly and time
consuming, they should be designed to provide maximum results for all
participants.

2. The term "regional conferences" for the purpose of this Chapter
includes:

a. Conferences in which all the USAID missions of one of the
three major geographic regions participate.

b. Small conferences of some of the USAID missions within a
region.

c. Conferences including representatives from more than one of the
major regions.

3. Regional conferences include the conferences for:

a. mission directors
b. project and program officers
c. financial management officers
d. executive officers
e. contract officers
f. commodity management officers
g. training officers
h. information resources management officers
i. investigators and auditors
j. interfunctional, general or specific
k. private enterprise officers

lIB. Initiating Regional Conferences

1. Because of the time and expense involved in holding a regional
conference, these factors and criteria should be considered before
proposing a regional conference:



Page No. Effective Date Trans. Hemo. No.
11-2 December 19, 1988 23:79 AID HANDBOOK 23

11B1

a. The proposed conference agenda must contain subjects of
sufficient importance and urgency to justify the expense and diversion
of key staff time involved.

b. Availability of funds to finance a conference. Local currency
use defrays local costs at the site of the conference and should be used
wherever possible.

c. Conferences of anyone type in any regional area are scheduled
about every 18 months. However, it is logical to hold conferences
annually when cyclical program changes or budget plans are principal
topics.

d. The length of conferences are normally 5 days or less.

e. AID/W offices and regional bureaus are expected to use
prudence in determining the number of representatives from their
jurisdictions to attend overseas conferences.

f. When possible, AID/W representatives are to plan their
attendance at a conference to substitute for, or in connection with,
country-to-country visits.

g. In those instances where AID/W conference representatives have
worldwide responsibilities, efforts should be made to hold AFR and ANE
regional conferences successively in order to reduce travel costs and
the time spent by AID/W representatives.

h. The hosting USAID mission, whenever possible, should appoint a
Control Officer or key person to run the conference and serve as a
principal point of contact.

2. A proposal to hold a regional conference may be initiated by any
AID bureau, office, staff or USAID mission. Proposed conferences which
affect their own region are to be approved by the responsible Assistant
Administrators of regional geographic bureaus. Proposed conferences
initiated by two or more geographic bureaus are to be approved by the
Assistant Administrators of the affected regions. AID/W offices and
central bureaus are to submit their proposals through their Office
Directors or Assistant Administrators to the appropriate regional
geographical Assistant Administrators for approval. USAID missions
forward their proposals for conferences within their region to the
appropriate regional Assistant Administrator for approval and
coordination with the organizational component having primary interest
and then to other appropriate components of the AID/W organization.
Proposed conferences that are anticipated to exceed $1,000 in total
operating expense (DE) funds (for guidance on determining conference
costs see 11B.2.b. below) must be approved by the Deputy Administrator,
AID. This is applicable to both AID/Wand overseas missions. Proposals
are in action memorandum form and shall contain the following:

•

•

•

•

•
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a. Purpose, reasons for, and the expected results of the
conference.

b. Total DE funds required for immediate costs of the conference
along with an assurance that funds are available. The conference cost
calculation is to inclUde conference facilities, travel and per diem
expenses to be incurred by all AID direct-hire attendees; salaries are
excluded from the cost calculation. The costs should be broken down in
two categories: (1) expenses that are applicable only to the sponsoring
USAID, bureau or office, and (2) expenses of other Agency participants/
entities. The sum of both categories represent the estimated total DE
cost. Requests for an additional allotment by USAID missions are to be
accompanied by a full explanation.

c. Date such type of conference was last held.

d. Time, place, and duration of conference (if more than five
days give justification). Primary consideration for the selection of
the conference site is given to those countries where the U.S. holds
local currency in excess of its foreseeable needs. Such currency shall
be used to the maximum extent possible to pay the travel,
transportation, per diem and related costs of all participants.

e. Which USAID missions and AID/W representatives are invited to
participate in the conference.

f. Whether AID/W representatives are scheduled to visit USAID
missions enroute.

g. Security situation at the conference location.

11C. Responsibility of AID-Sponsoring Component

1. Responsibility of AID-Sponsoring Component

a. Notification

After approval for the conference has been granted, the
organizational component sponsoring the conference notifies:

(I) The host USAID mission of all pertinent information
including the dates, names of AID/W participants, security clearance of
participants, logistical and other support requirements, and special
instructions. The host USAID mission is to be given adequate advance
notification. Such notification should ordinarily be at least one month
in advance.
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(2) All USAID missions involved, by cable, of the conference
and proposed agenda. USAID missions are requested to designate the
number and names of attendees and suggest modifications or additions to
the agenda.

b. Availability of Funds

The sponsoring organizational component assures that funds are •
available to cover the expenses of the conference (see IIB.2b.).
Procurement requests for conferences and meeting facilities which exceed
$1,000 in operating expense funds must be approved by the Deputy
Administrator prior to forwarding to the contracting officer. A copy of
the conference proposal action memorandum containing the Deputy
Administrator's approval is sufficient certification and may be attached
to the procurement request.

c. Preparation of Conference Agenda

The sponsoring component develops the conference agenda based
on the purpose of the conference and the suggestions from interested
field and headquarters components. The final agenda is dispatched two
weeks prior to the conference. The sponsoring component is also
responsible for appropriate consultations with the participation of
conference representatives from other concerned AID/W components.
Washington representatives of the Department of State, USIA, and where
appropriate, other U.S. Government agencies may be invited to
participate in the conference.

d. Attendance by the Administrator

If the Administrator or the Deputy Administrator plans to
attend the conference, the agenda and other messages concerning the
conference are cleared by the Executive Secretary (ES) before
transmittal to the field. In many cases, an ES officer may be assigned
to assist the sponsoring AID/W organizational component and the host
USAID mission in coordinating the preparation of briefing materials and
in making other necessary arrangements for the Administrator's or Deputy
Administrator's participation.

e. Security

Initial planning for the safeguarding of conference classified
information and materials is the responsibility of the sponsoring
organizational component, and in the discharge of this responsibility,
the sponsor:

•

•
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(1) Confers with the Director, Office of Security, AID/W
(IG/SEC), concerning security measures.

(2) Remains cognizant of security needs and gives full
cooperation to the office of the Deputy Assistant Secretary for
Diplomatic Security (DS/DSS), Department of State, who has prime
responsibility for security arrangements at the conference site, and the
Assistant Inspector General for Security, AIG/SEC, who provides liaison
with DS/DSS.

2. Responsibility of Host USAID Mission

a. Conference Control Officer

The Mission Director appoints a Conference Control Officer who
is responsible for all conference arrangements.

b. Conference Site

The conference site is determined promptly, bearing in mind
security precautions and the fact that a round table arrangement is
preferable to an auditorium. (See IID.2. below).

c. Accommodations for Conference Participants

The host USAID mission arranges for accommodations as
requested by AID/Wand field conference participants.

d. Entertainment

The host USAID mission may be requested to undertake initial
arrangements for special functions in those cases when the Administrator
attends.

e. Security

If security arrangements are required, the host USAID mission
will:

(1) Cooperate with the Department of State security
representative at the conference site.

(2) Maintain close contact with the Security Officer and
consult with him/her regarding the selection of the conference site, the
clearance of those participating in the conference and all other
security administrative arrangements.
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(3) Arrange for storage cabinets in order that all classified
and administratively controlled materials may be stored in accordance
with security regulations.

f. Secretarial, Space, Photocopy, and Computer Support
Arrangements

The host USAID mission, when the need exists, arranges for
secretarial assistance, office space for the conference delegates,
photocopy and computer equipment.

g, USAID Reception Center

The host USAID mission, when the need exists, establishes a
reception center to assist the conference participants. Services and
information provided may include:

(I) A list of conference participants, their arrival plans,
and hotel accommodations.

(2) Information concerning the administrative arrangements
made for the conference, such as location of meetings, facilities and
services provided, etc.

(3) Advice on health precautions, doctors, dentists, tipping,
transportation, restaurants, etc.

(4) A map of the city indicating principal landmarks,
together with a brief description of places of interest.

(5) The names, addresses, and phone numbers of key USAID
mission, embassy, USIS, and other U.S. Government agency officials.

(6) Commissary cards.

(7) Accommodations for local currency exchange to cover
initial incidental expenses upon arrival. (The host USAID mission is
responsible for developing adequate procedures for control and repayment
of local currency.)

(8) Assisting in travel arrangements.

(9) Setting up a message center for receiving and forwarding
mail, telegrams and other messages.

•

•

•

•

•
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3. Responsibility of Participating USAID Missions and Offices

a. Make suggestions to the sponsoring organizational component on
agenda content.

b. Provide conference participants with agenda.

c. Provide the host USAID mission with the names of conference
representatives attending and their security clearances.

d. Provide funds for travel incurred by their conference
representatives.

110. Security

In preparing for the conference, security arrangements, if determined
necessary by IG/SEC, are to include, but are not necessarily limited to:

1. Appointment of Conference Security Officers

a. STATE/DS/DSS appoints a Conference Security Officer to be
present at the conference.

b. The AIG/SEC, AID/W, may appoint an officer to represent the
sponsoring organizational component at the conference.

2. Conference Site

The Conference Security Officer is consulted on the selection of
the conference site in order to determine if adequate security
safeguards can be implemented. Areas which cannot be controlled, such
as hotels, are not acceptable for classified discussion.

3. Security Clearance

All persons participating in discussions of U.S. classified or
administratively controlled material must be certified as cleared to the
Conference Security Officer prior to issuance of a pass granting access
to meetings. AIO/W and the USAIO missions are to notify the host USAIO
mission of the security clearances held by their respective delegates.

4. Financial Support

Agreements are to be made with OS for the sponsoring component to
furnish necessary funds to meet expenditures to effect security
measures. This includes funds for the travel and per diem of SY
officers and Marine guards if required to establish security procedures.
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5. Security Briefings

All persons participating in the conference are given an
appropriate security briefing by the Conference Security Officer at the
site of the conference.

6. Functional Security Control of Restricted Areas

A restricted area is to be established by the Conference Security
Officer to insure the protection of all classified documents and
functions connected with the conference. He will also have
responsibility for the issuance of passes to the restricted area.

7. Technical Security

Arrangements are made at the site for counter measures to forestall
visual and/or audio penetration.

lIE. AID/W Conferences

1. When there is need for extensive consultations between AID/Wand
the field, conferences may be held in AID/W if approved by the Deputy
Administrator. In such cases, the sponsoring organizational component
notifies IG/SEC. Thereafter, a determination will be made as to what
security factors must be considered.

2. Government-owned or leased facilities shall be sued whenever
possible for AID/W conferences. When it is determined that no suitable
U.S. Government facilities are available in the desired locale for the
date(s) and/or time(s) needed, requests (on form AID 5-7) may be
submitted to FA/AS/PP/AP for approval to hold conferences in
privately-owned facilities. The procedure for requesting the use of
privately-owned facilities is provided in more detail in AID HB 20,
Chapter 8, section 8D. Procurement requests for conference facilities
which exceed $1,000 in OE funds must be approved by the Deputy
Administrator prior to forwarding to FA/AS/PP/AP.

IIF. Conference Report

The sponsoring organization designates an officer who is responsible for
preparing a report of the conference. The report is sent in duplicate
to the Deputy Administrator, through the Office of the Executive
Secretary, as soon as possible, but not later than one month after the
conference is completed. Copies are also to be sent to participating
USAID missions, AID/W participating offices and other interested AID/W
offices.

•

•

•

•

•
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CHAPTER 12

EMERGENCY PLANNING AT MISSIONS

12A. Introduction

1. The basic and ultimate responsibility for emergency planning of AID
missions abroad is vested in the Department of State and carried out by
the u.S. mission in the country where an emergency occurs.

2. An emergency is defined as any situation or occurrence of a serious
nature, developing suddenly or unexpectedly, typically posing a threat
to American lives, property or interests and demanding immediate action.

3. The Foreign Affairs Handbook on Emergency Planning, which is issued
as a supplement to the Foreign Affairs Manual, serves as the principal
reference for posts in emergency planning. Post specific emergency
action plans are prepared by the post and reviewed and approved by the
Department of State. These plans are kept current by the Emergency
Action Officer at post.

4. In view of the complexity of AID programs, it is essential for the
AID Mission Director or his/her designee to participate fully in every
phase of emergency planning at the post. The AID Director or designee
must serve as a member of the Emergency Action Committee.

5. The incidence of crises worldwide is high enough to warrant serious
and constant attention to security problems and terrorism. USAID
missions should strive to be active and helpful assets in emergency
planning. Moreover, USAIDs should approach all drills and practices,
i.e., bomb threats, fire, mob action, destruction drills with the total
commitment and participation of all employees. Practice and a constant
state of readiness will be the biggest asset a USAID can have in dealing
with a crisis.

6. The purpose of this Chapter is to augment the gUidelines developed
at post to add more detail to those guidelines thereby accommodating the
uniqueness of AID operations at any given post abroad.

r
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Four Appendices are included in this Chapter which cover matters related
to emergency planning.

Appendix 12A 2 FAM 180
Acts of Violence

Appendix 126 3 FAM 623
Guidelines for Personnel Taken Hostage

Appendix 12C 3 FAM 697
Deaths, Serious Accidents or Serious Illness

Appendix 12D 2 FAM 060
Foreign Disaster Emergency Relief

12C. Crisis Management Committee/Disaster Assistance

1. An Emergency Action Committee is established at every Foreign
Service post by the Chief of Mission or Principal Officer for the
purpose of directing and coordinating the posts' response to
contingencies. An Emergency Action Officer, a senior foreign service
officer, is appointed by the Chief of Mission to lead the Emergency
Action Committee and maintain central control of preparation and
execution of post plans. A representative of the USAID mission serves
on the Committee.

2. One category of emergency at a post, a disaster, normally deeply
involves the USAID mission. A disaster is an occurrence causing
widespread destruction and distress. It is distinguished from an
accident by its magnitude and by its damage to the community
infrastructure required to recover. AID's Office of Foreign Disaster
Assistance (OFDA) is charged with the management of all u.S. Government
disaster assistance. All U.S. diplomatic missions are required to
formally designate a Mission Disaster Relief officer and maintain a
current Mission Disaster Relief Plan. In countries where USAIDs are
present, this responsibility of the Chiefs of Mission is usually
delegated to the USAIDs. The USAID Disaster Relief Plan is to be filed
with the post emergency action plan. For more specific guidance on
foreign disaster preparations, see Appendix 120 and AID Handbook 8,
Foreign Disaster Assistance, Chapter 3.

•

•

•

•

•
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12D. Personnel

1. Administrative Planning

a. An emergency situation at post affects (1) all u.s. Government
civilian employees and their dependents, including Participating Agency
Service Agreement (PASA) personnel; (2) AID-financed U.S. citizen
contract personnel and dependents; (3) third country nationals (TCNs)
and their dependents; (4) foreign service national (FSN) employees, in
certain select cases; and (5) AID-sponsored participants in the country
for training purposes.

b. The success or lack of success in executing an evacuation in a
critical situation is directly related to the general preparedness of
each employee and adult dependent for such a contingency. Therefore,
emergencies should be stressed in the USAID mission's orientation
program. The USAID mission should brief newly-arrived employees and
adult dependents regarding the post's plans. It must be impressed upon
the employee that he/she is responsible for keeping passports and those
of his/her dependents current and secure. Also, immunization records
and powers of attorney should be current and accessible. Power of
attorney is often required for a dependent to enjoy full accommodation
exchange privileges at a safehaven, and is required by an agent to sell
an employee's personally-owned vehicle.

c. All USAIDs must comply with requirements for the submission of
form DS-1283, Foreign Service Emergency Locator-Card. This designation
should also be submitted immediately to AID/W for new arrivals and
whenever emergency addresses are changed. USAIDs should urge each
employee to complete an Inventory of Personal Effects.

2. U.S. Government Employees

a. In the event of an emergency requlrlng an evacuation, the
USAID mission's foremost consideration is the relocation of its
employees to a safe place as soon as possible. The USAID mission also
assumes responsibility for the safety of AID-sponsored participants in
the distressed country.

b. In a declared emergency, USAID missions should attempt to
contact employees away from post (e.g., annual leave, rest and
recuperation (R&R), temporary duty (TDY), medical evacuees, etc.) and
inform them of the emergency and provide appropriate instructions in
regards to their return to post as well as specific travel guidance.
This information is to be repeated to AID/W.
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c. The USAID mission advises AID/W of all employees in the United
States on home leave, personal leave, consultation, or for any other
reason, providing home leave addresses or other applicable addresses,
status of leave, and position title and number. AID/W will notify the
employee (or dependents) of an alternate course of action, viz, continue
in home leave or annual leave status, report to AID/W for temporary duty
or other appropriate action.

d. AID/W is to be advised of the number of dependent children •
away from post attending school. The Washington Liaison Group (WLG) of
the Department of State will be requested to provide appropriate
guidance applicable to student travel during evacuation periods. AID
supplies the following data: name of dependent child, name of
employee-parent, name and location of school.

e. The USAID mission, at the direction of the Chief of the U.S.
mission, prepares and issues for all evacuees a standard authorization
for emergency travel using form AID 5-8, Request and Authorization for
Official Travel, or the Department of State travel authorization form.

f. USAID considers the desirability of shortening tours of •
employees who have completed 18 months of continuous service abroad.
PRIOR AID/W APPROVAL IS REQUIRED. Also, when appropriate, approval and
authorization for home leave and return to post/reassignment orders for
this category of employment should be executed.

g. Early termination of temporary duty or other detail
assignments, e.g., consultants, should be considered by the USAID post.

h. The Controller's operation may be relocated to another USAID
mission instead of the designated safehaven. In such a case, Controller
personnel and their dependents may be directed to the other USAID
mission rather than to the designated safehaven.

i. At posts where Ihspector General personnel are assigned, the
USAID mission shall obtain the concurrence of the Regional Inspector
General for Audit (RIG/A) on all personnel actions affecting RIG
personnel. Shortened tours/reassignments require prior IG/W approval.

3. AID-Financed Contract Personnel

AID-financed contract personnel and their dependents should be an
integral part of the post's overall emergency action plans. In the
event that contract personnel or their dependents are required to be
evacuated, reimbursement to contractors of salary and/or expenses as the

•
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result of such evacuation are governed by the specific terms of their
contract. Chiefs of party under a contract should be kept informed of
all developments that may affect their personnel in an evacuation
situation.

/
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4. Foreign Service and Third Country Nationals

Upon U.S. Department of State approval, which is based upon the
nature and extent of the emergency, FSNs and TCNs are assisted according
to their conditions of employment.

Participant Training Activities

AID-financed participants, including those under auspices of
contract-administered projects, come from the private and public sectors
of the host country. These participants are involved in various types
of training, all of which are affected differently during an emergency
and evacuation. The following procedures should be followed by the
USAID mission, particularly by the person responsible for participant
training activities.

1. For participants who have not left their country, regardless of the
stage of their processing, and are still under host country
jurisdiction, their programs may be terminated by the host government or
the USAID mission. The USAID mission should assess the feasibility of
scheduling training for a later date, contingent upon resumption of the
program.

2. For participants en route to the United States or third countries,
their personal status, host country wishes, and the type of program will
determine the need to contact them at some intermediate point. The
Office of International Training (OIT) will take appropriate action for
participants en route to third countries from the United States; such
contacts will be made by the U.S. embassy or the host country's
diplomatic mission in the third country, where the training is to take
place.

3. For participants in the United States or third countries, whose
training has not yet started, their personal status, host country
wishes, policy considerations, and the type of training will determine
the nature of action to be taken. OIT will assist the appropriate
regional bureau to help OIT-managed participants in the United States,
by arranging for program continuation, cancellation and/or
modification. The regional bureau, with guidance from OIT, will also be
responsible for contractor-managed participants. The USAID missions of
the sending and receiving third countries will notify each other of the
current situation and recommend actions to be taken.
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4. For participants whose training has begun, but is not completed,
interruption of a program by a participant's return is strongly
discouraged. Where there is a rupture in relations, the Department of
state should be consulted and the host government's wishes may be
marginal. The host government should be advised that, in less extreme
cases, the participant cannot resume his program once the emergency has
passed. If the host government cannot be dissuaded from terminating the
participant's program and the USAID agrees, every effort should be made
to terminate at a natural break point; i.e., the end of a semester or at
the end of a particular segment of the training program. The USAID
mission should keep OIT or the contractor and regional bureau apprised
of the host government's position in such cases.

5. For participants in the United States who request return, they are
placed in contact with the host government's diplomatic representatives.

6. For participants who are political leaders who may be recalled by
the host government or may unilaterally seek return, the USAID mission
should base its decision upon the host government's comments. The
appropriate officials of the U.S. embassy should be kept fully informed
in all such cases. If appropriate, the participant's program may be
terminated, with every assistance extended to assure the participant's
prompt return. Ihe USAID mission should keep 011, or the contractor and
regional bureau,informed of all actions taken.

7. For participants who are unwilling to return to their home country,
it is preferable to deal with such cases by individual persuasion.
Simple refusal to leave the United States makes the individual subject
to deportation under the Immigration and Naturalization laws. In third
countries, the USAID mission will keep appropriate host government
officials advised of any change in sponsorship status of participants.
If sponsorship is terminated, local laws concerning unsponsored aliens
will apply. In cases where participants allege personal danger in view
of a new regime in power, their predicament may be considered an asylum
case, for which the Department of State's involvement is essential. Ihe
USAID mission and 011 should immediately advise the embassy or the
Department of State whenever it determines participants do indeed, fit
this category.

8. Since an AID-sponsored participant does not enjoy any special claim
to asylum, if individuals openly request asylum, AID and 011 should
again consult with the embassy and advise the Department of State, of
the participant's request, so that it may consider initiating any action.

•

•

•

•

•
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9. For participants in training in third countries, the participant's
personal status, home and host country wishes and attitudes, policy
considerations, type of training, and consideration for the participant
will determine the nature of the action to be taken. This applies to
participants from countries in which the emergency has arisen as well as
those in training in third countries where an emergency exists. If
training is not to be continued, arrangements should be concluded to
expedite the participant's return to the home country or evacuation to a
neutral area prior to the USAID mission's closing. If time does not
permit either of these actions, arrangements should be concluded with
u.s. embassy officials in the country of training to coordinate the
participant's travel. Under such circumstances, the U.s. embassy
normally assumes responsibility for residual participant training
activities.

/

!

12F.

10. For participants from countries which unilaterally sever relations
with the United States, continued training of participants under AID
auspices will be decided upon by a case-by-case review.

11. USAID missions of countries where an emergency has arisen will
report as follows:

a. To the sending country USAID mission, the number of
participants in the country for third-country t~aining purposes;

b. To the AID/W regional bureau the number of participants in the
country, by country of origin; and

c. To both a. and b. above, a brief situation report and other
pertinent information or questions.

Program Operations

Emergencies and evacuations affect USAID mission programs in varying
ways, extending from a negligible degree, initially, to complete
disruption. When AID/W determines that a program is to be modified,
suspended, or terminated, the following actions should be taken:

1. USAID Mission Responsibilities

a. Submit a current assessment of the total country program with
status of all projects, including, as appropriate, suggestions for
project completion, modification, or curtailment.
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b. Cite the level of dollar obligations for each project activity
including amounts expended or unexpended.

c. Review the statement of termination provision in each
assistance agreement or obligating document.

d. Review status of U.S.-use of local currencies.

e. Consider possible use of P.L. 480 commodities or other •
voluntary agency inventories related to USAID program activities if the
emergency calls for disaster assistance.

f. Submit recommendations on the general status of economic
assistance activities, including specific proposals for continuation,
expansion, or termination in the absence of USAID participation.

2. AID/W Responsibilities

a. Geographic Bureaus

(1) Develop a plan for the distressed country, with the
appropriate intra- and inter-agency coordination, which presents the
U.S. Government's proposed courses of action and alternatives.

(2) Based upon the options contained in the plan, advise the
USAID mission to:

(a) Discontinue all disbursements under direct financing.

(b) Stop issuance of program and/or project
implementation documents.

(c) Revoke or reduce all outstanding program and/or
implementation documents.

(d) Instruct the host government's approved applicant
bank to discontinue immediately the issuance of any more letters of
credit against USAID letters of commitment, and instruct the bank that
no further payments are to be made by means other than outstanding
letters of credit.

•

•

•
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b. Office of Financial Management (FA/FMl

(1) Request banks holding letters of commitment to provide
AID/W with a current listing of all outstanding credits. Instruct banks
holding letters of commitment to cancel or reduce, as appropriate, all
letters of credit where beneficiary's consent can be obtained by the
office having primary responsibility for the loan or grant
implementation within AID/W.

(2) Establish appropriate administrative reservations derived
from funds currently allotted to the USAID, to cover the expected costs
of abnormal charges incident to the emergency.

c. Office of Procurement (FA!OPl

Supply and procurement related to program activities usually
involve a large volume of commodities and services. Responsible
officials in FA/OP should, in consultation with the regional contracting
and commodity management offices as well as the geographical bureaus,
consider:

(1) Implementation of force majeure, termination, or stop
work provision in all contracts whether supply, service or institutional.

(2) Immediately notify General Services Administration and
Procurement Services Agents, Federal Highway Administration, Federal
Aviation Administration, et al, to suspend or terminate all procurement
actions for the distressed country.

(3) Arrange for the publication of a general notice in AID
procurement issuances or other appropriate sources.

(4) Take necessary actions to reacquire title and/or divert
commodity shipments.

(5) Take necessary actions to suspend or cancel all barter
transactions.

(6) Instruct U.S. agencies to notify steamship and airline
companies to direct shipments to neutral ports, advising either the
USAID mission or the U.S. mission in the distressed country of the
action taken, and solicit their assistance; i.e., customs clearance
requirements, storage, etc.
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12G. Program Resumption or Termination

1. Resumption of the Program

If it is determined that the USAID program is to be resumed,
g~idelines will be developed by AID/Wand disseminated to the USAID
mission.

2. Termination of the Program and Mission Closeout

If termination of the program is the final result, a few key
personnel remain at post to implement the closeout. The U.S. mission
will assist. Should the emergency result in the severance of diplomatic
relations, a friendly power is petitioned to act in behalf of the U.S.
interest. The gUidelines prescribed for a normal closeout in Chapter 13
should be adhered to as closely as possible.

12H. Audit Activities

1. Pack all audit records, clearly identifying the cases in which they
are packed and secure them in the USAID mission, the U.S. mission, or
the establishment of a protecting power. Disposition of the records
will depend upon a subsequent determination whether to resume operations
or close out the program.

2. Inform the appropriate Regional Inspector General for Audit (RIG/A)
and the Agency Records Management Officer (FA/AS/ISS/RM) of the location
of the audit records, identifying them by the markings in the cases in
which they are stored.

3. Advise (RIG/A) of the scope and relative importance of unfinished
audit work.

4. The RIG/A will make the final determination on the disposition of
all audit records in conjunction with the Agency Records Management
Officer.

121. Supply and Procurement Activities

1. Mission Responsibilities

a. Terminate or suspend USAID mission issued contracts. As
appropriate, use the "termination" or "stop work" clause of the
contracts. Notice should be given immediately to the local Chief of
Party and to the contractor's home office. It should be accomplished by
telephone, if possible, and confirmed by telegram and an official notice
by special delivery registered air mail.

•

•

•

•

•
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b. Cancel or suspend all purchase orders.

c. Curtail further procurement.

d. Arrange to evacuate procurement files.

e. Arrange to evacuate essential journals and records and be
prepared to continue operation from safehaven.

f. Submit to Office of Procurement (FA/OP) a listing of offshore
procured undelivered commodities. Include if possible: specific dates,
purchase order/requisition numbers, description of commodities, and a
recommendation to cancel, suspend, or divert the order.

g. Submit to Office of Procurement (FA/OP) a listing of all AID/W
contracts that will require termination, suspension, or modification;
the listing should include the USAID mission's course of action. In
addition, the following information should be included with the listing,
if possible: contract numbers, names of contractors, personnel and their
dependents, suggested departure dates for contract personnel, and such
other information that should be forwarded to the contractor's office.

2. AID/W Responsibilities

a. Review all supply, service and university. contracts negotiated
by AID/Wand determine whether they will be terminated, altered, or
permitted to continue to normal completion.

b. If appropriate, take action in accordance with the
"termination" or "stop work" clause in each contract by notifying the
contractors as soon as possible. Notification should be by telephone
followed up by telegram and an official notice by special delivery
registered air mail.

c. Notify all U.S. Government participating agencies of the
situation. Arrange a meeting with each agency to review supply and
procurement contracts to determine action to be taken.

d. Upon receipt from the USAID mission of a listing of
undelivered items, FA/OP will take prompt action to cancel, divert or
arrange for temporary storage.
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12J. U.S. Government-Owned Property

Initially, in an emergency situation, the primary concern regarding
U.S.-owned property is its safekeeping, and the preservation of all
property records.

1. U.S. Government-Owned Property

The success in safeguarding U.S.-owned property will depend upon
the gravity of the emergency. If conditions permit, U.S.-owned property
that is in use may remain in offices or residences, if the areas in
which they are located are reasonably secure from housebreaking and
pilferage. The U.S.-owned property, not issued, should be secured to
the maximum degree possible in the USAID mission's warehouse.

2. Official Vehicles

Official vehicles should be dispersed or located according to the
USAID vehicle disposition plan for crises.

•

•
3. Property Records

All property records shall be preserved for accounting and
reconciliation of property. Inventory documentation and allied property •
records must be deposited in the safest place available. If necessary,
arrangements should be made to safeguard the records at the U.S.
mission, or in the custody of a friendly diplomatic mission. See
Handbook 21, Part II, 6G.4., Reporting Requirements for Notification to
the Records Management Officer.

12K. Employee Personal Property

1. If time permits, each employee should pack small moveable items of
personal property and tag the cartons with identifying markings. The
packed cartons may remain in the residence, or stored in another
location that the USAID mission designates, viz, the USAID mission
property warehouse, etc. Residential quarters should be guarded by •
USAID mission security guards to prevent housebreaking and pilferage.
Articles of significant monetary or personal value, e.g., jewelry,
bonds, family photos, etc., should accompany the evacuee to the
safehaven. All other replaceable personal effects, e.g., books, toys,
appliances, etc., should remain in the residence unless there are
explicit instructions to store them elsewhere.

2. Personally-owned vehicles (POV) should be stored or located in
accordance with the emergency action plan. Keys, certificates of
ownership, powers of attorney and other pertinent documents should be
placed in an envelope and given to a designated official who will remain
at post and assume responsibility for any necessary disposal action.

•
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12l. Real Property

When appropriate and in accordance with the emergency action plan, the
USAID mission provides the U.S. mission with a list of real property
privately leased by USAID employees. In turn, the U.S. mission forwards
the list to the Foreign Office and solicits police protection. Further,
the USAID will rely upon its security guard force to safeguard the
USAID's real property interests.

12M. Records

1. Emergency Disposition of Records Other Than Financial Management
Records

USAID mission personnel are to follow these procedures to the
fullest extent possible:

a. Identify records to be removed, destroyed or abandoned.

b. Follow established priorities for removal or destruction of
various groups of records.

c. Assure that classified and unclassified records are kept
separately so that classified material can be destroyed quickly when
necessary.

d. Be sure that designated personnel having responsibility for
the removal or destruction of certain records are at post and have
access to the records they are to act on at all times.

e. Have a clear understanding among assigned personnel
responsible for removal or destruction of records as to when and with
whose authority, and by what means they will begin records disposition.

f. Provide designated personnel with instructions for recording
actual disposition actions taken by each group.

g. With the approval of the Mission Director or his designee, use
the following alternatives in accordance with conditions at post for the
actual removal or destruction of all records other than Controller
records:

(1) Use available evacuation facilities to ship out
classified and privileged records (privileged records are those which
could compromise or invade privacy of personnel) and any unclassified
records which can be accommodated beginning with "permanent" records
followed by records with the longest retention period.
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(2) Transfer classified and privileged records to custody of
U.S. embassy; destroy unclassified records.

(3) Destroy all records.

2. Memorandum Report to the AgencY Records Management Officer Required
Under Emergency Closeout Conditions

At the earliest possible time, send the Agency Records Management
Officer, FA/AS/ISS/RM, a report of records disposition action taken
which provides:

a. Description of USAID mission official files evacuated, volume,
method of evacuation, the safehaven address, and names of any employees
assigned custodial responsibility for records.

b. Description of USAID mission official files which were
destroyed, volume and name of official who authorized destruction.

3. Financial Management Records

Missions shall follow the procedures as set forth in Chapter 13,
13G.l.b. for disposition of financial management records.

12N. Missing Persons

Refer to Handbook 26, Chapter 12E. for guidance pertaining to missing
AID employees.

APPENDIXES

•

•

•
Appendix 12A

Appendix 128
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Appendix 120
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Foreign Disaster Emergency Relief
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ACTS OF VIOLENCE
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181 POLICY
(Tl.:GEN·236 ro-r().lS)
(Undonn ~"INDIUSIA ~tionI)

181.1 In the United States
United Stales policy relative to demonstrations against

diplomatic mtSSioos In Washington is outlined in section
231.3. This policy is practiced regardleSS of the nature of
relationahips between the United States and the Individual
country concerned.

181.2 Abroad

a. United Stales policy relative to demoNtrations by
individuals or groups in foreign countries agajnlt My
component of an American diplomatic or CONUIar post,
including esublishments located apart from diplomatic or
consular offices, is to expect full host government protection
against violent acts which advel'sely affect the weffare of
American Clti2ens and~n private and offteial proper
ty.

b. It is the policy of the United States Government that, in
tfl8 rN6nl of t.ifufS of fuJJ protection, host govemment3 be
requested to undertake Immediately to pay cirtCtfy for
replacement of or repair to property damaged or Ioat by acts
of Ylo4ence, including riots, demonatratlona, etc. o.tnaged
United States property must be repUed or replaced prompt·
Iy to eNUre that thefe will be no undue lntemJPtlon8 to
United Statel activitiel at eM post The United States
Government looks to the hott goyemment fQr dnc:t action
to re.tore damaged property and make rnUtution for OUW
Ioua. Direct host goyenwent tInandng of the cotl of IUCh
repalrl or replacements II expected, but In the Interest of
irnme<iate acUon, the UnIted Stata GoYtmment tInanCeI
the wortl and billl the host gov«M*lt for the cottL (&te
NCUOn 184.2.)

C. In addition to the baIic policies, th«e .. epeciaI
leglalative requWementI for aid-redpient countrieI. Section
620(J) of the Foreign Auiatanc::e Act of 1881, as amendtd
(22 U.S.C. 2370) prOYIda as foIIowI:
, ''The Prnident ahaII. consider terminating auIatance
&M"der this or any other Act to arry country which pennits. or
taiII to taJte adequate meaun to prewnt, the damage or
datruction by mob ectIon of United States property wttNn
IUCh country, and faIl1 to take appI opriate meuura to
prevent a rec:un-enc:e thereof and 10 provide ~te
compensation for such damage or deltructlon...

d. When Americans are injured and/or property iI dam
eged, poIla affected should repot1 the~ to the
Department .. lOOn U poaibIe. AID and USIA ..tabIIah
menta fOtWWd a copy or the repor1 to their parent agenQeI:
for AID, attention MlSER/EOMS; for USIA. attention
JOAISP.

e. Wil8re C'Xlditions cteaIty indicate the host government
II unable to mak~ rMtItutlon promptly, the post may provide
auiatanee to IN host government by drafting the scope of
wonc or other proviaiona of a contract for repair or replace
ment to ensure that the wonc iI undertaken competently and

pl'ompUy.~, eaution should be exercised to ensure
that the host government, in wch easa, II contracting party
and that the contract(s) will be let to contractors who are
considered reliable by the pasl Similatfy, a post may otter

advice on the procurement or mat&riala and equipment
which must be impOrted. In~ ease, such advice must
not deviate from the pnnciple that payments 10 vendors and

contractors should be paid direetIy by the ho$t government

181.3 ResponslbllltJes (All> Reclpltmt
Countries Only)

.. Each geographic bureau in the Department designates .

a deputy assistant secretary who is responsible for handling
matters related to the destruction of U.S. property by mob
action. The country director in the Department is responsible
for Immediately bringing any incident to the attention of the

designated deputy assistant secretary and the Legal Advis
er.

b. In AID, the uslatant administrator of the geographic
bureau is respo:'lSibie for these matters. The AID desk.
officer is responsible for immediately bringing any Incident to
the anentlon of the reaponslble Aulatant AdminlstratOf' and
the Genera! CounaeL

c. The Office of the Legal Adviser (atate) and the Office of
the GeneraJ CounMl (AID) detennine jointty whether the
Incident is one whidI mtght fall within scope of the provi
IionI of section a20(D of the Foreign Auistance Act of

1881, a' amended. " eM detlnnination II afflnnalive or is .
dependent upon the procurement of further information, the
Incident II th8reatter~ as a joint State/AID matter.

d. The deputy UIistant MCretaly has the primaty respon
aIbiIlty for preparing~ concemIng the inci
dent. including eommunicationa designed to develop facts

and communications~ overaeaa potta. All c0mmu
nicatioN .. cleared In State and AID, IndudIng parUcular1y
the Otficet of the Legal AdYiIer and the GeoeraJ Counsel.

e. Arty dec:itlon to temwte or auapend aid will be made
by the Administrator of AID, with the approval of the
Sec:retaly, upon the recommendation' of the ASsistant
s.c:r.taty and Asaistant Administrator, ac:c:ompanied by the
~ of the General Counsel and !he Legal Adviser.
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182 NATURE OF REPORTING
REQUIREMENTS

182.1 American CtUzen Govemment
Employees Injured or KIlled

Pam IhouId toIIow the procecbet provided In 3 FAN
697.

182.2 Other American Citizens Injured
or Killed

Posta ahouId tollow the procecues previded In 7 FAM
200.

182.3 Missing or Compromised
ClasalfJed or Administratively
Controlled Documents

Post. should follow the proced\nI provided In 5 FAM
965.

182.4 Property

When der1'loMtrationa. riots, insurrectioN. or aimi1ar inc>
dents rnutt in damage or loss to real and personal property,
posts .re to prepare reports covering the following catego
nes:

a. Property held by the United States GoYemment, both
leased and owned;
. b. Property held by Govenvnent employee. (U.S. c:Ittzen
direct-hlre. I*1iciPeting agency. and contractor IndudIng
PASA and PASA contractor employMa), whe1hef Pf1vately
owned or Ieued;

Co Property he'd by organizatlonl InvoMng Govwnrnent
pattidpation; e.g., Binational Cent...

182.5 Telegraphic Report

A teIegqphIc repott Is~ to rxJWtt the following
ltemt:

L Whether there wu edVance Information about the
incident;

b. Whether the post '*'-d IocIlIIlAharifa;
Co Whether protedion WMleqIlISted and prowided. and. if

provided. the IldequKy thenIOf;
d. 0eIc:rtpti0n of the inddent, Including political orientation

of the demounatora. their nationality, and Intent
.. Descrtption'of the damages and estimated cost of
~and~

f. Whether a protest hal been lodged and restttutIon tiel
tlMn requested; and

g.
Attitude of local authorities. including an opinion on IiIf'f

anticipated probIemI In Obtaining Invnedlate~ to
property and/or finandaI reimburNmenl

182.6 Alrgram Report of Damages

As.~ u the ~"1tiaIty c:ompIete listing of damages
and coRa of repair iii aval1abIo. tho post aubmitI a report
ItemtzlnQ the r'oqU.'"'ed repairI aM replacements. with dollar
coaa of .-d\, flOCOfding 10 the following breakdown:

.. Gowrnmont.(Mned and Long-Term. Leased (FBO)
~

(1) Red Property
(2) FwnIt7.n and Fwnithinga
(3) Equipment
(") Supplies
b. Short-Term L.eued (S&E) ~cperties;
(1) Real Property
(2) Fwntture and FlmiIhingI
(3) Equipment

(") Supplies
c. Short-Term L.eued (USIA GOE) Properties:
(1) Real Property
(2) Fwnitur. andF~~,
(3) Equipment

(") SuppUes
do AID-Owned end Short·Term L..eaSfld Propertlea;
(1) Real Property
(2) FumiUe and FwniIhing.
(3) EquIpment
(") Sups:lllea
e. Other U.s.~ Properties.
f. Privatety t-.,Id property (by Government employefl only)

indicating totall by employing agency.
g. Property held by organizations inYoIvIng U.S. Govern

ment~tion;••g., Binational Centers.

182.7 Atrgram Report of Restitution

N eoon II~ the p<* IUbmIta a detalled ruport
CIOC'lCemi lQ reatttutbn by the holt government. If restitution

hal not been~ an Ilq)IanaUon Is required. "
ratltlIUon tiel been '*'1Mted. the P<* reports (1) the cost
of repen and repIacementa. and (2)~ the holt
gowrrwnent agrMd. No MttSement for .... thin full pay
ment wiI be agreed to wtthout pier applovII of the
Oepenmenllt the holt governmeI1t did not agrM, the poIt
reportI COlt details and an explanation of the holt g0vern
ment. poelIIon. If agreement hal been reached., the post
reports the Wma of NftIement. It by cuh. the report
indudeI the datepeyment Is made and the Dad amount
received. It ratltution takes the form of full repairs and
~ for II damegeI and Iouaa. the post reports
when the claim hal been aatillled.

183 ACCOUNTABIUTY

loll Of damage of property IIdefined In this section Is to
be treated .. proyided In 6 FAM 232.1nduding the use of a
IUMtY boMj to estimate IoUeI Of damages.

•

•

•

•



2 FAM 180

Trans. Hemo. No. Effective Date Page No.
AID HANDBOOK 23, App 12A 23:79 as indicated 12A-3

/
i

/

i

'"

184 FINANCING REPAIRS AND
REPLACEMENTS

184.1 Restitution by Host Government

Every effort ahooId be made to have the host QOYetM*lt
advance fundi 01 itsett mane. the c:oa of reItItution of
property darNgeS and Ioues, even If some matnil rrut
be imported, for the followVlg reasons:

a. The U.S. Government does not budget for repairs to
property damaged or destroyed abroad; and

.b. A post'. use of its own funds to make repan and
purChaSe replacements would penalize the POSt. since
reimbunement therefor from the host govenvnent Ia dep0s
ited to the MiscaU&ooous Receipts account of the Treasury
Department fot reimb\nementl for propeItiea funded by
appropriations other than the FBO appropriations. The
reimbursement for damages or losses to property funded by
the FBO appropriation is depOSited to that appropriation at
the appropriation level and no assurance can be given that
the post allotment will be increasad by the full amount of the
reimbursement

184.2 Interim Repairs by U.S.
Government

When the host govemment agrees to make restitution for
property damages and losses, it is assumed that all material
and Iebor Will be provided for both interim and permanent
rep~i~. The host government is urged to make ckect
payment to.vendors where possible. If, however, for the
purposes of seCurity and preaervation of premises, the post
finds it' necessary to make interim repairs itself pending
action by the host goverMlan\, it should do 10. In this cue,
the host government should be advised of costs u soon u
possible, fOl which reimbursement ilexpected.

184.3 Gift of Funds (State)

" the host government voluntarily 011.... a gift of funds,
and the gift is in the form of an advance, fClt csamaoea to
short-term leased CIt other S&E·funded property (real CIt
peraonal), such funds are deposited In a trust fund account

(19X8822.1, Conditional Gift Fund. Department of State).
Costs of reparation are paid out of the account and the
baJanc:e, if any, refunded to the donor if 10 requested. If the
unuMd b&:ance • not '0 be returned to the donor, it will be
transferred to Miscellaneous Reoeipta In the general fund of
theTreauy.

" 1M gift of funds • In the form of a r~mburaement to
~ cost of reparation of damages, It Ia credited to the
eppropriItion from which the coat of damages was paid.
HoweY«, " thec'e • a host government IegaJ requirement
that the host country pay repatation for damages to U.S.
Government property, such payment lor short·term leased
or other S&E·tunded property.• not considered to be under
the "gift" concept and would tall under the general rule
which requires the deposit of such funds as Miscellaneous
Receipts (31 U.S.C.484).

184.4 Advance of Funds (AID and
USIA)

If the host government offers an advance of fundS for
restitution of damages to AID and USIA facilities, such
Idvanon may be accepted and are accounted for as
follows:

L AID: 72XSl24 tor U.s. Dollalr.-72FT800 tor Local
CurTeney

Under authority of section 635(d) of the Foreign ASSIS

tance Act of 1961 as amended (22 U.S.C. 2395), the host
government's advance of funds can be deposited. alloted,
obligated, and expended; any balances remaining are to be
returned to the host government on completion of repairs or
other restitution.

b. USIA: 17X1117.1 AIR tor U.s. DoIIaI,.

If any advance of local currency is received for restitution
of USIA fac:illties, the USDO converts Ioc:al currency into
U.S. doIlar1.

Under authortty of 22 U.S.C. 1479, the host government's
~ of fundi can be deposited, aUoted obligated, and
upended; any balances remaining can be returned to the
host government on completion of repairs 01 other restitu
tion.

115 through 118 (UnuaIgned)
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623 GUIDELINES FOR PERSONNEL
TAKEN HOSTAGE
(TL:PER-531 6-24-82)
(Uniform StetelAiD/uSIAICommercel
Agriculture)

623.1 Applicability
This regulation applies to employees. whether

Foreign Service (except for Foreign Service national
employees and non-U.S. citizen consuler egants) or
Civil Service, of the Depanment of State. the
Agency for International Development (AID). the
U.S. Informetlon Agency (USIA). the Depanment of
Agriculture, and the Depanment of Commerce.

623.2 Authority
e. 5 U.S.C. 301 euthorlzes the Secretery of Stete

to wescribe regulations govemlng the conduct of
the Depanment's employees. Section 206 of the
Foreign Service Act of 1980 (22 U.S.C. 3926) (here
Inafter referred to as 1he Act) authorizes the Secre·
tary to prescribe regulations deemed appropriate to
carry out functions under thtl Act. One of the objec
tives of the Act Is to enable the Foreign Service to
aerve eflectlvely the Interest. of the United States
and to provide the highest caliber of representatio!l
In the conduct of foreign affairs.

b. For AID: 5 U.S.C. 301 end sections ?02{e)(1)
(22 U.S.C. 3922) and 208 (22 U.S.C. 3926) of the
Act.

c. For USIA: 5 U.S.C. 3Q1 and sections 202(a) (1)
(22 U.S.C. 3922) and 206 (22 U.S.C. 3926) of the
Act.

d. For Agriculture: 5 U.S.C. 301 and sections
202(a) (2) (22 U.S.C. 3922) and 206 (22 U.S.C.
3926) of the Act.

e. For Commerce: 5 U.S.C. 301 end sections
202 (a)(3) (22 U.S.C. 3922) and 206 (22 U.S.C.
3926) of the Act.

623.3 Definitions
a. -AgencIea- means the Depanment of State.

AID. USIA. and the Depanment. of Agriculture and
Commerce.

b. -U.S. Government personnel- means employ
en of the agencies, both Foreign ServIce (except
for Foreign Service natlonel employees and
non-U.S. c1tizen consular egents) and eMl service.
serving abroad. Including employees on detaJI.

623.4 Guidelines for U.S.
Government Personnel
Taken Hostage

a. U.S. Government personnel serving abroad are
expected to be mature, responsible, end patr10tlc
individuals for whom the concept of service has a
reel and personal meaning.

b. Individuals who are taken hostage should be
aware that their captOl1l may seek to exploit them.
Their captor. may be seeking Information to be uaed
to the detriment of the United St8tes or of their fel·
low hostages. end ere likely to use Information ob
tained from one captive when Interrogating another.
Individuals should consequently be guided by the
knowledge that whatever they say may be used to
mislead or punish their coIle8gues and that their ac
tiona may relult In reprlaall.

c. Captured individual••hould not discus. NIlsl·
tlve .spect. of the work of their fellow hoatagn.
They ahould not divulge cleulfied or .ensltlve infor
mation. They should not sign or make statements or
take action which they believe might bring discredit
to 1he United Stites.

d. The decision to attempt escape rests wlth the
Indlvlduel concerned. However, the decIaIon .hould
be conalstent with the conslderatlona aet forth

above.
e. Hard and fast rules are not always helpful and

the U.S. Govemmen1 recognizes that the ebllity of
individuals to~t extreme pressure differs. But. 10
1he extent poasIble, one must help one's colleagues
and avold exploitation. Sound Judgment II essential.

623.5 Sultablllty for Continued
Employment

Foreign Service employees of the .gencles (ex
cept for Foreign SaMee national employees and
non-U.S. citizen consular agents) also should be
awere of and familiar with the contents of 3 FAM
622. Suitability Guidelines for Appointment and C0n-

tinued Employment. espC;c1a11y .ubsections 622.7
through 622.9. CivIl SeMce employees of the agen
cIe. who are or are being assigned or detailed over
.... ahould also be aware of and familiar with the
contents of part 731 (Suitability) of title 5 of the
Code of Federal Regulations.
End Stete/AIDIUSWCommercelAgriculture
Regulations.
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697 DEATHS, SERIOUS
ACCIDENTS, OR SERIOUS
ILLNESS
(TL:PER-117 12-1-88)
(State Only)

697.1 American Employees and
Dependents Abroad

697.1-1 .Post Responsibility

e. Telegraphic Report to Department
In the event of death. serious accident. or serious

illness while abroad of an American emplo\'ee or de
pendent of such employee. exclusive 01 rosldent
employees. the following information is communi
cated immediately by telegram at Government ex
pense to the Department:

(1) Name of employee, or • in the case 01 a de
pendent. name and relationship of dependent and
name of employee, and employee's agency (State.
AID. USIA. etc.).

(2) Place. cause (if known). and time 01 death.
accident. or illness. If dOtails are not known at time
telegram is sent. inform Department immediately
when known.
(3) Specific Instructions to notify next of kin. legal
representative. or other person. including name and
address of such person.
(4) In case 01 death when there are no members of
family at post making funeral arrangements:

(a) Minimum cost of local burial. of cremation
(if available). of embalming and preparing re
mains for shipment. of air and surface shipment
of embalmed remains. and of air and surface
shipment of cremated remains. and
(b) Maximum period of time belore local burial
is mandatory.

b. Captioning Telegram

(1) Oeath
In case of death of a Department of State em

ployee. or any dependent of such employee. the
telegram shall bear the special caption - OBIT!
STATE- (see 5 FAM 212.7c).

Telegrams reporting the death of employees of
other agencies (AID, USIA. etc.). or of any depend
ents of such employees. must be specifically
marked for the employing agency for its action
(e.g.• -OBIT/AID.· -OBIT/USIA.· etc.).

(2) Serioul Accident or tIIne..
In the case of serious accident or sorious illness

of an American employee or dependent who is cov
ered by the Department's Medical Prooram (see
section 681.1). the telegram shall bear the special
channel caption -MED CHANNEL- (see 5 FAM
212.3f) •

Telegrams reporting accident or illness of employ
ees or dependents not coveroo by the Department's
Medical Program must be specifically marked for the
employing agency for its action. (The Department's
Medical Division has no record of individuals not cov
ered by the Medical Program and no responsibility in
such cases.)

c. Further Actions
Posts shall furnish information or take action in the

matters listed below:
(1) Deaths. disposition of remains. and personal

estates of U.S. citizens (7 FAM 200).
(2) Allowable travel and transportation expenses

(6 FAM 100).
(3) Proceeds of undelivered check (s) due de

ceased payee (4 FAM 343.3 and 482).
(4) Death benefits and claims under Federal Em

ployees Group Life Insurance (3 FAM 694)
(5) Any benefits available under the Federal Em

ployees Health Benefits Program (3 FAM 696).
(6) Payment of employee's unpaid compensation

(3 FAM 221.7 and 4 FAM 482).
(7) Lump-sum payment lor annual leave (3 FAM

498).
(8) Benelits payable under Foreign Service or

Civil Service retirement (3 FAM subchapter 670).
(9) Gompensation payable for work injuries under

Federal Employees Compensation Act (3 FAM 689).
(10) Arrangements for burial in a national ceme

tery, if eligible and if desired by family.
(11) See also 3 FAM 752 for effective date 01

separation. 4 FAM 523 for payroll procedures. and
the Standarized Regulations (Government Civilians,
Foreign Areas) for termination of allowances.

697.1-2 Departmental Responsibility

a. Death
In death cases, it is the responsibility of the De

partment's Employee Services Center (OPR/FMSSI
ESC) to notify immediately the next of kin or other
person designated in the post's telegraphic report
(see section 697.1-1a(3». It is also the Depart
ment's responsibility to assist in related matters
such as disposition of the effects of the deceased.
payment of unpaid compensation and Federal Em- __--
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ployees' Group Life Insurance, furnishing informa·
tion regarding benefits due under retirement, etc.

697.2 Death of Local and
Resident Staff Employees

In case of death of a foreign service national or
resident staff employee, the post is responsible for
notifying next of kin and for rendering all necessary
and appropriate assistance (see 3 FAM 972.5 and
post compensation plan).

b. Serlou. Accident or IIIne••
In a serious accident or illness case of an em·

ployee or dependent covered by the Department's
Medical Program. It is the responsibility of the Medi
cal Division to notify the employing agency. It is also
the responsibility of the Medical Division to notify
next of kin or other person in accident or illness
cases, If so directed by the post (see section
697.1-1a(3)}.

697.3-1 Bureau Responsibility
When a Departmental employee dies, the person

nel/administrative officer Immediately notifies the
Office of Personnel (PER/FCA for' Foreign Service
personnel. PER/CCA in the case of Civil Service per
sonnel). and the Employee Service Center (OPAl
FMSS/ESC), furnishing the latter with the name and
address of next of kin or legal representative or
other person to be notified, For Foreign service
personnel posted overseas. the Bureau of Interna
tional Organization Affairs or the regional bureau
should also be notified. The executive director or
administrative oHlcer of the employing bureau shall
complete a SF-52. Notification or Personnel Action.
and send It to PER/FCA or PER/CCA. This same offi
cial also completes SF-2821. Agency Certification of
Insurance Status. SF-2800A, Agency Certification
for Death In service. and SF-2810. Notice of
Change in Health Benefits Enrollment. and sends the
completed forms to OPRIFMSS/ESC. The responsi
ble bureau should consider having two people wit
ness and perform an Inventory securing any per
sonal ite/TlS in the employee's office until arrange
ments can be made for the executor/executrix to
claim such Items.

•

•

•

•

697.5 Human Immunodeficiency
Virus Infection In the
Workplace

697.5-1 Purpose
The Department of State recognizes that Acquired

Immune Deficiency Syndrome, AIDS. raises a num
ber of health. employment. legal. and 8'conomic is
sues for employees. This transmits the Depart
ment's policy on AIDS In the Workplace and is appli
cable to all DOS Civil Service and Foreign Service
employees.

697.4 Death of Contract
Employees Abroad

In the event of the death of a Department of State
contract employee while abroad. responsibility for
notifying the contracting firm (when the contract is
with a company) or next-of-kin (if a personal serv
ices contract) lies with the post's administrative sec
tion. The Administrative Officer may with wish to
seek the advice and guidance of the Consular Offi
cer regarding local requirements conceming dispo
sition of remai~s. etc. If the post cannot reach the
contracting firm/next-of-kln. post should contact
the office in the Department responsible for the con
tract or, if after normal work hours. the appropriate
duty officer for that contracting office. In case of
death of a U.S. citizen contract employee who was
hired at post, section 697.2 applies.

697.3-2 Bureau of Personnel
Responsibility

PER/FCA or PER/CCA is responsible :or process
ing the SF-52. A representative will be available in
the Department to meet with the next of kin or legal
representative to discuss benefits such as survivor
or children's annuity, thrift savings plan and unpaid
compensation.

697.3-3 Employee Ser/lces Center
(ESC) Responslbtllty

The ESC is responsible for sending the next of kin
or legal representative a condolence letter and ad
vising of benefits that may be payable, such as life
insurance and unpaid compensation. T~e ESC will
provide all pertinent forms to the next of kin or legal
representative and provide assistance in completing
required forms. The ESC will make arrangements
for the next of kin or legal representative to meet
with a representative from PER/FCA or PER/CCA to
discuss other benefits for employees

Departmental Employees In
the United- States

697.3
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AIDS 13 a fatal disease that cripples the body's
Immune sy3tem by destroying certain white blood
cell (known as T-lymphocytes). ThIs destruction Is
caused by a vlru:s called human Invnunodeflclency
virus (HIV). Bec4use 01 the damage to the Immune
system, the H1V Infected Individual becomes wlner
able to Infections that healthy Individuals can usually
resist. Based on current medical and scientific datI',
the AIDS virus Is an infectious disease that Is tr8ns
mllted by intimate sexual contact. Intravenously
through the use of contaminated needle3, or by re
ceipt of transfusions of contaminated blood. There
Is no medical evidence that the AIDS virus Is trans
mItted through casual contact In a work environ
ment, or through shaking hands, sneezing, cough
Ing, eating foods prepared by ~ person with AIDS, or
by sharing telephon~ or other office equipment.
Therefore, subject to Informallon changes from rec
ognized medical authorities and directives, the De
partment has established the following guidelines for
handling employee Issues that may arise because of
AIDS.

697.5-2 General Policy
The De~rtment of $late is committed to main

taining a Mfe and heefthy environment for all em
ployees. In as much as the provision of accurate
and consistent Information about AIDS Is the most
effective method of prevention. the Department will
actively provide Information to employees about
AIDS through ~Istrlbutlon of written materials and a
program of educational seminars. this will Include
Information about the nature of AIOS, its causes and
means of prevention, the rights of employees who
have AIDS, and the r~ponslbilltlesof managers, su
pervisors and co-woc1<ers of employees wUh AIDS.

The Department will tr&at employees Infected with
the AIOS virus In the same manner as employees
with any other serious Illness. AIOs-rel8ted person
nel Issues will be addressed with the framewOl1<. of
existing Federal and DepartmentI'I policies. proce
dures, guidance, statutes, case law, and regula
tions.

HIV Infected employees will be allowed to continue
working as long as they are able to maintain an ac
ceptable level of perlormance, and do not pose a
health or safety risk to themselves or the other em
ployees.

697.5-3 Reasonable Accommodations
AIDS Is considered a handicapping condition and

the medical COndition of HIV Infected employees
may be sufftcientfy dls8b1lng to entitle the employee

to be considered for reasonable accommodation.
Reasonable accommodations win be made as lOng
as the ~IIV Infected employee Is 6ble to perform the
~sentlal functions of hislhtir position. Job restruc
turing and reasslgnments wlU be madd In the same
manner as they are for other employees whose
medical conditions Impact Job oorformance.

697.5-4 Testing
All eppllcants for the Foreign ServIce will be te5ted

for Infection with HIV as part of the routine pre-em
ployment medical saeenlng process. Applicants
woo test positive for HIV Infection will be medically
disqualified for the Foreign Service because of their
Inability to serve worldwide. Such applicants will.
however. be afforded the Mme opportunity for a
management review of this decision as are appli
cants with other c1isqua!lfyir.g medical conditions.

Foreign service employees and dependents will
be tested for HIV infection as ~rt of the required
biennial medical examination for oversees cle8r·
ance. Testing for HIV was prompted by the realiza
tion that our health care facilities overseas are un
able to provide adequate care for those with this In
fection and that exposure to Infections and vaccina
tions may hasten the disease's course. Since these
conditions do not generally exist domestically, and
HIV testing program of CMI Service employees Is
not deemed necessary.

Foreign Sen1ce personnel who test positive and
show evidence of Immune suppre5slon and/or
symptoms .wln be assigned only 10 posltions within
the United States (Class 5 clearance). Those In
fected with HIV without Immune suppression and/or
other symptoms can be assigned to posts with both
adequate medical facilities 8nd experience with this
type of medical problem (Class 2 Clearance). This
assIgnment policy is no different than the assign
ment policy applied to Foreign Service employees
with other potentially serious medlc8l problems.

697.5-5 Leave Use
An H1V Infected employee may reque5t sick or an

nual leave or leave without pay to pursue medical
care or, the recuperate from the effects of his/her
medical condition. Medical documentation may be
required to make responsible decisions 8bout an
employee's ability to work. It Is the employee s re
sponsibility to produce medical documentation re
garding the extent to which a medical condition af
fects Job Performance. Where an AIDS Infected em
ployee falls to submit proper documentation, the
Department may require the employee to take a
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physical examination. Any determination to grant or
deny leave will be made in the same manner ~ It
would fO( employees with other medical conditions.

697.5-8 Access to Medical Records
Medical documentation submitted for tho pur

poses of making employment decisions wiD become
a part of the file pertaining to that decision and will
become a record covered by the Privacy Act.~
erally. the Privacy Act forbids the disclosure of re
cords without the consent of the subject of the re
cord. However. access to medical documentation
may be granted to Department officials with the
need to make manageriaf decisions. Officials who
have access to such infO(matidn are required to
maintain the confidentiality of that information.

697.5-7 Employee Benefits
Employees with AIDS will be appropriately in

formed of their rights to such benefits as group life
and health Insurance. disability retirement. leave us
age and any other benefit to which they are entitled.

Employees with AIDS continue Insurance cover
age under the Federal efTlPloyees' Health Benefits
(FEH8) and/or the Federal Employees· Group Ufe
Insur80ce(FEGlI) Program. Participation In either or
both of these programs cannot be jeopardized be
cause of one's health condition. Any employee who
is in a leave without pay status fO( 12 continuous
months faces statutory loss of FEHB and FEGU cov
erage but may convert to a private policy without
having to undergo a physical examination.

Employees with AIDS may be eligible fO( disability
retirement. Employees covered by the CIvil Service
Retirement System (CSRS) or the Foreign Service
Retirement and Disability System (FSRDS) must
have 5 years of covered Federal service to be ellgi
Ole. Employees covered under the Federal Employ
ees Retirement System (FERS) or the Foreign Serv
ice PElnsion System (FSPS) must have 18 months of
covered Federal Service to be eligible. Applications
for disability retirement from employees with AIDS
are considered in the same manner as for other em
ployees. focusing on the extent of t.he employee's
incapacitation and ability to perfO(m assigned duties.

697.5-8 Counseling
All employees with personal concerns about AIDS

and Its related conditions are encourage to contact
Medical Service's (MIMED) Employee Consultation
Service (ECS). The Employee Consuttatlon SeMce
can provide employees with useful Information about
AIDS. appropriate referrals to other resources and

services within the Department. as well as referrals
to other community basod programs and services.
The Employee Consultation Service is located in
Room 2237 NS.

(End State Only Regulations).

•
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061 GENERAL POLICY
(TL:GEN-219: 9-20-84)
(Uniform State/AID)

In the event of foreign disaster the United States may
provide emergency relief assistance as a humanitarian
service consistent with U.S foreign policy goals. Assis
tance shall to the greatest extent possible reach those
most in need of relief and rehabilitation. U.S. assis
tance supports and encourages host country participa
tion in disaster preparedness activities and supplements
rather than replaces host country disaster relief re
sources.

061.1 Foreign Disaster
(TL:GEN-270; 4-1-91)
(Uniform State/AID)

A foreign disaster is an act of nature (such as a flood,
drought, wild-fire, hurricane, earthquake, volcanic
eruption, or epidemic) or an act of man (such as a riot,
violence, civil strife, explosion-fire) which is or threat
ens to be of sufficient severity and magnitude to war
rant U.S. emergency relief assistance outside of the
United States and its Trust Territories. The severity and
magnitude of a foreign disaster is determined by taking
into account the extent of damage compared to indige
nous resources available for alleviating the suffering
caused, and the extent of social or economic disrup
tion. The U.S. Government, through the Agencyfor In
ternational Development's Office of U.S. Foreign Di
saster Assistance (AID/OFDA, see §066.2), can pro
vide technical specialists to suppon interested govern
ments faced with emergency situations which do not
warrant a formal disaster determination. Often these
services are provided on a reimbursable basis to gov
ernments or the private sector, through the U.S. Em
bassy in the affected country.

061.2 Disaster Assistance
(TL:GElV-270; 4-1-91)
(Uniform State/AID)

Disaster assistance includes:
(1) The analysis and study of the causes of disasters

for the purpose of planning, in advance, the type of
U.S. assistance that may be needed when disaster oc
curs;

(2) Disaster preparedness or InlUgation actiVIties
such as training foreign nationals in disaster manage
ment, vulnerability and risk analysis,public awareness,
and damage assessment; promoting bilateral, regional,
and international information exchange; conducting
disaster-related research and applying technology
(e.g., satellite early warning, tracking, and monitoring
systems); and

(3) Developing operational disaster plans and ren
dering emergency relief (in coordination with other
governments, their embassies, international agencies,
U.S. voluntary agencies, and U.S. and foreign private
assistance) to victims of natural and manmade disas
ters.

061.3 Emergency Relief
(TL:GElV-219; 9-20-84)
(Uniform State/AID)

a. Emergency relief is aid which can be used imme
diately to alleviate the suffering of victims. Normally, it
includes services and commodities as well as the reSCue
and evacuation of victims; the provision and transpor
tation of food, clothing, medicines, beds, and bedding,
temporary shelter, the furnishing of medical equip
ment, medical and technical personnel; and making re
pairs to essential services.

b. Emergency relief may be made available normally
during an initial 60-day period following sudden onset
of disaster (earthquake, cyclone,tsunami, etc.). During
this emergency phase, the chief of mission may commit
up to 525,000. Commitments in excess of the initial
525,000, and/or extension of the emergency phase be
yond 60 days require prior approval of AIDIW's Office
of U.S.Foreign Disaster Assistance (AID/OFDA).

c. Shon-term rehabilitation assistance is limited to
help required to restore self-sufficiency to disaster vic
tims. Such assistance is subject to AIDIW approval and
is normally limited to an additional 90 days beyond
emergency relief phase. Assistance required for long
term rehabilitation or full recovery (such as reconstruc
tion) is subject to normal AID programming proce
dures, and is eligible for funding from the International
Disaster Assistance Account, only when so authorized
by Congress.
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061.4 Disaster Preparedness
(TL:GEN-270; 4-1-91)
(Uniform State/AID)

a. AID/OFDA maintains inventories of commonly
required disaster relief commodities in one U.S. and
four regional stockpiles from which they maybe
deployed rapidly to a scene of disaster only upon in
struction from AID/OFDA. Commodities are located
in:

(1) New Windsor, Md.;
(2) (Leghorn) Italy;
(3) Panama;
(4) Guam; and
(5) Singapore.

b. Disaster preparedness includes:
(1) Seminars and training for foreign disaster offi

cials in disaster management;
(2) Direct technical assistance in national disaster

planning for disaster-prone countries;
(3) Assistance to U.S. missions in the development

of mission disaster plans;and
(4) Disaster-related technical assistance and tech

nology transfer.

These services in all aspects of emergency management
are available to all countries and can be provided on a
cost-sharing or reimbursable basis.

061.5 Authorities
(TL:GEN-270; 4-1-91)
(Uniform State/AID)

a. Department of State Delegation of Authority No.
104 of November 3, 1961, delegated to the Adminis
trator, Agency for International Development, pro
vides authority for funding and operational coordina
tion of emergency disaster operations and disaster pre
paredness. This authority is derived from the Foreign
Assistance Act of 1961, as amended (22 U.S.C. 2292),
(FAA) and from the Agricultural Trade Development
and Assistance Act of 1954, as amended (Pub. L. 480,
83rd Congress; (7 U.S.C. 1704, 1721).

b. FAA Section 106: This section authorizes the
President to furnish assistance to programs of recon
struction following natural and man-made disasters.

c. FAA Sections 491-493: These sections provide
the basic authorities and guidelines for the Agency's
involvement in disaster relief,rehabilitation. prepared
ness. prediction, and contingency planning. Section
493 authorizes the President to appoint a Special Coor
dinator for International Disaster Assistance.

062 CHIEF OF MISSION
RESPONSIBILITIES

(TL:GEN-219: 9-20-84)
(Uniform State/AID)

Responsibilities of the Chief of Mission are delin
eated in AID Handbook 8. (See §065.)

063 OBLIGATION OF FUNDS AND
FISCAL REPORTING
REQUIREMENTS

(TL:GEN-270,' 4-1-91)
(Uniform State/AID)

a. To utilize the authority to obligate the S25,000
initial relief assistance, AID/W has established an allot
ment account known as the" International Disaster As
sistance Account." The USAID (or in countries where
there is no AID mission, the chief of the diplomatic
mission), or AID's Foreign Disaster Assistance Direc
tor is authorized to issue obligations against this allot
ment account up to 550.000.

b. Should larger amounts of funds be necessary, rec
ommendations should be made through channels and
appropriate action will be taken in Washington to es
tablish appropriate funding levels. OFDA may obligate,
subject to availability of funds verified by the Program
Accounting Division, Office of Financial Management
(M/FM/PAD), an amount which does not exceed
53,000,000. Greater amounts require the approval of
the AID Administrator.

c. Chiefs of missions shall make no commitments of
assistance in excess of the 525,000 authority until addi
tional funding levels have been approved by AIDIW
and missions notified of the appropriation, budget plan
code, and control numbers.

d. Copies of the obligation documents issued by the
diplomatic missions, the USAID, or by AIDIW will be
dispatched immediately to M/FM/PAD,AIDIW.

064 REPORTING
(TL:GEN-219: 9-20-84)
(Uniform State/AID)

Without delaying necessary and authorized emer
gency action, an immediate notification of a disaster,
situation reports, follow-through actions, and a full
summary repon of each disaster relief operation is to be
communicated to AID/OFDA. Guidelines for these re
ports are contained in Chapter 3 and Appendix. F of
AID Handbook 8 (See §065).

•

•

•

•
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065 FOREIGN DISASTER
ASSISTANCE HANDBOOK

(TL:GEN-270; 4-1-91)
(Uniform State/AID)

For detailed information and guidelines on U.S.
Government foreign disaster policies, disaster pre
paredness activities, disaster operations, funding, re
porting, surveys and assessments, procurement, stock
piling, health and technical assistance, see AID's For
eign DisaslerAssistance Handbook (AID Handbook 8)
subject handbook. Copies of the handbook have been
distributed to all diplomatic and AID missions.

066 RESPONSIBILITIES AT
WASHINGTON
HEADQUARTERS

066.1 General Responsibilities
(TL:GEN-219; 9-20-84)
(Uniform State/AID)

The Department of State provides foreign policy
guidance to AID in carrying out disaster relief activities.
The Administrator of AID determines the extent to
which AID funds and resources will be committed un
der this policy guidance.

066.2 Agency for International
Development (AID)

(TL:GEN-270; 4-1-91)
(Uniform State/AID)

a. The focal point of the U.S. Government disaster
relief activity in Washington is the Office of U.S. For
eign Disaster Assistance (an independent office report
ing directly to the Administrator of AID), Foreign Di
saster Coordination Center. A disaster duty officer is
on-call 24-hours a day including weekends and holi
days. The OFDA Director is authorized by the AID
Administrator to respond to U.S. mission requests for
disaster assistance, to organize and coordinate the total
U.S. Government disaster relief response, to procure
supplies, services, and transportation, and to engage in
disaster preparedness activities. AID reimburses other
Federal departments and agencies for supplies and
costs associated with personnel provided at AID's re
quest.

b. AID geographic bureaus work with OFDA in de
termining the nature and extent of disasters to deter
mine suitable plans of action. They provide additional
temporary professional and clerical staff when the mag-

2 FAM 060

nitude of a disaster requires augmentation of OFDA
staff. When the emergency and short-term rehabilita
tion phases of a disaster evolve into reconstruction, the
responsibility for disaster reconstruction passes fro
OFDA to the appropriate geographic bureau of AID.

c. The Office of Food for Peace (FFP) is responsi
ble for all matters relating to Pub. L. 480 food commo
dities utilized in emergency relief. (See AID Handbook
9: Foodfor Peace (Pub. L. 480, Titles I, II, and Ill)).
FFP keeps OFDA informed of related mission and
AID/W actions.

d. There are many other offices within AID which
provide important services, resources, or administra
tive assistance in the disaster program. These are delin
eated in AID Handbook 8, Chapter 1.

066.3 Department of State
(TL:GEN-270; 4-1-91)
(Uniform Slate/AID)

a. AID/OFDA receives foreign policy guidance from
the Department of State through the appropriate re
gional bureau and office director. Other components of
the Department often participate with OFDA in foreign
disaster operations.

b. The Bureau of Consular Affairs (CA) is con
cerned with disasters in foreign countries as the affect
U.S. citizens. It provides information on the welfare of
private U.S citizens residing abroad who are affected by
disasters to concerned relatives in the United States.
The Bureau assists in the transfer of emergency funds
to U.S. citizens in disaster stricken areas and in arrang
ing for the medical treatment and/or evacuation. In the
case of death of a U.S. citizen abroad, the Bureau as
sists the next of kin in arranging for the disposition of
the remains and settlement of the estate;

c. The Bureau of International Organization Affairs
(10) provides guidance to State/AID regional bureaus
and to OFDA in communicating with the United Na
tions and its specialized agencies or other international
organizations when U.S. Government disaster assis
tance involves these organizations;

d. The Bureau of Refugee Programs (RP) has re
sponSibility for coordinating assistance to refugees who
cross the border from one country to another. AID/
OFDA has the responsibility for assisting people dis
placed within their own country as a result of natural or
manmade disasters. A single disaster may involve both
situations. and interaction between OFDA and RP is
essential to a balanced U.S. effort; and

e. The State Operations Center (S/S-O) relays to
OFDA or the OFDA Disaster Duty Officer communica
tions received pertaining to foreign disasters and assists
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•educational, social, and health programs in less-deve
loped countries. are eligible to receive grants of Pub. L.
480, Title II food in furtherance of such programs. AID
may authorize voluntary agencies to utilize these stocks

. of Title II commodities for emergency relief under pro
cedures specified in AID Handbook 9 - Food For
Peace (Pub. L. 480, Title I, II, Ill).

b. Voluntary agencies often initiate their own disas
ter assistance programs in cooperation with the host
governments. AID may assist these activities by making
special grants of Pub. L. 480 food in addition to stocks
on hand in the country, under procedures set forth in
the aforementioned Handbook.

c. AID may make cash grants to voluntary agencies
and to the American National Red Cross for foreign
disaster assistance purposes. Decisions on grant assis
tance are made on a case-by-case basis and depend on
the structure and capabilities of the agencies to launch
and carry out anticipated projects.

2 FAM 060
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066.4 Department of Defense
(DOD)

(TL:GEN-270; 4-1-91)
(Uniform State/AID)

Department of Defense Directive 5100.46, of De
cember 4, 1975, authorizes the designation of a For
eign Disaster Relief Coordinator in the Department of
Defense. The DOD Coordinator responds to OFDA re
quests for assistance by providing and coordinating
available U.S. military resources(equipment, supplies,
transportation, personnel) necessary for rescue and re
lief operations. The Department of Defense Directive
5100.46 on its foreign disaster policy is contained in
AID Handbook 8 as Appendix B.

OFDA during evening hours and on weekends in the
dispatch of immediate communications.

066.5 Department of Health and
Human Services (HHS)

(TL:GEN-219; 9-20-84)
(Uniform State/AID)

HHS's Office of International Health makes its For
eign Disaster Relief Liaison Officer regularly available
to OFDA to provide guidance on health problems of
actual or potential victims of foreign disasters. At AID's
request, the Centers for Disease Control at Atlanta,
Georgia, and the Public Health Service provide medical
personnel, equipment, and supplies.

066.6 Other Federal Departments
(TL:GEN-219; 9-20-84)
(Uniform State/AID)

Other Federal departments which are frequently in
volved in foreign disaster assistance include, but are not
limited to, the Department of Agriculture, Department
of Commerce, Department of Interior, the Executive
Office of the President, and the Federal Emergency .
Management Agency.

066.7 U.S Voluntary Agencies and
the American National Red
Cross

(TL:GEN-270; 4-1-91)
(Uniform State/AID)

a. U.S. voluntary agencies registered with AID's Ad
visory Committee on Voluntary Foreign Aid, having

066.8 International Community
(TL:GEN-219; 9-20-84)
(Uniform State/AID)

a. The term "international community" includes do
nor countries and international organizations which
participate in disaster relief and preparedness activities,
such as the United Nations. World Food Program,
League of Red Cross Societies, Internal Committee of
the Red Cross,Organization of American States, Pan
American Health Organization, and the North Atlantic
Treaty Organization (NATO).

b. The U.S. Government encourages and partici
pates with the international community in a multilateral
approach to disaster preparedness and relief.

c. The U.S. Government, through AID, may, at its
discretion, make contributions to internationally recog
nized organizations that are capable and willing to un
dertake a comprehensive disaster assistance program.
if acceptable to the cooperating country. These contri
butions may be in the fonn of supplies, services, trans
portation, or cash grants. the extent of which is based
on actual requirements and the contributions of other
donor countries.

d. Contributions mat to international organizations
do not necessarily preclude the U.S. Government relief
efforts for the same disaster on a bilateral basis or
through U.S. voluntary agencies as long as such efforts
are not duplicative.

067 Through 069 Unassigned

•

•

•
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CHAPTER 13

CLOSING A USAID MISSION

13A. Introduction

This Chapter outlines the general conditions, procedures and
responsibilities for closing a USAID as an operating entity. The
closing out of a USAID mayor may not include closing out all United
States assistance activities. The closing out of a USAID can take place
as a "normal" closing, an "immediate" closing, or an "emergency"
closing, as follows:

1. A normal closing out usually will occur as a consequence of a joint
agreement of understanding between the United States and the cooperating
country.

2. An immediate closing out occurs because of unusual circumstances
and in most instances is the result of unilateral action either on the
part of the United States Government or on the part of the cooperating
country. This may call for the termination of assistance pursuant to
the Foreign Assistance Act or other U.S. Government prohibitions.
Whereas, a normal closeout permits a relatively unhurried approach, in
an immediate closeout situation time may be severely limited.

3. An emergency closing out occurs because of critical conditions at
post such as war, civil disturbance or natural disaster. The provisions
of this Chapter do not apply to an emergency closing. (See Chapter 12 t
Emergency Pl ann i ng. )

138. Post-AID. Self-Financed Technical Services

General Policy

a. Following formal termination of AID assistance to a countrYt
it is usually in the United States Government's long-range national
interest to maintain association with the country's development.

b. In the case of a normal closing of a USAID t and concurrent
with negotiation of a joint termination agreement, the Country Team
takes all reasonable steps to assist the cooperating government to
develop appropriate mechanisms to facilitate its continued access, on a
self-financed basis t to U.S. public and private resources.
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13C. AID/W Task Force

AID/W management responsibilities for a USAID closeout may be assumed by
a task force consisting of representatives of the Directorate for
Operations and the Directorate of Finance and Administration.

13D. Planning the Closing Out of Assistance Activities

1. Mission Responsibilities

After the determination is made to close a USAID, the Mission
Director is instructed by AID/W to submit recommendations for closing
out assistance activities. The Mission Director prepares a report on
each assistance activity including:

a. The extent to which each activity is completed; the nature of
the steps required to complete each activity; whether any uncompleted
parts of the program can be cut from the activity as a whole, and the
effect of failing to complete any part of the activity.

b. The amount of dollar funds obligated for each activity and the
amounts expended and unexpended.

c. A statement of any termination provisions in each assistance
agreement or obligating document.

d. The amount of U.S.-use local currency funds on deposit and to
be generated and deposited under outstanding authorizations with
recommendations for its use, including financing of post-AID
transitional technical assistance.

e. Recommendations on how each economic assistance activity,
including contracts made pursuant thereto, such as Food for Peace, etc.,
can be continued or expanded without AID participation.

2. Preparation of Policy Plan

Upon receipt of the recommendations on closing out assistance
activities and the report from the Mission Director, the appropriate
geographic bureau Assistant Administrator prepares a policy plan for
closing out United States assistance activities with appropriate
intra-and inter-agency coordination; including all elements of the
Agency involved in program planning. The policy plan sets forth the

•

•

•

•

•
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policy position which forms the basis for the decision to closeout the
USAID and how it affects the existing United States assistance
activities. The plan also sets forth the procedures to be followed,
assigns responsibility for particular actions necessary to implement the
closing; and:

a. Indicates action required for each activity and approximate
time to complete the action.

b. Designates which activities are to be transferred to another
U.S. Government agency, non-government entity, or to the cooperating
government.

c. Indicates the necessity of further bilateral discussions or
exchange of diplomatic notes regarding the closeout arrangements, such
as confirmation of the decision, public announcement of the closeout,
and responsibility for action on these matters.

d. Estimates and provides administrative and program funds needed
for personnel, travel, space, disposition of property and records,
taking into account the reductions possible in each successive stage of
the closeout.

e. Indicates disposition of letters of commitment and letters of
credit.

f. Indicates action regarding materials and commodities in the
pipeline.

g. Indicates use to be made of all counterpart funds.

h. Covers the subject of notifying USAID personnel of the
closeout plan.

3. Special Problems of Immediate Closeout

In planning an immediate closeout, the geographic bureau Assistant
Administrator takes into consideration the possibility of exercising
termination rights under agreements, discontinuing disbursements, trans
fer of residual financial management functions, stopping issuances of,
or termination of assistance implementation documents, stopping procure
ment, termination of FSN personnel including those employed under
contract, phase-down and transfer of U.S. citizen and eligible third
country national (TCN) employees and U.S. Government-owned personal
property to a safehaven, diverting AID-financed shipments in transit and
continuing participants in training in the United States and third
countries.
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13E. Planning the Closeout of the USAID Mission

1. Preparation of Operation Plan

Upon receipt of the regional Assistant Administrator's policy plan
for closing out assistance activities, the Mission Director prepares an
operational plan for closing out the USAID. The Mission Director's plan
conforms with and implements the regional Assistant Administrator's
policy plan to closeout assistance activities and includes provisions
covering:

a. The retention of sufficient and suitable staff members and the
delegation of authority and assignment of specific responsibility to
each to carry to completion the required closeout action with respect to
each assistance activity in accordance with the plan and the time
schedule.

•

•
b. The estimates of personnel, space, and funds required to

complete the closeout, taking into account the reduction possible by
each successive stage of the plan.

c. A timetable for the phasing out, transferring, or terminating
of U.s. direct-hire, participating agency, and contract personnel; and •
replacement of assistance from other resources.

d. The action for terminating services of cooperating country and
third country national employees.

2. USAID Mission Responsibilities

In the execution of the closeout plan the Mission Director maintains
appropriate coordination with the U.S. diplomatic mission and other U.S.
Government agencies. He/she establishes procedures for close control
and follow-up on the progress of the closeout action taken by the staff.
The Mission Director submits reports to the geographic bureau Assistant
Administrator on the progress of the closeout action, taking such
precautionary action as is practicable to protect U.S. interests in the •
country, including arrangements for continuing access into the country
to u.s. technical services on a self-financed basis.

•
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13F. Closing Out Personnel Activities

Normal and Immediate Closeout

1. Applicability

These procedures apply to the closing of USAIDs under both normal
and immediate circumstances. (The principal difference is the
accelerated pace required in an immediate closeout.) They apply to all
direct-hire employees of AID, both U.S. citizens and foreign nationals,
U.S. Participating Agency (PASA) and contract employees.

2. Announcement

a. When the Mission Director receives an AID/W determination that
the USAID Mission is to close, he/she may, unless otherwise instructed
by AID/W, inform all employees of the pending action. This early
announcement is made strictly out of consideration for the employees and
they should be cautioned to be discreet.

b. When the final schedule for transfer and reassignment of
employees has been approved, but prior to, or at least simultaneously
with, any public announcement, the Mission Director, or his designee,
informs all employees (at an all-employee meeting, if feasible, other
wise by printed announcement) of the (a) organizational time schedule
for closing the USAID; (b) Agency responsibility for transfer, reassign
ment, or placement outside the Agency; (c) employees' responsibility for
continued cooperation and submission of individual information to aid in
placement activities; (d) name of the officer responsible for
coordinating the personal aspects of the closeout to whom employees may
look for guidance.

3. Completion of Duty

a. Direct-Hire U.S. Citizen U.S. Government Employees

(1) The parent agency in the United States is responsible for
the future employment status of its employees.

(2) The USAID submits to AID/W a tentative schedule for
reassignment on every AID U.S. direct-hire employee.

(3) The USAID submits to AID/W a form AID 4-253, Completion
of Assignment Report (COAR), available from AID/W, FA/AS/PP, on every
AID direct-hire employee if such a report has not already been submitted
as part of the normal reassignment process. In the case of an immediate
closeout when it is necessary to evacuate employees, the COAR, or the
gist of the COAR, is prepared at and submitted from the safehaven.
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(4) Subsequently, AID/W authorizes the USAID by cable to
prepare form AID 5-8, Request and Authorization of Official Travel,
available from FA/AS/PP, AID/W, for U.S. direct-hire AID employees for
the purpose of (1) reassignment to another USAID or to AID/W; (2)
consultation in AID/Wand home leave - post to be determined; or (3)
separation, reduction-in-force, termination of time-limited appointment,
or any other action that applies. The separation of an employee, the
transfer of an employee to another USAID or AID/W, and the temporary
detail of an employee to another USAID requires prior AID/W
authorization.

(5) The USAID submits a list of all PASA employees to the
appropriate geographical bureau of the overseas division of the Office
of Procurement (FA/OP) in AID/W for referral to the parent agency for
action.

•

•
b. Local Employees and Third Country Nationals

To the maximum extent possible, the USAID will assist the
employees to secure new employment and in cooperation with the U.S.
mission, the Personnel Officer will contact all potential employers,
such as, the U.S. mission; other U.S. Government agencies; foreign •
diplomatic missions; the cooperating government; international
organizations; public and private employment services; private industry;
and other USAIDs. Termination of local employees and TCNs must be in
accordance with AID Handbook 31 and the approved local compensation plan.

13G. Closing Out Financial Management Activities

1. Normal closeout

a. AID/W Responsibilities

(1) Prepare and transmit to the USAID Controller a checklist
of specific items to be reviewed prior to departure.

(2) The Office of Financial Management (FM) designates an
office to assume responsibility for residual Controller functions and/or
loan servicing.

(3) Advise other USAIDs of the closeout and the name of the
office assuming residual financia~ functions.

•

•
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(4) Based on decisions in the policy plan prepared by the
appropriate geographic bureau Assistant Administrator, with respect to
modifying or terminating financing activities, AID/W may:

(a) Discontinue or advise the USAID to discontinue all
disbursements under the agreements and cease all AID/W disbursements
under direct financing;

(b) Stop issuance of program and/or project
implementation documents;

(c) Revoke or reduce all outstanding program and/or
project implementation documents;

(d) Instruct banks to issue no more letters of credit
against AID letters of commitment and to make no further payments by
means other than letters of credit;

(e) Request banks holding letters of credit to provide
AID with listing of outstanding credits. Instruct banks to cancel or
reduce all letters of credit where beneficiaries' consent can be
obtained by AID/W.

(f) Advise borrowers of USAID closeout and name of
office assuming loan servicing responsibilities.

(g) AID/W initially estimates funds available for
reprogramming as a result of closing out of assistance. Estimates are
confirmed subsequently on the basis of information obtained from the
USAID. The responsible AID/W bureau or office establishes
administrative reserves, derived from funds available from the closed
out program, for the payment of abnormal charges incident to the closing
out of the program. Equipment or commodities diverted to other USAIDs
or cooperating countries are furnished at cost to be determined by the
Administrator or appropriate Assistant Administrator. Additional
charges incident to closing out are funded as above from administrative
reserves.

b. USAID Responsibilities

(1) Make plans for the transfer or destruction, as
appropriate, of USAID Controller files and records, including memorandum
loan records. See Handbook 21, Part II, 6G.2.b.
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(2) Ascertain that sufficient funds are available to the

disbursing office servicing those USAIDs where the technical assistance
Trust Fund Account exists to cover all foreseeable obligations to be
paid from this account and return any unnecessary balance to the source
from which received; estimate other fund requirements during the
phaseout period; and assure that salary, leave and other final payments
to local employees can be paid from current-year funds.

(3) Where necessary, train personnel designated to assume •
residual accounting functions for USAIDs financial management
activities. Prepare for them a kit of the handbooks and internal
operating instructions on which AID financial management activities are
based.

(4) Establish special controls over the creation of new
obligations as may be necessary during the closeout period.

(5) Perform the following fiscal operations where necessary:

(a) Obtain refunds of outstanding advances.

(b) Assemble or review and update documentary file of
all controversial advances.

(c) Effect collection of all receivables; i.e., personal
use of USAID vehicles and loan receivables and make immediate deposit to
the appropriate accounts.

(d) Assemble or review and update documentary file of
all controversial accounts receivable.

•
(e) Send to FA/FM/CAR, copies of files on controversial

accounts receivable from foreign officials and private obligors (Report
U-141a) that could become difficult to collect if USAID were to resume
activities at a future date. Particular attention should be given to
receivables from governments of a foreign country and any subdivision, •
agency or instrumentality thereof.

(f) Close out miscellaneous cash funds held by
individuals other than Cashiers or Alternate Cashiers.

•
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(g) Advise Cashiers or Alternate Cashiers at outlying
posts of their resonsibility for the funds under their control and
arrange for closing of these accounts as qUickly as possible.

(h) Advise local suppliers to submit their invoices on a
current basis if they are not already doing so.

(i) Advise FSN employees to submit any pending travel
claims for immediate settlement.

(j) Determine whether or not American employees are to
continue receiving local currency in reimbursement for local travel; if
so, advise American employees to submit all pending claims for immediate
settlement.

(k) Assemble documentary file of all controversial
unpaid invoices, travel claims, contracts, etc.

(1) Assemble separate documentary file of all
controversial unpaid notices of payment due on loans.

(m) As of the established cut-off date for reporting
purposes, prepare and submit to AID/W final fiscal reports from the
USAID. These should include all reports required as for a year-end
closing unless AID/W indicates to the contrary. Mark said reports as
final.

(n) Prepare a detailed listing of all unliquidated
obligations which may not yet be recorded but which should be recorded
to the final closeout date. Thereafter, continually adjust this listing
as well as the supporting documents to reflect any sUbsequent
liquidations.

(0) Arrange with servicing disbursing office to establish
a final cut-off date for processing vouchers and to obtain an Account
Current as of the close of business date.

(p) Clear all pending Advices of Charge.

(q) Provide assistance to the Executive Office and
designated program officers with respect to financial matters incident
to the disposition of USAID property; termination of USAID leases and
contracts and updating of USAID property lists and supply inventories.
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(r) Advise geographic bureau Controller of the adequacy
of the current operating expenses funding to carry it through closeout
period. In the event additional funds are required, detail of such
requirement should reach the AID/W geographic bureau Controller well in
advance of actual need.

(s) Advise the embassy six months in advance of the
closing and arrange for the appropriate reduction in the Foreign Affairs
Administrative System (FAAS), if applicable.

(t) Prepare three backup tapes of MACS database. One
copy each will be forwarded to the receiving USAID and FA/FM/CAR. The
final tape will be stored at post.

c. Transfer of Financial Management Responsibilities

•

•"I attest to the correctness and completeness of the books,
files, and records being transferred from my responsibility to
the USAID/ Controller's responsibility. The
financial management closeout procedures have been performed
according to AID Handbook 23, Section 13G, with the exception
of the disclaimers and qualifications noted above."

(I) The USAID office transferring the financial function is
responsible for following the procedures outlined above. The USAID
Controller financial books, files, and records must contain sufficient
detail to permit the receiving USAID office to perform the residual or
required financial functions. The individual responsible for the
transfer of the USAID Controller financial books, files, and records •
must prepare a memorandum (see Exhibit A) together with a complete
listing of all books, records, and files being transferred to the
receiving USAID office, with a copy to the Controller in AID/W, relating
to the transfer with certification concerning specific required actions
and inclusion of the verification statement below in paragraph (3).

(2) The USAID office assuming residual financial functions is
responsible for assuring the smooth transfer of financial operations,
thereby avoiding, to the extent possible, a disruption of service.

(3) A Controller Verification Statement must be signed by the
individual responsible for the transfer of the USAID Controller
financial books, files, and records, as follows:

Mission Controller, or Designee

USAID

Date •
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(4) The receiving USAID office must review the complete
listing of all books, records, and files against items actually received
to ascertain that no items are missing in transit. The importance of
the preparation of and the review of this complete listing can not be
overemphasized.

2. Immedi ate Closeout

Actions taken by both AID/Wand the USAID under an immediate
closeout situation are identical to those listed under 13G.1. above.
The only difference is timing in that many of the items could be phased
under normal circumstances.

/

\

/

13H. Closing Out Supply and Procurement Activities

1. Normal Closeout

a. AID/W Responsibilities

(1) Contracts, task orders, and delivery orders issued by
AID/W:

(a) Review affected contracts, task orders, and delivery
orders against the USAID closeout schedule to determine, subject to
USAID concurrence, whether they should be terminated, amended, or
allowed to continue to completion.

(b) If appropriate, take action in accordance with the
"termination" or "stop work" clause in each contract by notifying the
contractors as soon as possible. Such notice should be made to the
contractor's home office, when possible, by telephone and confirmed
immediately by telegram and an official termination notice by special
delivery airmail.

(2) For participating U.S. Government agencies' (PASA)
procurements:

(a) Provide a closeout schedule to participating U.S.
Government agencies; e.g., General Service Administration (GSA), Federal
Highway Administration (FHWA), Federal Aviation Administration (FAA),
Trade and Development Program (TDP).
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(b) Provide instructions, including change conditions,
schedule, and scope of work to the agencies at the time of the notice.

(c) Arrange a joint meeting as soon as possible with
each agency to review all supply and procurement contracts to determine
what action is to be taken. There may be special circumstances or
arrangements that will permit completion of a part or all of a contract .

b. USAID Mission Responsibilities

(1) Determine closeout schedule and commodity needs
thereunder.

(2) Take action to accelerate or terminate USAID negotiated
contracts in accordance with closeout schedule. As appropriate, use the
"termination" or "stop work" clauses of the contracts. Such notice
should be given immediately to the contractor's local Chief of Party and
to the contractor's home office. It should be accomplished by
telephone, where possible, and confirmed by telegram, and follow-up with
a written official notice by special delivery airmail. It may be
necessary to accelerate, or extend, some contracts in order to ensure
adequate commodities and/or services until the closeout date.

(3) Review all purchase orders issued (such as those for
administrative and technical support commodities) to determine
appropriate action in relation to the closeout schedule - cancel, revise
delivery schedule, or take other appropriate actions.

(4) Curtail all new procurement except for required
commodities and utilities until the final closeout date.

(5) Check and clear procurement files for:

(a) open actions,

(b) claims,

(c) warranties and titles,

(d) inventory records,

(e) receiving and inspection reports, and

(f) disposition instructions of commodities and spare
parts.

•

•

•

•

•
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(6) Determine disposition of procurement and supply files.

2. Immediate Closeout

a. AID/W Responsibilities

(1) Take the same action as outlined in 13H.1.a. for a normal
closeout.

(2) Upon receipt of an itemized listing of undelivered
commodities from the closing USAID, FA/OP/COMS will take appropriate
action to cancel, divert, and/or arrange for temporary storage of
commodities no longer required.

b. USAID Mission Responsibilities

(1) Take the same action as outlined in 13H.1.b. for a normal
closeout.

/

/
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(2) Submit to AID/W, FA/OP/COMS, a report on the status of
offshore procured undelivered items. The report lists the supplier,
commodity, quantity, and other particulars. This listing provides
detailed information to enable FA/OP/COMS to take appropriate action
with the supplier to cancel, divert, or arrange temporary storage of
commodities no longer required.

Closing Out Personal Property

1. Normal Closeout

a. Preparation for Disposal

Take current inventories of all personal property titled in
AID, issued or in storage, both program and administrative, expendable
and nonexpendable, property on loan, and contractor procured property.

(1) Group expendable and nonexpendable property separately by
like items and list them on Form AID 5-73, Personal Property Disposal
Record.

(2) List passenger and non passenger vehicles separately.

(3) List separately property procured with trust funds from
that procured with operating expenses or program funds.
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(4) These lists should show the quantity, description of
item, and condition. For instance, the description of the typewriter
would show make, manual or electric, carriage size, elite or pica type,
serial number, voltage and cycle. Codes should be used to describe the
condition of the property; i.e., the codes set forth in Chapter 4,
6 FAM 220 t Exhibit 227.3c. When the condition of personal property
scheduled for disposal is classified at or below 2, 5, 6, 8 and X, such
property is to be disposed of through sales and not redistributed to
other USAIOs.

b. JAO Preparation for Disposal

(1) In a JAO setup, when required, an AIO/W Executive Officer
should be assigned on TOY to the closing USAID for five to ten workdays
to prepare a personal and real property closeout plan in line with the
procedure stated in paragraph a. above. TDY assistance may also be
provided to a USAID which has an Executive Officer at post when
circumstances warrant. The closeout plan is to include:

(a) assessment of condition of personal property;

(b) recommendations of which other posts should be
notified of property availability;

(c) recommendations as to priority of items to be
disposed of and priority of recipients;

(d) problems concerning personal property disposal which
may arise and possible solutions;

(e) an inventory of USAID-owned and -leased buildings
and residences, including trust funded real property;

(f) a realistic schedule to delease buildings;

(g) list of possible problems in terminating any leases;
and

(h) recommendations for disposal of Agency-owned real
property.

(2) The Executive Officer can also assist the embassy
Personnel Officer by identifying potential jobs for FSN support
operations employees whose positions will be terminated.

•

•

•

•

•
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(3) A second TDY assignment consisting of four to eight weeks
by an AID/W Executive Officer, preferably the same Executive Officer
involved at the initial stage, is normally necessary during final
closeout to assist the JAO staff or post Executive Officer in implement
ing the administrative portion of the closeout plan. The person sent
TDY should be scheduled to arrive after most of the American staff are
scheduled to depart post and the local staff is to have their employment
terminated; thereby, remaining personal and real property can be disposed
of which is not being used by the staff. The person sent TDY should
stay until the remaining embassy, or another agency, administrative
staff is able to complete the AID property disposal plan without staff
augmentation.

(4) To formalize authority of disposals, the Mission Director
should have the JAO Director appoint the TDY Executive Officer as
Disposal Officer for AID property at the USAID; thereby, all AID property
disposal decisions will be formalized by an AID employee. The appoint
ment should be effective only during the duration of the TDY visit.

c. Methods of Disposal

The priority method for disposal will normally be considered
in the order shown hereunder:

(1) Redistribution

(a) Property in condition good enough to warrant the
cost of packing and shipping is first considered for redistribution. A
listing of this property is circularized to other USAIDs located in the
same geographical area, allowing thirty days for reply before taking
other disposal action.

(b) Posts which will receive the redistributed personal
property of the closing post may not be identified, or have full funds
available to initiate shipments within thirty days; therefore, the
closing USAID may request funds for USAID personal property packing and
storage. This process will expedite preparing items for shipment to
other posts while potential recipients are determining what they need
and can obtain needed packing and shipping funds. The closing USAID
may, if adequate funds are available, permit some or all of the
recipient posts to pay only for the shipping with the closing USAID
paying for the packing costs.
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(2) Transfer to Other u.s. Government Agencies

Transfer of replacement property to other U.S. Government
agencies located overseas may be effected if reimbursement at fair
value, either U.S. or local currency, is received. Fair value is the
amount equivalent to the best estimate of proceeds that could be derived
if the property were to be sold locally on a competitive basis. (In no
case will the transferee pay more for the property than the landed cost
to the USAID.) The transferee bears all costs incident to the transfer,
including packing and transportation.

(3) Sale

Property may be sold if it cannot be redistributed or
transferred. Sale proceeds are to be deposited to AID's Replacement
Account Number 72-F-3845. Competitive sealed bid sales and auctions are
the preferred methods of sale. Retail sales and negotiated sales are
used only when the Property Disposal Officer considers it to be in the
best interest of the U.S. Government.

(4) Transfer to Cooperating Government

Property may be transferred to the cooperating government
in the form of a project contribution or Grant-in-Aid. Use the following
format for documentation:

GRANT- IN-AID

For purpose of implementing the cooperative program and to improve the
capability or capacity of in the__~ ~ _
Office-Field Works Ministry, the Agency for International Development,
represented by the Director of USAID to , hereby makes
a grant-in-aid and transfers title for the property listed below to the
Mi ni stry of __

Item # Description Serial Number Vehicle Number Quantity Unit Value

Accepted by:
Di rector, USAID

Date

Mi ni stry of Date : _

The signatures of the USAID Property Management Officer, Accountable
Property Officer, Program Officer and Controller are shown only on the
clearance copies of the agreement.

•

•

•

•

•
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(5) Donation

If personal property cannot be disposed of by
redistribution, transfer, or sale, and has little or no commercial
value, or the cost of handling and storage would exceed the estimated
proceeds of sale, it may be considered for donation. Institutions and
organizations eligible to receive donations are specified in this
Handbook, Chapter 4, Appendix 4A (2 FAM 227.3-5).

(6) Destruction or Abandonment

If the property is in a condition that it cannot be
advantageously disposed of according to one of the aforementioned
methods, it can be disposed of by destruction or abandonment as a last
resort. Property in this condition will not be given to the cooperating
government because experience has shown that it is not always within the
best interest of either party.

Refer to Chapter 4, Appendix 4A (6 FAM 227.3) of this handbook, for more
detailed guidance on methods of disposal.

c. Disposal of Trust Fund Property

In accordance with the terms and conditions of the Trust
Agreement or other documents of understanding, all personal property
procured with trust funds will either revert to the cooperating
government, or be sold; proceeds are to be turned over to the
cooperating government.

d. Disposal of Property Held by AID Contractors

All property in the custody of contractors which is titled in
AID is disposed of in accordance with the procedures set forth in Section
131.1.c. above.

e. Disposal of Project-Titled Property

Project-titled-property is disposed of in accordance with the
terms and conditions of the project agreement.

2. Immedi ate Closeout

When disposing of property under immediate closeout conditions, the
USAID, to the extent practicable, follows the procedure outlined above
for a normal closeout. If it is not possible to proceed as in a normal
closeout, alternate courses of action are authorized; for example, since
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disposal by redistribution entails a delay of 30 days, said property may
be transferred to another U.S. Government agency at fair value
reimbursement, or be disposed of by sale. The proceeds are to be
deposited to AID's Replacement Account. In an immediate closeout
situation the disposal officer must be resourceful and judicious in
determining the alternate means of disposal when conditions compel
him/her to deviate from normal procedures.

13J. Employee Personal Property Normal and Immediate Closeout

The degree of support rendered an employee in handling personal effects
differs only slightly between a normal and an immediate closeout.
Whereas a normal closeout permits a relatively unhurried approach to
packing and shipping personal effects, during an immediate closeout,
time will be limited. Packing and shipping of personal effects are
accomplished in accordance with 6 FAM 100.

13K. Closing Out Real Property

1. Normal Closeout

a. U.S. Government-Leased Property

(1) The USAID initiates action to terminate, transfer, or
assign all leases, coordinating the terminations with scheduled
departures of employees in order to provide facilities for as long as
the need exists.

(2) If the lessor seeks restoration of the vacated premises,
the USAID is gUided by the following considerations:

(a) The terms of the lease.

(b) The following language taken from a decision of the
Comptroller General (18 Compo Gen. 8):

"Where lease of building provided for restoration of premises
to condition existing at time of entering upon same,
reasonable and ordinary wear and tear, etc., excepted, and
damage during occupancy was only such as might be presumed to
result from reasonable use for purpose for which leased, there
is no government liability for the damages claimed."

(c) Whether it would be more economically feasible not
to make restorations of any alterations when the landlord agrees to
accept the premises in an altered condition, and when the cost of making
restoration would exceed the salvage value of the material that would be
removed, or to pay an agreed upon sum in lieu of restoration in order to
effect a savings.

•

•

•

•

•
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(d) The U.S. Government is not responsible for restoring
leased property whenever the premises or any essential part thereof
shall be destroyed by fire, earthquake, war, civil disturbance or other
casualty.

(3) If advance payments have been made, seek a refund of the
unearned portion. Since refunds are difficult to obtain, the unearned
portion may be considered when negotiating restoration of the premises.

b. U.S. Government-Owned Property

The USAID submits to AID/W, FA/OMS, ali st ident ifyi ng the
property estimate of the current market value, prospective buyers, and
recommendations for disposal. Upon receipt of instructions from FA/OMS,
dispose of the property accordingly.

2. Immediate Closeout

Since the time element in an immediate closeout situation is of
shorter duration than in a normal situation, disposal action should be
completed as soon as possible. If all property is not disposed of as
the closeout date approaches, the USAID may detail a residual staff to
the U.S. mission, request the U.S. mission to complete the disposal
actions, or request AID/W Executive Officer assistance (see Section
13I.l.b. above).

13L. Records Closeout

1. Introduction

This section prescribes procedures for continued good maintenance
of USAID files in anticipation of a closeout and for the actual closeout
of USAID files. Good maintenance is essential to lay the foundation for
and facilitate closeout operations under any of the three closeout
conditions.

2. Maintenance Procedures That Will Facilitate Closeout

a. Ensure that all classified and administratively controlled
records are maintained separately from unclassified files in a
restricted area.

b. Develop a plan for the disposition of records under "immediate"
and/or "emergency" conditions. A copy of the plan is to be sent to the
Agency's Records Management Officer (FA/AS/ISS/RM). Assign
responsibility to designated personnel and make sure that each
understands his/her duties.
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c. Instruct files custodians to:

(1) On current files maintained in office space;

(a) Official Files (Yellow-banded Labels)

1. Mark "Permanent" or other appropriate retention
period on the OFFICIAL FILE (yellow-banded label) now in use and

Z. Include appropriate retention periods on these
file folder labels as they are initially typed each year.

(b) Working Files (Green-banded Labels)

1. Place all reference, extra copy, and nonrecord
materials in these WORKING FILES (green-banded label folders), and

Z. Maintain these files in separate file drawers,
if possible.

(2) On inactive official files ready for removal from office
space:

(a) Pack records in record shipping boxes (size:
15"x12"x10");

•

•
(b) Separate Subject files from Case files;

(c) Pack "Permanent folders" (whether Subject or Case
files) separately from those authorized for eventual destruction;

(d) Pack items with like retention periods together,
unless volume is less than one box (one cubic foot);

(e) Pack records in their original folders in the same •
order as they were in file drawers (subject to (c) and (d) above), all
folders facing the same direction;

(f) Combine boxes into groups. All files within a given
group must have the same disposition date and must not contain a mix of
classified and nonclassified files.

(g) Type a listing of each box by folder title type on
SF 135A, Records Transmittal and Receipt, available from (AID/W),
FA/AS/ISS/RM.

•
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(h) Mark boxes to show the disposal authority and actual
destruction date of their contents, e.g., "27080, Excess Property Files,
Destroy 9/30/98."

d. Establish a local records storage area, within easy access, to
house inactive files forwarded by files custodians (described in
paragraph C. (2) above) and maintain the contents of this storage area
as follows:

(1) Organize boxes according to office of origin; e.g.,
Education Division, Program Office, etc.;

(2) Edit shelf lists, check if retention periods are correct
and clearly identified (these lists are the key to the location of the
"Permanent" items as well as to items scheduled for retirement and/or
eventual destruction);

(3) Identify records that should be given priority in removal
from post under IMMEDIATE and/or EMERGENCY conditions; and

(4) Maintain a supply of records shipping boxes and SF 135A's
for additional packing and listing of records during an emergency.

e. For more detailed information on establishing a local records
storage area, refer to Handbook 21, Part II, Chapter 6H, Managing Local
Storage Facilities.

3. Records Closeout Guidance

When official notification is received that the USAID is closing
out, and the closeout conditions are announced (normal, immediate or
emergency), the CRM Supervisor and other management personnel, as
necessary, employ the following appropriate guidelines in preparing
records for closeout:

a. Normal Closeout

(1) Initial Steps

(a) Consult with appropriate personnel to determine if
selected records held by the USAID will be needed by other USAIDs, the
U.S. mission, or other organizations assuming AID residual functions.

(b) Advise the Agency Records Management Officer
(FA/AS/ISS/RM) of records to be transferred to other U.S. Government
agencies and obtain clearances for the transfer of these records. No
official files may be transferred to other than a U.S. Government
institution.
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(c) Consult the U.S. mission Pouch Supervisor to
determine the most effective and economical way to ship records,
considering their security classification, volume and prevailing
conditions at post.

(d) Notify the U.S. mission Pouch Supervisor of probable
dates and volume of records to be transported to AID/W or other post
through the courier service.

(e) Arrange for the use of post destruction equipment to
destroy records eligible for destruction.

(f) Prepare a final accounting report of volume of
records to include the following information:

1. volume of records (cubic feet) in current file
rooms and offices; and

2. volume of records (cubic feet) in staging,
holding, and other storage areas.

(2) Disposition of Records

(a) Segregate and deliver to custody of a designated AID
officer, those records determined necessary for performing residual
functions.

(b) Transfer records approved for transfer to the U.S.
mission or another U.S. Government agency.

(c) Identify official and working files eligible for
destruction according to the Records Disposal Schedule in the AID
Records Management Handbook. (Handbook 21, Part II, Appendix 68.)

(d) Ship records to be retired to AID/W following
instructions contained in the AID Records Management Handbook (see
Handbook 21, Part II, Chapter 6, Section 6C.5.b. and Appendix 68).

(e) Check the total volume transferred, destroyed, and
shipped, against the volume indicated on the latest Files Maintenance
and Disposition Plan, form AID 520-2 (80x 4), to determine if any records
have been overlooked. If the total cubic feet handled during the
closeout is less than the amount on hand at the last report, this may
indicate that some records are unaccounted for. Every reasonable effort
is to be made to locate the missing records and dispose of them properly.

•

•

•

•

•
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(f) Submit to the Agency Records Management Officer
(FA/AS/ISS/RM) a final memorandum report of all actions taken. Include
as attachment to the memorandum the following:

1. Description and volume of records selected for
residual operations and of records transferred to other agencies. (See
(2)(a) and (b) above.);

Z. A copy of shelf lists (SF 135A) listing all
records transferred to AID/W:

~. Final accounting of volume of records prepared
in 3a.(1)(f) above.

b. Immediate Closeout

(1) Initial Steps

Upon official notification of an immediate closeout,
responsible records management personnel should follow as many of the
steps prescribed in 13L.3.a (Normal Closeout) as practicable. If time
does not permit, apply the following procedures:

(a) Consult with responsible USAID and embassy personnel
to identify records to be held in the embassy and those to be
transferred to other USAIDs for residual functions, or to other U.S.
Government agencies.

(b) Obtain the Mission Director's or his/her designee's
approval to transfer records to other U.S. Government agencies and
notify the Agency Records Management Officer after records have been
transferred, if lack of time prohibits prior clearance. No official
files may be transferred to other than a U.S. Government installation.

(c) Arrange with responsible U.S. mission personnel to
ship records to their assigned destination (i.e., AID/W, other USAID,
etc.). If lack of time precludes typing shelf lists before shipment,
arrange for records to be shelf-listed at point of destination.

(d) Arrange for use of post destruction equipment to
destroy records designated for destruction.
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(2) Disposition of Records

(a) Segregate and del;ver to custody of a designated
USAID officer those records determined necessary for performing residual
functions.

(b) Transfer records approved for transfer to the
embassy or other U.S. Government agency.

(c) Identify and destroy those records designated for
immediate destruction.

(d) Ship remaining records to safehaven point.

(e) Submit a memorandum report to the Agency Records
Management Officer (FA/AS/ISS/RM) of all records actions taken. Provide
a written description of records, volume, and disposition actions taken
supplemented by shelf lists or other documents originated in the
disposition process.

13M. Closeout of Participant Training Activities

1. Normal Closeout

•

•Even after the formal closeout of AID assistance to a country, it
;s usually ;n our long-range national interest to maintain U.S.
association with the country's development. The Participant Training
Program deserves particularly close attention if AID is to stimulate and
assist the cooperating country, and countries of the region to continue
their development. The continuation of these programs, even at a greatly
reduced level, should be considered in consultation with the host country
government, the USAID, the Office of International Training (OIT) and
other appropriate offices in AID/W. A review will be made of the
following activities prior to the closeout, and the phased closeout or
extension of training activities should be planned and arranged to
include both AID's bilateral training program for the country (sending •
participants to the United States and third countries); and AID's third
country training program for participants from neighboring countries.

•
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a. Bilateral Program for the Closing Out USAID Mission

(1) Financing

(a) Dollar Funds - Where necessary, dollar funds
should be included to cover the costs of concluding essential third
country and U.S. training which might not otherwise be met, including
"pipeline" cases. These provisions should be covered in the USAID's
training or closeout agreement with the recipient country.

(b) Local Currencies - In the pre-closeout period,
consideration should be given to provision of local currencies for use
over a transitional period following the closeout in that country for
training the country's own nationals, as well as incoming participants
from other countries in a region.

(c) Partially Financed Training - Training
resources, program development and arrangements through OIT or a
contractor in the U.S. and in third countries can be made available for
partially financed training after the closeout. These provisions should
be included in a specific training agreement or in the closing agreement.

(2) Selection Procedures and Regional or Centrally
Funded Training Grants

The country should be encouraged to establish
procedures to assure continued quality selection of participants for
regionally or centrally funded training when the training is AID
financed.

(3) Follow-up of Returned Participants

Interest in the participant's development does not
end when he/she returns home. Follow up support whenever feasible
should be explored with the United States Information Agency (USIA) prior
to the closeout date. The following activities should be reviewed:

(a) Technical Materials - Establishing a means for
the receipt of professional publications and technical journals and
magazines or newsletters written by and for returned participants.

(b) U.S. Cultural Presentations - Provide for the
inclusion of returned participants in cultural and other activities
sponsored by the U.S. and benefit to the host country.
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b. Regional Use of Resources in the Country

In those countries where large third country training
programs are being conducted for others of the region, AID does not
necessarily closeout the third country training program to coincide with
the end of AID's bilateral program. It is usually essential that the
third country training resources in the country continue to be used by
other countries of the region. Third country training is required when
comparable training is not available in the United States. The cost of
third country training can be significantly lower and there is the
availability of local currency. This regional self-help should be
encouraged so that countries continue to share their newly trained
participants and their training resources with others from developing
countries. OIT recommends actions to be taken to provide for the
continuance of this program to countries that usually send participants
to the closing out country. Sending countries may utilize host country
services, if available, or contract with a local organization in the
training country to backstop its participants.

The USAID should also send to OIT and the regional bureau the
following data report:

(1) The Bilateral Training Program (a list of those in
training in the U.S. or third countries and those selected for future
fully-funded training programs, who are in the pipeline.)

(2) The Third Country Training Program (those now in the
country in training, or those who are in process but who have not yet
arrived).

c. Post-Closeout Assistance

OIT and the regional bureau notifies the USAID of the
possibilities of post-closeout assistance in both the bilateral and
third country programs. OIT also informs the United States Information
Agency's Bureau of Educational and Cultural Affairs of the closeout of
AID's training program.

2. Immediate Closeout

The guides set forth in above applies to the Participant Training
Program in a situation that results in an immediate closeout. However,
whereas a normal closeout is agreed to in a harmonious climate, an
immediate closeout may be the result of unilateral action.
Consideration for continued U.S. support of participant training may
therefore be tempered.

Attachment: Exhibit A - Sample Memorandum for the Transfer of Mission
Controller Financial Books, Files, and Records

•

•

•

•

•
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ATTACHMENT A

SAMPLE MEMORANDUM FOR THE TRANSFER OF MISSION CONTROLLER
FINANCIAL BOOKS. FILES. AND RECORDS

TO: Receiving USAID Office (Copy to the Controller in AID/Washington)

FROM: The USAID Office Transferring Financial Functions

SUBJECT: Closing Out Financial Management Activities

As part of the transfer of Mission Controller financial books, files, and
records, I certify that I have followed the procedures prescribed in AID
Handbook 23, Section 13G. The following specific actions were taken in order
to assure that there was a complete and successful transfer of all records and
supporting documentation.

1. Appropriate documentation exists to support all recorded
USAID/ accounts receivable and follow-up action has been taken in an
effort to collect delinquent receivables. For each delinquent receivable, a
listing has been prepared which summarizes actions taken along with a
recommendation for final resolution.

2. Appropriate documentation exists to support all recorded USAID
advances and follow-up action has been taken in an effort to collect
delinquent advances. Where necessary, accounts receivable have been
established and bills of collection issued for delinquent advances.

3. Documentation exists to support all recorded obligations and the
liquidation record accurately reflects the current status of each. A detailed
listing of all unliquidated obligations has been prepared and made part of the
financial records.

4. All outstanding cashier funds have been reconciled and accounted
for along with all other cash advances that were outstanding to individuals.

5. All claims by suppliers, contractors and employees have been
settled where possible and those that remain unpaid are identified in a
separate file with a summary listing of individual recommended actions for
resolution.
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6. All required reports have been prepared and submitted to
AID/Washington.

7. The Allowance ledgers, Project ledgers, and Commitment liquidation
Control Records have been balanced and reconciled, one to the other.

8. An interim Section 1311 has been performed to ensure that all
obligations are valid at the time of transfer.

9. The document files (i.e., project files, agent/contractor files, •
etc.) have been reviewed and updated as necessary to assure backup information
for the books and records will be complete and readily available.

•

•

•
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CHAPTER 14

PURCHASING FOR AID'S OVERSEAS ACTIVITIES

14A. Purpose and Scope

Under Title 48 of the Code of Federal Regulations, the Federal
Acquisition Regulations (FAR) System (48 CFR, Chapter 1) and the Agency
for International Development Acquisition Regulations (AIDAR) (48 CFR,
Chapter 7) present codified policies and procedures for acquisition of
services, supplies, and personal property by the Agency for
International Development. The AIDAR and FAR are contained in Handbook
14, Volumes I and II respectively. Within the broad framework of the
FAR and AIDAR, this Chapter:

1. Describes the special purchasing functions of the Office of
Administrative Services (FA/AS) in providing operational support for
USAIDs.

2. Outlines procedures to be followed by USAIDs in obtaining services
and/or commodities for operational support. When specific procedures
are covered in other chapters or handbooks, appropriate references are
provided.

148. Authorities

1. Contracting authority for AID is derived from the Foreign
Assistance Act of 1961, as amended, and is delegated either by position
(i.e., Mission Director or principal AID officer at post), pursuant to
the Agency for International Development Acquisition Regulations
(AIDAR), Handbook 14, or through the Associate Administrator for Finance
and Administration (AA/FA) to individual Contracting Officers and most
Executive Officers, in writing, pursuant to the Federal Acquisition
Regulations (FAR) on a "Certificate of Appointment" (SF-1402). Each
"Certificate of Appointment" is subject to the monetary limitations
specified on the Certificate of Appointment and the limitations
contained in the AIDAR.

Purchasing authority as described in this Chapter has been delegated to
the Director of the Office of Administrative Services (FA/AS) by virtue
of his/her position and includes:

a. Authority to make small purchases (up to $25,000) for the
acquisition of supplies and services except professional non-personal
services and personal services;
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b. Unlimited dollar value authority (within the terms of the
agreements) when ordering against GSA and other u.S. Government ordering
agreements; and

c. Issuing warrants to qualified individuals for exercise of the
authority in a. above.

2. Acquisition of supplies and non-personal services, up to $25,000,
is authorized under the small purchase authority of FAR Part 13. Under
AIDAR Part 713, this ceiling applies to the cost of supplies and
services exclusive of the cost of transportation and accessorial costs
if the destination is outside the United States.

3. Additionally, the heads of AID contracting activities are vested
with broad authority to carry out programs and activities for which they
are responsible. AIDAR 701.601(b) (5) describes the authorities
pertinent to this Chapter. It specifies that each Mission Director or
principal AID officer at post is authorized to:

a. Execute contracts and amendments thereto, where the cumulative
amount of the contract, as amended, does not exceed $250,000 for
personal services contracts and $100,000 for all other contracts
including the authority to order up to this amount against GSA and other
U.s. Government ordering agreements; and

b. Issue warrants for small purchases (up to $25,000) authority
directly to individuals on his/her staff.

14C. Procurement Conducted by FA/AS/PP/AP for AID Missions

Excluding furniture procurements outside the scope of the State
Department furniture contract, the following major categories of
furniture, representational furnishings, and equipment shall be procured
by FA/AS/PP/AP when purchasing from United States sources.

1. Household Furniture

a. Guidelines for the Procurement of Furniture

USAIDs may fulfill new furniture requirements through (1)
local purchase; (2) third country purchase; (3) U.S. vendor purchase; or
(4) the State Department's formal furniture contract. The following
guidelines are to be applied when purchasing new furniture:

•

•

•

•

•



f
Trans. Memo. No. Effective Date Page No.

AID HANDBOOK 23 23:79 May 1, 1989 14-3

14Cla

(1) When purchasing local or third country furniture the
concept of quality without ostentation or luxury applies, with due
consideration given to the policy for local and third country
procurement. Furniture should be comparable as to type and composition
(and wherever possible, quality) with that available under the State
Department contract. See Section 14E concerning USAID administrative
procurement of foreign end products.

(2) When purchasing from u.S. vendors, compliance with FAR
and AIDAR is required.

(3) When purchasing under the State Department furniture
contract, all styles are available for AID personnel. Current catalogs
which display and list items offered under the State Department
furniture contract are available at each embassy. The contract provides
a selection of different styles of groupings in various sizes in living
room, dining room, and bedroom sets. Accent or decorator pieces may be
ordered in addition to complete rooms, but not in substitution for items
in the room groupings as listed in the catalog. Orders for furniture
under this contract shall be forwarded to AID/W, Attention: FA/AS/PP/AP
for purchasing action (see b. below).

(4) AID considers furniture and decorative pieces available
under the State Department furniture contract adequate for
representational and other requirements of officers listed in Handbook
23, Chapter 5, Appendix SA, 6 FAM 761e. Therefore, specially-procured
items (e.g., dining room table to accommodate more than twelve persons,
custom-made stereo equipment cabinets) shall not be ordered under this
contract or from other sources.

b. Requisitioning Procedures - State Department Furniture Contract

(1) All requisitions for the purchase of furniture under the
State Department contract, including requisitions prepared by JAOs, must
be forwarded to AID/W, Attention: FA/AS/PP/AP, for review and purchasing
action. Orders placed directly with the contractor will be returned
without action.

(2) Furniture is requisitioned by cable or on a form AID 5-7,
Supplies/Equipment/Services Requisition, signed by the Mission Director,
AID Representative, or their designee. Under description, furniture is
listed as one line item in accordance with the criteria in the catalog.
e.g.,

"Transitional, House C; 3 Bedroom unit L/R, D/R, B/R I, II, III,
Color Scheme II."
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or:

"Student Bedroom"

If additional pieces and/or accessories are required, these should be
listed as "additions" or "accessories" giving item number, fabric color,
and name of item, e.g.,

02-2950, C-12'xI5' Carpet, Color, Buckskin 1 ea., $253.00;

15-5315, Wardrobe, 1 ea. $500.00

Do not list by item when a complete room or home is required.

Include on the requisition the USAID's funding obligation amount and
appropriation, allotment, and budget plan code symbols.

(3) FA/AS/PP/AP, upon receipt of the requisition or cable,
will prepare a purchase order and assign it a number (referred to as
"purchase order number") which will become the obligation number. Each
USAID should set up some form of identification numbering system for its
requisitions to facilitate cross referencing with the purchase order •
number when a copy of the completed purchase order is received.

(4) Freight costs may be obligated when furniture is
requisitioned, with copies to the U.S. Despatch Agency (USDA), or USAIDs
may opt to provide the USDA with the fiscal data and funding obligation
amount separately after FA/AS/PP/AP has advised them of the purchase
order number. If the former method is used, USAIDs must later cross
reference their requisition number with the purchase order number and
submit it, by cable, to the USDA. All requisitions and purchase orders
forwarded to the USDA should identify the designated paying office,
usually the USAID Controller, with instructions to submit invoices to
that office.

2. ADP Equipment

a. All requests for DE-funded ADP equipment must be processed
through AID/W, Attention: FA/IRM/CLS. Requests should be made by cable
and include the USAID's appropriation, allotment, and budget plan code
symbols and funding obligation amount. FA/IRM/CLS will process the
purchase orders for DE-funded equipment through either FA/AS/PP/AP or
FA/OP, who will forward copies to the USAIDs.

•

•
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b. All requests for program-funded ADP equipment with an
estimated value of greater than $100,000 during the life-of-the-project
must be reviewed and cleared by AID/W, Attention: FA/IRM/CLS. Requests
should be made by cable.

3. Representational Furnishings (Chinaware. Crystal. and Flatware)

a. Agency policy concerning authorized representational
furnishings is specified in Handbook 23, Chapter 5. A listing of
representational items available for purchase and their costs is
available at each embassy. The procedure for procurement of
representational furnishings is as follows:

(I) Representational furnishings are requisitioned by cable
or on a form AID 5-7, Supplies/Equipment/Services Requisition, signed by
the Mission Director, AID Representative or their designee. The
requisition or cable must include the funding amount and the USAID's
appropriation, allotment and budget plan code symbols. The cable or
requisition must be forwarded to AID/W, Attention: FA/OMS. The cable
must bear the ADM AID caption.

(2) FA/OMS will review the request to ensure that the items
ordered are within the established quantity limitations (as specified in
Handbook 23, Chapter 5) and to determine whether the requested items are
available within existing USAIDs' inventories for transfer. When
necessary, FA/OMS will seek clarification on the order from the
requesting USAID. Valid orders will be initialed by FA/OMS and
forwarded to FA/AS/PP/AP for procurement action.

(3) FA/AS/PP/AP reviews the order to ensure its
completeness. The processed order is then attached to a cover
memorandum from FA/AS/PP/AP marked approved, and is transferred to FBO
for action.

(4) FBO, upon receipt of the memorandum with attached order,
will issue a purchase order (for flatware) or delivery order (for
crystal and chinaware). FA/AS/PP/AP is provided copies of the purchase
order or delivery order and, in turn, forwards copies to the requesting
USAID and retains one in-house. USAIDs will also be advised by cable
upon the issuance of a purchase order or delivery order.

(5) The shipment of representational items is arranged by FBO.
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(6) The companies under the State Department furnishings
contracts will issue invoices (only for flatware and the shipment of all
ordered representational items) and forward them to FBO. In turn, FBO
will send this documentation to FA/AS/PP/AP for forwarding to the USAID
Controller for processing and payment.

(7) FBO will prepare a Journal Voucher (SF-108l) to request
reimbursement (which is accomplished through the transfer of funds from
USAID to STATE) on purchases of chinaware and crystal. The Journal
Voucher is forwarded to FA/AS/PP/AP who, in turn, will send it to the
USAID Controller for processing and payment.

4. Responsibilities of FA/AS/PP/AP

In carrying out its delegated purchasing responsibilities in
support of USAID missions, FA/AS/PP/AP:

•

•
a. Logs and assigns a control number to each requisition.

b. Reviews and evaluates each requisition to assure that the
request is in accordance with Agency policies, established authorization
standards, and sound management practice; or that any exceptions are •
fully and adequately justified.

c. Notifies requesting office of approval/disapproval of each
request, and periodically informs requestor of status of procurement
action.

d. Accomplishes procurement action as necessary.

e. Forwards copies of the purchase order to the Executive Officer,
USAID Controller, and the u.S. Despatch Agent.

140. Procurement by USAID Missions

USAIDs are encouraged to purchase other requirements directly from the
suppliers in compliance with the FAR and AIDAR. The following major
categories of personal property and services should normally be ordered
directly from the vendor subject to the additional policies and
procedures stated:

•

•
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1. Telephone Equipment for Administrative Use

USAIDs wishing to upgrade or replace all or part of USAID installed
telephone equipment should consult first with the appropriate embassy
Administrative Officer. The Regional Communications Officer can then be
contacted to assist with the selection of a system and equipment best
suited for post requirements, environment, and connectivity with the
host country and embassy system. FA/IRM/TCO is also available for
consultation with queries being channeled through FA/OMS. Prior to the
selection of equipment, normally the Regional Communications Officer or
a STATE/OC Officer will c~nduct a survey. After the survey is
completed, the Communications Officer will submit the USAID's require
ments to STATE/OC for approval. STATE/OC will forward to the USAID
their approval and recommendation of equipment for purchase, and
identity of vendors from which items and price quotes can be obtained.

Upon receipt of STATE/OC's recommendations, USAIDs can procure telephone
equipment by: (1) ordering directly from the vendors by using a
purchase order; (2) requesting STATE/OC to order the equipment by
providing them with appropriate fiscal data; or (3) submitting to
FA/AS/PP/AP a requisition (form AID 5-7) with appropriate fiscal data
and supporting documentation as required under FAR to support the
procurement.

FA/OMS is to receive information copies of all correspondence or cables
transmitted between the field and STATE/OC pertaining to the repair,
installation and procurement of USAID telephone equipment.

2. Vehicles

Are procured directly from vendors (see Handbook 23, Chapter 6,
Section 6G.5). FA/AS/PP/AP will buy vehicles for USAIDs if requested.

3. Records Management Services

Records management services may be obtained under contracts within
the FAR and AIDAR regulations. AID/W, FA/AS/ISS/RM is to be contacted
for consultation prior to USAID initiation and release of a bid for
record management services. Upon the issuance of the contract award,
one copy of the contract is to be forwarded to FA/AS/ISS/RM.

4. USAIDs without an AID Executive Officer or similar expertise may
submit requisitions to FA/AS/PP/AP for assistance in the procurement of
supplies, equipment, and vehicles.
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5. USAIDs may request information from FA/OMS concerning the
procurement of supplies, equipment, or vehicles if sufficient
information is not available to them.

14E. Mission Administrative Procurement of Foreign End Products and Services
Under the Balance of Payments Program

FAR 25.302 and Handbook 1, Supplement B, Chapter 26, prescribes the
policies and procedures to use in support of the United States Balance
of Payments Program when procuring supplies, services or construction
materials with AID operating funds for use outside the United States.
AID policy on source origin and nationality is contained in Handbook 1,
Supplement B, Chapter 5.

14F. Small Purchase Transactions by USAID Missions

1. Policy

Imprest funds should be employed whenever such use will be
advantageous to the U.S. Government by reason of economy or ease of
operation. FAR Part 13.4 covers procedures for use of imprest funds.
Under the terms of FAR 13.4, in order to save time and reduce paper •
work, USAIDs may pay for small purchases of articles or services, other
than personal services, using cash from an imprest fund when
appropriate. This applies to both administrati~e and program funds.

2. Authority

a. The Mission Director or his/her designee (usually the
Executive Officer) will determine which persons may engage in
procurement transactions which entail payment in cash. Designations and
revocations will be made to such persons in writing with a copy
furnished to the USAID Controller.

b. Funds for cash payments under this Chapter are controlled by
cashiers designated by the Chief Disbursing Officer, Treasury •
Department, in accordance with instructions issued by the Office of
Financial Management (FA/FM).

•
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3. Disbursements

a. Limitation on Individual Cash Transactions

The cost of articles or services for anyone cash transaction
may not exceed the local currency equivalent of $500.00. USAIDs may
establish a lower limit for cash transactions as deemed appropriate.
Under emergency conditions (see paragraph b. below), the limitation for
anyone cash transaction may be increased to $1,500.00.

b. Use of Emergency Authority

Internal controls and criteria are established by the USAID
Controller for determining that an "emergency" situation exists
requiring individual cash payments up to the $1,500.00 maximum (or in
excess of $1,500.00 when a waiver is granted).

c. Waivers to Limitations

Waiver requests are to be made to AID/W, FM/CAR. All requests
must specify the limit of the increased authority required and include a
justification.

4. Procedure

a. Requisition

Purchases to be paid from funds under this order will normally
be based on form AID 5-7, Supplies/Equipment/Services Requisition, or
similar form, approved by an authorized procurement official.

b. Advance of Funds and Reimbursements

(1) If the cashier makes the purchase, he or she will get a
receipt for the cash payment from the vendor.

(2) If an employee other than the cashier makes the purchase,
the cashier may advance an estimated amount of cash needed on the basis
of the approved requisition.
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(a) If an advance is made, the cashier will have the
employee sign the Interim Receipt for Cash stub on SF 1165, Receipt for
Cash-Subvoucher (Exhibit 14A) or an eguivalent receipt form and give him
or her the Receipt for Cash-Subvoucher part of SF 1165 or eguivalent
receipt.

(b) When the employee makes the purchase, he or she
shall obtain a receipt from the vendor and give it to the cashier
together with any change; the cashier shall return the SF 1165 stub to
the employee. If the amount of cash advance does not cover the purchase,
the cashier shall reimburse the employee for the difference.

(3) If an employee advances personal funds for authorized
purchases, the cashier may reimburse him or her on presentation of a
vendor's approved receipt. The receipt will be marked "approved as
advantageous to the Government" by an authorized procurement officer.
The employee will acknowledge on the vendor's receipt itself, reimburse
ment by the cashier of the cash advanced by the employee.

c. USAID Policies and Procedures

Each USAID is responsible for establishing, for AID personnel,
policies and procedures appropriate to local requirements and within the
framework of the foregoing provisions. Each USAID shall include in its
regulations the specific documentation it requires from the suppliers
under this procedure. At a minimunl, each purchase should be supported
by one of the following: the original bill, sales slip, cash register
ticket, detailed invoice, SF 1165, parcel post receipt, or other receipt
form itemizing the articles or services purchased, and their cost. All
receipts for purchases must be secured in accordance with instructions
issued by FA/FM. Where appropriate, certificate of inspection or
manufacturer's guarantee or warranty should also be obtained.

d. Use of Purchase Orders in lieu of Imorest Funds

Purchase orders should not be used for local purchases of
under $500 unless they are required by the vendor, are needed to obtain
government discounts or tax exemptions, or are needed to document the
negotiated purchase price.

•

•

•

•

•
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14G.

14H.

Use of Purchase Orders

Purchase orders shall be used in compliance with the FAR, Part 13. The
preferred form to use when buying from U.S. vendors is the OF-347 with
continuation sheet OF-348. This form contains preprinted terms and
conditions required for U.S. vendors. When using a foreign vendor,
nonapplicable terms and conditions should be deleted from the OF-347.
The form usually used by overseas missions for buying from non-U.S.
vendors is the OF-20G, which contains no preprinted terms and
conditions. USAIDs may use any form to buy from U.S. or non-U.S.
vendors as long as all the data listed on the OF-347 (purchase order,
contractor's name, etc.) is listed on the substitute form and terms and
conditions appropriate to the vendor's nationality (U.S. or non-U.S.)
are attached to the purchase order.

Responsibility for Compliance with AID Regulations and Policies

Ultimate responsibility for compliance with the provisions of this
Handbook including selection, procurement, and management of U.S.
Government property (Personal Property, Chapter 4; Real Property,
Chapter 5; and Motor Vehicles, Chapter G) rests with the AID principal
officer at post unless a specific waiver or approval is granted by
AID/W. This responsibility is not affected by procurement actions which
may be accomplished by FA/AS/PP/AP or any other agent as a service to
USAID under the provisions of this Chapter.

/,

Attachments: Exhibit A, SF IIG5, Receipt for Cash-Subvoucher
Exhibit B, OF-20G, Purchase Order Receiving Report and Voucher
Appendix A, Small Purchase Competition Requirements
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APPENDIX 14A

SMAll PURCHASE COMPETITION REQUIREMENTS

NOTE: Purchase requirements may not be fragmented to avoid competition
requirements. In accordance with FAR Part 13.105, small purchases are
to be small business set-asides.

For small purchases to $1,000: Purchases to $1,000 may be made without
obtaining competitive quotations if the contracting officer considers the
price to be reasonable. Repetitive purchases must be distributed equitably
among qualified suppliers.

For purchases over $1,000 to $10,000: Generally, purchases over $1,000 to
$10,000 may be made after soliciting oral quotations from at least three
sources. Written solicitation should be used when a large number of line
items is being purchased on one requisition, obtaining oral quotations is not
considered economical or practical, unusual specifications are involved, or
suppliers are located outside the trade area. Written solicitations shall be
used for construction contracts over $2,000. Quotations may be obtained
directly by the requesting office subject to the follOWing considerations
which must be sufficiently documented to support the purchase:

Whenever possible, three small business firms should be solicited.

If there are no small businesses which can provide the supplies or
services, that fact should be documented and large businesses may
be solicited.

If there are less than three reasonably available sources, that
fact should also be documented for the contracting officer.

For purchases over $10,000 to $25,000: A written solicitation must be
prepared for each proposed purchase expected to exceed $10,000 but not in
excess of $25,000. A notice of the solicitation must be posted, for a period
of not less than ten calendar days, in a public place at the contracting
office issuing the solicitation, unless exempted. See FAR 5.101(a)(2) in HB
14. If the contracting officer does not have a reasonable expectation that at
least two offers will be received in response to the public posting, the
proposed purchase must be publicized in the Commerce Business Daily (CBD) (See
Attachment 8-B). However, pursuant to AIDAR 705.202, publiciZing in the CBD
is not required for such purchases by overseas Missions.
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CHAPTER 15

TORT CLAIMS - DOMESTIC OR FOREIGN

15A. General

/

This Chapter establishes the policy and procedures for adjudicating and
paying tort claims arising out of personal injury or death, loss of
property, or property damage when such claims are due to the negligent
or wrongful act or omission of an employee of AID in the United States,
or in those foreign countries where AID personnel are on official duty.

158. Authority for Settlement of Tort Claims

1. Tort claims arising abroad shall be processed in a manner
consistent with those arising in the United States. Authority to settle
such overseas claims derives from Section 636(b) of the Foreign
Assistance Act of 1961, as amended.

2. Tort claims arising in the United States are processed in
accordance with the provision of the Federal Tort Claims Act, as
amended, contained in Sections 2671-2680 of Title 28, United States
Code. Administrative agencies have the authority to adjust certain
claims in accordance with Section 2672 of Title 28, as follows:

liThe head of each Federal Agency or his designee, in accordance
with regulations prescribed by the Attorney General, may consider,
ascertain, adjust, determine, compromise, and settle any claims for
money damages against the United States for injury or loss of
property or personal injury or death caused by the negligent or
wrongful act or omission of any employee of the agency while acting
within the scope of his office or employment, under circumstances
where the United States, if a private person, would be liable to
the claimant in accordance with the law of the place where the act
or omission occurred: Provided, that any award, compromise, or
settlement in excess of $25,000 shall be effected only with the
prior written approval of the Attorney General or his designee."
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15C. Areas of Authority

1. Under Delegation of Authority No. 1500 (see Handbook 5), the
General Counselor Deputy General Counsel is authorized to determine the
validity of, and to settle all tort claims arising in the United States
or arising abroad, provided that those in excess of $25,000 are approved
by the Department of Justice.

\

2. Authority for the settlement of claims has been further redelegated
to principal AID Mission officers if the amount of settlement is $25,000
or less. The principal AID officer at an overseas mission includes, for
the purpose of this chapter, the senior AID officer at delegated posts
or other organizational units. However, the principal Mission officer
must first obtain approval of a Regional Legal Advisor to settle any
claim or the approval of the General Counselor Deputy General Counsel
to settle any claim when:

a. To the best of his/her knowledge, a new precedent, a new point
of law, or an important question of policy is involved.

b. The United States is, or may be, entitled to indemnity or
contribution from a third party and the claim against the third party
has not been settled.

c. The United States is involved in litigation based on another •
claim arising out of the same accident or incident.

3. The authority to settle tort claims is not available to settle a
claim for which another law provides an exclusive remedy. For example:

a. Compensation for employee work-related injuries is provided by
the Federal Employees' Compensation Act, contained in Sections 8101-8150
of Title 5, United States Code. (See Handbook 29, Chapter IG,
Compensation for Injury. Disability. or Death Under the Federal
Employees' Compensation Act.)

b. Compensation for injuries sustained by employees of
contractors covered by the Defense Base Act, contained in Section
1651-1654 of Title 42, United States Code. •

•
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15D.

15E.

4. The General Counselor Deputy General Counsel with respect to
domestic claims and the principal AID Mission officer with respect to
foreign claims may designate Tort Claims Officers to process or assist
in the processing of tort claims. The principal Mission officer is the
Tort Claims Officer unless he/she delegates that authority to a member
of his/her staff. The principal Mission officer may delegate full or
partial authority as he/she sees fit, to another to process, review, and
settle claims pursuant to this Chapter.

PolicY and Responsibility

1. It is the policy of AID that tort claims be processed expeditiously
and in accordance with the principles set forth herein in order that the
interests of the Government, the employees, and the claimant(s} are
protected. Tort Claims Officers are responsible for carrying out this
policy and are to see that established procedures insuring adequate
reporting of accidents, full investigation, and prompt processing are
followed.

2. A tort claim must be presented within 2 years after the claim
occurred; i.e., within 2 years of the incident which gave rise to the
claim, or within 2 years of the date the damage was first discovered or,
in the exercise of due diligence, should have been discovered.

Determination of Claims

Relevant issues such as, but not limited to, reasonable care, scope of
employment, proximate cause, joint tortfeasors, negligence, comparative
negligence, contributory negligence, the allowance of damages for pain
and suffering and loss of earning capacity, local custom, and the rights
of subrogees and lienholders, are to be determined according to the law
of the place where the accident or incident occurred for foreign claims
of non-U.S. citizens and in accordance with U.S. law for claims by U.S.
citizens. In the event advice on local law or other legal assistance is
needed, local counsel may be retained if approved by the principal
Mission officer after consultation with the General Counsel of AID or
with the Mission/Regional Legal Adviser. In consulting with the General
Counselor Deputy General Counsel of AID on the retention of local
counsel, pertinent information relating to the claim including, if
identifiable, the issues of local law are to be presented in support of
said retention. An estimate of the local counsel's fee also is to be
provided. If said consultation is sought with the Mission/Regional
Legal Advisor, it is to be the latter's responsibility to satisfy
himself/herself that the aforesaid information has been weighed.
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15F. Procedures for Handling Tort Claims

1. By Claimant

a. Claims may be presented directly by the claimant, his/her
agent, or his/her duly authorized representative. If not filed by the
claimant, the Tort Claims Officer must be certain that he/she is
negotiating with a properly designated agent, representative, guardian,
executor, administrator or other fiduciary.

b. Claims for Damage or Injury (SF-95) (Attachment IS-A) is the
form to be used for submitting claims for damages or injury. Copies of
this form are to be furnished the claimant, his/her agent, or his/her
duly authorized representative. When possible, translation is to be
provided.

c. The amount of claim is to be substantiated by appropriate
competent eVidence, to the extent available, such as:

(1) Personal injury claims are to have attached the
physician's report showing the nature and extent of injury and
treatment, the degree of any permanent disability, the period of any
hospitalization, the extent of incapacitation, and the prognosis. Also
itemized bills or receipts are to be attached, showing either actual
expenses incurred or payments which have been made. In the event some
of the above documentation is not obtainable, the best alternative
evidence is to be presented together with an explanation of why the
substitution is necessary.

(2) Any claim for loss of income is to include, when
feasible, documentary evidence showing loss of income such as a written
statement from the employer stating actual time lost, whether the
claimant is a full or part-time employee, and the wages or salary
actually lost. If the claimant is self-employed, he/she is to provide
evidence of business expenses or losses incurred as a result of his/her
incapacity.

(3) Claims for death are to contain as much of the foregoing
information as is pertinent, material, and available; plus, when
feasible, bills for burial expenses. When loss of earnings is a factor
in the settlement, proof of earnings, if obtainable, is to be required.

•

•

•

•

•
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(4) When feasible, claims for damage to property which can be
repaired are to be accompanied by signed estimates of the cost of
repairs by at least two disinterested, qualified parties, or if repair
and payment have already been made, itemized receipts are to be
attached. If the Tort Claims Officer has need for further information,
bearing on the reasonableness of the bill, he/she is to seek competent
advice.

(5) Claims for property damaged beyond economical repair, or
for property which has been destroyed, are to be supported by
information, appropriately documented as to the date of purchase, the
original cost, and the value of the property at the time of the
incident. When doubt exists as to value at the time of the incident,
accompanying certification by two qualified disinterested persons may be
required.

2. By AID

a. Reporting of Accidents

(1) When a motor vehicle accident occurs, reports must be
made by the operator of the vehicle, the immediate supervisor or the
investigating officer, and by any other AID employees who witnessed the
accident. Such reports also are to be sought from a reasonable number
of other witnesses. The following forms are to be used; similar
bilingual forms are to be devised locally when necessary:

(a) Operator's Report of Motor Vehicle Accident (SF-9I)
(Attachment IS-B) is to be completed by the Government motor vehicle
operator as promptly as possible after the accident, preferably at the
time and scene of the accident. A supply of these forms is to be kept
in each Government-controlled motor vehicle.

(b) Investigation Report of Motor Vehicle Accident (SF
9I-A) (Attachment IS-C) is to be completed as soon as possible by the
person investigating the accident.

(c) Statement of Witness (SF-94) (Attachment 15-0) is to
be completed by each witness. If the number of witnesses is large, the
form is to be completed by a sufficient number to assure an accurate
account of the accident.
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(2) Accidents not involving motor vehicles are to be reported
by the employee involved, through his/her immediate supervisor. Report
of Accident other than Motor Vehicle AID-352-3 (Attachment IS-E) shall
be prepared as soon as possible after the accident by the employee. An
AID-352-3 is to be completed for each injured person. The immediate
supervisor is to complete sections 12 and 13 of the accident report.
The Executive or Administrative Officer is to complete sections 14 and
15 of the report.

b. Processing of Tort Claims

(I) By the Tort Claims Officer:

(a) The Tort Claims Officer is to receive, examine, and
review all supporting material and evidence pertinent to tort claims.
obtaining other or additional documentation, as appropriate. This may
involve interviews with parties involved in the accident or incident,
and with witnesses, supervisors, and other people having knowledge of
the accident or incident from which the tort claim arises.

(b) The Tort Claims Officer is to prepare a statement of
his/her findings, and recommend a determination of the claim to the
General Counselor Deputy General Counsel, unless delegated to another
pursuant to paragraph 15C4 above. to the principal AID Mission officer.
or his/her designee, as appropriate.

(2) By the General Counsel, the Deputy General Counsel, or
the principal AID Mission officer, unless full authority has been
delegated to another pursuant to I5C4 above. The General Counsel, the
Deputy General Counsel, or the principal Mission officer, or his/her
designee, reviews the claim and all the accompanying evidence, makes a
written determination, and takes the following action:

(a) Advises claimant of his/her determination.

(b) Notifies claimant of award or disallowance of claim.

(c) Initiates action for payment if determination is for
the claimant.

(3) When appropriate, the principal Mission officer may
authorize payments of hospital bills prior to final decision on a claim.

•

•

•

•

•
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c. Payment of Tort Claims

(1) Voucher for Payment Under Federal Tort Claims Act
(SF-II45) (Attachment IS-F) is to be submitted by the Tort Claims
Officer to the Controller's office having jurisdiction. A copy of the
written determination described in paragraph I5F2b(2) above will be
attached.

(2) The SF 1145 contains a release which must be signed by
the claimant, or in the event of his/her death, by his/her legal
representative or agent. A bilingual form may be devised locally when
necessary.

Attachments:

A. Claim for Damage or Injury (SF-95)
B. Operator's Report of Motor Vehicle Accident (SF-9I)
C. Investigation Report of Motor Vehicle Accident (SF-9IA)
D. Statement of Witness (SF-94)
E. Report of Accident Other Than Motor Vehicle (AID-352-3)
F. Voucher for Payment Under Federal Tort Claims Act (SF-II45)



Att. 15A. Ch. 15. HB 23 (TM 23:79)

. CLAIM FOR DAMAGE,
" INJURY, OR DEATH

INSTRUCTIONS: Please read carefully the instructions on the reverse side and
, supply information requested on both sides of ttlis lorm. Use additional sheel(S) if

necessary. See reverse side lor additional instructions.

FORM APPROVE,
OMB NO.
1105-0008
EXPIRES 4·30-88

1. Submit To Appropriate Federal Agency: 2. Name. Address of claimant and claimant's personal representative. il any.
(See instructIonS on reverse.) (Number, street. city. Slate and Zip COde)

3~ TYPE OF EMPl.OyMENT J·4. -DA'TEOFSIRTH ··jS.MARITAL S'TATUS're DATE AND DAY OF ACCIDENT' --._- '17. TIME (A.M. OR P.M.)
I I uurAAV I I CIVR.IAN0- __ __. ~ ... .. __ . . .. _

8. Basis 01 Claim (Slale in delaillhe known facls and circumslances allending the damage. injury. or dealh. identifying persons and property involved. the
place of occurence and the cause Ihereof) (Use addilional pages if necessary.)

.-- ...-.----.-- .-..--------.---l
9. PROPERTY DAMAGE--_._.----_. .- _ --_.. . _---_ .._. --_ --_..- ..__ _-_._.._--_.---_.-j
NAME AND ADDRESS OF OWNER. IF OTHER THAN CLAIMANT (Number, street, City, Slale, and Zip COde)

-_ ... - ---_._....._---_._--
BRIEFLY DESCRIBE THE PROPERTY, NATURE AND EXTENT OF DAMAGE AND THE LOCATION WHERE PROPERTY MAY BE INSPECTED. (See instructions
on reverse side.)

10. PERSONAL INJURYIWRONGFUL DEATH---_._- .... _-.... - - -- -
STATE NATURE AND EXTENT OF EACH INJURY OR CAUSE OF DEATH, WHICH FORMS THE BASIS OF THE CLAIM. IF OTHER THAN CLAIMANT. STATE
NAME OF INJURED PERSON OR DECEDENT.

11. ..__..__ ...-----_.. ._---_.
NAME

WITNESSES_.- ... -- - - .----._._------------1
.. __.__ _ _ ADDR~SS (N!!.~!!.r, street,.E!!: State. and Zip Code)

• __.00 ' '_' •• _ • --.,

_... _ ..... .~~C?~~T.O~_C~AIM (in do~rs)

12b. PERSONAL INJURY 12c. WRONGFUL DEATH
12. (Se~ Instruction~E.'!. reV!r~!'L ..

12a. PROPERTY DAMAGE ... ..- j12d. TOTAL (i:~iJ~;;i;;~pecifymay cause
forfeiture of your rights.)

. -- -' - ...__ . --_. -- .- ..._. - - -' .....__._.--.----_._--
I CERTIFY THAT THE AMOUNT OF CLAIM COVERS ONLY DAMAGES AND INJURIES CAUSED BY THE ACCIDENT ABOVE AND AGREE TO ACCEPT SAID
AMOUNT IN FULL SATISFACTION AND FINAL SETTLEMENT OF THIS CLAIM---- ---- --- ...
138. SIGNATURE OF CLAIMANT (See instructions on reverse side.)

1----------...-- _._-. --_ .._.-

.._-_._------_.-------
CIVIL PENALTY FOR PRESENTING CRIMINAL PENALTY FOR PRESENTING FRAUDULENT

FRAUDULENT CLAIM CLAIM OR MAKING FALSE STATEMENTS

U

The claimant shalllorleit and pay to the .United States the sum 01 52,000. Fine 01 not more ltWl S10.000 or imprisonment lor ~Ol more than 5 years
pluS double the amount 01 damages sustained by the UOIIed Slates. or both. (See t8 U.S.C. 287. t001.) .
(See 31 U.S.C. 3729.) . _. _.._ .• __ .

95.107 NSN 7540·00-634·4046 STANDARD FORM 95 (Rev. 7,85)
Previous tldltions not usable. PRESCRIBED BY DEPT. OF JUSTICE

28 CFR 14.2



PRIVACY ACT NOTICE

Att. 15A (23:79) p. 2

INSTRUCTIONS

Complata .11 l1am•• In.art Iha word NONE whara appllcabla

A CLAIM SHALL BE DEEMED TO HAVE BEEN PRESENTED WHEN A FEDERAL AGENCY
RECEIVES FROM A CLAIMANT. HIS DULY AUTHORIZED AGENT. OR LEGAL REPRESENTATIVE

AN EXECUTED STANDARD FORM 95 OR OTHER WRIDEN NOTIFICATION OF AN INCIDENT.
ACCOMPANIED BY A CLAIM FOR MONEY DAMAGES IN A .!UM CEfl!~

FOR INJURY TO OR LOSS OF PROPERTY. PERSONAL INJURY, OR DEATH
ALLEGED TO HAVE OCCURRED BY REASON OF THE INCIDENT.

THE CLAIM MUST BE PRESENTED TO THE APPROPRIATE FEDERAL AGENCY

WITHIN TWO YEARS AFTER THE CUlIM ACCRUES.

ThiS Notice is prOVided in accordance with the P"vlICy Act. 5 U.S.C. 552ale)(31.
and concerns the Inlormation reQuested in the lelter to whICh this Notice Is attached.

A. Aulhorlty: The reQuesled inlormat,on is solicited pursuant to one or more 01 the
following: 5 US.C. 301. 28 U.S.C. SOt et seQ.• 28 U.S.C. 2671 et seQ., 28
C F.R. Part 14.

Any instructions or inlormation necessary in the preparation 01 your claim will be
lurnished. upon reQuest. by the office indicated in item II on the reverse side
Complete regulations pertainmg to claims asserted under the Federal Ton Claims Act
can be lound in Title 28. Code 01 Federal Regulations. Part t 4. Many agencies have
published supplemental regulations also. 1/ more Ihan one agency is involved. please
state each agency.

The claim may be tiled by a duly authorized agent or other legal representative.
provided evidence satisfactory to the Governmenl is submitted with said claim
establishing upress authority to act for the claimant. A claim presented by an agent or
legal representative must be presented in the name 01 the clall11ant. If the claim is
Signed by the agenl or legal representahve. it must show the title or legal capacity of
the person signing and be accompanied by evidence of his/her authonry to present a
claim on behall 01 the claimant as agent. eK9Cutor. adminlslralor. parenl. guardl8ll or
other representative.

If claimant intends to file claim lor borh personal injury and property damage. claim
lor both must be shown in item 12 01 this lorm

The amount claimed should be substantiated by competent evidence as follows:
(aJ In supporl of the claim lor personal injury or death. fhe claimanf should submit

I written report by Ihe atlending physician. showing the nature and extent of inJury.

the nature and eKtent oltreatmenf. fhe degree 01 permanent disability. il any. the
prognosis. and the period 01 hospitalization, or incapacitation. attaching Ilemized bias
tor medical. hospital. or bunal eKpenses actually incurred.

B, Principal Purpose: The inlormation reQuested Is to be used in evaluating cl"""s,
C. Rolu/ine Use: See the Nolices of Systems or Records lor the agency to whom you

are submilting this lorm lor this information.
D. Effect of Failure 10 ResP'Ond: • bisclosure Is voluntary. However. lailure to supply r

the reQuested inlormation or to eKecute the lorm may render your claim "invalid".

(b) In support 01 claims lor damage to property which has been or can be
economICally repaired. the claimant should submit at least two itemized signed
statements or estimates by reliable. disinterested concerns. or. II payment has been
made. the itemized signed receipts evidencing payment. ;

(c) In support 01 claims lor damage to property which is not economically repairable.
or if the property 's lost or destroyed. the claimant should submit statements as 10 the
original cost of the property, the date of purchase. and fhe value 01 the property. both
belore and alter the accident. Such statements should be by disinteresled competent
persons. prelerably reputable dealers or ol/iclals lamiliar wilh the type of property
damaged. or by two or more compelilive bidders. and should be certitied as being just
and correcl,

(et) Failure to completely eK9Cute fhis form or to supply the reQuested material
within two years Irom the date the allegations accrued may render your claim ","valid".
A claim is deerr.ed presented when it is received by the appropriate agency, not when
it is mailed.

Fallura 10 spaclfy ••um cl1rtaln will ra.ult In Invalid pra.antatlon of your clelm
and may rasult In forfaltura of your rights.

•

•

•
INSURANCE COVERAGE

1-;-.----,,.--,:--:--::---::-----;'-,----------.. '-'- _., '-.." - _- --.-.-.--,-----------4
In order that subrogation claims may be adjudicated. it is essential that the claimant provide the foRowing informalion regarding the insurance coverage 01 his vehicle or property.

f-,'::'5-Do=--y-o-u-c-ar-r-y-ac-c-id-e-nt-'in-s-u-ra-nc-e?'-::j--Yes: 'ity~s:givenam;and address 01 insurance comPMY (N~;"ber. :~trel1l. city: -StiI8~and-iJp' code)"anci po.cy number. l i"No-

" _.~ 'k' ,.~ 00 ~••=,.~;.••..~OO.~~~." ~~.~••~~'~' . I "~:.~..~~~~~ __'
18. II claim has been filed with your carrier. what action has your insurer ta!<en or proposes to lake with reference to your claim? (/I is necessary that you ascertain these facts) •

~--------------- .._-- ---_., ..- .. _..

U.S. GOVERNMENT PRINTING OFFICE 1985 0 - 484-738

- -_. ._.... _------ . --.'-
SF 95 (Rev. 7·85) BACK

•
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INVESTIGATION REPORT OF P"",cy Act

MOTOR VEHICLE ACCIDENT St",m,nl .,
the boUom
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•. FED· a. YEAR Ib. MAKE c 1l0DY TYPE cl NO OF ;Ie KIND OF CARGO , EXTENT Of CARGO DAMAGE til nono, so Slale,
ERAl PASSENGERS
VE·
HIClE

g REGIS1RATION NUMBER h PARTS OF VEHICLE DAMAGED AND NATURE OF DAMAGE(Foci.'

(InCludes
p"w,tely

I OPERATOR'S PERMIT ISt.,• • n/j Number} ,f,CI,'" No.'

o*ned. I .fede"Uy
0pIII"edl I LIMIlAllON Of PERMIT k TRAVELING II SlREET/HIGHWAY ON WHICH VEHICLE WAS TRAVELING

DIRECTION

"' TYPE PERMIl n YEARS DRIVING EXPERllNCl a NUMBER OF HOURS II UISTANCE DANGER WAS NOTICED I/. I ~AWFUL SPEED

TOTAL TYPE VEHICLE ON DUTY BEFORE

o OPERATOR IN WHICH ACCIDENT q ESTIMATED SPEED THEN m.p,h. mp.h

o TRUCK DRIVER
ACCIDENT OCCURRED

, ESllMATED SPEED AT IMPACT u MAXIMUM
OCCURRED

mpn
5AFE SPEEDo CHAUFFEUR • LAWFUL SPEED II

'" 0 h

v DRIVER tN.me, SEX w DRIVERS ADDRESS

AGE

7. OTHER • YEAR Ib MAKE t BODY TYPE cl NO OF ,I P KIND OF CARGO I' EX1ENT OF CAAGO DAMAGE III none. so slate)
VE· PASSENGlR~

HICU

12'
g REGIS1RATION NUMBER h PARTS OF VEHICLE DAMAGED AND NATURE OF DAMAGE

I OPERATOR·S PERMIT (51"0''''' number} ('ede,al No.)

I
I LIMIT ATlON OF PERMIT k TRAVELING II STREET/HIGHWAY ON WHICH VEHICLE WAS TRAVELING

DIRECTION

m TYPE PERMIT n YEARS CAlVING EXPERIENCE a NUMBER OF HOURS P DISTANCE DANGER WAS NOTICED II I LAWFUL SPEED

TYPE VEHICL E
ON DUTY BEFORE

o OPERATOR TOTAL
IN WHICH ACCIDENT q ES TIMATED SPEED THEN mo n mpn

o TRUCK DRIVER ACCIDENT OCCURRED , ESTIMATED SPEED AT IMPACT m.p h u MAXIMUM
OGCURRlD SAFE SPEED

o CHAUFFEUR • LAWFUL SPEED h m P n

• DRIVER (N.mo, SEX w DRIVERS ADDRESS

AGE

•. WITNESSES (N._, ADDRESS lELEPHONE NO LOCATION AT TIME OF ACCIDENT

A

B

In compliance with the Privacy Act of 1974, the following information is provided:
Solicitation of the information requested on this form is authorized by Title 40 U.S.C. Section 491. Disclosure of the information by a
Federal employee is mandatory as it is the first step in the Government's investigation of a motor vehicle accident. The principal pur·
poses for which the information is intended to be used are to provide necessary data for use by legal counsel in legal actions resulting
from the accident and to provide accident information/statistics for use in analyzing accident causes and developing methods of reduc·
ing accidents. Routine use of the information may be by Federal, State or local governments, or agencies, when relevant to civil, crimin·
ai, or regulatory investigations or prosecutions. An employee of a Federal agency who fails to report accurately a motor vehicle accid·
ent involving a Federal vehicle or who refuses to cooperate in the investigation of an accident may be subject to administrative sanctions.

91·206 STANDARD FORM 9'·A PAGE 1 IREV, 6-711
P,e.cflbecl by GSA. FPMR 101·391



• NAME SEX I> "'DDRESS

"'GE ,

A C 1.41,11 . ~.- In 'WO IPorop".,. 00.'1 Cl IN WHICH VEHICLE e LOC'"TION IN VEHICLE I FIRST ...,0 GIVEN BY

o KILLED 10 DRIVER o PASSENGER o FED

o INJURED o HELPER o PEDESTRI ...N o OTHER 12)

9 T"'KEN BY h T"'KEN TO I'REGISTR... TION NUMBER

• N"'ME SEX I> "'DDRESS

"'GE

B C MAr.. . ~ . If! Ihe Iwn ""prOpflat. txnes ~ IN WHICH VEHICLE e lOC...TION IN VEHICLE I FIRST ...,0 GIVEN RY

o KILLED 10 DRIVER o r"'SSENGEn o FED

o INJURED o HELPER o PEDESTRI...N o OTHER (2)

9 TAKEN BY h T"'KEN TO . I' REGISTR...TlON NUMBER

10. PE· • DIRECTION PEDES· I> DON o "'CROSS c WHERE W"'S PEDESTRIAN liOINGISW corn" 10 HE co,''''. E Sltle'o W .,tI•. •rc.)
DES· TRIAN W"'S GOING

Sr'eef FROM
ITOTRI...N nam, Of

highway.

Cl DESCRIBE WHAT PEDESTRI...N WAS DOING AT THE TIME OF TtiE ACCIDENT ,C,osslng
m1.,,se,t,on .."n SIgn.I, 'galns, SIgn.'. I1I.gon.lly. In fOlI1W'V wOOfing. pl,ymg. willf/ng. ,,,rch,ng on
.,eh",•. •'C ,

t.

Att. 15C, Ch. 15, HB 23
KILLED OR INJURlD

(TM 23:79) p. 2

•

•
" DAMAGE TO PROPERTY OTHER TH"'N MOTOR VEHICLES OR C...RGO IName Ol>le"s. show
ownefSI't,o. ,late nature 01 damage,

12. KIND DF LOCALITY 1M". on'l 11. CONDITION OF VEHICLU ROAD CONDITIONS. Con,'c1 - Mit. on, Of mOl'

a Manu'.JClunng'lnduswal FED 7 Mar'" one or more 'or each veh,c/. I loo!liop rna,.. "".1 on sur"Ce

b 5,l,oPPlng; bUSiness a Oelr.C,;1.y,' blakes Q Holes. deep ruls

C. ReSidential I> HeadIH;J"IS OHI a One o Both h Delectlve shoL/lders

d SChOOl/Playground c T1IIIIght out Or obscured I No t1etects

e Open COunlty d Dim. co*1 at fendct llghlS only I Ol"ef delecu ,Specdy,

, Induslnal premIses e Signal IIg"15 de'echve

9 Home/dOmesllC premIses I Olher hgrn~relleclofsdefective
k ROld undet con-'/

h Olher upeelly' 9 Tlfe ble* Out ., struellon or tepllf DYES o NO

h Detech\lC steenng mechanism It. TR...FFIC CONTROLS

13. LIGHT ,Mlrlc on'1 I No olppat!nl defects FUNC· NOT
FUNC· U" Ie Ipproplll r. column

TION· TION· tor .ach controt prlS.nl
• D.yhllhl d Darkness *llh I Othpi dr.lecls ,Sp'Cllyl ING ING

I> Dusk tIl Atbtlclal light I RaIlroad croSSlno gales

C Daw~ 12) No artlhclal light 17. VISION OBSCURED BT b RlllrOld lutomallC Slgnl'

14. WEATHER ,M". onel ED 2 Mlrlc ",he', appllclble C Olflcet Ot *alchman

a Clear d fog I Rlln sno*. elC on *Indstueld d Slop.nd go hghl

I> Ra1nrno e Othe, ,SpeClfYI I> CraCked WindShield e SlOP s'9"

C Showetlng c Dirty ....Indshleld/wlndows t W.. tninO sIgn at SIgnal

15. CONDITION OF DRIVERS AND PEDESTRIAN d Wlndo*s/wlndshleld not glass 9 F1a9s Ot flarel

FED 2 PED Marie on. lor elch person e Trees. CtOps. "tc " non•. 0 h No controls pt.s.nt
mlr. her,

a Had not been dflnklng I BUilding 20. RO...D DESCRIPTION

b Had been dnnklng ,"M.t", ,1J, ,ZI. Ot IJJ belO",··j 9 Emb"nkment • WIDTH OF RO"'D OR P"'VEMENT

{I. Ablllly Impalled h Signboards

C2, Ability not Impalted I Patkcd yehlcle I> NUMBER Of L"'NES Ie L"'NES .......RKED

(3) Nol known ¥whether Impaired I MOYln9 yehlCle o YES 0 NO

,.~ ~~X Ulr. 0'" or mar' tor elch person k Other, S".c,IYI d L"'NES SEP...R...TED

c PhYSical del!!ct o NO o YES " ··Y.s... d'S''''''
d Other hlndlCIPs, Cluy,ng bJmdles. umbteili. elc II. RO...D CONDITIONS IMar. 0"0/

s.parl'lOn.

e SleePY. f.tlgued. ele I Dry J d Snowy

t Apparently .sleep I> WeI I e Icy

II Apparently norma' c Muddy Conrmu.C1Il." column

•

•

•
ST"'ND"'RD fOR... St·... P...GE 2IR£V. '·76)



3(TM 23·79)HB 2315Ch15CAtt . .. . ,. . n.
21. DRIVER' ACTIONS DRIVER'S "'CTIONS. COnlin'*' I OTHER IMPROPER ...CTlON /Sj»CI'y/

FED 2 AI., .. one lor "Ch rJr,~r EC 2 M.,k II .pp/lc.bIe FEDI

......aklng ,.,~nl turn I Skidding 2 I

b Malillng lei, turn m AvoldlnQ vetllt:le. Oblect Q' pedeslrlo1n 21. POLICE ACTION (/I e", I

c Making U turn n Emm9ln9 lrom .lIey or driveway a CH"'RG~

d GOing st,algl'll ahead o Ol"ar,~ct vfI!hlcle pArked

e Slowing down/stoPPing p Gay.' wllnlng thorn. SIt;n.', m(1ICllor/

r Overtaking/Pining 22. VIOLATIONS b N"'ME OF PERSON CH...RGED

g. Forward 'rom parking space EC 2 Man. one or more

h Backward 'rom parking space • E.ceedlng lawful speed C POLICE OFFICER'S N"'ME d B...DGE
NO

I. 01l''ler backing b. Following 100 Closely

I Stopped In trallie lane c. Disregarded SlOp sign

k. Olne, ISpeclfy, d Dosregarded stop/go s'gnal e POLICE OFFICERS DEP...RTMENT

e Disregarded pOlice aMICI'

/

/ 24. INDICATE ON THIS DIAGRAM HOW THE ACCIDENT HAPPENED

e Place .rrow In

tl'liS Circle to
Indlcat. NORTH

/

Us. one of Iii,s. outlines fa Slf."Ch ''',
sc.n. W",. In 51rHI or hIghway nam.s or
numbers

• Number F,(1.ral ~h'c/. a5 '. O,h.r
~h,c'• •s 2. a(1(1I"on.' w.h,ct. as 3. and
S"O_ (1, ...rllon ollr.v.' w,/h 'flOW

E.ampl• ......c:D G---
b Use SOlid line 10 snow pain

before aCCident 0
and brOken hne
Ine .ccldenl - - - - m

c snow pedestnan bY--.O

d Show ,.,Iroad by I I I I I I I I I I I

o

!~\U!
I \ I
I \ I

--+-------~---- -l. -r--
;';' I \ I

/--I i I '\<\l :~
2S. POINT OF IMP...CT 21, DESCRIBE WH"'T H...PPENED ,Rele, 10 ..hlefe... "fed" end "2")

FED 2
M.rle on. lor
.ach w.hlc/.

, Front

b R'gnl tror.!

C Lell'ront

d Rear

e Rlgl'll rea,

I Lelt relr

g RH~1'l1 Side

I'l Lett Side

21. REVIEWING OffiCIAL S STATEMENT t Th. bacll 01 rh,s lorm m,,. be us.d lor .dd,tlon,' .p.c, 10 con'lnu, .n,. ".m}

• SHOW CONSEQUENCES OF "'CCIDENT ...FFECTING ...GENCY PERSONNEL SHOWN IN b. REMARKS (If anV)
ITEM 9 BY COMPLETING ITEMS BELOW

TYPE OF PERSONNEL IPROB"'BLE DIS...BILITY

o MILIT ...RY 0 CIVILI...N

0'" TE STOPPED N"'TURE OF INJURY "'''10 P...RT OF BODY
A WORK

D"'TE RESUMED
WORK

TYPE OF PERSONNH IPROB...BLE DIS"'BILllY

D"'TE STOPPED N"'TURE OF INJURY "'ND P...RT.OF BODY

B WORK

D"'TE RESUMED
WORK

,. REVIEW· SIGN"'TUR~ TIlLE O.I,',',r,. or CIWlII,n, 0 ... IE
ING
OFFICI"'L

*U.S.GPO: 1987·Cl-179·0152169059 STAND"'RD FORM 91·... P...GE J 11lEY. '·711



E E ACCIDENT HAPPEN, (Cn, 11'11' ,,,.1.. uJ (117)

Att. 15D Ch. 11\ HB 23 (TM 23:79)
STATEMENT OF WITNESS

1. DID YOU SEE THE 2. WHEN DID THE ACCIDENT HAPPEl'll fORM APPAOVmACClDENn •• TIME •.•. llI. DATE O.M.B. NUMBER
(AII""h """;';D•.1 ,h"" ;f .UIII'7) 3090-0U.,.•.

J. WHER DID TH

\

TtLL IN YOUR OWN WAY HOW THE ACCIDENT HAPP£NED

5. WHERE WERE YOU WHEN THE ACCIDENT OCCURREDr

'. WAS ANYONE INJURED, AND I' SO. EXTENT OF' INJURY IF' KNOWNr

7. DESCRIBE THE APPARENT DAMAGE TO PRIVATE PROPERTY

e. DESCRIBE THE APPARENT DAMAGE TO GOVERNMENT PROPERTY 9. IF TRAffiC CASE,
GIVE APPROXIMATE
SPEED Of:

II. GOVERNMENT VEHICLE

!::;S,.
b. OTHER VEHICLE

,!-i/II." ...
GIVE THE NAMEI AND ADDRESSES OF' ANY OTHER WITNESSES TO THE ACCIDENT (If ........ 1

NAMES b. ADDRESSES (btl.J, ZIP C.J,)

11. HOME ADDRESS U.tI.J, ZIP C.J, I 12. WITNESS (Print Nllmel II. HOME TELEPHONE NO.

WITNESS
COM· b. TODAY'S DATE
PLETING Sir· •THIS h",
fORM

13. BUSINESS AOORESS (I.tI.J, ZIP C.J,) TELEPHONE NO.

'4. INDICATE ON THE DIAGRAM BELOW WHAT HAPPENED:

STANDARD FORM 94 (REV. 2-831
Prescribed by GSA, fPMR 101-39••

3. Show pcdutril" b, ) 0
4. Show railt..d b, I I I I I I I I I I I I I I I I •
S. Oiva "Imu ", ..umber. rtI .UuU .... hi,h.IY.

I. I ..dicttc ftorth b, u,ow itI thi. eire" 0
I. Numbe' Pedaal vchiclc u l-otha "Cbicle .. 2-additlonal Ychlclc

.. 3, Ind tho. ditcetlon or travel b, uro.

I~••mpl.:~CDCO~ I
2. UK ooIieS liIM to .how pat" beror. Iccldcftt - CD

BlO"C1l Ii... artCl' lecidcat - - - -- - - c::2:J

: U \ \ I I
I \ I

_--+------L------~-T-----,.,.- I \ "' .......
,,,,." I \ I ....... '"
--" : , \ \ \ 1 --

N$N 1S4l1-OO-634....045
94-105



Att. 15D (TM 23:79) p. 2

FILE REFERENCE:

This otllce ha. been notified thlt you wltnesMd an accident which occurred

It will be helpful If you will answer, as fully a. possible, the question. on the other side of thl. letter. Pl.... re-el
the PrIvacy Act Statement below. .

Your courtesy In complylns with thl. request will be appreciated. An -eldressed envelope, which requires no postaie,
II encloaed for your convenience In replyin,.

Sincerely

Enclosure

Use by the public is vC\luntary. In compliance with the Privacy Act of 1974, the following information is provided:
Solicitation of the information requested on this form is authorized by Title 40 U.S.C. section 491. Disclosure of the
information by a Federal employee is mandatory as it is the first step in the Government's investigation of a motor
vehicle accident, The principal purposes for ....hich the information is intended to be used are to provide necessary
data for use by legal counsel in legal actions resulting from the accident, and to provide accident information/statistics
for use in analyzing accident causes and developing methods of reducing accidents. Routine use of the information
may be by Federal, State or local governments or agencie., when relevant to civil, criminal, or regulatory investigations
or prosecution.

•

•

•

•

•
• u.s. GPO, 1I1l-1I1-Zn/601U

STANDARD FORM M BACK (REV. Z-l3)



Att. 15E. Ch, 15. HB 23. (TM 23:79)
REPORT OF ACCIDENT OTHER THAN MOTOR VEHICLE

(INSTRUCTIONS ON REVERSE)
I. MISSION OR BUREAU AND OFFICE 1. ACCIDENT OCCURRED IN:

Go ...emment ICon""etor
3. NAME AND ADDRESS OF EMPLOYEE REPORTING THE ACc.;IDENT Operilion Operilion

4. DATE OF ACCIDENT 15. TIME 6. l:XACT LOCATION OF ACCIDENT

ZI-
DESCRIPTION (Whot L,d Up 10 ,h, .4ccid,1II Q1fet How Did 0., .4ccld,,,, HOPPlll1)

oZ
-""I-C

..lQ,,-

..l-U
~a::U

"-~<

"""-CO

,..:

I. NAME I b. ADDRESS

I

C I

"" c. NATURE AND EXTENT OF INJURIES
c::
~...
Z

Z
0
'" d. PROBABLE DISABILITY (ChlC~ on,) e. REGULAR OCCUPATION OF INJURED
c::

""C- (1)0 Death (4)0 Temporlry TOIII
".;

(2)0 Pcrm~nenl TOlal (5)0 Temporary Parllal l. DATE INJURED I. DATE INJURED
STOPPED WORK RETURNED TO WORK

(3)0 Permanenl Partial (6)0 First Aid

a. NAME OF OWNER b. ADDRESS OF OWNER

.... C
I-"-l c. DESCRIPTION AND LOCATION OF PROPERTY
c::~
"-let
Q,,::;
0<
~C

d. NATURE AND EXTENT OF DAMAGE e. DOLLAR ESTIMATE
r:>. OF PROPERTY

DAMAGE

'" IMPORTANT - Secure Ihe names and addresses or wilnc!l.sc:s, bystanders, or persons in the immediate vicinity who may
"-l h...... e secn the accidenl or heard any statemenl made by 1he person injured.

'"'" a. NAMES b. ADDRESSES
""Z
t:
::
c-

II. SIGNATURE OF PERSON EXECUTING THIS FORM I TITLE OR POSITION DATE OF THIS REPORT

SUPERVISOR'S REVIEW AND COMMENTS
12. c.;OMMENTS ON ACCIDENT

_1_3_._S_IG_N_A_T_U_R_E_.. _O_F.;.S_U_P_E_R_Y_IS_O_R -:-::-:-:;:-:-::I~T...I_T_L~E=::'::"'"=::-:-:=:-:-------_I-D-A-T-E-------
ADMINISTRATIVE R"VIEW

14. COMMl:NTS ON ACCIDENT AND CORRECTIVE ACTION TAKEN. 011. PLANNED. TO CORRECT CONDITION(S) CAUSING
THE ACCIDENT

15. SIGNATURE OF EXECUTIVE OR ADMINISTRATIVE OFFICER DATE



ITEM 1: Self explanatory.

INSTRUCTIONS

ITEM Be:

Att. 15E (1M 23:79) p. 2

S~lf explanatory. •ITEM 2: Self explanatory.

ITEM 3: Self explanatory.

ITEM Bf: The date of the first day (subse
quent to the date shown in item 4) when the in
jured commenced losing time.

ITEM 4: Date of accident.

ITEM 5: Hour of day or military time.

ITEM Bd: (1) Death - Self explanatory.

ITEM 6: Building or other exact location of
accident. Include city and state or foreign coun
try. •

•
Describe in detail the damage toITEM 9d:

property.

ITEM 9b: Provide the address of the owner of
damaged property.

ITEM 9c: Self explanatory.

ITEM 9a: Provide the name of the owner of
damaged property. If a single accident involves
damage to the property of more than one owner.
a separate form is to be fiUed out for each owner
of damaged property.

ITEM 8g: The day injured returned to work.
NOTE: This report should not be delayed beyond
the end of calendar month for completion of this
item.

ITEM ge: Two disinterested qualified persons
should provide signed estimates of cost of repairs
if the property can be repaired. The estimated
amount should be documented in block ge.
When property has been damaged beyond eco
nomical repair. the estimated amount of property
damage in block ge. must be supported by infor
mation which documents the date of purchase.
the original cOSt. and the value of the property at
the time of the incident.

Provide the address of the injuredITEM Bb:
person.

(2) Permanent Total - An injury
which permanently and totany incapacitates a
person from following any gainful occupation.

ITEM 7: Provide all possible information on
what happened. (Use additional sheet, if neces
sary.)

ITEM 8a: Provide name of person injured. If
a single accident involves injury to more than one
person a separate form is to be filled out for each
injured person.

ITEM Bc: Give a complete description of the
condition resulting from the injury. Specify the
loss or injury of any member or part of the body.

(3) Permanent Partial - An injury
which results in the loss of any member or part of
a member of the body, Or any permanent impair
ment of functions of the body or part thereof to
any degree less than permanent total disability.

ITEM lOa: Specify the names of "eyewit
nesses" if available or first person(s) hearing of
accident from injured person(s) or other sources.

ITEM lOb: Specify the addresses of the "eye
witnesses" as identified in block. lOa. •
ITEM 11: The immediate supervisor is to re
view the adequacy of the report and provide any
additional information relevant to the accident.

i

(4) Temporary Total - An injury
other than the above which renders the injured
person unable to perform a regularly established
job on any day or shift subsequent to the day of
injury (including Saturdays. Sundays. and days
off)·

ITEM 11: Self explanatory.

ITEM 14: The executive or administrative of
ficer shaH specify the corrective action taken, or
planned. to ·prevent a re-occurrence of the re
ported accident. (Use additional sheets if neces
sary.)

(5) Temporary Partial - An injury
which prevents the injured person from perform
ing his own job on any day or shift subsequent to
the day of injury, but does not prevent his/her
performing another regUlarly established job.

(6) First Aid (Medical Tr~atment

Case) - An injury which requires medical treat
ment only and does not result in loss of time.

ITEM 13:

ITEM 15:

Self explanatory.

Self explanatory.

•



Att. 15F. Ch. 15. HB 23 (TM 23:79)

VOUCHER FOR PAYMENT
UNDER FEDERAL TORT CLAIMS ACT

VcntCllfto No. ••••••••••••••••••••.•.......•.•.•.

SchedKl. No.

Claim No•.••..........•••••.••••.•••..........•

u.s .
(Dep.rtmont, bu u. or oot&bllahmentl

Voucher prepared at '" .

THE IT
(GI pl and d.tel

UN ED STATES, Dr.,

To _ .
(P.7"1111

AJJress .

PAID BY

Amount claimed, $........................... Date claim accrued .........•.••..••••••••••••.....•.•_••..••••••••••••••.•••.•.••••••••••••_ ••••••••, 19••••••

Amount of award, compromise, or settlement ...•••..•..•••.•••••••.•..••••••_ .••••••_••••••••••.•••_•••••..••••••.••••••••• $••__._._.__••••__•••••••
BRIEF DESCRIPTION OF CLAIM i (See attachments for further explanation in detail.)

ACCEPTANCE BY CLAIMANT(S)
I, (We), the claimant (s). do hereby accept the within·stated award, compromise, or settlement as final and conclusive on me (Ull).

and agree that said acceptance constitutes a complete release by me (Ull) of any claim against the United States and against the
employee of the Go\"ernment whose act or omission gave rise to the claim, by reason of the &!Ulle subject matter.

Date ......•.....•....•.••....._..•• 19....••
SIGN

ORIGINAL
ONLY

·····················_·(cl;b,,"Uii-·············_·_····

-·--.---------·-iCt"";i;;;";nu.--------

This c1ai-n has been ful~y examined in accordance with the
provisions of the Federal Tort Claims Act (28 U.S.C. 2672),
and is approved in the

amount of $••••••••_ ••••_•.•••••••••

Pursuant to the authority vested in me, I certify that this
voucher is correct and proper for payment in the

• amount of $.•••••••.•••••••••••_ •••••

,
I
\

"
·················(ii;;d-.;;·F;S;;;j·~~;;~·~;·;~;ih~;i;;.j-d~~ij;;;;i·· _........... ·························..iA-~u;,;i;;d··;;rtii;i,;i·~jft-;;;i···· _ _ .

Date •••••..•••.••••..•••_ ••••••.•, 19...... Date •••••_•••__•••..••••_ ••_._, 19..••••

SIGN ORIGINAL ONLY SIGN ORIGINAL ONLY
Title •••....••••••..•••••.•••••••••••••••••. Title ••_••••••••••••.•••••••••_ •••••••_ ••

ACCOUNTlNC CLUSII'ICAnON

rai4 ~J C_1t No••••••••••••••••••••••••••••••••••- .,.U.S. G.P.D. lU3-381·~26/e390
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AID HANDBOOK 23 23:79 April 1, 1988 16-1

CHAPTER 16

PROCUREMENT OF LEGAL SERVICES ABROAD

Applicability

This Chapter sets forth the procedures governing the future procurement
of services of outside legal counsel by AID missions abroad to assist
the mission in the performance of AID functions.

1. It does not authorize the retention of counsel to represent mission
employees with respect to private matters.

2. It does not apply to mission employment of a cooperating-country
national to serve in a legal capacity as an assistant to the Legal
Advisor or Regional Legal Advisor assigned to the mission. Such
employment is governed by Handbook 31, Foreign National Personnel.

3. Mission employment of legal counsel as consultants or experts is
additionally subject to the requirements of Handbook 25, Employment and
Promotion, Chapter 14.

16B. Policy

The General Counsel of AID is responsible for insuring that adequate
legal services are provided to the Agency overseas as well as in
Washington. Accordingly, except as provided in paragraphs C and D,
below, no lawyer, solicitor, or other person, or firm thereof, shall be
engaged or retained by an AID mission to provide legal services unless
the. approval of the General Counselor his/her representative has first
been obtained.

/

/

16C. Procedures

1. Where there is identified a need for the advice of local counsel in
the performance of AID functions, the mission shall forward a request
for approval to the Regional Legal Advisor responsible for the provision
of legal services to the particular mission.

a. The request should:

(1) Describe the situation, which gives rise to the need for
the legal services and the nature of the legal services.
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(2) State the name, address, educational background,
professional qualifications, legal and civic experience, and ability in
the English language of the attorney or solicitor whose services are
requested.

(3) State the terms upon which the services will be obtained,
including length of time, estimated costs, and basis for billing.

(4) Include a commentary on consideration given to other
attorneys.

b. The request must also include either (1) a statement of any
personal or financial interests or client relationships of the proposed
attorney or solicitor which, in light of the duties which he or she will
be called on to perform for AID, might give rise to the possibility of a
conflict of interest or the appearance thereof, or (2) confirmation that
there are no such interests or relationships.

2. Upon receipt of such a request, the Regional Legal Advisor will
expeditiously review the matter and, where appropriate, authorize the
proposed arrangement with such instructions and guidance as he/she may
deem appropriate. In the case of the extended absence from post of the •
Regional Legal Advisor, such request shall be forwarded to the General
Counsel, AID/W, who will review and authorize the proposed arrangement.

3. Services contracted for with a firm will be made in accordance with
AID and Federal Acquisition Regulations or, if made with an individual,
in accordance with relevant Handbook 14 regulations. Any resultant
contract shall be signed by an individual who has been delegated
contracting authority by AID/W.

4. This Chapter is not applicable in those instances where a request
for approval to engage local counsel abroad has been made by an AID/W
Office, and where either the General Counselor the Deputy General
Counsel has approved said request; or, where the Regional Legal Advisor
or an AID/W attorney on TOY at the mission has authorized the employment
of local counsel. •

•
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160. Emergency Situations

In those emergency circumstances in which it is evident that any delay
would injure the interests of the Government, the Mission Director or
other principal officer may procure temporary services of local counsel
in advance of Regional Legal Advisor or General Counsel approval. In
such instances, the procuring officer shall promptly inform the Regional
Legal Advisor or the General Counsel, as appropriate, and provide the
information required in the normal request.

Counsel in Litigation Involving AID

The Department of Justice has primary responsibility for representing
the United States in litigation for or against AID, including the
responsibility for engaging and instructing local counsel (5 U.S.C. 3106,
2 FAM 284). (In addition, Section 26(b) of the State Department Basic
Authorities Act of 1956, as amended, (22 U.S.C. 2698(b) authorizes the
Director of IDCA to authorize IDCA officials to procure legal services
under certain circumstances.) Accordingly, any such litigation,
initiated or imminent, is to be promptly reported to the General Counsel
(GC/LE) with full details as then available in order to permit
coordination with the Department of Justice, as appropriate. A suit
against an officer or employee of AID, when apparently based upon the
individual's performance of his/her official duties, shall be treated
and reported as a suit against the United States.



\

/

Trans. Hemo. No. Effective Date Page No.
AID HANDBOOK 23 23:79 January 1, 1988 17-1

CHAPTER 17

USAID GUEST HOUSE FACILITIES

17A. Introduction

1. This Chapter outlines the general procedures for the establishment
and operation of USAID guest house facilities worldwide.

2. The USAIDs at various locations overseas maintain USAID guest
houses to provide temporary quarters to U.S. Government (USG) employees
when they are on official travel status. USAID guest houses are
operated for the benefit of both the USG and its employees. USAID
Mission guest houses exist to offer a safe, comfortable, and
cost-effective alternative to local hotels and other temporary
residences when such facilities are either non-existent or limited,
unsafe or generally overpriced.

3. USAID management provides direction and oversight of guest house
operations.

17B. Policy

1. USAID guest houses may be operated either directly by the USAID or
through a contractual agreement with an Embassy/Mission employee
association (see Chapter 8A of this Handbook) or local contractor.
Overall, the USAID Mission Director or his/her designee is responsible
for ensuring that the guest house is managed within the guidelines as
established at post and as set forth in this Chapter. Administrative
direction and oversight of the guest house shall fall under the
responsibility of the USAID Executive Officer with the USAID Controller
providing advice and assistance on financial matters.

2. Guest house facilities must be structurally sound; have safe and
reliable electrical, water and sewage systems; have smoke detectors and
fire extinguishers; must be located in a secure area; meet all necessary
security requirements (reliable locks, etc.) and have a dependable means
of communication.

3. The USAID guest house is not to be used as a long-term alternative
to the resolution of housing problems.
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1. The principal AID officer at each post, after appropriate
consultation with heads of other agencies at post, shall determine the
need for and/or the economic feasibility of establishing AID guest house
facilities.

2. When it has been determined that inadequate (in terms of safety,
cost and sanitation) and limited lodging facilities exist in a
particular region/location and adequate facilities are not available
from other agencies or an employee association, the principal AID
officer or designee should consult with FA/OMS in regard to establishing
a guest house. Questions concerning establishment of a guest house may
be directed to FA/OMS. •

•17E. Eligibility

1. The following categories of personnel are eligible to use the USAID
guest houses:

a. Direct-hire USAID, U.S. (PASAs and contractors) and
third-country national employees and their authorized dependents
awaiting housing assignment following arrival or upon departing post
permanently.

b. Direct-hire AID employees on official TDY.

c. USAID FSNs and TCNs on official TDY.

d. Other USG or AID affiliated personnel (RSSA/PASA personnel, •
contractors, consultants) on official TDY who are involved in developing
and/or implementing AID projects.

170. Security

The post should obtain clearance/approval from the Regional Security
Officer (RSO) or his designee before establishing any facility as a
guest house. The RSO should also be queried for advice on security
matters unique to the management of a guest house, its staff, and its
patrons, as well as the real property and its surroundings.

e. Foreign national employees of AID-financed contractors and
sub-contractors on official travel status for USAID/Mission programs.

•
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f. Dependents of direct-hire USAID employees traveling
independently on official orders (educational travel, medical, etc.).

g. Other direct-hire USG personnel on official TOY and their
authorized dependents.

h. USG direct-hire and personal services contract employees not
in official travel status on a space-available basis.

2. Exceptions to the above may be authorized by the responsible
official on a case-by-case basis. In addition, the responsible official
should establish a priority ranking policy for occupancy when demand
exceeds guest house space. The principle to be applied is that the
guest house is under USAID control, and is available to as many people
as possible.

17F. Services Provided

1. There are some services that can be appropriately provided by USAID
guest houses to support AID and other USG employees and dependents while
abroad. The services to be provided are left to the discretion of the

/ operating entity and may include, but are not limited, to the
preparation of meals, housekeeping, and laundry services.

/

2. The USAID Guest House Manager shall regularly consult with the
USAID Officer responsible for guest house operations to review the costs
of the services provided at the facility.

17G. Lodging Rates

1. For USAID-Operated Guest Houses

a. When a USAID-operated guest house is occupied by USG employees
and contractors on TOY travel and lodging is provided at no cost, the
per diem shall be reduced by 50 percent in accordance with 6 FAM 154.2-2
If lodging is furnished at a nominal cost, the per diem will be 50 per
cent plus the actual cost of lodging. Note: Revenues generated from the
operation of a USAID-operated guest house are to be deposited into the
U.S. Treasury Department's Miscellaneous Receipts Account, therefore, it
is not practical to charge USG guests for use of the guest house. See
Section 17H.3. for program-funded travel.
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b. When meals are furnished without charge at the USAID guest
house, the applicable per diem rate is reduced 5 percent for each
breakfast, 10 percent for each lunch, and 20 percent for each dinner.
If meals are furnished at a nominal cost, the reductions will be offset
by the amount actually paid by the traveller.

c. When a USAID guest house is used by USG employees (direct-hire
USAID, PASAs, contractors, and TCNs) awaiting housing assignment
following arrival or preceding final departure from the post, the
employee will not be charged for lodging, for a period which may not
exceed three months for new arrival personnel and one month for
departing personnel. This accommodation is provided to the employee in
lieu of a temporary lodging allowance.

d. Further guidance on per diem allowances when USG facilities
are used is in AID Handbook 22, Chapter 6B-4 and Chapter 9, Appendix 9A,
6 FAM 154; FTR, 1-7.1.e, 1-7.7 and the Per Diem Supplement, Section 925
of the Standardized Regulations.

2. For Contractor-Operated Guest Houses

The contractor may charge the occupant lodging and meal fees which •
individuals claim on their travel vouchers. Special per diem rates (see
Standardized Regulations, Section 925) have been established for those
countries with contractor-operated guest houses that charge travelers
directly for their lodging. Note: Unlike USAID-operated guest houses,
proceeds from the management of a contractor-operated guest house need
not be remitted to the u.S. Treasury (5 FAM 500).

3. Controls to Prevent Possible Overc1aims on Vouchers

Missions with USAID guest houses should set up appropriate controls
to help prevent overc1airns on vouchers. Controls may include sending
letters to contractors to remind them of AID's policy on claiming per
diem (as specified in AID Handbook 22, Chapter 6) when USG quarters are
occupied during TOY travel. Contractors should be warned that •
intentional claims on travel vouchers for amounts to which they are not
entitled are subject to criminal, civil or administrative action being
taken against them. Such notice might also be issued to all guests on
official orders to serve as a reminder, as well as displaying it
prominently in the guest house.

•
I " •
~.
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17H. Finances

1. These procedures apply only to USAID-operated guest houses. USAID
guest houses operated by recreation associations or local contractors
under contractual arrangements are not subject to the financial
procedures outlined in this section. Employee-operated associations are
governed by Chapter 8A of this Handbook, 6 FAM 520, which permits them
to engage in activities for a profit and does not require them to remit
profits or revenues to the USG.

2. Revenues generated by the USAID guest house may not be retained by
the post or AID/W. They must be deposited into the U.S. Treasury
Department's Miscellaneous Receipts account.

3. Under the authority of Section 632(b) of the Foreign Assistance Act
of 1961, as amended, the USAID Controller can credit the O.E. account
with reimbursements from the program accounts which fund AID contractors
who stay at USAID guest houses.

4. Revenues and profits that are attributable to trust funds should be
handled in accordance with the trust agreement, e.g. credited to the
trust fund account.

5. Operating Expense Funds

The USAID Controller may advance to the Guest House Manager funds
in amounts determined by the Executive Officer or the Mission Director
or designee to meet guest house operating expenses. These funds can be
expended for the following purposes:

a. Emergency maintenance and repair of guest house bUilding.

b. Purchase of expendable operating supplies.

c. Salaries and wages of staff.

d. Medical examination and treatment for on-the-job injuries not
covered by Worker's Compensation insurance.

e. Employees' uniforms, cleaning and repair of same. (See 6 FAM
240.)

f. Premium for locally bonded employees.
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g. Expenditures relating to mess operation including food and

drink purchases.

h. Other miscellaneous related expenses.

6. Mode of Payment

Guests should be billed in dollars for services (e.g., meals,
laundry services) provided by the guest houses. The guests may pay the •
bills either in U.S. dollars or in local currency at the current rate of
official exchange. Dollar payment may be made in cash or by personal
check. Local currency payment must be made in cash. Bills must be
settled before leaving the guest house.

7. Deposit of Collected Funds

Funds collected by the USAID guest houses should be turned in once
a week to the USAID Controller. USAID guest houses located in regions
remote from the USAID Controller should remit their funds to the USAIO
Controller once a month.

8. Replenishment of Funds

a. Replenishment of funds is obtained by presenting a voucher
with documents, as outlined below, to the USAID Controller.

(1) OF-205, formerly FS-453 (Statement of Operating Cash
Advance and Replenishment Voucher), in original and four copies,
approved by the Executive Officer for the USAID Guest House, or by the
Mission Director, or designee.

(2) SF-I034 (Public Voucher for Purchases and Services Other
Than Personal) in original and four copies, itemizing expenditures in
detail.

•

(3) Vendors' invoices and receipts in support of each item in •
the statement of expenditure in (2) above. Such invoices and receipts
are signed by the USAID Guest House Manager to the effect that
goods/services were received.

b. Upon receipt of the above, the Controller reimburses the USAID
Guest House Manager for the expenses less any amounts in question.

•
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9. Custody of Cash

The cash in the guest house is placed in a properly secured
container. A duplicate key to the container should be placed in a
sealed, signed, unopened and dated envelope for retention by the
Controller.

10. Inventory

The Manager should maintain an inventory system using bin cards for
inventory and cost accounting of all food and perishable items (see
illustrative format in Exhibit 1).

11. Profit &Loss Statement

At the end of each month, the Manager must prepare a statement of
the ending inventory (see exhibits 2, 3 and 4 for sample forms).
Reporting formats currently being used by USAID guest houses are
acceptable provided they collect all data included in Exhibits 2 through
4. Retain one copy of each statement in the guest house files for audit
purposes and forward one copy of each statement to the Executive Officer
and the Controller.

12. Internal Accounting Procedure

a. The Manager shall maintain a Daily Casn Disbursement Ledger
(Exhibit 5) and a Daily Cash Receipt Ledger (Exhibit 6).

b. Cash receipts and cash reimbursement funds for guest houses
must be kept separately. Cash receipts are not to be used for expenses,
but must be deposited as detailed in Section 17H.7.

13. Class B Cashier

Refer to AID Handbook 19, Chapter 13, for guidance pertaining to
activities and responsibilities of Class B cashiers.

171. Miscellaneous Operating Instructions

1. Each guest, upon arrival, fills out a Guest House Registration Card
(see sample at Exhibit 7).



Page No. Effective Date Trans. Hemo. No.
17-8 January 1, 1988 23:79 AID HANDBOOK 23

171

2. A ledger or log book which will contain pertinent data on guests
will be maintained to facilitate the Controller Office/Fiscal Manager
review of operations. Specifically, the ledger should provide: names
of all guests, dates of arrival and departure, where arriving from and
departing to, type of employment (direct-hire, PASA, contractor,
consultant), name of employer/contractor, contract no. if applicable,
name of project to which assigned and no., permanent duty station,
amount paid for lodging and other services. The Controller, or person
responsible for fiscal management (if it is an employee association
operated USAID guest house), must regularly review this document to
ensure that procedures and fiscal operations are being maintained (see
sample, Attachment A).

3. Guests and staff are charged for lost or damaged property excluding
normal wear and tear.

4. Guest house employees must be covered by Worker's Compensation
Insurance pursuant to the laws of the host country for injury or death
in the course of employment.

5. The Manager will conduct an annual inventory of all government
property in the guest house. An inventory will be taken any time there
is a change in the management.

6. The Record for Long Distance Telephone Calls must be filled out for
each long distance call placed through guest house telephones. Guests
are billed for personal calls; official calls are itemized for
reimbursement on SF-I03S.

7. All business records are to be retained and made available for
audit and inspection and are not to be disposed of except as authorized
by the applicable records disposition regulations (AID Handbook 21).

17J. Guest House Operating Policy and Procedures

1. USAIDs will issue a Mission Order regarding the policies and
procedures governing the operation of the guest house consistent with
the gUidelines set forth in this chapter. Staff notices may be issued
as necessary to provide information on changing lodging rates, guest
house rules, etc.

I

•

•

•

•

•
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2. Guest house rules (see sample at Attachment B) should be
prominently displayed throughout the guest house, preferably on the
bulletin board in the dining room and each room.

3. The guest house rules notice should include the following statement:

Claims for Losses of Personal Property from Guest Houses

Claims for the loss of a guest's personal property are processed in
accordance with Handbook 23 Chapter 10. The Claims Act of 1964 places
stringent requirements on AID personnel to safeguard personal property.
Claims for losses from a guest house are not automatically reimbursed
under governing regulations.

Attachments

Attachment A - Guest House Ledger
Attachment B - Sample - Guest House Rules

Exhibit 1 - Bin Card
Exhibit 2 Profit and Loss Statement
Exhibit 3 - Guest House Occupancy Report
Exhibit 4 - Statement of Receipts
Exhibit 5 - Daily Cash Disbursement Ledger
Exhibit 6 - Daily Cash Receipt Ledger
Exhibit 7 - Staff House Registration Card
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BIN CARD

•
I I I

QTY. QTY. I QTY •. I UNIT I TOTAL
DATE PURCH. ISSUED ON HAND PRICE I STOCK PRICE

I
QTY. QTY. I QTY. I UNIT TOTAL

DATE PRICE ISSUED ONHAND PRICE STOCK PRICE

I .

•

•

•

•
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EXHIBIT 2

USAID GUEST HOUSE
PROFIT &LOSS STATEMENT FOR~M=O=NT=H~O=F~_-_-_-_-- ___

SALES - DINING HALL
A. Inventory beginning
B. Purchases for period
C. Sub-Total
D. Less ending inventory

2. COSTS OF GOODS SOLD - DINING HALL

3. GROSS PROFIT - DINING HALL (1 MINUS 2)

4. SALES - OTHER SERVICES
A. Inventory beginning
B. Purchases for Period
C. Sub-Total
D. Less ending inventory

5. COSTS OF GOODS SOLD - OTHER SERVICES
/ 6. GROSS PROFIT - OTHER SERVICES

7. REVENUE FOR PERIOD
A. In cash
B. Through TA

8. MISCELLANEOUS INCOME

9. TOTAL GROSS PROFIT (3) 6) 7) and 8)

10. OPERATING EXPENSES
A. Salaries
B. Telephone
C. Utilities
D. Rent
E. Misc. supplies &expenses

11.

12.

13.

14.

TOTAL EXPENSES

PROFIT OR LOSS FOR PERIOD

NON-REVENUE MANDAYS

ACCUMULATED CURRENT FY PROFIT &LOSS

GUEST HOUSE MANAGER
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EXHIBIT 2 (CONTINUED)

PROFIT AND LOSS STATEMENT EXPLANATION

1. Includes revenue from sale of food items only.

IA Inventory value at the first of the month.
IB List purchases of commissary and local market goods for the dining

hall only during the period.
IC Add items IA and lB.
ID Inventory of commissary and approximate value of local market goods

on hand on the last day of the month.

2. Enter amount of IC and ID.

3. Enter amount of 1 minus 2.

4. Includes revenue from all other services.

•

•
4A through 6. Same as IA through 3 only for other services.

7. All payments received during the month for room rent.

9. The sum of 3, 6, 7, and 8.

10. Includes all expenses incurred in the direct operation of the staff
house.

8. Includes income from telephone, service charges. •
11. Total of expenses of item 10.

12. Item 9 minus 11.

13. Enter the number of non-revenue mandays (adult 1 day; children 1/2 day)
for new personnel to post awaiting housing that occupied the guest house
during the reporting month.

14. This reflects the profit or loss for the entire fiscal year. •

•
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EXHIBIT 3

GUEST HOUSE OCCUPANCY REPORT FY. __

POST _

I TOTALIWORLD BANK I OTHERUNOODRPUSISI STATEI I A.I.D.
I~---__-!-'_~-:__---..,...---~ __:_____:_-......,......-_:____:__-----__- __-
I I
I I fi 11 .51/) .5 .51/) .5 .5 fi .5 .5 .5 .5 .5 .5 .5 11
IfIIlNTH I I/) -& -& -& lfi -& lfi -& lfi -a I/) -a m -a
I I B .~ B .~ B .~ s .~ s .~ s .~' .B ~. C5 ~.
1: ~I---~---___7_---~-z---.L----~z----J------L-z---....I...----..L-z---.L----J....-----JI....-----L-----L-------L-
I I
IOCTOBER I
1,---~'-~-~--J!___~-~-!__---L.-~-.L.--..1.----L....-..l..----L---1--~-
I
INOVEMBER
I .
I
IDECEMBER
I--- -!- .L.-____JI....--___L ~---~---~---....I...----_!__----JI....-----L------'------L...---....L----...L-----.L.--
I
IJANUARY

1,-----J!__-7-___7_-~~!__~-___7_-7_______!"---____!_-___7_-~~-___!_-__!__-~
I
I~EBRUARY

1---~!__~-___7_-_!_--J!__~-___7_-~~:______!_-___7_-~~:______!_-__!__-~
I
IMARCH
, ....I..._ .L._____JI....--___L ----L ......L- -'- ....I..._ .L.-____JI....--___L ----L ......L- -'-- ...L-- .L.__I

I
IAPRIL
I -!--___I_~-...........-....L...---!--_!-~-~-....L...--.L----I----I.-- ...........-....L.---.L--

I
IMAY
I _!__~-~-~-....L...---!--~-~-~-....L...--.L-~----I.--~-....L.---.L--
I
IJUNE
I .L.-___I_----L.._~-~-_!__~-~-~-~-_!__~-~-_!_-~-_!__~
I
IJULY
I-----!--___!_-~~"---___!_-~-~~-~--!--~-___!_-...l-_____!_-___!_-_:L__-!
I
IAUGUST

I:------------~---~~!--~---~-------!-----+-----!----~---!--~---~-------!-----+-----!-----!---
I
ISEPTEMBER
, ...L__ .L._--l ___L ____L ......L- -'-- ...L__ .L._--ll...._____L ___'_ __L... ....L_ ...L__ .L.__

Guests • Total number of guests who checked fn the staffhouse durfng the month
Nfghts = Total number of nf ghts the staffhouse remaf ned occupf ed durf ng the month
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I I MODE OF. I COLLECTIONS
BILL I I AMOUNT OF BILL I COLLECTIONS I AGAINST I AGAINST I OTHER

I DATE I NAME OF GUEST .1 $ I EXCHANGE 1 CHECK I CASH I D. HALL I LODGING I INCOME

STATEMENT OF RECEIPTS DATE _
FOR THE PERIOD POST. _

FROM TO. _

I
I
I
I
I
I
I
I
I

I I I I I I I I
I I I I I I I I
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EXHIBIT 7

U.S.A.I.D. STAFF HOUSE REGISTRATION CARD

NO:, _

Name:--------------- Post:.- _

Employing Agency or Contract Grou~:.- ~Date. __

Sponsoring Agency at Post~ __

Wife: Children over 11 years:__ Children 11 year" under__ Other(Name), _

Arrival Date~ T,illle. ....:Departure Date:..._ T,illle:..._ _

I certify that I am:

LIOn 1eave status

A dependent on unofficial travel
LI

Employee stationed here. authorized quarters
1-1

I agree to comply with regulations of the House.

1-1 On official business

LI A dependent traveling at
US Gov't expenses

'-I0ther (describe) _

Signature:..._ _

If you are a dependent travelling without the principal employee please fill in the space' below with
the employee's name and agency and relationship to you.

ElIIPl oyee' s NaIIe:.- -:-- _

Agency, _

Relationshi~:..._ __
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Attachment 17B

WELCOME TO THE USAID/LIBERIA GUEST HOUSE
We request that you observe the following rules.

GUEST HOUSE RULES

VALUABLES

CHECK-OUT TIME

KEY

PAYMENT FOR ROOM

FOOD

LAUNDRY

VISITORS

NOISE

TELEPHONE CALLS

Please do not leave money or valuable property in your
room. A depository for valuables is available at .
Claims for the loss of a guest's personal property are
processed in accordance with Handbook 23, Chapter 10.
The Claims Act of 1964 places stringent requirements on
AID personnel to safeguard personal property. Claims
for losses from a guest house are not automatically
reimbursed under governing regulations.

Official check-out time is 1:00 P.M. Guests checking
out after this time will be charged for an additional
day's stay.

A small deposit of $5.00 is to be left with the Guest
House Manager when your key is issued to you. Please
remember to return the key before your departure.

On the last business day of stay, guests must settle
their accounts for accommodations (excluding food,
laundry, or other charges) directly with the USAID Guest
House Manager. Payment will be accepted in cash, money
orders, personal checks, or travellers checks.

Breakfast, l~nch, and beverages are available in the
Guest House dining room. Payment will be in cash to the
Guest House Manager on a daily basis. No lunch is
served on weekends or holidays.

Laundry services are available on the premises, same
payment procedure as above. You may do your own laundry
if you like, after the kitchen is closed. You must
supply your own laundry detergent.

All visitors must leave the premises by 12:00 midnight
or, when applicable, one hour before the curfew hour
established by the Liberian Government, whichever is
earlier.

For the comfort of your fellow guests, please keep noise
low after 10:00 P.M. nightly.

There is a telephone on the premises, but local calls
should be made through the office to which you are
assigned. Long distance calls may be placed through the
USAID Director's Office. See the Director's secretary
for instructions.

ENJOY YOUR STAY!
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AID HANDBOOK INDEX

Preface

This Index is derived from the Master Index to the AID Handbook series issued
under TM HI:9. It has been updated in order to incorporate recent changes made
in the revised version of this Handbook.

The underlying approach to the Master Index is one of Unity, with the series of
AID Handbooks considered as a single entity in which topics may appear in one,
or more than one of the component volumes.

Each entry in the Master Index that includes a reference to this Handbook is
reproduced here in its entirety, thus providing both a guide to this Handbook
and useful references to other Handbooks.

The formats for location citations are intended to match their appearance on
the Handbook pages. Beyond the standardized Handbook number with its following
colon, the citations used in the index reflect the different formats used in
the individual Handbooks themselves.

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 AnQ. for Appendix; Att. for Attachment; and ~. for
Supplement are also included in the citations wherever necessary.

Special cases and cross reference messages are described in the following page.

An example of the format used is as follows:

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

where the term "AID Financed Export Opportunities" is located in Handbook
No.lS, Chapter 23, Section A2a(3); and Handbook 15, Chapter 10, Section Cla(l).
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SPECIAL CASES

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

'.
o In some of the Handbooks, a majority of the text is reprinted from

the Foreign Affairs Manual (FAM). All FAM citations are marked by a
'#' sign before the section number.

o

o

A major portion of Handbook 14 is composed of the Federal Acquisi
tion Regulation (FAR). All citations to this publication are listed
as 14:FAR(section number).

Three Handbook supplements that are basically separate volumes are
cited as, 18: (Procurement Policy), 3A: and 38: (Project Managers
Guidebook).

•
o In Handbooks which contain both Parts as well as Chapters, the Roman

numeral Part number is separated from the Arabic Chapter number by a
dash (-). For example: 21:I-2A8, a citation to Chapter 2 of Part I
of Handbook 21.

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 terms that are closely related.

•

•

•
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ADP Equipment
procurement

Agreements
joint AID/State administrative services
purchase of real estate

AID owned property
disposition of
management (overseas)
sale of

Automotive Fleets

Building maintenance services

Civil Service Personnel
damage claims

payable

Claims
damage claims

payable
review

Contracts
terminations

Disbursement procedures

Education programs
overseas

Educational institutions
facility reporting requirements
financial and program reports
overseas school questionnaire
progress and evaluation reports

23: 14C2

23:App.3B
23:App.5A#740

23:App.5A#780
23:5
19:119F; 19:10Cj 19:1515j
23:App.5A#780

23:6E

20:4Ej 23:App.5A#720

9:App.FI0j 15:5C6j
22:App.9A#164j 23:App.l0A#317
23:App.l0A#317

9:App.FI0j 15:5C6;
22:App.9A#164j 23:App.l0A#317
23:App.l0A#317
7:6C2; 9:8C2; 19:7E4;

23:App.l0A#315

11:1.3.6.6.7j 14:749; FAR49;
23: 13H

11:3.3.10.2; 19:113; 19:6C2g;
23: 14F3

23:App.9A#610

23:App.9A#620
23:App.9A#624
23:App.9A#622
23:App.9A#624.2
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Elementary and Secondary Education Overseas
see also Overseas School Programs

Emergencies
communications

evacuation plans
Guidelines for personnel taken hostage
health and welfare items
host il e act ion
missing persons
missions
records protection

Employee
organizations
overseas school program
services overseas

Employee Operated Services and Facilities
Abroad

bonding
central funds
Constitution and Bylaws
Department of State Assistance
Employee Association Charters
Financial Management
insurance
location on U.S.Government Property
operating funds
policy
principal officer responsibilities
procurement of merchandise
reorganization and liquidation
video club and video taped movies

Foreign service personnel
duties of principal officer
employee services overseas
tax liabilities

Guest House Facilities overseas
eligibility to use
finances
lodging rates
operating Instructions

23:App.9A#610

8:App.D7; 8:App.F; 21-I:9F2a;
23:App.12A#182
22:App.9A#HI25; 23:120
23:App.12B#623
21-I:9F2A; 23:App.12A#182
23:App.12B
23:12N
23:12
21:11; 23:12M

23:App.8A#530; 24:4G; 24:4H
23:9
12:1C6a; 23:App.8A

23:App.8A#500
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
23:App.8A#525
23:App.8A#520
23:App.8A#525.4
23:App.8A#529
23:App.8A#525.8

23:App.8A#520
23:App.8A
23:App.8A#540

23:17
23: 17B
23: 17H
23: 17G
23: 171

•

•

•

•

•
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'.

Host il e act ion

Injury
supervisor's report of accident

Insurance
motor vehicles

Inventory
AID owned property

Joint AID/State administrative services
agreement

Leased property
office space
overseas
policy statement
residential quarters

see also Real property leasing

Legal
restraints see Statutory requirements
services overseas

Missing persons

Mission
administrative procurement
AID/W task force

closing

Mission
executive officer
financial management activities
legal services overseas
motor vehicle management
occupational safety and health
opening
operation
orientation
participant training activities

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

20:Att.llF; 23:App.7A#617.3

23:6H; 23:App.6A#228.12

19:1I9h; 19:1SJ; 23:App.4A#226;
23:App.6A

23:App.3B

23:App.SA#722.1
23:App.SA#720
23:App.SA#721
23:App.SA#722.2

23: 16

23:12N; 26:12

23: 14
23: 13e
23: 13

23:1
19:8; 23:13G
23: 16
23:6
23:App.7A
23:2
23:ALL
28:3E
23: 13M
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23:6G
23:6C4
23:Exh.60
23:App.6A#228.3
23:6JIl
23:6M; 23:App.6A#228.8
23:6G4
23:6J10; 23:Exh.6F
23:Exh.6I
23:6H; 23:App.6A#228.4
23:6L; 23:App.6A#228.12
23:6
23:60
23:Exh.6J
23:6F; 23:App.6A#228.3-1 •
23:6J; .23:~pp.6A#228.7; 23:Exh.6F
23.6G1, 23.App.6A#228.9-1
23:6K
23:Att.1B
23:App.6A#228.13
23:Exh.6B
23:6G5

23: 13 I
23: 13F
19:1581; 23:4; 23:5
23: 13L
23:Att.1A#175
23: 13H
23: 1
23:App.4A#222.2

personal property (disposal abandonment)
personnel activities
property management
records closeout
rview (annual)
supply and procurement activities
Executive Officer
Property Management Officer

Motor vehicles
acquisition
categories
classification
control
dispatch analysis
disposition
foreign made
Form 5-197
fuel consumption
insurance
maintenance
management
official transportation
oil consumption
pools
records
replacement
safe driving awards
sale of
security
spare parts
U.S. manufactured

Occupational
safety and health
supervisor's report of accident

Overseas
administrative officer
advi sory council
Agency for International Development (AID)
assistance
cultural affairs officers
educational and cultural exchange

FAR22.3; FAR23; 20:3; 23:App.7A
20:Att.11F; 23:App.7A#617.3-5

23:App.9A#615.1
23:App.9A#619
23:App.3A; 23:App.9A#617.2
23:App.9A#614
23:App.9A#615.2
23:App.9A#616.1

•

•
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employee organizations
funds
objectives
policy committee
principal officer responsibilities
school assistance funds
school program
school to school project
special education programs

Policy statements
leased property overseas
personal property management overseas

Post
reports

Principal Officer Responsibilities at Posts
Abroad

communities
Financial Management
monitoring association activities
procurement of merchandise

Procurement
administrative support
commodities for overseas support
telephone equipment for admin. use
vehicles

Property
cost accounting
real property
receipt and storage
survey review board

Property Disposal Officer

Property Management
acquisition
building maintenance services
disposition
officer
option to purchase real property
personal property management overseas
policy statement
property records
real property management overseas
sale of AID owned property

23:App.8A#530
23:App.9A#617
23:App.9A#612
23:App.9A#613.3
23:App.8A#520
23:App.9A#617
23:9
23:App.9A#618.3
23:App.9A#618

23:App.5A#721
23:AtL4A#221

23:AtL1A#170

23:App.8A#520
23:App.8A#521.3
23:App.8A#527
23:App.8A#521.2
23:App.8A#525.4

18:26; 20:8 20:9; 23:14;
23: 14
23: 1401
23: 1402

23:App.4A#225
23:5; 23:App.5A#740
23:App.4A#223
23:App.4A#226.5-3

23:App.4A#221.6-3

13:1T; 13:App.0; 20:7; 23:4; 23:5
23:App.4A#222.1
20:4E; 23:App.5A#720
23:App.4A#227
23:App.4A#221.6-1
23:App.5A#740
20:7; 23:4
23: App. 4A#221. 3
23:App.4A#224.3
13 : IT3; 23: 5
23:App.4A#227.1-5
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•
Purchase order

Real property
acqu is it ion
AID owned
disposition
leasing
management overseas
overseas
residential furnishings and equipment
residential quarters

Regional
AID/W
conferences

Representation furnishings

Residences
furnishings and equipment
quarters

Safe Driving Awards

School
assistance funds
to school projects

Small business assistance
competition requirements
transactions by USAID missions

Supervisor's Report of Accident

Vehicle
insurance

11:Att.3P; 23:14G; FAR13.5

23:App.5A#740
19:15C; 23:App.5A#720
23:App.5A#780
23:App.5A#720
13:1T3; 23:5; 23:App.5A#720
23:5
23:App.5A#770
23 :App. 5A#710

23: 11 E
23: 11

23:14C3

23:App.5A#722.2; 26:13F4;
23:App.5A#770
23:App.5A#725.6

23:6K

23:App.9A#614.5; 9:100
23:App.9A#618.3

20:Att.8A; 23:App.14A
23:14F

20:Att.11F; 23:App.7A#617.3-4

23:6H
21-6G1

•

•

•

•

•
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23:76 23:101 23:126

23 :77 23: 102 23:127

23:78 23:103 23:128

23:79 23: 104 23:129

23:80 23:105 23:130

23:81 23:106 23:131

23:82 23:107 23:132

23:83 23:108 23:133

23:84 23:109 23: 134

23:85 23: 110 23:135

23:86 23: III 23:136

23:87 23: 112 23: 137

\ 23:88 23: 113 23:138,

23:89 23: 114 23:139

23:90 23: 115 23:140

23:91 23: 116 23:141

23:92 23: 117 23:142

23:93 23: 118 23: 143

23:94 23: 119 23:144

23:95 23: 120 23:145

23:96 23:121 23:146

23:97 23: 122 23:147

23:98 23:123 23: 148

23:99 23:124 23: 149

23:100 23:125 23: 150
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